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UY BAN NHAN DAN QUAN 5

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
QUANS DPéc lap - Tu do - Hanh phiic
S6: 02/2014/QD-UBND Qudn 5, ngay 03 thang 3 ndm 2014
QUYET PINH

V& ban hanh Quy ché viin héa céng sé tai cic co' quan hanh chinh nha nwéc
trén dia ban Quan §

UY BAN NHAN DAN QUAN 5

Cin cir Luét T6 chirc Hoi dong nhan dan va Uy ban nhén dan ngay 26 thang 11
nam 2003,

Can cir Luat Can bg, cong chirc ngay 13 thang 11 nam 2008;

Can ctr Nghi quyét sb 725/2009/UBTVQHI12 ngay 16 thang 01 nim 2009 cua
Uy ban Thuong vu Quf")c hoi vé diéu chinh nhiém vu, quyén han cua Hoi df’ing nhan
dan, Uy ban nhan dan tinh, thanh phd tryc thudc Trung wong va quy dinh nhiém vy,
quyén han, t6 chirc bd may ciia Uy ban nhan dan huyén, quin, phuong noi khong t6
chirc Hoi ddng nhan dan huyén, quén, phudng;

Can cir Quyét dinh s6 129/2007/QD-TTg ngay 02 thang 8 nam 2007 cua Thu
tuong Chinh phi vé ban hanh Quy ché van hoa cong sé tai cac co quan hanh chinh
nha nuéc;

Xét dé nghi cia Trudng phong Noi vu quan 5 tai T trinh s6 136/TTr-NV ngay
20 thang 02 nam 2014,

QUYKT PINH:

Piéu 1. Nay ban hanh kém theo Quyét dinh nay Quy ché vin hoéa cong sé tai cac
¢o quan hanh chinh nha nwéce trén dia ban Quan 5.
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Piéu 2. Quyét dinh nay c6 hiéu lyc thi hanh sau 7 (bay) ngay, ké tir ngay ky.

Piéu 3. Chanh Vian phong Uy ban nhan dan Quan, Truéng phong No6i vu, Thu
truong cac co quan chuyén mon thuéc Quan va Chu tich Uy ban nhan dan cac
Phudng quén 5 chiu trach nhiém thi hanh Quyét dinh nay./.

TM. UY BAN NHAN DAN
CHU TICH

Huynh Thi Thao
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
QUANS Poc lap - Ty do - Hanh phiic
QUY CHE

Vin héa cong sé tai cac co quan hanh chinh nha nwéc trén dia ban Quéan 5§
(Ban hanh kém theo Quyét dinh 56 02/2014/QD-UBND
ngay 03 thdng 3 ndm 2014 cua Uy ban nhdn ddn qudn 5)

Chuwong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va d6i twong diéu chinh

Quy ché nay quy dinh vé trang phyc, giao tiép va tmg xir ctia can bg, cong chirc,
nhan vién co quan hanh chinh nha nudce (sau day goi chung la can b, cong chirc) khi
thi hanh nhi¢ém vy, bai tri cdng s& tai cac co quan hanh chinh nha nudc trén dia ban
Quan 5, bao gdm:

1. Uy ban nhan dan quan 5, cic co quan chuyén mén thudc Uy ban nhan dén
quan 5.

2. Uy ban nhén dan 15 phudng quén 5.

Picu 2. Nguyén tic thwe hién viin héa cong so

Viéc thye hién vin hoa cdng s& tuan thi cac nguyén tic sau day:

1. Phu hop véi truyén théng, ban sic van hoa dan tdc va diéu kién kinh té - xa
hoi.

2. Phu hop vaéi dinh hwdng xay dung doi ngii can bg, cong chirc chuyén nghiép,
hién dai.

3. Phu hop vdi cac quy dinh cia phap luat va muc dich, yéu cdu cai cach hanh
chinh, chu trrong hién dai hoa nén hanh chinh nha nuéc.

Piéu 3. Muc dich

Viéc thyre hién van hoa cong sé nham cac muc dich sau day:

1. Bao dam tinh trang nghiém va hiéu qua hoat dong ciia cac co quan, don vi
hanh chinh nha nuée.
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2. Xay dyng phong cach tmg xir chuin muc ctia can bg, cong chirc trong hoat
dong cong vy, hudéng téi muc tidu xay dung doi ngii can bo, cong chirc ¢6 pham chét
dao dirc tot, hoan thanh xuét sic nhiém vu dugce giao.

Piéu 4. Cac hanh vi bi cim
1. Hut thudce 14 trong phong lam viéc.

2. Str dung d6 udng c6 con tai cong sé, trir trudng hop duge sy ddng y cia lanh
dao co quan vao céc dip lién hoan, 18 tét, tiép khach ngoai giao.

3. Quang cdo thwong mai tai cong sd.

Chuong I
TRANG PHUC, GIAO TIEP VA UNG XU CUA CAN B(Q, CONG CHUC

Muc 1
TRANG PHUC CUA CAN BQ, CONG CHUC

Diéu 5. Trang phuc

1. Khi thyc hién nhi€ém vy, can b, cong chirc phai mac trang phuc gon gang,
lich sy, di giay hodc dép c6 quai hau phu hop voi thoi tiét, tinh chat cong viéc.

2. P6i véi nhitng nganh c6 trang phyc riéng thi thyc hién theo quy dinh cia
phap luit.

3. Khuyén khich co quan, don vi trang bi ddng phuc cho can b, cong chirc tai
¢o quan, don vi minh.

Piéu 6. L& phuc

L& phuc ciia can bd, cong chirc 1a trang phyc chinh thirc dugc sir dung trong
nhitng budi 1€, cudc hop trong thé, cac cudc tiép khach nudc ngoai.

1. L& phuc ctia nam cén bd, cong chirc: B6 comple, 40 so mi, cravat.

2. L& phyc cua nir can bd, cong chirc: Ao dai truyén thdng, bo comple nir.
Piéu 7. Thé cin bd, cong chirc

1. Can bg, cong chirc phai deo thé khi thyc hién nhiém vy.

2. Thé can bg, cong chirc phai ¢6 tén co quan, anh, ho va tén, chirc danh ctia can
b9, cong chirc theo mau quy dinh ciia S& Noi vy thanh phé H6 Chi Minh.
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Muc 2
GIAO TIEP VA UNG XU CUA CAN BQ, CONG CHUC

Piéu 8. Giao tiép va img xir

Can bd, cong chirc khi thi hanh nhiém vu phai thire hién cac quy dinh vé nhimg
viéc phai lam va nhitng viéc khong dugc lam theo quy dinh ctia phap luét.

Trong giao tiép va \mg xit, can b, cong chirc phai ¢6 thai do lich sy, ton trong.
Ngon ngir giao tiép phai 6 rang, mach lac; khong ndi tuc, noi tiéng long, quat nat.

Piéu 9. Giao tiép va ing xir véi nhan dan

Trong giao tiép va g xit v&i nhan dan, can bd, cong chirc phai nha nhin, ling
nghe ¥ kién, giai thich, huéng dan rd rang, cu thé vé cac quy dinh lién quan dén giai
quyét cong viéc.

Can bo, cong chirc khong dugce ¢ thai @6 hach dich, nhiing nhiéu, giy kho
khan, phién ha khi thye hién nhiém vuy.

Piéu 10. Giao tiép va ing xir voi ddong nghiép

Trong giao tiép va @ng xir véi ddng nghiép, can bo, cong chirc phai co thai dd
trung thye, than thién, hop tac.

Piéu 11. Giao tiép qua dién thoai

Khi giao tiép qua dién thoai, can bd, cong chirc phai xung tén, co quan, don vi
noi cong tac; trao dbi ngan gon, tap trung vao ndi dung cdng viéc; khong ngit dién
thoai dt ngét.

Chuwong 111
BAI TRI CONG SO

Muc 1
QUOC HUY, QUOC KY

Diéu 12. Treo Qudc huy

Quéc huy dugc treo trang trong tai phia trén céng chinh hodc toa nha chinh.
Kich ¢& Qudc huy phai phu hop véi khong gian treo. Khong treo Qudc huy qua cii
hoéc bi hir hong.
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Piéu 13. Treo Quéc ky

1. Qudc ky dugc treo noi trang trong trude cong s& hodc toa nha chinh. Qudc ky
phai ding tiéu chuan v& kich thude, mau sic di duoc Hién phap quy dinh.

2. Viéc treo Qudc ky trong cac budi 1€, dén tiép khach nuéc ngoai va 1€ tang
tuan theo quy dinh vé& nghi 18 nha nudc va dén tiép khach nuée ngoai, td chire 18 tang.

Muc 2
BAI TRi KHUON VIEN CONG SO

Piéu 14. Bién tén co quan

1.Co quan phai ¢6 bién tén dwroc dit tai cong chinh, trén do ghi rd tén goi dy du
bang tiéng Viét va tiéng Anh, ghi dja chi ctia co quan.

2. Bién tén co quan phai dam bao theo quy dinh tai Thong tu s6 05/2008/TT-
BNV ngay 07 thang 8 nam 2008 ciia B6 N6i vu vé huong dan bién tén co quan hanh
chinh nha nuéc.

Piéu 15. Phong lam vige

Phong lam viéc phai c6 bién tén ghi 16 tén don vi, ho va tén, chirc danh can bg,
coéng chirc. Ban 1am viéc phai c6 bién tén ghi 5 ho va tén chirc danh can bd, cong
chirc.

Viéc sép xép, bai tri phong lam viéc phai bao dam gon gang, ngin nip, khoa
hoc, hop ly.

Khong 1ap ban thd, thap hwong, khong dun, ndu (trir dun, ndu nude udng) trong
phong lam viéc.

Piéu 16. Khu vure dé phwong tién giao thong

Co quan c6 trach nhiém bé tri khu virc dé phuong tién giao thong cua can bo,
cong chirc va ciia ngudi dén giao dich, lam viéc. Khéng thu phi gii phwong tién giao
thong cia ngudi dén giao dich, lam viéc.

Piéu 17. T6 chirc thwe hién

1. Thi truéng cac co quan chuyén mon, Chu tich Uy ban nhan dan 15 Phuong
va toan thé can bo, cdng chirc thudc Quan c6é trach nhiém trién khai thue hién nghiém
tic Quy ché nay.
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2. Chanh Vin phong Uy ban nhan d4n quéan 5, Trudng phong Néi vu quan 5 ¢6
trach nhiém dén ddc, theo ddi, kiém tra viéc thye hién Quy ché nay.

3. Trong qua trinh thyrc hién, néu c6 khé khan, vuéng mic @& nghi bao cao vé
Uy ban nhén dan Quén (théng qua Phong Noi vu) dé xem xét sira d6i, diéu chinh, bd
sung cho ph hop véi quy dinh ciia phap luét va tinh hinh thuc té cia Quan./.

TM. UY BAN NHAN DAN
CHU TICH

Huynh Thi Thao
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