BO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM

Poc 1ap - Tu do - Hanh phic

Sé: 758 /QD-BNV Ha Néi, ngay 23 thdng 06 nam 2021

QUYET PINH
Ban hanh Quy tiac @rng xir ctia can b, cong churc,
vién chire, nguwdi lao dong cia Bo Noi vu

BO TRUONG BO NOI VU

Céin cir Ludt Cin bé, céng chire s6 22/2008/QHI 2 ngay 13 thang 11 nim 2008,

Can cir Ludt Vién chirc s6 58/2010/QH12 ngay 15 thdng 11 nam 2010;

Can cir Luqt s6 52/2019/QH14 ngay 25 thang 11 nam 2019 sira doi, bo
sung mot so diéu cua Ludt Can bo, cong chure va Luat Vién chuee;

Cén cir Nghi dinh s6 34/201 7/ND-CP ngay 03 thang 4 nam 2017 cua Chinh
phut quy dinh chirc nang, nhiém vu, quyén han va co cdu to chicc cua Bo Noi vu,

Can cir Nghi dinh sc‘ﬁ' 59/2019/ND-CP ngay 01 thang 7 nam 2019 cua Chinh phu
quy dinh chi tiet mot so diéu va bi¢n phap thi hanh Ludt Phong, chong tham nhiing;

Cdn cir Thong twsé 01/2021/TT. -TTCP ngay 11 thang 3 nam 2021 cua Tong
Thanh tra Chinh phu quy dinh Quy tac ung xu cua cdn bg, cong chirc, vién chiic
trong nganh Thanh tra va cdn bg, cong chirc lam cong tdc tiép cong dan;

Can cit Quyét dinh s6 1847/QD-TTg ngay 27 thang 12 nam 2018 ciia Thii
tuwong Chinh phu phé duyét Bé an Van hoa cong vu,

Theo dé nghi cua Vu truong Vu T 6 chirc can bé.

QUYET PINH:

Pi¢u 1. Ban hanh kém theo Quyét dinh nay Quy tic mg xir ctia can bo,
cong churc, vién chirc va nguoi lao dong cua BO Noi vu.

Piéu 2. Quyét dinh ndy c6 hiéu luc thi hanh ké tir ngay ky.

Béi bo Quyét dinh s6 2816/QD-BNV ngay 29 thang 11 nam 2017 cua Bo
truong BO Noi vu vé viéc ban hanh Quy tac ing xir ciia can b, cong chirc, vicn
chirc va nguoi lao dong cua Bo Noi vu.

Diéu 3. Nguoi ding dau céc co quan, don vi, to chire thude va truc thude
B§; can b, cong chuc, vién chirc va ngudi lao dong lam viée trong cdc co quan,
don vi, t6 chirc thudc va truc thudc Bo chiu trach nhi¢m thi hanh Quyét dinh nay./.

Noi nhn: BQ TRUONG

- Nhu Diéu 3; ‘ :

- B6 trudng;

- Céac d/c Thi trudng;

- Ban Chi dao TW vé phong, chéng tham nhiing;

- Cong Théng tin dién tir ciia BY;

-Céc co quan, don vi, t6 chire thude va true thude
B (dé t/h);

- Luu: VT, TCCB (5b).

Pham Thi Thanh Tra
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BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

QUY TAC
UNG XU CUA CAN BQ, CONG CHUC, VIEN CHUGC,
NGUOI LAO PONG CUA BO NOI VU
(Ban hanh kem theo Quyét dinh s6 758 /OP-BNV ngay 23 thing 06 ném
2021 cua B¢ truong Bo Noi vu)

Chuwong I
MUC PiCH, POI TUQNG, PHAM VI

Piéu 1. Muc dich

1. Nang cao van hoa cong vu, gop phan hinh thanh phong cach ung xtr, 1é
161 lam viéc chuan muc cua do1 ngili can b, cong chirc, vién chirc, nguoi lao dong
cua Bg; dam bao tinh chuyén nghiép, li€m chinh, trach nhiém, nang dong, minh
bach, hiéu qua trong hoat dong thuc thi nhiém vu.

2. La co so dé moi ca nhan can bo, cong chirc, vién churc va nguoi lao dong
tur dicu chinh hanh vi ciia minh nham dat t61 cac gia tri van hoa.

3. Thyuc hién cong khai cac nhiém vy, cong vu va mot sO quan hé xa hoi
lién quan dén viéc thuc thi cong vu cua can bd, cong chirc, vién chire, nguoi lao
dong; nang cao y thirc, trach nhiém cua can bd, cong chirc, vién chirc, nguoi lao
dong trong cong tac phong, chong tham nhiing.

4. B¢ cao trach nhiém cua nguodi ding dau co quan, don vi trong thuc hién
van hoa cong vu; lam can cir dé cac co quan, don vi ¢6 tham quyén xem x¢ét trach
nhié¢m khi can bg, cdng chire, vién chirc, nguoi lao dong vi pham cac chuan muc
XU su trong thi hanh nhiém vu, cong vu va trong quan hé xa hoi, dong thoi la can
cu dé nhan dan giam sat viéc chap hanh cac quy dinh phap luat cua can bg, cong
churc, vién chuc, nguoi lao dong.

Diéu 2. Pham vi diéu chinh va doi twong ap dung

1. Pham vi ap dung Quy tac nay bao gom: Cac co quan, to chirc, don vi
thudc va truc thudéc Bo No1 vu.

2. Dboi tuong ap dung tai Quy tac nay la tat ca can bg, cong churc, vién chtrc,
nguoi lao dong lam viéc trong cac co quan, don vi, to chirc thudc va truc thudc
BO Nbi vu.
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Chuong 11
QUY TAC UNG XU CHUNG

Pieu 3. Trang phuc, tac phong, 1€ 10i, noi lam viéc cia can by, cong
chire, vién chirc va ngwoi lao dong

Khi lam viéc tai cong so va trong thoi gian thyc thi nhi€ém vy, cdng vu can
bg, cong chirc, vién chirc, ngudi lao dong phai tuan theo cac quy dinh sau:

1. Mic trang phuc cong s lich sy, dau toc gon gang, di giay hodc dép co
quai hau. Trang phuc phai phu hop véi tinh chat cong viéc, dic tha cia Nganh va
thun phong, my tuc ciia dan toc (quan, 4o kin ddo, vay dai qua dau gbi, khong
xé ta qua cao, khong duge mic quin bo, 40 phong khong c6 ve c¢d). Khuyén khich
nir can bg, cong chure, vién chirc, nguodi lao dong mac trang phuc dan tdc vao cac
ngay 1¢, tét hodc céc dip déac biét cua Bo. Déi voi nganh, linh vuc cé trang phuc
riéng thi thuc hién theo quy dinh riéng.

2. Tu the, tac phong, cu chi nghiém tac; thai d§ niém nd, hoa nha, khiém
ton, 1€ phép, ton trong nguoi giao tiep; su dung ngoén ngtr chuan muec, ré rang,
mach lac.

3. Can bg, cong chirc, vién chirc va ngudi lao dong phai deo hoic cai the
tén, phu hi¢u, chirc danh dung quy dinh.

4. Khong lam viéc riéng, gdy mat trat tu trong gio' lam viéc.

5. Khéng hut thudce 14 tai co quan, phong lam viée; khong sir dung d6 uong
6 con trude va trong gio lam viée, gid nghi trua cac ngdy lam viée (trir truong hop
duoge cap c6 thim quyén phan cong di tiép khach theo nghi thirc 1€ tin ngoai giao).

6. Khong deo tai nghe, mo nhac, nghe nhac, choi dién tir va cac thiét bi giai
tri ca nhan trong gio lam viéc.

7. Giit gin vé sinh noi cong s& va noi lam viéc; khéng thip huong, khong luu
trit cac hinh anh, noi dung vin hoa phim doi truy, tai liéu chong Pang, Nha nudc.

Diéu 4. Ung xir ciia can by, cong chirc, vién chirc va ngwoi lao dong
trong thye thi cong vu

1. Nhiing viéc can bo, cong chirc, vién chie, nguoi lao dong phai lam:

a) Trung thanh v&1 Nha nude Cong hoa xa hoi chi nghia Viét Nam; bao vé
danh du T6 qudc va loi ich qudc gia; t6n trong va tan tuy phuc vu nhan dan. Khi
thue hién nhiém vu, cong vu, can bd, cong chire, vién chirc phai y thirc rd vé chirc
trach, bon phan cua ban than, san sang nhan va nd luc hoan thanh t6t moi nhiém
vu dugc giao.
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b) Thyc hién ding va day du cac quy dinh vé nghia vy cila can bo, cong
chtrc, vién chirc, nguoi lao dong theo quy dinh cua phap luat vé can bg, cong
chtrc, vién churc va phap luat lao dong.

¢) Trong qua trinh thyc thi céng vu ma tiép xuc truc tiép, hodc bang vin
ban hanh chinh hoac qua cac phuong ti¢n thong tin (dién thoai, thu tin, qua mang
internet...) v&i to chirc va cong dan thi phai bao dam thong tin trao d6i ding noi
dung cong viéc ma td chirc va cong dan can hudng dan, tra 10i; phai ton trong,
lang nghe, tan tinh hudng dan vé& quy trinh xt 1y cong viéc va giai thich cin ké
nhimg thic mic cua to chic va cong dan. Thuc hién “4 xin, 4 ludon”: xin chao,
xin 161, xin c¢4m on, xin phép; luén mim cuoi, luon nhe nhang, luén ling nghe.
ludn gitap do.

d) C6 trach nhiém hudéng dan cong khai cho t6 chire, cong dan quy trinh thuc
hién di duogc cap c6 tham quyén phé duyét bao dam cac y8u cau cia to chic va
cong dan duoc giai quyét dung quy dinh ctia phéap luat, ding thoi gian quy dinh.

Truong hgp cong viéc bi kéo dai qua thoi gian quy dinh, can b, cong chirc,
vién chirc, nguoi lao dong ¢ trach nhiém bao céo ngudi dimg dau co quan, don
vi, t6 chirc bang vin ban néu rd 1y do qua han, thoi gian dé nghi gia han thyc hién
nhiém vy, dong thoi thong bao cong khai cho t6 chirc va cong dan co yéu cau biét
10 1y do.

d) Riéng ddi voi cong chirc, vién chie ¢ linh vuc Thanh tra va cac hoat
dong nghé nghiép khéac, ngoai viéc thuc hién nhimg quy dinh cua Quy tic nay,
phai thuc hién nghiém tic cac chuin muc dao dirc nghé nghiép quy dinh.

e) Phai chiu trach nhi¢m trudc phap luat vé hanh vi ctia minh.
2. Nhirng viéc can b, cong chirc, vién chirc, nguoi lao dong khong dugce lam:

a) Sa vao cac t& nan xa hoi dudi moi hinh thire; loi dung chire vu, quycn
han ctia ca nhan, danh nghia ctia co quan, to chic dé giai quyét cong viéc nham
truc loi ¢4 nhan, gia dinh hodc nguoi than (nhu vay, muon, hira hen, chay viéc,
chay du an, dé an.. J) dé chiém dung tién hodc tai san cua nguoi khac lam anh
hudng dén uy tin cua B, cac co quan, to chire, don vi va ca nhan.

b) Co thai d6 hoac hanh vi quan liéu, ctra quyén, hach dich, nhiing nhiéu,
hach sach nguoi dan, gay cang théng, btrc xuc, doa nat nguoi dan; goi y dua tién,
nhén tién, qua biéu hoic nhan giai quyét cong viée bén ngodi co quan, ngoai gio
lam viéc dé truc loi ca nhan; thd o, vo cam, thiéu trach nhiém trudc nhiing kho
khin, vuéng mic cia to chirc va céng dan.

c¢) Ttr choi cac yéu cau dung phap luat cua nguoi can duoc giai quyét phu
hop voi chure trach, nhiém vu duogce giao.
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d) Lam mat, hu hong hodc 1am sai 1éch hd so, tai liéu lién quan dén yéu
cau cua td chire va cong dan khi duoc giao nhiém vy giai quyét; phai tuan thu
ky luat phat ngon, khong st dung mang xa hoi dé khai thac, tuyén truyén céc
thong tin chua dugc kiém ching, phién dién, mot chidu anh huong dén hoat
dong cong vuy.

d) Lam 10 bi mat Nha nudc, bi mat cong tac va bi mat néi dung cung ho
tén ngudi viét don thu khiéu nai, t6 céo theo quy dinh cta phép luat.

e) Cac viéc khac theo quy dinh ciia phap ludt vé can bo, céng chitc, phap
luit vé phong, chong tham nhiing; thuc hanh tiét kiém, chéng lang phi va cic quy
dinh khac cua phap luat co lién quan.

Piéu 5. Ung xir cia can b , cdng chire, vién chire giir chire vu linh
dao, quan ly

1. Phai dé cao trach nhiém néu guong ctia ngudi dimg dau. Khong loi dung
vi tri cong tac dé bd nhiém ngudi than quen; chu dong xin théi giir chirc vu khi
nhan thay ban thin con han ché vé ning luc va uy tin thap. TAm huyét, tan tuy,
guong mau lam tron chirc trach, nhiém vu duoc giao; khong vudng vao “tu duy
nhiém ky”.

2. Cong tam, khach quan trong str dung, danh gia can b thude quyén quan
ly; nam bat kip thoi tam 1y, 16i séng, 1€ 16i lam viéc, tao su cong bang va phat huy
dan chu, kinh nghiém, sang tao ctia can bg, cong chirc, vién chure, nguoi lao dong
khi thuc hién nhiém vu, cdng vu; khong dugc duy y chi, ap dat, bao thu; phai ton
trong, lang nghe ¥ kién cua cap dudi.

3. Bao v¢ danh du cua can b0, cong chirc, vién chic va nguoi lao dong
khi c6 phan anh, t6 cao khong dung su that.

4. Xay dung moi truong lam viée cua co quan, don vi nang dong, chuycn
nghi¢p; gitr gin sy doan két, dao duc va van hda cong vu trong té chirc cua minh.

Diéu 6. Ung xir ciia cong chire, vién chirc va ngwoi lao dong khong giir
chirc vu lanh dao, quan ly

1. Chip hanh quyét dinh cta ngudi lanh dao, quan 1y; phai tuan tha tha bac
hanh chinh, phuc tung su chi dao, diéu hanh, phén cong cong vi¢c cua cép trén;
khong kén chon vi tri cong tac, chon viéc dé, bo viée kho; thudng xuyén chi dong
sang tao va chiu trach nhi¢m trudc phap luat khi thuc hién nhiém vu duoc giao.

2. Khéng duge loi dung viée phét biéu y kién, viéc gop ¥, phé binh 1am ton
hai dén uy tin cua can bo 1anh dao, quan 1y va déng nghiép; khong ninh bo cap
trén lay 1ong vi dong co khong trong sang.
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3. Pbi voi dong nghiép:
a) Phai c6 tinh than hop tac, trong trg trong thyc hién nhiém vu, céng vu.

b) Khong bé phéi, gdy mat doan két noi bo clia co quan, td chire; khodng to
tiéng thiéu lanh manh, cii nhau, danh 16n noi co quan, cong so. Ung xir ¢6 vin
hoéa, ton trong, bao vé danh du, uy tin cua dong nghiép; c¢6 thai do trung thuc,
than thién, hop tac, ton trong gitip d& nhau hoan thanh tdt nhiém vu duoge giao.

Diéu 7. Ung xir ciia cin b, cong chirc, vién chirc va nguoi lao dong noi
cong cong

1. Chap hanh nghiém tac cac quy dinh cia phap luat va quy dinh sinh
hoat noi cong cong.

2. Thé hién van minh, lich su trong giao tiép, ung xu, trang phuc dé
nguoi dan tin yéu.

3. Kip thoi thong bao ngay cho co quan, to chirc, don vi c6 tham quyén biét
cac thong tin vé hanh vi vi pham phap luat.

4. Khong dugc vi pham cac chuan muc vé thuan phong my tuc tai noi cong
cong dé bao dam sy van minh, tién bo ctua xa hoi.

5. Khong dugc lgi dung chire vu, quyén han khi tham gia cac hoat dong
x4 hoi dé tiép tay hoic bao che cho cac hanh vi vi pham phap luat dudi bat
ky hinh thuc nao.

Pic¢u 8. Ung xir ciia can bd, cong chirc, vién chire va nguoi lao dong vii
nhan dan noi cu tru

1. Tich cuc tham gia tuyén truyén, pho bién, gido duc phép luat.

2. Thuc hién quy ché dan chu co s&, tham gia sinh hoat noi cu trd, chiu su
giam sat cia t6 chirc dang, chinh quyén, doan thé va nhan dan noi cu tru.

3. Khong can thiép trai phap ludt vao hoat dong cia cic co quan, to chirc,
ca nhan noi cu tra; khong tham gia xai giuc, kich dong, bao che cac hanh vi trai
phap luat.

4. Khéng dugc vi pham cac quy dinh vé dao dirc cong dan da duoc phap
luat quy dinh hodc da duogc cong dong dan cu thong nhat thuc hién.

Picu 9. Ung xir ciia can bd, cong chirc, vién chirec va ngwoi lao dong
trong gia dinh

1. Tich cuc tuyén truyén, gido duc, van dong ngudi than trong gia dinh
guong mau chap hanh nghiém chinh chu trrong, duong 161 cia Pang, chinh sach
phap luat cia Nha nudc.
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2. Khong dé bd, me, vo hoic chéng, con, anh, chi em rudt loi dung danh
nghia cta ban than dé vu lgi cho gia dinh va ban than.

3. Guong mau, tranh phd truong, lang phi khi t6 chirc cudi hoi, ma chay,
murng tho, sinh nhét, tdn gia va cac vi¢c khac nham muc dich truc loi.

4. Phai tuan thu chuan muc dao dirc gia dinh va x4 hoi, thuan phong my
tuc, truyén théng van hoa tot dep cua dan tdc; khong mé tin di doan va c6 nhiing
hanh vi phan cam khi tham gia 1& hoi.

Chuwong I11
TO CHUC THU'C HIEN
Piéu 10. Trich nhiém ciia té chire, ca nhan

1. Vu To chtrc can bo c¢o6 trach nhiém giap B0 truong té chure thuc hién,
kiém tra, don doc cac té chuc thudc va truc thudc Bo thuc hién Quy tac nay.

2. Tap chi T6 chitc nha nudce, Trung tam Thong tin cua BJ tich cuc
tuyén truyén, pho bién sau rong Quy tic ng xir ndy trén cac Website, tap chi
cua Bo.

3. Céc t6 chic Cong doan, Poan Thanh nién Cong san H6 Chi Minh,
Hoi Cyu Chién binh cac cap co trach nhiém to churc, van dong, kiém tra, giam
sat doan vién, hoi vién thyc hién tot Quy tic Gmg xur nay.

4. Van dong can bg, cong chirc, vién chirc, ngudi lao dong khac thuc hién
dung cac quy dinh cia Quy tic; phat hién va bao cdo to chirc c¢6 tham quyén vé
nhimg vi pham Quy tac ctia can bd, cong chire, vién chirc, ngudi lao dong trong
cing mot to chirc.

5. Nguoi dirng dau cac co quan, don vi, t0 chire thudce va truc thude Bo co
trach nhiém:

a) To chuc trién khai, ki€m tra, gidm sat viéc thuc hién quy dinh vé Quy
tac mg xu cua can bd, cong chure, vién chirc, nguoi lao dong tai té chire cia minh;
dua vao ti€u chi dé xép loai thi dua hang nam.

b) Chiju trach nhiém khi dé x4y ra tinh trang trong don vi ¢6 cong chirc,
vién chtrc va nguoi lao dong bi phan anh, kién nghi, khiéu nai, t6 cdo ma
duoc co quan cé thim quyén két luan cé vi pham lién quan dén nhimg quy
dinh tai Quy tic nay va vi pham quy dinh cua Pang, Nha nudc vé vin hoa
cOng vu.

6. Can bg, cong chirc, vién chirc va nguoi lao dong thuc hién ding cac quy
dinh tai Quy tic nay.
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Piéu 11. Khen thwéng, ky luat

1. Can bd, cong chirc, vién chirc va ngudi lao dong cua Bo thuc hién tot
Quy tic nay s& duoc xem xét biéu duong, khen thudng theo quy dinh.

2. Can b, cong chuc, vién chuc va nguoi lao dong cua BO vi pham cac
quy dinh tai Quy tac nay, tuy muc do, sé€ bi nhic nho, phé binh cong khai tai t6
chirc minh cong tac. Trudong hop vi pham nghiém trong s€ bi xem xét, x1r 1y theo
quy dinh cua phap luat va quy dinh cua Bo Noi vu.

Ditu 12. Di¢u khodn thi hanh

Quy tic nay dugc phd bién dén tit ca cac co quan, don vi, to chirc thudc va
truc thude Bo. Trong qua trinh thuc hién, néu c6 vudng mic dé nghi phan anh vé
Vu Tb chirc can bd dé tong hop, nghién ciru trinh B trudng xem xét stra doi, bo
sung cho phu hop./.
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