
UBND TiNH TIEN GIANG
SO KE HOACH VA DAU TU

S6: (jQ /QE>-SKH&E>T

CQNG HOA XA HQI CHU NGHIA VIET NAM
Doc lap- Tr do - Hanh phue

Ti€n Giang, ngay 31 thang 12 nam 2019

,, .

QUYETBJNH . .
Ban hanh Quy chS van boa cong SO' tfi CO' quan SaKe hoach va pau tu

GIAM B6c SO KE HOACH VA BAU TU

I

Can cu QuySt dinh sl, ·'.:\29/2007/QD-Tig ngay 02/8/2007 cua Thu tu6ng
Chinh phu ve vi~c ban hanh q-ct.y chS van hoa cong so t~i cac ca quan hanh chinh
nha nuoc;

· Can cu QuySt dinh s6 3483/QD-UBND ngay 14 thang 11 nam 2016 cua
Uy ban nhan dan tin4 Tien Giang vs chuc nang, nmem V\l, quySn h~ va ca cAu'
t6 chuc cua So Ke hoach vaDu tr tinh TiSn Giang; .- ·

Can cu QuySt dinh s6 804/QD-UBND ngay 19/3/2019 vS vi~c sua d6i,
bo sung Khoan 2 Dieu 3 QuySt dinh s6 3483/QD-UBND ngay 14/1 l/20I6 cua
Uy ban nhan dan tinh v chrc nang, nhiem vu, quyen han va co cAu cua So KS
hoach va Dau tu;

Theo de nghi cua Chanh Van phong So Ke hoach v Dau tu,

QUYETBJNII:

Dieu 1. Ban hanh kem theo QuySt dinh nay Quy che van hoa cong so ~i
ca quan So Ke hoach va Dau tu tinh Tien Giang. .

Dieu 2. Quyet dinh nay c hi@u lgc ke tr ngy ky.
Dieu 3. CHanh Van phong Sd Ke hoach va Dau tu, Truong cc phong

thuc So vcong ch&re, ngui lao dong S Ke hoach va Dau tu chiu trach nhiem
thi hanh Quyet dinh nay.~- · ·

•

Noi nhpn:
- Ban Giarn d6c;
- NhuDiiu 3;
- Luu: VT, VP.
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UBND TiNH TIEN GIANG C<)NG HOA XA H<)I CHU NGHiA VltT NAM
SO KE HOACH VA DAU TU Doc lp- Tr do - Hanh phue

QUYCHE
hoa cong so tai co quan So Ke hoach va Dau tu
theo Quyit iltnh s6 130 /QfJ-SKH&fJT ngay 31 I 12/2019
cua Giam a6c Sa Ki hoc;zch va Ddu tu)

Chrro·ng I
NHUNG QUY DJNH CHUNG

Dieu 1. Pham vi va doi trgng dieu chinh
Quy chS nay quy dinh cac chuan mgc ve trang ph\lc, giao tiSp va (mg xu cua

cong chuc Sa Ke hoach va Dau tu khi thi hanh nhi~m V\l, bai tri cong SO' t;;ii ca
quan So Ke hoach va Dau tu.

Diu 2. Mye dich
M\,lC dich quy dinh Quy tile ung XU cua cong chuc va thvc hi~n van hoa cong

SO' nh&m cac m\,lC dich sau day:
1. Bao dam tinh trang nghiem va hi~u qua ho;;it d(mg cua ca quan.

2. Xay dvng phong each (mg XU chu§.n mvc cua cong chuc CO' quan trong khi
thi hanh nhiem vu, cong vu va trong quan h~ xa h9i, bao g6m nhfrng vi~c phai lam
hoac khong dugc lam nh&m bao dam sv liem chinh va trach nhi~m cua cong chuc,
hu&ng t&i m\lc tieu xay dvng d9i ngu cong chuc co ph§.m ch§.t d;;io due t6t, hoan
thanh xu~t silc nhi~m V\l dugc giao.

3. Thvc hi~n cong khai cac ho;;it d9ng nhi~m V\l, cong V\l va quan he xa hoi
cua cong chuc; nang cao y thuc, trach nhi~m cua cong chuc trong cong tac phong,
ch6ng tham nhung.

4. La can cr de co quan xem xet va XU ly trach nhi~m khi cong chuc vi pham
cac chu§.n mvc XU S\f trong thi hanh nhi~m V\l, cong V\l va trong quan h~ xa h9i,
dong thoi la can cu de nhan dan giam sat viec chap hanh quy dinh phap luat cua
cong chuc.

Chrro·ng II
MOT SO CHUAN MUC XU SU CO BA.N CUA CONG CHUC
so KE HO~CH VA D

0

AU TU iRONG THI HANH NHIEM VJ

Dieu 3. Nhung vi@e phai lam
1. Phai giai quyet cong vie dung chinh sach, phap luat cua Nha nu&c; phai

chiu trach nhi~m v~ hanh vi cua minh theo dung quy dinh cua phap luat.
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2. Trang thai gian thµc thi nhi~m V\l phai m?c trang ph\lc theo quy dinh
chung, phai deo the cong chuc. Trang giao tiSp t?i cong s6 va voi cong dan phai co
thai d9 Jich sµ, hoa nha, van minh (kS ca giao tiSp qua dien thoai, thu tin, qua
m?ng, ... ). Tan tuy phuc vu nhan dan, ton tr9ng nhan dan.

3. Phai chap hanh quyet dinh cua cap co tham quyen hoac cua cap quan l
trµc tiSp. Truong hqp phat hi~n quySt dinh do trai phap lu?t ho?C khong phu hqp
thi phai bao cao ngay voi nguai ra quySt dinh.

4. Phai doan kSt, ph6i hqp t6t voi df>ng nghi?p trong thµc hi~n nhi?m V\1- Gifr
gin uy tin, danh dµ cua ban than, cua d6ng nghi~p, cua lanh d?O va t?p thS ca quan.

5. Nang cao y thrc to chrc ky luat va tinh than trach nhiem trong cong tac.
Ch~p hanh t6t n9i quy, quy chS va thai gian lam vi~c do ca quan quy dinh.

Dieu 4. Nhung vi@c khong dugc lam

1. Khong dugc tr choi cac yeu cau dung phap lu?t cua ca quan, dan vi, t6
chuc va cong dan khi yeu cu do phu hqp v6i chuc trach, nhi~m V\l dugc giao giai
quySt. Khong tµ y d?t ra cac thu t\lC, gi~y ta khac voi quy dinh cua Nha nu6c.

2. Khong dugc lam mat, hu hong ho?c lam sai l~ch h6 sa, tai li~u lien quan
den yeu cau cua cac co quan, dan vi, t6 chuc va cong dan. Khong dugc lam 19 bi
m?t h6 sa, tai li~u va cac n9i dung khac ma phap lu?t quy dinh.

3. Khong dugc co thai d9 cua quySn, ha.ch dich, sach nhiSu ho?c qua loa, dai
khai khi thrc hien nhiem vu. Khong dug nhan bat ct loi ich vat chat gi tr cac co
quan, don vi, to chrc va cong dan co yeu cau cong vi@c can giai quyet.

4. Khong duryc tron tranh trach nhi@em, thoai thac hojc dun day nhiem vu
dugc giao cho nguai khac. Khong dugc keo dai thai gian giai quySt cong vi?c hO?C
tu ch6i sµ ph6i hqp cua df>ng nghi~p trong thµc thi nhiem vu.

5. Khong dugc che giau, lam sai l?ch cac n9i dung phan anh cua n9i b9 ho?c
cua ca quan, dan vi, t6 chuc va cong dan vs nhfrng vi~c lien quan den chrc trach,
nhiem vu duoc giao thgc hien khong dung quy dinh cua phap lu?t.

Chu<Yng III
QUY DJNH VE VAN HOA CONG SO T~I CO QUAN

Dieu 5. Cac hanh vi khong dugc lam

1. Hut thu6c la trong phong lam vi~c;

2. Su dvng d6 u6ng co c6n t?i cong s6, tru truang hqp dugc sµ d6ng y cua
lanh dao co quan vao cac dip lien quan, le tet, tiep khach ngoai giao;

3. Quan cao thuong mai tai cong so.

Di&u 6. Giao tip va urng xr

Trang giao tiSp va ung XU, cong chuc phai co thai d9 lich sµ, ton trong. Ngon
ngfr giao tiSp phai r6 rang, mach lac; khong noi tuc, noi tieng long, quat n?t.
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1. Trong giao tiSp va (mg XU v6i nhan clan cong chuc phai nha nh?n, lilng
nghe y ½iSn, giai thich, hu6ng d~n ro rang, C\l thS vs cac quy dinh lien quan dSn
giai quyet cong vi@c.

2. Trong giao tiSp va ung XU v6i d6ng nghi~p cong chuc phai c6 thai d9 trung
thvc, than thi@n, hop tac.

3. Khi giao ti Sp qua di~n tho<;1i cong chuc phai xung ten, ca quan, dan vi nai
cong tac; trao doi ngan gon, tap trung vao n<)i dung cong vi~c; khong ngilt di~n
tho<;1i.

Dieu 6. Bai tri cong so
1. Treo Qu6c ky

a) Quoc k duoc treo nai trang trong truoc cong so hoac toa nha chinh. Quo
ky phai dung tieu chuan ve kich thuoc, mau sac da dugc HiSn phap quy dinh.

b) Vi~c treo Qu6c ky trong cac bu6i lS hO?C don ti Sp khach nu6c ngoai, tuan
theo quy dinh vS nghi le nha nuoc.

2. Bai tri khuon vien ca quan

a) BiSn ten ca quan: biSn ten duroc djt tai cong chinh, tren d6 ghi ro ten goi
day du bang tieng Viet va dia chi co quan.

b) Phong lam viec

Phong lam vi@c phai co bien ten ghi ro ten dan vi. Rieng cong chuc t<;1i b9
ph?n tiSp nh?n va tra kSt qua phai biSn h9 va ten, chuc danh cong chuc.

Vi@c sap xep, bai tri phong lam vi~c phai bao dam gon gang, ngan nilp, khoa
hoc, hop l.

Khong l?p ban tho, thilp huang, khong dun, nftu trong lam vi~c.

c) Khu V\fC dS xe

Ca quan c6 trach nhi~m bf> tri khu vvc dS phuang ti~n giao thong cua cong
chuc va cua nguai dSn giao dich, lam vi@c. Khong thu phi gri phuong ti@n giao
thong cua nguai dSn giao dich, lam vi~c.
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