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PHUONG MY QUY Doc 1ap - Tu do - Hanh phiic
S6:120/QD-UBND M5 Quy, ngay 07 thang 8 nam 2024
QUYET PINH

Ban hanh Quy tic (ng xir ciia ngwdi 1am viée tai
B0 phan Mgt cira phwong My Quy

UY BAN NHAN DAN PHUONG MY QUY

Can cir Ludt Té chire chinh quyén dia phwong ngay 19 thang 6 nam 2015;
Ludt Sira doz b6 sung mot sé diéu cua Ludt Té chite Chinh phii va Ludt Té chirc
chinh quyén dia phwong ngay 22 thang 11 niam 2019;

Can cir Nghi dinh 6 61/2018/ND-CP ngay 23 thing 4 ndm 2018 ciia Chinh
phu vé thuc hién co ché mot cura, mot cua lién thong,

Can cit Nghi dinh s6 1 07/2021/ND-CP ngay 06 thdang 12 nam 2021 cua Chinh
phii vé sira doi, bo sung mot so diéu cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang
4 nam 2018 cua Chinh phu vé thuc hién co ché mot cira, mot cuwa lién thong trong
giai quyét thu tuc hanh chinh;

Can cir Théng tw s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua Bo
truong, Chu nhiem Van phong Chinh phu hwong dan thi hanh mot s6 quy dinh cua
Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thc hién
co ché mot cira, mot cura lién thong;

Can cur Quyet dinh s6 1847/0D-TTg ngay 27 thang 12 nam 2018 cua Thu
twomg Chinh phii vé viéc phé duyét Pé an vin héa cong vu;

Can cir Quyét dinh s6 91/0P-UBND ngay 14 thang 01 ndm 2020 ciia Uy ban
nhan dan tinh An Giang ban hanh Tiéu chi van hoa cong vu trén dia ban tinh An
Giang;

Theo dé nghi ciia Vin phong Ddng iy, Héi dong nhan ddn va Uy ban nhén
ddan phuong.
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy tic ng xir cia ngudi lam
vi€c tai BO phan Mt cura phuong My Quy.

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



Van phong Dang uy, Hoi ddng nhan dan va Uy ban nhan dan phudng; Bo phén
Mot ctra phudng; céac to chure, cd nhan c6 lién quan chiu trach nhiém thi hanh Quyét
dinh nay./.

Noi nhén: TM. UY BAN NHAN DAN
- Nhu Piéu 2; _€HU TICH
- TT Pang uy, TT HDND phudng; S
- UBMTTQVN va cac nganh, doan thé;
- Cac khom,;

- Luu: VT.

Lieu Quoc Binh



UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIiA VIET NAM
PHUONG MY QUY Doc 1ap - Tu do - Hanh phiic

QUY TAC
UNG XU CUA NGUOI LAM VIEC TAI
BQ PHAN MOT CUA PHUONG MY QUY
(Ban hanh kém theo Quyét dinh s6 ~ /QD-UBND ngdy  thang 8 nam 2024
ciia Uy ban nhén ddan phwong My Quy)

Chuong I
QUY DINH CHUNG

Piéu 1. Muyc dich

1. Xay dung nén hanh chinh chuyén nghié€p, hién dai, trach nhi€ém, phuc vu,
than thién véi nguoi dan, doanh nghiép.

2. Xay dung phong cach tmg xu chuan muyc cua cong chirc, nguoi hoat dong
khong chuyén trach trong giao tiép va giai quyét cong viéc v6i ngudi dan, doanh
nghiép nham nang cao tinh than phuc vu va y thirc, trach nhiém cua cong chic, nguoi

hoat dong khong chuyén trach trong thyc thi nhiém vy, nang cao su hai long cua to
chirc, cd nhan khi thuc hién thu tuc hanh chinh.

3. La can ct dé 1anh dao don vixu ly trach nhiém khi cong chure, nguoi hoat
dong khong chuyén trach thude quyén quan Iy vi pham cac chuan muc Gmg xir trong
giai quyét cong viéc; dong thoi, 13 can ctr dé ngudi dan, doanh nghiép giam sat viéc
chép hanh cic quy dinh phap luat cua cong chirc, ngudi hoat dong khong chuyén
trach tai BO phan Mot ctra.

Picu 2. Pham vi va d6i tuong ap dung

1. Pham vi &p dung: B phan Mdt ctra phuong My Quy.

2. Péi tugng ap dung: Cong chirc, ngudi hoat dong khong chuyén trach 1am
viéc tai B§ phan Mot cura phuong.

Ch}rong 11 .
QUY TAC UNG XU

Piéu 3. Quy tic giao tiép va ung xir chung cta cong chirc, ngudi hoat dong
khong chuyén trach Mot ctra.
1. Ludn tuoi cuoi, bay to thai do than thién, lich sy trong giao tiép; chu dong

chao hoi khi tiép xtic, dit cAu hoi 1am rd nhu cau giai quyét cong viée cua ngudi dan,
doanh nghiép.



2. Xung ho du cau khi giao tiép; ngdn ngir giao tlep rd rang, mach lac; am
luong noéi vira di dé nghe 1o, khong gay on ao, khong gan giong, khong quat nat,
khong de doa; khong trao doi cong viéc riéng trong khi dang tiép xuc, giai quyét
cong viéc voi1 nguoi dan, doanh nghiép.

3. Khi nguoi dan, doanh nghiép c6 phan anh, kién nghi, khiéu nai, gop ¥ (g0i
chung 1a phan anh), phai t6 rd thai d§ ton trong, cau thi, lang nghe, chan thanh ghi
nhan. Néu nhimng phan anh thugc pham vi giai quyét ciia minh thi phai tra 1oi ngay,
néu phan anh chwa thé giai quyét ngay duoc thi cong chirc, ngudi hoat dong khong
chuyén trach Mot cira phai ghi chép lai ddy du ¥ kién phan anh, dong thoi phdi hop
v6i cac bo phan lién quan dé giai quyét nhanh va tra 10i r6 rang cho ngudi dan, doanh
nghiép.

4. Trong qué trinh lam viéc, néu nguoi dan, doanh nghiép c6 thai do birc xtc,
16n tiéng, thi cong chirc, nguoi hoat dong khong chuyén trach Mot cira can binh tinh,
lang nghe, kién tri giai thich; tranh lon tiéng, doi co, X0 xat... Trudng hop cang thang
khong tu giai quyét duoc, cong chure, ngudi hoat dong khong chuyén trach Mot cura
yéu cau lyc lugng bao vé hd tro, dua vé Phong tiép cong dan dé 1am viéc, khong dé
anh huong dén khong gian lam viéc chung.

5. Uu tién, hd tro tdi da cho nhitng ngudi gia yéu, khuyet tat, phu ntr dang
mang thai, ngudi c6 con nho, nguoi co cong v6i cach mang khi dén giai quyét cong
viéc.

Piéu 4. Ung xtr ciia cong chirc, ngudi hoat dong khong chuyén trach tiép nhan,
gidi quyét thu tuc hanh chinh

1. Ung xur trong giao tiép voi ngudi dan, doanh nghiép
a) Thuc hién cac ndi dung dugc quy dinh tai Piéu 3 cta Quy tic nay.

b) Tap trung, kién tri lang nghe y kién, giai thich, hudéng dan tan tinh, 10 rang,
cu the dé hiéu vé cac quy dinh lién quan dén cong viéc ma cong dan c6 nhu cau giai
quyét. Sau khi hudng dan xong, can hoi lai dé xac dinh cong dan da hiéu 1 va day
du thong tin chua, khong dé cong dan phai hoi nhidu noi, nhiéu ngudi va nhiéu lan.

¢) Kiém tra k¥ thong tin trudc khi giao Phiéu tlep nhan hd so va hen tra két
qua cho nguoi dan, doanh nghiép; dua tra tai liu, gidy t0 mot cach tran trong; de
nghi nguoi dan, doanh nghiép kiém tra lai thong tin, noi dung va phan hoi ngay néu
chua dong tinh, chua hiéu 5 noi dung. Trong truong hop co sai sot, can xin 16i ngay
va lap lai Phiéu tiép nhan hd so, hen tra két qua va cam on.

d) Kiém tra ky thong tin trudce khi tra két qua cho nguoi dan, doanh nghiép;
dua tra tai lidu, gidy to mot cach tran trong; dé nghi nguoi dan, doanh nghiép kiém
tra lai thong tin, n6i dung va phan héi ngay néu chua déng tinh, chua hiéu rd noi
dung; tra két qua, thu phi, I¢ phi theo quy dinh. Trong trudong hop co sai sot, nham
13n, can kiém tra va xin 16i ngay; néu sai sot thuge thAm quyén xu ly thi giai quyét
ngay, truong hop khong giai quyét dugc phai viét phiéu xin 161, hen ngay tra két qua.



2. Giao tiép va ung xtr v6i nguoi dan, doanh nghiép qua dién thoai va mang
Internet

a) C6 thai do lich su, than thién, chu dao, lang nghe tuong ty nhu khi giao tiép
va ung xu truc ti€p.

b) Khi giao tiép qua dién thoai, phai xung tén, chirc danh, bd phan lam viéc;
am luong no1 du nghe, ro rang, lich su; lang nghe, trao d61 ngan gon, tap trung vao
ndi dung cong viéc; ¢d 101 chao trude khi ngat dién thoai, khong ngat dién thoai dot
ngot.

c¢) Gui, tra 101 thu dién tir hodac phan hoi trén hé théng dich vu cong truc tuyén
phai kip thoi va lich su. Soan thao ndi1 dung tra 161 phai day du cac phan: kinh gui;
ndi dung; két luan, cam on, 101 chuc....

Piéu 5. Ung xtr ctia Trudong B phan Mot cira

1. Thuc hién cac ndi dung duoc quy dinh tai Diéu 3 cua Quy tac nay.

2. Lang nghe, chia s¢, dong thoi thuc hién day du quy trinh giai quyét phan
anh, kién nghi, khiéu nai, t6 cdo theo quy dinh.

3. Tim hiéu cin k& thong tin, cong tam, khach quan trong qua trinh giai quyét
cac phan anh, kién nghi, khiéu nai, to6 cdo cua nguoi dan, doanh nghiép.

4. Co giai phap dé  kip thot 1am giam cang thang, birc xuc ctia ngudi dan, doanh
nghiép khi phan anh, kién nghi, khiéu nai, té cao.

5. Co két luan cu thé cac van dé trao doi, phan anh, khiéu nai, t6 cdo dé cac bo
phan, cong chirc mdt ctra va nguoi dan, doanh nghiép duogc ro.

) Chuong 111
TO CHUC THUC HIEN

Piéu 6. Trach nhiém cta Bo phan Mot ctra.

1. Phé bién, tuyén truyén dén toan thé cong chic, ngudi hoat dong khong
chuyén trach lam vi¢c tai B phan Mot ctra.

2. Niém yét cong khai Quy tic nay tai tru sé lam viéc, trén Cong thong tin dién
tir & ngudi dan, doanh nghiép biét va giam sat thuc hién.

3. Thuong xuyén kiém tra, theo ddi, don ddc cong chic, nguoi hoat dong
khong chuyén trach lam viéc tai B phan Mot cura thyc hién Quy tic nay; kip thoi
phat hién nhitng truong hop vi pham dé xir Iy hodc tham muu nguoi c6 tham quyén
xu 1y theo quy dinh.

Piéu 7. Trach nhiém cta cong chirc, ngudi hoat dong khong chuyén trach Mot
cua

1. Nghiém tac chap hanh dy du cac ndi dung tai Quy tic nay.



2. Guong méu chap hanh va van dong dong nghiép cung thuc hién.

3. Chiju trach nhiém ca nhén trudc co quan, don vi néu vi pham quy dinh vé
Quy tac tng xu.

4. Ngoai thyc hién cac quy dinh tai Quy tic Ung xu nay phai thyc hién nghiém,
day du cac quy dinh vé van hoa cong sé; quy dinh vé tlep cong dan; quy dinh vé tiép
nhan va giai quyét thu tuc hanh chinh; ndi quy, quy ché lam viéc, img xir... theo cac
quy dinh hién hanh.

Diéu 8. Diéu khoan thi hanh

1. Két qua thuc hién Quy tic nay 13 cin ctr dé danh gia, nhan xét, xép loai cong
chtrc, ngudi hoat dong khong chuyén trach lam vi¢c tai B phan Mot cura.

2. Trong qua trinh trién khai thuc hién Quy tic Gng xir ndy, néu c6 khé khan,
vudng mac, dé nghi cac don vi kip thoi phan anh dén Vin phong Pang ¢ uy, Hoi dong

nhan dan va Uy ban nhan dan phuong dé tong hop, bao cao Chu tich Uy ban nhan
dan phuong xem xét, stra d6i va bd sung cho phu hop./.
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