UBND TINH NINH THUAN CONG HOA XA HQI CHU NGHIA VIET NAM

BAN QUAN LY VQG PHUOC BINH DPoc lap — Ty do — Hanh phiic
sé: 04 /QP-BQLVQGPB Ninh Thugn, ngay A€ thang 01 nam 2023
QUYET PINH

Vé viéc ban hanh Quy tic @ing xir ciia vién chire
va ngudi lao dong thudce Ban Quan Iy Vuon Quoc gia Phuée Binh

GIAM POC BAN QUAN LY VUON QUOC GIA PHUGC BiNH

Cdan cir Quyét dinh sé 35/2018/0P-UBND ngay 01/6/2018 cua Uy ban
nhdn ddn tinh Ninh Thudn Quy dinh chitc ndng, nhiém vy, quyén han va co cdu
16 chite cia Ban Quadn Iy Vueon Quéc gia Phude Binh, tinh Ninh Thudn;

. Cancu Quyét dinh s6 03/2007/QD-BNV ngay 26/02/2007 cia B Néi vu
vé vigc ban hanh Quy tac umg xir cua cdn bg, vién chitc lam viée trong bg mdy
chinh quyén dia phwong;

_ Can cur Nghi quyét Hoi nghi vién chirc ndm 2022 cia Ban Quan Iy Vuon
Quoc gia Phudc Binh ngay 29/12/2022;

Theo dé nghi cia éng Truong phong Té chirc-Hanh chinh Ban Qudn ly
Vuon Quoc gia Phucc Binh.

QUYET PINH:

Piéu 1: Ban hanh kém theo Quyét dinh nay Quy tic Ung xi cla vién
chtrc va ngudi lao dong thuge Ban Quan ly Vuon Quoc gia Phude Binh, gom:
04 Chuong, 11 Diéu.

Piéu 2: Quyét dinh niy c6 hiéu luc ké tir ngay ky ban hanh va thay thé
Quyét dinh s6 09/QDP- BQLVQGPB ngay 17/01/2022 ctia Gidm dbc Ban Quan
ly Vudn Quéce gia Phude Binh vé viée ban hanh Quy ché g xtr ctia vién chire
va nguoi lao dong.

Dleu 3. Céac ong: Trudng, Phoé phong nghiép vu, Lanh dao céc don vi truc
thudc, tit ca vién chirc va nguoi lao dong thude Ban Quan ly chiu trach nhig¢m
thi hanh Quyét dinh nay./.

Noi nhin: P 3 A M DPOC

- Nhu diéu 3;

- Ban Giam d6c Ban Quan ly;

- Trang tin dién tir Ban quan ly;
- Luu VT, TCHC.
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UBND TiNH NINH THUAN CONG HOA XA HQI CHU NGHIA VIET NAM
BAN QUAN LY VQG PHUOC BINH Djc ldp — Ty do — Hanh phic

QUY TAC UNG XU
BAN QUAN LY VUON QUOC GIA PHUOC BINH
(Ban hanh kem theo Quyet dinh sé .04. /OD-BOLVQGPB ngay// £/01/2023
ciia Gidm doc Ban Quan Iy Vieon Quéc gia Phude Binh)

) Chwong I
NHUNG QUY PINH CHUNG

Didu 1. Pham vi diéu chinh va ddi twong 4p dung

Quy tic ndy quy dinh cic chuin muc xir sy ctia vién chirc va ngudi lao
dong lam viéc trong Ban Quan ly Vuon Quéc gia Phudc Binh.

Piéu 2. Muc dich

1. Pinh huo-ng cho vién chirc va ngudi lao dong chuin myc dao dic trong
g X1, giao tiép véi td chirc va cong dan, trong quan hé xa hoi, trong hoat dong
coéng vy, thuc thi nhi€ém vy, bado dam tinh van minh, lich sy, y thirc ky luét, ky
cuong hanh chinh, nhim hudéng t&i muc tiéu xay dung ddi ngli vién chirc, ngudi
lao dong c6 phong céch chuyén nghiép, phim chat dao dirc tdt, hoan thanh xuét
sic nhiém vu dugc giao; gép phan hoan thanh tét cic nhiém vu dugc giao.

2. Thuc hién cong khai, minh bach cac hoat dong nhiém vy, cong vy;
nang cao y thirc trach nhiém ctia vién chirc, ngudi lao dong dé cao trach nhiém,
vai trd cia ngudi dimg diu co quan, don vi trong cong tic phong, chdng tham
nhiing.

3. Xay dung cin ctr d& danh gi4, phan loai; dong thoi 1 co s& dé nhén
dan giam sat viéc chdp hanh phép luit trong thyuc thi nhiém vu ctia vién chirc,
nguoi lao dong.

- Chuong I1
QUY TAC UNG XU CHUNG

Piéu 3. Nhirng viéc vién chirc, ngudi lao dong phai lam
1. Y thirc tb chire ky luat:
a) Chap hanh nghiém sy phan c6ng cta t6 chirc, nhiém vu cép trén giao;

b) Giir gin doan két ndi bo, xdy dyng moi truong lam viéc dan chu, ky
ludt; c6 tinh than céu thi, trung thuc, ling nghe, cong tac, gitp d& dong nghi€p
hoan thanh tét nhiém vy;

c) Chap hanh nghiém quy dinh vé thoi gian 1am viéc theo quy dinh cua
phap luat; ndi quy, quy dinh, quy ché lam viéc cia co quan, don vi; sap xep, sur
dung thoi gian lam viéc khoa hoc va hi¢u qua; khong sir dung thoi gian 1am viée
riéng.
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2. Trang phuc lam vigc tai cong s& hodc trong thoi gian thuc thi nhiém
vy, cong vu (truong hop khong c6 quy dinh dong phuc riéng cua nganh):

a) Trang phuc gon gang, lich su, kin dao; l:(iéu dang, mau sic nha nhin,
pht hop v6i hoan canh va dac thu cong viée, cu thé:

- Nam: Ao so mi, quan tdy (cho 4o vao quan), sir dung giay hodc dép co
quai hau;

- Nit: Ao so mi, quan tdy, 4o dai, vay, dam cong s@, comple...(4o co tay).

b) Khéng mac quan jean, ao thun cac loai (ké ca nam va nff).

3. Peo, cai thé vién chirc hodc phu hiéu cua nganh khi thuc hién nhiém
VUL

4. Thai d, 151 néi, tac phong phai lich su va chuan muec.

5. Noi lam viéc ngin nép, gon gang; str dung tiét kiém dién, nudc, vt tu
vin phong va tai san cong; quan ly chi tiéu ding viéc, ding tiéu chuan, dinh
muc theo quy dinh.

6. Tham gia xay dung, giir gin khong gian xanh, sach, dep, méi truong
van hoa than thién, van minh noi cong so.

7. Guong mau, khong phé truong, lang phi, truc lgi trong viéc td chirc cac
hoat dong lién hoan, cudi hoi, tang 1€, ming tho, sinh nhat, tan gia, dé bat, bo
nhiém va cac hoat dong khac ctua ban than va gia dinh.

Diéu 4. Nhirng viéc vién chirc, nguoi lao dong khong dwogc lam

1. To chirc, tham gia, 161 kéo nguoi khac danh bac va cac té nan x3 hoi
khac dudi moi hinh thirc.

2. Phan biét dbi xir vé dén toc, ton gido, tin ngudng, ching tdc, thanh
phan, dia vi xa héi, gidi tinh cua nguoi khac dudi moi hinh thire.

3. Hut thude 14 noi cong sd; str dung dd udng c6 con trong thoi gian lam
viéc, gio nghi trua ctua ngay lam viéc, ngay truc; t6 chirc nau nudng, an uong tai
noi lam viéc; nghe nhac, choi tro choi trén mdy vi tinh, thiét bj dién tir va cac
thiét bi giai tri khac trong gio lam viéc.

4. Trung bay, luu giit, phat tan hinh anh, ndi dung vin héa pham doc hai;
truy cap cac trang mang c6 ndi dung khong lanh manh; sir dung tai liéu chong
lai Pang, Nha nudc; mé tin di doan; phat tan, cung cap thong tin phién dién, mot
chiéu, bia dat, xuc pham danh du, nhan pham, quay roi, de doa ngudi khac dudi
moi hinh thuec.

5. Tu y cung cap thong tin, tai liéu khong ding tham quyén dudi moi hinh
thirc; lam 19 bi mat Nha nudc, bi mét cong tac va bi mat ndi dung don thu khiéu
nai, t0 cdo cua to chirc, cd nhan theo quy dinh cia phap luat.

6. Quang cdo, van dong, moi goi dé mua, ban, trao dbi hang hoéa, dich vu
¢o tinh chat kinh doanh trong gi¢ lam viéc.



3

7. Vi pham céc quy dinh vé ndi quy, quy tic, chudn myc vé thuin phong
my tuc, ban sic van hoéa dan tgc & noi cong cong.

8. Mao danh, muon danh co quan, don vi dé giai quyét céng viéc cua ca
nhan; loi dung chie trach, nhiém vy dugc giao dé quay rdi ngudi khac dudi moi
hinh thac; goi y tiép cong dan dé giai quyet cong viéc ¢ nha riéng, nhan qua
biéu trai quy dinh.

9. Sir dung tai san, thiét bi, phuong tién ctia co quan dé phuc vu muc dich
cho ¢4 nhan hoic cho cac hoat dong khong thugc nhi€m vy, cong vu.

10. Tang trir, st dung vii khi, vat liéu nguy hai khong dung quy dinh.
Piéu 5. Quy dinh lién quan

Ngoai céc quy dinh c6 lién quan dén viéc phai lam va khéng dugc lam
theo Quy tic nay vién chirc, ngudi lao déng phai tu gidc chap hanh va thyc hién
dung, day du céc quy dinh cia Luat Vién chic; Luét Phong, chéng tham nhiing
va cac quy dinh phap ludt hién hanh c6 lién quan.

Chuong IIT
QuUY TAC UNG XU TRONG THI HANH NHIEM vu, CONG VU
VA TRONG UNG XU VOI TO CHUC, CA NHAN

Piéu 6. Ung xir trong thi hanh nhiém vu

1. C6 thai do than thién, hop tac, phdi h0'p va cau thi khi tiép thu gop y
trong qua trinh thuc hién nhiém vy, cong vu véi dong nghlep, t6 chirc, c4 nhan
dén lién hé _cOng tac; phai ton trong, chép hanh nhiém vy ma lanh dao giao; phat
huy tinh than tu chi, ddm chiu trach nhiém.

2. Huong din cong khai quy trinh thyc hién nhiém vu da dugc cép cb
thAm quyén phé duyét, bio dam giai quyet dang luét, dung thdi gian quy dinh.
Trudng hop kéo dai qua thoi gian do yéu to khach quan, phai thong bdo cong
khai dé td chirc, ca nhan biét 13 1y do.

3. Loi ndi, hanh vi phai r3 rang, dut khodt, lich sy, ding muyrc; ngoén ngir
giao tiép phai chuan xéc, khong néi tuc, noi tiéng léng; ndi dung trao ddi bao
dam dung cong viéc ma td chirc va ca nhéan can giai quyét, huéng dan.

4. Phai c6 thai do lang nghe, cau thi, ton trong y kién cta ngudi khac. Khi
thdo ludn, tranh luén, d6i dap, phét biéu y kién phai nghiém tuc, tir ton, khong
duogc cau git, nong gian, xic pham ngudi khac.

5. Khi dén co quan, don vi khic dé hoi hop, lién hé cong tac:

a) Lién hé bao vé hodc by phén van phong noi dén dé thong bao ly do
hodc néu cu the ho tén, chirc danh nguoi can gap, trao doi cong viéc; tudn tha
quy dinh, quy tic riéng ciia co quan, don vi noi dén lién hé cdng tac.

b) Tham gia hoi hop trén tinh than trao ddi, thao ludn; khi c6 yéu cu, dé
nghi, kién nghi tai phién hop, ngudi du hop phai xin phép chu toa truéce khi phat
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biéu; qué trinh cudc hop néu khéng théng nhét y kién thi khong dugc c6 thai do
tidu cuc, bt hop tac.

c) St dung dién thoai di dong theo che dd im lang, trudng hgp cudc goi
c6 tinh chét can thiét budc phai tra 16 thi diéu chinh 4m lugng tranh anh hudng
dén ngudi xung quanh va khong khi budi hop; khong choi trd choi dién tu, doc
béo, truy cap cac trang mang dé giai tri c4 nhén... trong cudc hop, hdi nghi, hoi
thao.

- L4 hed r.e x r .4 A
Diéu 7. Trong {rng xir v&i to chire, ca nhin
1. Tai co quan lam viéc:

a) Thuc hién nghiém tic cac yéu cau, d& nghi chinh dang, phu hop véi
quy dinh cua t6 chirc, ca nhan dén lién hé cong tac.

b) Trong glao tiép va mg xu, phai 4n can, nhd nhin, niém nd, biét lang
nghe y kién va giai thich, huong dan r5 rang, cu thé cac quy dinh lién quan dén
cong viéc; uu tién giai quyet cong viéc voi nguoi gia yeu bénh tat, ngum khuyet
tat, phu n{t mang thai; str dung céc tlr “xin chao”, “xin 16i”, “cam on” trong céc
ngir canh phu hop.

c) Khong géy cang thing, birc xuc, doa nat; khong duge nhiing nhiéu, giy
khé khan, phién ha khi ¢4 nhén, tb chirc dén lién hé, lam viéc.

d) Nghiém tac nhén 16i, nhan khuyét diém, rat kinh nghiém khi dé Xay ra
sai s6t, phién ha.

2. Tai noi cong cong:

a) Guong mau chap hanh va van dong, tuyén truyén, ph6 bién cho gia
dinh, nguoi than, nhiing nguoi xung quanh tham gia thuc hién tét chu truomg,
duong 161 ctia Pang; chinh sach, phap ludt cia Nha nuée, ndi quy, quy tic noi
cong cong.

b) Khi tham gia cdc hoat dong xa héi phai thé hién hanh vi vin minh, lich
su trong giao tiép, tmg xir va trang phuc; khéng vi pham cac quy dinh vé thuin
phong my tuc da dugc phép ludt quy dinh hodc di dugc cong dong déan cu thong
nhat thyc hién.

¢) Khong tham gia, xui giuc, kich dong hodc bao che hanh vi vi pham
phap luét cua nguoi khac.

Dicu 8. Giao tiép qua cic phwong tién thong tin va truyén thong
1. Chu dong gidi thiéu tén, noi cong tac trude khi giao tiép.
2. Ngbn ngir giao tiép phai dung muc, nha nhan, lich su; ndi dung trao doi

ngén gon, tap trung vao cong viéc ma té chirc, c4 nhan cin huéng dan; khong
ngit, dimg dot ngdt, giira chimg cudc dam thoai.
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_ ChuonglV
TO CHUC THUC HIEN

Piéu 9. Trich nhiém ciia co quan, don vi, to chire, ¢4 nhin
1. Thu trudng co quan, don vi:

a) T chirc trién khai va quan triét Quy tic ung xu nay dén timg vién
chue, ngum lao dong thudc thim quyén quan ly; kiém tra, gidm sat, td chuc
danh gia viéc thuc hién; dwa vao tiéu chi dé xét thi dua, danh gia, phan loai vién
chire, nguoi lao dong hang nam,;

b) Pon doc, kiém tra viéc thuc hién nhiém vy, cong vu ciia vién chirc,
nguoi lao dong xr ly vi pham do6i véi cé nhédn vi pham theo phan cap quan ly.

2. Vién chure, nguorl lao dong: Ngoal viéc thue hién nghxem quy dinh phap
ludt, quy ché, ndi quy cia co quan, don vi, vién chic, nguoi lao dong can nim
vimg, thyc hién ding, day da va vén dong, giam sat, nhic nhé ddng nghiép ciing
thuc hién t6t cac quy dinh cia Quy tic (mg xir ndy.

Piéu 10. Khen thuéng, ky luit

1. Co quan, don vi va ca nhan thyc hién tét Quy tic tmg xir ndy s& dugc
xem xét, biéu duong theo quy dinh.

2. Cé nhén vi pham céac quy dinh tai Quy tic Ung XU nay, tuy theo tinh
chit, mirc d9 s& bi nhic nhd, phé binh céng khai hodc xem xét, xir Iy ky luat
theo quy dinh cia phéap luét.

Piéu 11. Sira dbi, bd sung

Trong qua trinh thuc hién, néu phat sinh vudng méc, Thu trudng co quan,
don vi tryc thudc, lanh dao cac phong chuyén mén, tit ca vién chire, ngudi lao
dong thugc Ban Quan ly va ca nhan c6 li€n quan kip thoi phan anh vé Ban Quan
ly (qua phong T6 chire-Hanh chinh) dé tong hop, béo cdo trinh Gidm doc xem
xét, stra doi, bo sung kip thoi./.



