K BANOUANLY 1

F[vuon auoqgBE D TINH NINH THUAN CONG HOA XA HQI CHU NGHIA VIET NAM

LY VQG PHUOC BINH Péoc 1ap — Tu do — Hanh phiic

QUY TAC UNG XU
BAN QUAN LY VUON QUOC GIA PHUOC BINH
(Ban hanh kem theo Quyét dinh sé 23/0P-BQLVQGPB ngay 12/01/2024
ciia Gidm doc Ban Quadn 1y Vieon Quéc gia Phude Binh)

N Chuong 1
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi diéu chinh va déi twong ap dung

Quy tac nay quy dinh cac chuan muc xur sy cua vién chuc va nguoi lao
dong lam viéc trong Ban Quan Iy Vuon Quoc gia Phudc Binh.

Piéu 2. Muc dich

1. Dinh hudng cho vién chirc va nguoi lao dong chuan muc dao duc trong
g xr, giao tiép véi to chirc va cong dan, trong quan hé xa hoi, trong hoat dong
cong vu, thuc thi nhiém vy, bdo dam tinh van minh, lich sy, y thirc ky luat, ky
cuwong hanh chinh, nham hudng téi muc tiéu xay dung doi ngii vién chuc, ngudi
lao dong c6 phong cach chuyén nghiép, phém chit dao duc tot, hoan thanh xuat
sdc nhiém vu duogc giao; gop phén hoan thanh t6t cac nhiém vu duoc giao.

2. Thyc hién cong khai, minh bach cac hoat dong nhi€ém vy, cong vu;
nang cao y thirc trach nhiém cua vién chirc, ngudi lao dong dé cao trach nhiém,
vai tro ctia nguoi dung dau co quan, don vi trong cong tic phong, chéng tham
nhiing.

3. Xay dung cin ctr dé danh gia, phan loai; déng thoi 1a co s¢ dé nhan
dan giam sat viéc chap hanh phap luat trong thuc thi nhiém vu cta vién chuc,
nguoi lao dong.

~ Chuong 11
QUY TAC UNG XU CHUNG

Picu 3. Nhirng viéc vién chirc, ngudi lao dong phai lam

1. Y thuc t6 chuc ky luat:

a) Chap hanh nghiém sy phan cong cia to chirc, nhiém vu cip trén giao;
b) Giit gin doan két noi bo, xay dung moéi trudng lam viéc dan cha, ky

luat; c6 tinh than cau thi, trung thuc, léng nghe, cong tac, gitp do déng nghiép
hoan thanh to6t nhiém vu;

¢) Chap hanh nghiém quy dinh vé thoi gian 1am viéc theo quy dinh cua
phap luat; ndi quy, quy dinh, quy ché lam viéc cua co quan, don vi; sdp x&p, st
dung thoi gian lam viéc khoa hoc va hiéu qua; khong stir dung thoi gian lam viée
riéng.
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2. Trang phuc lam viéc tai cong s& hgéc trong thoi gian thyc thi nhiém
vu, cong vu (truong hop khong c6 quy dinh dong phuc ri€ng cua nganh):

a) Trang phuc gon gang, lich sy, kin déo; kiéu dang, mau sac nha nhan,
phu hop v6i hoan canh va dac thu cong viée, cu thé:

- Nam: Ao so mi, quan tay (cho 40 vao quan), str dung giay hodc dép co
quai hau;

- Nit: Ao so mi, quan tdy, 4o dai, vay, ddm cong s&, comple...(40 cé tay).
b) Khong mic quan jean, 4o thun cac loai (ké ca nam va nir).

3. Peo, cai thé vién chirc hoac phu hi¢u cia nganh khi thuc hi¢n nhi€m vu.
4. Thai dg, 101 no1, tac phong phai lich su va chuin muyc.

5. Noi lam viéc ngin ndp, gon gang; st dung tiét kiém dién, nudc, vat tu
van phong va tai san cong; quan ly chi tiéu ding vi¢c, dung ti€éu chuan, dinh
miurc theo quy dinh.

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

7. Guong mau, khong pho truong, 1ang phi, truc 1oi trong viéc to chic cac
hoat dong lién hoan, cudi hoi, tang 1€, mung tho, sinh nhat, tan gia, d¢ bat, bo
nhiém va cac hoat dong khac cta ban than va gia dinh.

Picu 4. Nhirng viéc vién chirc, nguoi lao dong khong dwoe lam

1. T6 chire, tham gia, 161 kéo nguoi khac danh bac va céac té nan xa hoi
khac dudi moi hinh thirc.

2. Phan biét dbi xtr vé dan toc, ton gido, tin ngudng, ching toc, thanh
phan, dia vi xa hoi, gidi tinh ctia nguoi1 khac dudi moi hinh thic.

3. Hat thudc 14 noi cong sé; sir dung d6 udng co con trong thoi gian 1am
vige, g0 nghi trua cua ngay lam viéc, ngay truc; t0 chirc nau nudng, an uong tai
noi lam viéc; nghe nhac, choi tro choi trén may vi tinh, thiét bi 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 cép cac trang mang c6 noi dung khong lanh manh; stir dung tai li¢u chbng
lai Dang, Nha nudc; mé tin di doan; phat tan, cung cap thong tin phién dién, mot

chiéu, bia dat, xac pham danh du, nhan pham, quay rbi, de doa ngudi khac dudi
moi hinh thirc.

5. Tu ¥ cung cap thong tin, tai liéu khong dung tham quyén dudi moi hinh
thirc; 1am 10 bi mat Nha nudc, bi mat cong tac va bi mat ndi dung don thu khiéu
nai, to céo cua to chuc, cd nhan theo quy dinh cua phép luat.

6. Quang cdo, van dong, moi goi dé mua, ban, trao doi hang hoa, dich vu
c6 tinh chat kinh doanh trong gio lam viéc.
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7. Vi pham cac quy dinh v€ ndi quy, quy tac, chuan myc vé thuan phong
my tuc, ban sac van hoa dan tdc ¢ noi cong cong.

8. Mao danh, muon danh co quan, don vi dé giai quyet cong viéc cua ca
nhan; loi dung chue trach, nhiém vu dugce giao dé quay rdi nguoi khac dudi moi
hinh thirc; goi ¥ tiép cong dan dé giai quyét cong viéc & nha riéng, nhin qua
biéu trai quy dinh.

9. Str dung tai séan, thiét bi, phuong tién cua co quan dé phuc vu muc dich
cho ¢4 nhan hoac cho cac hoat dong khong thudc 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 cac quy dinh c6 lién quan dén viéc phai lam va khong dugc 1am
theo Quy tic nay vién chirc, ngudi lao dong phai tu gidc chap hanh va thyc hién
dung, day du cac quy dinh ctia Luat Vién chirc; Luat Phong, chong tham nhiing
va cac quy dinh phap luat hién hanh c¢o lién quan.

o _ Chuong III .
QUY TAC UNG XU TRONG THI HANH NHIEM VU
VA TRONG UNG XU VOI TO CHUC, CA NHAN

Picu 6. Ung xir trong thi hanh nhiém vu

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

2. Huéng dan cong khai quy trinh thyc hién nhiém vu da duoc cap c6
tham quyén phé duyét, bao dam giai quyét dung luat, ding thoi gian quy dinh.
Truong hop kéo dai qua thoi gian do yéu t6 khach quan, phai théng bao cong
khai dé t6 chirc, ca nhan biét 1 1y do.

3. Loi noi, hanh vi phai 10 rang, dat khoat, lich sy, ding myc; ngon ngir
giao tiép phai chuan xac, khong néi tuc, noi tiéng long; ndi dung trao do6i bao
dam dung cong viéc ma to chirc va c4 nhan can giai quyét, hudng dan.

4. Phai c6 thai do ’lang nghe, cauq thi, tor} trong y kién cua nguoi }(héc. Khi
thao luan, t’ranh luan, doi dap, phat biéu y kién phai nghiém tuc, tir ton, khong
duoc cau gat, nong gian, xiac pham nguoi khac.

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

a) Lién h¢ bao v€ hodc bo phéan van phong noi dén dé thong bao 1y do
hodc néu cu the ho tén, chtrc danh ngudi can gap, trao do6i cong viéc; tuan thi
quy dinh, quy tic riéng ctia co quan, don vi noi dén lién hé cong tac.

b) Tham gia hdi hop trén tinh than trao doi, thao luan; khi ¢6 yéu cau, dé
nghi, kién nghi tai phién hop, ngudi du hop phai xin phép chu toa trudce khi phat



4

biéu; qué trinh cudc hop néu khong théng nhat y kién thi khong duoc c6 thai do
ti€u cuc, bat hop tac.

c¢) St dung dién thoai di dong theo ché d6 im lang, truong hop cudc goi
c6 tinh chat can thiét budc phai tra 161 thi diéu chinh am luong tranh anh huong
dén ngudi xung quanh va khong khi bu6i hop; khong choi tro choi dién tir, doc
bdo, truy cadp cac trang mang dé giai tri ca nhan... trong cudoc hop, hdi nghi, hdi
thao.

Piéu 7. Trong ng xir véi to chirc, ¢4 nhan

1. Tai co quan lam viéc:

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

b) Trong giao tiép va mg xtr, phai an can, nhi nhin, niém no, biét lang
nghe ¥ kién va giai thich, huong dan 13 rang, cy thé cac quy dinh lién quan dén
cong viéc; uu tién giai quyét cong viée véi nguoi gia yeu bénh tat, ngu:(n khuyét

tat, phu nit mang thai; sit dung cac tr “xin chao”, “xin 16i”, “cam on’ > trong cac
ngr canh phu hop.

99 ¢¢

¢) Khong gay cing thang, birc xtic, doa nat; khong duoc nhiing nhiéu, gy
khé khan, phién ha khi ca nhan, t6 chirc dén lién hé, lam viéc.

d) Nghiém tac nhan 151, nhan khuyét diém, rat kinh nghiém khi dé xay ra
sai sot, phién ha.

2. Tai noi cong cong:

a) Guong mau chap hanh va van dong, tuyén truyén, phé bién cho gia
dinh, nguoi than, nhiig nguoi xung quanh tham gia thyc hién t6t chil truong,
duong 16i cua Pang; chinh sach, phap luat ciia Nha nude, ndi quy, quy tic noi
cong cong.

b) Khi tham gia cac hoat dong xa hoi phai thé hién hanh vi van minh, lich
su trong giao tiép, img xr va trang phuc; khong vi pham cac quy dinh vé thuan
phong my tuc da duoc phap luat quy dinh hodc dd dugc cong dong dan cu théng
nhét thuc hién.

c) Khong tham gia, xui giuc, kich dong hodc bao che hanh vi vi pham
phap luat cia ngudi khac.

Piéu 8. Giao tiép qua cac phwong tién thong tin va truyén thong
1. Chi1 dong gidi thidu tén, noi cong tac trudce khi giao tiép.

2. Ngon ngir giao tiép phai ding muc, nha nhan, lich sy; ndi dung trao doi
ngan gon, tap trung vao cong viéc ma to chirc, cd nhan can hudng dan; khong
ngat, dung dot ngot, gitra chung cudc dam thoai.
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~ Chuong IV
TO CHU'C THY'C HIEN

Piéu 9. Trach nhiém ciia co quan, don vi, to chirc, ¢4 nhian
1. Tha truong co quan, don vi:

a) T chuc trién khai va quan triét Quy tic Ung xu nay dén tung Vién
chtrc, nguoi lao dong thudce thim quyén quan ly; kiém tra, giam sat, to chuc
danh gia viéc thuc hién; dua vao ti€u chi dé xét thi dua, danh gia, phan loai vién
chirc, nguoi lao dong hang nam;

b) Bon doc, kiém tra viéc thuc hién nhiém vu, cong vu cua vién chue,
nguoi lao dong xur Iy vi pham d61 voi cd nhan vi pham theo phan cap quan 1y.

2. Vién chuc, nguoi lao dong: Ngoai viée thuc hién nghiém quy dinh phap
luat, quy ché, nodi quy ctia co quan, don vi, vién chirc, nguoi lao dong can nim
ving, thyuc hién dung, day du va van /dong, giam sat, nhic nhé dong nghiép clng
thuc hién tét cac quy dinh ctia Quy tic Gmg xir nay.

Piéu 10. Khen thuéng, ky luat

1. Co quan, don vi va cd nhan thyc hi¢n tdt Quy tac ung XU nay s€ dugc
xem xét, biéu duong theo quy dinh.

2. Ca nhan vi pham cac quy dinh tai Quy tac Ung X nay, tuy theo tinh
chat, mirc do s€ bi nhac nho, phé binh cong khai hodc xem xét, xtr ly ky luat
theo quy dinh cua phap luat.

Piéu 11. Sira doi, bd sung

Trong qua trinh thyc hién, néu phat sinh vuéng méc, Thu trudng co quan,
don vi truc thudc, 1anh dao cac phong chuyén mon, tat ca vién chuc, nguoi lao
dong thugc Ban Quan Iy va ca nhan co lién quan kip thoi phan anh vé Ban Quan
Iy (qua phong Ké hoach — Tong hop) dé téng hop, bao cdo trinh Giam ddc xem
Xét, stra doi, bo sung kip thoi./.
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