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UBND Ti~ HA GIANG
SO GIAO THpNG V4N TAI
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So:~OG /QB-SGTVT

C(>NGHOA xA H<)I CHU NGHIA VI(tT NAM
D<)cL~p - T\f Do - H~nh Phuc

Ha Giang, ngay olb thong 5 ndm 2016

QUYETDJNH
Ban hanh Quy ch~ van boa cong s&tai CO' quan

SO' Giao thong v~n tai tinh Ha Giang

GIAM DOC SO GIAO THONG VAN TAI HA GIANG

Can cb Luat can bQ, c6ng chirc ngay 13 ~Ong 0 I nam 2008;

Can ch Luat vien clnrc ngay 15 thang 11 nam 201O;

Can c;trQuyet dinh s6 129/2007/QB-TTg ngay 02/8/2007 cua Thu nrong
chinh phu vf ban hanh quy chS van h6a cong so tai cac ca quan hanh chinh nha
mroc;

,.....

Can cf Q~ySt dinh s6 08/2014/QB-UB~ ngay 29/5/2014 c~a UBND
tinh Ha Giang, ve viec ban hanh Quy dinh phan cap cong tac quan Iy to chirc b9
may va can J9 cong chirc, vien chirc; - -

Can cb Quyet dinh s6 1582/2014/QB-UB ngay 12/8/2014 cua Uy ban
nhan dan tiJi Ha Giang ban hanh quy chS Van h6a cong so tai ca quan hanh
hinh Nhs I r Inh H' G.c i · a mroc ti a rang;

Xet dJ nghi cua Chanh Van phong Sa,
QUYET DJNH:

Di~u ~·Ban hanh kem theo Quyet dinh nay "Quy chS ~an h6a cong srr tai
ca quan So Giao thong van tai tinh Ha Giang".

~iSu ~- Quyet dinh nay co hieu hrc thi hanh kb tir ngay ky, thay thS Quyet
dinh so 803/QB-SGTVT ngay 31/12/2014 cua Sa Giao thong van tai,

Di~u 3f Chanh Van phong, Sa, Tru6ng cac phong, ban, don vi true thuoc va
cac ca nhan lien quan can cu Quyet dinh thi hanh.,'.

Not nh~n:
- Dang uy So;
- GD, cac PGB Sp;
- CDN, DIN;
- Cac phong, ban] don vi thuoc Sa;
- Luu VT, VPef

Ha Thi Minh H~nh





,UBNDjTfNI-! HA GI~NG?
SO GIAq>THONG V~TAI

C<)NGHOA xA H<)I CmJ NGHiA ~T NAM
D{)cl~p - Tl}' do - Hanh plnic

QUYCHE
Van lioa cong s& tai CO' quan SO'Giao thong v~n tai tinh Ha Giang

(Ban habh kem theo Quyit dinh s6 cJiol,1QD-SGTVT ngayol.b thdng 5 ndm
2016 cua Sa Giao thong vdn tai Ha Giang)

Churrng I
· QUY DJNH CHUNG

Di~u a.DBi nrong va pham vi ap dl}.ng

1. Quy che nay quy dinh vs che d9 lam viec, trang phuc, van hoa giao tiSp
va ling XU cha can b9, cong chirc, vien clnrc khi thi hanh nhiem vu, bai tri cong
sa tai cac p~ong, ban, don vi thuoc Sa, nham muc tieu khong ngirng nang cao kY
nang cong \j\l, dao due cong vu, van hoa cong vu cua can b9, cong clnrc, vien
chirc, nguoi Uaodong cua Sa Giao thong v?n tai Ha Giang.

2. Qut ch<\nay lip dung cha can bo, cong clnrc, vien chirc, ngiroi lao d(\ng
dang lam vi~c tai ca quan Sa Giao thong van tai Ha Giang. ,

Ili~u lMvc dich Y nghia vifc xiiy d\fllg viin hoa cOng sil'
1. Bachdam tinh van minh Iich sir, trang nghiem va hieu qua hoat d9ng

cua ca quan fa Giao thong v?n tai Ha Giang.

2. Xa~ dung phong each ling XU chuan mire cua can bo, cong chirc trong
hoat d9ng cong vu, hu6ng toi dat muc tieu xay dung d9i ngfi can b9, cong chirc,
vien chirc s9 Giao thong van tai co pham chftt dao due t6t, hoan thanh xuftt s~c
nhiem vu duce giao.

3. La ih(\t trong cac can ctr dS danh gia, xep loai cong chirc, vien clnrc vii
nguoi lao dQpg hang nam; thuc hien khen thuong hoac xir IY trach nhiem k)ii
cong chirc, vien chirc va ngiroi lao dong thirc hien tot hoac vi pham cac chuan
mire XU su tr1.ng thirc hi~n nhiem vu va trong quan h~ xa hci,
~ Di~u 3f C~c hanh vi b] c~m

1. Hut thuoc la trong phong lam viec;

, 2. SU P\lllg db uong co cbn trong gio lam viec (tnr tnrimg hop duoc ~\I
dong y cua ltnh dao Sa Giao thong v?n tai vao cac dip lien hoan, le tet, tiep
khach ngoai ~iao).

3. Quang cao thuang mai tai ca quan, don vi.
4 Th' I, h' l' .,... a eung trong p ong am viec.

5. Truylc~p Website co n(\i dung khong lanh manh, danh bili, danh cil
duoi moi hinh tlurc, choi games trong gio lam viec.

6. Tu trp, tan g~u, tro chuyen 6n ao gay anh hu&ng dSn ngtroi xung
quanh; loi n6i hanh d9ng thieu van h6a, gay m~t tr?t tu an ninh tai ca quan.
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Chuong II
CHE DO LAM VIEC, TRANG PHUC, GIAO TIEP VA
UNG xir cuA CAN B(>, CONG cinic, VIEN currc

Ml}. cl
CHE DO LAM VIEC, TRANG PHUC CUA

CAN B(>, CONG cnrrc, VIEN cHirc
Di~u 4. Ch~ d{)lam vi~c ciia can b(), cong chirc, vien clurc

1. Can b9, cong chirc, vien chirc Sa Giao thong van tai chfip hanh nghiem
. tuc gio gific lam viec theo quy dinh; c6 mat dling gio tai cong sa, khong SU dung
thoi gio lam viec vao viec rieng, khong di muon, vs som; dam bao ngay lam
viec 8 gio co chfit Iuong, hieu qua. ·

Truong cac phong, ban, don vi thuoc Sa co trach nhiem don d6c, kiem
tra, theo doi viec chfip hanh kY Iuat lao d9ng cua can b9, cong chirc, vien chirc
nguoi lao dong cua phong minh; chiu trach nhiem truce Ban Giarn d6c Sa khi
dS xay ra nhtrng vi pham kY lu?t lao d9ng trong phong, don vi minh quan ly.

2. Trong gio lam viec phai coy tlnrc tao khong khi lam viec nghiem tuc,
doan kSt, than tiy~n.

3. Can b9, cong chirc, vien chirc trong ca quan phai nghiem tuc thirc hien
quy chS ph6i hop trong qua trinh XU ly cong viec dam bao hoan thanh cong viec
mot each hieu qua.

-L Di~u 5. Trang phuc

1. Khi thirc hien nhiem vu, can be?,cong clnrc, vien chirc cac phong, ban,
don vi thuoc Sa Giao thong van tai phai an mac gon gang, lich sir. (Thanh tra Sa
COtrang phuc rieng thi thirc hien theo quy dinh CUaphap luat).

Di~u 6. L~ phuc

, Can b9, ~ong chirc, vien chirc khi tham du nhilng bu6i IS, cuoc hop trong
the, cac CUQCtiep kh~ch ngoai giac: phai mac IS phuc theo quy dinh. Van phong
Sa tpong bao tnroc ke hoach mac ~ephuc, de can b9, cong chirc, vien chirc di du
chuan bi, co y thirc mac le phuc, de dam bao tinh trang trong,

1. LS phuc cua narn can b9, cong chtrc, vien clnrc: be?comple, ao SO' mi,cravat.

2. LS phuc cua nfr can b9, cong chirc, vien chirc: ao dai truyen thong, b9comple nfr.

Di~u 7. The can b{),cong clnrc

1. The cong chirc co ten ca quan, anh, ho va ten; chtrc danh, s6 the (ma s6
the) c~a can b9, cong chirc va do Sa Giao thong v?n tai quan Iy thong nhfit theoquy dinh.
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2. Cail b9, cong clnrc phai deo the khi thirc hien nhiem vu, cong vu, trong

giolam3 vvi~j he s? hi , h nhie h hi" ht tu l' th? ~ he ?. an p ong a c ru trac iem t ire en t u . c am e; cap t e; quan
Iy, ki@mtra viec mang the cong chirc; dinh ky theo doi SlJ thay d6i cac chirc
danh dS c~~ phat, diSu chinh kip thoi the cong chirc dam bao viec sir dung the
trang trong, ~ling chirc danh.

Mvc 2
D~O DUC, VANHOA GIAO TIEP CUA
CAN BQ, CONG CHUC, VIEN CHUC

, I
Dieu 8. Dao dt.fc cua can b(), cong clnrc, vien clnrc

1. Tu1~t d6i trung thanh voi t6 quoc xa ~9i chu nghi~.

2. Ton trong, trach nhiem trong giao tiep, giai quyet cong viec cua nhan
dan, t6 chuc!

I ,
3. Khong ngirng hoc t~p nang cao kien thirc, kYnang cong vu.

4. T~J tuy, trung thirc, minh bach va hieu qua d6i voi cong viec duce

5. C~rl kiem, Liem chinh, Chi cong, Vo tu.

6. Boan kSt, hop tac, quan h~ dung mire voi d6ng chi, d6ng nghiep.

7 G I ';:;: •- ' lr...'r lr...'r1 ". uong mau, gnr gm =s cirong, n..; uat.

Di~u ~· Viin h?a giao ti~p Ii' cOng sli'

1. Trong giao tiep va Ung XU, cong chirc, vien chirc phai co thai d9 Iich SlJ,
tan trong, th&hien van minh noi cong so. Ngon ngfr giao tiSp phai r6 rang, mach
lac; khong n6i tuc, noi tieng long, quat nat,

2. Tron~ giao tiSp voi c~p tren, cong chirc, vien chirc, nguoi lao dong phai
thS hien SlJ t6n trong, dung mire va IS phep (d6i voi nguoi nhieu tu6i han).

3. Trong quan h~, giao tiSp voi d6ng nghiep, can b9, cong chirc, vien chirc
phai co thaij a<? trung thirc, than thien, hop tac, lang nghe y kisn cua d6ng
nghiep; c~n~ bang, VO tu, khach quan khi nhan xet, danh gia; thirc hien dan chu
va doan ket noi bo.

Di~u lr. G;ao ti~p vit Ung xfr voi nhan d~n

? 1. Can ~Q, cong chirc, vien chirc khi giao tiel? va irng XU voi nhan dan phai
the hien thai tlQ nha nhan, Vanminh, lich SlJ, cu the:, I ,

) L~ h nha d" t inh b' , kie "a ang ng e an an n ay y ien, nguyen vong.

b) Giai Jhich, huong d~n r5 rang, Cl,1 thS vs cac quy dinh lien quan dSn giai
quyet cong vl~c.

c) Tra ldi nhtrng yeu c~u chinh dang cua nhan dan.

giao. ;IC~
·~ ..so
> THCH
.N TAi
·~
~
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d) Truong hop nhfrng yeu c~u cua nhan dan khong thuoc tham quyen giai
quyet cua don vi, thi can b9, cong chirc huong dfui nhan dan dSn dung don vi co
tham quyen giai quyet,

2. Can b(), cong clnrc, vien chirc khong duce c6 thai d9 hach dich, nhiing
nhiSu, gay kh6 khan, phien ha, VO trach nhiem, VO cam khi thirc hien nhiem vu,

Di~u 11. Giao ti~p qua di~n thoai

Khi nhan dien thoai, cong chirc, vien clnrc phai xung ten, ca quan, don vi
cong tac, trao d6i ngan gon, t?p trung vao cong viec.

Cong chirc, vien chirc tra loi ngay khi nhdn diroc di~n thoai nSu khong b?n
viec, han chS t6i da viec ira loi di~n thoai cham (trong tnrong hop khong thS nghe
ngay diroc, sau d6 phai di~n Iai giai thich cho ben goi duoc biSt, khong to thai d9
thieu lich sir; khong ng~t di~n thoai d(_)tngot.

Trong cac cuoc hop, h9i nghi, can b(_),cong chirc phai t~t may hoac dSmay
6 chS d9 rung d6i voi dien thoai di dong; khong trao d6i di~n thoai trong cuoc
hop, tnrong hop d~c biet c~n trao d6i phai ra ngoai phong h9P·

Muc3
NHitNG VIEC GAN BO CONG CHUC,
VIEN cmrc KHONG mroc LAM

~ Di~u 12. Nhfrng vi~c can b{>,cong clnrc, vien clnrc khdng dU'Q'CJamIt

1. Khong chap hanh Sl,Iphan cong, Cong tac CUaC~ptren.

2. Tr6n tranh, dun d~y trach nhiern d6i voi nhiem vu, cong vu do minh
thuc hien gay ra hau qua anh huong dsn hoat dong cua ca quan, don vi minh
hoac cua ca quan, don vi, t6 chtrc khac hoac vi pham toi quyen loi chinh dang,
danh du va nhan pham cua t6 clnrc, cong dan.

3. C6 tinh keo dai thoi gian hoac tu ch6i Sl,Iph6i hop CUanhfrng_nguoi
trong ca quan, don vi minh hoac ca quan, don vi co lien quan va cua to clnrc,
cong dan khi thuc hien nhiem vu, cong vu.

4. Vi pham nhfmg quy dinh cua Nha mroc vS phong chong t~ nan xa h()i,
me tin, di doan va nhfrng hanh vi truyen dao trai phep.

5. Loi dung clnrc vu, quyen han duce giao, mao danh dS lam trai cac quy
dinh cua phap luat, XUly cong viec vuot qua tham quyen; SUdung cac tai san,
phirong tien cong cho viec rieng hoac cho cac heat dong xa h9i khong thuoc
nhiem vu, cong vu duoc giao.

,6. Lam 19 bi mat nha mroc, bi m?t cong tac theo quy dinh cua phap luat;
lam mat mat, hu hong hoac lam sai lech ho so, tai lieu khi quan h~ cong tac voi
cac ca quan, t6 chirc, ca.nhan co lien quan; tu v~n, cung c~p thong tin, tao diSu
kien cho cac CO quan, to clnrc, ca nhan lam nhfrng viec tieu ClJChoac gay kh6
khan cho cac ca quan, t6 chirc, ca nhan trong qua trinh giai quyet cong viec,
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7. Quan lieu, thieu trach nhiem buong long quan ly; tham gia hoac bao
che, dung tJng, thieu tinh than d~u tranh truce hanh vi tham nhfing, Hingphi,
khuyet dismlho?c ne tranh, dun d&ytrach nhiem; co thai d9 b~t hop tac, gay kh6
khan, can trq cong viec, m~t dean kst n9i b9.

Chuong m
BAI TRi CONG so, c.Ac PHONG LAM VIIJ:C

l>i~u l3. Treo QuBc ky
Quoc ky duce treo 24/24 gio hang ngay tai vi tri da duce quy dinh, Quoc

ky phai duql thuc:ng xuyen theo doi khong dS qu~ cu, ra~h nat.

Khi don tiep khach mroc ngoai theo nghi le don tiep khach mroc ngoai.

Di~u,~4.Bi~IltCuCO" q"": phOng tam v*,
I. Bien ten ca quan duce bo tri tai khu virc cong chinh cua Sa Giao thong

van tai ths h[~n dia chi, kich ca va ths thirc bien ten, dam bao theo quy dinh
T~ong tu s6 I05/2008/TT-BNV ngay 07/8/2008 cua B,9 N9i vu vs hu6ng dfin
bien ten ca quan hanh chinh Nha mroc va duce Giam doc Sa duyet.

2.tBisA ten phong lam viec cua can b9, cong chirc duce thirc hien theo
mfiu thong nh~t; phong lam viec cua Lanh dao ca quan, lanh dao cac phong,
ban, don vi druqc ghi ro ho ten, chirc danh cua tirng nguoi. BiSn ten 'phong lam
viec diroc d?t tai cira chinh ra vao cua phong lam viec,

3. Vi~a1 s~p xSp, bai tri phong lam viec phai bao dam gon gang, ngan n~p,
S?ChSe,khoa hQC,hop Iy,

l>i~u lf- Khu vuc d~ phuong ti~n giao thong

1. Can ib9, cong chU:c,vien chuc, ngiroi lao d9ng ca quan Sa Giao thong
van tai c6 trach nhiem chap hanh de xe dung noi quy dinh, thirc hien tu quan
trong viec s~p xSp xe tai nha dS xe dam bao trat tu, ngan n~p theo nguyen t~c
n~uai dSn truf~ dS xe a vi tri thich hop, tao diSu_kien cho ngiroi dSn sau c6 noi
de Xe,Xe0.to 1det~eo thir tu tren san CO•keV?ChSan. • -

2. Kha1h den lien h~ cong tac de xe tai dia diem theo hu6ng dan cua b9
phan thuong true ca quan.

''

ChuongVI
TO cmrc THVc HilJ:N

l>i~u 16. Trach nhiem thtrc hien. . .
I. Cha911Van phong Sa7 T~uang cac Phong, ban, don vi thuoc Sa chiu

trach nhiem quan triet Quy che den can b9, cong chirc, vien chirc trong phong,
ban, don vi mlnh; chu d9ng don d6c, kiem tra, theo doi viec ch~p hanh viec thuc
hien Quy chS hay. Bao cao b6 sung n9i dung thuc hien Quy che nay trong bao cao
cong tac hang lthang Cchu ysu cac tnrong hop vi pham van hoa trong giao tisp,
Ung XUcua copg chirc, vien chirc, nguoi lao dong).
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2. Cac tb chirc dean thS nganh Giao thong v?n tai ph6i hop chat che voi
cac phong, ban, don vi tuyen truyen, van dong, don d6c, kiem tra viec t6 chirc
thirc hien quy chs nay.

Di~u 17. Xir ly vi pham

1. Viec ch~p hanh Quy chS nay la mot tieu chuan danh gia kSt qua cong
tac khi xet thi dua, khen thirong cho cac t?p ths, ca nhan.

2. Cac phong, ban, don viva ca nhan vi pham quy dinh tai Quy chS nay,
tuy theo tinh chat, rmrc d9 vi pham bi XU ly theo quy dinh,

Trong qua trinh trien khai thirc hien, nSu co v~n dS vuong mac hoac phat
sinh, cac phong, ban, don vi phan anh vs Van phong Sa dS t6ng hop trinh Giam
d6c So xem xet, diSu chinh, b6 sung cho phu hqp.l.,&-

GIAM D6C
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