
5[; ./606 7qD-56PsP1 Hdu Binh, ngdyJ* thdng 8 ndn 2011

QUYtrTEINH
Vd viQc ban hhnh Quy ch6 vin h6a c6ng sii tai cfc co qran,

tlon vi, truir'ng hgc, c6c ctr sii gi6o dr.1c tr6n ilia birn tinh FIda Binh

crAM EOC So GIAO DUC vA OAO r4O rhlH HOA BiNH

Cin cu Ouvit didr s6 I2q/2007/QD-TTg ngdy 02 th6ng 8 nim 2014 cua

Thu trrong Chinh phn vi r iEc ban hdnh Quy chti vin h6a c6ng so t4i co quan

hdnh chinh nhd nu6c; Chi thi s6 05/2008/CT-TTg ngiy 31 thring I ndm 2008

cira'llhu tu6ng Chinh phu vd vi6c ndng cao hi€u qud su dung thni gian ldn.r vi6c

cua c6n bQ, c6ng chrlc, vi€n chirc nhd nu6c;

Cdn ct Quy6t dinh s5 1074/QE-L]BND ngdy 01 thring 8 nim 2014 cua

Uy ban nhan aatr iintt HOu Binh vd vi6c ban hdnh Quy chi5 vnn h6a cong so tli
c6c co quan hdnh chinh, don vi su nghiQp c6ng ldp cua tinh Hda Binh;

Cnn cri Quy6t dinh s6 O+/zotZlqo-tmND ngdy 30 thing 3 nim 2012 cta

Uv ban nhAn da; tinh Hda Binh vir vi€c ban hirnh quy tiinh vi tri, chirc ndng,

nhiqrlr uq, quydn h4n r'ir co c6u td chLic bQ m6y So- Girio dpc vd Ddo tao;

Xdt dd nghi cira Chrffi Vbn phdng Sn Gi6o duc vd Dio tao'

QUYfTDINH:

Didu l Ban hdnh kdm theo Quyiit dinh ndy Quy ch€ viln h6a cdng so t4i

c6c co quan don vi, trudng hoc, c6c co s6 girio dgc trOn dia bdn tinh Hira Binh

DiAu 2. Qu5 6r dinl rril co hieu luc r}i hanh ke rir npir5 I' j '

Didu 3. Chanh Vin phdng, Trtrong phong chic nilg, chuS en mdn, nghi6p

vu So GD&DT, Trudng phdng GD&DT hu;en, thrinh pho. llidtr truong, Gi6m

d6c cdc. clon ,ri, t.rottg- ttq" titc thu6c chiu tr6ch nhi€m thi hdnh Quy6t dinh

niiy.l . atz

r IRND 'IiNH FIOA BiNH
so cIAo Dlrc vA EAo rAo

Noi nhitt:
Nhu Dieu 3;

- UBND thh;
- SdNdi vp;
- GD, chc PGD Sd;
- CI)GD Hda Binh:
- Website rgdnb;
- Luu: V l,VP.(NVH25).
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L]T}ND TiNII HOA BiNLI

so crAo DUc vA D'\o r4.o
CONG HOA XA HOI CH{J NGITiA VIET NAM

D6c l{p - Tg'do - Hanh Phric

QUY CHT'
Vin h6a c6ng s6 t3i c{c co quan, tlon vi, trutr'ng hgc'

cic ccr so qiio dgc tren dia birn tinh Hoa Binh

rtl,,n hirh kinl ti"o- auy7, atun l;'lrce Pb-SGD&DT ngill thang 8 ndn 2014

cita Gidm dic So Girio d4c vd :Ddo tqo)

Chuong I
NHtING QUY DINH CHUNG

Diiu l. Pham vi r i drii tugng diiu chinh

Quy ch6 ndy quy dinh vd trang phuc, giao ti6p, ring xil c-ira c5n b9, c6ng

ctrtc, r'len chirc, nhin vidn khi thi hdnh c6ng vu, nhiQm vu; c6ch bdi tri c6ng sn

tai cllc co quan, don vi, tnrdng hoc, c5c co sd gi6o d+c tr6n clia bdn tinh Hda

Binh.

Didu 2. Nguy6n tic thqc hiQn vin h6a c6ng s0

1. Phir ho.p vdi tluydn th6ng, ban sdc vdLn hor dan toc vd didLr ki6n kinh t6

- xd hOi.

2. Phn h.p v6i dinh bu6ng xiy dung dqi ngfr cdn bQ, cOng chirc' r'i€n

ohirc, nhAn vi€n chuydn nghi6p, hi6n dai.

3. Eing c6c quy dinh cua phip luAt vd d6p irng muc dich, y6u cdu v€ c6i

c6ch hdnh chinh, hi0n dai h6a n0n hanh chinh Nhd nu6c'

Diiu J. M gc tlich

1. Bio dam tinh trang nghidm, hi€u qud ho4t d6ng vd ndng cao chit luong

phpc vu cria c6c co quan hirnh chinh, don vi su nghiQp c6ng ldp'

2. Xiy dung phong c6ch ring xri chuAn muc cia c6n b6, c6ng chirc, vi€n

chuc trong ihi hdnh c0ng vr1, nhiQm vq huong toi mqc tieu xd'y dqng dQi ngi cdn

bo, cong c"huc. r ien chuc. nhan vidn co pham char d.ro dirc tot- phuc r rr nJrin dan

Ldt hon. hoan tlrirnh ruat sirc nhieln vu duoc giao

Didu 4. C6c hirnh vi b! ciim

1. Choi games, d6nh bdi du6i moi hinh thfc trong gid lirm viec; hut thu6c

16, thu5c liio noi c0ng so vd noi c6ng c6ng.

2. U6ng bia, ruou vdo bu6i sd,ng, thtri gian, nghi trur va trong gid hdLnh

chinh cic ngJy ldm viQc trong tuin; khi Oiiu.khi6n phuorg ti6n tham gia giao

th6ng. Trudng hop ddc biQt vdo cdLc dip ld. tet va tiep khdch doi.ngoai (kh6ch

ngo4i tinh) ,ri-c" t& dultg dd.u5ng c6 ciin do thi t11dn9.9o quan, don vi, trudng

hic, cdrc co sogi6o clLfc quyCt dinh vd phii chiu tr6ch nhi6m v€ quyOt dinh d6'



3. Quing c6o thuong mai, pl.ro ti6p thi b6n hdng, b6n vd xem bi6u di6n

ngh€ thu6t tai c6ng sd, co quan, don vi, trudng hgc, co s6 gi6o duc

Chuong II
TR ANG PHUC. GIAO TIEP vA U\G XLr

cuA cAN eqi. corc cHi c. vlliN cHLrc

Muc 1

TRANG PTIVC CUA CAN N$, CONG CHTIC, VITN CHTIC

Eidu 5" Trang phgc

Can b6, c6ng cl.rirc, vi6n chirc phii dn mdc ggn ging, lich su Lhi thi hdnh

c6ng vu, nhiOm vu.

1. D6i vdi r.tam: Ao sc, mi, qudn 6u hoic bd comple, di giAy da hodc ddp

c6 quai hiu.

2. D6i v6i nii: Ao sn mi, quAn 0u, vtiy c6ng sn (chidu ddi ngang diu g6i),

6o ddi truyAn th6ng, di ddy ho{c ddp quai hiu

Eidu 6. L5 phgc

L6 phuc cua c6n b.6, c6ng chuc, vi€n chirc lir trang phpc chinh thuc dtrnc

sir dung trong nhttng buOi 16, cu6c hqp trong th6 ho{c c6c cuQc ti6p kh6ch nu6c

ngoii.

1. D6i v6i nam: BQ comple,6o so mi, cravat, di gidy da hodc ddp quai

hiu.

2. D5j vdi nir: Ao ddi truydn th6ng, bQ comple nft, di giiry ho[c ddp c6

quai h6u.

3. D6i v6i crin b6, c6ng chirc, vi€n chuc ld ngudi dan tQc thieu so, trcng

pbr,rc ngay hoi ddn roc duoc coi la ti phuc.

Didu 7. Th6 cin bQ' c6ng chti'c, vi6n chric

C6n b6, cOng chfc, vi6n chirc, nhAn vien khi thi hiinh c6ng vr.l, nhi€m vu

phdi deo the theo quy dinh cila Bd N6i vu.

Muc 2

GIAO TIf,P VA TNG XO,CUA CAN BO, CONG CHTIC, Vlt'N CHU,C

Didu 8. Giao ti6p vi ring xii khi thi hirnh cdng vg, nhi€m vU

1. C6n b0, cdng chfc, vi€n chirc, nhdn vi6n khi thi hdnh c6ng vu, nhi6m

vu phiri thrlc hiQn dung, dAy d0 nghia vu vir nhirng viQc hh6ng duoc ldm theo

qu1 dlnh cua phdp Iudt.



2. Thuc hiQn dirng kj'luirt l.ao c10ng, hhOng di muQn, vd s6n; su dung c6

hieu que thdi gid liun vi€c, lddng tg ;.i rdi c6ng sn d€ giai quy€t c6ng vi€c c6

nhin kl.ri chua c6 su ddng li cila l6nl d4o co quan, d<rn vi

J. Nanp, cao trrich nhidrn tlorrg giai quSer cong viic: I'hong tron trdnlt' drtn

diy vir tu chJLr trdch nhien d6i voi.c6ng viQc mi minh ddm nhin; kh6ng du<rc c6

tni teo dii tt.rOi gian ho[c tir ch6i c6c y€u ciu dirng ph6p lu{t cira ngudi cdn

duoc giii quy6t phir hop v6i chirc trdch, nhiQm vq duoc giao.

4. Drm bao tra ho so dung hcn lheo quy dirrh' l<hong ldm mit' hu l'ong

hoiic lAm sai 16ch hd so, tdi li€u lidn quan den yiu cru crta to-thirc vir c6 nhAn'

Trudng hgp ld6ng tra duoc hd so dirng hen theo quy dinh' thi. phrrLi giii thich

c6ng khai, 16 rirng vd nguydn nh6n, ly do cho td chfc, c6 nhin bi€t'

5. C6 i tuong trong sri dgng rd bdo ve tai san cua co-quan. don vi, trudng

hoc, co so gi6o dpc; thUc harrh ti6t kiem, chong Idng phi; kJrong su dung tiri sin

cdng vdo mpc dich c6 nhAn.

6. Trong giao ti6p vd ing xrt, c6n b6, c6ng chirc, vi6n chirc phhi c6 th6i d6

lich su, t6n triti. Ng6n ngii giao ti6p phAi chudn muc, rd rdng mach lac; kh6ng

n6i tuc, n6i-ti6ng l6ng, qu6t nql; gif gin uy tin, danh dg cho cn quan, don vi,

trudng hoc, co sd gi6o dpc vd dong nghiQp.

Diiu 9. Giao ti6p fng xir vfi nhin d6n

1. Trong giao ti6p vd img xir v6i nhdn dAn c6n b6, cOng chr'ic, vi€n chiLc,

nh6n vidn phai nhd nhin, vdn minh, lich su, nghi€m ttc.

r,1 t ing rrghe nhin dan rrln} biy j ti6n. nguyetr vong.

b) Tri ldi, giei thich, hudng dAn rd rdng, cu th€ vd c6c quy dinh li€n quan

d6n giii quy6t cOng vi6c.

c) Tnrdng hgp nhirng y€u cAu cua nhdn <l6n kh6ng thu6c thAm qul'dn gini

qul et crra co qrran thi cdn bo. corrg chuc. r ien chuc. nhin vien ph'ri huung darr

nhan dan den durrg c<r quan co tllam qu5dn piai qu1cl.

2. Clin b0, c6ng chuc, viOn chfc, nhAn viOr khdng duoc c6 th6i d0 h6ch

dich, cira quydn" nhfrng nhi6u, gAy kh6 khnn, phidn hd, v6 trich nhiem vdi nhan

dan khi thi hdnh c0ng vu, nhi6m vu.

Didu 10. Giao ti6p fng xir vdi ttdng nghiGp

Trong giao ti6p vd ring xir v6i d6ng nghi€p, crin b6, c6ng chfc, vidr.r chiLc,

nhin vi€n phii c6 th6l dg trung thr.rc, th6n thi€n, ho.p t6c. Lu6n t6n trong' b/ro r'6

danh du, uy tin cua ddng nghiOp vd giitp dd nhau hoAn thirnh nhidm vu

Didu 11. Giao ti6p qua ttiQn thogi

Khi giao tiiip qua di0n thoai, cdn bo, cong chuc,'vidn chirc, nh0n vidn phrii

xung ten, io qr.n, don ri noi cong ldc: rrao doi ng,ln ggn l;p trung \io rroi

duni cong r ieC: khong ngir didn rho:ri dQt ngot trong I'hi dim rhoai'

1



Diilu 12. Tham du c6c cuQc hop, hQi nghi

1 C6n b6, cdng cl.tirc, vi€n chric, nhdn vi€n tham du c6c cu6c hgp, hdi

nghi phdi drlng thAnh phdn nhu gi6y mdi, triQu tip hoic thdng b6o cua co qucn

chir tii t6 chirc cuQc hgp, hQi nghi. Trudng ho-p khOng tham dr.r hop duoc thi phii
truc ti6p b6o c6o v6i ngudi cht tri cuQc hop, hdi nghi c16 v€ ly do ving mdt vd

cir ngudi kh6c du hop thaY.

2. Trong c6c cuQc hqp, hQi nghi, crin b6, c6ng chuc, vi0n chiLc, nhAn vidn

han ch5 sir dung di€n thoai di dOng vd ddt di€n thoai d ch€ d6 rung.

3. Chi sir dung laptop, m6y tinh beng d6 tra ciru v6n ban, ghi chdp ndi

dung cuQc hop; khdng su dung vdLo c6c muc dich kl6c crlia c6 nhin md kh6ng

li6n quan den noi dung cuoc hoP.

Chuong lll
BAI TRi CONC SO

Didu 13. Treo QuiSc huy, Qu6c k|, chin rlung Chn tich H6 Chi Minh

Qu6ctj', Qui5c huy phai dugc treo trang trQng, ditng quy clinh theo hu6ng

cldn s6 :+zOlHp-gVHTTDL ngiry 02 thdng l0 nim 2012 cua B6 Van h6a, Th€

ihao vd Du ljch vA su dultg Qu6" k!, Qu6c huy, ch6n clung Ch( tich 116 Chi

Minh. I{h0ng treo Qu5c k} da bi bac mdu" r6ch hodc v6; hh6ng treo, dit chan

dung, tuor.rg-b6n thin cua ChLi tich Hd Chi nainh uu Qu5c huy qu6 ci hoic dd bi

hu hong.

Didu 14. Bi6n t6n co quan, tlon vl, trulng hgc, co sti gi6o dgc

1. Co quan, don vi, trudng hoc, co so giao dqc phai co bian ten duoc ddt

tai c6ng chinh, tr6n ao g[i 16 t€i goi ddy du ling tiilng Vi6t, dia chi vd s6 diQn

thoqi cua co quan, don v!, tludng hgc, co sd gi6o dpc

2. Bien ter co qurn. don ri phdi drirn bao tlreo quy dini tai thong ttr so

05/2008/TT-BNV ngdy 07/8/2008 cia BQ N6i vu v0 hu6ng d6n bi6n tdn co quan

hanh chinh nhi nu6c.

3. C6c co quan, dnn v!, truong hoc, cric co so giio dgc phai ni6m y6t cdng

ldai tai tru sd vaL tr€n Trang th6ng tin di6n tu ( ndu co ) so dien rhoqi cira ldnh d4o

hodc crin b0, cdng chuc, viOn chric, nhin vi€n duoc iy quy0n d6 ti€p nhin nhtng
phirn 6nh, ki6n nghi cia t6.chric c6 nhdn- vd c6c quy dinh hdnh chinh, nhiing

irdr.rh ui h6"h dich-, cria quydn, nh[ng nhi5u, gdy kh6 khin, phidn hi vd nh&ng

hirnh vi vi pham kh6c.

Didu 15. Phdng lim vi0c

1. C6c co quan, clon vi pidi co noi quy ldm vidc, so do b6 tri phdng liim

vioc vd dat d vi tri thuAn ti€n, dC quan sit.

2. Phdng ldm vi€c phii c6 bi6n tdn ghi 16 tOn don vi, ha vd t€n, chirc danh

c6n bQ, cdng chric, vi0n chitc, nhdn vi6n



3. ViQc sip x6p, bdi tri phdng ldm viQc phAi bdo dim gon gdrng' ngan nip'
khoa hgc, hgp Iy, vira thuin tiQn cho c6ng viQc' r'ira d6m b6o cric y6u cdu v€ an

to r ch6y n6.

4. Kh6ng l{p bin thd, thip huong, kh6ng dun" nAu (trir clun, nitr nLroc

ui5ng) trong phdng ldm viQc.

Didu 16. Khu vrlc tt6 phuong tiQn giao th6ng

C6c co quan, don vi, trudng hqc, co sd gi6o duc c6 tr6ch nhiem b6 tri I'hu

vuc d6 phuong tiQn giao tl.r6ng cia cdn bQ, cdng chuc, vi6n chric, nhin vi€n vd

cia ngudi diln giao dich, lin viQc. 1(r0ng cluo-c thu phi gui phuong ti0n giao

th6ng crlra ngudi d6n giao dich, ldm vi€c.

Chuong IV
TO CHUC THTIC HIEN

Didu 17. Trudlrg phdng chirc ndng,- chuy€n m6n, nghi€p vu Sd GD&DT,

Trudng phdng GO&DT huyQn, thenh ph6. Hieu truong. Giim doc c6c don vi,

truonfho. truc rhuoc co trdch nhiim qudn triet. triin khai thuc lrien ngqicm

Qrry chi nil clen cic to chilc- ci nhan thuoc quyen qurn l1

Diilu 18. Cdc t6 chfc, c6 nhin vi phqm c6c quy djnh cua Quy chd nd1 sd

bi ni Ij, theo quy dinh cLia ph6p luit.

Diilu 19. Vdn phdng Sd chu tri, ptr6i hqp voi cric phong chric ning,

chuyerr mon, nghiip vu huong dirn. Liem tr:. don.doc riec trien khai tlruc hiin

Quy che niy. hdng narrn tong hoo. bdo cdo Cidm doc So CD&D'l

Trong qud trinh tri6n khai thuc hi6n, nhirng v6n dd ph6t sinh, \ uong mac'

c6c phdng 
"t.t.ic "e"g, 

chuyOn m6n, nghi€p vu So, Phdng GD&ET buy6n, thdnh

pho r ri cic don vi, truong hoc (rgc thuQc, c6c co so gi6o duc phrb 6nI k1p thni

ie va" prlo"g so ed t6ngiqp, bao c6o Ldnh dao So xem x6t srlLa d6i, b6 srug / aa"'
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Minh Thirnh


