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V/v quy dinh mdu th€ vd quan lj', su dung
the,d6i vdi ciin b6, c6ng cbuc, vi€n chuc

H6a Binh, ngaty/4 thdng 12 ndm2010

KinI gti: - C6c so, ban, nganh;
- Uy ban nhfu dan cdc huy,;n. rhanh pho.

Cin cu Quy6t dinh sO 06/2008/QD-BNV ngdy 22 th6ng 12 ndm 2008 cr.ia 86
NQi vu vC quy dinh mAu thd vZi vi6c quan 11i. su dung the doi v6i cdn b6, c6ng chfc,
vi6n chuc;

Thuc hiQn Chi thi s6 14/CT-[IBND ngiry t7lgl2010 crla UBND tinh vd vi6c
ndng cao hiQu quri sri dung thdi gid ldm vi6c vd deo thd c6ng chric d6i v6i crin b6,
c6ng chuc, vi6n chirc linh Hda Binl, Sd Ndi v1l hu6ng dAn quy dinh mau the va
quin l1i, st drurg thd d6i v6i cdn b6, c6ng chric, vi€n chrlc nhu iau:

1. Quy tllnh chung vd th€ c6n bQ, c6ng chric, vi6n chric.

- The c6n b6, c6ng chric, vi6n chric ld c6ng cu dii nhAn bi6t vir x6c dinh vj tri,
chric danh cria timg c6n b6, c6ng chuc. r.i6n chuc trong co qual. t6 chuc, dorn vi.

- Th6 crfu bQ, c6r.rg chuc, viEn chuc phAi co ten co quan, to chirc, don vi quan
11i vd sri dung c6n b6, c6ng chuc, vi6n chric; inh, hq r'z! t€n, chuc r.u hodc chrlc
danh c6ng vi6c cia cin b6, c6ng chirc, vien chrlc; rrd s6 thd.

- I-he cein bo. cong chuc. vien chuc duoc larn bang chit lieu gial hoirc
plastic. Khuy6r khich c6c co quan, t6 chuc, dor vi su dung 11.16 tu hoac the co gan
chip di6n tu d6 ttug th€m hi€u que su dung.

2. D5i tugng sii dung th6 cin bQ, cdng chric, vi6n chric.

- Nhtng ngudi duoc tuy€n dung vdo liLm vi€c trong c6c co- quar.r hdnh chinh
nhd nu6c.

- Nhirng ngudi dugc tuy6n dung vdo ldm vi6c trong c6c don vi su nghiep cria
Nhd nu6c.

- C5n b6, c6ng chic xd, phuorg, thi trAn, duoc bdu cu, tuy6n dqng dang lirn
viCc tai xe, phucrng, thi tren.

3. Miu thd crin bQ, c6ng chric, vi6n chric.

The hinh chii nh6t, r6ng 50mm; ddi 90mm, rr6n hai m{t th6 ducrc in gi6ng
nhau cdc ri6u chi Lhong tin sau dal:

- TCn don vi chir qu6n hodc co quan c6p tr€n cria co quan, to chuc, don vi
truc ti6p st dung c6n b6, c6ng chric, viOn chric (ghi o hdng thir nhi|: chii in hoa
hi6u Times New Roman, size 14 ltheo bo md tjdu chudn tieng ViCt TC\.N-
6909/2001), cht dAm, mdu chfi vdnq drat duoc in trdn ndn mau xanh da trdi.



- T6n co quan, t6 chtc, don vi truc ti6p sri dung c6n bQ, c6ng chrlc, vi6n
chric (ghi o hang thir hai): cht in hoa ki€u Times New Roman, size 14 (theo bQ m6

ti€u chudn ti6ng ViCt TCVl'l-6909/2001), cht dtur, miru chii vdng nhat duoc in trCn

ndn mdu xanh da trdi.

. - Hp vd t€n cria c6n bQ, cdng chr?c, vi6n chuc (ghi d hang tttf ba): chir in hoa

ki6u Times New Roman, size 16 (theo bd md ti6u chuAn ti6ng ViCt TC\,N-
69091200I), cht dam, mdu den duoc in tr6n ndn mdu tr6ng.

- - Chric vu cria cdn bQ, c6ng chuc, vi6n chric (ghi 6 hang thu tu): cht in hoa

ki6u Times New Roman, size 12 (theo b6 md ti€u, chu6n,ti0ng Vi6t TC\T.I-
690912001), dim, mdu den duoc in trOn n6n mdu ir5ng. Ddi v6i nhirng ngudi
kh6ng gifr chric vu ldnh dao thi ghi chric danh c6ng vigc hign tai cira c6n b6, c6ng

chirc, vi6n chuc d6.

- Ma s5 th6 c6n b6, c6ng chric, viOn chric (ghi d hang thu ndm) cht in hoa

ki6u Tin.res New Roman, size 14 (theo bQ md ti6u chudn tiiing ViCt TC\rN-
690912001), dAm, mdu d6 dugc in tr6n nAn miru tr6ng. Trong khi chd quy dinh m6i
vd md s6 th€ c5n bQ, c6ng chfc, vi6n chuc, tru6c mit vin 6p dlmg si5 hiOu cLia thd
c6ng chirc theo hu6ng din tai C6ng van s6 ls2lTCCP-VC ngdy.05 th6ng 

_5 
nim

1994 crla Ban T6 chirc - C6n bQ Chinh phn (nay Id 86 N6i vu) v€ huong dan ldm
phii5u, th6 c6ng chirc. Cp th6 nhu sau:

C6ch ghi: Md tinh Hda Binh T24, tiiip diln md s6, ngdnh, huydn thdnh phii
(c6 bdLng m6 chi ti€t kdm theo), sau d6n md ngqch cdng cirric ld ngpch c6ng chirc
hi€n hudng, cuili 

"i 
ng li s6 thu tu cua c6n bQ, c6ng chuc, vi6n chric do co quan,

don vi sri dung c6ng chuc, vi€n chfc truc ti€p quy6t dinl, trCn nguy€n tAc kh6ng
duoc trirng md s0 v6i c6ng chric, vi6n chirc kh6c cta co quan, don vi minh. Luu j:
d6i v6i nhirng trudng hqp chua c6 ngach c6ng chuc thi bo trong (nlu Chir tich, Ph6

cht tich HDND, UBND c6p x5...).

- Arh mdu cd 3 x 4cm crla ngudi duoc cdp th6 6 vi tri phia du6i b6n tnli th€.

- Hinh Qui5c huy in mdu theo quy dinh o vi tri phia tlen ben tr6i thd.

4. Vi tri vi ch6 d6 tleo thd c6n bQ, c6ng chr?c, vi6n chric.

a. Vl tri deo th6:

- Th6 crirl bQ, cOng chric, vi6n chirc dugc deo d vi tri tru6c nguc bing c6ch

sri dung ddy deo hoic ghim cdi.

- Khodng c6ch tu cim d6n mdt cit ngang d mdp tr€n cira th6 c6n b6, c6ng

chric, vi6n chrlc ld 200 300mm.

b. Ch6 d6 deo the.

- Can b6, cdng chuc, vi0n chuc phii deo thd khi thuc hi€n nhi6m vu, c6ng

- Trudng h-o. p crin bQ, c6ng chuc, vi6n chuc chdp hdnb cac bi6n ph6p b6o

d6n.r an ninh theo quy dinh ri€ng thi kh6ng ph6i thuc hi6n ch6 d6 deo th6 quy dinh
tai vbn bi'r.r ndy.



5. Trich nhi6m cria ngudi ttring tliu co'quan sii dgng cin bQ, c6ng chrlc,
vi6n chfc trong viQc quin If th6.

. a. TrUc ti6p quan li thd cria c5n b6, c6ng chrlc, vi6n chuc theo phirn cap thim
quy6n quan lj cta co quan, t6 chric, don vi minh.

b. Th6m tra, ldm thr'i tuc c6p, a5; *re cho c6n b6, cdng chuc, vi6n chric d6 sri
dqng trong viQc thuc hi€n nli6m r.r.r, c6ng r..u.

c- Thu hdi thd cita c6n b6, c6ng chuc, vi€n chrlc trong c6c trubng hcnr sau
dav:

- Cho mutrn thd, thd duoc cip khong dung quy dinh cua phdp luAt;

- Thdi vi€c hodc vi phan.r ky Judt bing hinh ttruc buoc thol viec;

- Thay dtii co quan, t6 clruc, don vi c6ng 6c, \'i tri chuc danh c6ng vi6c hodc
chric r,.Lr c6ng t6c.

- 
d. Co quan, t6 chirc, don vi c6p thd c6 tr6ch nhi6m thu hdi th6, cit g6c ho6c

d6t 16 tr€n the d6 lchdng dua the vdo sri dung.

6. Trich nhifm ciia cin bQ, c6ng chri.c, vi6n chric trong viQc quin lf vir
si dgng th6.

- Cdn b6, c6ng chric, vi6n cl.lic c6 tr6ch nhi6m quan Jj, su du,rg th6 theo
dung quy dinh tai van ban niry. Tuy6t d6i kh6ng duoc cho mugn the du6i b6t kj'
hinir thirc niro.

- C6n bQ, c6ng chfc,. vi6n chuc lam rrlit hoac 1im hu hong th6 phAi b6o c6o
vd gi6i trinh, v6i co quan, t6 chirc, don vi co thanr quyilr q,.,un lli' the; d6ng tbdi dd
nghi duoc c6p hi hoirc doi the mcri.

- C,in U0, c6ng chuc, vi€n chuc duoc didu d6r.rg, luAn chuy€n, bi€t phrii d6n
co'quan, t6 chric, don vi kJrdc phdi tr6 lai th6 cho co quan, t6 chric, don vi c[; ddng
thdi d6 nghi co quan, td chirc, dcm vi m6i cAp th€ d€ sri dung.

- C6n bQ, c6ng chuc, r'j6n chuc thay d6i vd chuc danh c6ng viQc hoic chuc
r'.u cong tdc thi di nghi co quan. ro chuc. don vi cdp dOi rhe moi.

- C6n b6, c6ng chr.ic, vi6n chuc khi nghi huu dugc giii th6 crha minh sau khi
co- quan, t6 chtic, don vi quriLn lj th6 da cit g6c ho6c d6t 16 tren the.

7. Xir lj vi phgm.

C6n b6, c6ng chuc, vi€n chirc dd duoc cap the nhung khong quan lf vd sir
dung th6 theo dring quy dinh tai muc 6 vin ban ndy thi tiy theo tinh ch6t vd mlic
d6 vi pham sE bi xem xdt kj, ludt theo quy dinh cria phdp lu6t.

8. Tii chri'c thgc hiQn.

a. Tr6ch nhi6m cita c6c sd, ban, ngiLnl, don vi su nghi€p thu6c tinh vd
IJBND cfc huy€n, thdnh ph6.

. - T6 chLlc ldm tld vd cAp th6 cho c6n b6, cOng chric, vi0n chuc thuoc thirn
quy€n quan 11,; theogul' diqh tai vin bin niry sau khi c6 su th6ng nh6t bing vdn ban
cira 56 Ndj vu vd c6p mA sd th6 cho tung c6n b6, c0ng chric, vi6]r chiLc.



- Doi r oi can bg. cong chLrc. r ien chuc rnoi duoc tu16n dung hodc Liep nlan.
thi thdi,gian cAp th6 kh6ng qu6 30 ngdy k€ tir ngdy c6n b6, c6ng chrlc, vi6n chtc d6
c6 quydt dinh tuy6n dung hodc tidp nhAn;

': '.;- Huong ddn, kidm tra viec deo th6, quan ly vd st dung th6 d6i v6i can b6,
cong chuc. vidn chuc r}uoc t-hdm quydn quan ly.

. - Dinh k! 6 thang vd hdLng ndm cac co quan. dor vi tong hgp, b6o c6o vi6c
tri6n khai quy dlnh quan l;i' vd st dung di6 d6i v6i c6n b6, c6ng chric, vi6n chuc
cua don vi minh v6 Sd NQi vq d€ t6ng hgi b6o c6o LIBND tinh. Thdi han gui b6o
c6o cham nhat trudc ngdy 15 th6ng 12 ndm hdng nim.

b. Ihor gran tlen hadr:

, "C6c 
sd, ban ngiurh, don vi su nghiQp thuQc tinh vd IIBND c6c huy6n, thdnh

phd t0 chuc, tri€n khai thgc hi6n vi€c lirm vd c6p th6 cho crin b6, cdng chirc, vi6n
chfc xong tru6c 31 th6ng 12 ndm 2010 vd ddng thdi tiing hqp b6o cdo ket qui thr,rc

hiQn vi€c ldm vd c6p thd vC So N6i vu dC t6ng ho.p, b6o c6o LIBND tinh vd BQ Ndi

TrEn ddy liL huong dan cta Sd NQi r,-u vd quy dinh m6.u th6 vd vi€c tri6n khai
vi€c deo th6, quhn lj, su dung the d6i v6i cdn b6, cdng chric, vi6n chric; dC nghi
c6c sd, ban nghnh, don vi sU nghiQp thudc tinh vd IJBND c6c huy6n, thdnh ph5 chi
dao, tri6n khai thuc,hi6n. Trong qu6 trinh tri6n khai c6 gi vu6ng mic, d6 nghi ph:in
6nh v€ Sd N6i vu d6 cing nghi6n cliu giiii quy6t./.

Noi nhQn:
- Nhu trCn;
- Uj' ban nhdn dAn tinl (b/c);
- Ban T6 chirc Tinh iy;
- Phdng Ndi vu c6c buy0n, TP;
- Luur VT, QLCC.
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