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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA THANH VAN Poc 1ap — Tw do — Hanh phic

S6:176 /QD-UBND

Thanh Van, ngay 01 thang 7 nam 2022

QUYET PINH
Ban hanh quy tic vng xir clia nguwoi lam viée
tai BO phan mét cira tai UBND x4 Thanh Van

CHU TICH UY BAN NHAN DAN XA THANH VAN

Can cir Ludt T6 chirc chinh quyén dia phuong ngay 19 thang 6 nam 2015;
Ludt Sva doz b6 sung mét sé diéu cia Ludt To chire Chinh phii va Ludt Té chire
chinh quyén dia phwong ngay 22 thang 11 nam 2019;

Can cir Nghi d_inh’sé’ 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh
phui vé thuce hién co ché mot ciea, mot cua lién thong,

Can cir Nghi dinh s6 107/2021/ND-CP ngay 06 thang 12 nam 2021 cua Chinh
phu vé sua doi, bo sung mot so diéu cua Nghi dinh so 61/2018/ND-CP ngay 23
thang 4 nam 2Q18 cua Chinh phu vé thuc hién co ché mot ciea, mot cuea lién thong
trong giai quyét thu tuc hanh chinh;

Can cir Théng tw s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua Bo
truong, Chu nhiém Van phong Chinh phi huong dan thi hanh mét so quy dinh cua
Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc
hién co ché mot cira, mot cuea lién thong;

Can cit Quyet dinh s6 1847/0P-TTg ngay 27 thang 12 nam 2018 cia Thii
tuwong Chinh phu vé viéc phé duyét Bé an van hoa cong vu;

Can cir Cong van $6 924-CV/TU ngay 21 thang 12 nam 2021 cia Tinh iy vé
ndng cao chat lwong thuc thi cong vu cua doi ngii can by, cong chure trong phuc vu
nguoi dan, doanh nghiép,

Can cir Quyét dinh so 411/QD-UBND ngay 21/3/2022 ciia UBND tinh Bac
Giang vé Ban hanh quy tac wng xur cua nguoi lam vi¢c tai Bo phdan Mot cua cac
cdp trén dia ban tinh Bac Giang;

Theo dé nghi ciia Cong chirc Vin phong — Thong ké xa.

QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay 1a quy tic ing xt ciia nguoi lam
viéc tai BO phan mot cura tai UBND x& Thanh Van.
Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Pieu 3. Cong chirc Van phong — Thong ké, can b, cong chirc lam vi¢e tai B
phan ti€ép nhan va trd két qua; cac to6 chuc, ca nhan dén lién hé cong tac, gidi quyét
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tha tuc hanh chinh tai Bo phéq tiép nhan va tra két qua caa UBND xa Thanh Van
chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhgn: CHU TICH
-TT bang uy — TT HDND (b/c);
- CT, cac PCT UBND x4;

- Nhu Biéu 3 (t/h);

- Luu VP.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA THANH VAN Poc 1ap — Tw do — Hanh phic

QUY TAC UNG XU CUA NGUOI LAM VIEC
TAI BO PHAN MOT CUA TAI UBND XA THANH VAN
(Ban hanh kém theo Quyét dinh s6 /OD-UBND ngay  /7/2022
ciia Chit tich Uy ban nhén ddn x& Thanh Van)

Chuwong I
QUY DINH CHUNG

Picu 1. Muc dich

1. Xay dung nén hanh chinh chuyén nghi¢p, hién dai, trach nhiém, phuc vy,
than thién véi nguoi dan, doanh nghiép.

2. Xay dung phong cach tmg xu chuan muc cta can bd, cong chirc, ngudi lao
dong trong giao tlep va giai quyét cong viéc voi ngudi dan, doanh nghiép nham
nang cao tinh than phuc vu va y thuc, trach nhiém cua can bo, cong chirc, nguoi
lao dong trong thuc thi nhi¢ém vy, nang cao sy hai long cua té chtrc, ca nhan khi
thuc hién thu tuc hanh chinh.

3. La can cu dé lanh dao co quan xur ly trach nhiém khi can bg, cong chuec,
nguoi lao dong thudc quyén quan 1y vi pham cac chuan myc ng xir trong giai
quyet cong viéc; dong thoi, 1a cin cir dé nguoi dan, doanh nghiép gidm sat viéc
chap hanh cac quy dinh phéap luat cua can bd, cong chirc ngudi lao dong tai Bo
phan Mot ctra.

Pi¢u 2. Pham vi va doi twong ap dung

1. Pham vi 4p dung: Bo phan Mdt ctra X3 Thanh Van

2. Bdi tuong ap dung: Can bd, cong chirc 1am viée tai B6 phan mét cira x4 Thanh
Van.

Ch}ron’g 11 .
QUY TAC UNG XU

Piéu 3. Quy tic giao tiép va wng xir chung ciia can b, cong chirc mot cira
1. Luon tuoi cuoi, bay to thai d6 than thién, lich su trong giao tiép; chu dong

chao hoi khi tiép xtc, dat cau hoi lam rd nhu cau giai quyét cong viée clia nguoi
dan, doanh nghiép.

2. Xung ho du cau khi giao tiép; ngon ngr giao tlep r0 rang, mach lac; am
luong néi vira du dé nghe 1, khéng giy on ao, khong gan giong, khong quat nat,
khong de doa; khong trao doi cong viée riéng trong khi dang tiép xuc, giai quyét
cong viéc vdoi nguodi dan, doanh nghiép.
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3. Khi nguoi dan, doanh nghiép c6 phan anh, kién nghi, khiéu nai, gop ¥ (goi
chung la phan &nh), phai t6 rd thai do ton trong, cau thi, lang nghe, chan thanh ghi
nhan. Néu nhiing phan anh thudc pham vi giai quyét caa minh thi phai tra 101 ngay,
néu phan anh chua thé giai quyet ngay dugc thi cong chirc Mot ctra phai ghi chep
lai day da y kién phan anh, déng thdi phdi hop véi cac bo phan lién quan dé giai
quyét nhanh va tra 11 16 rang cho ngudi dan, doanh nghiép.

4. Trong qua trinh 1am viéc, néu nguoi dan, doanh nghiép c6 thai d6 buc xuc,
16n tiéng, thi cong chirc Mot cira can binh tinh, ling nghe, kién tri giai thich; tranh
16n tiéng, d6i co, x0 xat... Truong hop cang thang khong tu giai quyét duoc, cong
chirc Mot cura yéu cau luc luong bao vé hd tro, dua vé Phong tiép cong dan dé 1am
viéc, khong dé anh hudng dén khong gian lam viéc chung.

5. Uu tién, hd tro tdi da cho nhimg ngudi gia yéu, khuyét tat, phu nit dang
mang thai, ngudi c6 con nho, ngudi co cong voi cach mang khi dén giai quyét
cong viéc.

Picu 4. Ung xir ciia cong chirc, vién chirc tiép nhén, giai quyét thi tuc
hanh chinh

1. Ung xur trong giao tiép voi nguoi dan, doanh nghiép

a) Thyc hién cac ndi dung duoc quy dinh tai Piéu 3 cia Quy tic nay.

b) Tap trung, kién tri lang nghe y kién, giai thich, hudéng dan tan tinh, rd rang,
cu thé, dé hiéu vé cac quy dinh lién quan dén cong viéc ma cong dan c6 nhu cau
giai quyét. Sau khi huéng dan xong, can hot lai dé x4c dinh cong dan da hiéu rd va
day du thong tin chua, khong dé cong dan phai hoi nhiéu noi, nhiéu nguoi va nhiéu
lan.

¢) Kiém tra k¥ thong tin trudc khi giao Phiéu tiép nhan ho so va hen tra két
qua cho nguoi dan, doanh nghiép; dua tra tai liu, gidy to mot cach tran trong; dé
nghi nguoi dan, doanh nghiép kiém tra lai thong tin, ndi dung va phan h01 ngay
néu chua dong tinh, chua hiéu rd noi dung. Trong truong hop c6 sai sot, can xin 10i
ngay va 1ap lai Phiéu tiép nhan ho so, hen tra két qua va cam on.

d) Kiém tra ky thong tin trude khi tra két qua cho ngudi dan, doanh nghiép;
dua tra tai liéu, gidy to mot cach trén trong; dé ‘nghi nguoi dan, doanh nghiép kiém
tra lai thong tin, ndi dung va phan héi ngay néu chua dong tinh, chua hiéu 1d noi
dung; tra két qua, thu phi, 1¢ phi theo quy dinh. Trong trudng hop c6 sai sot, nham
14n, can kiém tra va xin 131 ngay; neu sai sot thuoc tham quyén xu 1y thi giai quyet
ngay, truong hop khong giai quyét dugc phai viét phiéu xin 15i, hen ngay tra két
qua.

2. Giao tiép va tng xtr voi ngudi dan, doanh nghiép qua dién thoai va mang
Internet

a) Co thai do lich sy, than thién, chu dao, léng nghe tuong tu nhu khi giao tiép
va tng xir tryc tiép.

b) Khi giao tiép qua dién thoai, phai xung tén, chirc danh, b phan lam viéc;
am luong néi du nghe, 16 rang, lich su; lang nghe, trao d6i ngan gon, tap trung vao
ndi dung cong viéc; co6 101 chao trudce khi ngét dién thoai, khong ngét dién thoai dot
ngot.
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c¢) G, tra 101 thu di¢n tr hodc phan hdi trén hé théng dich vu cf)r}g truc tuyén
phai kip thoi va lich su. Soan thao néi dung tra 161 phai day du cac phan: kinh gui;
noi dung; két luan, cam on, 161 chuc....

Piéu 5. Ung xir ciia Lanh dao UBND xi phu trach B$ phan Mét cira xi

1. Thyc hién cac ndi dung duoc quy dinh tai Diéu 3 ctia Quy tic nay.

2. Lang nghe, chia s¢, d6ng thoi thuc hién ddy du quy trinh giai quyét phan
anh, kién nghi, khiéu nai, t6 céo theo quy dinh.

3. Tim hiéu cén k& thong tin, cong tam, khach quan trong qua trinh giai quyét
cac phan anh, kién nghi, khiéu nai, to cao ctia ngudi dan, doanh nghiép.

4. Co giai phap dé kip thoi lam giam cang thang, birc xGc ctia nguoi dan,
doanh nghiép khi phan anh, kién nghi, khiéu nai, t cdo.

5. Co két luan cu thé cac van dé trao doi, phan anh, khiéu nai, t6 c4o dé cac bod
phan, cong chirc mot cura va nguoi dan, doanh nghi¢p dugc ro.

Piéu 6. Ung xir ciia can by hwéng din

1. Thuc hién cac ndi dung dugc quy dinh tai Diéu 3 cua Quy tac nay.

2. Chu dong dumg Ién chao khi giao tiép véi nguoi dan, doanh nghi¢p; chu
dong hoi ve cac van dé can ho trg; khong dugc ngdi khi giao ti€p védi cong dan
dang ding.

3. Nhfrng viéc nguoi dan, doanh nghié¢p can hd trg trong Pham vi trach nhiém
giai quyét cua minh phai thue hién nhanh chong, khong dun day cho bo phén khac;
truong hop khong thude trach nhi¢ém, phai huéng dan cu thé, o rang dé nguot dan
thuc hién.

Picu 7. Ung xir ciia nhén vién bwu dién, nhan vién dich vu khac

1. Thyc hién cac ndi dung duoc quy dinh tai Diéu 3 ctia Quy tic nay.

2. Thyc hién cac quy tic khac theo quy dinh cua don vi cung cap dich vu nhung
khong duoc trai voi cac quy dinh, quy ché hoat dong ctia B6 phan Mt cira xa Thanh
Van

_ Chuwong I
TO CHUC THUC HIEN

Picu 8. Trach nhiém ciia Bd phian Mt cira xa

1. Phé bién, tuyén truyén dén toan thé céan bo, cong chure, nguoi lao dong lam
viéc tai BO phan Mot ctra Xa Thanh Van.

2. Niém yét cong khai Quy tac nay tai try s& lam viéc dé nguoi dan, doanh
nghiép biét va giam sat thuc hién.

3. Thuong xuyén kiém tra, theo doi, don doc can bd, cong chirc, nguoi lao dong
lam viéc tai B§ phan Mot ctra xa thyc hién Quy tac nay; kip thoi phét hién nhiing
truong hop vi pham dé xtr 1y hodc tham muu nguoi ¢ thim quyén xir Iy theo quy
dinh.

Piéu 9. Trach nhiém ciia can bd, cong chirc mot cira
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1. Nghiém tc chap hanh diy du cac ndi dung tai Quy tic nay.
2. Guong mau chap hanh va van dong dong nghiép cung thuc hién.
3,. Chiu trach nhiém ca nhan trudc co quan, don vi néu vi pham quy dinh vé
Quy tac ung xu.
4. Ngoai thyc hi¢n cac quy dinh tai Quy tic Ung XU nay phai thuc hién
nghlem day du cac quy dinh V€ van hoa cong sd; quy dinh vé tlep cong dan; quy

dmh vé tiép nhan va giai quyét thil tuc hanh chinh; ndi quy, quy ché lam viéc, ing
.. theo céac quy dinh hi¢n hanh.

Piéu 10. Piéu khoan thi hanh

1. Két qua thuc hién Quy tac nay la can cu dé danh gid, nhan xét, xép loai can
bd, cong chirc, nguoi lao dong lam viéc tai BG phan Mot ctra x& Thanh Van

2. Trong qué trinh trién khai thyc hién Quy tic ing xir ndy, néu c6 kho khan,
vuong mic, dé nghi cac co quan, don vi, ca nhan, t6 churc kip thot phan anh dén
Vin phong UBND x& dé tong hop, bao cdo Chii tich UBND x4 xem xét, stra d6i va
bd sung cho phu hop./.
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