UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA O LAM Poc 1ap - Tu do - Hanh phiic
$6:391/QD-UBND O Lam, ngay 09 thang 01 ndm 2026
QUYET PINH

Ban hanh Quy tic Gng xir ciia ngwoi ¢é chire vu, quyén han
thudc Uy ban nhan din xa O Lam

CHU TICH UY BAN NHAN DAN XA O LAM

Can cir Ludt T6 chire chinh quyén dia phwong s6 72/2025/QHI15 ngay 16
thang 6 nam 2025;

Can cir Ludt Can bé, cong chire sé 80/2025/QHI5 ngay 24 thing 6 ndm
2025;

Can cir Ludt Phong, chong tham nhiing s6 36/2018/0H14 ngay 20 thding 11
nam 2018;

Can cir Ludt Thuee hién dan chii & co s6 s6 1 0/2022/QH15 ngay 10 thang 11
nam 2022,

Can cir Quyét dinh so 1847/0D-TTg ngay 27 thang 12 nam 2018 cia Thii
twong Chinh phu phé duyét bé an Van hoa cong vu,

Theo dé nghi ciia Chanh Van phong Hoi dong nhéan déan va Uy ban nhén dén
Xa.
QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh ndy Quy tic Gng xt clia ngudi co
chtrc vy, quyén han thudoc Uy ban nhan dan xa O Lam.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Chanh Vin phong Hoi dong nhan dan va Uy ban nhan dan x4,
Truong cac phong chuyén mon, Thu trudng cac co quan, don vi thude Uy ban
nhan dan x3 va céc to chirc, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét
dinh nay./.

Noi nhén: CHU TICH
- Nhu Diéu 3;

- Thuong truc Dang uy xa;

- Thuong truc HDND x3;

- Uy ban MTTQ Viét Nam x4;

- Chu tich, cac Pho Chu tich UBND x3;
- Cong thong tin dién tir x&; e
- Luu: VT, VP. Phan Thanh Lwong




TAC UNG XU
CUANGU( 'C VU, QUYEN HAN THUQC
U AN DAN XA O LAM

(Ban hanh kem theo Qﬁ&i soi 391/0D-UBND ngay 09 thang 01 nam
2026 ciia Chii tich Uy ban nhan déan xa O Lam)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh va déi twong ap dung

1. Quy tac ndy quy dinh cic chuan muc Gmg Xt ctia ngudi c6 chuc vy, quyén
han thudc Uy ban nhan dan xa O Lam trong thyc hién nhiém vy, cong vy, trong
quan h¢ ndi bg, quan hé v&i Nhan dan, td chure, doanh nghi¢p va trong quan h¢ xa
hoi.

2. Béi tuong ap dung gdm: Chu tich, cac Phé Chu tich Uy ban nhan dan x&;
Truéng phong, Phé Truong phong chuyén mén; nguoi ding dau, cap pho cua
nguoi ding dau cac trung tdm, don vi su nghiép cong 1ap thudc Uy ban nhan dan
xa; can by, cong churc, vién chic, ngudi lao dong va nguoi khac duoc giao thuc
hién nhi€ém vu, cong vu nhét dinh va c quyén han nhét dinh trong khi thuc hién
nhiém vy, cong vu do.

3. Co quan, t0 chirc, ca nhan c6 quan hé cong tac vdi Uy ban nhan dan xa O
Lam duoc khuyén khich thuc hién va tham gia gidm sat viéc thuc hi¢n Quy tac
nay.

Piéu 2. Muc dich

1. Xay dung doi ngli nguoi ¢o chire vy, quyén han liém chinh, trach nhiém,
chuyén nghiép, gan dén, trong dan, hiéu dan, hoc dan va cé trach nhiém v6i Nhan
dan.

2. Lam cin ctr dé tu rén luyén, giam sat, kiém tra, danh gia trach nhiém néu
guong va xem x¢ét trach nhiém khi ¢é vi pham.

3. Phong ngtra tham nhiing, tiéu cuc, xung ddt loi ich; nang cao ky luat, ky
cuong, chat lugng phuc vu va uy tin ctia chinh quyén xa.

Picu 3. Nguyén tic &ng xir

1. Tuan tha Hién phap, phép luat, quy dinh ctiia Pang, quy ché 1am viéc cua
ij ban nhan dan xa va cac quy dinh c6 lién quan; dat loi ich quéc gia, dan tdc,
quyén va loi ich hop phap ctia Nhan dan 1én trén loi ich ca nhan.

2. Guong mau, liém chinh, khach quan, cong tdm, minh bach; néi di doi voi
lam; dam nghi, dam lam, ddm chiu trach nhiém vi lgi ich chung theo quy dinh.

3. Thuc hién “4 xin: xin chao, xin 161, xin cam on, xin phép” va “4 ludn: luon
mim cudi, luén nhe nhang, ludn ling nghe, ludn giup d&” phit hop hoan canh giao
tiép cong vu.

4. Ton trong su da dang van hoa, phong tuc, tin ngudng va ngén ngir; khong
phan biét ddi xtr, nhat 1a d6i voi dong bao dan toc Khmer, ngudi cao tudi, ngudi
khuyét tat va nguoi c6 hoan canh kho khan.
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Chuwong 11
CHUAN MUC UNG XU TRONG THUC HIEN NHIEM VU, CONG VU

Diéu 4. Trach nhiém ciia ngwoi dirng diu, cap phoé cia ngudi ding dau

1. Bi dau, néu guong trong chap hanh ky luit, ky cwong hanh chinh, thoi gio
lam viéc, dao durc cong vu, quy dinh vé bao vé bi mat nha nude va st dung tai san
cong.

2. Chi dao, giao viéc rd nguoi, 1o vi€c, r6 thoi gian, r6 trach nhiém, r6 san
pham, rd tham quyen thuong xuyén kiém tra, don doc va chiu trach nhiém vé két
qua thudc pham vi quan ly.

3. Quyét dinh dung tham quyén, dung trinh ty, trén co s hd so ‘va can cur
phap ly; khong dun day, né tranh, so trach nhiém; kip thoi xin y kién cap c6 tham
quyén ddi véi ndéi dung vuot tham quyén.

4. Thira nhén, xin 18i va chu dong khic phuc khi dé xay ra sai sot; bao vé
nguoi phan anh dang, nguoi dam d6i méi, sang tao vi loi ich chung theo quy dinh
cua phap luat.

5. Chiu trach nhiém vé viéc to chtrc thuc hién Quy tic trong pham vi quan
ly; kip thoi phat hién, chan chinh, xu ly hodc kién nghi xtr Iy hanh vi vi pham.

Picu 5. Ung xir véi Nhian dén, to chirc va doanh nghiép

1. Lang nghe, ton trong, tan tinh huéng din; sir dung ngdn ngit rd rang, dé
hiéu; khong cira quyén, hach dich, gay kho khan, phién ha hoic kéo dai thoi gian
giai quyét cong viée.

2. Khong htra hen ty tién. Truong hop chua thé giai quyét phai giai thich rd
can ct, trach nhiém, thoi han va dau moi xi 1y; theo ddi dén khi ¢6 két qua.

3. Thyc hién nghiém viéc tiép cong dan, dbi thoai, giai quyét phan anh, kién
nghi, khiéu nai, t6 c4o; khong n¢ tranh van dé phirc tap, burc xuc, kéo dai.

4. Khong phan biét d6i xtr; khong goi ¥, nhan tién, qua, loi ich hodc loi dung
viéc cong dé tao quan h¢ riéng; bao v€ thong tin ca nhan, bi mat kinh doanh theo
quy dinh.

Diéu 6. Ung xir trong ndi bd co quan, don vi

1. Dan chu, cong bang, khach quan; ton trong, lang nghe y kién khéc biét;
khuyén khich phan bién c6 trach nhiém va sang kién cai tién cong vige.

2. Phan cong, danh gia, khen thuong, ky luat can ci két qua va quy dinh;
khong dinh kién, thién vi, tri dap, bé phai hoic loi dung chuc vu dé ap dat loi ich
ca nhan.

3. Chap hanh sy phan cong, chi dao hop phap cta cap c6 tham quyen khong
né tranh, dun day trach nhiém. Nguoi lanh dao, quan ly khong chuyén trach nhiém
cua minh cho cap dudi, khong yéu cau cap dudi thuc hién nhiém vu trai phap luat;
kip thoi chan chinh hanh vi thiéu chuan muc va bao vé danh du chinh dang cia
can bg, cong chtrc, vién chuec.

4. Giir gin doan két noi bo; gép y thang than, dung noi, dung viéc; khong
phat tan thong tin chua kiém ching hodc 1am anh hudng trai phap luat dén uy tin
ctia td chirc, c4 nhan.

Piéu 7. Ung xir trong hdi hop, 1am viéc va phoi hop

1. Chuan bi ndi dung, dy hop dung thanh phan, ding gio; diéu hanh ngén
gon, dan chu, ding trong tam; két luan rd nhiém vu, tién do, trach nhiém va co
ché kiém tra.



4

2. Ton trong co quan cha tri va don vi phdi hop; trao d6i trén tinh than xay
dung, khong né tranh, d6 13i; chi dong thao g& kho khin trong pham vi thim
quyeén.

3. Khong str dung rugu, bia trudce va trong gio lam viéc, gio nghi trua cua
ngay 1am viéc; khong t6 chire lién hoan, tiép khach phé truong, lang phi hodc trai
quy dinh.

Piéu 8. Phat ngon, cung cap thong tin va u’ng Xir trén moi truwong 50

1. Phat ngon, cung cap thong tin dung tham quyén, kip thoi, chinh xac; khong
lam 16 bi mat nha nudc, bi mat cong tac hodc dir liéu thude di€n duoc bao vé.

2. St dung thu dién tir, tai khoan, chir ky sb va thiét bi cong vu dang muc
dich; bao dam an toan thong tin; khong giao tai khoan, ma xac thuc hodc chir ky
s6 cho nguoi khong cé trach nhiém.

3. Khi str dung mang xa hdi phai gitr gin uy tin clla co quan va ca nhan;
khong dang, chia sé, binh luan thong tin sai su that, chua kiém ching, thong tin
ndi bd hodc ndi dung xuc pham t6 chirc, c4 nhan; khong dung vi tri cong tac dé
quang b4, van dong cho lo1 ich riéng.

_ Chwong 111
LIEM CHINH, KIEM SOAT XUNG POT LOI iCH VA UNG XU TRONG
QUAN HE XA HOI

Picu 9. Liém chinh va kiém soat xung dot lgi ich

1. K¢ khai, cong khai tai san, thu nhap; bao céo va xu ly xung dot lgi ich
dung quy dinh. Khi c6 cin ctr cho rang loi ich c4 nhan hodc ciia nguoi than co thé
tac dong dén viéc thuc hién nhiém vuy thi phai chu dong bao cido va khong tham
gia xur 1y khi phap luat yéu cau.

2. Khong can thiép trai phap luét vao tuyén dung, quy hoach, bd nhiém, ddu
thau, dau tu cong, quan 1y dat dai, tai nguyén, tai chinh, tai san cong, giai quyét
thu tuc hanh chinh, thanh tra, kiém tra, xir 1y vi pham hodc cong viéc tu phap.

3. Khong str dung thong tin c6 dugce tir chtrc vu, quyén han dé vu loi; khong
nhén qua tang trai quy dinh. Viéc tur chéi, bao céo, ndp lai qua tang thuc hién theo
phép luat vé phong, chong tham nhiing.

4. Ngudi ding dau, cap pho cua nguoi dung dau khong bd tri nguoi than,
g6p von hodc dé nguoi than kinh doanh trong pham vi bi phap luat cAm; khong
tac dong dé ngudi than, ngudi quen duge huong loi khong chinh dang.

Piéu 10. Ung xir trong quan hé xa hdi, gia dinh va noi cu tri

1. Guong mau chap hanh phap luat, quy udc cong déng, giit gin thuan phong
my tuc; xay dung gia dinh vin hoa, tiét kiém, khong pho truong, lang phi.

2. Khong lg1 dung chirc vu, danh nghia co quan dé giai quyét viéc riéng, tao
thanh thé, vay muon, huy dong dong gop, can thiép vao hoat dong hop phap cua
t6 chure, ca nhan hodc bao che vi pham.

3. Giir thai d6 chuan myc tai noi cong cong; khong tham gia t€ nan xa hoi;
khong sir dung ruou, bia dén mirc mét kiém soat hanh vi, gdy anh hudng dén uy
tin cta co quan va nguoi dimg dau.

Piéu 11. Nhirng viéc khong dwgce 1am

1. Nhiing nhiéu, vu loi, tham 6, nhan héi 16; lam dung hodc g1 dung chuc
vu, quyén han; bao che, can thi¢p trai phép luat; tra diia ngudi phan anh, td céo
hodc gop y.
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2. Thanh lap, tham gia quan ly, diéu hanh doanh nghiép; tu van, sir dung trai
phép thong tin; gbp Von b tri nguoi than va thuc hién cac hoat dong khac thudc
truong hop phap luét cAm dbi v6i ngudi ¢6 chirc vu, quyén han.

3. Cung cap thong tin sai 1éch; lam gia, stra chira, tiéu huy, che gidu hd so;
ky van ban khi chua du cin cir, khong dung tham quyén hodc nham hop thic hoa
sai pham.

4. Ep budc cap dudi chi tién, ting qua, tiép khach, huy dong ngudn luc hoic
thuc hién hanh vi trai quy dinh; st dung ngan sach, tai san, phuong tién, nhan luc
cong vao vi¢e riéng.

Chwong 1V
CONG KHAI, GIAM SAT VA TO CHUC THUC HIEN

Piéu 12. Cong khai Quy tic

1. Quy tic nay dugc cong khai trén Cong thong tin dién tir xd O Lam; niém
yét tai try s& Uy ban nhan dan xa va Trung tdm Phuc vu hanh chinh cong x4; pho
bién tai hoi nghi can bo, cong chirc va cac cudc hop co lién quan.

2. Vian phong Hoi dong nhan dan va Uy ban nhan dan x3 luu giit duong dan
cOng khai, hinh anh niém yét, bién ban hoac tai li€u quan triét dé phuc vu kiém
tra, danh gia cong khai, minh bach.

3. Noi dung cong khai phai dé tiép can, con hiéu luc va dugc cap nhat kip
thoi khi Quy tic duge sira doi, bo sung hoic thay thé.

Pi¢u 13. Tiép nhin phin anh va giam sat

1. Co quan, td chire, can bo, cong chirc va Nhan dan dugc phan anh, kién
nghi vé viéc thuc hién Quy tic qua tiép cong dan, dudng day nong, hop thu dién
ttr, Cong thong tin dién tir hodc cac kénh hop phéap khéc.

2. Thong tin phan anh dugc tiép nhan, phan loai, xtr Iy hodc chuyén co quan
c6 thim quyén; bao dam bao mat thong tin va bao vé nguoi phan anh theo quy
dinh.

3. Uy ban Mt tran T quéc Viét Nam xa, Hoi déng nhan dan x4, can bo,
cong churc va Nhan dan thuc hién giam sat theo quy dinh ctia phap luat.

Picu 14. Kiém tra, danh gia va xir Iy vi pham

1. Viéc chap hanh Quy tic dugc xem xét trong danh gia, xép loai muc do
hoan thanh nhiém vu, trach nhiém néu guong, cong tac phong, chong tham nhiing,
thi dua, khen thudng va thuc hi¢n dan cha ¢ co sé hﬁng nam.

2. Nguoi vi pham Quy tic, tiy tinh chét, mirc d6 va hau qua, phai kiém diém,
khic phuc, xin 131 va bi xir Iy theo quy dinh ctia Pang, phap luat ctia Nha nude va
quy dinh c6 lién quan; néu gay thiét hai phai boi thuong theo quy dinh.

3. Két qua xtr 1y duoc cong khai trong pham vi va hinh thtrc phap luat cho
phép.

Piéu 15. Trach nhiém to chirc thue hién

1. Chu tich, cac Phé Chi tich Uy ban nhan déan xa; , nguoi dung dau, cap pho
ctia nguoi dimg dau va toan thé nguoi co chuc vy, quyen han thudc Uy ban nhan
dan xa c6 trach nhiém ty giac thuc hi¢n va chiu sy kiém tra, giam sat theo quy
dinh.

2. Phong Vin hoa - Xa hoi 1a co quan dau mdi tham muu trién khai, huéng
dan, theo ddi, don déc, kiém tra; phdi hop dua két qua thuc hién vao danh gia, xép
loai, thi dua, khen thudng va tong hop bao cio theo yéu cau.



6

3. Vian phong Hoi dong nhan dan va Uy ban nhan dan xa tham muu cong
khai Quy tic; phéi hop theo ddi ky luat, ky cuwong hanh chinh va tong hop phan
anh, kién nghi lién quan dén viéc thuc hién.

4. Truong cac phong chuyén mén, nguoi dung dau cac trung tam, don vi
thudc Uy ban nhan dan x3 t6 chirc quan tri¢t, niém yét hodc pho bién duodng dan
cong khai; 16ng ghép nodi dung Quy tac vao nodi quy, quy ché lam viéc; thuong
xuyén kiém tra va chiu trach nhiém néu dé xay ra vi pham thudc pham vi quan 1y
ma khong kip thoi phat hién, chan chinh, xir 1y.

5. Cac phong, trung tdm, don vi khong phai ban hanh Quy tic Ung xr riéng,
trir truong hop phap luét chuyén nganh hodc co quan co6 tham quyén quy dinh
khac. Truong hop co quy tac chuyén nganh thi thyc hién dong thoi Quy tic nay
va quy tac chuyén nganh.

6. Trong qua trinh thyc hién, néu c6 khoé khan, vuong mic, cic co quan, don
vi phan anh vé Phong Vin hoa - Xa hoi dé tong hop, phdi hop Van phong Hoi
dong nhan dan va Uy ban nhan dan x4 trinh Chu tich Uy ban nhan dan x3 xem
xét, quyét dinh.
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