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

PHUONG BONG SON Poc 1ap — Tw do — Hanh phiic
S6:164/QD-UBND Bong Son, ngay22 thang 7 nam 2025
QUYET PINH

Ban hanh Quy dinh chuin muc giao tiép, Wng xir ciia can b, cong chikc,
nguwoi lam viée tai Trung tAim Phuc vu hanh chinh cong phuong Bong Son

UY BAN NHAN DAN PHUONG BONG SON

Can cit Ludt T6 chirc Chl'nh quyén dia phirong ngay 16 thang 6 nam 2025;

Can cir Nghi dinh sé6 118/2025/ND-CP ngay 09 thang 6 nam 2025 cua
Chinh phui vé thyc hién thii tuc hanh chinh theo co ché mét cira, mét cura lién théng
tai Bé phdn Mét cira va Cong Dich v cong qudc gia;

Can cir Quyét dinh so 1847/0P-TTg ngay 27/02/2018 cua Thi tuwéng Chinh
phii vé viéc phé duyét Pé an vin hoa cong vu;

Can cir Nghi quyét s6 05INQ-HPND ngay 01/7/2025 ciia HPND phwong Bong
Son vé viéc thanh Idp cac phong chuyén mon, Trung tam phuc vu hanh chinh céng
thuéc UBND phirong Bong Som;

Theo dé nghi ciia Gidm déc Trung tam Phuc vu hanh chinh céng phwong.

QUYET PINH:

Picu 1. Ban hanh Quy dinh chuan myc giao tiép, tng xir cua can bd, cong
chuc, nguoi lam viée tai Trung tam Phyc vu hanh chinh cong phuong Bong Son.

(co Quy dinh kem theo)
Piéu 2. Quyét dinh nay co hiéu luc ké tir ngay ky.

Piéu 3. Trung tam Phyc vu hanh chinh cdng; Can bo, cong chirc, ngudi lam viéc
tai Trung tam va cac to chiic, ca nhan co6 lién quan chiu trach nhiém thi ha‘mﬁ_/J“/

_—
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Noi nhin: TM. UY BAN NHAN DAN
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- Trung tdm Phuc vu HCC tinh (b/c);
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- Thuong truc HDND phuong (b/c);
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
PHUONG BONG SON Poc 1ap — Tu do — Hanh phiic
QUY PINH

Chuin muec giao tiép, (ng xir ciia can bd, cong chirc, ngwdi lam viée tai
Trung tim Phuc vu hanh chinh cong phwong Bong Son
(Ban hanh kém theo Quyét dinh s6 /QP-UBND, ngay /7/2025
cua UBND phuwong)

Can l}(f), cong chuc, nguoi lam vige tai Trung tam Phuc vu hanh c’hinh cong
phuong Bong Son c6 trach nhi€ém thyc hién chuan myc, dao dtc giao ti€p, ing xu
theo cac quy dinh sau:

I. GIAO TIEP UNG XU POI VOI TO CHUC, CA NHAN

1. Quy dinh chung

Nang cao van hoa cong vu, gop phan hinh thanh phong cach tmg xir, 18 16i 1am
viéc chuan muc ctia doi ngii can bg, cong chirc, vién chirc; dam bao tinh chuyén
nghiép, trach nhi€ém, nang d@ng, minh bach, hiéu qua trong hoat dong thuc thi nhiém
vy, cong vu; dap ing yéu cau phuc vu Nhan dan, xa hoi.

Ton trong, la:'mg nghe, tan hinh huéng gign. Ngon ngi giao tiép ghuén muc, 1o
rang, mach lac, dé hiéu. Luon gitr thai d§ ni€ém nd, than thién, ki€n nhan va hoa nha.

2. Quy dinh Giao tiép truc tiép

- Thuc hién “4 xin, 4 luoén”: Xin chao, Xin phép, xin 10i, xin cam on; Luén mim
cuol, ludn nhe nhang, ludn lang nghe, luén giup do.

- Tap trung lang nghe, nhin vé phia ngudi néi, thé hién sy déng cam va thau
hiéu yéu cau cta ho. Khong ngit 161 ngudi néi mot cach dot ngot.

- Khong lam viéc riéng, khong st dung dién thoai di dong vao muc dich ca
nhan trong khi dang giao dich.

- Huong dan quy trinh, thu tuc mét cach o rang, day du, chinh xac, huéng dan
dién cac biéu miu (néu co).

- Tiép nhan va xt Iy ho so dung quy trinh, dang_ thAm quyén. Néu ho so chua
hop 1€, phai gidi thich 16 rang, chi tiét cac ndi dung can bo sung, hoan thién va ghi
rd trong phiéu huéng dan. Khong tir chéi tiép nhan ho so hop 16 ma khong ¢o 1y do
chinh dang.

3. Quy dinh Giao tiép qua dién thoai

~ Khéng dé nguoi goi cho may qué lau ma khong c6 ly do. Khong tré 16i coc
16c, hogc to thai do khé chiu trong qua trinh trao doi. Ghi nhan day du thong tin
can thiét trong qua trinh trao doi.

4. Quy dinh Giao tiép qua méi trwong mang (Email, Zalo, Cong dich vu
cong...)
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Phan hoi kip thoi, ding thoi han quy dinh. Khong sir dung ngon ngi noi, tir viét
tat, biéu tugng cam xuc (1con) khong phu hop trong van ban tra 161 chinh thirc. Noi
dung tra 10i phai chinh xéc, day du, rd rang va ding thAm quyén. Str dung ngén
ngir van phong lich sy, nghiém tac, c6 tiéu dé va chit ky rd rang. Phai bao mat thong
tin cua to churc, ca nhan theo quy dinh.

II. GIAO TIEP, UNG XU VOI PONG NGHIEP
1. Trong quan hé cﬁng tac

- Pbi vé6i lanh dao cap trén, can bo, cong chire, nguoi lam viée phal tuén thu
thir bac hanh chinh, phyc tung sy chi dao, diéu hanh, phan cong cong viée cua cép
trén; khong trén tranh, thoai thac nhiém vy; khong ninh b 1ay 1ong vi dong co khong
trong sang.

- Cén b9, cong chure gitt chirc vu lanh dao, quan ly khong duoc duy y chi, ap
dat, bao thu; phai ton trong, lang nghe y kién cuia cap dudi; guong miu trong giao
tlep, ung xu.

- Phai san sang nhan va nd luc hoan t~he‘1nh tdt moi nhiém vu giu’o’c phan cong;
kh~6ng kén chon vi tri cong tac, chon viée de€, bo viéc kho. Tam huyé€t, tan tuy, guong
mau lam tron chuce trach, nhiém vu dugce giao; khong vudng vao “tu duy nhiém ky".

- Ton trong, hop tac, doan két, giup d& 1an nhau cung hoan thanh tdt nhiém vu.
Khong bé phai, gady mat doan két ndi bo.

- Chan thanh lang nghe y kién dong gdp cua ddng nghiép. Khong né tranh, dun
day trach nhiém.

- C6 thai do thang than, xay dung khi gop ¥ cho dong nghiép. Khong noi xau,
ha uy tin cia dong nghiép.

- Khong dugc gay kho khan, kéo dai thoi gian xur ly cong viée cua co quan, t6
chtrc va nguoi dan; khong tho o, vo cam, thiéu trach nhi¢m trude nhitng kho khan,
blrc xtic ciia nguo1 dan.

2. Trong sinh hoat hang ngay

Gilr gin khong gian 1am vi¢c Trung tam sach s€, gon gang, ngan nap. [:J’ng XU
van minh, lich sy, ton trong khong gian riéng cua dong nghi¢p. Co y thirc ti€t kiem
dién, nudc, van phong pham va cac tai san cong cua Trung tam.

III. GIAO TIEP, UNG XU TRONG MOT SO TINH HUONG PAC BIET

1. Khi to chirc, ca nhan birc xiic, to tiéng

- Gilr thai d9 binh tinh, léng nghe dé hiéu 16 nguyén nhan. Moi ho vao khu vyc
riéng (n€u can) dé tranh anh huong dén nguoi khac. Tuyét doi khong doi co, tranh
cai, thach thirc véi té chire, ca nhan.

- Gidi thich nhe nhang, 6n hoa dya trén cac Quy dinh. Khong c6 nhitng hanh
vi, 101 n61 1am tinh hinh tré nén cang thang hon.

- Néu vuot qua tham quyén, phai bao cao ngay cho lanh dao tryc tiép dé xin y
kién chi dao.

2. Khi hé thong giip sw cd ky thuat
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Nhanh chong thong bao cho bo phan ky thuét dé khac phuc Lich sy xin 16i va
giai thich rd rang cho to chtc, ca nhan vé su c¢b. Hudng dan cac phuong an xu 1y
thay thé (néu c6) hodc hen lai vao thoi gian khac./.
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