


BO GIAO DVC VA DAO 140 	CQNG HOA XA HQI CHU NGHIA VIET NAM 
Dec lap - Tir do - 114nh phoc 

QUY GHEE 
Van hoa cong so' cua co' quan Bo Giao due va Dao tao 

(Ban hanh kern theo Quy'jt dinh so:  903  /QD-BGDDT ngay /3/2020 
cita Bo trtrang Bo Giao duc vg Dao tao) 

Churo'ng I 
QUY DINH CHUNG 

Dieu 1. Ph4in vi dieu chinh va doi tutrng ap citing 

1. Quy the nay quy dinh ve nOi dung van hoa cong so dm co quan B0 Gido 
duc va Dao tao gam: Tinh than, thdi dO lam viec; chuan nage giao tiep, dng xtir, 
chuan mgc dao ddc, loi sang, trang phuc dm can 1)0, cong chirc, vien chirc va 
ngued lao dOng; bai tri cong see co quan BO Gido duc va Dao tao. 

2. Quy the nay ap dung dai vad can b0, cong chirc, vien chirc va ngued lao 
d0ng lam viec tai co quan B0 Gido duc va Dao tao. 

Dieu 2. Nguyen tac thirc hien van hoa cong 

Nguyen 6.c thgc hien van h6a cong so dugc thirc hien theo quy dinh tai 
Quyet dinh so 129/2007/QD-TTg ngay 02 thang 8 nam 2007 dm Thu Wong Chinh 
phu ve ban hanh Quy the van h6a cong so tai cac co quan hanh chinh nha nugc; 
Quyet dinh so 1847/QD-TTg ngay 27 thang 12 nam 2018 oh Thu Wang Chinh 

viec phe duyet De an Van h6a cong vu va cdc nguyen fdc cu the sau: 

1. Bac) dam phn hop voi truyen thong, ban sac van hod dan tOc va dieu kien 
kinh to - xa h0i. 

2. Bdo dam phil hap vai muc tieu xay dung d0i ngil can 1710, cong chirc, vien 
chirc va ngued lao dOng cna co quan B0 Gido due va Dao tao ngay cang chuyen 
nghiep, ddp irng yeti cau doi mai can ban toan dien gido duc va dao tao va chu 
truong hien dai hod nen hanh chinh nha nue(c. 

, 3. Bdo dam thirc hien nghiem cdc quy dinh 	phap ludt c6 lien quan, Quy 
the lam viec cila BO Gido due va Dao tat) va huang dan cua Cong doan gido duc 
Viet Nam ve xay dung co quan, don vi dat chuan van hoa. 

Dieu 3. Muc dich 

1. Bao dam tinh trang nghiem, phong cach giao tiep, ung xir chuan mgc cUa 
can 1)0, cong chirc, vien chirc va ngugi lao dicing khi thirc hien cong vu va hieu 
qua boat dung dm co quan BO Gido duc va Dao tao. 



2. Xay dung dOi ngii can bO, cong chirc, vien chirc va nguoi lao dOng cua 
ca quan BO Giao dvc va Dao tao "Than thi8n, tan tvy, trach nhi8m, kST luat, kST 
cuong, liem chinh". 

3. Lam can cir 6 danh gia vi8c chap hanh cac quy dinh dm can bO, cong 
chirc, vien chirc va nguoi lao dOng dm co.  quan Bo Gido dvc va Dao tao trong vi8c 
thi hanh ding vv. 

Chuang II 

NO DUNG VAN 1115A CONG SO 
CO QUAN BO GIAO DUC VA DA° T30 

Dieu 4. Tinh than, thai al()' lam viec 

Khi thvc hi8n nhi8rn vv, can bO, cong chirc, vien chirc va ngtreyi lao Ong 
cua ca quan 113() Gido dvc va Dao tao phai ST• tilde ve trach nhi8m, bon phan cua 
nguoi thi hanh cong vu nhu sau: 

1. San sang nhan va no lgc hoan thanh tat mgi nhi8rn vu dugc phan cong; 
khong ken chon vi tri cong tac, ch9n viesc de, 136 vi8c kilo. Tam huyet, tan tvy, 
guang mau lam troll chirc trach, nhi8rn vu dirgc giao. 

2. Coy th(rc to chirc kST luat; sir dung hi8u qua thi gia lam yi8c; tranh lam 
vi8c qua loa, dai khai, kern hi8u qua; nghiem chinh chap hanh not quy, quy the 
dm co quan; chu dOng phoi hgp trong thgc hiesn nhiesm vv, cong vv. 

3. Ton trong va tan tvy phvc vv, khong dugc gay 1(116 khan, phi'en ha, keo 
dai thi gian xir ly cong viesc cira ca quan, to chirc va nguoi dan; khong the( a, vO 
cam, thieu trach nhi8m truck nhang khO khan, birc mac dm nhan dan. 

4. Can bO, cong chic, vien chic gift chic vv lanh dao, quan ly phai guang 
mL, cong tam, khach quan trong sir dung, danh gia can bei, cong chirc, vien chirc 
va ngued lao dOng thuOc quy&I quan lST; khong lgi dung vi tri cong tac 6 lam lgi 
cho ban than, chit Ong xin thOi chirc vv khi nhan thay ban than con han the ve 
nang lvc va uy tin. 

Dieu 5. Chua'n mtrc giao tiep, 	xir 

1. Trong giao tiep ding vu, cant* cong chirc, vier' chirc va nguoi lao &Ong 
ca quan13() Gido dvc va Dao tao phai ton trong, Fang nghe, tan tinh hung dan v'e 
quy trinh xir 1ST cong vi8c va giai thich can ke nhfing thac mac cua cong dan hoc 
can bO vien chirc duoi co sec; ngon ngtt giao tip phai chuan mvc. Thvc hi8n 
nghiem tic "4 xin, 4 luon": xin chao, xin loi, xin cam on, xin phep; luon mim 
cued, luon nhe nhang, luon lang nghe, luon giup der. 
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2. Doi voi gong 	can 130, cong chirc, vien chirc va ngued lao clang 
phai c6 tinh than hgp tdc, tucmg trg trong thgc hien nhie.rn vu, cong vu; khong be 
phdi gay mat doan ket not ba co quan. 

3. Doi v6i lanh dao cap tren: can ba, cong chirc, vien chirc va ngued lao 
ding phai tuan thu thir bac hanh chinh, phuc tong six lanh dao, dieu hanh, phan 
cong cong vi& cua cap teen; khong tran tranh, thodi thac nhiem vu; khong ninh 
bg lay long vi dang co khong trong sang. 

4. Can ba, cong chirc, vien chirc gift chirc vu lanh dao, quan 1y khong dugc 
duy chi, ap dat,,bao thil; phai ton trong, Fang nghe kin dm cap du6i; gucmg 
mau trong giao tiep, irng x*. 

Dieu 6. Chuan muv ye d4o du'c, lOi song 

1. Can ba, cong chirc, vien chirc va nguefi lao clang phai khong ngimg hoc 
tap, tu duOng, ren 1u3*1 ye dao dirc,,loi song; thgc 	can, kie.m, Hem, chinh, 
chi cong ITO tu; trung thirc, gian di, thang than, chan thanh; khong co bieu hie,'n co 
hai, sang ich k$7, ganh ghet, do ky.. 

2. Cdn ba, deg chirc, vien chirc va ngued lao dang khong dugc danh bac, 
to chirc danh bac clued m9i hinh thirc, sa vao cac to nan xa hai; khOng dugc sir 
dung 6 uang c6 can trong gig lam vi'ec va gig nghi trua cua ngay lam v*; hut 
thuoc la dimg not quy dinh; tuan thu kST luat phat ng8n, khong sir dung mang xa 
hai de khai thac, tuyen truyen cac thong tin chua dirge kiem chimg, mat chieu anh 
huong den hoat clang cong vu. 

3. Can ba, cong chirc, vien chirc va ngued lao slang phai tuan thu chudn mgc 
dao due xa hai, truyen thong van hoa tot dep dm dan tac; khOng me tin di doan 
va c6 nhang hanh vi phan cam khi tham gia le hoi. 

Dieu 7. Trang phuc 

1. Khi thirc hiesn nhiesm vu, can ba, cong chirc, vien chirc va ngued lao clang 
phai an mac g9n gang, lich six: 

, 	a) Doi vOi nam: Ao so mi, quan au, comple, di giay hoac dep c6 quai hau; 
doi vai trang phuc mua &mg phai g9n gang, lich sir; 

b),D6i \Ted 	Ao so mi, quan au, ba 1(5/ gia, comple 	vdy cong so' (chieu 
dai vay toi thieu phai ngang dau goi), ao dai truyen thong, do dai each tan, di giay 
hoac dep c6 quai hau; doi ved trang phuc mua (long phai gm gang, lich sir. 

2. Doi v6i nhang don vi c6 clang phuc rieng thi phai thirc hi'en theo quy 
dinh cua nganh. 

3. Khuyen khich cac don vi thirc hien mac clang phuc cac ngay trong tuan 
hoac cac ngay le truyen thong. 
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Dieu 8. The can hi), cong chtic, vien chtic va ngtroi lao dOng 

1. The can b6, cong chirc, vien chic va nguoi lao d6ng phai c6 ten co quan, 
c6 anh, h9 va ten, chirc danh, s6 hieu do co quan cap. 

2. Can b6, cong chirc, vien chirc va nguoi lao &Ong phai deo the khi thi hanh 
nhiem vg, cong 

Chmeng III 

BAI TRI CONG SO 

Dieu 9. Treo QuOc huy, Quiic kj7t4i quan 

1. Qu6c huy va Qu6c kST dugc treo not trang trong tilt& nha A - trg s6 co 
quan Bo Gido dgc va Dao tao. Qu6c kST phai dung tieu chuan ve kich thu6c, mau 
sac da dugc Hienphap quy dinh. 

2. Viec treo Qu6c kST trong cac bu6i le, don tiep khach nu& ngoai va le tang 
tan theo quy dinh ve nghi le Nha nu6c. 

Dieu 10. Bien ten co' quan 

Bien ten dugc dat tai cong chinh trg s6 Co quan BO, ten d6 c6 ghi ro ten 
g9i day dill bang tieng Viet, ti'eng Anh va dia chi oh B6 Giao dgc va Dao tao. 

Dieu 11. PhOng lam viec 

1. Viec sap xep, bai tri phong lam viec, ban lam viec, tai lieu, phuong tien 
lam viec phai bao dam ggn gang, ngan nap, khoa hoc va hop 

2. Ph6ng lam viec phai c6 bien ten, ghi di ten don vi; danh sach g6m ho va 
ten, chic danh cUa ding can b6, cong chirc, vien chirc va nguoi lao d6ng trong 
phong. Vi tri (tat bien ten phai 6 ch6 de nhin thay. 

3. Khong lap ban they, thap hung, nau an trong phong lam viec. 

Dieu 12. Khu vt.rc ngoai phOng lam viec trong cong 

1. BO tri g9n gang, sach se, dam bao ve sinh moi trixOng cho cong so; o cong 
vao c6 bien chi an cu the. 

2. Can b6, cong chirc, vier' chirc va nguoi lao d6ng phai coy thirc gift gin 
ve sinh chung, khong vitt rac bira bai, do rac dung not quy dinh. 

Dieu 13. Quin l7phu'o.ng tien giao thong 

1. Van phong c6 trach nhiem b6 tri khu virc de phuong tien giao thong cho 
can b6, cong chirc, vien chirc va nguoi lao d6ng cua ca quan B. 

2. Khong thu phi giri phuong tien giao thong dm nguoi den giao dich, lam 
viec, lien he cong 

4 



Chiron IV 

TO CHIC THifC HIEN 

Dieu 14. Trach nh*n cua cac don vi thu(ic co.  quan Bo 

Thu truerng don vi cc') trach nhiem phO bin Quy che nay den toan the can 
bO, cong chirc, vien chirc, ngtfai lao dOng dm don vi minh; to chirc thirc hien va 
thuiyng xuyen kiem tra de kip then khac phvc nhUng viec lam chua dUng vai Quy 
che; theo dOi, bao cao ve tinh hinh thgc hien van hod cong so( do don vi guar' 13'T 
trong bao cap thang, so ket 6 thang, tong ket nam cU a don vi va giri ve Cong doan 
co quan BO a tong hop. 

Dieu 15. Trach nh*n cua Cong doan co' quan Bo Giao due va Dao tao 

ChU tri, phi hop vai Van phong BO theo doi thirc hien Quy che nay va bao 
cao tinh hinh thgc hien Quy che vol BO throng BO Gido dgc va Dao tgo hang nam. 

Dieu 16. Khen thiro'ng va 1(571u4t 

Viec thgc hien Quy che nay la mot can dr de tinh diem thi dua va xet khen 
thuang doi von can bO, cong chic, vien chirc, ngued lao dOng. Nhang don vi, ca 
nhan khOng chap hanh Quy che, tuST theo mire dO se bi xem xet trong viec danh 
gia thi dua hang 

KT. BO  TRIJONG 
THIJ TRUONG 

Pharr Ngoc Thuii•ng 
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