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CONG HOA XA HOl CHU NGHIA VIET NAM 
Doc lap - Tit do - Hanh phuc

UBND TINH NINH THUAN 
CONG TY TNHH MOT THANH VIEN 

XO SO KIEN THIET
S6:>Pr/QD-XSKT NinhThugn, ngay 0$ thdng 11 nam2017

QUYET BINH 
Ban hanh Quy che Van hoa doanh nghiep 

tai Cong ty trach nhiein huu han mot thanh vien Xo so Kien thiet Ninh Thuan

CHU TICK CONG TY TNHH MOT THANH VIEN XO SO KIEN THIET NINH THUAN

Can cu Quyet dinh so 02/2017/QD-UBND ngay 10/01/2017 cua Uy ban nhan 
dan tinh Ninh Thuan phe duyet Dieu le to chuc va boat dong cua Cong ty trach nhiem 
huu han mot thanh vien Xo so Kien thiet Ninh Thuan;

Can cu Nghi quyet cua Dang uy Cong ty ve to chuc xay dung va thuc hien Quy 
che Van hoa doanh nghiep tai Cong ty trong thai ky hoi nhap;
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Can cu yeu cau nhiem vu to chuc boat dong kinh doanh, xay dung va phat trien
r

cua Cong ty trong thoi gian den;
Theo de nghi cua Giam doc Cong ty tai To trinh so 292/TT-XSKT ngay 03 

thing 11 nam2017,

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay “Quy che Van hoa doanh nghiep tai 
Cong ty trach nhiem huu han mot thanh vien Xo so Kien thiet Ninh Thuan” gom 05 
Chuong, 30 Dieu.

Dieu 2. Quyet dinh nay co hieu lire thuc hien ke tu ngay ky, thay the Quy che 
Van hoa doanh nghiep cua Cong ty ban hanh kem theo Quyet dinh so 15/QB-XSKT 
ngay 11 thing 02 nam 2014.

Dieu 3. Nguoi quin ly, Nguoi lao dong Cong ty, cic to chuc, ci nhan co lien 
quan chiu trich nhiem thi hanh Quyet dinh nay./.'^'

U TICKNcti nhan :
- Nhir Dieu 3 (d6 t/hien);
- UBND tinh;
- Dang uy khoi DN;
- Khoi thi dua DN 1;
- Dang uy Cong ty;

- BCH Cong doan, Chi doan;
(phoi hop thirc hien)

- Lira : VT, TC.th.
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UBND TINH NINH THUAN
CONG TY TNHH MOT THANH VIEN 

XO SO KIEN THIET

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu' do - Hanh phuc

QUY CHE
Van hoa doanh nghiep tai Cong ty trach nhiem huu han 

mot thanh vien Xo so Kien thiet Ninh Thuan
{Ban hanh kem theo Quyet dinh sofiS/QD-XSKT ngayC$l 1/2017 cua Chu tich Cong

ty)

LOfI NOI DAU
ore r

Cong ty Xo so Kien thiet Ninh Thuan la doanh nghiep Nha nuac, dugc thanh 
lap ngay 01/4/1992. Den thang 01/2009, Cong ty chuyen doi thanh Cong ty trach

t ? r f

nhiem huu han mot thanh vien Xo so Kien thiet Ninh Thuan (sau day goi tat la 
Cong ty) do Nha nude nam giu 100% von dieu le, boat dong kinh doanh vdi chuc

*> 9 ^ \ >

nang chinh la to chuc phat hanh va tieu thu ve xo so, nham tao nguon thu cho ngan
sach dia phuong, phuc vu cho nhu cau dau tu cac cong trinh phuc lai xa hoi, y te,
giao due, gop phan phat trien kinh te - xa hoi tmh nha.

Van hoa doanh nghiep tai Cong ty la toan bp cac gia tri van hoa dugc tich 
luy, gay dung nen tu ngay thanh lap Cong ty va trong suot qua trinh t6n tai va phat 
trien, tro thanh cac gia tri, quan niem va truyen thong trong boat dong cua Cong ty, 
the hien y chi, nguyen vong cua toan the Nguoi quan ly, Nguai lao dong trong viec

t 9 f

xac lap nhung quy tac, tieu chi van hoa de tao nen ban sac van hoa rieng cua Cong
ty.

r -\

Quy che Van hoa doanh nghiep tai Cong ty bao gom nhung dac trung co ban, 
nhung chuan muc hanh vi chung nhat ma Ngudi quan ly, Ngudi lao dong dang lam
•• ••AA* ^viec tai Cong ty phai thuc hien, dong thdi cd trach nhiem tham gia xay dung, bo 

sung de ngay cang hoan thien han; la niem tu hao cua Cong ty, hudng tdi sir gan bo 
va cong hien het minh nham muc tieu tao ra nguon luc, gdp phan thu hut nhan tai de

9

xay dung va phat trien Cong ty ngay cang vung manh.

Dac thu kinh doanh cua Cong ty la dia ban boat dong rong, trai dai tren 14 
tinh khu vuc mien Trung. Ngudi lao dong d Van phong dai dien Cong ty tai cac tinh 
thudng xuyen tiep xuc vdi dai ly, khach hang va mpi tang lap nhan dan,... doi hoi 
Cong ty phai xay dung va hoan thien cac tieu chi van hoa dac thu, dong thdi can 
lam cho moi Van phong dai dien khong chi kinh doanh gidi, ma phai trd thanh mot 
tap the kinh doanh cd van hoa, moi thanh vien la ngudi cd van hoa trong kinh 
doanh, ludn thuc hien nhung quy tac van hoa do Cong ty xay dung, nhat la nhung

9 9

chuan muc trong van hoa ung xu, de hinh anh Cong ty ludn sang dep trong suy nghT 
cua khach hang va ngudi dan, de uy tin, thuang hieu va sue canh tranh cua Cong ty 
ngay cang dugc nang cao, gdp phan cho Cong ty ludn hoan thanh tot cac chi tieu 
nhiem vu dugc giao, dam bao su on dinh va phat trien.
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Chiro'ng I
NHlTNG QUY DINH CHUNG

Dieu 1. Pham vi va doi tirang thyc hien
ft?

Quy che nay quy dinh nhung chuan mire van hoa ma cac doi tuong sau day 
phai co trach nhiem thuc hien:

1. Nguai quan ly Cong ty;
2. Nguai lao dong dang lam viec tai Cong ty (ke ca nguai lao dong lam viec 

theo hinh thuc Hop dong lao dong co thai han dual 12 thing, Hop dong thu viec, 
tap su, thuc tap);

3. Cac to chuc, ca nhan co lien quan khac.

Dieu 2. Nguyen tac thuc hien Van hoa doanh nghiep tai Cong ty
Xay dung va to chuc thuc hien Van hoa doanh nghiep tai Cong ty phai dam 

bao cac nguyen tac sau:
1. Phu hop vai truyen thong van hoa, thuan phong, my tuc va ban sac van hoa 

dan tpc, gop phan xay dung nen van hoa va con nguai Viet Nam dap ung yeu cau 
phat trien ben vung dat nuac theo Nghi quyet cua Dang da de ra;

2. Tuan thu cac quy dinh cua phap luat va cac quy che, quy dinh trong cong 
tac quan ly, dilu hanh Cong ty; nhung qui tac, tieu chi van hoa duac neu trong Quy 
chi dam bao tinh thdng nhit, kha thi, phu hop vai thuc tien, duac moi nguai tu giac 
thuc hien, tra thanh nep song, sinh boat, lam viec cho Nguai quan ly va Nguai lao 

dong Cong ty.
3. Phu hop vai Be an tai ca cau lai Cong ty trong tung giai doan da duac cap 

co tham quyen phe duyet va dinh hudng xay dung, dao tao, boi dudng nguon nhan 
lire cua Cong ty truac mat va lau dai, dam bao muc tieu phat trien ben vung;

4. Dap ung duac yeu cau nang cao chat luong, hieu qua viec hoc tap va lam 
theo tu tudng, dao due, phong each Ho Chi Minh theo Chi thi so 05-CT/TW ngay 
15/5/2016 cua Bo Chinh tri, gop phan thuc hien co hieu qua Be an so 19-DA/DUXS
ngay 11/3/2016 cua Dang uy Cong ty den nam 2020; chong su xam nhap cua cac•)
san pham van hoa doc hai gay huy hoai dao due xa hoi noi chung, trong Cong ty noi 
rieng theo Chi thi so 46-CT/TW ngay 27/7/2010 cua Ban Bi thu Trung uang Dang;

5. Viec xay dung, bao ve, phat trien va thuc hien cac chuan muc van hoa doanh 
nghiep la trach nhiem cua Ngudi quan ly, cac to chuc doan the va cua moi Ngudi lao 
dong duai su lanh dao cua Dang uy Cong ty.

Dieu 3. Muc tieu cua thuc hien Van hoa doanh nghiep tai Cong ty
Thuc hien Van hoa doanh nghiep tai Cong ty nham:
1. Cu the hoa Nghi quyet so 03/NQ-TW ngay 16/7/1998 cua BCH Trung

> 9 y f

uang Dang (khoa VII) ve xay dung va phat trien nen van hoa Viet Nam tien tien, 
dam da ban sac dan toe; Nghi quyet Hoi nghi lan thu 9 BCH Trung uang Dang 
(Khoa XI) ve xay dung va phat trien van hoa, con ngudi Viet Nam dap ung yeu cau 
phat trien ben vung dat nude trong boat dong kinh doanh va xay dung Cong ty;
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2. Thuc hien co hieu qua Chi thi so 05-CT/TW ngay 15/5/2016 cua Bo Chinh 
tri (khoa XII) ve day manh viec hoc tap va lam theo tu tudng, dao due, phong each 
Ho Chi Minh, xem day la giai phap quan trpng gop phan thuc hien Nghi quyet Hoi 
nghi lan thu 4 BCH Trung uong Dang khoa XII ve “tang cudng xay dung, chinh

r •} ' rt

don Dang; ngan chan, day lui su suy thoai ve tu tuong chinh tri, dao due, loi song, 
nhung bieu hien “tu dien bien”, “tu chuyen hoa” trong noi bo”, nham xay dung,

* r \ r

nang cao pham chat dao due nghe nghiep, ngan ngua, phong chong tham nhung, 
thuc hanh tiet kiem, chong lang phi, huong toi muc tieu xay dimg dpi ngu Ngubi 
quan ly, Ngubi lao dong tro thanh con ngubi toan dien, co du trinh dp, nang lire, pham 
chat dao due, doan ket de hoan thanh tot nhiem vu cua Cong ty.

3. Xay dung Cong ty luon dat cac tieu chi va dupe cong nhan “Doanh nghiep 
dat chuan van hoa” theo quy dinh tai Thong tu so 01/2012/TT-BVHTTDL ngay 
18/01/2012 cua Bp Van hoa, The thao va Du lich;

4. Xay dung hinh anh va uy tin Cong ty voi nhung an tuong tot dep ve gia tri 
van hoa dac trung cua Cong ty trong xa hpi, cpng dong, tao nen nhung loi the canh
tranh cung nhu quang ba hinh anh, thuong hieu bp ve xo so Ninh Thuan trong khu•>
vuc, dua boat dong kinh doanh cua Cong ty phat trien dung dinh huong, phu hop 
voi xu the phat trien chung, hoan thanh tot cac chi tieu ke hoach de ra, on dinh viec
lam va tang thu nhap cho ngubi lao dong;

•> \
5. Xay dung nhung chuan muc dao due nghe nghiep cua Ngubi quan ly, 

Ngubi lao dong Cong ty, tao ra moi trubng lam viec co van hoa voi phong each 
ung xu giai quyet cong viec khoa hoc, chuyen nghiep, dat hieu qua cao trong boat 
dong kinh doanh, trong quan he vbi dai ly, vbi khach hang, vbi doi tac va vbi cac 
co quan huu quan khac. Xay dung hinh anh Ngubi quan ly, Ngubi lao dong luon 
doi mbi trong tu duy, sang tao trong each lam, quyet tarn trong hanh dong, dam 
nghi, dam lam, dam chiu trach nhiem va dii nang luc de hoan thanh nhiem vu.

Bieu 4. Bac trung Van hoa doanh nghiep Cong ty:

UY TIN - THAN THIEN - TRUNG THlTC - HIEU QUA
Bieu 5. Ten goi, tru sb, logo, cac thong tin quang cao
Theo Dieu le to chuc va boat dong cua Cong ty ban hanh kem theo Quyet 

dinh so 02/2017/QD-UBND ngay 10/01/2017 cua Uy ban nhan dan tinh Ninh
9 •>

Thuan, ten gpi, cac thong tin va logo Cong ty de quang cao dupe the hien nhu sau:
1. Ten day du: CONG TY TRACK NHIEM HUT HAN MOT THANH VIEN XO 

SO KlEN THIET NINH THUAN
- Ten goi tSt: CONG TY XO SO KIEN THlET NINH THUAN
- Ten tieng Anh: NinhThuan Lotterry Company Limited

r r

2. Tru sb chinh: so 32 dubng 16 thang 4, thanh pho Phan Rang - Thap Cham, 
tinh Ninh Thuan;

-Dien thoai: 0259.3830155

- Website: WWW.xosoninhthuan.com.vn
Fax: 0259.3822707 - 3822708 - 3830380

- Email: xosoninhthuan@ninhthuan.gov.vm
3
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3. Logo cua Cong ty:

■fljjivo.
+ Dong chu “XO SO KIEN THIET NINH 
THUAN” va ngoi sao: mau do;
+ Vong tron vien: mau xanh lam;

' > r \

+ Long cau: mau trang tren nen xanh lam;

rox H
it

2. Ten Cong ty, cac thong tin va Logo cua Cong ty chi dugc su dung vao cac 
muc dich cua Cong ty, khong dugc su dung vao muc dich khac;

3. Ngudi quan ly, Nguoi lao dong Cong ty phai co trach nhiem ton trong, bao 
ve thuoiig hieu, logo, nhung thanh qua va nhimg gia tri ma Cong ty da dat dugc 
trong qua trinh hinh thanh va phat trien.

Dieu 6. Nhung hanh vi sau day bj cam
1. Su dung chat ma tuy va chat kfch thich, gay nghien khac trong bat ky 

trudng hgp nao; Su dung, phat tan cac an pham van hoa doi truy, phan dong, vi
\ / 9 r

pham thuan phong my tuc, cac an pham bi Nha nuac cam luu hanh, su dung;
2. Uong rugu bia trong gib lam viec, tru trubng hop dugc su dong y cua lanh 

dao Cong ty vao cac dip Le, Tet, tiep khach;
3. Tu tap dong ngubi de ban tan on ao, anh hubng cong viec cua ngubi khac, 

cac hanh vi lam mat trat tu, an ninh noi lam viec;
4. Noi tuc, chui the, chui bay tai noi lam viec va trong quan he vbi dong 

nghiep, khach hang;
5. Thai do hong hach, quit nat, gay phien ha, nhung nhieu trong giao tiep va

ung xu;
/ /

6. Cung cap thong tin lien quan den qua trinh hinh thanh va boat dong kinh 
doanh cua Cong ty khi chua dugc sir dong y cua Chu tich hoac Giam doc Cong ty;

7. Cac hanh vi tieu cue, tham 6, tham nhung, lang phi trong qua trinh thuc 
hien nhiem vu tai Cong ty;

8. Cac hanh vi, thai do, Ibi noi khac bi cam theo quy dinh cua phap luat va 
noi quy, quy che dang ap dung tai Cong ty.

Chirang II
nheTng quy dinh cy the

Muc 1:
LE PHyC, TRANG PHUC

Dieu 7. Le phuc
Le phuc cua Ngubi quan ly, Ngubi lao dong la trang phuc chinh thuc dugc su 

dung trong cac nghi le, trong cac cube hgp trgng the do Giam dbc Cong ty quy dinh. 
Le phuc gom:
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1. Le phuc Nam: Quan tay, Ao sami dai tay, ca vat (khi can thiet se yeu can 
mac bo Comple);

2. Le phuc cua Nu: Bo ao dai hoac bo Comple;
3. Huy hieu Cong ty (neu co).

>
Dieu 8. Trang phuc
Trang phuc cua Nguai quan ly, Nguoi lao dong dugc Cong ty trang cap dong 

bo moi nam it nhat 01 bp de sir dung thong nhat trong cac ngay lam viec, cac cupc 
hop so, tong ket. Cu the:

1. Trong gio lam viec, Nguoi quan ly, Nguoi lao dong phai mac trang phuc 
lich su, gpn gang hoac mac dong phuc vao nhung ngay quy dinh (n6u co) va mang 
the ten theo quy dinh cua Cong ty; khong mac ao phong (ao thun), trang phuc co 
mau sac loe let, ho hang, khong mang dep le (khong co quai hau) khi lam vi^c. 
Giam doc Cong ty quy dinh thong nhat cac ngay trong tuan phai mac trang phuc do 
Cong ty trang cap;

r \

2. Boi voi nhan vien bao ve, trong gio lam viec phai mac dong phuc bao ve 
da dupe trang cap.

Dieu 9. The ten Nguoi quan ly, Nguoi lao dong va huy hieu Cong ty:
1. The ten Nguoi quan ly, Nguoi lao dong do Cong ty trang bi co cac npi 

dung: Ten Cong ty, hp ten, chuc danh (hoac cong viec) dang dam nhiem cua timg 
Nguoi quan ly, Nguoi lao dong.

2. Nguoi quan ly, Nguoi lao dong khi lam viec tai Van phong Cong ty, Van 
phong dai dien cac tinh va lam nhiem vu ben ngoai phai deo the do Cong ty cap;

r f

3. Huy hieu dupe Cong ty trang cap va quy dinh thdi gian su dung (neu co).

Muc 2:
GIAO TIEP, U'NG XC CUA NGUOI QUAN LY, NGl/CII LAO DONG CONG TY

Dieu 10. Quy tac co ban ve chao hoi
1. Chao hoi la mot nghi thuc quan trong dau tien trong moi quan he lam viec, 

giao tiep, ung xu giua cac dong nghiep, voi cap duoi, voi cap tren, voi khach hang 
va voi moi nguoi trong xa hoi;

2. Nguoi quan ly, Nguoi lao dong Cong ty phai the hien thai dp chao hoi than 
thien trong cac moi quan he;

3. Viec chao hoi phai dupe thuc hien dung voi tuoi tac, chuc vu, chuc danh
•> f r

cua tung ca nhan de the hien su ton trong doi tac. Tuy theo nhung tinh huong cu the 
cua moi quan he ma co each chao hoi khac nhau, song phai phu hpp voi phong tuc, 
tap quan cua nguoi Viet Nam noi chung, cua tung dia phuong noi rieng;

4. Ldi chao phai the hien thai do than thien, chan thanh va tuy theo timg doi
•> r 7

tupng, hoan canh co the kem theo cir chi bat tay than mat hoac the hien su ton 
trong.
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Dieu 11. Giao tiep, irng xir cua Ngiroi quan ly, Ngirdi lao dong Cong ty
1. Trong khi lam viec, Nguai quan ly, Nguai lao dong phai tuan thu nghiem 

tuc noi quy, cac quy che, quy dinh cua Cong ty va cac quy dinh cua phap luat co
f t f f f \

lien quan den giao tiep, ung xu doi vai khach hang, cap tren, cap duai, dong nghiep 
va nhan dan.

2. Trong giao tiep, ung xu phai phu hop vai thuan phong my tuc, co thai do 
ton trong, lich su, su dung ngon ngu phai mach lac, ro rang, khong nhai ti6ng, giong 
noi cua cac dia phuang gay mat doan ket noi bp hoac tao ra su phan biet dan tpc, ky 
tin ton giao.

Dieu 12. Nhung noi dung co1 ban trong giao tiep, irng xu*
f r

1. Doi vai khach hang (dai ly, nguai mua ve so, ngudi tning thuang hoac
nhan dan...)

Phai co thai do ton trong, lich su, bao ve thuang hieu, uy tin kinh doanh cua 
Cong ty, luon co gang lam hai long khach hang. Tich cue cung cap nhung thong tin 
can thiet day du, chinh xac de giai thieu boat dong kinh doanh cua Cong ty, nang 
cao uy tin thuang hieu cua Cong ty vai cac doi tuang.

Ngudi lao dong cong tac d Van phong dai dien Cong ty tai cac tinh c4n quan
? ft f \ f

tarn tim hieu phong tuc, tap quan, thi hieu, tham my va cac van de co lien quan den 
ITnh vuc boat dong kinh doanh cua Cong ty de co giai phap ung xu phu hop, dong

f r \ f

thdi bao cao Cong ty biet cung xem xet giai quyet khi can thiet;
Trong giao tiep, ung xu vdi nhan dan phai co thai dp nha nhan, ton trong, 

lang nghe nguyen vpng, y kien cua nhan dan; niem nd, than thien, hudng dan, giup 
dd va giai thich rd rang can ke cac npi dung lien quan den cong viec cua minh dang 
thuc hien hoac lien quan den boat dong kinh doanh cua Cong ty trong pham vi 
quyen han dupe phep.

r f

2. Doi vdi cap dudi
f r f f \

Giao tiep giua cap tren vdi cap dudi la moi quan he chi dao dieu hanh, hudng
** ft t

dan cong viec, khuyen khich, thuc day nhan vien lam viec tich cue de hoan thanh*
nhiem vu cong tac dupe giao. Phai the hien dung cuang vi, trach nhiem cua minh, 
tinh guang mau; thai dp ung xu phai nha nhan, chan thanh, thang than, giu gin, bao 
ve uy tin cua cap dudi.

3. Doi vdi dong nghiep
Trong giao tiep, ung xu vdi dong nghiep phai trung thuc, chan thanh, than 

thien, the hien su hop tac, giup dd lan nhau de xay dung doan kit npi bp tdt nhlt, 
cung hoan thanh nhiem vu chung cua Cong ty, trong do co nhiem vu cua moi ngudi;

The hien thai dp tich cue, nghiem tuc trong viec tiep thu y kien dong gdp, 
tranh hoai nghi, cham biem, tu ai ca nhan; Trong gdp y phe binh dong nghiep phai 
luon tren tinh than xay dung, khach quan, trung thuc, dung luc, dung nai, vi tap thl, 
vi cong viec va vi su tien bp cua dong nghiep.

r r

4. Doi vdi cap tren
Trong giao tiep, quan he vdi cap tren dupe hieu la su phan hoi thong tin, bao

t r r f

cao cong viec cua ca nhan hay tap the cap dudi len cap tren quan ly true tiep hoac 
cap lanh dao cao han theo yeu cau nhiem vu cong tac dupe giao. Phai dam bao
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nguyen tac: Phuc tung cac menh lenh, chi thi, quyet dinh cua cap tren theo dung 
chuc trach nhiem vu dugc giao; the hien dung vai tro cong tac cua minh; ung xu 
phai dung mire, thai dp ton trpng, thang than va trung thirc.

Dieu 13. Giao tiep, ling xu* tren dien thoai, thu dien tii hoac tren cac
AA Xa #a* ^ #phirong tien thong tin truyen thong khac (neu co)

Ngudi quan ly, Ngudi lao dong Cong ty khi sur dung dien thoai co dinh, dien 
thoai di dong, thu dien tu hoac tren cac phuong tien thong tin truyen thong khac de 
giao dich phuc vu cong tac deu phai co thai do goi, thua nha nhan, lich sir va ton 
trong ngudi ddi thoai; phai kip thdi xung rd ten, chuc danh cong viec cua minh. 
Trong qua trinh giao dich phai lira chon thong tin chinh xac, trung thuc va day du 
de tra Idi hoac tiep nhan nham co ket qua giao dich tot nhat. Khi can cham dut cupc 
dam thoai can bao cho hp biet trudc, can su dung Idi cam on trudc khi cham dut 
giao dich; Tuyet ddi khdng dupe tu dong cat dien thoai dpt ngpt khi dang dam 
thoai.

? \ f

Chap hanh nghiem tuc cac quy dinh cua Dang, Nha nude, Cong ty ve quy che 
quan ly. su dung mang, thu dien tu va cac hinh thuc trao ddi thong tin dien tu khac.

Muc 3:
THU’C HIEN NHIEM VU, CONG TAC Dl/gfC GIAO

Dieu 14. Thdi gian lam viec
1. Thdi gian lam viec trong ngay, trong tuan va thdi gian lam them gid dupe 

thuc hien quy dinh trong Thda ubc lao dong tap the da dupe ky ket;
2. Ngudi quan ly, Ngudi lao dong phai tu giac chap hanh nghiem tuc thdi 

gian lam viec theo quy dinh cua Cong ty.

Dieu 15. Tinh than thai do, dao dire doi vdi cong viec
1. Khi lam nhiem vu cong tac, Ngudi quan ly, Ngudi lao dong phai phat huy 

tinh than trach nhiem cao, thai dp lam viec tap trung, toan tarn, toan y, sue lire va tri 
tue vao cong viec nham dam bao chat lupng va hieu qua thuc thi nhiem vu, dung 
quy trinh, quy dinh hoac thao tac nghiep vu da dupe quy dinh, the hien tinh khoa 
hoc, chuyen nghiep;

2. Phai co tinh than ton trpng dong nghiep, hop tac giup do va tao dilu kien 
cho nhau de cung hoan thanh tot nhiem vu cong tac dupe giao;

3. Khi lam viec vdi cap tren phai bao cao trung thuc, chinh xac, ro rang, de 
xuat y kien bien phap giai quyet cong viec khi can thiet;

4. Phai co tinh than, thai dp cau thi trong viec nghien cuu, hoc tap nang cao 
trinh dp mpi mat, kinh nghiem thuc tien de co kien thuc, ky nang va sir nang dong, 
sang tao trong hoat dong kinh doanh nham phuc vu tot nhat cho muc tieu, nhiem vu 
chinh tri cua Cong ty;

Dieu 16. Giao Truong phdng To chuc - Lao dong Cong ty xay dung Bp quy
r 9 •>

tac van hoa ung xu kem theo, de cu the hoa cac npi dung quy dinh tai Chuong II 
Quy che nay.
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Chirang III
CAC NGHILE VA B6 TRINOI LAM VIEC

Muc 1:
TREO QU6C KY, DANG KY

Bieu 17. Treo Quoc ky, Dang ky
1. Vi tn treo Quoc ky, Dang ky:
a) Quoc ky va Dang ky dugc treo a nai trang trong nhat truoc Cong ty.
b) Tai cac Van phong dai dien tuy theo vi tri mat tien de treo Quoc ky nhung 

phai bao dam tinh trang trong nhat.
2. Treo Quoc ky
a) Tai Van phong Cong ty:

r r \

Quoc ky kem theo Co chuoi nhieu mau dugc treo vao cac dip sau:
r

- Cac ngay Le, Tet theo quy dinh cua Nha nuoc va UBND tinh Ninh Thuan;
- Cac dip Hoi nghi quan trong cua Cong ty,;
- Ky niem ngay thanh lap Cong ty;
b) Tai Van phong dai dien cac tinh:

/ ^ \ 
Treo Quoc ky vao cac ngay Le theo quy dinh cua Nha nuoc hoac chinh quyen

dia phuong.
3. Treo Dang ky
Dang ky dugc treo tai Van phong Cong ty vao cac dip: Ky niem ngay thanh•> /

lap Dang Cong san Viet Nam, cac ngay Dai hoi dai bieu Dang toan quoc, Dai hoi 
dai bieu Dang bo tinh, Dai hoi Dang bo khoi Doanh nghiep, Dai hoi cua Dang bo 
Cong ty hoac khi co quy dinh treo Dang ky cua Dang cap tren;

4. Hoi trubng chinh cua Cong ty
a) Hoi trubng chinh cua Cong ty dugc trang tri day du cac bang ten Nuoc 

Cong hba xa hoi chu nghTa Viet Nam, Quoc ky, tugng Chu tich Ho Chi Minh, ten 
Cong ty tai cac vi tri theo quy dinh cua Nha nuoc.

b) Tuy theo tinh chat noi dung cube hop, Hoi nghi, buoi le ma thay doi bang 
ten Nuoc thanh bang “Dang Cong san Viet Nam quang vinh muon nam”; treo Quoc 
ky va Dang ky; cac noi dung khac co lien quan nhu anh Cac Mac, Le Nin, tugng 
Chu tich Ho Chi Minh, bieu tugng Cong doan, Doan Thanh nien,... cho phii hgp va 
dung quy dinh ve nghi le.

Muc 2:
NOI LAM VIEC

Dieu 18. Bang ten Cong ty va Van phong dai dien tai cac tinh
1. Bang ten Cong ty:
a) Bang ten Cong ty dugc ghi day du gom: Cong ty TNHH mot thanh vien 

Xo so Kien thiet Ninh Thuan bang tieng Viet va logo hinh long cau;
b) Bang ten Cong ty dugc gan b phia truoc lau I nha lam viec chinh, tai vi tri 

trung tarn, trang trong va de nhin;
8



2. Bang ten Van phong dai dien:
a) Bang ten Van phong dai dien tai cac tinh ca ban co cac noi dung sau: Ten

r r

Cong ty, ten Van phong dai dien, dia chi, so dien thoai, so Fax.
b) Bang ten Van phong dai dien duoc gan phia triroc nha lam viec cua Van 

phong, a do cao de nhin nhat.
3. Bang quang cao, quang ba thuong hieu, boat dong cua Cong ty:

r \

Tuy theo tinh chat, yeu cau cua boat dong quang cao, quang ba thuong hieu, 
boat dong cua Cong ty trong tung thoi ky ma dat, gan cac bang hieu cho phu hop tai

f 't \

cac vi tri duoc cap co tham quyen phe duyet.

Bieu 19. Phong lam viec
1. Phong lam viec cua Nguai quan ly, Nguoi lao dong tai Van phong Cong ty 

phai co gan bang ten phan anh day du chuc nang, nhiem vu cua phong; Cac chuc 
danh tu Truong phong trd len neu duoc bo tri phong lam viec rieng phai gan ten 
chuc danh dang dam nhan; Tuy theo yeu cau cong tac va quan he giao dich, viec 
gan bang co ghi ho ten, chuc danh, cong vec dang dam nhiem tren ban lam viec cua 
moi Nguoi quan ly, Nguoi lao dong do Giam doc quy dinh;

r e

2. Doi voi Van phong dai dien cac tinh, tuy theo tinh hinh thuc te do Truong
f \

Van phong dai dien bo tri noi lam viec cua Nguoi lao dong cho phu hop; Khi can 
thiet co the ghi bang ten cong viec tren ban lam viec cua moi Nguoi lao dong de 
tien quan he giao dich voi khach hang.

3. Trong phong lam viec, noi lam viec phai dam bao sap xep ban ghe, tai lieu, 
phuong tien, thiet bi phuc vu cho cong viec gon gang, ngan nip va thuan tien cho 
cac thao tac khi lam nhiem vu.

A A ADieu 20. Khu vuc de cac phtrong tien giao thong
1. Tai Van phong Cong ty:
Tat ca phuong tien 6 to, phuong tien di lai cua Nguoi quan ly, Nguoi lao 

dong Cong ty va cua khach den lien he cong tac hoac khach hang den nhan thuong 
phai dau, do dung noi quy dinh va khong lam can tro cac boat dong khac cua Cong 
ty theo Quy che su dung phuong tien 6 to dang ap dung tai Cong ty, bao dam an

f 'i

toan, trat tu, khong lam can tro cong tac phong chong chay no.
2. Tai Van phong dai dien cac tinh do Truong Van phong dai dien bo tri vi tri 

de xe cua Nguoi lao dong hoac khach den lien he cong tac, dai ly, khach hang den 
nhan thuong nham dam bao cac yeu cau tai khoan 1 Dieu nay.

Chirong IV
U*NG Xtf CUA CONG TY

Muc 1:•
ITNG xCf CUA CONG TY DOI VCfl NGlTdl QUAN LY, NGI/CXI LAO D0NG 

Dieu 21. Thurc hien cac che do chinh sach
1. Cong ty dam bao nghla vu thuc hien dung, day du cac che do, chinh sach 

va cac quy dinh cua phap luat doi voi Nguoi quan ly, Nguoi lao dong Cong ty.
9



* >
2. Cong ty cu the hoa viec thuc hien khoan 1 Bieu nay thong qua cac quy 

che, quy dinh, Hop dong lao dong, Thoa uac lao dong tap the va cac van ban khac 
co lien quan dang ap dung tai Cong ty. Nhung npi dung khong quy dinh trong cac 
van ban nay duoc thuc hien theo quy dinh cua Nha nude hien hanh.

Dicu 22. Qua tang
t r 7 \

1. Cong ty true tiep thuc hien hoac phoi hop vdi cac doan the quan chung cua 
Cong ty tang qua bang tien hoac hien vat cho Ngudi quan ly, Ngudi lao dong Cong 
ty theo Quy che quan ly va su dung Quy phuc loi dang ap dung tai Cong ty

2. Phan cap thuc hien:
r r

- Boi vdi Ngudi lao dong tu cap Phd Truong phdng va tuong duong trd / %
xuong do Truong phdng do thuc hien theo uy quyen;

r r

- Boi vdi Ngudi quan ly, Ngudi lao dong tu cap Truong phdng va tuong
t

duong trd len do Giam doc Cong ty phan cong thuc hien;
/ r

- Boi vdi Ngudi lao dong tai Van phdng dai dien, Giam doc Cong ty uy 
quyen cho Truong Van phdng dai dien true tiep thuc hien;

/ r

- Cac trudng hop khac do Giam doc Cong ty quyet djnh.

Bieu 23. To chirc hoc tap, tham quan, nghi mat, dieu duong phuc hoi sire 
khoe cho Ngudi quan ly, Ngudi lao dong

\ r1. Can cu yeu cau nhiem vu kinh doanh va xay dung Cong ty, ke hoach dao
' r

tao, boi duong va su dung lao dong trong tung thdi ky, Chu tich hoac Giam doc 
Cong ty quyet dinh viec cu Ngudi quan ly, Ngudi lao dong tham gia hoc tap nang 
cao trinh do chuyen mon nghiep vu, ly luan chinh tri hoac cac lop boi duong trong

\ r

va ngoai tinh; nhung trudng hop co nhu cau hoc tap nang cao trinh do ngoai ke 
hoach cua Cong ty do lanh dao Cong ty quy dinh;

2. Tuy theo dieu kien va tinh hinh boat dong kinh doanh hang nam, Giam doc 
Cong ty phoi hop vdi BCH Cong doan to chuc cho Ngudi quan ly, Ngudi lao dong 
di tham quan hoc tap kinh nghiem, di nghi mat hoac nghi duong de phuc hoi sue 
khde nham nang cao trinh do hieu biet thuc tien va tang cudng sue khoe cho Ngudi 
quan ly, Ngudi lao dong.

7 ? \

3. Viec to chuc hoc tap, tham quan, nghi mat hoac nghi duong de phuc hoi 
sue khoe duoc quy dinh trong Thoa ude lao dong tap the, trong Quy che quan ly, su 
dung Quy phuc loi va quy che khac cua Cong ty.

Bieu 24. Ung xu* cua Cong ty doi vdi Ngudi quan ly, Ngirdi lao dong va 
gia dinh khi gap 6m dau, thuong tat, qua ddi

1. Cong ty to chuc tham hoi, dong vien va tang qua khi Ngudi quan ly, Ngudi 
lao dong bi 6m dau, thuong tat hoac gap kho khan trong cuoc song. Tuy theo tinh

' ' r

hinh va kha nang, Cong ty tao dieu kien thuan loi ve thdi gian, vat chat de Ngudi
> \ r

quan ly, Ngudi lao dong dieu tri va phuc hoi sue khde, tiep tuc cong tac.

10
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2. Cong ty to chuc tham hoi, dong vien, tang qua cho gia dinh cua Nguoi 
quan ly, Nguoi lao dong (bao gom vo hoac chong, con de, con nuoi hop phap, cha 
me vo hoac cha me chong) khi bi 6m dau, benh tat;

3. Cong ty to chuc tham hoi, phung vieng Nguoi quan ly, Nguoi lao dong 
hoac than nhan cua Nguoi quan ly, Nguoi lao dong; Cong ty bo tri phuong tien di

/ \ r \

lai phuc vu dua nguoi qua co ve noi an nghi cuoi cung khi co nhu cau cua gia dinh.
r v \ \ 't

4. Giam doc quy dinh cu the ve nguon tai chinh, muc ho tro de thuc hien cac\
npi dung cua Dieu nay sau khi co chu truong cua Chu tich Cong ty va tham khao 
voi BCH Cong doan.

Dieu 25. Tmrng than tuong ai, ho tro giiip do lan nhau nhung luc kho
khan hoan nan• •

1. Cong ty ung hp va van dong Nguoi quan ly, Nguoi lao dong tu nguyen 
phat huy cao dp tinh than “tuong than tuong ai”, “la lanh dum la rach” de giup do 
Nguoi quan ly, Nguoi lao dong hoac gia dinh ve tinh thin va vat chit khi bi 6m 
dau, benh tat hiem ngheo hoac gap hoan canh kho khan vupt qua kha nang ban than 
va dang can su ho tro giup do cua cpng dong.

2. Cong doan la to chuc trung tarn de van dong Nguoi quan ly, Nguoi lao 
dong tu nguyen thuc hien boat dong nay khi can thiet.

Muc 2:
UNG Xtf CUA CONG TY DOI VOfI DIA PHlTONG, MOI TRlTONG VA XA HC>I

Dieu 26. tfng xu voi dia phuong
f f r

Cong ty cam ket khong ngung phan dau xay dung don vi vung manh, hoan 
thanh xuat sac cac nhiem vu, cong tac dupe cap co tham quyen giao, cac nghia vu 
doi voi Nha nuoc, dia phuong trong qua trinh to chuc boat dong kinh doanh va xay 
dung Cong ty, gop phan vao su phat trien kinh te - xa hpi tinh nha trong sir nghiep

9 /

doi moi, thuc hien cong nghiep hoa, hien dai hoa dat nuoc.

Dieu 27. Ung xu* voi moi truemg
Cong ty cam ket trach nhiem bao dam boat dong kinh doanh cua Cong ty 

luon an toan doi voi moi truong, bao ve tai nguyen theo dung chu truong, chinh 
sach cua Dang va Nha nuoc; dong thoi tuyen truyen, van dong Nguoi quan ly, 
Nguoi lao dong va gia dinh tich cue lam tot cong tac bao ve su trong lanh cua moi 
truong, bao ve tai nguyen cho cac the he mai sau trong pham vi trach nhiem, quyen 
han cua Cong ty.

Dieu 28. Ung xu- voi xa hoi
Tich' cue tham gia' va van dong Nguoi quan ly, Nguoi lao dong Cong ty 

huong ung tham gia cac boat dong an sinh xa hpi, tu thien va phong trao khac do 
nganh, dia phuong phat dong; chung tay ho tro cpng dong xa hpi cung phat trien 
theo chu truong cua tinh trong pham vi, dieu kien phu hop voi tinh hinh boat dong 
kinh doanh cua Cong ty.
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Chirang V
TO CHLTC thiTc hien

Dieu 29. Trach nliiem to chirc thu*c hien
1. De nghi Dang uy Cong ty tang cirong sir lanh chi dao cua Dang trong long

ghep vai nghi quyet chuyen de co lien quan de thuc hien nham hoan thien cac yeu ^ *
cau xay dung dpi ngu Ngudd quan ly, Nguoi lao dong Cong ty trong thdi gian den;

t

2. Trach nhiem cua Giam doc Cong ty:
a) Tren co so chu truong cua Chu tich Cong ty, Giam doc co trach nhiem to 

chuc, duy tri de Nguoi quan ly, Nguoi lao dong thuc hien tot cac npi dung tai Quy 
che nay va cac quy dinh khac co lien quan dang ap dung tai Cong ty phu hop voi 
quy dinh cua phap luat Nha nuoc hien hanh;

b) Chi dao Truong phong To chuc - Lao dong huong dan va theo doi tong
r 't ? 9

hop ket qua thuc hien de giup Chu tich Cong ty sua doi, bo sung cac tieu chi Van
r 't

hoa doanh nghiep vao Quy che nay va tung buoc hoan thien thanh nhung chuan
> t

muc van hoa truyen thong cua Cong ty;
2. Trach nhiem cua BCH Cong doan:
Phoi hop tuyen truyen, van dong doan vien tich cue tham gia xay dung va 

thuc hien cac npi dung cua Quy che nay, gop phan nang cao hieu qua thuc hien van 
hoa doanh nghiep trong thdi ky hpi nhap, gop phan xay dung Cong ty trd thanh 
“Doanh nghiep dat chuan van hoa”;

3. Trach nhiem cua Nguoi quan ly, Nguoi lao dong:
Phat huy tot vai trd tich cue trong viec tham gia xay dung va thuc hien cac

9 \ r

tieu chi Van hoa doanh nghiep trd thanh nhung chuan muc van hoa truyen thong 
voi nhung net dac trung rieng cua Cong ty tren con dudng xay dung Cong ty phat 
trien.

Dieu 30. Dieu khoan thi hanh
1. Quy che nay co hieu lire thi hanh ke tu ngay ky. Bai bo cac npi dung co 

lien quan da ban hanh trude day trai voi Quy che nay.
2. Cac doi tupng quy dinh tai Dieu 1 Quy che nay co trach nhiem thi hanh.
3. Sau 01 nam thuc hien, Dang uy Cong ty chi dao, phong To chuc-Lao dong

t f

tham muu Giam doc phoi hop voi BCH Cong doan xem xet trinh Chu tich Cong ty 
sua doi, bo sung cho phu hpp./.^

TICH
COHG Tf

VC

uyen Khoa Hao
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UBND TINH NINH THUAN 
CONG TY TNHH MOT THANH VIEN 

XO SO KIEN THIET

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc

BO QUY TAG iTNG XU* VAN HOA
9

(Thuoc Quy che Van hoa doanh nghiep cua
v r r r

Cong ty track nhiem him han mot thank vien X6 so Kien Met Ninh Thudn)

L LOfI NOIDAU
f \ f

1. Quy tac ung xu van hoa la mot phan cua Quy che Van hoa doanh nghiep 
ban hanh kem theo Quyet dinh so /QD-XSKT ngay thang nam 2017 cua Chu 
tich Cong ty, la mot trong nhrnig nhan to quan trong gop phan xay dung hinh anh

f r

cua Cong ty, duoc tao ra thong qua cac moi quan he trong Cong ty, giua cap tren
r \

voi cap duoi, giua cac dong nghiep voi nhau, giua con ngudi voi cong viec, duoc 
xay dimg tren nhung gia tri chung cua doanh nghiep, duy tri, phat trien ben vung 
se tao ra moi lien ket chat che trong toan Cong ty, huong tai dac trung cua Van 
hoa Cong ty:

“UY TIN - THAN THIEN - TRUNG THU’C - HIEU QUA

2. Xay dung Van hoa ung xu Cong ty la xay dung va thuc hien cac nguyen 
tac, quy tac, chuan muc ung xu trong noi bo, nhung nghi ll, nghi thuc,...phan anh 
ddi song, sinh boat va muc do “cd van hoa cua Cong ty, cua moi nguai\ phu hop 
voi nhung dac trung rieng cua Van hoa Cong ty, phu hop voi van hoa ung xu cua 
cong dong, xa hoi, duoc goi chung la Bo Quy tac ung xu van hoa cua Cong ty.

3. Bo Quy tac ung xu van hoa cua Cong ty huong toi muc tieu lay con 
ngudi lam trung tarn, khong nhung kich thich lao dong vdi nang suat, chat luong 
va hieu qua, tao su dong thuan, gan ket, hiep dong tap the trong noi bo, ma con 
giup cho moi ca nhan trong Cong ty ngay cang hoan thien minh d! hoan thanh tot 
chuc trach, nhiem vu, tao dung duoc long tin doi vdi lanh dao va dong nghiep, tao 
nen sue manh chung de Cong ty phat trien ben vung.

II. NHtfiVG NOI DUNG CO BAN:
Bo Quy tac (nguyen tac) ung xu van hoa trong Cong ty TNHH mot thanh

't f f r •> f

vien X6 so Kien thiet Ninh Thuan duoc cu the hoa tu nhung moi quan he ung xu 
quy dinh tai Quy che Van hoa doanh nghiep, gom nhung noi dung ca ban sau:

A) Nhung Quy tac (nguyen tac) irng xu co* ban:
1. Ngudi quan ly, Ngudi lao dong phai:
a) Tuan thu nguyen tac tap trung dan chu, chi dao dieu hanh boat dong kinh 

doanh theo quy dinh cua phap luat, Dieu le to chuc va boat dong Cong ty, Quy che 
lam viec cua Cong ty;

b) Tu giac tuan thu phap luat, noi quy, quy dinh cua Cong ty va dao due
a f* r r s

nghe nghiep khi lam viec. San sang nhan nhiem vu va phan dau hoan thanh tot
A

nhiem vu duoc giao tren tung vi tri cong tac. Neu cao tinh than dam nghi, dam 
lam, dam chiu trach nhiem;

1



c) Gucmg mau, trung thuc, tan tarn, trach nhiem cao khi giai quy§t cong 
viec. Chu dong, sang tao, tim kiem giai phap de hoan thanh cong viec voi chat 
hromg, hieu qua cao nhat;

d) Nam vung phap luat, thong thao nghiep vu, ban llnh vung vang, dong co 
trong sang. Nang cao hieu biet va phat huy truyen thong cua Cong ty;

d) Khong ngung hoc tap nang cao trinh do chuyen mon, nghiep vu de nam 
bat tri thuc va six dung cong nghe moi. Thuong xuyen nghien cuu, tim hieu, manh 
dan ap dung cac giai phap vao boat dong kinh doanh cua Cong ty;

e) Khi giai quyet cong viec qua moi hinh thuc (true tiep, dien thoai, van ban, 
thu dien tu) phai the hien thai dp giao tiep khiem nhuong, lich su, chuyen nghiep;

r

g) Biet ton trong ban than va ton trong nguoi khac;
r f

h) Thuc hien loi song van minh nai cong so. Luon cai ma, than thien chao
r r ^

hoi moi nguoi khi den co quan lam viec, den nai cong tac. Thuc hien le nghi chao 
hoi theo nguyen tac: Nguoi it tuoi chao nguoi Ion tudi truoc, nhan vien chao lanh

t \ r

dao truoc. Khi khong biet ro thong tin ve nguoi dang gap thi thuc hien nguyen tac: 
ai nhin thay truoc thi chao truoc, nguoi dupe chao phai dap lai than thien, lich su;

' ? f r \

i) Tuy theo dieu kien, hoan canh cu the, khi giao tiep true tiep can thuc hien 
nghi thuc bat tay van minh, lich su;

k) Giu gin, bao ve uy tin Cong ty. Khong co hanh dong true loi ca nhan tren
*» f

vi tri cong viec, lam ton hai den loi ich va uy tin cua Cong ty;
r f

l) Giu gin canh quan moi trudng, Nguoi quan ly, Nguoi lao dong tu sap xep 
ban lam viec va phong lam viec gpn gang, sach se. Theo yeu cau cong viec, Nguoi 
lao dong tiep khach dung noi quy dinh, khong tiep khach trong phong lam viec, 
khu vuc kho ve phat hanh. Khi can trao doi cong viec, noi voi am lupng vim du 
nghe, khong lam anh huong den nguoi xung quanh;

r /

m) Dung cam dau tranh voi moi thoi hu tat xau trong Cong ty;
n) Trong va ngoai gid lam viec khong co loi noi, hanh dong bat binh

r \

thuong, thieu van minh lich su, khong noi tuc, cu xu suong sa, hay co hanh dong 
de dpa dong nghiep, cap duoi tai noi lam viec;

o) Chap hanh nghiem thoi gid lam viec, nghi ngoi theo quy dinh. Khong di 
muon, ve som, tu y bo vi tri cong tac trong gid lam viec. Khong vut rac bira bai,

^ r \

khong lam viec rieng, tu tap, tan gau. Phai xin phep nguoi quan iy true tiep khi can 
nghi lam hoac di lam muon.

r

2. Quy tac irng xir giua lanh dao voi lanh dao
/ >

a) Cong ty lam viec theo che dp Thu trudng, thuc hien dung, day du cac 
chuc nang, nhiem vu, quyen han cua moi nguoi va cac moi quan he theo quy dinh 
tai Bieu le to chuc va boat dong, Quy che lam viec va quy dinh khac co lien quan;

r 't /

b) Khi giai quyet cong viec phai the hien thai dp giao tiep chuyen nghiep,
khiem nhuong, lich su, tren tinh than hop tac vi loi ich cua Cong ty;

%
c) Trong dieu hanh, xu ly cong viec theo su phan cong chuc trach, nhiem

/ * t t f \ /

vu; chu dong phoi hop, thong nhat de xu ly cac van de co lien quan den boat dong 
chung cua Cong ty; thuc hien cac quyen va nghTa vu theo quy dinh.
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3. Quy tac irng xu* gi&a lanh dao voi nhan vien (goi chung la giira cap 
tren voi cap diroi)

/ r

a) Cap tren phai xay dimg va thuc hien nghe thuat lanh dao, thu phuc cap 
dual tu giac thuc hien chuc trach, nhiem vu bang chinh hanh dong guong mau cua 
minh truoc nhan vien; dung hanh vi, hanh dong cua minh de thay doi suy nghT, 
hanh dong cua cap duoi;

b) The hien tinh than dam lam, dam chiu trach nhiem, ton trong cap duoi 
trong moi quan he lam viec chung. Luon tao dieu kien cho moi ca nhan phat trien 
va co co hoi thang tien; Tuyen chon, dung nguoi dung viec, dung cho de phat huy 
tot nhat kha nang lam viec cua cap duoi, tao dong lire de cap duoi phat trien tai 
nang, say me, het long, het sue doi voi nhiem vu dugc giao; Chi xem xet bo nhiem

nr \

vao vi tri lanh dao nhung nguoi co pham chat chinh tri, dao due nghe nghiep, nang 
lire chuyen mon, uy tin va co kha nang lanh dao;

c) Trong dieu hanh, xu ly cong viec: cap tren phai giao viec cu the cho timg
\ r \

nguoi thuoc pham vi minh quan ly. Yeu cau cap duoi phai thong thao ve chuyen 
mon, trung thuc, tan tam, co trach nhiem cao voi cong viec de de xuat, tham muu 
cap tren each giai quyet hieu qua nhat. Dong thoi cap tren cung can co thai do 
nhiet huyet de khuyen khich, khoi day tinh than lam viec nang dong, sang tao cua 
cap duoi;

d) Co thai do dung muc de cap duoi trinh bay, trao doi nhung suy nghT, tMc 
mac va kien nghi cua minh doi voi cap tren; Can the hien thai dp lang nghe, tiep 
thu y kien voi tinh than cau thi va giai quyet thoa dang nhung de xuat, y kien phan

\ r \ ** r

hoi cua cap duoi; Khi can giai thich, hubng dan, giup do cap duoi thi npi dung giai
r^ \ n \

thich, huong dan can ro rang, cu the va dung cac quy dinh ve npi dung co lien 
quan den cong viec;

d) Co thai dp khon kheo, kien quyet khi giai quyet, xu ly nhung trubng hpp
r r r r

nhay cam. Khong co hanh vi, loi noi khiem nha, thieu ton trong (nhat la doi voi 
nguoi Ion tuoi hon), thai dp danh gia voi vang khi cap duoi chua hilu hoac lam 
chua dung npi dung cong viec dupe giao; Phai biet khen, khuyen khich, dong vien 
hoac phe binh cap duoi dung luc, dung cho va co ly, co tinh; Chuan muc trong 
viec giai quyet, xu ly dut diem nhung vudng mac trong npi bo du la nho nhat;

r ^

e) Dam bao thuc hien che dp thuong, phat cong minh, cong bang tren co so
•> \ r

phu hpp voi loi ich chung cua tap the, cua Cong ty nham khuyen khich, dong vien
r r \ n \ r

cap duoi lam viec tot hon, hieu qua hon, dong thoi de nguoi co sai lam khuyet
» r error r

diem nhan thuc dung dan, co thai dp phan dau khac phuc de tien bp; Tuyet doi 
khong long dong co ca nhan, khong co thai dp va hanh vi tru dap cap duoi;

g) Lanh dao can dap lai bang cii chi chao hoi than thien (hoac co the gat 
dau, mim cuoi dap lai) khi cap duoi chao minh. Nguoi lanh dao luon thuc hien: 
“Biet chao - Biet cuoi - Biet quan tam - Biet chia se”.

4. Quy tac irng xu* gifra nhan vien voi lanh dao (gpi chung la giua cap 
duoi voi cap tren)

> r

a) Luon xay dung mem tin tuong, ton trong vai tro lanh dao, quan ly cua cap
r r

tren; Co thai dp nghiem tuc khi giao tiep voi cap tren, chu dong chao hoi khi gap 
cap tren. Cap duoi phai tich cue phan dau de tu khang dinh dupe vai tro, kha nang
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cua minh trong cong viec, thuc sir tra thanh nguai ho tra, tham muu giup viec dac 
lire cho cap tren trong thuc hien chuc trach, nhiem vu dugc giao;

b) Chap hanh nghiem cac y kien chi dao, huong dan va hoan thanh moi 
nhiem vu dugc phan cong. Thuc hien dung chuc trach, nhiem vu, quyen va nghTa 
vu cua minh theo quy dinh;

c) Can co thai do thang than, trung thuc va chan thanh trong cac moi quan 
he ung xu voi cap tren, nhat la trung thuc, thang than, thien chi trong noi dung bao 
cao, de xuat voi cap tren.

d) Ton trong y kien cua cap tren. Giu gin va bao ve uy tin, danh du cua cap 
tren. Khi co y kien dong gop can trinh bay true tiep, thang than va thien chi. 
Khong Igi dung viec gop y, phe binh hoac su dung don thu nac danh lam ton hai

r

uy tin cua cap tren.
d) Khi thuc hien quyet dinh cua cap tren, neu phat hien quyet dinh do trai 

phap luat, hoac lam anh huong Igi ich chung, hoac khong phu hop vdi thuc te thi 
phai bao cao ngay voi nguai ra quyet dinh. Truong hop chap hanh quyet dinh ma 
trai phap luat thi phai bao cao ngay voi cap tren true tiep cua ngubi ra quyet dinh, 
dong thbi khong phai chiu trach nhiem ve hau qua gay ra do viec thuc hien quyet 
dinh do.

5. Quy tac ung xu giua nhan vien voi nhan vien (dong nghiep)
5.1. ling xu voi dong nghiep cimg don vi
a) Chan thanh, hop tac va tin cay Idn nhau trong thuc thi nhiem vu va trong 

cac moi quan he voi dong nghiep. San sang ho trg, giup sire lan nhau de hoan 
thanh nhiem vu; Dong cam va chia se kho khan voi dong nghiep trong cong tac va 
cuoc song. Cung dong nghiep xay dung sir dong thuan, doan ket, tao lap moi quan 
he lao dong hai hoa, than thien vi muc tieu chung cua tap the, cua Cong ty;

b) Co thai do niem no chao hoi khi gap dong nghiep va chao tarn biet truoc 

khi chia tay, khi rbi Cong ty;
c) Ton trong, bao ve uy tin, danh du cua dong nghiep; Biet lang nghe y kien 

gop y cua dong nghiep; Chan thanh va thang than khi gop y cho dong nghiep.
d) Tich cue chia se thong tin, kien thuc va kinh nghiem voi dong nghiep de

r

hoc hoi, giup nhau cung tien bo va hoan thanh nhiem vu dugc phan cong; khong
•> 'y r

ngimg nang cao nang luc cong tac chuyen mon, ke ca viec hieu biet llnh vuc cong 
viec minh khong dam nhiem, de co the ho trg thuc hien khi co yeu cau;

> r

d) Khi dugc giao cung dong nghiep giai quyet mot cong viec thi phai chu 
dong phoi hop, ho trg dong nghiep de cung thuc hien tot nhiem vu. Khi chua

> n r r •)

dong thuan quan diem phai bao cao voi cap tren true tiep giao viec de xem xet, 
giai quyet.

rt \

e) Khong ne tranh, dun day trach nhiem, khuyet diem cua minh cho dong 
nghiep; Khong do ky, loi keo be canh, phe nhom, gay mat doan ket noi bo.

5.2. Ung xu voi dong nghiep khde don vi
' r

a) Can cbi mb, hoa nha, than thien va hop tac. San sang, nhanh chbng phoi 
hop cong viec mot each hieu qua nhat. Dong cam, chia se kho khan trong cube 
sbng;
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b) Khong co thai do gay kho khan, can tra, thieu hop tac khi giai quyet va 
phoi hop cong viec. Khi phat hien dong nghiep co hanh dong thieu hop tac giai 
quyet cong viec phai kip thai bao cao nguai phu trach cua cac ben lien quan.

6. Quy tac irng xfr voi cong viec
6.1. Trong dieu hanh va thuc thi nhiem vu
a) Nguai quan ly, Nguai lao dong Cong ty phai tu giac chap hanh nghiem 

duang loi, chu truang cua Dang va chinh sach, phap luat cua Nha nuac, cac quy 
che, Noi quy lao dong, ky luat lao dong, nhung quy dinh ve ve sinh an toan lao 
dong, phong chong chay no,..

b) Co y thuc trach nhiem trong cong tac, thuang xuyen hoc tap nang cao
trinh do, chu dong, sang tao de hoan thanh tot chuc trach, nhiem vu; Phai manh•)
dan thu sue vai nhung cong viec mai, thach thuc mai de chung to kha nang cua 
minh vai cap tren; Trong quan ly, dieu hanh va thuc thi nhiem vu luon tuan thu 
nghiem tuc che do, quy trinh lam viec theo cac tai Quy che dang ap dung tai Cong

? > >

c) The hien thai dp ton trong cong viec bang chinh tinh than trach nhiem cua
minh doi vai cong viec duac giao; Chap hanh sir dieu dong, phan cong cong tac 
cua cap tren va thuc hien dung ke hoach, tien dp vai su sang tao va no lire 
nhat. Khong dupe tron tranh, dun day trach nhiem khi lam sai hoac m&c 16i, bine 
each lam viec tot han, dam bao khong de xay ra lan nua;

d) Khi thuc thi nhiem vu phai phoi hop vai ca nhan, bp phan lien quan khac 
de hoan thanh cong viec co hieu qua, khong dupe co tinh keo dai thai gian hoac tu 
choi su phoi hop cua nhung dan vi, ca nhan lien quan;

r f r r ?

d) Khi den lam viec vai cap tren neu cap tren dang lam viec vai doi tac hoac 
nguai khac co vi tri cao han minh thi khong dupe tu y xen ngang, noi truac khi 
chua dupe hoi; Trong truang hap can gap phai xin phep ckp tren cho phep trinh 
bay truac, khi co su dong y cua cap tren mai dupe bao cao;

r f

e) Trong cac cupc lam viec vai doi tac hoac khach den lien he cong tac vai 
cap tren ma dupe mai tham du, a vi tri cap duai khong dupe tu y noi xen ngang,

y f ^ t

noi khi khong dupe hoi; Trong truang hop can thiet va co su dong y cua cap tren 
mai dupe phep trinh bay y kien cua minh co lien quan den cong viec dang lam;

g) Trong cac cupc hop noi bp, nguai dupe mai tham du dupe phat bieu y 
kien theo su dieu hanh cua nguai chu tri; khong dupe noi xen, noi dem; khong 
dupe tu y phat bieu khi dang co nguai phat bieu hoac khi chua dupe su dong y cua 
nguai chu tri;

h) Nguai dung dau va cap pho cua nguai dung dau dupe giao phu trach
/ 7

cong viec, bp phan co trach nhiem don doc, kiem tra viec thuc hien nhiem vu cua 
cap dual thupc tham quyen; Khi thuc hien nhiem vu phai chap hanh quyet dinh 
cua cap tren quan ly true tiep. Truong hop co quyet dinh cua cap tren cao han thi

/ r r ^ \ \

cap duai phai thuc hien theo quyet dinh cua cap tren co tham quyen, dong thai co 
trach nhiem bao cao cap tren quan ly true tiep cua minh viec thuc hien quyet dinh

i) Luon co thai dp cau thi, thang than, lang nghe gop y xay dung cua cap
> \ r

tren, dong nghiep dong thai chan thanh tham gia dong gop y kien trong cong viec;

ty;

cao

do;
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k) Dam bao xu ly cong viec trong thai gian nhanh nhat. Truong hop duoc
\ A A 9*

yeu cau xu ly gap cua co quan chuc nang hoac cap tren thi phai co gang xu ly 
ngay trong ngay lam viec;

l) Phong lam viec phai gon gang, sach se, dam bao ve sinh noi lam viec va 
moi truong xung quanh. Tich cue tham gia cong tac ve sinh noi lam viec;

? A

m) Tich cue tu duong, ren luyen pham chat dao due each mang, dao due 
nghe nghiep, xay dung moi doan ket noi bo tot; Thuc hien nep song van hoa, lanh

> A

manh, can, kiem, liem, chinh, chi cong vo tu; Xay dung cuoc song trong sang, gian 
di, gan gui, doan ket, nhan ai, yeu thuong giup da moi nguai;

A A ' A \ >

n) Nghiem cam uong ruooj, bia (hoac cac loai do uong khac co nong do con 
tuong duong) trong gib lam viec, gib nghi trua cua ngay lam viec, ngay true hoac 
dang di lam nhiem vu ngoai Cong ty, tru nhung ngubi duoc cap tren phan cong 
tiep khach.

6.2. Quy tac wng xu trong su dung vd bao qudn tdi sdn, phuomg tien, trang 
Met hi 1dm viec

a) Bao quan, giu gin va su dung dung muc dich, tiet kiem tranh lang phi tai
A 9

san, phuong tien, trang thiet bj cua Cong ty la trach nhiem chung cua moi nguoi;
f A

b) Doi vbi cac tai san, phuong tien, trang thiet bi giao rieng cho tung ca 
nhan phai duoc su dung hieu qua, tiet kiem, tranh lang phi;

c) Het gib lam viec, Ngubi quan ly, Ngubi lao dong phai tat het cac thiet bi 
dien, kilm tra an toan phbng, chbng chay no va khoa cua trubc khi ra ve;

A

d) Khong six dung cac tai san, phuong tien, trang thiet bi trong Phbng, Van 
phbng dai dien hoac duoc giao de phuc vu cong tac vao muc dich cua ca nhan. 
Khong duoc mang tai san, phuong tien, trang thiet bi cua Cong ty ra khoi co quan

/ f y

neu chua duoc cap co tham quyen cho phep.
6.3. Quy tac ung xu trong bao mat thong tin vd che do bao mat khac

A A A ^

a) Nghiem chinh chap hanh cac quy dinh ve bao mat thong tin va che do bao 
mat cua Cong ty; Bao dam thuc hien dung quy dinh cua Nha nubc, cua Cong ty ve 
cong tac van thu, luu tru tai lieu;

X A

b) Khong sao chup, gui cac ho so, tai lieu noi bo, tiet 16 thong tin cua Cong
ty ra ben ngoai dubi bat cu hinh thuc nao khi chua duoc su cho phep cua ngubi co*» \
tham quyen;

• * 'y ac) Thuc hien nghiem Quy che quan ly, van hanh, su dung va cung cap thong 
tin tren trang thong tin dien tu cua Cong ty.

a X X7. Quy tac twig xu* khi giai quyet cac bat dong trong noi bo.
a) Moi ca nhan chu dong giai quyet bat dong cua minh vbi dong nghiep tren
> *» •? A % A ^

tinh than trao doi thang than, cau thi va cam thong. Truong hop bat dong giua ca
** y

nhan vbi ca nhan trb thanh mau thuan noi bo thi ngubi dung dau don vi do va
*AA •A«9 ' * **Giam doc Cong ty co trach nhiem giai quyet thau tinh, dat ly de khong anh hubng 

tbi cong viec chung va doan ket noi bo.
b) Khong duoc loi dung viec bat dong va mau thuan ca nhan de loi keo be

A A

phai, chia re, gay mat doan ket noi bo.
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B) Nhtrng Quy tac (Quy iro’c) irng xu- van hoa pho bien can thyc hien:
1. Cacli chao hoi:

f r r •>

Dung vai tu the dmh dac, huang mat nhin doi tuong the hien su ton trpng; 
Giu tu the lung thang, gat dau chao; Mieng mim cuai (ket hop anh mit vui tuoi) 
the hien su than thien, thien chi khi chao hoi; Khi nguai duac chao hoi dang ban

f y \ ? r

giao tiep vai nguai khac, chi can cuai hoac gat dau chao the hien su nhan biet doi 
tuong;

t

Chao hoi theo timg doi tuong:
a) Doi tuong la dai ly, khdch hang, khdch den quan he cong tdc,...
- Cach chao: Xin chao Ong/Ba/Anh/Chi/Em; Co the bat tay, cuai khi chao

va kem theo cau hoi: “Toi co the giup gi cho.........”;
7 r r r \

- Thai diem chao: Khi doi tuong den va khi doi tuong ve.
b) Doi tuong Id cap tren:
- Cach chao: Xin chao Anh/Chi (hoac chao theo chuc danh doi tuong dang

dam nhiem);
9

- Thai diem chao: Khi mai gap trong ngay.
c) Doi tuong Id dong nghiep:
- Cach chao: Xin chao hoac Chao Anh/Chi/Em (co the kem theo ten);
- Thai diem chao: Khi mai gap trong ngay.

d) Thu tu uu tien chao:
t r r

- Cap duai chao cap tren truac (cap tren chao lai kem theo loti cam on);
> 9 * ^ 9

- Dong nghiep chao nhau: Nguai it tuoi chao nguai nhieu tuoi truac (nguai 
nhieu tuoi chao lai kem theo lai cam on); Neu cung lua tu6i thi nguai nao My 
truac chu dong chao truac; Nguai duac chao cm chao lai kem theo lai cam on.

2. Cach thirc bat tay:
F

- Viec bat tay thubng dien ra sau hoac cung luc vai lai chao khi gap. Dung 
tay phai de bat tay (khong nen dung tay trai de bat tay, tru truong hap dac biet);

- Khi bat tay, mat can nhin thang vao nguai do, khong nhin di ch6 khac (tru 
truong hap dac biet da duac quy dinh hoac theo phong tuc tap quan); Khi can thiet 
phai the hien su ton trpng vai cap tren, nguai Ion tuoi co the hai cui thap d4u;

F r 9 9 9 ^

- Bat tay vai tu the binh dang, dung thang nguai (phu nu co the ngoi khi 
duac bat tay) the hien su than mat, doan ket, huu nghi va ton trpng lan nhau; Khi 
bat tay chi nen siet nhe tay, the hien su nong am, than thiet (co the kem theo lai 
chao hoi);

- Bat tay tung nguai theo thu tu den truac, den sau; nguai cao tuoi han, 
nguai co chuc vu cao han. Khi a vi tri xa hpi thap han thi can cha doi tuong chia 
tay truac roi mai bat tay (khong duac chu dong, von va chia tay truac);

Trong truong hop ngang hang nhau, thubng xu su theo each thuc sau: Nu 
giai duac chu dong dua tay bat vai nam giai; Nguai duac giai thieu chu dong 
chao va bat tay nguai khac; Khi don khach hoac khi chia tay khach thi chu nha chu 
dong dua tay bat truac de the hien su thinh tinh, men khach;

7



f \ f r

- Khong cui lung hay lay ca hai tay minh cam lay tay cua nguai doi dien khi
bat tay; Khong to thai do khum num, cong gap nguai qua do du ngudi do co quan *
trong den muc nao;

- Khong bat tay qua lau, lac manh tay, lac nhieu lan, lac lia lia (dac biet la 
voi phu nu); nhung cung khong buong long hoac tha long, bat tay bieu hien sir hoi 
hot, mien cuang, coi thubng doi tuang, buqc phai bat tay chu that ra khong thich; 
Khong bat tay kem theo cudi noi oang oang, huenh hoang, toe toet, gia ca hai tay;

- Khong dung tren cao chia tay bat tay ngudi dung dudi, tru trudng hop ca 
biet nhu: ngudi ngoi tren xe tien ngudi d dudi, ngudi trao thudng cho ngudi duqc 
thudng dung tren buc,...);

f r \

- BChong nen bat tay cheo nhau, bat tay qua dau, qua vai ngudi khac hoac
•> r

dung ca hai tay de bat tay hai ngudi cung mot luc.

3. Quy tac (nghi thuc) gidi thieu, hoi hop:
r

a) Quy tac giai thieu:
- Gidi thieu ngudi cd dia vi thap cho ngudi cd dia vi cao;
- Gidi thieu ten di cung vdi chuc vu, cong viec dang dam nhan;

t

- Gidi thieu ten ngudi trong Cong ty trudc vdi khach (hoac ngudi mdi den), 
uu tien gidi thieu theo chuc vu, tuoi tac tu cao den thap;

- Khi gidi thieu vdi doi tac can gidi thieu ngan gon ve ten, chuc danh (hoac 
cong viec dang dam nhiem), bp phan lam viec tai Cong ty, tranh rudm ra. Thai dp 
khi gidi thieu can lich su, khiem nhudng;

b) Quy tac ung xu trong hoi hop:
9

- Trong cupc hop, hpi nghi npi bp: Ngudi dupe giao phu trach cong tac to 
chuc cd nhiem vu gidi thieu thanh phan du hop, chuang trinh npi dung cupc hop, 
thdi gian du kien; Mdi ngudi chu tri cupc hop, hpi nghi dieu hanh theo chuang 
trinh;

Trong thdi gian dien ra cupc hop, hpi nghi can lang nghe y kien phat bieu, 
chi dao hoac tham luan, thao luan cua cac thanh vien dir hop. Thuc hien nhung 
quy tac ung xu trong phat bieu da dupe quy dinh;

- Trong cupc hop, hpi nghi cd cac thanh phan la dai bieu ngoai Cong ty, cd 
doi tac hoac khach cd lien quan dupe mdi tham du: Khi bat dau cupc hop, ngudi 
chu tri la lanh dao Cong ty thuc hien nghi thuc gidi thieu thanh phan dupe mdi 
trudc, thanh phan tham du cua Cong ty sau; Dieu hanh cupc hop, hpi nghi theo 
chuang trinh;

/
Trudng hop ngudi chu tri la dai dien ca quan cap tren, lanh dao Cong ty cd 

trach nhiem gidi thieu ngudi chu tri trudc, cac thanh phan tham du khac, chuang 
trinh, npi dung; Mdi ngudi chu tri dieu hanh cupc hop, hpi nghi theo chuang trinh;

- Su dung dien thoai di dong theo che dp hpi hop; han che noi chuyen dien 
thoai trong thdi gian du hop;

8



c) Quy tac ung xu trong cdc budi tiec, lien hoan, tiep khdch:
- Dir kien chuang trinh, muc do, hinh thuc, thai gian, dia diem, nguai chu 

tri, thanh phan, so luong nguai (khach) tham du, thuc don,... dam bao yeu cau 
than mat, tran trong, tiet kiem, tranh xa hoa, lang phi;

- Nguai duac mai tham du nen co mat dung gia, khong nen den muon hoac 
vang mat ma khong bao truac; Bo phan duac giao to chuc phai den truac va ve

9 7 9 ^ 7

muon han de kiem tra cong tac chuan bi, don va tien khach (ke ca trong truang 
hop khong co khach mai); Bo tri cho ngoi theo nguyen tac sau:

+ Cho ngoi trong buoi tiec phai tuang xung vai khach hoac cuang vi cong
9

tac, nguai Ian tuoi;
+ Xep vi tri ngoi doi dien hoac ben canh nhau theo cuang vi cong tac hoac 

theo tuoi tac de co the trao doi, man dam; Vi tri ben phai long trong han vi tri ben 
trai; Xep xen ke nam va nu; Neu nam va nu co cung cuang vi cong tac hoac ciing

9 /

dp tuoi thi uu tien cho nu; Neu chu nha va khach co cung cuang vi cong tac hoac 
cung do tuoi thi uu tien cho khach; Xep va, chong ngoi canh nhau; Cho ngoi cang 
gan chu tiec cang trong thi;

> 9 ev

+ Chu tiec nen ngoi a vi tri trung tarn quay ra cua de de quan sat;
r \

- Neu chua dat thuc dan truac thi nen danh quyen lira chon thuc dan cho 
khach. Can chu y nhung khac biet ve ton giao, phong tuc va sa thich km thuc cua 
khach trong lira chon thuc dan;

- Trang phuc: khi duac mai tham du tiec, nhat la khi co khach ngoai Cong 
ty, phai mac trang phuc lich sir, trang nha, tao su tu tin, thoai mai va phii hop vai 
tinh chat, muc dich cua buoi tiec;

- Khi ngoi vao ban an: co tu the dang hoang, tu nhien, khong de khuyu tay
9 ^ f /^i

len ban; Khong dung tay de cam, boc thuc an ma phai dung dua, muong, dao,...; 
Khong hup canh, nhai nhom nhoam, gam xuang, nhe xuang mot each thieu van 
hoa;

9 9

- Vira an co the vira trao doi, noi chuyen Hch sir vai nguai ben canh, nguai
doi dien, tuy nhien khong noi khi dang nhai; Co the noi chuyen vui ve, hoa nhap > ^ # % % * 
vao cac chu de mot each cai ma, than thien; Khong nen noi nhieu ve chinh tri, noi
nhung dieu co the tiet 16 bi mat cua Cong ty; Khong noi xau nguai khac;

- Khong ep nhau, ep khach uong nhieu bia, rupn, nhat la phu nu; ban than
r \ t 9

khong nen uong nhieu bia, ruon, tuyet doi khong de say bia, rugu, khong lam chu 
duac ban than;

- Khong tu y chup hinh, quay phim, trao doi hinh anh qua mang, thu dien;
/ / \ t t r

- Neu hut thuoc phai xin phep nguai ngoi canh, nhat la vai phu nu; Tot nhat 
la khong hut;

r r \

- Khi su dung tarn phai che mieng. Neu muon ra ngoai can lang le di, khong 
gay chu y cho nguai khac;

- Chu tiec khong nen an xong truac khach; Khong ve truac khach khi khong
can thiet.

9



4. Quy tac (nghi thirc) ngoi tren xe:
a) Vi tri ngoi:
Vi tri quan trong thu nhat a hang ghe thu hai phia tay phai cua lai xe, vi tri 

quan trong thu hai a phia tay trai cua vi tri thu nhat.
f \

b) Quy dink cho ngoi:
- Nguai co chuc vu cao nhat ngoi a vi tri quan trong thu nhat;
- Truong hop co lanh dao ciia hai don vi di cung xe: Lanh dao ben chu nha 

ngoi o vi tri quan trong thu hai; Lanh dao don vi ban (khach) ngoi o vi tri quan 
trong thu nhat;

- Trong truong hop dac biet: Nguai co chuc vu cao nhat tu lua chon vi tri 
ng6i; tiep do la nguai quan trong thu hai; co the xep ba nguai ngoi ghe sau nhung 
nguai ngoi giua la nguai co chuc vu thap han so vai hai nguai ngoi ben canh;

- Ghe phu hang tren, ben canh lai xe: dkih cho can bo thap tung (hoac lam 
To chuc, Hanh chinh), Thu ky, trg ly (neu co) hoac danh cho nguai cao tuoi nhat;

- Trong truong hop di xe taxi: Nguai mai (hoac nguai don) ngoi ghe hang 
tren ben canh lai xe de tra tien; Lanh dao doan khach ngoi a vi tri quan trong thu 
nhat;

- Can bo, nhan vien hoac lai xe di cung co nhiem vu md cua xe khi lanh dao 
bade len va bude xuong xe;

- Lanh dao co vg (hoac chdng) di cung thi vg (hoac chdng) ngoi d vi tri do 
lanh dao yeu cau; Khi dung xe, can bo, nhan vien di cung hoac lai xe xuong truac 
md cua xe cho vg (hoac chdng) xuong trude, sau do can bo lanh dao bude xuong 
sau.

5. Van hoa noi chuyen:
Van hoa ndi chuyen hay con goi la nghe thuat giao tiep bang Idi noi, la mot ' *> * ^ # # 

phan quan trpng the hien trinh do, dao due, net van hoa ung xu cua mdi ngudi
trong xa hoi. Van hoa noi chuyen co the xay ra trong giao tiep true tiep hoac giao
tiep gian tiep (qua dien thoai). Trong bat ky truong hgp nao (du gian tiep hay true
tiep) khi giao tiep bang Idi ndi can chu y:

a) Van hoa noi chuyen true tiep:
\ r ** o \

- Dien dat bang nhung cau, tir ngan gpn, de hieu va truyen cam;
- Su dimg nhung tu ngu dan gian, ro rang va chinh xac, khdng dung nhung

f f

tu ngu trim tugng hoac qua chuyen mdn, nhat la ddi vdi nhung ngudi cd trinh do 
hgc van thap hoac ngoai ITnh vuc edng tac cua minh;

- Ndi vua du nghe, khdng nen lap lai cac su viec cung mot giong dieu, 
khdng nen ndi khi dang an hoac nhai keo cao su hoac dang hut thude (nhat la dang 
ndi chuyen vdi phu nu);

- Khdng vua noi vira cudi Ion tieng hoac vua ndi vua qua tay de dien dat Idi 
ndi cua minh mot each qua trdn;

/ '7

- Tuyet ddi khdng dugc nhai tieng dia phuang de ndi;
> 7 7 f

- Trong moi truong hgp can ndi “Tdi” de the hien y kien cua minh.
10
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b) Van hoa noi chuyen gidn tiep (giao tiep qua dien thoqi):
Giao tiep qua dien thoai la dac thu trong van hoa noi chuyen boi vi co the 

hai ben khong he biet nhau. Vi vay ve co ban van thuc hien nhung quy tac nhir
r r \ \ r

dang giao tiep true tiep, dong thai can chu y thuc hien nhung quy tac sau:
- Khi goi:

+ Chuan bi truoc noi dung can trao doi;
+ Khi co nguoi cam may: phai co loi chao, xung ten, chuc danh, bp phan 

lam viec va de nghi cho gap nguoi can gap;
* 9*

+ Trao doi qua dien thoai noi dung ngan gpn, r5 rang, cu the. Tac phong
r

noi chuyen tu ton, lich su, am lupng vua du nghe;
+ Ket thuc cupc noi chuyen can co loi cam on; loi chao.

- Khi nghe:
+ Phai co loi chao, xung ten, chuc danh, bp phan lam viec cua minh va 

lich su hoi de biet minh dang tiep chuyen voi ai? (tru truong hop tren dien thoai di 
dong da hien ten nguoi gpi den); Neu khong phai can gap minh thi hoi: 
uAnh/Chi...Cdn gap ai? Voi noi dung gi?” hoac co the hoi “Toi co the giup dupe 
gl cho Anh/Chi,

r f \ 9

+ Neu nguoi gpi den can gap dich danh minh thi trao doi, tra loi ro rang,
9 ^

cu the tung npi dung theo yeu cau cua nguoi gpi va trong pham vi chuc trach, > /
nhiem vu, quyen han dupe giao; Tac phong noi chuyen tu ton, lich su, am lupng 
vua du nghe;

%
+ Truong hop nguoi gpi can gap nguoi khac hoac npi dung khong thupc

' 9

pham vi chuc trach, nhiem vu, quyen han dupe giao cua minh thi chuyen dien 
thoai hoac huong dan nguoi gpi lien he den dung nguoi, dia chi can gap hoac 
nguoi co tham quyen de giai quyet;

+ Ket thuc cupc noi chuyen can co loi cam on; loi chao.

6. Van hoa irng xir voi khach hang hoac doi tac:
r 9

Khach hang, khach (trong va ngoai tinh) den lien he cong tac hoac doi tac 
den Cong ty sau day dupe gpi chung la khach. Uhg xu voi khach phai:

r >

- Giu gin chu “Tin” va dam bao su chuyen nghiep la nguyen tac dau tien
r

trong mpi giao tiep voi khach;
9

- Chao hoi khach truoc (nhu diem 1.1. Cach chao hoi neu tren) va chu dong 
giup do neu thay khach co bieu hien can giup do (ke ca khach den khong phai de 
gap minh);

- Tac phong nhanh nhen, dung gib hen giao dich hoac lam viec voi khach;
- Giao tiep voi thai dp an can, gan gui, bi6u hien su than thien, hop tac;
- Ton trong khach; Nhanh chbng giai quyet thac mac, than phien cua khach 

(nhat la dai ly, nguoi trung thubng) nham phuc vu mot each huu hieu nhat;
- Giao luu cbi mb voi khach trong pham vi quyen han, sin sang chap nhan

> / or

nhung de nghi va nhung y kien hop ly cua khach de cai tien phuong thuc lam viec 
khoa hoc, hieu qua va ung xu van hoa hon;

11
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- Biet lang nghe, co gang hieu dirge khach hang de co the dua ra nhung each 
dien dat phu hap vai kha nang hieu biet, phu hap vai pham vi chuc trach, nhiem 
vu, quyen han dugc giao ciia minh va kha nang chu y cua khach de buoi giao tiep

r r^

thanh cong tot dep nhat;
r f '

- Trong giao tiep vai khach phai bao dam thai do ton trong cap tren va dong
try '

nghiep; Trong tnrcmg hop cung cap tren tiep khach can thuc hien dung Quy tac 
irng xu da dugc quy dinh;

Nghiem cam noi xau hoac a dua noi xau Cong ty, cap tren va dong nghiep. 
Khi can thiet phai giai thich hoac the hien ro thai do phan bac lai nhung thai do, loi 
noi thieu ton trong, boi xau uy tin Cong ty, cap tren va dong nghiep cua khach;

- Thuc hien dung nhung cam ket voi khach, nhat la voi dai ly, ngudi trung
thudng nham bao ve uy tin cua Cong ty; Khi can thiet giai thich thac mac cua
khach hang phai tu t6n, can ke, ro rang cac noi dung lien quan theo quy dinh
chung cua Cong ty hoac cua Nha nuoc trong pham vi trach nhiem dugc giao.

/ > '
Nhung van de khong phai hoac vugt qua quyen han, chuc trach, nhiem vu 

cua minh thi gioi thieu ngudi co tham quyen giai quyet hoac can ghi nhan, bao cao 
kip thdi len cap tren true tiep va giai thich voi khach hang sau. Nghiem cam mpi 
trudng hgp giai quyet vugt qua tham quyen, pham vi chuc trach, nhiem vu dugc 
giao, giai thich sai hoac hua hen giai quyet khong co can cu gay trd ngai cho cong 
viec chung, gay mat long tin cua khach voi Cong ty.

7. Van hoa su* dung danh thiep:
r

a) Su dung danh thiep:
r f t ?

- Danh thiep phai in theo mau thong nhat cua Cong ty (ke ca cua Cong ty 
hoac ca nhan dugc Cong ty cho phep su dung danh thiep trong giao dich), co day 
du cac thong tin can thiet ve Cong ty va ca nhan su dung.

r \ y f

- Danh thiep dugc trao cho khach khi mdi gap lan dau, khi den du hgp hoac
7 r

cac buoi tiep khach, lam viec cua Cong ty;
r 7 a

- Khong dung danh thiep da cu, nhau nat, gay goc, ban hoac co cac thong tin 
da cu, khong con phu hop trong giao dich;

r * f \ of

- Danh thiep co the gui kem theo qua tang, do luu niem, co the dung de 
tham hoi, cam on hoac cac giao dich can thiet khac.

b) Cdch trao danh thiep:
r *

- Trudc khi trao danh thiep, ngudi tu gidi thieu se dua danh thiep trude. Mat 
tnrdc cua danh thiep hudng len tren, hudng dat danh thiep de phan ten Cong ty 
(hoac ten ca nhan) thuan theo hudng nhin cua ngudi nhan, giup ho de dang doc 
dugc ten ghi tren danh thiep ngay. Ngudi dugc gidi thieu dua danh thiep cua minh 
sau khi da nhan danh danh thiep cua ngudi tu gidi thieu (neu co);

r r \

- Dung len khi dua danh thiep. Dua danh thiep bang tay trai va nhan lai 
danh thiep bang tay phai; Neu ngudi doi dien dua danh thiep trudc, ngudi nhan 
danh thiep nen gat dau nhe khi nhan danh thiep;

- Giu khoang each 1 canh tay de nhan danh thiep; Nhin va xac nhan lai 
nhung thong tin tren danh thiep; Nen hoi nhe nhang cac thong tin chua ro tren 
danh thiep;

12
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- Khi trao doi danh thiep vai nhieu nguai, hay bat dau trao danh thiep vai
r \ r /

nguai co vi tri cao nhat hoac vai nguai gan nhat; Khi trao doi danh thiep tu hai 
nhom tra len, hay bat dau tu nguai dung dau cua moi nhom;

r f f

- Sap xep lai danh thiep sau khi nhan, ghi nha nhung thong tin tren danh 
thiep cua nguai da gap.

III. Danh gia ket qua thirc hien, khen thinWig, ky luat:
1. Dinh ky 06 thang, cuoi nam Giam doc Cong ty chi dao to chuc danh gia

r r \

ket qua thuc hien nhung npi dung tai Bo Quy tac nay long ghep vai npi dung danh 
gia, kiem diem chat luong cong tac cuoi nam cua cac ca nhan va tap the thuoc 
Cong ty. Bao cao ket qua cho Chu tich Cong ty biet;

2. Ca nhan, tap the thuc hien tot nhung npi dung tai Bp Quy tac ung xu nay 
se dupe bieu duang khen thuang kip thdi;

3. Ca nhan, tap the khong thuc hien hoac thuc hien khong nghiem, co hanh 
vi vi pham hoac bao che vi pham cua nguai khac thi tuy theo muc dp se bi xu ly 

ky luat theo quy dinh hien hanh.

IV. Hieu lire thi hanh
r t

1. Bp Quy tac ung xu nay co hieu lire thi hanh ke tu ngay ky. Nhung npi 
dung khong quy dinh tai Quy che nay dupe thuc hien theo quy dinh cua phap luat 
hien hanh va cac quy che, quy dinh khac cua Cong ty.

r

2. Qua trinh thuc hien, Ngudi quan ly, Ngudi lao dong Cong ty neu co 
vudng mic, kip thdi phan anh ve phdng To chuc - Lao dong de tong hop, bao cao 
Giam doc trinh Chu tich Cong ty xem xet, sua doi bo sung./.X-^

CHU TICH

'/ <*/' cfl,,GTY \<*\\ 

^%\NINHTHUANy#/

guyen Khoa Hao
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