TONG CTY BDATHH MIEN BAC CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY TNHH MOT THANH VIEN Déc 1ap — Tu do — Hanh phiic
HOA TIEU HANG HAI KHU VUC VI

) Vinh, ngay 24 thang 11 nam 2017
So: 389/Qb-CTHTHHKYV VI

QUYET PINH
Ban hanh Quy che van ho4, &rng xir cong sé&
tai Cong ty TNHH MTYV Hoa tiéu hang hai khu vuc VI

GIAM POC ‘ 9
CONG TY TNHH MTV HOA TIEU HANG HAI KHU VUC VI

Cin ctr Quyét dinh s6 129/2007/QD-TTg ngay 02/8/2007 ctia Thii teéng Chinh
phu Ban hanh Quy ché van hoé cong s& tai cdc co quan hanh chinh nha nuéc;

Cin ctr Quyét dinh s6 1990/QD-BGTVT ngay 03/6/2015 cia Bo truéng Bo
Giao thong van tai vé viéc ban hanh Quy ché dan chu, quy tac ing xtr ciia can bo,
cong chuc Co quan B Giao thong vén tai;

Cin ctr Quyét dinh s6 1549/Qb-BGTVT ngay 02/6/2008 vé viéc thanh lap
Cong ty Hoa ti€éu khu vuc VI; Quyet dinh sb 1780/QD-BGTVT ngay 25/6/2010 cua
Bo truong Bo Giao thong van tai vé viéc chuyén Cong ty hoa tiéu khu vuc VI thanh
Cong ty trach nhiém hiru han mot thanh vién Hoa tiéu hang hai khu vuc VI; Quyét
dinh s6 2400/QD-BGTVT ngay 24/10/2011 cua B truong Bo Giao thong van tai
chuyen doanh nghiép vé 1am don vi thanh vién Tong cong ty Bao dam an toan hang
hai mién Bic;

Cin ctr Diéu 18 t6 chirc va hoat dong cua Cong ty TNHH MTV Hoa tiéu hang
hai khu vuc VI dugc ban hanh kém theo Quyet dinh s6 425/Qb-TCTBPATHHMB
ngay 19/7/2016 cua Hoi ddng thanh vién Tong cong ty Bao dam an toan hang hai
mién Bic;

Theo dé nghi ctia Trudong phong T6 chirc - Hanh chinh,
QUYET PINH:

Pi¢u 1. Ban hanh kém theo quyét dinh nay "Quy ché vin ho4, ing xir cong
s6” tai Cong ty TNHH MTV Hoa ti€u hang hai khu vuc VI.

Diéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngdy ky va thay thé Quyét
dinh s6 133/QD-CTHTHHKYV VI ngay 10/8/2011.

Piéu 3. Trudng cac phong, Van phong dai dién, Tram hoa ti€u thugc Cong ty
TNHH MTV Hoa tiéu hang hai khu vyc VI va cac ca nhan co lién quan chiu trach
nhiém thi hanh Quyét dinh nay./.
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TONG CTY BDATHH MIEN BAC CONG HOA XA HOQI CHU NGHIA VIET NAM
CONG TY TNHH MOT THANH VIEN Déc 14p - Tu do - Hanh phic
HOA TIEU HANG HAI KHU VUC VI

QUY CHE VAN HOA, UNG XU
TAI CONG TY TNHH MTV HOA TIEU HANG HAI KHU VUC VI
(Ban hanh kém theo Quyét dinh so: 389/0D-CTHTHHKVVI ngay 24/11/2017
cua Cong ty TNHH MTV Hoa tiéu hang hai khu vuc VI)

N Chuong I
NHUNG QUI PINH CHUNG

Pi¢u 1. Pham vi diéu chinh va déi twong ap dung

1. Quy ché nay quy dinh nhitng chuidn muc vin hod, trang phuc, giao tiép va
ung xtr, bai tri tai Cong ty TNHH MTV Hoa tiéu hang hai khu vuc VI (goi tat la Cong
ty).

2. Cén bo, cong nhan vién, nguoi lao dong trong Cong ty va cac ca nhan co lién
hé cong tac vai Cong ty.

Piéu 2. Nguyén tic thwe hién vin hoa cong sé

1. Phu hop voi truyén théng, ban sic van hoa dan toc va diéu kién kinh té - x
hoi.

2. Phu hop véi cac quy dinh ctia phap luat va cac ndi quy, quy ché ciia Cong ty.

3. Phu hop véi chién lugc phat trién Cong ty va dinh hudng xay dung, dio tao,
boi dudng doi ngili can bg, cong nhan vién, nguodi lao dong.

Piéu 3. Muc dich

1. Nang cao ¥ thure to chuc ky luat, bao dam tinh trang nghiém va hiéu qua hoat
dong san xuat kinh doanh ctia Cong ty.

2. Xay dung phong cach tng xir chuan muc clia can b, cong nhan vién, ngudi
lao dong trong thyc hién nhiém vy, huong toi muc tiéu xay dung doi nga can b, cong
nhan vién, nguoi lao dong c6 pham chat dao dirc tot, hoan thanh xuat sic nhiém vu
duoc giao.

3. La mot trong cac cin ct dé danh gia, xép loai can bd, cong nhan vién, nguoi
lao dong hang nam; thyc hién khen thudng hodc xu ly trach nhi¢ém khi can bo, cong
nhan vién, nguoi lao dong thuc hi¢n tdt hodc vi pham cac chuin myc X sy trong thuc
hién nhi¢m vu va trong quan h¢ xa hoi.

Dieu 4. Cac hanh vi bi cam

1. Hut thube 14 trong Cong ty, Van phong dai dién, Tram hoa tiéu khong dung
noi quy dinh.



2. St dung dd uéng ¢ con tai Cong ty, Van phong dai di¢n, Tram hoa tiéu, trir
truong hop dugce sy dong y cua lanh dao co quan vao cac dip lién hoan, 1€ tét, ti€p
khéach ngoai giao.

3. Tu tap dong ngudi dé tan chuyén, an, udng, gy mat trat tu trong gid lam
viéc; choi dién tir va céc thiét bi giai tri ¢4 nhan trong gio lam viéc.
4. Choi bai, danh bac dudi moi hinh thirc.

5. Panh nhau, gy réi trat tu, an ninh trong khuén vién Céng ty, Van phong dai
dién va Tram hoa tiéu.

6. Cac hanh vi bi cdm khac theo quy dinh cua phap luit.

Chuong II )
] ~ TRANG PHUC, GIAO TIEP VA UNG XU
CUA CAN BQ, CONG NHAN VIEN VA NGUOI LAO PONG

Muc 1
TRANG PHUC

Diéu 5. Trang phuc

1. Hoa tiéu hang hai va tap sy hoa tiéu hang hai khi dan tau phai mic trang phu,
mang phu hiu, cap hiéu va bién tén theo ding quy dinh tai Chuong II Quy dinh ban
hanh kém theo Quyét dinh s6 943/QD-CHHVN ngay 15/12/2008 cia Cuc Hang hai
Viét Nam.

2. Can bg cong nhan vién trong Cong ty mdc trang phuc vao thir 2 va thir 6 hang
tuan. Cac ngay con lai, nam mic 40 so mi, quan au; nit mic 40 so mi, quan 4u hoic
vay gon gang, lich sy mang giay hoac dép c6 quai hiu.

3. Thuyén vién tau dua don hoa tiéu mac trang phuc khi cdc doan khach cua
Cong ty.

Piéu 6. Lé phuc

1. L& phuc 1a trang phuc can bd, cong nhan vién, ngudi lao dong mic vao ngay
1€ va ngay hoi truyén thong.

2. Lé phuc cua nam la comple, 40 so mi, cravat. Riéng hoa ti€u hang hai con
thém galon va mi.

3. L& phuc cuia nit 13 40 dai truyén thong hodc bd comple nit.
Diéu 7. Thé can b{, cong nhin vién, nguoi lao dong

1. Can b0, cong nhan vién, nguoi lao dong phai deo thé khi thyc hién nhiém vy
trong gio lam viéc.



2. Thé lam viéc phai c6 tén Cong ty, anh, ho va té€n, chirc danh, s6 hiéu cua can
b0, cong nhan vién, nguoi lao dong.

Mye2
GIAO TIEP VA UNG XU

Piéu 8. Trong giao tiép hanh chinh

1. Can b, cong nhan vién, nguoi lao dong khi lam viéc tai Cong ty thyc hién
quy dinh vé& van minh cong so, co dao duc, 16i séng van hoa, chudn muc, giit uy tin,
danh du cho Céng ty, lanh dao va déng nghiép.

2. Khi giao tiép v6i can bo lanh dao, cong nhan vién, ngudi lao dong phai thé
hién sy ton trong, ding muc.

3. Trong giao tiép va tmg xir v6i dong nghiép, can bo, cong nhan vién, ngudi
lao dong phai c6 thai do lich su, hoa nha, than thién; léng nghe y kién, cong béng,
khach quan khi nhan xét, danh gia; phai thé hién su doan két, sin sang chia sé khi gap
kho khian, phbi hop dé giai quyét cong viéc nhanh chong, hiéu qua.

4. Khi giao dich tryc tiép hodc bang vin ban hanh chinh hodc qua céc phuong
tién thong tin (thu tin, mang internet ...) phai dam bao thong tin trao doi trén co sO
phap luat, ding ndi dung cong viéc can hu:0’ng dan, tra 10i.

5. Trong giao tlep va ung xu voi khach hang, can b9, cong nhan vién, nguoi lao
dong phai nha nhan, lang nghe y kién, giai thich, hudng dan rd rang, cu thé vé cac quy
dinh lién quan dén giai quyét cong viéc, phai c6 thai do lich sy, ton trong, hoa nha,
van minh, bao vé dugc thuong hiéu Cong ty, lam hai long khach hang va phai duoc
chuan bi chu déo trong giao tiép

6. C~ém b0, cong nhan Vién, nguoi lao dong khong duoc céd thai d§ hach dich,
nhiing nhiéu, gay kho khan, phién ha khi thuc hién nhiém vu.

Picu 9. Trong hdi hop va giao tiép qua dién thoai

1. Can by, cong nhén vién, nguoi lao dong tham dy hop phai nghién ctru ky tai
liéu hop da nhan duogc, phai dén trudc t6i thiéu 05 phut trude khi bat dau cudc hop.

2. Trong cac cudc hop, hoi nghi, can bd, cong nhan vién, nguoi lao dong phai tat
may di¢én thoai di dong hoac dé may ¢ ché do rung, khi can thi€t ndi chuyén di¢n thoai
phai ra ngoai phong hop, &m lugng nho, khong anh huong dén cude hop.

3. Khi giao tiép qua dién thoai giai quyét cong viéc, can bo, cong nhan vién,
nguoi lao dong phai xung ho tén, Cong ty, don vi noi cong tac; trao d6i ngan gon va
nhé nhan, dam bao thong tin trao d6i tap trung vao nodi dung cong viéc ma don vi, t6
chire, ¢4 nhan can trao doi, huéng dan, tra 1i; khong ngat dién thoai dot ngot.

. ) Chwong 111 .
BAI TRi CONG SO, PHONG LAM VIEC



VA CONG TAC PAM BAO AN TOAN, VE SINH CONG TY

Muc 1
BAI TRI CONG SO
Picu 10. Treo Qudc ky
1. Quéc ky duoc treo noi trang trong trudc cong sé va trén tién sanh cua cac toa

nha chinh. Qudc ky phai ding tiéu chuan vé kich thudc, mau sic da dugc Hién phap
quy dinh va phai dugc thuong xuyén thay maéi khi cii, rach.

2. Viée treo Quéc ky trong cac budi 1& va 18 tang tudn theo quy dinh vé nghi 18
nha nudc.

3. Nhitng ngay L&, Tét, ngay thanh 1ap Céng ty:

a) Quéc ky duge treo trang trong & cOt gitta phan cao nhét cua ban cong mai
phia trudce try s¢ Cong ty.

b) Co nganh hang hai va co hoa ti€u dugc treo tai tru s¢ Cong ty, Van phong dai
dién, Tram hoa tiéu va cac tau dua don hoa tiéu.

Pi¢u 11. Treo anh hoic dit twong Chi tich Ho Chi Minh

Treo anh hoac dat tuwong chu tich H6 Chi Minh & hoi truong, phong tiép khach
phai thé hién trang trong, phu hgp, ding quy dinh.

Piéu 12. Treo khau hi¢u, biang ron, thong tin tuyén truyén chio mirng cac
ngay le, cac hoi nghi

1. Hang ndm, thyc hién treo co phudn, bang ron, khau hiéu tai vi tri dd duoc 4n
dinh trong cac dip le, tét, cac ngay ki ni¢ém theo quy dinh.

2. Noi dung khau hiéu, bing ron phai c6 ndi dung tuyén truyén, gido duc phuc
vu tot cho viéc thuc hién nhi¢m vu chinh tri cua Cong ty.

3. Khau hiéu, bang ron phai ¢6 hinh thirc my quan, gop phan tao canh quan méi
truong san xuat kinh doanh ctia Cong ty.

Pi¢u 13. Bién tén Cong ty, Vin phong dai dién, Tram hoa ti¢u

Bién tén Cong ty, Van phong dai dién, Tram hoa ti€éu duoc bd tri tai khu vue
céng chinh thé hién rd tén, dia chi, s6 dién thoai béng tiéng Viét va tiéng Anh; kich c&
va thé thic bién tén duge thuc hién theo huéng dan bién tén co quan hanh chinh nha
nudc.
Muc 2
BAI TRi PHONG LAM VIEC

Diéu 14. Bién tén phong lam viéc

1. Bién phong lam viéc dugc dét tai ctra chinh ra vao ctia phong lam viéc.



2. Phong lam viéc cua cac dong chi lanh dao Cong ty phai ghi rd ho tén, chirc
danh, chtrc vu, dugc dat tai ctra chinh ra vao cia phong lam viéc.

Picu 15. Bai tri phong lam viéc

1. Céc trang thiét bi, ban 1am viéc, mdy vi tinh, ta hd so luu trit, tai liéu tham
khdo... cua ting phong lam viéc trong Cong ty phai dugc bo tri mot cach khoa hoc,
gon gang, ngan nap.

2. Céan bg, cong nhan vién va nguoi lao dong trong tirng phong, don vi ¢6 trach
nhiém to6 chuc, sap x€p tai liéu ho so dam bao tinh khoa hoc va an toan.

Muc 3
CONG TAC PAM BAO VE SINH, AN TOAN CONG TY

Diéu 16. Cong tac dam bio vé sinh, an toan Cong ty

1. Phong T6 chirc - Hanh chinh, Vin phong dai dién va Tram hoa tiéu phan
cong bao v¢ truc bao vé 24/24 gid, dam bao an toan tuyét doi.

2. Lanh dao cac phong, Van phong dai dién va Tram hoa ti€u c6 trach nhiém
nhac nhd, kiém tra, don doc viéc quan ly, sit dung céc thiét bi dung chung va chap
hanh nghi€ém chinh c4c quy dinh, cac bi¢n phép phong chdy, chita chdy.

3. Nhén vién hanh chinh, bdo v¢ dugc phan cong phu trach quéan ly céc thiét bi
dién, nudc phai thuong xuyén xem xét, kiém tra va bo tri thoi gian gidir quyét cong
viéc stra chira dién, nudc.

4. Nhan vién dugc phan cong lam tap vu c6 trach nhiém quét don v¢ sinh phong
lanh dao, phong hop, phong hdi thdo, khudén vién trong va ngoai try s¢ Cong ty, Van
phong dai dién va Tram hoa ti€u.

5. Can bg, cong nhan vién va nguoi lao dong & khu luu trd phong nghi cua
Cong ty, Van phong dai dién va Tram hoa ti€u phai c6 trach nhiém gilt vé sinh moi
truong sach dep, dam bao khong lam anh hudéng dén moi truong lam viée.

Pi¢u 17. Khu vue dé phwong tién giao thong

Cong ty bd tri bao vé, huéng dan khu vuc dé phuong tién giao thong cua can
bg, cong nhan vién, nguodi lao dong va cua nguoi dén giao dich, lam viéc. Khong thu
phi gui phuong tié€n giao thong cua nguoi dén giao dich, lam viéc tai Cong ty.

_ ChuonglV
TO CHUC THUC HIEN

Piéu 18. Trach nhiém thye hién



1. Trudng cac phong, Van phong dai dién, Tram hoa ti€u c6 trdch nhiém tuyén
truyén, pho bién sau rong, quan triét, trién khai thuc hién nghiém Quy ché nay dén céc
can bg, cong nhan vién, ngudi lao dong thudc quyén quan 1y.

2. Trudéng cac phong, Van phong dai dién, Tram hoa tiéu thuong xuyén kiém tra,
giam sat viéc thuc hién Quy ché nay dé danh gia can b, cong nhan vién, nguoi lao
dong hang nam trong vi¢c xét thi dua khen thudng.

3. Trong qua trinh trién khai thuc hién, néu c6 van dé vuong méc hodc phat sinh,
cac don vi phan anh vé Phong T6 chic - Hanh chinh dé tong hop bio cdo Gidm doc
xem xeét stra 401, bé sung cho phu hop./.
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