
VV BAN NHAN DAN
XA HOANG DUC

CQNG HOA xA HQI CHiT GHiA VIET NAM
DQc I~p - TI! do - H~nh phuc

S6: OUQD-UBND Holing Due, ngaY03thang 01 nam 2020

QUYETDJNH
Ban hanh Quy ch~ ti~p nh~n, xir Iy, phat hanh, quan Iy va hru trfr van ban di~n
tir qua h~ th6ng phftn mem quan Iy van ban va h8 SO' cong vi~c trong CO' quan
. UBND xii Ho~ng Duc

uv BAN NHAN DAN XA HoANG DUC
Can cir Luat T6 chirc chinh quyen dia phuong ngay 19/6/2015;
Can cir Lua; Giao dich dien tu ngay 2911112005;
Can cir Luat Cong nghe thong tin ngay 29/6/2006:
Can cir Luat Liru tnr ngay 11/11/2011;
Can cir Nghi dinh s6 64/2007 IND-CP ngay 10/4/2007 cua Chinh phu v~ irng

dung cong nghe thong tin trong hoat dong cua co quan Nha mroc; / ,.
Can cir Nghi dinh s6 0112013IND-CP ngay 03/0112013 cua Chinh phu quy din ~~

chi ti€t mot s6 dieu cua Luat Liru tm; , Cjft.{fJ·
Can cir Nghi dinh s6 130/2018IND-CP ngay 27/9/2018 cua Chinh phu quy d!~,; i.,:;.,":

chi tiet thi hanh Luat giao, dich dien ill v~ chi! ky s6 va dich vu chi! ky s6; \~i',:,~
Ca!1 err Quyet dinh so 28/2018/QD-TTg ngay 12/7/2018 cua Th~ nrong Chinh~

phu ve viec giri, nhan van ban dien nr gitra cac co quan trong h~ thong hanh chinh
nha nuoc;

. Can cir Thong tu s6 4112017/TT-BTTTT ngay 12/7/2017 cua B9 tnrong B9
Thong tin va Truyen thong quy dinh sir dung chfr ky s6 cho van ban trong co quan
nha mroc;

Can cir Thong tu s6 01/2019/TT-BNV ngay 24/01/2019 cua B9 N9i vu quy dinh
quy trinh trao d6i, hru trfr, xu Iy tai lieu dien nr trong cong tac van thu, cac chirc
nang co ban cua H~ thong quan ly tai lieu dien nr trong qua trinh xu Iy cong viec cua
cac co quan, t6 chuc;

Can cir Thong nr s6 02/2019/TT-BNV ngay 24/0112019 cua B9 N9i vu Quy dinh
tieu chuan du lieu thong tin dau vao va yeu cau bao quan tai lieu hru tnr dien nr;

Can cir Quyet dinh s6 55311QD-UBND ngay 13/9/2019 cua uy ban nhan dan
huyen Hoang H6a ban hanh Quy che tiep nhan, xu ly, phat hanh, quan ly va hru tnr
van ban dien nr qua h~ thong phan mern quan Iy van ban va h6 so cong viec trong
cac co quan nha nuoc tren dia ban huyen Ho~ng H6a;

Xet de nghi cua CCVP- TK xa, ~

QUYET DINH:
Di~u 1. Ban hanh kern theo Quyet dinh nay "Quy che tiep nhan, xu ly, phat hanh.

quan ly va hru tnr van ban dien nr qua he thong phan mem quan ly van ban va h6 so
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coria viec trong co quan UBND xa Hoang Dire".
Di~u i.Quy~t dinh nay co hieu lire thi hanh k~ nr ngay k) .
Di~u 3. CC VP-TK UBND xa, can bo, cong chirc trong co quan UBND xa chiu

trach nhiern thi hanh Quyet dinh nay.'.

NO'i nhq.n:
-Nhir Di~u3QD(t/h);
- UBND huyen;
-TTDU, TTHDND xii;
-MTTQ, Truong DT xa;
- CB, CC xa;
-Luu: VT.
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UY BAN NHAN DAN
xA HOANG DUC

C<)NG HOA xA H<)I CHU GHiA VI~T NAM
DQcI~p - TI}'do - Hanh hue

QUYCHE
Ti~p nh~n, xu Iy, phat hanh, quan Iy va hru trfr van ban di~n tu qua he thBng

phin m~m quan Iy van ban va hi> SO' cong vi~c trong CO' quan
UBND X3 Hoang Due

(Ban hanh kern theo Quyet dinh s6 o1IQD-VBND ngay 0310112020 cua VBND xd Holing Dtrc )

Chtrong I
QUY DINH CHUNG

Di~u 1. Pham vi di~u chinh .
1.Quy che nay quy dinh v~ viec tiep nhan, xu ly, phat hanh, quan ly va hru tm

van ban dien nr trong co quan VBND xa Ho~ng Dire thong qua k~t n6i, lien thong h~
thong phan mem quan ly van ban va h6 so cong viec.

2.Quy che nay khong ap dung d6i voi viec tiep nhan, xu ly, phat hanh, quan ly va
hru tnr van ban di~n tu co noi dung thuoc bi mat nha ruroc theo quy dinh cua phap
luat.

.Di~u 2. DBi tU'Q'Dgap dl}ng
Quy ch~ nay duoc ap dung d6i voi co quan VBND xa, bao gom: cac can b9, cong

chirc trong co quan VBND xa lien quan d~n viec ti~p nhan, xu ly, phat hanh va quan
ly van, ban dien nr. , ,

Dieu 3. Nguyen tac tiep nhan, xu Iy, phat hanh van ban di~n tu.
l.Vi~c ti~p nhan, xu ly, phat hanh va quan ly van ban dien nr phai thuc hien theo

nguyen t~c quy dinh cua phap Iu?t v~ bao v~ bi mat nha rnroc, an ninh, an toan thong
tin va van thir, hru tnr.

2.T~t ca van ban dien tu thuoc tham quyen ban hanh va giai quyet cua VBND xa
duoc phat hanh, tiep nhan, xu ly tren h~ thong ph§n mem quan ly van ban va h6 so
cong viec, tnr cac twang hop quy dinh tai khoan 1, Dieu 5 cua Quy che nay.

3.Cac co quan trong h~ thong hanh chinh nha mroc khong phat hanh van ban
giay d~n Ben nhan khi da grri van ban dien tir, tnr cac twang hop quy dinh tai khoan
2, £)i~u 5 cua Quy che nay.

-l.Ben nhan co quyen ~irchoi nhan van ban dien nr, neu van ban dien tir ~o khong
du nguyen tac, yeu cau ve phat hanh, tiep nhan va phai chiu trach nhiem ve viec tir
choi do, d6ng thai Ben nhan phan h6i cho Ben giri duoc bi~t thong qua h~ thong
ph§n Q1~mquan ly van, ban va h6 so cong viec.

Dieu 4. Yeu diu tiep nh~n, phat hanh va quan Iy van ban di~n tu
l.Van ban dien tu phai duoc dam bao tinh xac thuc v~ nguon g6c, SIJ toan ven,

an toan thong tin, dfr lieu trong qua trinh phat hanh, ti~p nhan, xu ly va luu tnr.
2.Van ban dien ill phai duoc phat hanh ngay trong ngay van ban do diroc ky ban

hanh, cham nhat la trong bu6i sang cua ngay lam viec ti~p theo. Van ban dien nr den
sau khi duoc tiep nhan, neu bao dam gia tri phap ly phai duoc XlI ly kip thai, khong
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phai cho van ban gi:1y(neu co).
Truong hop van ban dien tu thuoc 10C;likhan phai duoc d~t ch~ dQ iru tien, ghi ra

rmrc dQ khan, giri ngay sau khi da ky s6 va phai duoc trinh, chuyen giao xu Iy ngay
sau khi tiep nhan.

3.Van ban dien nr duoc phat hanh, tiep nhan tren h~ thong phan mem quan Iy van
ban va h6 sa cong viec phai th~ hien dfty du cac thong tin theo quy dinh tai £)i~u 10
Quyet dinh s6 28/2018/QD-TTg ngay 12/7/2018 cua Thu tuong Chinh phu v~ viec
gui, nhan van ban dien tu gifra cac co quan trong h~ thong hanh chinh nha ruroc; quy
dinh tai Thong tu s6 0112019/TT-BNV ngay 24/0112019 cua BQ NQi vu quy dinh
quy trinh trao d6i, hru trfr, xu ly tai lieu dien nr trong cong tac van thu, cac chirc
nang co ban cua h~ thong quan ly tai lieu dien nr trong qua trinh xu ly cong viec cua
cac co q4an, t6 chirc.

4.The thirc va ky thuat trinh bay van ban dien nr
a)Th~ thirc va ky thuat trinh bay van ban dien tir d6i voi van ban quy pham phap

luat thuc hien theo quy dinh tai Nghi dinh s6 34/20161ND-CP ngay 14/5/2016 cua
Chinh phu quy dinh chi ti~t mQt s6 dieu va bien phap thi hanh Luat ban hanh van ban
quy pham phap luat; d6i voi van ban hanh chinh va ban sao van ban thirc hien theo
Thong tu s6 01120111TT-BNV ngay 19/0112011 cua BQ NQi vu v~ huang dlln the
thirc va ky thuat trinh bay van ban hanh chinh.

b)Su dung bQ ma cac ky nr tieng Viet theo tieu chuan TCVN 6909:2001 de the
hien cac nQi dung van ban dien nr.

5.Dinh dang van ban dien nr

a) Dinh dang van ban tieu chuan, diroc ky s6: *.pdf;

b) I:'\' h d ". l' AI' ~ b' * * f * d * d * drrm ang cac tal H;U a van an: .txt, .rt; . oc; . ocx; .0 t;

c) Dinh dang cac tai li~u la bang tinh: *.csc, *xls, *.xlsx, *.ods;

d) -Dinh dang cac tai lieu chi doc: *.pdf;

d) Dinh~ac tai lieu la d6 hoa, d6 thi phuc vu quan ly chuyen nganh: *jpeg.
Di~u 5. Cac van ban di~n tfr va d§u m6i phat hanh, ti~p nh~n van ban di~n

tfr
1.T:1t ca cac van ban dien tir thuoc tham quyen ban hanh va giai quyet cua

UBND xa phai duoc giri, nhan qua h~ thong phan mern quan ly van ban va h6 sa
cong viec, tnr tnrong hop Ben giri va Ben nhan chua dap irng cac yeu cau v~ ha tang
ky thuat, cong nghe, an toan thong tin, giai phap k~t n6i, lien thong d~n nhan, giri
van ban di~n nr.

2.Cac van ban dien nr duoc giri them ban giay gom:

a)Van ban quy pham phap luat;
b)Van ban, h6 so, tai lieu trinh UBND xa, Chu tich VEND a;
c)Cac van ban co lien quan d~n cong tac tai chinh, nhan SlJ, khieu nai t6 cao

(khong co tinh ch:1t MAT) va cac 10C;livan ban khong ban hanh hinh thirc dien nr
theo quy dinh;

d)Cac 10C;livan ban thuoc Khoan 1, Dieu nay nhtrng Ben giri va Ben nhan khong
co du dieu kien ky thuat cho phep d~ giri nhan dtroi dang van ban dien nr;
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d) Van ban gir! cho ca nhan d€ thirc hien.
3.Delu moi cua co quan UBND xa phat hanh, ti~p nhan van ban dien nr la cong

chirc Van phong - Thong ke xii tiep nhan, phat hanh van ban di~n nr thuoc pham vi,
tham quyen quan Iy cua UBND, Chu tich UBND xii.

Chirong II
QUY TRINH TIEP N~ ,XU LY, pHAT HANH VAN BAN DI~N TU

Di~u 6. Ti~p nh~H van ban di~n tfr d~n
I. Tnroc khi ti~p nhan, Ben nhan phai ki€m tra tinh delYdu, toan ven, tinh xac

thuc cua van ban dien nr va ti~n hanh ti~p nhan tren h~ thong phan mern quan ly van
ban va h6 so cong viec; kiem tra chit ky s6 theo quy dinh sir dung chtr ky s6 cho van
ban dien ttr trong co quan nha mroc tai Thong tu s6 4112017/TT-BTTTT ngay
19/12/2017 cua BQ tnrong BQ Thong tin va Truyen thong.

Truong hop khong dam bao cac nguyen t~c, yeu celu v~ phat hanh, tiep nhan van
, ban dien nr, Ben nhan phai kip thai phan h6i thong qua h~ thong phan mem quan ly

van ban ya h6 so cong viec d€ Ben gui biet, xu IX theo quy dinh,
2.Doi voi van ban dien tu co thong bao thu hoi

Khi nhan duoc thong bao thu h6i van ban dien nr, Ben nhan co trach nhiern huy
bo van ban dien ttr diroc thu h6i do tren h~ thong phan mem quan ly van ban va h6
so cong viec, dong thai thong bao viec dii xu Iy van ban di ~n nr duoc thu h6i thong
qua h~ thong phan mern quan Iy van ban va h6 so cong viec d€ Ben gui bier.

3.Sau khi ti~p nhan va kiern tra van ban den, van thu c~p nhat vao s6 van ban den
va chuyen cho Chu tich UBND xii xu ly van ban thong qua h~ thong phan mern quan
ly van ban va h6 so cong viec duoc quy dinh tai Di~u 7, Di~u 8 cua Thong tu s6
0112019/TT-BNV ngay 24/0112019 cua BQ NQi vu. Tuy nhien, celn hru y mQt s6 dieu
sau:

a)Can bo, cong chirc UBND: Khi l~p h6 so giai quyet cong viec duoc giao celn
phai g~n voi van ban di~n tu den va cac van ban dien tu co lien quan; thai han xu 1)1
van ban dien nr duoc tinh k€ ill thai gian chuyen vien nhan duoc van ban dien ttr
den.

b)D6i voi Lanh dao cc quan: Xem xet, kiem tra h6 so trinh va van ban du thao:
neu d6ng y thi thuc hien chirc nang ky duyet van ban tren phan mem d€ ban hanh;
neu khong d6ng y thi ghi Y kien chi dao yeu cau can bQ, cong chirc chuyen mon chu
tri sua va hoan thien lai tnroc khi ky duyet van ban d€ ban hanh.

,4.Chuy€n giao van ban dien tu d~n trong nQi bQ co quan UBND xii tren phan
mem

a)Sau khi vao s6 van ban dien nr d~n, van ban dien nr dircc chuyen cho Chu tic
UBND xii xem xet va cho y kien phan cong chi dao giai quyet; cac y kien phfin
cong, chi dao duoc thuc hien theo quy trinh tren phan mern.

b)D6i voi van ban dien tu d~n lien quan d~n nhi~u nganh, linh VIJC, can bQ, cong
chirc thi ngiroi co tham quyen phan cong van ban can ghi r5 nganh, linh V1JC, can bQ,
cong chirc chu tri; can bo, cong chirc phoi hop va thai han giai quyet cua m6i can bo,
cong chirc (neu can),

c)Theo d5i viec ti~p nhan, xu ly van ban dien nr d~n: Can bo, cong clnrc duoc
giao nhiem vu co trach nhiem theo d5i viec tiep nhan, xu ly van ban dien nr d~n cua
linh VIJC duoc giao chu tri giai quyet cong viec, D6i voi cac van ban co nQi dung yeu
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c~u bao cao hoac cung cftp thong tin, cac can bo, cong chirc duoc giao nhiem VI)phai
co trach nhiern giai quyet cong viec diroc giao g~n voi van ban dien nr den va bao
cao dung thai gian quy ,dinh. r

5.SO hoa van ban den nr van ban giay
a)Van thir co quan thuc hien s6 boa van ban den dinh dang gifty, ky s6 cua co

quan, t6 chirc theo quy dinh tai Di~m c Khoan nay; viec s6 hoa tai lieu giri kern van
ban co dinh dang gifty can cir VaG Danh muc van ban phai s6 hoa va yeu c~u quan I)',
thirc ti€n hoat dong do co quan quy dinh;

b)Tieu chuan s6 hoa tai lieu:

-Dinh dang Portable Document Format (.pdt), phien ban 1.4 tro len;

-Anh mau;

-Do phan giai t6i thieu: 200 dpi;

-Ty l~ s6 hoa: 100%.

c)Hinh thirc chtr kY s6 cua UBND xa thirc hien s6 hoa tren van ban s6 hoa

d~ xu ly cong viec trong H~ thong:
-Vi tri: Goc tren, ben trai, trang d~u van ban;
-Hinh anh: Dftu cua co quan, t6 clnrc s6 hoa van ban, mau do, kich thuoc

bang kich thiroc thuc te cua dftu, dinh dang Portable Network Graphics (.png);
-Thong tin: Ten co quan, t6 chirc, thai gian ky (ngay, thang, nam; gio, phut,

giay; mui gio Viet Nam theo Tieu chuan ISO 8601).
Dietl 7. PhM hanh van ban di~n tif
1.Van ban dien ur sau khi duoc Chu tich, cac Ph6 Chu tich U BN D xa phe duyet,

kY ban hanh, ky s6 theo dung quy dinh phap luat duoc phat hanh den Ben nhan
thong qua h~ thong phan mem quan ly van ban va h6 so cong viec ..

2.Van thir co quan thuc hien cac viec sau:

a)Ki~m tra th~ thirc va ky thuat trinh bay Vall ban dien tir;

b)Cftp s6, ngay cua van ban di va ghi dfr lieu nay VaG van ban dien nr;
c)In va dong dftu cua co quan d~ hru tai van thir 01 ban va s6 luong ban gifty phat

hanh theo quy dinh tai khoan 2, Di~u 5;
dj'Thuc hien kY chtr ky s6 cua ca quan len tep van ban va cac phu luc kern theo

(neu co); phat hanh van ban dien nr theo quy dinh.
3. Tftt ca van ban phat hanh phai duoc hru it nhat mot ban co gia tri phap ly tuong

duong vao h~ thong hru trfr van ban dien nr cua co quan VEND xa.
-l.Ben giri co trach nhiem kiem tra, theo d6i, bao dam van ban dien ill ducc gui

dung Ben nhan. Truong hop thu h6i van ban dien nr, Ben giri phai gui thong bao tren
h~ thong phan mem quan ly van ban va h6 so cong viec cho Ben nhan biet d~ xu ly
van ban dien trr duoc thu hci.

5. Theo doi vice phat hanh van ban dien tu di
Van thir co trach nhiem theo doi viec phat hanh van ban dien tir di cua co quan

UBND xa. .
Ngoai ra, d6i voi van ban dien nr di co noi dung yeu c~u phai bao cao hoac cung

cftp thong tin, can bo, cong chirc duoc phan cong phu trach linh V1,fCco trach nhiem
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phai c~p nhat, theo doi, don d6c thuong xuyen; d6ng thai d€ xuat, bao cao lanh dao
UBND xii biet va xu 1yd6i voi cac tnrong hop cham tr~ (neu co).

Di~u 8. Quan If va sir d1}ng thi~t b] hru khoa bi m~t va clnrng thu sa cua co'
quan trong cong tac van thir

l.Viec quan 1y va sir dung thiet bi hru khoa bi mat va clnrng thir s6 cua co quan
trong cong tac van thu duoc thirc hien theo quy dinh tai Thong nr s6 4112017ITT-
BTTTT ngay 19/12/2017 cua BQ tnrong BQ Thong tin va Truyen thong quy dinh sir
dung chfr ky s6 cho van ban dien ill trong co quan nha mroc.

2.Thi~t bi hru khoa bi m~t va clnrng thir s6 cua co quan phai duoc giao bang van
ban cho van thir co quan quan 1yva tnrc tiep su dung.

3.Van thu co quan co trach nhiem
. a)Khong giao thi~t bi hru khoa bi mat va clnrng thir s6 cua co quan cho nguoi

khac khi chira diroc phep bang van ban cua Chu tich VBND xii;
b)Phai tnrc tiep ky s6 cua VBND xii vao van ban do VBND xii ban hanh;
c)Chi duoc ky s6 cua UBND xii vao van ban do VBND xii ban hanh sau khi dii

co chi! ky s6 cua Chu tich VBND xa.
Dieu 9. Xu' If van ban di~n tir

lCan bQ, cong chirc thuoc VBND xii co th~ su dung cac bien phap ky thuat d6i
voi van ban dien nr neu thay can thiet d~ lam cho van ban dien tu do d~ doc, d~ hru
tru va d~ phan loai nhung phai dam bao khong thay d6i nQi dung van ban dien tir do
(theo quy dinh tai Di€u 39 Nghi dinh s6 6412007/ND-CP ngay 10/4/2007 cua Chinh
phu).

2.Vi~c t6 chtrc chuyen xu 1ycong viec bang van ban dien nr, h6 sa dien ur duoc
thirc hien theo cac quy trinh xu Iy nQi bQ nrong irng voi cac h~ thong thong tin do
VBND xii xay dung va ban hanh.

3.Can bQ, cong chirc chuyen mon thuoc co quan VBND xii chiu trach nhiem v€
nQi dung thong tin, dfr lieu do minh cung cftp tren cac h~ thong thong tin khi tham
muu xu 1ycong viec bang van ban dien nr, h6 sa dien ur.

4.Can bQ, cong chirc chuyen mon t6 chirc viec theo doi, kiern tra thuong xuyen
tirih trang tham rnuu giai quyet cong viec bang van ban dien nr, h6 sa dien nr tren
moi tnrong mang d~ phuc vu cho viec bao cao, chi dao kip thai trong qua trinh xu ly
cong viec.

Chuong III
L~P vA NQP LUU HO so DI¥N TU VAo LUU TRU co QUAN

Di~u 10. Tao I~p ha so di~n tir
I.Can cir vao Danh muc h6 sc, ca nhan duoc giao nhiern vu giai quyet cong viec

xac dinh s6 va ky hieu h6 sa cho van ban di, van ban d~n va cac tai li~u lien quan
khac nhu: y kien chi dao, y kien dong gop, bao cao giai trinh va cac nQi dung khac
lien quan trong qua trinh giai quyet cong viec; cap nhat vao H~ thong Truong thong
tin s6 2.3 PhV luc IV va Truong thong tin s6 2.3 PhV luc V Thong tir s6 01120 19/TT-
BNV ngay 24/0112019 cua BQ NQi vu. Truong hop phat sinh h6 sa khong co trong
Danh muc h6 sa dii ban hanh, ca nhan duoc giao nhiem vu giai quyet cong viec c~p
nhat, b6 sung h6 sa vao Danh muc h6 sa trong H~ thong sau khi duoc phe duyet.

. 2.Ca nhan duoc giao nhiem vu l~p h6 sa co trach nhiern cap nhat vao H~ thong
cac Truong thong tin 1.3, 2, 3, 4, 5, 6, 7 Phv luc VT Thong nr s6 01/2019/TT- BNV
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ngay 24/0112019 duoc thuc hien bang chirc nang cua h~ thong.
3.Can bo, cong chirc khi I?p h6 sa giai quyet cong viec duoc giao c.ln phai d~

xuat, phan loai van ban, bao gorn: Van ban khong phai phan h6i y kien va van ban
phai phan hoi y kien.

a)Van ban dien tir di khong phai phan hoi y kien la loai van ban mang tinh ch~t
ph6 bien d~ don vi cap diroi, don vi lien quan biet, thuc hien,

b)Van ban dien nr phai phan h6i y kien la 10?i van ban co nQi dung yeu cau, d~
r ,"

nghi cap diroi, cac don vi lien quan bao cao, cung dip thong tin ve nQi dung nhiern
vu, cong viec cu th~. D6i voi 10?i van ban nay, khi co quan, don vi nhan duoc van
ban den, se thirc hien quy trinh xu ly van ban duoc quy dinh tai cac Di~u 8,9,12 Quy
che nay va phai giri bao cao hoac cung c~p thong tin v~ co quan, don vi theo yeu

\ '
cau.

4.Mii h6 sa gom:
a)Mii dinh danh cua co quan

Ma dinh danh cua co quan UBND xii Hoang Dire duoc quy dinh tai Quyet dinh
s6 28711QD-UBND ngay 27/7/2018 cua UBND tinh Thanh Hoa v~ viec c~p ma dinh
danh cho cac co quan, don vi phuc vu ket n6i, trao d6i van ban dien tir thong qua cac
h~ thong phan mem quan Iy van ban va h6 sa cong viec tren dia ban tinh Thanh Hoa
(thuoc ma dinh danh c~p 3 ky hieu la: 000.24.26.H56).

b)Nfim hinh thanh ho sa
c)so va ky hieu ho sa
Nam hinh thanh h6 so, s6 va ky hieu h6 sa duoc xac dinh theo Danh muc h6 sa.

Cac thanh phan cua ma h6 sa duoc phan dinh bang d~u cham.
5.Khi cong viec hoan thanh, ca nhan duoc giao nhiem vu giai quyet cong viec (;0

trach nhiem ra soat lai toan bQ van ban, tai lieu co trong h6 so, hoan thien, ket thuc
h6 sa va C?Pnhat vao H~ thong cac Truong thong tin s6 8,11 Phu luc VI Thong tu s6
0112019/TT-BNV ngay 24/0112019 cua BQ NQi vu.

6.Vi~c C?P nhat ma dinh danh cua co quan, nam hinh thanh h6 so, tong s6 van
ban trong h6 so, tong s6 trang cua h6 sa vao cac Twang thong tin s6 1.1, 1.2,9, 10
Phu luc VI Thong tir s6 0112019/TT-BNV ngay 24/0112019 cua BQ NQi vu duoc
thirc hien bang chirc nang cua h~ thong phan mem quan ly van ban va h6 sa cong
viec .

.J)i~u 11. NQp IU'uva quan Iy hfi so di~n tfr tal LU'u trfr CO'quan
1.Viec nQP hru, quan ly h6 sa dien tu tai Ltru trtr co quan va huy tai lieu dien nr

het gia tri diroc thuc hien theo quy dinh tai Chuang II Nghi dinh s6 0112013IND-CP
ngay 03 thang 01 nam 2013 cua Chinh phu quy dinh chi tiet thi hanh mot s6 di~u cua
Luat Luu tnr.

2.Ca nhan ducc giao nhiem vu giai quyet cong viec can cir vao Danh muc h6 So'
cua Co'quan, co trach nhiern nQP hru tai lieu dien nr va cac tai lieu dinh dang khac
(neu co) vao Luu trfr Co'quan.

3.Luu tnr Co'quan co trach nhiem kiem tra, tiep nhan h6 So', dua h6 So'v~ che dQ
quan ly "H6 So'hru trfr dien tir" trong H~ thong,

ChU'O'ngIV
TO CHUC THl/C HIJ~N

J)i~u 12. Trach nhiem cua CC Van phong - Th3ng ke xii.
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1.CC van phong - Th6ng ke xa la dfm moi giri, nhan van ban cua VBND xa,
Chu tich UBND xa tren H~ thong phan rnem quan ly van ban va h6 so cong viec.

2.Ph6i hop voi CC van hoa - xa hQi va cac cong cfnrc co lien quan quan ly van
hanh H~ thong phan mern quan Iy van ban va h6 so cong viec va t6 chirc kiem tra,
theo doi thirc hien Quy che nay.

3.Tham rmru cho VBND xa ban hanh Danh rnuc van ban dien tu (khong giri
ban giay) giri cac can bQ, cong chtrc co lien quan; danh muc van ban d~n cfin phai s6
hoa; quy dinh v€ trao d6i, xu ly, quan ly van ban dien tir trong nQi bQ cO' quan tuong
img voi h~ thong thong tin dang diroc sir dung, giri v€ phong NQi vu, phong VH
thong tin, Van phong HDND-UBND huyen d€ bao cao va theo d5i.

4.Dua tieu chi tiep nhan, xu ly, quan ly va hru trfr van ban dien tir la mot trong
cac tieu chi danh gia phan loai CBCC va thi dua khen thuong hang nam.

5.Huang d§n the thirc, ky thuat trinh bay va luu tnr van ban dien nr; cac nQi dung
khac lien quan theo chirc nang, nhiem vu duoc giao.

6.Theo doi, bao cao dinh ky hang nam hoac bao cao dQt xu~t voi uy ban nhan dan
xa v€ ~~t qua thirc hien Quy che nay.

Dieu 13. Trach nhi~m cua CC VH-XH (phu trach mang VH)
l.Quan Iy co sa dfr lieu va ha tang ky thuat (he thong mang, phuong tien lien

thong, k~t n6i, phuong tien bao mat..").
2.H6 tro ky thuat cho can bQ, cong chirc thuoc VBND xa.
3.Quan tri phan mern, kip thai bao cao lanh dao co quan UBND xa v€ tinh hinh

hoat dong cua phan mern va cac v~n d€ moi phat sinh.
4.Ra soat, c~p nhat va tham rmru cho lanh dao co quan UBND xa cac bien phap

dam bao an toan, bao mat thong tin tren phan mem theo huang d§n cua phong Van
hoa - Thong tin va cac ca quan nha mroc co tham quyen.

5 .D€ xuat giai phap, tham rmru ban hanh cac van ban huang d§n, quy dinh nham
tang cuong cong tac an toan, an ninh thong tin trong viec trao d6i, hru tnr, xu ly van
ban dien tir; thuong xuyen t~p huan, huang d§n thuc hien cong tac dam bao an toan,
an ninh thong tin. ,

. Dieu 14. Trach nhiem cua cong chirc Tai chinh - Ke toan
Ph6i hop voi CC van hoa d€ xuat, tham rmru cho UBND xa phe duyet kinh phi

cho cac hoat dong lien quan d~n cong tac quan ly, su dung van ban dien nr.
Di~u 15. Trach nhiem cua can bQ, cong clnrc trong cooquan UBND xii
l.SU dung phan m€m trong xu ly cong viec hang ngay duoc nguoi c6 tham

quyen phan cong xu ly; thuong xuyen dang nhap vao phan mern (it nhat m6i ngay 02
lfin, bu6i sang va buoi chieu) d€ kiem tra van ban, cong viec diroc phan cong xu ly
tren phan memo

2.Thay d6i m~t khau duoc c~p va bao v~ mat khau sir dung phan memo
3.Quan ly va hru trfr cac van ban dien nr cua ca nhan,
-l.Chju trach nhiem v€ viec xu Iy van ban, nQi dung thong tin cua ca nhan trao

d6i tren phan memo
5.Khong truy nhap vao tai khoan cua nguoi khac va khong cung c~p tai khoan ca

nhan cho ngiroi khac d€ c~p nh~t van ban, xu ly van ban. Khong duoc su dung cac
cong cu tin h9C khac nham rnuc dich pha hoai hoat dong cua phan memo -

Chuong V

\
I
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DIEU KHOAN THI HANH
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