
UY BAN NHAN DAN 	CONG HOA XA HOI CHU NGHIA V1CT NAM 
HUYCN QUANG XUONG 	 INic 14p— Tkr do — FI#nh phtic 

QUY CHE 
Quart Iy, van hanh, khai that sir dung phan mem Quart 17 van ban 

va Ho so• ding viec trong cac quan hanh chinh nha ntrev 
huy0 Quang Xuvng 

(Ban hanh kern theo Quyt dinh sa.- 2686/QD-UBND ngayicihang 8 nam 2018 clia Uv ban 
nhcin dan hu.qn Quang Xtrang) 

Chtro•ng I: 
QUY DINH CHUNG 

Ditu 1. Ph#rn vi (Vela chinh, dOi 	Ai) dung. 
1. Ph4rn vi dieu chinh: 
a) Quy the nay quy dinh viec quan ly, van hanh va khai that six diving 

phAn mem Quan ly van ban va H6 so Ong viec (sau day gpi tat la phan mem 
QLVB&HSCV) de trao doi van ban dien tir, quan ly h6 so ding viec cua cac co 
quan hanh chinh nha nuac huyen Quang Xuong. 

b) Cac van ban thu6c bi mat nha nuac, don thu tranh chAp, khieu nai, to 
cao va cac van ban &roc quy dinh rieng khong thu6c pham vi dieu chinh ctia 
quy the nay. 

Ditu 2. DOi ttrcmg ap dung. 
a) Cac co quan hanh chinh nha nuac cua huyen (bao g6m: UBND cac 

cap, cac co quan chuyen mon trivrc thuOc UBND cac cap) va can b6, Ong chirc, 
vien chirc trong cac co quan hanh chinh nha nuac tham gia quan 13'(, van hanh va 
khai that sir dung phAn mem. 

b) Cac co quan khac va cac to chirc chinh tri xa h6i tren dia ban huyen 
Quang Xuang &roc tham gia sir dung phAn mem. 

Ditu 3. Giai thich tir ngir. 

Trong quy the nay cac tix ngir duai day &roc hieu nhu sau: 
1. PhAn mem QLVB&HSCV: La phan mem tin hoc hoe cac quy trinh hoat 

Ong tac nghiep, cac hinh thirc tiep nhan, luu tru, trao d6i, tim kiem, xir ly thong 
tin, giai quyet Ong viec trong cac co quan nha nuac de nang cao chAt luong va 
hieu qua cong tac dieu hanh cua lanh dao, cac hog dOng cua CBCC,VC. 

2. H6 so Ong viec duOi clang dien tir (goi tat la h6 so tong viec): La tap 
hop van ban, tai lieu dien tir có lien quan ved nhau ve mot van de, mot sir viec, 
mot d6i tuomg cu the hoac mot se) dac diem chung hinh thanh trong qua trinh 



theo d6i, giai quyet thuOc pham vi, chdc hang cua mot ca quan, to chirc hoac 
mot ca nhan. 

3. Tai khoan: La ten dung de truy cap vao phAn mem, moi nguai sir dung 
phan mem QLVB&HSCV duot cap mot tai khoan rieng bao g6m ten dang nhAp, 
mat khAu truy cap de sir dung cac chirc nang cua phan mem. 

Dieu 4. Yeu ciu dOi yeti van ban dien tir. 
1. The thirc va k-y thuAt trinh bay van ban dien tit thvc hien theo Nghi dinh 

s6 34/2016/ND-CP ngay 14/5/2016 cua Chinh phii quy dinh chi tiet mOt s6 dieu 
va bien phap thi hanh LuAt ban hanh van ban quy pham phap luAt, Th6ng to s6 
01/2011/TT-BNV ngay 19/01/2011 dm BO N6i vo ve huOng dan the thirc va k9 
thuAt trinh bay van ban hanh chinh. 

2. TAt Ca cac van ban dien tir di, van ban dien tir den giri qua he th6ng 
phan mem QLVB&HSCV bat bu6c phai mang n6i dung dimg ram ban chinh. 

3. Sir ching b6 mA cac 14 tlr chil Viet theo tieu chuan TCVN 6909:2001 de 
the hien cac n6i dung van ban dien tir. 

Dieu 5. Cac loci van ban trao dOi, cap nhat tren phAn mem 

QLVB&HSCV. 
Van ban dien tir trao d6i teen phan mem QLVB&HSCV g6m: Cong van; 

Bao cao; GiAy mad; Lich lam viec; Van ban giri cac co.  quan de biet, de phi 
hop; &lei thieu con &Au, chir 14, try so lam viec; Cac chucmg trinh, ke hoach cua 
coy quan; Cac tai lieu can trao d6i trong qua trinh xir ly cong viec va cac loci van 
ban khac trir cac van ban thu6c loci mat, tuyet mat, don thu tranh chAp, khieu 
nai, to cao. 

Dieu 6. Nguyen tic thtrc hien gin, nh4n van ban dien tir. 
1. Van ban dien tir da duoc 14 bang 14 s6 theo quy dinh tai Nghi dinh s6 

26/2007/ND-CP ngay 15/2/2007 cila Chinh phu quy dinh chi 6.6t thi hanh LuAt 
giao dich dien tir v'e chit kS,  s6 va dich vu chimg thvc chit 14 s6 CO gia tri phap 15/ 

nhu van ban g6c. 
2. Trong qua trinh giri, nhAn van ban dien tir qua phan mem 

QLVB&HSCV phai tuan thu cac yeu cau ve an toan thong tin theo quy dinh cua 
phap luAt va Quyet dinh s6 1293/2017/QD-UBND ngay 25/4/2017 cila tJy ban 
nhan dan tinh Thanh HOa ban hanh Quy the dam bao an toan thong tin mpg 
trong hoat d6ng img dung cong nghe th6ng tin dm cac co. quan quan 1S/ nha 
nuac tinh Thanh Hoa 

3. Van ban di thu6c ngay nao phai &roc dang 14, phat hanh ngay tren moi 
tntong mang trong ngay do hoac chAm nhAt la trong bu6i sang ngay lam viec ke 
tiep. 



4. Khi nhAn dugc van ban dien tir den, van thu co quan, don vi phai xir 1S,  

ngay trong yang 02 gia (theo gia hanh chinh), d'Ac biet d6i vai van ban khAn, 

van ban h6a t6c phai xu 1S,  ngay, kh6ng phai ch6 van ban giAy. Cac co quan, don 

vi phan cong tai lanh dao, chuyen vien chu tri xir ly ngay trong ngay. 

5. Cac van ban dien to di, van ban dien tir den dugc cap nhat nhang thong 
tin can thiet vao s6 van ban dien tir di, s6 van ban dien tir den tren phAn mem va 
ghi nhAn to dOng trang thai xir 1S/ qua phAn mem. Viec thiet lap h6 so giai guy& 
cong viec dm co quan, don vi c6 van ban dien tir den, phai dugc thuc hien tren 
co s6 dAu vao van ban dien tir di cua don vi Oat hanh tren phan mem. 

6. Van ban dien tir di, van ban dien tir den phai dugc ltm gift, bao quan an 
toan, nguyen yen va sir dung dung muc dich trong qua trinh tiep nhan, chuyen 

giao va giai guy& cong viec. 

7. Van ban c6 not dung mang tinh bi mat nha nuac dugc clang ky, quan 1/ 
theo quy dinh cua phap luat hien hanh v'e bao ve bi mat nha nuac khong km tra, 

girl, nhan qua phan mem. 
Chtromg H: 

QUY DINH VE XU.  LY VAN BAN DIN TU' 

Dieu 7. Tiep nhlan, chuyen giao van ban dien tir den qua mill trtamg 

mang 
1. Tiep nh4n van ban MO tir den 
a) Tiep nh4n qua moil truirng mpg: 
Khi tiep nhan van ban dien tir den tir phAn mem QLVB&HSCV, van thu 

co quan phai kiem tra theo tong s6 hieu van ban, s6 lugng trang cua m6i van 
ban, neu phat hien c6 sai sot, kip thai thong bao cho non gui hoac bao cao vOi 
nguai co trach nhiem phan ding xir 1S/ van ban cila co quan xem xet, giai quyet. 

b) Tiep nh4n qua during cong van: 

- Van thu Ca quan tin hanh qua (scan) van ban den, cap nhat thong tin 
tiep nhan tren phan mem va chuyen lanh dao xir 1St theo quy trinh xir 1S/ not b6 

dm co quan. 
- Van thu vao s6 cong van den: TAt ca van ban den dugc cap nhat nhang 

thong tin can thiet nhu kS,  s6, ky hieu; ngay thang nam ban hanh, ten loci va 

trich }IL not dung, not nhan va nhang thong tin khac. 

2. Chuy'n giao van ban din tir den trong nqi be) co quan: 

a) Sau khi vao s6 van ban den, van ban da dugc to dOng chuyen cho nguai 
c6 thAm quyen xem xet va cho y kien phan cong chi dao giai quy6t; Cac y kien 
phan cong, chi dao dugc thuc hien tren quy trinh cua phAn mem QLVB&HSCV. 

b) D6i 	van ban den lien quan den nhieu ph6ng ban thi nguai co thArn 

• 	 • 



quyin phan ding van ban can ghi ro phong ban chu tri, ph6ng ban ph6i hgp va • 
thai han giai guy& cua moi don vj (niu can). 

c) Theo dOi viec tiep nhan, )(Cr 13"/ van ban din: Cac ca nhan, phong ban 
dugc giao nhiem vu c6 trach nhiem theo dOi viec tiep nhan, xi' 13',  van ban din 
cua phong dugc giao chu tri giai quyit Ong viec. D6i vai cac van ban co not 

dung yeu cau bao cao hoac cung cap th6ng tin, cac ca nhan, phong ban dugc 
giao nhiem vu phai c6 trach nhiem giai guy& cong viec dugc giao gin vai van 
ban din va bao cao diing thai gian quy djnh. 

Dieu 8: Xir 1j,  van ban din to din: 

Quy trinh xir ly van ban din phai dugc that hien day Ai cac buoc tren phan 
mim QLVB&HSCV; Tuy nhien, can km y mgt s6 diim sau: 

1. CAp chuyen vien: Khi lap h6 so giai quyit Ong viec dirge giao can phai 
gin vii van ban din va cac van ban c6 lien quan; Thai han xir 1/ van ban dugc 
tinh ki tir thai gian nhan dugc van ban din. 

2. CAp Lanh dao co. quan: Xem xet, kiim tra h6 so trinh va du thao van ban; 
Niu d6ng y thi phe duyet phiiu trinh, ky duyet van ban a ban hanh. Neu khong 
d6ng y thi trao d6i va yeu cau LAnh dao phOng, chuyen vien chu tri sira va hoan 
thien lai truac khi 1(3"/ duyet van ban di ban hanh. 

Dieu 9: Xir 1Sr van ban diOn tir di: 

Quy trinh xir 1/ van ban di phai dugc that hien day du cac buck ten phan mim 
QUVB&HSCV va bit bu6c phai ky s6; Tuy nhien, can km y mot s6 diem sau: 

1. Sau khi lanh dao don vj 1c3',  so van ban va chuyin xutmg van thu, van thu 
kiim tra the fink va kSt-  thuat trinh bay van ban dien tir; 

2. Vao s6 van ban di: 

- TAt ca van ban phat hanh dugc cap nhat nhung th6ng tin can thiit vi van 
ban nhu s6, k)% hieu; ngay, thang, nam ban hanh; ten loci va trich yiu n6i dung; 
not nhan va nhilng thong tin khac. 

- Twang hgp van ban di co de nghj van ban hoi bao, phai cap nhat day du 
thong tin yeu cat' h6i bao va thai gian xix 1St; 

- Truang hgp van ban di a tra lai cho van ban din, phai c6 lien ket vai van 
ban din. 

3. Theo dOi viec Oat hanh van ban di: 
- Van thu c6 trach nhiem theo doi viec tiep nhan van ban cda don vj, phOng, 

ca nhan thu6c d6i tucmg Oat hanh; 
- Chuyen vien chu tri co trach nhiem theo dOi, xir ly van ban do phong minh 

phat hanh. D6i vai van ban co not dung yeu cau phai bao cao hoac cung cap 
thong tin, chuyen vien phai cap nhat, theo WI, don d6c thuang xuyen; d6ng thai a xuat, bao cao lAnh ciao phOng, lanh dao co quan Wit va xir ly d6i vai cac 



tnremg hop cham tr8 (nL c6). 
Ditu 10. Phan lo#i, xtr IS,  van ban then tir theo luong ho so' cong viec: 
Chuyen vien khi 14p h6 so giai quyet cong viec dugc giao can phai de xuAt, 

phan loci van ban, bao g6m: Van ban khong phai phan h6i y kien va van ban 
phai phan h6i y kien. 

1. Van ban khong phai phan h6i y kien la loci van ban mang tinh chAt ph6 
bin de don vi cAp Bred, don vi lien quan biet, thuc hien. 

2. Van ban phai phan h6i y kien la loci van ban c6 not dung yeu cAu, de nghi 
cAp dueri, cac don vi lien quan bao cao, cung cAp thong tin ve not dung nhiem vu, 
cong viec cu the. D6i vai loci van ban nay, khi co quan, don vi nhan dugc van 
ban den, se thuc hien quy trinh xir ly van ban &ivy quy dinh tai dieu 7, 8, 9 va 
phai giri bao cao hoac cung cAp thong tin ve co quan, don vi theo yeu cAu. 

Dieu 11. Lyn van ban di@l tfr. 
Viec km van ban dien to phai dam bao theo Dieu 7 va Dieu 8 tai Nghi dinh 

01/2013/ND-CP ngay 03 thang 01 nam 2013 dm Chinh pha ve viec quy dinh chi 
tit thi hanh mot s6 dieu cua Luat Luu trix va cac van ban quy pham phial) lu;at 
khac c6 lien quan. 

Chuang III: 
QUAN Lie., VAN HANH VA DUY TRi PHAN MEM 

Dieu 12. Trach nhiem ciia Thu trideng co' quan, don vi, Chii tich 
UBND cac xa, thi tran. 

1. Guong mau trong viec sir dung phAn mem QLVB&HSCV trong cong tac 
xir ly van ban, chi dao va dieu hanh; throng xuyen kiem tra, giam sat viec sir 
dung phAn mem QLVB&HSCV nham nang cao hieu qua xir 1/ cong viec caa 
CBCC, VC trong co quan, don vi. 

2. Ban hanh quy the sir dung phAn mem QLVB&HSCV trong dO, xac dinh 
ro quy trinh van hanh not b6 cila co quan nham khai thac hieu qua phAn mem 
QLVB&HSCV. 

3. Chi dao viec sao luu du lieu dinh kSi hang 'lam; thong bao kip th6i cho 
d'Au m6i h6 try k5/ thuat ciia Ph6ng van hoa va Th6ng tin xay ra cac su co k-y 
thuAt; d6ng th6i, bao cao tinh hinh sir dung, de xuAt, kien nghi ve UBND huyen 
de tong hgp, tham muu, trinh UBND huyen xem xet, quy6t dinh. 

Dieu 13. Trach nhiem ctia can 130, cong 	vien 
1. Sir dung phAn mem QLVB&HSCV trong viec xir 15,  cong viec hang ngay 

dugc ngtrai co thAm quyen phan cong xir 1St; thu6ng xuyen clang nha'p vao tai 
khoan (it nhAt ngay 02 Van, bu6i sang va bu6i chieu) de kiem tra van ban, cong 
viec dirge phan cong xir 1S/ ten phAn mem QLVB&HSCV. 



2. Bao ve mat khAu sir dung phAn mem QLVB&HSCV; 

3. Quan 1/ va hru trir cac van ban dien tir cita ca nhan; 

4. Chiu trach nhiem ve viec xu ly van ban, not dung thong tin cua ca nhan 

trao d6i tren phAn mem QLVB&HSCV. 
5. Khong truy nhap vao tai khoan cUa ngtroi khac va khOng cung cAp tai 

khoan ca nhan cho ngu&i khac de cap nhat van ban, xir ly van ban. Kh6ng &roc 
sir dung cac ding cu tin hgc khac nham muc dich pha hoAi hoAt d6ng cua ph'An 

mem QLVB&HSCV. 
Dieu 14. Trach nhiem cua can WO phu trach ding ngh'' thong tin. 

1. Quan tri phAn mem QLVB&HSCV; kip thoi bao cao lanh clAo co quan, 

don vi v'e tinh hinh hoat d6ng cua phAn mem va cac van de mgi phat sinh. 

2. Thiet lip, cung cAp, quail 1S/ tai khoan va Inrerng dan sir dung cho can b6, 

cong chirc, vien chirc trong co.  quan, don vi theo quy dinh. 

3. Ra soat, cap nhat va tham mini cho lAnh dAo co.  quan, don vi cac bien 

pita!) dam bao an toan, bao mat thong tin tren phAn mem QLVB&HSCV theo 
huang dan oh van phang HDND-UBND va cac co quan nha nuOc c6 thAm 

quyen. 
Dieu 15. Trach nhiem cua Phong Van hea va Thong tin. 

1. Huorng dan SCI dung va thkrc hien cac quy dinh ye cac tieu chuAn 1(9 thuat 

lien quan den trien khai sir dung phAn mem QLVB&HSCV. 

2. Cu b6 phAn dAu m6i de h6 trg cac co quan, don vi trong viec sir dung 
phAn mem QLVB&HSCV; h8' trg xir ly, khic phuc su c6, van hanh phAn mem 
va dam bao an town, bao mat thong tin ten phAn mem QLVB&HSCV. 

3. Dam bao viec k'et not va van hanh thong su6t phAn mem QLVB&HSCV 
ten mAng dien r6ng cua huyen va mang Truyen s6 lieu chuyen dung phuc vu 

cac co.  quan Dang, Nha nu& cua huyen. 

4. Tham muu cho UBND huyen trong viec tier, tuc Wang cAp, trien khai ma 
r6ng phAn mem QLVB&HSCV den cac co quan, don vi ten dia ban huyen. 

Chu'ow IV: 
DIEU KHOAN THI HANH 

Dieu 16. Trach nh*n thi hanh 

Tnrong cac phong, ban, nganh cAp huyen; Chit tich UBND cac xa, thi 

trAn; Thu twang cac co.  quan, don vi co lien quan; can b6, cong chirc, vien chirc 

cac co.  quan hanh chinh nha nu& ten dia ban huyen Quang Xuong chiu trach 

nhi'em thi hanh Quy the nay. 



Trong qua trinh thvc hi'en n6u co van a vixen mac, phat sinh, cac co. 
quan, dun vi phan anh kip thai ve Phong Van hoa & Th6ng tin a tong hop bao 

cao UBND huy'e'n xem xet, guy& dinh di6u chinh./. 

TM. UY BAN NHAN DAN 
1D T1CH 


	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7

		2018-08-17T08:02:57+0700
	Việt Nam
	Ủy ban Nhân dân huyện Quảng Xương
	Ủy ban Nhân dân huyện Quảng Xương<quangxuong@thanhhoa.gov.vn> đã ký lên văn bản này!




