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QUYETDJNH
Ban hanh Quy ch~Quan Iy, sir dung h~ th8ng Quan Iyvan ban
va di~u hanh VNPT-iOffice t~i Van phong UBND tinh Cao B~ng

cllANH VAN PHONG UY BAN NIlANDAN TiNH CAO BANG

Can cir Quyet dinh s6 28/2018/QD-TTg, ngay 12 thang 7 nam 2018 cua Thu
tirong Chinh phu vS viec giri, nhan van ban di~n tir gifra cac co quan trong h~
thong hanh chinh nha mroc;

Thl!c hien Van ban s6 822/HD-VTLTNN ngay 26 thang 8 nam 2015 cua
Cue Van thir va Luu tru Nha nuoc, BQNQi vu, huong dful quan 1yvan ban di, van
ban dSn va l~p h6 sa trong moi tnrong mang;

Can cir Quyet dinh s6 09/2016IQD-UBND, ngay 28 thang 4 nam 2016 cua
UBND tinh Cao Bang ban hanh Quy dinh chirc nang, nhiem vu, quyen han, co cau
t6 chirc cua Van phong UBND tinh Cao Bang;

Can cir QuySt dinh s6 10/2016/QD-UBND, ngay 20 thang 5 nam 2016 cua
UBND tinh Cao B~ng, ban hanh Quy chS cong tac van thu, lUlltru tinh Cao B~ng;

Can Cll QuySt dinh s6 192/QD-UBND, ngay 28 thang 02 nam 2017 cua
UBND tinh Cao B~ng vS vi~c ban hanh Quy chS Qmin ly, su dvng h~ th6ng Quan
1yvan ban va diSu hanh VNPT-iOffice tren dia ban tinh Cao B~ng;

Xet dS nghi CllaGiam d6c Trung tam Thong tin va TruOngphong T6 chuc-Hanh
chinh,

QuvET DJNH:

Di~u 1.Ban hanh kem thea QuySt dinh nay Quy chS vS qmin ly, su dVng h~
th6ng Quan 1yvan ban va diSu hanh VNPT -iOffice t~i Van phong UBND tinh Cao
B~ng.

Di~u 2. QuySt dinh nay co hi~u l\]'cthi hanh kS til ngay kYo
Di~u 3. Cac ong (ba): TruOng cac phong, ban, dan vi tf\]'CthuQc Van phong

UBND tinh va cac ca nhan su dVngh~ th6ng Quan ly van ban va diSu hanh VNPT
iOffice chiu trach nhi~m thi hanh QuySt dinh nay.!.

NO'inhan:
- Nhu D·iSu3;
- UBND tinh (dS hie);
- CVP, eae PCVP VBND tinh;
- Cae CV VP UBND tinh (dS t/h);
- Luu: VT, TTTT.

cllANH vAN PHONG



UBND TiNH CAO BANG
VANPHONG

CONG HOA xA HOI cnuNGHiA VIET NAM. . .
f)qc lip - TV do - H~nh phiic

QUYCHE
Quan Iy, sir dung h~ th8ng Quan Iyvan ban va

c1i~uhanh VNPT -iOffice tai Van phong UBND tinh Cao Bing
(Ban hanh kem theo Quyit dinh sl10lf-1 IQD-VP ngily31 thdng 10 ndm 2018

cua Chdnh Vanphong UBND tinh Cao Brmg)
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Chirong I
NHUNG QUYDJNH CHUNG

f)i~u 1. Pham vi c1i~uchinh, c18inreng ap dung
Quy chS nay quy dinh vS viec quan Iy, khai thac va sir dung h~ thong Quan

ly van ban va diSu hanh VNPT-iOffice (goi t~t la H~ thong) cua cac phong, ban,
don vi tnrc thuoc Van phong UBND tinh Cao BfuJg.Van ban dien tic trong h~
th6ng bao g6m van ban thuoc thfun quyen cua Van phong UBND tinh va van ban
thuoc thAmquyen cua lanh dao UBND tinh Cao Bang.

Quy chS nay ap dung d6i voi lanh dao, cong chirc, vien chirc, cac phong,
ban, don vi tnrc thuoc Van phong tham gia khai thac, sir dung, quan ly H~ th6ng
(sau day gQit~t la cac ca nhan, don vD.

f)i~u 2. Giai thich thuit ngfr
Trong Quy chSnay, cac thu~t ngfrduai day duQ'ChiSunhu sau:
1. Van phong tli¢n tir:La mQth~ th6ng phAnmSmgiup cac thao tac, nghi~p

V\l van phong duQ'cxir ly tren nSnUmgmay tinh va d~c bi~t la Internet. Se khong
cAngi&yto, se chi la nhfmg thao tac nghi~pV\l da duQ'cl~p trinh dS h~ th6ng giup
cho nguoi dUngco thS lam vi~c trong mQt"van phong di~ntir".

2. S8 hoa van him: La qua trinh chuYSnd6i tir van bim gi&ysang van ban
di~n tir va co thS luu tren may tinh duai d~g dfr li~u co c&utrUcva dfr li~u tom
van.

3. Co sa dft li¢u (Database): La mQth~ th6ng cac thong tin co cftutrUcduQ'c
luu tm t~p trung tren may tinh thoa man yeu cAukhai thac thong tin dang thai cua
nhiSu nguoi sir d\ll1ghay nhiSu chuong trinh ling dVngvai nhiSu mvc dich khac
nhau.

4. Tili khoan (Account): La d6i tuqng d~i di~n cho cac ca nhan, don vi tham
gia vao H~ th6ng bao g6m ten va m~t khAudang nh~p. Sau khi da dang nh~p, tai
khoan do co quySnqmin ly, sir d\ll1gva khai thac co sa dfr li~umy thuQcvao muc
dQphan quySncho dSnkhi thoat,khoi H~th6ng. Cac tai khoan duQ'cphan quySnva
qwin ly bai nguai qmintri H~ thong.

5. Quan tri H¢ th8ng: La nguoi quan tri tom bQH~ th6ng bao b6m qmintri
thong tin vS cftuhinh H~ th6ng: ThiSt l~p tham s6 c&uhinh cho tom bQH~ th6ng,



thiSt l~p tham s6 v@quy trinh xu ly van ban, chS dQ lam viec, chS dQnh~t ky, chS
dQdang nh~p/dang xuat, khai thac dtr lieu, ... , quan tri va phan quyen su dung cho
nguoi dung thea quy trinh xu 1ycong viec, thea quy ch8 lam viec cua co quan.

Di~u 3. Cac nguyen t~c chung
1. M6i ca nhan diroc cap mQt tai khoan (Account); diroc phan quyen dS truy

c~p, quan tri, sir dung, khai thac H~ thong.
2. Cac ca nhan, dan vi tham gia su dung, khai thac H~ thong chi dS phuc vu

cong tac; co trach nhiem thuc hien viec giri, nhan, trao d6i va xu 1yvan ban dung
quy trinh xu 1y van ban quy dinh tai Quy ch8 nay; dam bao tinh chinh xac, tom
ven v@nQi dung khi luan chuyen van ban, thong tin tren H~ thong.

3. Ca nhan co thfun quyen xu 1y cong viec trong H~ thong khi muon uy
quy@nl~i cho mQt nguai khac xu 1yphai dugc S\l cho phep cua Chanh Van phong
ho~c 1anh d~o Van phong dugc uy quy@n.

Di~u 4. Gia tri phap Iy cua van ban di~n tir
1. Van ban di~n tu da kY s6 thea quy dinh cua phap lu~t ho~c da dugc scan

(co chtr kY va con dau cua co quan) dugc gui, nh~ qua h~ th6ng quan ly van ban
va di@uhanh quy dinh t~i Quy8t dinh nay co gia tri phap 1y tuang duang van ban

.J..glay.

2. Van ban di~n tic khong thuQc Khoan 1 Di@unay dugc gui, nh~ qua H~
th6ng quan 1yvan ban va di@uhanh co gia tri dS bi8t, tham khao, th\lc hi~n thi Van
phong UBND tinh khong gui van ban giay.

Di~u 5. Nguyen t~c giri, nh~n van ban di~n tir
1. Vi~c gm, nh~ van ban di~n tu phai th\lc hi~n thea nguyen t~c quy dinh t~i

Di@u5 cua Lu~t giao dich di~n tu va tuan thea cac quy dinh khac cua phap 1u~tv@
bao v~ bi m~t nha nuac, an ninh, an tom thong tin va van thu, 1uu tm.

2. Tat ca cac van ban di~n tic thuQc thAm quy8n ban hanh va giai quy8t cua
Van phong UBND tinh phai dugc gui, nh~n qua h~ th6ng Quan 1yvan ban va di@u
hanh, tm cac truang hgp Ben nh~ chua dap fulg h~ tAng kY thu~t, chua dugc trang
bi H~ th6ng quan 1yvan ban va di@uhanh.

3. Van phong UBND tinh khong phat hanh van ban giay d8n Ben nh~ khi da
gui van ban di~n tu, tm cac truang hgp quy dinh t~i Khoan 2 Di8u 11 cua Quy ch8
nay.

f)i~o 6. Yeo cAogiri, nh~n van ban di~n tir
1. Van ban di~n tu phai dugc bao dam tinh xac th\lc v8 ngu6n g6c, S\l tom

Vyn,an tom thong tin, dtr li~u trong qua trinh gui, nh~, xu ly va luu trlr.

2. Van ban di~n tu phai dugc gui ngay trong ngay van ban do kY ban hanh,
ch~ nhat la trong bu6i sang cua ngay lam vi~c ti8p theo. Van ban di~n tu dSn sau
khi dugc ti8p nh?n, neu bao dam gia tri phap ly phai dugc xu 1y kip thai, khong
phai cha van ban giay (n8u co).

3



Truong hop van ban dien tu thuoc loai khAn phai dtroc d~t 6 ehS dQUti tien,
ghi ra mire dQkh~, giri ngay sau khi da ky s6 va phai dtroc trinh, chuyen giao xu
ly ngay sau khi tiep nhan.

3. Van ba~ di~n tir phai diroc thea d?i, e~p nhat tv dQng trang thai gui, nh~,
xu Iy tren h~ thong Quan ly van ban va dieu hanh,

4. Van ban di~n nr phai bao dam yeu eftu vS thS thirc va ky thu~t trinh bay
thea 9uy dinh cua BQ NQi vu, vS dinh dang thea quy dinh cua BQ Thong tin va
Truyen thong.

5. Bao dam cac yeu eftu vS ha tftng ky thuat, cong nghe , an tom thong tin va
giai phap kSt n6i, lien thong h~ thong quan ly van ban va diSu hanh,

Clnrong II
TO CHUC H~ THONG

f)i~u 7 . T8 clnrc H~ th8ng
Cac co quan tren dia ban tinh su d\IDgth6ng nhfit chung mQt h~ th6ng. Ten

miSn chung dS truy e~p H~ th6ng trong cae co quan, dan vi tren dia ban tinh Cao
Bing la: http://qlvb.caobang.gov.vn.

f)i~u 8. Tili khoan truy c~p
1.Dinh d~g ten tai khoan dang nh~p H~ th6ng:

- Dinh d~g ten tai khoan eua cae ea nhan nguai dung tham gia vao H~ th6ng:
<ten> <ho dem><.ubndcb>
Trong do <ten>: La ten eua nguai truy e~p, viSt dfty du, tiSng Vi~t khong

dfiu;
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<ho_dem>: La h9 d~m eua ngum truy e~p, trong do ho lfiy 01 chITeai dftu,
dem lfiy 01 chii' eai dftu.

<.ubndeb>: La phftn dfuJ xufit them vao dS phan bi~t ngum su d\1ng 6 co
quan Van phong UBND tinh (bao g6m ea lanh d~o UBND tinh).

Khi co nhiSu nguai trong eung co quan trung h9 va ten, nguai quan tri H~
th8ng eua co quan se thiSt l~p va thong bao eho nguai dung biSt tai khoan truy e~p.

- Vi d{l:
+ Ten tai khoan dang nh~p eua Vii Anh Tufin - Van phong UBND tinh se co

d~g: tuanva.ubndcb;
+ Ten tai khoan dang nh~p eua Nong Quang Trung, Truang phong Khoa

giao - Van xa se co d~g: trungnq.ubndcb;
2. M~t kh§.ueua tai khoan:
- M~t khAu m~e dinh khi m6i kh6i t~o eho lanh d~o UBND tinh Cao Bing

la: Vnpt@1234.
- M~t khAu m~e dinh khi m6i kh6i t~o eho lanh d~o va ehuyen vien Van

phong UBND tinh la: Vnpt@123.
- Cae ea nhan, dan vi co tnich nhi~m thay d6i m~t kh§.u tai khoan eua minh

khi dang nh~p su d\1ng tai khoan Iftn dAu, thuang xuyen thay d6i m~t khftu va co
traeh nhiem bao m~t thong tin vS m~t kh§.urieng.



3. Tfit ca ca nhan, don vi da duoc cfip Uti khoan d~u co th8 dang nh~p H~
thong d8 su dung va khai thac thong tin tren H~ thong thong qua cac trinh duyet
Web vao dia chi qlvb.eaobang.gov.vn.

4. Cac ca nhan, don vi tham gia vao H~ thong khong duoc tv y thay d6i cac
thong tin cua H~ thong cling nhu truy c~p trai phep vao H~ thong. Truong hop can
thay d6i thong tin lien quan dSn H~ th6ng phai duoc sir phe duyet cua lanh dao co
quan. Truong hop bi mfit quyen ki8m soat tai khoan can bao ngay cho nguoi quan
tri cua co quan d8 kip thai co phuong an xu 1y(thiet l~p lai m~t khAutruy c~p).

Chirong III
QUY BJNH VE sir DVNG, KHAI THAC cAc CHUC NANG H$ THONG
Di~u 9. Quy trinh xii' lyvan ban d~n
1. Van thu xu ly van ban dSn (Muc: Quan ly van ban dSn)
a) Van ban gifiy dSn co quan qua duong buu dien, fax, chuyen tnrc tiSp hoac

cac nguon khac:
Van thu bfim chuQt vao "kbOi t~o van ban" (Menu ngang phia tren man

hinh), chQn "Kho-i t~o van ban" ngay phia du6i, xufit hi~n bang chQn va khai dAy
du thong tin:

s6 ki hi¢u (*): Don vi ban hanh (*): .
Triehyiu (*): s6 trang: .
Ngay din (*): Ngay VB: .
llinh thue: s6din: .
Sau do quet tai li¢u va luu ~ Tili tQPtin ~ Trinh lanh df;zoVanphimg

(LDVP)~ Chuy~n
b) Van ban di~n tu dSn qua H~ th6ng ("Quan 1y van ban dSn\van ban can

vao s6"): Van thu khAn truong chuy8n van ban (VB) cho 1anh d~o Van phong
(LDVP) ph§n van ban nhu sau: Bfim vao "trich ySu VB"~ Xu 1y ~ Trinh
LDVP ~ ChQn LDVP xu 1ychinh ~ Chuy8n.

2. Nguai co thAm quy~n xu 1yVB (Chanh Van phong ho~c LDVP du<),cuy
quy~n): Xem xet, phan lo~i; di~n dAy du cac thong tin tren giao di~n nhu: Y kiSn
chi d~o, thai h~n xu 1Y... rBi chuy8n dSn cac chuyen vien xu 1y chinh va chuyen
vien lien quan ph6i hgp xu ly d8 tri8n khai, don d6c, ph6i hgp thvc hi~n;

Nguai co thAm quy~n xu 1yvan ban, co quy~n giao thai h~n xu 1yvan ban,
nguai xu 1ychinh, qua do co th8 thea d5i thai h~ xu 1yvan ban, s6 ngay van ban
xu 1y qua h~n ...Niu khong quy ainh thai hr;znxu If' trong cong van thi h¢ th6ng
m(j,enhien sau 03 ngay se eemh bao eho nguai xu If' ehinh (van bemehuyin sang
maudo).

3. Chuyen vien xu 1yvan ban dSn:
- M\lc: "Van ban dSn\VB dSn cha xu If':
Day 1avan ban dSn chuyen vien dong vai tro xu 1ychinh, t~i day 1i~tke cac

van ban chuyen vien cAnxu ly, chuyen vien thvc hi~n cac thao tac nhu sau:
Bfim vao "trich yiu VB" va xem "n6i dung VB" t~i man hinh phia du6i d8

xu 1y (co th8 chuySn xu 1y, t~o VB tra 1ai, kSt thuc van ban ho~c danh dfiu VB).
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NSu chon tao VB tra loi thi man hinh chuyen vS man hinh khoi tao VB tir chuyen
vien.

- Chu y: +Van ban din sau khi co VB tra loi chuyen vien phai kit thuc van
ban; khi do h~ thong se c~p nh~t trang thai xu ly van ban cua chuyen vien,

+ Cac muc: "Van ban dSn da:xu If': La Ii~t ke cac van ban chuyen
vien da:xu ly; Van ban xem dS biet: La cac van ban dS chuyen vien xem va ph6i
hQ'P xu IY.

f)i~u 10. Quy trinh xu Iyvan ban eli
1. Chuyen vien xu Iy van ban di:
1.1. Van ban chi dao (van ban cua UBND tinh giao nhiem vu cho cac sa,
ban, nganh, UBND cfip huyen)
Chuyen vien su dung chirc nang tai Muc "KhOi tao van ban"--+"Khai t~o

van ban eli tir chuyen vien" (Menu ngang phia tren man hinh); tnroc do chuyen
vien da:du thao nQi dung VB tra loi hru tren may tinh ca nhan, diSn cac thong tin
vao cac muc nhu sau:

* Buec 1: Tai muc "Thong tin van ban", chuyen vien diSn dAydti cac thong
tin sau:

- Trich yiu VB (*) bdt bu(jc: .
- mnh thuc (*): ; D(j khim (*). Linh VifC: ....•...•.....

- Dan vi SOt;lnthao (mgc ainh): Ht;lnxu Iy (niu co): .
File ainh kem (*) (bdt bu(jc)
- Tai tq,p tin: Ch9n tq,ptin trong may tinh ali luu, bdm nut "Open" ad tai;
- VB lien quan: Bdm nut "Them", xudt hi¢n h(jp "danh sach van ban";

chuyen vien tim kiim thea "trich yiu/s6 kY hi¢u ... " va nhq,p gia tri tim kiim VaG0
"Search again.. ", h¢ th6ng Ii?t ke cac VB tim thdy, chuyen vien bdm ch9n (RJ) ben
tay phai cua tq,p tin, sau do bdm chu(jt VaGnut I?nh ~ phia tren ad dong
h(jp thot;linay. L:::.._j

- VB giao nhi?m v¥ (mgc ainh la RJ);
1I.TA·d °1' C'l- A .A hA A·d t' tJt-lv91 ung xu y: rtUyenVlen n t;lpn91 ung om a .

* Blf(YC 2: T~i m\lc "Thong tin giao nhi?m v¥ ", chuyen vien thao tac 02 nQi
dung sau:

- Ca nhan don d6c thl!c hi~n nhi~rn Vl): Tim va chQn ca nhan don d6c theo
don vi ( don d6c 0, ho~c xern dS biSt 0); sir d\lng thanh cU6n dQc dS thao tac phfin
bi che khufit);

- Don vi nh~n nhi~m V\l: ChQn don vi a danh sach b~g cach chQn xir ly
(0),h~ th6ng tg dQng them vao danh sach a phia duai; m6i don vi nh~ nhi~m Vl)
chuyen vien phai nh~p dAydu thong tin gaio nhi~m Vl), vi d\1nhu sau:

Ten don vi Han xfrly Noi dun2 nhiem vu X6a
SaN9i V\l 30/10/2018 Thrun mUll cho UBND tinh (neu chQn

(bfun vao h9P nay d~ chQn v6 D6 an thanh l~p TT HHC nhfun)
h<;mxu ly) .... ...........

................ ............. ................. .........



Luu y: Do day la nhiem VI) dfiu vao cua sa, ban, nganh, huyen thanh ph6 do UBND
tinh, Chu tich UBND tinh giao. DS dam bao thong tin dfiy du, chinh xac, yeu cfiu
cac Chuyen vien c~p nhat dfiy du cac nQi dung tai muc "Thong tin giao nhiem V{-l"
bao g6m: Ten don vi, han xu ly (nSu co), nQi dung nhiem V\l.

MQt nhiem vu co thS nhiSu don vi cling tlnrc hien; mQt don vi co thS thirc
hien nhieu nhiem V\1khac nhau; nQi dung dfiy du nhiem V\1UBND tinh giao cho
cac co quan trong van ban chi dao nay.

* Burrc 3: Chuyen vien quay lai muc "Thong tin van ban ", sau do bam
chuot vao nut: Chlly~n~ Chuyjn Lf)VP~ Chlly~n dS chuyen VB du thao
cho LDVP xem xet (nSu LDVP da d6ng y thi chuyen cho Van thu dS phat hanh),

Chu y: Chuyen vien co thJ d¥ thao van ban di sit dung chuc nang van ban
tra loi nhu sau: Chuyen vien sit dung chtec nang "Van ban Ira lai" tfJiM{-lc"Van
ban din", sau ilo thao tac hoem toim nhu tren (M1J,c1.1).

1.2. Van ban thong thuOng: Thao tac hoan toan nhu phfin 1.1 chi khac a ch6:
- M\lc "Thong tin van ban ": Phfin VB giao nhi¢m V{-l:B6 tich chQn0 dS tra

thanh 0;
- B6 hoan tom Buac 2 a tren, th\IChi~n Buac 3.
Luu y: Van ban thong thuOng chu ySu la cac bao cao va cac van ban khong

co nQidung chi d~o, giao nhi~m V\lcho cac don vi.
2. Phe duy~t cua lanh d~o Van phong co hai truOng hgp:
- NSu dv thao van ban chua d~t yeu cfiu thi LDVP co thS chinh sua tf\fCtiSp

van ban, danh dau phfin chua d~t chuySn l~i cho nguai khai t~o chinh sua dSn khi
d~t yeu cfiu.

- NSu dv thao van ban da d~t yeu cfiu: LDVP chuySn l~i chuyen vien dS in
trinh lanh d~o UBND tinh xem xet (kern thea PhiSu trinh); nSu lanh d~o UBND
tinh th6ng nhat vai ban thao, d6ng y kY, cho ban hanh thi chuyen vien chuySn
d6ng thai ca ban giay da duQ'c lanh d~o UBND tinh kY va ban di~n tit dSn Van thu
(chUng th\Ic chfr kY s6) dS phat hanh, kSt thuc qua trinh xu ly van ban di.

LUll y:
- Chuyen vien va Van thu co trach nhi~m thvc hi~n cac buac xac th\IC chfr

kY s6 trong vi~c phat hanh VB di (kS ca VB do lanh d~o UBND tinh kY) dS h~
chS phat hanh VB giay, tm truOng hgp thea Quy dinh phai co VB giay.

- Trong truOng hgp chuyen vien chuySn nhfim van ban cho nguai khac rna
nguai do chua xu ly thi co thS su d\lllg tinh nang thu h6i dS xu ly lay l~i van ban
(M\lc: VB ilil VB ili iliixu If!;sau do bam vao trich yiu VB, chQnm\1cLdy IfJi).

3. Van thu phat hanh van ban di: ChQnm\1cVan ban di\van ban di cin xli'
Iy, diSn cac thong tin sau:

- M\lc "Thong tin VB": Cho phep Van thu thao tac nhu tai file VB (file van
ban da scan), ho~c d6i ten van ban, kY s6 VB ..... (Van thu da duQ'chuang dan su
d\1llg chu Icy sa).
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- M\1c: "Thong tin nhan VB": Chon ca nhan nhan/chon Dan vi nhan thea
nhom (so/ban/nganh hoac vEND cftp huy~n)/Nguoi nh~n theo nhom/ Dan'vi lien
thong ngoai/Don vi lien thong qua true .

Sau do bftm nut "Ban hanh", van ban se phat hanh tren h~ thong thea thong
tin nhan VB a tren.

Chu y: "M\1c VB di da phat hanh": Chua danh sach cac VB van thu da phat
hanh,

f)i~ll 11.Danh muc van ban trao dBi tren moi truong mang
1. Danh muc van ban trao d6i hoan toan bfutg ban di~n tu, khong gui van

ban gifty: La nhirng van ban khong m~t, dang di~n tir (g6m ban PDF va ban co chit
Icy s6), C\1thS:

a) Trong pham vi nQi bQ mot co quan nha mroc g6m: Van ban cung cAp
thong tin, van ban phuc vu chi dao, diSu hanh cua lanh dao; lich cong tac; cac
chuang trinh, kS hoach cua co quan; giAymoi hop va tai li~u phuc vu hop; thong
bao chung Cllaco quan; van ban dS biSt, dS bao cao, xin y kiSn; tai li~u cAntrao d6i
trong qua trinh xu ly cong vi~c;

b) Giua cac co quan nha nuac vai nhau g6m: GiAymai hQp va tai li~u kern
theo; Bao cao thang, qui, 6 thang, nam va cac bao cao thea yeu cAu; van ban gUi
cac co quan, dan vi dS biSt, dS ph6i hQ'p, dS bao cao; Jich cong tac; cac chuang
trinh, kS ho~ch khong lien quan dSn kinh phi, tai chinh; cac van ban dv thao dS xin
y kiSn, van ban dong gop y kiSn cho cac dv thao; van ban sao y.

2. Danh m\1c cac lo~i van ban trao d6i duai d~ng ban di~n tir (g6m ban PDF
va ban co chu Icy s6), d6ng thai gui kern van ban giAy:

a) Van ban gui Chinh phil, Thil tuang Chinh phil thea quy dinh t~i Quy chS
lam vi~c CllaChinh phil; van ban gui cac B(>,nganh trung uang;

b) Van ban quy ph~m phap lu~t;
c) Van bim trinh Tinh ily, HDND va UBND cAp tinh, g6m: To trinh, cong

van, kS ho~ch, bao cao, kern thea h6 so tai li~u (nSu co);
d) Van ban, bao g6m: Cong van, to trinh, quySt dinh, thong bao kSt lu~, kS

ho~ch, huang dftn, quy ho~ch, dS an cong taco.., mang tinh chi d~o, cho chil truang,
huang dftn; co nQi dung vS dV toan, phe duy~t, phan b6, giao chi tieu, dinh muc,
thanh quySt toan vS tai chinh, ngan sach; vS t6 chuc bQmay, can bQ, bien chS; ban
hanh bQthil t\1Chanb chinh.

Luu j: Trong phAn "Nainhq,n van bim" chuyen vien phai li~t ke chi tiSt cac
co quan, ca nhan nh~n ban di~n tu, cac co quan, ca nhan nh~ ca ban di~n tu va
ban giAydS Van thu phat hanh.

f)i~ll 12.Tra CUllh6 SO'

Chuc nang nay cho phep tra cUu h6 so tren h~ th6ng, co 02 cach tra CUll:Tra
CUunhanh va tra CUunang cao

- Tra CUunhanh: ChQn tra cUu thea m(>ttrong cac tieu chi sau: Trich ySu, s6
Icy hi~u, dan vi ban hanb... sau do bAm nut "Tim kiSm", H~ th6ng se li~t ke cac
van bim thoa man diSu ki~n tim kiSm nhanh.
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-Tra ciru nang cao: Chon "Tim kiem nang cao" sau do nguoi dung khai bao
cac thong tin cAn tim kiem trong hQp thoai ..... sau do bfun nut "Tim kiem". H~
thong se li~t ke cac van ban thea man diSu kien tim.

I)i~u 13.Quan If cong vi~e
Tren H~ thong b6 sung clnrc nang nay d~ lanh dao d.p phong giao viec cho

nhan vien; thong ke tinh hinh k@tqua thuc hien cua phong, don vi.
- Giao viec moi: "Quan ly cong vi~c\giao viec": Lanh dao phong nhap ten

cong viec (trich y@uvan ban), tom t~t nQi dung cong viec, tai file tai lieu dinh kern,
nhap ngay giao vi~c va ngay h@than, mire dQcong viec (thuong hay khan),

- Cac muc: Cong viec don vi, Cong viec ca nhan, Cong viec da giao .... bao
cao t6ng hop ca nhan bao cao chi ti@tdon vi: Cho phep lanh d~o Phong
quan ly cong vi~c da giao cho chuyen vien, d6ng thai ki~m tra cong vi~c da duQ'c
chuyen vien thgc hi~n nhu th@nao ...

I).). 14 H). " ."leu . 0 SO'eongvl~e
- Cong vi~c: La thu m\lc luu h6 sa, tai li~u duQ'c hinh thanh trong qua trinh

xu ly van ban tren H~ thBng, bao g6m cac chilc nang:
+H6 sa duQ'cchia se: Chilc nang nay li~t ke tai li~u do nguai khac su d\lng

tren h~ thBng chia se cho ca nhan;
.+H6 sa duQ'cchuy~n giao: Tuong tg nhu chilc nang "H6 sa dUQ'cchia se",

chi khac a ch6 tai li~u, van ban duQ'cnguai khac chuy~n giao d~ khai thac;
+ H6 sa ca nhan: Cho phep nguai dung t~o l~p cay thu m\lc d~ luu h6 sa

tren h~ thBng.
- Thao tac: Them h6 sa (+) ----. nh~p "Ten h6 sa" ----.Luu ----.dong
I)i~u 15.Khai thae cae tinh nang khae eua H~ th8ng
1. HQi tho~i trgc tuy@n
La chilc nang "Chart On line" tren H~ thBng khong phat hanh ra ben ngoai.

Chilc nang nay duQ'ckhai thac d~ trao d6i thong tin giua cac chuyen vien, giua cac
don vi trong nQi bQca quan (cho phep kern file t~p tin).

2. Thong tin diSu hanh
Chilc nang nay dung d~ trao d6i thong tin nQi bQ ca quan, chi d~o - diSu

hanh cua lanh d~o ho~c gui/nh~n van ban nQi bQmQt cach nhanh chong, gop phAn
ti@tki~m van phong phAm.Bao g6rn cac chilc nang chinh sau:

- Thong tin diSu hanh d@n:La cac thong tin diSu hanh gui d@ncho ca nhan;
- Gui thong tin diSu hanh (lanh d~o c~p phong tra len): Cho phep nguai

dUnggui thong tin diSu hanh (co kem file) cho cac ca nhan nh~;
- Thong tin diSu hanh da gui: Li~t ke cac thong tin diSu hanh da gui.

3. Lich don vi
Bao g6m t~o lich cong tac cua dan vi; xem ljch cong tac cua don vi da t~o

l~p trong 01 tufuI. Lanh d~o cac phong, don vi ho~c ngum dUQ'clanh d~o cac
phong, don vi uy quySn la nguai chiu trach nhi~m gui ljch cong tac hang tuAn cua
phong, don vi cho Thu truang ca quan.
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Phong Hanh chinh - T6 chirc la don vi chiu trach nhiem l~p va giri lich cong
tac cua co quan len H~ th6ng.

4. Bao cao: Bao g6m cac chirc nang sau day:
- Bao cao t6ng hop: H~ thong se t6ng hop kSt qua tinh hinh xu Iy van ban

cua tirng phong, ban trong co quan (T6ng s6 van ban dSn, van ban dff chuyen thuc
hien, t?ng,s6 van ban di, t6ng s6 van ban lien thong, t6ng s6 van ban nQi bQ)... ~o
the xuat kct qua nay ra Excel.

- Bao cao tinh hinh xu ly cong van dSn.
- Bao cao thong ke s6 li~u trong co quan.
5. Bao cao tlnrc hien nhiem vu: Bao g6m cac chirc nang
- Bao cao kSt qua thirc hien nhiem vu - chuyen vien: Th6ng ke tinh hinh xu

Iy van ban cua tirng chuyen vien

- Bao cao kSt qua thuc hien nhiem vu- cac don vi: H~ thong se thong ke tinh
hinh thuc hien nhiem vu UBND tinh giao cho cho salban/nganh va dia phuong;
bao g6m cac thong tin: Danggiili quyit (T6ng s6 nhi~m VV, truac h?ll, qua h~n);
etagiiii quyit (T6ng s6, truac h?ll, qua h~n, chua xac nh~ phuc dap).

- Bao cao tinh hinh cac dan vi thgc hi~n nhi~m vv cua UBND tinh, bao g6m
cac tr?llg thai: Nhi~m VV chua hoan thanh bi qua h~, nhi~m VV chua hoan thanh
nhung chua dSn h~, nhi~m VV hoful thanh dung h~n, nhi~m VV hoan thanh nhung
quah~.
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ChU'O'ngIV

QUY DJNH VE TRAcH NHI~M, QUYEN H~N CUA NHiJ'NG NGUm THAM
GIA QUAN LV, sir DVNG, KHAI THAc H:e THONG

I)i~u 16. Traeh nhi~m va quy~n h~n eua Chanh Van phong
1. Chi d~o, don d6c, kiSrn tra, giam sat vi~c triSn khai su dVng, khai thac H~

th6ng quan Iy van ban va diSu hanh t~i co quan. Tham gia diSu hanh tren H~ th6ng
d6i vai tfit ca cac van ban lien quan dSn cong vi~c cua co quan;

2. C~p nh~t nQi dung chi d~o, thai h~n xu Iy cho van ban dSn truac khi
chuySn cho ca nhan, phong, dan vi lien quan thgc hi~n;

3. KiSm tra phe duy~t nQi dung van ban va cho y kiSn quySt dinh ban hanh
van ban di tren H~ th6ng.

I)i~u 17. Traeh nhi~m va quy~n h~n eua Van thU'
1. Thgc hi~n cac cong vi~c lien quan dSn lu6ng xu Iy van ban: Vao s6 van

ban dSn, van ban di; quet nQi dung van ban sau khi dugc Ianh d~o co thfun quYSn
kY va dong dfiu ho~c thgc hi~n xac thgc chfr kY s6 tren van ban; kiSm soat Ifin cu6i
vS hinh thuc, thS thuc va phat hanh, gui van ban di;

2. Vao ngay 25 hang thang: Thgc hi~n l~p bao cao, th6ng ke d~ theo d6i,
t6ng hqp van ban di/dSn, tinh hinh xu ly van ban di/dSn, thong tin xu ly cua tirng
lo~i van ban theo yeu cfiu cua chS dQbao cao, th6ng ke theo quy dinh dS Truang
phong Hanh chinh - T6 chuc thong bao don d6c cac don vi, ca nhan thgc hi~n;

3. Thgc hi~n cac cong vi~c khac tren H~ th6ng khi dugc uy quySn;



4. Trong tnrong hop co sai sot khi nh~p van ban di, dSn (nham s6, sai s6
cong van, ... ) khong tu kh~c phuc dircc phai bao voi ngiroi phu trach d@chi dao
Quan tri H~ th6ng h6 tro kh~c phuc,

Di~u 18. Trach nhi~m va quy~n han ella chuyen vien
1. SU dung cac chirc nang trong pham vi cho phep cua tai khoan diroc tao

I~p tren H~ thong d@trao d6i, xu If cong vi~c thuoc pham vi trach nhiem duoc
giao;

2. Trong tnrong hop xu If sai luong cong van hoac kSt thuc xu If cong van
dSn khi duoc giao xu If van ban dSn, chuyen vien co trach nhiem bao cao lanh dao
co quan d@ph6i hop voi ngiroi quan tri H~ th6ng cua co quan tim each kh~c phuc;

Di~u 19. Trach nhi~m va quy~n han ciia lanh d~o phong, dan vi
1. Co trach nhi~m ki@mtra, don d6c cac ca nhan xu If van ban di, dSn trong

phlitmvi quan If cua phong, dan vi minh; .
2. Tham gia quan If va di@uhanh toan bQcong vi~c, giam sat qua trinh xu If

va phat hanh cong van di cua phong, dan vi minh tren H~ th6ng;
3. TruOng phong Hanh chinh - T6 chuc co trach nhi~m t6ng hgp, don d6c,

bao cao LDVP vi~c su d\lllg, khai thac H~ th6ng.
Di~u 20. Traeh nhi~m ella Quan tri H~ thBng
- Dam bao hlittfing cong ngh~ thong tin cua co quan ho~t dQng lien tvc, 6n

dinh trong tfit ca cac ngay; bao m~t thong tin nguai dung cua co quan; them, b6t tai
khoan nguai dung khi co yeu cAu;phan quy@nkhai thac h~ th6ng cho nguai dung
cua co quan.

- Huang d§.n,h6 trQ'nguai su d\lllg H~ th6ng t~i cac co quan, dan vi; ph6i
hgp v6i cac bQph~n cua Vi8n thong Cao B~ng dam bao v@duemg truy@n,kip thai
kh~c ph\lc sg c6 kY thu~t d@H~ th6ng hOlittdQng thong sU6t 24/24 gia trong tfit ca
cac ngay trong tuAn;

- TiSp nh~ f kiSn cua nguai su d\lllg d@chinh sua, b6 sung, hoan thi~n, t6i
Uti hoa phfin memo

- Trong truemg hgp H~ th6ng g~p sg c6, bi mfit dfr li~u, co trach nhi~m bao
cao Ianh dlitoco quan, d6ng thai bao cho bQ ph~n kY thu~t cua Vi8n thong Cao
B~g d@xu If kip thai.

Di~u 21. Traeh nhi~m va quy~n h~n eua ea nhan, dan vi truy e~p H~
thBng tir xa qua m~ng Internet

1. Cac ca nhan, dan vi co the truy c~p H~ th6ng ti:r xa qua m~g til bfit cu noi
nao, t~i bfit kY thai gian nao dS thea d5i, xu If va di@uhanh cong vi~c thong qua tai
khoan dtl duQ'ct~o I~p.

2. Khi truy c~p H~ th6ng qua mlitllg,cac ca nhan, dan vi co trach nhi~m tg
quan If Uti khoan va bao quan m~t khdU cua minh. Trong mQi truang hgp, khong
duQ'c cho nguai khac dung tai khoan va m~t khdu cua minh d@truy c~p. Truang
hgp tai khoan truy c~p til xa bi su d\lng khong dung, gay m~t dfr li~u ho~c 1(>thong
tin cua co quan thi ca nhan, dan vi sa hfru tai khoan do chiu trach nhi~m hoan toan
v@nhUng thi~t h~i gay ra va se bi xem xet, xu If thea quy dinh.
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Chuong V
TO CHUC THVC HI~N

Di~u 22. TB clurc thl}'chi~n
1. Cac ca nhan, phong, ban, dan vi tnrc thuoc Van phong UBND tinh tham

gia sir dung, khai thac H~ thong ph~n mem VNPT-iOffice co trach nhiem thirc hien
nghiem tuc Quy chS nay, viec thirc hien t6t cac quy dinh cua Quy chS nay diroc
xem la mQt tieu chi dS daub gia mire dQhoan thanh nhiem vu cua cong chirc, vien
clnrc va binh xet thi dua, khen tlnrong hang nam,

2. Trong qua trinh t& chirc tlnrc hien, nSu co kho khan, virong m~c, cac ca
nhan, dan vi phan anh dSn Trung tam Thong tin, Van phong UBND tinh dS t6ng
hop, bao cao lanh dao Van phong UBND tinh xem xet, sua d&i, b6 sung cho phil
hop.',

12

CHANH VAN PHONG

'O'?-~

~::::::::~Le Hai Hoa


