NS BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
VHAI NGUYEN Doc 1ap - Tw do - Hanh phuc

Sb: 44/2025/QD-CTUBND Thai Nguyén, ngay 26 thang 12 nam 2025

QUYET PINH

Ban hanh Quy ché quan Iy, sir dung chit ky s6 chuyén dung cong vu,
chirng thu chir ky s6 chuyén diing cong vu, thiét bj lwu khéa bi mat va
dich vu chirng thue chir ky sé chuyén ding cong vu trong cic co quan

nha nudc tinh Thai Nguyén

Can cir Ludt Té chitc chinh quyén dia phirong sé 72/2025/0H15;

Can cir Ludt Cong nghé théng tin s6 67/2006/QH11;

Can cir Ludt Giao dich dién tir s6 20/2023/QH15;

Can cir Nghi dinh sé 68/2024/ND-CP ngdy 25 thing 6 nam 2024 cia
Chinh phii quy dinh vé chit ky sé chuyén ding céng vu;

Can cir Nghi dinh sé 30/2020/ND-CP ngdy 05 thing 3 nam 2020 cia
Chinh phii quy dinh vé céng tac Van thu;

Can cir Quyét dinh s6 28/2018/0D-TTg ngay 12 thing 12 nam 2018 ciia
Thii tuéng Chinh phii vé viéc giri, nhdn vin ban dién tir giita cdc co quan trong
hé théng hanh chinh nha nudc;

Theo dé nghi ciia Gidm déc Sé Khoa hoc va Céng nghé.

Chii tich Uy ban nhédn ddn ban hanh Quyét dinh quy ché quan Iy, sir dung
chit ky s6 chuyén ding cong vu, ching thu chit ky s6 chuyén diing cong vu, thiét
bi lwu khéa bi mdt va dich vu chimg thuc chi ky s6 chuyén dimg cong vu trong
cdc co quan nha nuoc tinh Thai Nguyén.

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché quan 1y, str dung chir
ky s6 chuyén dung cong vu, chimg thu chir ky sé chuyén dung cong vu, thiét bi
lru khoa bi mat va dich vu chimg thuc chir k¥ s6 chuyén dung cong vu trong céc
co quan nha nudce tinh Thai Nguyén.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay 10 thang 01 nam 2026.

Piéu 3. Chanh Vin phong Uy ban nhan dan tinh; Giam dc S¢ Khoa hoc



va Cong nghé; Thu trudng cac so, ban, nganh; Chu tich Uy ban nhan dan céc xa,
phudng va cac don vi ¢ lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

KT. CHU TICH
PHO CHU TICH

Nguyén Thi Loan



CHU TICH UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM
TINH THAI NGUYEN Poc 1ap - Tw do - Hanh phuc

QUY CHE
Quin 1y, sir dung chir ky s6 chuyén diing cong vu, chirng thu chir ky sé
chuyén ding cong vu, thiét bi lvu khéa bi mét va dich vu chirng thue chir
ky s6 chuyén ding cdng vu trong cic co quan nha nwéce tinh Thai Nguyén
(Ban hanh kém theo Quyét dinh s6 44/2025/0D-CTUBND ngay 26 thing 12
nam 2025 ciia Chii tich Uy ban nhdn dan tinh Thdi Nguyén)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh mot s6 ndi dung vé viéc quan 1y, sir dung chir ky s6
chuyén dung cong vy, ching thu chir ky sé chuyén dung cong vy, thiét bi luu
khoa bi mat va dich vu ching thuc chit ky sé chuyén dung cong vu trong cc co
quan nha nudc thudc pham vi quan 1y cua Uy ban nhan dan tinh Théai Nguyén.

Piéu 2. Pdi twong ap dung

Quy ché nay dugc ap dung dbi véi cac co quan, to chirc, cd nhan thudc
cac co quan nha nudc; t6 chirc chinh tri - x3 hoi; don vi su nghiép cong lap cod
lién quan dén hoat dong quan 1y, sir dung chir ky so chuyén dung cong vu trén
dia ban tinh Thai Nguyén, bao gdom:

1. Uy ban nhan dan (UBND) cdp tinh, cip x4.

2. Céc s¢, ban, nganh, cac don vi sy nghiép cong 1ap thugc UBND tinh.

3. Céac phong, ban, co quan chuyén mon, don vi sy nghiép cong 1ap thude
s0, ban, nganh, UBND cac cép.

4. Céc tb churc chinh tri - x4 hdi thudc co quan nha nudc.

5. Céc cd nhan la 1anh dao, can bd, cong chirc, vién chirc, nguoi lam viée

trong cac co quan, don vi quy dinh tai khoan 1, 2, 3, 4 Diéu nay.

Picu 3. Giai thich tir ngir



Trong Quy ché nay, cac tir ngit dudi day dugc hiéu nhu sau:

1. Chimg thu chit ky s6 chuyén dung cong vu 1a théng diép dir liéu nham
x4c nhan co quan, to chitc, ca nhan dugc chimg thuc 1a nguoi ky chir ky sd

chuyén dung cong vu.

2. Vin ban dién tr dugc ky s6 1 van ban duoc thé hién dudi dang thong
diép dir liéu duoc tao 1ap hodc dugc s6 hoa tir vin ban gidy va trinh bay ding thé
thire, k¥ thuat, dinh dang theo quy dinh, duoc ky sb boi nguoi c¢o tham quyén va

ky s6 ctia co quan, to chuc theo quy dinh cta phép lut.

3. Thué bao 13 co quan, t6 chirc, ca nhan duoc cip chimg thu chit ky 6
chuyén dung coéng vu, chip nhan ching thu chit ky s6 chuyén dung cong vu va
giit khoa bi mat twong tmg v6i khoa cong khai ghi trén chimg thu chit ky sb

chuyén dung cong vu dugc phat hanh do.
Piéu 4. Nguyén tiic quan ly va sir dung chir ky s6 chuyén ding cong vu

1. Chit ky sd chuyén dung cong vu dugc sir dung rong rdi cho tat ca cac
loai van ban, ho so, tai liéu dién tir trong cac co quan, t6 chuc quy dinh tai Piéu 2
Quy ché nay; khong ap dung dbi véi cac vin ban thudc pham vi bi mat nha nude.

2. Van ban dién to duogc ky s6 phai dam bao tinh xac thuc, tinh toan ven

xuyén sudt trong qua trinh trao doi, xu ly va luu trit van ban dién tr duge ky so.

3. Chit ky s6 chuyén dung cong vu cia co quan, don vi, ca nhan chi dugc
st dung dé thuc hién cac giao dich theo dung tham quyén cia co quan, don vi va

chtrc danh dugc cap ching thu sd.

4. Viéc quan 1y, st dung chit ky sé chuyén dung cong vu phai bao dam an
toan, an ninh thong tin.

Piéu 5. Cac loai vin ban ap dung chir ky s6 chuyén dung cong vu

1. TAt ca cac van ban dién tir thudc thim quyén ban hanh va giai quyét
ctia cac co quan trong hé thong hanh chinh nha nude (trir vin ban thudc pham vi

bi mat nha nuéc), duge ky bang chir ky sé chuyén dung cong vu dé trao doi giira



cac co quan nha nude va trong ndi bd ctia mdi co quan nha nude qua hé thdng
Quan 1y vin ban va diéu hanh.

2. Céac vin ban cung cap cac théng tin trén Trang thong tin dién tir hoic
Cong thong tin dién tir ctia co quan nha nudc theo quy dinh tai Diéu 4 Nghi dinh
sO 42/2022/ND-CP ngay 24/6/2022 ciia Chinh phi quy dinh vé viéc cung cap

thong tin va dich vu cong truc tuyén cia co quan nha nudc trén moi trudéng mang.

3. Ngoai cac loai van ban ap dung chit ky s6 chuyén ding cong vu tai
khoan 1, khoan 2 Diéu nay, tiy theo yéu ciu, cic co quan, don vi xem xét quy
dinh thém céc loai vin ban khac dé ap dung chir ky sd, giri qua mang, khong guri

van ban gidy trong ndi by ctia co quan, don vi minh.

4. Trudng hop cac vin ban quy pham phap luat dugc vién dan, ap dung tai
Quy ché nay duoc stra doi, bd sung hoac thay thé thi thuc hién theo vian béan stra
d6i, bd sung hoic thay thé do.

Picu 6. Gia tri phap Iy ciia chir ky s6 chuyén ding cong vu va viin ban
dién tir dwoce ky so

1. Gia tri phap 1y cta chir ky sé chuyén dung cong vu dugc quy dinh tai
Diéu 23 Luat Giao dich dién tir s6 20/2023/QH15 ngay 22 thang 6 nam 2023.

2. Gia tr1 phap ly cua van ban dién tir dugc ky s6 dugc quy dinh tai Piéu 5
Nghi dinh s6 30/2020/NDP-CP ngay 05 thang 3 nam 2020 ctia Chinh phu vé
Cong tac van thu.

Piéu 7. Giri, nhan vin ban yéu ciu ching thue, thiét bi luu khéa bi mat

1. Giri, nhan van ban yéu cau chimg thuc, thiét bi luu khoa bi mat giita co
quan, to chirc quan 1y truc tiép va Cuc Chung thuc sé va Bao mat thong tin
(thudc Ban Co yéu Chinh pht) dugc thuc hién theo quy dinh tai Diéu 4 Nghi
dinh s6 68/2024/ND-CP ngay 25 thang 6 nam 2024 cta Chinh phi quy dinh vé

Chir ky s6 chuyén dung cong vu.

2. Gui, nhan van ban yéu cau chung thuc cac dich vu theo iy quyén cua



Cuc Chimg thyuc sé va Bao mat thong tin truc thudc Ban Co yéu chinh phu giita
thué bao, co quan, to chirc quan 1y truc tiép va S& Khoa hoc va Cong nghé dugc
thue hién bang vin ban dién tir dd ky s6 theo quy dinh cta phap luat vé cong tac

van thu qua hé théng Quan 1y vin ban va diéu hanh.
Chuong 11

QUAN LY VA SU DUNG CHU KY SO, CHUNG THU CHU KY SO,
THIET BI LUU KHOA Bi MAT VA DICH VU CHUNG THUC CHU KY
SO CHUYEN DUNG CONG VU

Piéu 8. Quan Iy va sir dung chir ky s6 chuyén ding cong vu

1. Viéc quan 1y, st dung thiét bi luu khoa bi mat va chung thu chit ky s6
chuyén dung céng vu cua co quan, to chic trong cong tac vin thu dugc thuc

hién theo quy dinh tai Diéu 32 Nghi dinh s6 30/2020/ND-CP.

2. Chit ky s6 chuyén dung cong vu cta co quan, to chic, ca nhan phai
duogc chung thyc boi Cuc Chung thuc s6 va Bao mat thong tin (thudc Ban Co
yéu Chinh phu) va chi dugc sir dung dé thuc hién cac giao dich theo dung quy

dinh v€ quan ly va str dung con dau.

3. Van thu co quan 1a ngudi duge lanh dao co quan giao quan 1y va su
dung chtng thu chit ky s6 chuyén dung cong vu cia co quan, to chirc; co trach
nhiém thuc hién cic quy dinh tai Quy ché nay d6i v6i chung thu chir ky sb

chuyén dung cong vu cho co quan, to6 chirc dugc giao quan ly va st dung.

4. Chung thu chit ky s6 chuyén dung céng vu dugc cap cho ca nhan ngudi
c6 tham quyén cua co quan theo quy dinh ctia phap luat vé quan 1y va str dung
con dau chi duoc st dung dé thuc hién cac giao dich theo ding chtrc danh cua
nguoi do.

5. Viéc ky thay, ky thtra Iénh theo quy dinh cua phap luat dugc thuc hién
bai ngudi c6 tham quyén va ngudi ky thay, ky thira 1énh phai sir dung ching thu

s0 chuyén dung cong vu dugc cap cho ca nhan dé ky.



Piéu 9. Kiém tra chir ky s6 chuyén dung cong vu va sw hop 1é cia

dwong dian chirng thue

Quy trinh kiém tra chit ky s6 chuyén dung cong vu; kiém tra hiéu luc cua
chimg thu chit ky s6 chuyén dung céng vu va kiém tra hop 1¢ cua dudong din
chig thuc dugc thuc hi¢n theo cac quy dinh tai Diéu 30, DPiéu 31, Diéu 32
Nghi dinh s6 68/2024/ND-CP.

Piéu 10. Hinh thirc ky s6 va thoi gian giri/nhan vin ban dién tir
1. Chit ky s6 trén van ban dién tir ctia co quan, t chirc, ¢4 nhan ban hanh
a) Chir ky sb ctia nguoi ¢6 thAm quyén

Hinh anh: La hinh anh chit ky ctia nguoi c6 tham quyén trén van ban giay,

mau xanh, dinh dang Portable Network Graphics (.png) nén trong sudt.

Vi tri: Pat canh gitra chirc vu cua nguoi ky va ho tén nguoi ky.

b) Chit k¥ s6 ctia co quan, t6 chirc ban hanh van ban

Hinh anh: La hinh anh ddu cta co quan, t6 chic ban hanh vin ban trén
van ban, mau do, kich thuéc bang kich thudc thuc té cta dau, dinh dang (.png)
nén trong sudt.

Vi tri: Trum 1én khoang 1/3 hinh anh chit ky sé ctia ngudi c6 thim quyén
vé bén trai.

2. Hinh thtrc chit ky s6 clia co quan, t6 chirc trén ban sao dinh dang dién tr

Vi tri: Goc trén, bén phai, trang dau cta vian ban.

Hinh anh: Khong hién thi.

Théng tin: Hinh thirc sao, tén co quan, t6 chiic sao vin ban, thoi gian ky
(ngay thang niam; gid phit gidy; mai gio Viét Nam theo tiéu chuan ISO 8601)
duoc trinh bay bang phong chit Times New Roman, chit in thuong, kiéu chi

ding, ¢& chir 10, mau den.



3. D4u giap lai: Trong méi trudng dién tir, chit ky s6 dam bao tinh toan

ven cua van ban dién tir, thay thé hoan toan dau giap lai.

4. Chir ky s0 cua co quan, t6 chuc trén van ban kém theo van ban chinh,

duoc thé hién nhu sau:

a) Van ban kém theo cung tép tin v&i ndi dung van ban di¢n tir, Van thu

co quan chi thyc hién ky so van ban va khong thuc hién ky s6 1én van ban kém theo.

b) Van ban khong cung tép tin véi ndi dung van ban dién tir, Van thu co

quan thuc hién ky sb ctia co quan, t6 chtc trén van ban kém theo.

Vi tri: Goc trén, bén phai, trang dau cua vin ban kém theo.

Hinh anh chit ky s6 cua co quan, t6 chirc: Khong hién thi.

Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngdy thang nim; gio phat
gidy; mui gio Viét Nam theo tiéu chudn ISO 8601) duoc trinh bay bang phong

chit Times New Roman, chit in thuong, kiéu chit dung, cd chir 10, mau den.

5. Chir ky s6 cta co quan, to chic trén Phu luc ctia van ban dién tir, dugc

thé hién nhu sau:

a) Doi voi Phu lyc cung tép tin v&i ndi dung van ban dién tir, Van thu co

quan chi thyc hién ky sb van ban va khong thuc hién ky s6 1én Phuy luc.

b) Pdi véi Phu luc khong cung tép tin vdi ndi dung van ban di¢n tir, Van thu

co quan thyc hién ky s6 clia co quan, t6 chirc trén tung t&p tin keém theo, cu thé:

Vi tri: Goc trén, bén phai, trang dau cua mdi tép tin.

Hinh anh chit ky s6 cua co quan, t6 chirc: Khong hién thi.

Thong tin: S6 va ky hiéu vin ban; thoi gian ky (ngdy thang nim; gio phat
gidy; mui gio Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang phong

chit Times New Roman, chit in thuong, kiéu chit dung, cd chir 10, mau den.

6. Thoi gian gri/nhan van ban dién tor dugc can ci trén nhan thoi gian

glri/nhan cta hé théng Quan 1y van ban va diéu hanh.



Piéu 11. Quy trinh Ky s6 va miu chir ky trén viin ban dién tir
1. Quy trinh ky s6

Vin ban dién tir trude khi phat hanh phai duoc ky sd bang ching thu sd
chuyén ding céng vu ca nhan ctia ngudi c6 tham quyén ky van ban va chung
thu s6 chuyén dung cong vu co quan do Cuc Chimg thuc sé va Bio mat thong
tin tryc thudc Ban Co yéu Chinh phi cap trong thoi gian con hiéu lyc. Quy trinh

ky s6 trén van ban dién tir dugc thuc hién theo trinh tyu sau:
a) Soan thao, kiém tra ndi dung, thé thurc, k¥ thuét trinh bay van ban

Buoc 1: C4 nhan dugc giao nhiém vu soan thdo van ban thyc hién: Du
thao van ban; dua du thao van ban vao hé théng Quan ly van ban va diéu hanh;
cap nhat cac truong thong tin cua van ban (Trich yéu, tén van ban, du kién do
khan (néu co)); xin ¥ kién (néu co); tiép thu va hoan thién dy thao, trinh ldnh

dao phong, ban, don vi xem xét.

Budc 2: Lanh dao don vi chil tri soan thao vin ban xem xét, cho y kién va
chiu trach nhiém vé ndi dung du thao. Trudng hop vin ban thudc thim quyén ky
ban hanh thi thyc hién ky sb theo quy dinh tai budc 1 diém b khoan 1 Piéu nay.
Trudng hop khong thudc tham quyén ky ban hanh vin ban thi chuyén dy thao dén
nguoi duoc giao trach nhiém kiém tra thé thirc va k¥ thuat trinh bay van ban.

Budc 3: Nguoi duge giao trach nhiém kiém tra thé thirc va k¥ thuat trinh
bay van ban cho ¥ kién va chiu trach nhiém vé tinh chinh xac vé hinh thirc, k§
thuat trinh bay, chuyén du thao vé dinh dang .pdf (phién ban 1.4 trd 1én) trude

khi trinh nguoi c6 tham quyén ky ban hanh vin ban.
b) Duyét van ban va thuc hién ky s6
Budc 1: Nguoi co thim quyén duyét vin ban trudce khi ky sd.

Bude 2: Ngudi co tham quyén ky vin ban bang chimg thu sé chuyén

dung cong vu ¢4 nhan cta minh va chuyén dén Van thu co quan.

¢) Pang ky vao s6 va phat hanh vin ban dién tur



Budc 1: Van thu co quan tiép nhan van ban da duogc nguoi co thim quyén
ky s, kiém tra lai thé thirc va k¥ thuét trinh bay vin ban; néu phat hién sai sot
thi bao cdo ngudi co trach nhiém xem xét, giai quyét. Truong hop vin ban dién
tr dd hop 16 thi thuc hién ky sé bang chimg thu sb chuyén dung cua co quan.
Viéc cdp nhat cic truong thong tin: S6 vin ban; ngay, thang, ndm vin ban; tén
cO quan, td chirc ban hanh van ban; sb trang cuia van ban; ma dinh danh cua co
quan, td chirc nhan van ban duoc thuc hién b'flng chtrc nang cua h¢ théng Quan
1y van ban va diéu hanh.

Bué6c 2: Vin thu co quan diang ky vin ban dién tir d ky sd vao so ding
ky vin ban di trén hé thong Quan 1y vin ban va diéu hanh. Pong thoi thuc hién

phat hanh van ban trén moi truong mang.

Budc 3: Truong hop co quan, don vi c6 nhu cau phat hanh vin ban dién
tr va van ban gidy, thi Vin thu in vin ban dién tir dd duoc ngudi co thim quyén
ky s6 ra vin ban gidy, dong dau, phat hanh. Vin ban gidy phai dam bao cung s,

ngay, thang, nam va cung chit ky ctia nguoi c6 tham quyén.
Chuong 111
TRACH NHIEM CUA CAC CO QUAN, TO CHUC, CA NHAN
Pi¢u 12. Trach nhiém ciia Sé khoa hoc va Cong nghé

1. Quan 1y, huéng din cac thué bao trong qua trinh trién khai, quan Iy, st
dung chit ky sé chuyén dung cong vu, chimg thu chit ky sé chuyén dung cong
vu, thiét bi luu khoa bi mat va dich vu chirng thuc chir ky $6 chuyén dung cong

vu trén dia ban tinh Thai Nguyén.

2. Chu tri hodc phdi hop véi cac co quan, don vi lién quan t6 chirc tap
huan trién khai, st dung chit ky sé chuyén dung céng vu, chimg thu chit ky sd
chuyén dung cong vu, thiét bi luu khoa bi mat va dich vu ching thuc chir ky sb

chuyén dung cong vu cho cac thué bao trén dia ban tinh Thai Nguyén.

3. Phoi hop véi cac co quan, don vi lién quan kiém tra viéc quan ly, su



dung chit ky sé chuyén dung cong vu, chimg thu chit ky sé chuyén dung cong

vu, thiét bi luu khoa bi mat ca cac co quan, ca nhan trong pham vi quan ly.

4. Pinh ky hoac dot xuét bao cao ij ban nhan dan tinh, B Khoa hoc va
Cong nghé, Ban Co yéu Chinh phi, 6 (sdu) thang, 01 (mot) nim vé tinh hinh
cong tac quan 1y, str dung chit ky s, ching thu chit ky sb, thiét bi luu khoa bi
mat va dich vu ching thuc chir ky sb chuyén dung cong vu trén dia ban tinh;
ddng thoi xay dung ké hoach, nhu cau st dung cta nam tiép theo cho thué bao
thudc quyén quan 1y theo huéng dan cua Cuc Chimg thuc s6 va Bao mat thong
tin dam bao tiét kiém, hiéu qua.

5. C6 trach nhiém theo ddi, don ddc, chu tri, phdi hop véi cac co quan, don

vi lién quan trién khai, kiém tra, giam sat viéc thuc hi¢n Quy ché nay.
Dieu 13. Trach nhiém cua co quan, to chirc quan ly truc tiep

1. T6 churc trién khai str dung c6 hiéu qua chit ky s6 chuyén dung cong
vu, ching thu s6 chuyén dung cong vu di cip cho co quan, ¢4 nhan thudc pham
vi quan 1y nhim ting cudng trao doi vin ban dién tir duoc ky bang chit ky sb da
cap thong qua hé thong Quan 1y vin ban va diéu hanh; hé thong Thong tin giai
quyét tha tuc hanh chinh; hé théng Thu dién tu; Céng thong tin dién tir cta tinh;
cac Trang thong tin dién tir cia co quan va cac hé thong vmg dung khac co lién

quan dén vi¢c sur dung chir ky s6 dé€ xac thuc.

2. Phoi hop voi S6 Khoa hoc va Cong nghé va cac co quan, don vi ¢o lién
quan trong cong tac thanh tra, ki€m tra viéc quan ly, st dung chit ky s6 chuyén
dung cong vy, chung thu s6 chuyén dung cong vu cua co quan, cd nhan thudc

pham vi quan ly.

3. Thuc hién cac nhiém vu khac theo quy dinh tai Diéu 37 Nghi dinh s6
68/2024/ND-CP.

Piéu 14. Trach nhiém ciia thué bao

Thué bao c6 trach nhiém thyc hién cac nhi€ém vu dugc quy dinh tai Piéu



39 Nghi dinh s6 68/2024/ND-CP.
Piéu 15. Trach nhiém ciia Vin thu co quan

1. Tiép nhan, quan 1y va sir dung chir ky s6 chuyén ding cong vu co quan,
t6 churc, thiét bi luu khoa bi mat khi duoc phan cong, dam bao theo diing cac

quy dinh ctia Quy ché nay va cac quy dinh khéac c6 lién quan.

2. Tryc tiép thuc hién ky s6 bang chung thu s6 chuyén dung céng vu cia
co quan, td chirc va phat hanh vin ban dién tr theo dung quy trinh tai Quy ché
nay, khong giao chit ky s6 chuyén dung cong vu ctia co quan cho ngudi khac khi

chua dugc phép bang van ban cua ngudi c6 tham quyén.

3. Kiém tra, xac thuc tinh hop 1€ cua chir ky sb trén van ban dién tir trudc
khi tiép nhan, xtr Iy. Trudng hop vin ban dién tir, chit ky sé khong hop 1& hoic
khong day du theo quy dinh thi tir chdi tiép nhan va thong bao lai don vi giri van
ban biét 1y do tir chdi van ban.

4. Chiu trach nhiém trude Thu trudéng co quan, don vi vé viéc dam bao an
toan va xac thuc thong tin van ban di¢n tr cua co quan; chiu trach nhiém trudc
phap luat khi vi pham céc hanh vi nghiém cdm lién quan dén quan 1y, st dung

chit ky s6 chuyén ding cong vu ctia co quan theo quy dinh.

Piéu 16. Trach nhiém ciia bd phan/ca nhan chuyén trach/phu trach

quan ly chir ky so tai cac co’ quan, don vi

1. Hb tro k¥ thuat, cai dat va cap nhat phan Phan mém ky s6 chuyén diung
cong vu, huéng dan sir dung chit ky s6 chuyén dung céng vu cho ca nhan duoc
cap chtng thu s6 chuyén dung cong vu tai co quan.

2. Tiép nhan va ban giao chimg thu sd chuyén dung cong vu, thiét bi luu
khoa bi mat cua thiét bi, dich vu, phén mém khi duoc phan cong, dam bao theo

dung cac quy dinh ciia Quy ché nay va cac quy dinh khéc c6 lién quan.

3. Tham muu quan 1y, str dung chit ky s6 chuyén dung cong vu, ching thu

chir ky $6 chuyén dung cong vu, thiét bj lwu khoa bi mat va dich vu chirng thuc



chit ky sé chuyén ding cong vu tai co quan, don vi (cip méi, gia han, thay doi
thong tin, thu hdi va khoi phuc...) theo quy dinh.

4. Tham muu cho lanh dao co quan thuc hién cac bi¢n phap dam bao an
toan, an ninh tai co quan ddi vé6i van ban dién tr duoc ky $0.

5. Tham gia cac chuong trinh ddo tao, tp hudn, chuyén giao cong nghé,
huéng dan tng dung chit ky s6 chuyén dung cong vu do co quan céap trén hoic

S& Khoa hoc va Cong nghé to chiic.
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