UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

HUYEN BAT XAT Poc lap - Tu do - Hanh phic
S6: 01/2008/QD-UBND Bét Xat. ngdy 04 théng 01 ndm 2008
QUYET PINH

Ban hanh Quy ché vé viéc gtri, nhan, quan ly, khai thac, stir dung van ban
qua hé thong Quan ly van ban va ho sc cong viéc trén mang tin hoc
cua UBND huyén Bat Xat

UY BAN NHAN DAN HUYEN BAT XAT

Can clr Luat t& chirc HDND va UBND ngay 26/11/2003;

Can c Quyét dinh s6: 136/2001/QD-TTg ngay 17/9/2001 clia Thu tudng Chinh phu vé viéc phé duyét chuong trinh

tong thé cai cach hanh chinh nha nudc giai doan 2001 - 2010;

Cén c(r Chi thi s6: 10/2006/CT-TTg ngay 23/3/2006 cua Tha tudng Chinh phl vé gidam vdn ban gidy t& hanh chinh trong

hoat dong cuia cac cd quan hanh chinh nha nudc;
Theo dé nghi cia Chanh van phong HPND - UBND huyén tai tG trinh s6 01/TT.VP ngay 03/01/2008,

QUYET PINH:

Piéu 1. Nay ban hanh kém theo Quyét dinh nay 'Quy ché vé viéc gui nhan quan ly, khai thac, st dung thong tin qua hé

théng QLVB&HSCV trén mang tin hoc cia UBND huyén Bat Xat'.

Piéu 2. Quyét dinh nay cd hiéu luc sau 7 ngay k& tir ngay ky.

Piéu 3. Chanh Van phong HDND - UBND huyén, Thu trudng cac cg quan don vi, Cha tich UBND cac xa - thi tran can clr

Quyét dinh thi hanh./.

TM. UY BAN NHAN DAN HUYEN
CHU TICH

(da ky)

Ly Seo Din



UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
HUYEN BAT XAT Poc lap - Tu do - Hanh phic

QUY CHE
Vé viéc guri nhan, quan ly, khai thac, sir dung thong tin qua hé théng Quan ly
van ban va ho sc cong viéc trén mang tin hoc cia UBND huyén Bat Xat
(Ban hanh kém theo Quyét dinh s6 01/2008/QP-UBND ngdy 04 thang 01 nam 2008
cua UBND huyén Bat Xat)

Chuong 1
QUY DPINH CHUNG

Piéu 1. Pham vi diéu chinh

1. Phan mém quan ly vén ban va hd so cdng viéc (QLVB&HSCV) 1a phan mém (ng dung dudc Chinh phu trién khai trén
toan quoc s dung lam phuang tién x{ ly, luu trif, tim ki€m, tra clru va gui, nhan van ban giira cac cg quan, dan vi.

2. Ban Quy ché nay quy dinh cu thé vé ché& dd, quy trinh va trach nhiém trong viéc gui, nhan, t& chirc luu trlt, quan ly,
khai thac, str dung van ban trong cac cg quan, daon vi trén dia ban huyén qua hé thdng QLVB&HSCV trén mang tin hoc cta
UBND huyén.

Piéu 2. Poi tugng ap dung

1. Quy ché nay dudc ap dung cho tat ca cac cd quan, dan vi, doan thé, UBND cac xa - thi trén trén dia ban huyén thuc
hién ch€& do gui, nhan van ban qua phén mém QLVB&HSCV da dudc cai dat.

2. Cac loai van ban, gidy td hanh chinh khong thudc pham vi diéu chinh ctia quy ché nay gébm: Van ban dong dau mat;
cac van ban theo Quyét dinh s6 67/2007/QD - UBND ngay 11/9/2007 cla UBND tinh; Ban thu ki€n nghi, khi€u nai, t6 cao;
Danh sach can b cong chiic cla cac don vi dé nghi khen thudng, ky luat; Van ban hgp dong; Van ban giai quyét thu tuc
xuat nhdp canh cho can bd, cong chiic va nguGi nudc ngoai; Cac loai van ban khac theo quy dinh vé bi mat cla nganh, linh
vuc, qudc gia.

Piéu 3. Giai thich tir ngir
Trong Quy ché nay, cac tr ngill sau ddy dudc hi€éu nhu sau: 'V&n ban' Ia khai niém bao gdm vén ban quy pham phap
luat, van ban hanh chinh (quyét dinh ca biét, chi thi ca biét, thong bao, chuang trinh, ké hoach, phudng an, dé an, bao cao,

bién ban, tG trinh, cong dién, cong van v.v...).

. Chuongll = A R
QUY TRINH XU LY VAN BAN VA HO SO' CONG VIEC

Diéu 4. Tiép nhan, phan phai, khai thac, sir dung van ban dén

1. Nhitng van ban dén qua hé thong phan mém QLVB&HSCV (van ban dién tlr) dugc truc ti€p dua vao hé théng cung
vGi cac thong tin quan ly van ban.

2. Nhitng van ban dén theo dudng cong \{én truyén thoéng luu trlr dudi dang gidy, bo phan van thu phai thuc hién cap
nhat day du théng tin, n6i dung van ban vao so van ban dién tir ctia hé thong QLVB&HSCV, nap ndi dung van ban dén.

3. Két thic qua trinh nhap vén ban, van ban da tu dong gui tSi cac tai khoan l&nh dao co quan cd chic ndng kiém
duyét, phan quyén doc, phan xur ly va phoi hgp x{r ly.

4. Van ban sau khi dugc lanh dao cd quan duyét ndi dung, phan quyén cho cac tai khoan can bg, cong chirc trong cg
quan. Tuy thudc quyén dudc truy cdp, can bo cong chirc trong co quan, dan vi dugc phép chu dong khai thac, sir dung cac
cd s@ dir liéu trén mang tin hoc phuc vu cho viéc tra cliu, hoac x{r ly van ban da dugc phan cong theo HSXL VB, kip thdi
tham muu cho lanh dao trong cong tac chi dao diéu hanh.

Piéu 5: Ban hanh van ban di

Van ban di sau khi dugc 13nh dao duyét, ky ban hanh v&n ban (Van ban gidy), Van thu cp s8, cAp nhat vao s6 van ban



dién tlr, nhan ban, dong dau, luu trir van ban gdc, lam thu tuc gui van ban di. Van ban di dugc gii qua phan mém (van ban
dién t(r) trén hé théng mang va theo cach truyén thong.

Piéu 6. To chirc luu trir

Hang thang vén thu don vi thuc hién viéc in s6 liét k& cac loai van ban di, van ban dén trong thang trén hé théng phan
mém QLVB&HSCV dé phuc vu cho viéc luu trir va tra clu.

Piéu 7. Quy dinh nhirng van ban dugc truyén trén hé thong QLVB&HSCV

Trén mang tin hoc ndi bé ctia UBND huyén dudc phép truyén cac van ban sau day:

1. Thong tin vé du kién lich cong tac tuan cla Thudng truc HDND - UBND huyén.

2. Gidy mdi hop va noi dung cac cudc hop ctia HDND - UBND huyén.

3. Cac van ban, gidy td hanh chinh cta ThuGng truc HDND - UBND ky ban hanh.

4. Cac van ban cla cac cd quan nha nudc cung cap cho cac cg quan, don vi truc thuéc UBND huyén vé cg ché, chinh
sach, phap luat mdi; Du’ thao van ban clia cac ca quan, don vi truc thuéc UBND huyén hodc Dy thao van ban do cac co quan
khac guri dén dé€ 13y y kién, tham gia gdp y.

5. Cac loai van ban, gidy t& hanh chinh khac cla cac cd quan, t6 chiic gui theo quy dinh hién hanh.

. . ChuongIII o
NGUYEN TAC TRUYEN VAN BAN QUA HE THONG
QUAN LY VAN BAN VA HO SO’ CONG VIEC
Diéu 8. Thai gian truyén van ban qua hé thong QLVB&HSCV

1. B8i vdi nhitng vén ban dugc cac cap c6 thdm quyén ky ban hanh: Thdi gian truyén van ban trén mang dugc quy dinh
la ngay trong ngay van ban dé dugc ky, cham nhat la trong ngay lam viéc ti€p theo.

2. DGi vGi bdo cao dot xuat: Thai gian gui, truyén trén mang dugc ghi truc ti€p ngay trong van ban yéu cau cla UBND
huyén.

3. BGi véi bao cao dinh ky:

Cac cd quan, dan vi thutc hién ché do bao cao dinh ky vGi UBND huyén, thdi gian gui, truyén trén mang dugc quy dinh
nhu sau:

- Bao cdo tuan: Chiéu th(r 5 hang tuan;

- Bao cao thang: Trudc ngay 20 cla thang bao cao;

- Bdo cdo 6 thang: Trudc ngay 20 thang 6 hang nam;

- Bao cdo 9 thang: Trudc ngay 20 thang 9 hang nam;

- Bao cao nam: Trudc ngay 20 thang 11 hang ndm.

Diéu 9. Hinh thirc truyén thong tin trén mang

1. BGi véi nhitng van ban da dugc Thudng truc HDND - UBND huyén ky ban hanh, b0 phan van thu cda Van phong
HDND - UBND thuc hién day du quy trinh x{ ly van ban va gui theo dia chi da quy dinh.

2. DOi vGi nhitng van ban cua cc quan, dan vi dd dugc Thu trudng cac cd quan ky ban hanh, van thu cd quan thuc
hién day du quy trinh x{r ly van ban va gui theo dia chi da quy dinh.
Piéu 10. Gia tri phap ly thong tin

1. NGi dung thong tin trong cac tép (file) van ban truyén quan mang tin hoc (van ban dién tr) va ndi dung vén7bén gui
theo cach truyén thGng (van ban gidy) cd chit ky va déng dau clia Thu trudng don vi phai thong nhat nhu nhau (ké ca phu
luc) va co gia tri phap ly nhu nhau.

2. Co quan, td chiic, cd nhan khi sir dung mang tin hoc dé€ gli va truyén van ban phai chiu trdch nhiém vé tinh trung
thuc, tinh dang dan, chinh xac, kip thdi va théng nhét gitra ndi dung cac tép (file) théng tin dugc truyén trén mang véi ndi



dung cac van ban, gidy to hanh chinh da phat hanh.
. R . . Chuong IV . . N
TRACH NHIEM CUA CAC CO QUAN, BDON VI, UBND CAC XA, THI TRAN
Piéu 11. Trach nhiém cta Van phong HPND - UBND huyén

1. Chu dong khai thac, phd bién va ti€p nhén cac théng tin, d€ phuc vu cé hiéu qua cdng tac chi dao, diéu hanh cla
Thudng truc HDND, UBND huyén tién tdi khdng glri van ban qua buu dién hodc bang FAX nhu hién nay.

2. La dau moi ti€p r)hén, sap xép, t6 chlic cac van ban Iap thanh co sd dif liéu dam bao tinh trung thuc, toan ven cuia
ndi dung cac théng tin, to chic viéc luu trit bao quan va quan ly, khai thac, sir dung théng tin phuc vu yéu cau chi dao, quan
ly nha nudc cia HDND - UBND huyén.

3. Hudéng dan va dén d6c cac cd quan don vi thudc UBND huyén va cic cd quan dan vi trén dia ban huyén thuc hién
ché do6 gui, nhan théng tin, ing dung cong nghé thépg tin vao x( ly, diéu hanh cdng viéc hang ngay, nhdm giam van ban,
gidy t& hanh chinh. Kiém tra, téng két danh gia viéc t6 chic thuc hién Quy ché nay.

Diéu 12. Trach nhiém caa Thu truéng cac don vi, UBND cac xa - thj tran

1. T chic thuc hién nghiém tdc ch& dd gui nhan, quan ly khai thac, si dung van ban trong cd quan va vdi cac co
quan, dan vi khac qua hé thGng phan mém QLVB&HSCV. Chiu trach nhiém vé cac van ban, ho sg céng viéc va nhitng thong
tin x&r ly qua phan mém. Phan mém QLVB&HSCV phai dugc str dung ding muc dich, co hiéu qua.

2. Quan triét cho cac can bg, chuyén vién clia don vi minh nang cao nhan thlc, nang cao nang luc st dung hiéu qua
(fng dung cong nghé thong tin trong céng tac diéu hanh tac nghiép hang ngay.

. ChuongV
T6 CHUC THUC HIEN

Piéu 13. Khen thudng va xr ly vi pham

1. Céc t6 chic, cd nhan thuc hién t6t Quy ché nay dudc cdp cd thdm quyén tuyén duong, khen thudng theo quy dinh
cla phap luat vé thi dua khen thudng.

2. Moi t6 chirc, c& nhan vi pham cac quy dinh ctia Quy ché nay déu bi x(r ly theo quy dinh cla phap lut hién hanh.
Piéu 14. Piéu khoan thi hanh

1. T6 chirc va ca nhan khdng dugc quyén bd sung, thay ddi ndi dung khi cdp nhéat théng tin vao cac cd sG dif liéu trén
mang tin hoc clia UBND huyén.

2. Moi hanh vi Igi dung mang tin hoc d€ phat tan cac thdng tin sai trai trén mang tin hoc, vd tinh hay cd tinh lam trai
cac quy dinh cla phap luat vé thong tin va cac diéu quy dinh ctia Quy ché nay déu bi xr ly nghiém minh theo quy dinh cla
phap luat hién hanh.

3. Trong qua trinh thuc hién, néu c6 nhitng van dé kho khan, vudng méc can sira ddi bd sung, cac don vi kip thdi phan
anh vé& Van phong HDND - UBND dé t&ng hdp bdo cdo UBND huyén xem xét, quyét dinh./.

TM. UY BAN NHAN DAN HUYEN
CHU TICH

(da ky)

Ly Seo Din



