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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
HUYEN HIEP HOA Péc 1ap - Tw do - Hanh phic
S6: 10/2014/UBND Hiép Hoa, ngay 28 thang 8 nam 2014
QUYET PINH

Ban hanh Quy ché quan Iy, sir dung hé thong phin mém quan 1y viin ban va
dieu hanh cong viéc qua mang tai UBND huyén Hiép Hoa

UY BAN NHAN DAN HUYEN HIEP HOA

Cin ctr Luat T6 chirc Hoi ddng nhan dan va Uy ban nhdn dan ngay 26 thang 11
nam 2003;

Cin ctr Lut Ban hanh Vian ban Quy pham phap luat ciia Hoi ddng nhéan dan, Uy
ban nhan dan ngay 03 thang 12 ndm 2004;

Can cu Luat Giao dich dién tir ngay 29 thang 11 nam 2005;

Can ctr Luat Cong ngh¢ thong tin ngay 29 thang 6 nam 2006;

Can cu Nghi dinh s 64/2007/ND-CP ngay 10 thang 4 nim 2007 cta Chinh
phu vé ing dung Cong ngh¢ thong tin trong hoat dong cia co quan Nha nudc;

Theo dé nghi cia Phong Vin hoa va Thong tin tai To trinh sé 120/TTr-VHTT
ngay 6 thang 8 nam 2014,

QUYET PINH:

, Diéq 1. Ban hanh kém theo Quyét dinh nay Quy ché quan 1y, st dung hé
thong phan mém Qudan ly van ban va diéu hanh cong viéc qua mang tai UBND
huyén Hiép Hoa.

Piéu 2. Quyét dinh nay co hiéu luc sau 7 ngay ké tir ngay ky.

Piéu 3. Chanh van phong HDND-UBND huyén, Thu truong cac co quan, don vi
thuéoc UBND huyén; Ch1:1 tich UBND céc x4, thi tran va cac co quan, don vi, ca nhan
c6 lién quan can cir Quyét dinh thi hanh./.

™. UY BAN NHAN DAN
CHU TICH

Nguyén Thi Hoa
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
HUYEN HIEP HOA Poc 1dp - Tw do - Hanh phuc
QUY CHE

Quin 1y, sir dung hé thong Phin mém quan 1y vin ban va diéu hanh
cong viéc qua mang tai UBND huyén Hiép Hoa
(Ban hanh kém theo Quyét dinh sé 10/2014/OD-UBND ngay 28/8/2014
cua UBND huyén Hiép Hoa)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh viéc quan 1y, st dung hé thong Phan mém quan 1y van
ban va diéu hanh cong viéc qua mang (Sau ddy goi tit 1a Phan mém QLVB& PHCV
qua mang) cia UBND huyén Hiép Hoa.

Piéu 2. Pdi twong ap dung

TAt ca cac co quan, don vi thugc UBND huyén, UBND cac xa, thi trin; cic can
bd, cong chirc, vién chuce cac co quan, don vi thugc UBND huyén, UBND céc x4, thi
tran va cac don vi lién quan.

Piéu 3. Céc vin ban khong cip nhit vao phin mém

1.Van ban mat hodc van ban ndi dung co6 tinh chit mat.

2. Pon thu kién nghi, khiéu nai, t6 céo.

3. Céc vin ban dén dé giai quyét tha tuc hanh chinh theo co ché mot cira.

Piéu 4. Giai thich tir ngir

1. Ho so cong viéc: 1a mot tap van ban, tai liéu, y kién dudi dang thong tin sO
dugc hinh thanh trong qué trinh giai quyet mot cong viéc trong Phan mém.

2. Lap ho so cong viéc: 1a vi¢c tao méi ho so cong viéc theo thé thuc théng
nhat trong Phan mém phuc vu cho viéc gidi quyét, theo doi va quan 1y qua trinh giai
quyét cong vi¢c cua can bd, cong churc, vién chirc.

3. Van ban dién o La van ban dugc thé hién dudi dang thong di€p dir li¢u.

4. Tai khoan (account): Mbi co quan, don vi, UBND cac x4, thi tran, can b, cong
chirc, vién chire duge cap mét tai khoan riéng bao gom tén dang nhép (user name) va mat
khau (password) dé co quyén truy cap va str dung hé théng phan mém.

Chwong 11

QUY TRINH XU LY VAN BAN VA PIEU HANH CONG VIEC QUA MANG
Piéu 5. Quy trinh xir 1y vin ban dén

1. Can bd van thu c6 trach nhiém tiép nhén van ban dén, kiém tra tinh phap 1y
ctia van ban dén, cap nhat van ban dén vao phan mém QLVB&DPHCV qua mang theo
quy dinh.
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2. Chanh Van phong HDND-UBND huyén: Thyuc hién su chi dao cua Chu
tigh UBND huy¢én phan loai van ban cho cac co quan, don vi, UBND cac xa, thi
tran hoac ca nhan chu tri xu ly.

,3. Thu trudng cac co quan, don vi thuoc UBND huyén va UBND cac xa,
thi tran

a) Co trach nhi¢m nhan cac Vz‘}n ban d,én hodc cong viéc trén phﬁn rr}ém, cén, cu nol1
dung van ban, cong viéc xur Iy c6 thé truc ti€p xur Iy cong viéc hoac chuyén cho cap pho,
chuyén vién xtr Iy.

b) Trudng hop vin ban, hd so cong viée chuyén nhdm hodc khong dang chirc ning
nhiém vu cta don vi thi chuyén lai cho nguoi khéi tao van ban dén.

c) DBon ddc chuyén vién, can bd chi tri tham muu xtr Iy vin ban, cong viée dam
bao thoi gian, ndi dung xur ly.

d) Trong truong hgp Thu trudng cac co quan, don vi thugc UBND huyén, Chu
tich UBND cac x4, thi tran di ~cong tac hodc nghi phép phai thyc hi¢n ty quyén xur ly
van ban trén phin mém cho cép phé xtr Iy (cap pho xtr 1y theo khoan 3, Piéu 5).

Piéu 6. Lap va xir Iy hd so cong viéc
1. Lap ho so cong viéc

Can cu yéu cAu xur Iy van b‘én dén, Chua tich UBND huyén hoac Chanh Van
phong HDND-UBND huyén lap ho so giao cho co quan, don vi hodc can bg, cong
chtrc, vién chure xur Iy van ban dén.

2. Xt Iy hd so

Thu trudng cac co quan, don vi, Chu tich UBND céac xa, thi tran duoc giao
ho so ¢6 trach nhiém phan loai ho so cho chuyén vién, can bg xu ly (hodc truc
tiép xur 1y).

Chuyén vién, can bd chu tri xtr 1y c6 trach nhi€ém hoan thanh xir ly hd so duge
giao. Trong qua trinh gidi quyét chuyén vién, can bo chil tri xtr Iy ¢6 thé dé xuat cac co
quan, don vi hoac can bg, cong chirc ctia cac co quan, don vi phéi hop x1r ly. Khi hoan
thanh xir 1y, chuyén vién, can bd gin van ban phat hanh hogc y kién dé xuat (néu viéc
xtr Iy khong ban hanh vian ban) vao hd so cong viéc.

3. DBéng ho so cong viée

Chu tich UBND huyén hodc Chanh Van phong HDND-UBND huyén can ctr
vao két qua ho so da xu ly quyét dinh dong ho so cong vige.

Diéu 7. Ban hanh vin ban

1. Bdi véi cac co quan, don vi thudc UBND huyén: Hoa‘m chinh V§1n ban duoc giao,
trinh lanh dao UBND huyén ky ban hanh, chuyén van ban dén van thu dé phat hanh.

2. bbi V(’yj UBND cac x4, thi t{én: Hoan ch’inh van bénqdu:qc giao, trinh lanh dao
UBND xa, thi tran ky ban hanh, chuyén van ban dén van thu dé phat hanh.
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3.Van thu: Co trach nhi¢m klem tra vé thé thic van ban, cap sb va cap nhat vao
sO vin ban di va cap nhat vao phin mém, nhan ban, déng dau, luu trit van ban gdc va
gui van ban di theo quy dinh.

. ~_Chuong ITI ) )
QUAN LY VA QUAN TRI PHAN MEM

Pi¢u 8. Quan Iy Phin mém

1. Chu tich UBND huyén giao cho Van phong HDND-UBND huyén quan ly
va di€u hanh Phan mém QLVB& DPHCV qua mang cua UBND huyén (dia chi:
qlvbhh.bacgiang.gov.vn).

2. Moi thay d6i ndi dung trong Phan mém do Chii tich UBND huyén quyét dinh.
Piéu 9. Quan trj phin mém

1. Bam bao phan mém hoat dong lién tuc, théng sudt 24/24 gid tat ca cac ngdy
trong tuan.

2. Thyc hién sao luu dir li¢u trong tuan va chiu trach nhiém vé dam bdo an
toan, an ninh thong tin trong sir dung phan mém .

3. Khdéng duoc cung cép dir liéu, tai khoan cia cac co quan, don vi, UBND cac
x4, thi tran, can bg, cong chirc, vién chirc trong phan mém cho céac t6 chuc, ca nhan
khac khi chua dugc sy dong ¥ cia Chu tich UBND huyén.

4. Cép tai khoan cho cac co quan, don vi, UBND cac xa, thi tran, can bo, cong
chirc, vién churc theo Quyét dinh ctia Chu tich UBND huyén vé tiép nhén, diéu dong,
luan chuyén can bd; ban giao tai khoan cta can bo, cong chirc cho Thu trudng cac co
quan, don vi khi chuyén cong tac; moi trudng hop cip hodc thu hoi tai khoan khac
phai dugc Chu tich UBND huyén dong ¥.

5. Khong dugc tu y chinh sura, thay d6i, g& bo phan mém, chinh stra dir liéu khi
chua c6 y kién dong ¥ cia Chu tich UBND huyén.

6. Tham muu, dé xuat viéc nang cap, sua doi... phan mém
Pieu 10. Cap va str dung tai khoin

1. Cap tai khoan: Tat ca cac co quan, don vi, UBND céc x4, thi tran va can bg,
cong chuc, vién chirc cia huyén dugc cap tai khoan trong phan mém dé xu ly van
ban, di€u hanh cong viéc va trao doi cong vigc.

2. Bao mat va st dung tai khoan: Cac co quan, don vi, UBND céc xa, thi trin va
can b, cong chirc duge cap tai khoan phai tu thay doi mat khau va tu bao mat tai khoan
trong qua trinh st dung; khong dugc cung cap dir lidu trong phan mém, cung cip hoic
dé 16 tai khoan cho nguoi khong co trach nhiém biét. Can b, cong chuc khi chuyén
cong tac co trach nhiém ban giao tai khoan dang str dung cho Thu trudng co quan, don
vi, Chu tich UBND céc x4, thi trin noi cong tac.
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] . _ ChuonglV
TRACHN HIEM VA QUYEN HAN CUA CAC CO QUAN, DON VI, UBND
CAC XA, THI TRAN SU DUNG PHAN MEM QLVB&DHCYV QUA MANG

Piéu 11. Cac co quan, don vi, UBND cdc xd, thi trin sir dung phin mém
QLVB&DHCYV qua mang

1. Thua trudng cac co quan, don vi, UBND céc xa, thi tran: Co trach nhiém chi
dao can b, cong chirc, vién chirc ciia don vi minh sir dung phan mém QLVB&DHCV
qua mang vao xur Iy cong viéc va thuc hién ding quy dinh tai Diéu 5, Piéu 6, Diéu 7
ctia Quy ché nay; thudng xuyén kiém tra viéc thuc hién tai don vi minh.

Trong ngay lam viéc, Thu truong va can bg, cong chure, vién chirc phy trach tai
khoan cua don vi minh phai truy cap phan mém it nhét hai lan (cudi budi sang va cubi
budi chleu) dé kip thoi nhan ho so giao viéc.

2. Can bg, cong chirc, vién chuc cua co quan, don vi, UBND cac xa, thi trin
cd trach nhiém st dung phan mém QLVB&PHCYV qua mang theo tai khoan duogc cap
dé giai quyet cong viéc duoc giao va xtr 1y theo dung quy trinh quy dinh tai Piéu 5,
Diéu 6, Diéu 7 ciia Quy ché nay.

Piéu 12. Vin phong HDND-UBND huyén

1. C6 trach nhiém quan 1y, st dung, diéu hanh, x@r Iy Phin mém QLVB&
DHCV qua mang cta huyén.

2. Chu tri phdi hop véi Phong Noi vu huyén theo ddi, tong hop két qua, kiém
tra vi¢c thuc hién quy ché nay va bao cdo Chu tich UBND huyén dé dua vao tiéu chi
danh gia mac do hoan thanh nhi€ém vu va xét thi dua, khen thudéng héng nam cua cac
co quan, don vi, UBND céc x4, thi trin va cdc c4 nhan thuoc UBND huyén; ra soat
tiép nhan, diéu dong can bo, cong chirc dé cap tai khoan st dung kip thoi.

3. Dinh ky hang thang, quy, nam bao céo két qua giai quyét van ban di, dén,
két qua xir 1y ho so cong viéc.

4 Tién hanh céc bién phap khic phuc cac su cd lién quan dén hé théng phan
mém QLVB&DHCV qua mang nhanh chéng, kip thoi.

5. Tham muu de xuat dau tu kinh phi nang cap phan mém, thiét bi va ha tang
k¥ thuat dé thuc hién tot viéc giai quyét cong viée ciia huyén.

6. Hang nam, td chire tap huin chuyén mon nghlqrp vu cho do61 ngli can bo,
cong chire, vién chic phu trach V;‘l thuc hién phan mém QLVB&DPHCV cua cac co
quan, don vi, UBND céc x4, thi tran.

Pi¢u 13. Phong Vin hoa va Thong tin
Phbi hop S6¢ Thong tin va Truyen thong Bac Giang, Van phong HDND-UBND

huyen huéng dan cac co quan, don vi, UBND cac x4, thi tran va can b, cong chiic,
vién chure khai thac va sir dung phan mém QLVB & PHCV qua mang ding quy dinh.
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) Chuong V
TO CHUC THUC HIEN

Piéu 14. Can ctr quy ché céac co quan, don vi, UBND cac x4, thi trin quén triét
dén tung can bg, cong chuc, vién chic cia co quan, don vi, UBND céc xa, thi tran
thuc hién theo quy dinh.

Piéu 15. Trong qua trinh thyc hién néu c6 van dé phat sinh, vuéng méc bat hop
1y, cac co quan, don vi, UBND céc xa, thi tran phan anh kip thoi vé Vin phong HDND-
UBND huyén, Phong Vin hoa va Thong tin dé tong hop béo cdo Cha tich UBND huyén
xem xét quyét dinh stra doi, b6 sung quy ché cho phu hop /.

TM. UY BAN NHAN DAN
CHU TICH

Nguyén Thi Hoa



