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

TINH VINH PHUC Péc lip - T do - Hanh phiic
52 12014/QP-UBND : Vinh Yén, ngiy05 thing 4 nam 2014
QUYET PINH

Ban hanh Quy ché quan Iy, van hanh, sir dyng phin mém quén Iy
viin bin va dida hanh tai cdc co quan nhi nuwéce trén dja ban tinh Vinb Phiic

UY BAN NHAN DAN TINH VINH PHUC

Can ot Ludt T4 chirc Hoi ddng nhén din va Uy ban nhéan dan ngay 26 thing
11 nim 2003; |

Cin cir Lugit Cong nghé thong tin ngay 29 thang 6 nim 2006;

Cin cir Nghi dinh s§ 64/2007/ND-CP ngay 10 thing 4 nim 2007 cia Chinh
phtt v& tmg dung cong nghé théng tin trong hoat ddng ciia co quan nha nudc;

Theo d& nghi ciia Gidm dbc S& Théng tin va Truyén thong tai Té trinh s6
36/TTr-STTTT ngay 29/9/2014 va Vin ban thdm dinh sé 120/BC-STP ngay
24/9/2014 cia S& Tu phap,

QUYET DINH:

Didu 1. Ban hanh kém theo Quyét dinh niy Quy ché quan ly, van hanh, sir
dung phin mém quan 1y vin ban va diéu hanh tai cdc co quan nha nuéc trén dia
ban tinh Vinh Phic.

Didu 2. Giao S& Thong tin va Truyén théng chu tri, phéi hop véi céc co
quan, don vi lién quan d6n déc, hudng din, gidm sat, kiém tra viéc thye hién Quy
ché.

Pidu 3. Quyét dinh nay c6 hiéu Iyc sau 10 ngay ké tir ngy ky.

Chénh Van phong UBND tinh; Thi trudng cdc sd, ban, nganh; Chu tich
UBND huyf,tn, thanh phd, thi xa va cac don vi, ca nhén lién quan ¢6 trach nhiém
thi hanh Quyet dinh nﬁy}

Noi nhan:

- Nhu Piéu 3;

- B4 Théng tin va Truyén thong;

- Cuc KTVB - B§ Tu phép;

- TTTU, HEND tinh, Doan DBQH tinh;

- Chu tich, cac PCT; CPVP,;

- UB MTTQ, céc doan thé;

- Céng thong tin dxén tir Chinh phi;

- TT Céng bo (8& ding);

- Béo Vinh Phic, Dai PTTH tinh, Cng TTDT tinh;
- Luu: VT, TH2AE Phl‘mg Quang Hiung

-

TN.[. ) BAN NHAN DAN
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH VINH PHUC Déc lap - Ty do - Hanh phic

QUY CHE
Quan ly, van hanh, sir dyng phin mém quan Iy vin bin
va didu hanh tai cic co quan nhd nwéc trén dia ban tinh Vinh Phic
(Ban hanh kém theo Quyét dinh s6: §-5.2/2014/0P-UBND
ngay § thangindm 2014 cia UBND tinh Vinh Phiic)

Chwong 1
QUY DINH CHUNG
Pidu 1. Pham vi didu chinh, d6i twgng ap dung

Quy ché ndy quy dinh viéc quan ly, vén hanh, st dung phin mém quan 1y vén
ban va didu hanh (sau day goi 12 phin mém QLVB) cﬁa céc co quan, td chirc, ca
nhin tham gia quén ly, van hanh v3 st dung phin mém QLV'B trong cac co quan
nha nudc trén dia ban tinh Vinh Phic. '

Didu 2. Phin mém quan Iy viin bin va dleu hanh

"'1. Phin mém QLVB 14 thanh phén trong h$ théng théng tin cua tinh Vinh Phiic;
dugc trién khai, cmdat,quénlyﬂleomohinhtaptmngtmTrungtamHatangmong
tin (thuéc S& Thoéng tin va Truyén thong), s& dung trén mang Internet véi tén mién:
glvb.vinhphuc.gov.vn

2. Phin mém QLVB dugc su dung dé tin hoc héa cac quy trinh hoat dong tic =
nghlep trong co quan nhd nudc gdm: quéan Iy vin ban dén, quan 1y van ban di, quan =
1y hd so cﬁng viéc, quan ly giao viéc, quan ly vim ban xin y klen, quan ly lich cong
téc, trao ddi cong viéc, thong ké, tra cir, tim kiém vin ban, tién trinh xi¥ 1y céng
viéc & phuc vu cong tac trao d6i thong tin, diéu hanh tic nghiép va quan ly theo
nhiém vy dugc phéan cong.

Pitu 3. P6i twgng duge cap thi khoin sir dyng phin mém quin Iy vin ban
va diéu hanh

1. Can bg, cdng chirc, vién chirc, lao dong hqp ddng (sau diy goi 13 can bd)
trong cc co quan nha nude tinh Vinh Phuc.

2. Tai khodn sir dung phin mém QLVB gdm tén ding nhap va mat khéu, 1a tai
khoan ding d& truy cap vA sit dung céc hé théng hé thong théng tin cia tinh, tai
khoan ndy ddng nhét vdi tai khoan ding nhap HE théng thu dién tir cdng vu tinh.

Pidu 4. Pinh dang dja chi truy cip phin mém

1. Truy cép phin mém QLVB thyc hién theo cac hinh thitc sau:
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a) Truy cp va theo d&i két qua hoat ding phin mdm QLVB tai céc co quan
sir dung tén mién: qlvb.vinhphue.gov.vn

b) Truy cép theo tén mién ding riéng cia cic co quap _

- 84, ban, nganh sir dung tén viét tit ciia co quan va viét lin khéng dau theo
dang: i<tén viét tdt khing déu ctia co quar>.vinhphue.gov.vn

Vi du: Tén mién ding riéng truy cip phin mém QLVB cia S& Céng Thuong
1a: isoct.vinhphuc.gov.vn

- Céc huyén, thanh phd, thi xa st dung tén viét lién khong diu theo dgng:
i< tén viét tdit khong ddu cua huyén, thanh phé, thi xd >.vinhphuc.gov.vn

Vi du: Tén mién ding riéng truy cap phin mém QLVB cia huyén Yén Lac la:
iyenlac.vinhphuc.gov.vn |

2. Danh muc tén mién diing riéng cua céc sd, ban, nganh, UBND cdc huyén,
thanh phé, thj x3 dugc quy dinh tai phy lyc kém theo-Quy ché nay.

Didu 5. Chuén trao ddi théng tin

1. Tht ca théng tin trao dbi qua phdn mém QLVB tinh Vinh Phic phai bio

dam tufin thii céc tiéu chudn v& ng dung coéng nghé thdng tin trong céc co quan
nha nude duge Chinh phi, co quan quan 1y chuyén nganh ban hanh.

2. Thong tin, dit lidu dang chit ciia phin mém QLVB tinh Vinh Phic thong
nhit ding phong chir Unicode va B$ ma cac ky tw chit Viét theo tiéu chudn TCVN
6909:2001.

Pidu 6. Nguyén tic sir dung phin mém quén 1§ vin bin va diéu hanh

1. Can bd dugc cép tai khoan sir dung phin mém QLVB phai thudng xuyén
truy cdp vao phin mdm & xir 1y cong viée, dicu hanh tic nghiép, cap nhit thong
tin theo nhiém vu dugc phén cdng, tudn thi hudéng din céc quy trinh vén hanh, sir
dung phin mém.

2. Trong trudng hop xay ra sy ¢b k§ thust din t6i phin mém QLVB tam
ngimg hoat déng. Sau khi sy ¢b k¥ thuit duge khfic phyuc, vin thu hodic ngudi trinh
ky vin ban thyc hién ngay viée chuyén viin ban dén, cip nhit vin ban di phit hanh
theo ¥ kién ctia 14nh dao co quan trén phin mém QLVB.

Chwrong 1

QUAN LY, VAN HANH VA SU DUNG
PHAN MEM QUAN LY VAN BAN VA PIEU HANH

Pidu 7. Chc viin ban trao d5i qua phin mém quén Iy viin bin va diéu hanh
1. Céc vin ban trao d8i qua phin mdm QLVB gdm: gidy mdi hop, tai lidu
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phuc vu hop; céng vin, quyét dinh; vin ban dé biét, d& bao cao; théng béo chung;
théng tin chi dao, diéu hénh coa lanh dao; lich céng téc; chuong trinh, ké hogch
ciia co quan; c4c tii lidu cdn trao 46i trong qué trinh xit 1y cOng vige va céc loai
viin ban khic trir cdc viin ban thude 10{;11 mét, t6i mat, tuyét mat, don té cdo hodc
céc vin ban dic biét khac.

2. Céc loax vin bén dugc trao di qua phin mém QLVB phit hgp véi quy dmh
cia phép lut vé giao djch dién tir c6 gia trj phap ly twong duong v6i van ban gidy
trong giao djch gilta cic co quan nha nuée.

Pidu 8. Tich hgp chit ky s véi phdn mdm quén Iy vin bin va didu hank

1. Phin mém QLVB duoc tich hgp chir ky s6 d& xé4c thyc tinh phap ly cua cac
vin ban dién tir trao ddi giitra cic co quan, don vi. Vin ban dién tir dd dugc ky sb
phai duge tiép nhén va xit Iy diing quy trinh dé bao dam tinh kip thdi, an toan, bao
mdt, tin cly va xac thuc.

2. Chir ky sb st dyng trong phan mém QLVB do co quan chitg thye chir ky
6 chuyén ding ctia Nha nuéc cung cap.

3. Vin ban do cdc co quan, don v1 phat hanh duoc trao dbi trén phén mém

- ~QLVB pha1 dam bao-tich hgp-chit ky-s6-theo diing cac quy dinh tai Luat Giao dich

dién tir va cdc viin ban lién quan nhim dam bao tinh an toan, bao mét, tin cdy, xac
thye cia dir ligu.

Piéu 9. Co quan quén Iy phan mém quﬁn Iy vén ban va didu hanh

UBND tinh giao S& Thong tin va Truyén théng 13 co quan quan Iy phén mem
QLYVB tinh Vinh Phiic, ¢é trach nhi¢m:

1. Tham muru v6i UBND tinh chi dao 16 trinh, tién d6 thuc hién yéu ciu cha
Thu tuéng Chinh phii, B Théng tin va Truyén thong trong quén ly, sir dung phin
mém QLVB d8 ting cudng sit dung vin ban dién tir trén dja ban tinh.

2. T chirc tridn khai thyc hién cic quy dinh, quyét dinh cta Chinh phi, B§
Théng tin va Truyén thong va UBND tinh lién quan dérr cong tac quan ly, sit dung,
vén hanh va ning cép phan mém QLVB. '

3. Bao dam vén hanh théng subt mang dién réng, mang Internet trén nén mang
truyén s6 lidu chuyén ding phyc vy céc co quan Pang, Nha nudc.

4. Tb chirc theo di tinh hinh sir dung, thanh tra, kiem tra viéc sir dung phin

mém QLVB; xir 1y ho#c 4% xuét co quan c6 thdm quyén xit Iy cac vi pham theo
quy dinh ciia phép lugt. Béo céo dinh ky, djt xuét hogt dong phan mem.

Didu 10. Vin hanh phan mém quén Iy viin bin va diéu hanh

Trung tim Ha ting thong tin Vinh Phtic 1a don vi tryc ti&p vén hanh phén
mém QLVB c6 tréch nhi¢m:
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1. Bao dim ha tAng k§ thuat cho phin m&m QLVB; béo dam cac diéu kién k¥
thujt 44 kip thei phat hién, xit 1y, khc phyc sy cb, duy tri hé théng vén hanh théng
_subt, lién tuc; bao dim an toin, bao mt thong tin theo ché do quy dinh, quan ly
quyén truy cép ciia ngudi sir dyng; thyrc hién ché dd e trit du: phong dif ligu hé
théng; thong bdo cho céc td chirc, ¢4 nhan sir dung phén mém QLVB truéc 03
ngay khi tién hanh béo tri, bdo dudng hé thong. -

2. Tao 18p, quan 1y tai khoan sit dung ngudi ding; tiép nhén d& nghj cla cic
don vi dé tao méi, sira d6i, thu hoi tdi khoan theo qui dinh .

3. T chirc 440 tao, huéng din cdc co quan, don vj khai théc va st dyng phén
mém QLVB diing quy trinh, muc dich.

4. B4o céo dinh ky, dot xuit hoat d9ng cla phén mém QLVB khi cé yéu céu.

Didu 11. Trich nhiém ciia cic co quan, cd nhéin tham gia sir dung phkin
mém quén Iy vin bin va di¢u banh

1. Trach nhi€ém cla cac co quan

a) Phai sir dung phan mém QLVB dé chi dao, dleu hénh, xir Iy cong viée hang
- ngay cia co quan minh. .

b) Quén ly va sit dung chir ky sb tich hop trén phan mém QLVB theo dung

quy dinh.
2. Trach nhiém cta Thu trudng co quan
a) Phai thudmg xuyén sir dung va chi dao can bg trong co quan st dung phan

mém QLVB trong cong viéc hang ngdy, td chirc thyc hién dung Quy ché nay cling
c4c quy dinh khéc c6 lién quan.

b) Ban hanh quy ché sit dung phén mém QLVB trong nél bd co quan va chju
trach nhiém v& viéc sir dung phin mdm QLVB trong hé théng QLVB chung ciia

tinh.

¢) Phin cong trach nhiém cén bd quan tri phin mém QLVB ciia co quan.

3. Trach nhiém cia can b§ ‘

_a) Thudng xuyén sir dung phin mém QLVB theo tai khoan dugc cép dé giai
quyét cong vige dugc giao; xur ly theo dling quy trinh dwge co quan quy dinh; chiu
tréch nhiém v thong tin trao dbi trén phin mém QLVB qua tai khoan sir dung cia
ca nhan.

b) Bao mit tai khodn dugc cép, thudng xuyén thay dbi mat khau ding nhip,
khong &é 1§ hodc cung cAp tai khoan cho ngudi khac biét.

4. Trach nhiém cla vin thu co quan

a) Cép nhat vin ban dén: sir dyng phin mém QLV'B dé tiép nhan, s6 héa, khai
i i thAng o& vin han dén nhan dirae tr cac neudn: vin ban gidy. viin ban dién
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tir nhan qua phin mém dién t, thr dién tir, vin ban nhin dugc qua cdc ngudn
khéc. .

b) Sir dugg phin mdm QLVB dé sb héa, khai béo céc théng 6 vin ban di do
co quan ban hanh, thyc hién ky s6 cc vin ban chuyén cho céc co quan, don vj lién
quan; phét hanh viin ban theo chi dgo ciia lanh dao co quan.

5. Trach nhiém cis c4n bd quén trj mang, quén trj phan mém

2) D& xufit véi Thi trudng co quan viée cAp phat, thu hdi, stra dbi, bd sung tai
khoén ciia cén b va phan quyén siy dyng phin mém. _

b) Quan trj céc quy trinh quin 1y vén béan va co cAu td chirc phong, ban, don
vj trong phin mém QLVB.

¢) H3 trg, huéng din cén bd trong co quan sit dyng, van hanh phin mém
QLVB; phéi hop khéc phyc sw ¢b néu c6 va cap nhét, ning cip phén mém.

d) Thyc hién ché @) bio céo ddt xust, dinh ky vé vige sir dung phin mém clia
CO quan. '
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TO CHUC THY'C HIEN
Pidu 12. Hinh thirc xit Ij ché 49 sir dung phin mém quéin Iy viin bin va
diéu hanh =

1. Co quan khong st dung phin mém QLVB hiéu qui (yéu cau thi thidu bit
budc phai sir dung 02 quy trinh quéan Iy vin ban dén va quan ly vin ban di) theo =
béo cdo clia co quan quan 1y duge xem 13 mdt tidu chi trir diem thi dua khi binh xét %
c4c hinh thirc thi dua, khen thuéng hang nam. '

2. Céc hanh vi vi pham quy dinh Quy ché ndy, ty theo mirc d§ vi pham s& bj
xit Iy theo cic quy dinh cia phap luét.

Didu 13. Tréch nhi¢m thye hi¢n |

1. S& Thong tin va Truyén théng chi tri, tb chtrc trién khai, huéng dén thye
hién Quy ché ndy; theo ddi, kiém tra, dinh ky bio cdo UBND tinh inh hinh trién
khai ciia céc co quan, dja phuong; xdy dung di toan trinh UBND tinh cép kinh phi
dé trién khai, duy tri hoat ddng cuia phin mém QLVB.

2. S& Tai chinh, S& Ké hoach va PAu tu bd tri kinh phi kip théi ding chinh
séch, ché d¢ dé trién khai, duy tri hoat ddng ciia phin mém QLVB.

3. S& Nbi vy dua viéc sit dung phin mém QLVB vao tiéu chi thi dua hang
nim, bét déu tix ndm 2015, |

4. Thii trudng céc co quan, dja phuong chiu tréch nhi¢m truéc UBND tinh vé
t& chirc trién khai thyc hién Quy ché ndy trong pham vi quan 1y ciia minh.

[~



5. Trong qué trinh thyc hién, néu gip vuéng méc, phét sinh: cc s&, ban,
nganh, UBND céc huyén, thanh ph8, thj x4 phén 4nh v& S& Théng tin va Truyén
théng dé tdng hgp, bao cao UBND tinh xem xét, quyét dmy

himg'Quang Huing
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Phu luc:
oAwn MYC TEN MIEN TRUY CAP PHAN MEM QLVB

-

P p A ML AL
7 = GIACAC CO QUAN NHA NUGC TREN PJA BAN TINH
Ll

3 “‘*"‘k ' /,E CO QUAN DIA CHITRUY CAP |
01 N c ibandt.vinhphuc.gov.vn *;sf
02 |Ban Gidi phong mit bing va Phit trién quy dft | ibangpmbptqd.vinhphuc.gov.vn E,
03 | Ban Quan l}’r ciac Khu cdng nghiép ibanglcken.vinhphuc.gov.vn “E::
04 |Ban Quan Iy Dy 4n ci thién mbi trudng ddu tr | ibangldactmtdt.vinhphue.gov.vn 2
05 | Ban Quan ly Diu tr xay dung cong trinh ibanqldtxdct.vinhphuc.gov.vn ;
06 | S& Céng Thuong isoct.vinhphuc.gov.vn :
07 | S& Gido duc va Pao tao isogddt.vinhphuc.gov.vn i
08 | S& Giao théng vén tai isogtvt.vinhphuc.gov.vn
09 | S&Ké hoach va Pau tu isokhdt.vinhphuc.gov.vn 4
10 | S& Khoa hoc va Céng nghé isokhen.vinhphuc.gov.vn 13
11 | S& Lao d6ng, Thuong binh va Xa héi isoldtbxh.vinhphuc.gov.vn ¥
12 | S¢ Ngoai vu isongv.vinhphuc.gov.vn :
13 | SO NHivu isonv.vinhphuc.gov.vn %i
14 | S& Nong nghi¢p va Phat trién nbng thén isonnptnt.vinhphuc.gov.vn o
i5 | S Tai chinh isotc.vinhphue.gov.vn "'
16 | S& Tai nguyén va Mbi tredng isotnmt.vinhphuc.gov.vn
17 | 8¢ Thﬁng' tin va Truyén théng isotttt.vinhphuc.gov.vn
18 | S& Tu phép isotp.vinhphuc.gov.vn
19 | S& Vin hoa, Thé thao va Du lich isovhttdl.vinhphuc.gov.vn
20 | S¢ Xay dung isoxd.vinhphuc.gov.vn
21 |SoYté isoyt.vinhphuc.gov.vn
22 | Thanh tra tinh ithanhtra.vinhphuc.gov.vn
23 | Vin phong Poan PBQH va HDND tinh ivpghhd.vinhphuc.gov.vn
24 | Vin phong UBND tinh ivpubnd.vinhphuc.gov.vn
25 | Vién kiém st nhén dén ivksnd.vinhphuc.gov.vn
26 | UBND thanh phé Vinh Yén ivinhyen.vinhphuc.gov.vn
27 | UBND thi xi Phic Yén iphucyen.vinhphuc.gov.vn




STT CO QUAN DJA CHI TRUY CAP
28 .| UBND huyén Binh Xuyén ibmhjcuyen,ﬁnhbhuc.éov.m
29 | UBND huyén Lap Thach ilapthach.vinhphuc.gov.vn
30 | UBND huyén Séng Lo isonglo.vinhphuc.gov.vn
31 | UBND huyén Tam Duong itamduong.vinhphuc;gov.vn '
32 | UBND huyén Tam Dao itamdao.vinhphuc.gov.vn
33 | UBND huyén Vinh Tudng ivinhtuong.vinhphuc.gov.vn
34 | UBND huyén Yén Lac iyenlac.vinhphuc.gov.vn
35 | Trudng Chinh tri tinh itruongchinhtri.vinhphue.gov.vn
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