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, Kim Déng, ngay A€ thing F nim 2024
So /49 -QC/HU
QUY CHE
Quin ly, sir dung phan mém Quan Iy viin ban va diéu hanh
trén mang Internet trong cic co quan Pang huyén Kim Dong

Cin cir Quyét dinh s6 269-QD/TW ngay 25/11/2014 ciia Ban Bi thu Trung
uong Dang ve thuc hién giao dich dién tur trong hoat dong cua cac co quan Dang,
Quy dinh s6 217-QD/TW ngay 02/01/2020 cua Ban Bi thu Trung wong Dang vé
quy dinh gui, nhén vén ban di¢n tir trén mang thong tin dién rong cua Dang va trén
mang Internet; Quyét dinh s6 27-QD/TW ngay 10/8/2021 cua Ban Bi thu Trung
uong Pang vé ban hanh Chuong trinh tmg dung cong nghé thong tin trong hoat
dong cua cac co quan Pang giai doan 2021 - 2025;

Cén cu Huorng dan s6 19- HD/VPTW ngay 19/01/2017 cua Vén phong
Trung uong Pang vé xay dung phan rnem gui, nhan van ban trén mang Internet
cua cac tinh uy, thanh uy; Hudng dan s6 03-HD/VPTW ngay 04/6/2021 cua Van
phong Trung wong Dang hudng dan quan ly va str dung chit ky s6 trong hoat dong
clia cac co quan, to chirc dang; Huong dan so 10-HD/VPTW ngay 07/7/2022 cua
Vian phong Trung wong Pang veé té chirc ha tang k¥ thuat mang méy tinh cta cac
tinh uy, thanh uy;

Can ctr Quy dinh s6 1908-QB/TU ngay 18/3/2020 ctia Ban Thuong vu Tinh
ay quy dinh vé gui, nhan vin ban dién tr trén mang théng tin dién rong va trén
mang Internet trong cac co quan Dang;

Cin cir Quy ché lam viéc ciia Ban Chap hanh Pang bd huyén khoa XXIII,
nhiém ky 2020-2025;

Xét dé nghj ctia Van phong Huyén uy,

Ban Thuong vu Huyén uy ban hanh Quy ché quan ly, st dung phan mém
Quan ly vdn ban va Diéu hanh trén mang Internet (viét tit 1a phan mém
QLVB&DH) trong cac co quan Dang huyén Kim Dong nhu sau:

) Chuong 1
NHUNG QUY DPINH CHUNG

Dié¢u 1. Pham vi diéu chinh

1. Quy ché nay quy dinh viéc gui, nhan va xu ly van ban dién tir cua cac co
quan Pang huyén Kim Pong trén phan mém QLVB&DH thong qua mang Internet.

2. Tuyét dbi khong duoc str dung Phian mém QLVB&DPH thong qua mang
Internet dé gui, nhan va xu ly nhiing van ban thuéc Danh muc bi mat Nha nudc
theo quy dinh cua phép luat.



Diéu 2. P6i twong ap dung

1. Quy ché nay ap dung dbi véi cac Co quan tham muu, giup viéc cua Huyén uy;
Trung tdm Chinh tri huyén; Mat trdn To qudc va cac to chirc chinh tri - xa hdi
huyén; céac chi, dang b truc thudc Huyén uy (sau day goi tat la cac co quan Dang
huyén Kim Dong).

2. Lanh dao va can bg, cong chire cac co quan Dang huyén Kim Dong tham
gia quan ly, khai thac va sir dung phan mém QLVB&DH trén mang Internet.

N Chuong I1 . :
QUAN LY, KHAI THAC VA SU DUNG PHAN MEM

Diéu 3. Nguyén tic to chire, quan ly, sir dung Phian mém QLVB&DPH

1. Phian mém QLVB&DH dugc sir dung dé guri, nhan va xir Iy van ban dién
tir (khong mat) gitra céc co quan, don vi.

2. Viéc quan ly, van hanh, khai thic, st dung phin mém phai thyc hién
nghiém theo Quy ché nay; dam bao diing myc dich, an toan, dap mg yéu cau cong
viéc; dam bao tinh cong khai, minh bach, khach quan, trung thuc.

3. Phdn mém duogc cai dat va khai thac, st dung trén hé thdng may chu két
ndi Internet véi dia chi truy cap la: https:/qlvbdh.hungyen.dcs.vn. Thong tin, dir
liéu cdp nhat, trao do6i trén hé thong phan mém tuan thu theo cdc quy dinh cua
bang va Nha nudc. Bao dam vi¢c quan ly, trao doi, khai théac, luu trir thong tin
trong hé thong cho cic co quan, don vi dugc dong bd, an toan, an ninh thong tin,
toan ven dir liéu va khong lay nhiém virus, ma doc...

4. Mbi co quan, don vi va mdi can bd, cong chirc trong cac co quan Dang
huyén Kim DPong dugc cap 01 tai khoan ngudi dung (1én dang nhdp va mat khau)
dé ding nhap vao phan mém QLVB&DH.

5. Van ban dién tir duoc giri, nhan va xir Iy qua hé thong phan mém
QLVB&DH tai Quy ché nay c6 gia tri phap ly tuong duong van ban giay va thay
cho viéc guri, nhan vén ban giay.

. Diéu 4. Trach nhiém trong quan ly, vin hanh, khai thac, sic dung phan
meém QLVB&DH

1. Van phong Huyén uy

- Pén dbc cac co quan, don vi quan ly, van hanh, khai thac, su dung phan mém
QLVB&DH theo Quy ché nay va cic quy dinh cia Pang, Nha nudce co lién quan.

- La don vi diu méi, chu tri phdi hop véi cac co quan, don vi c6 lién quan to
chtrc huéng dan, van hanh, khai thac, sir dung, bao v€ an toan va toan ven co so dir
lidu ctia cac co quan, don vi c@p nhat 1én hé thong phan mém QLVB&DH; theo doi
va khac phuc sy ¢0 kip thoi, nhanh chéng dam bao phan mém hoat dong thong
suot, hiéu qua.

- Theo doi, danh gia két qua quan ly, van hanh, khai théc, sur dung phén
mém doi voi cac co quan, don vi. Tong hop bao cdo, dé xuat voi Van phong cap
trén dbi voi kién nghi ctia co quan, don vi trong qua trinh sir dung theo quy dinh.
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2. Céac co quan, don vi sir dung phﬁn mém QLVB&DPH

a. Nguoi dimg dau cdc co quan, don vi

- Guong mau di dau va chiu trach nhiém trong viéc str dung phan mém
QLVB&DH trong céc co quan, don vi minh quan ly.

- Xu ly van ban theo ding quy trinh da dugc tap huér}, huéng dan su dung.
Thuong xuyén theo ddi phan mém QLVB&DH dé nhén biét thong tin vé tién do
xu ly van ban cua cac phong, ban, by phan chuyén mén trong co quan, don vi; kip
thoi don doc xur ly cac van ban ton dong hay tré han (néu co).

- bam bao bi mat tai khoan nguoi dung trong qua trinh van hanh, khai théc,
xu ly cac van ban dién tir do co quan, don vi phat hanh theo ding quy dinh.

- Trién khai Quy ché nay dér‘l can by, cong chuc trong co quan, don vi.
B0 tri, phan cong can bd phu tréch vé cong nghé thong tin theo ddi, xu ly hodc kip
thoi phdi hgp véi Vian phong Huyén uy khéac phuc cac sy co phat sinh trong quéa
trinh trién khai, sir dung phan mém QLVB&DH.

b. Can bo, cong churc cdc co quan, don vi

- St dung phan mém QLVB&DPH dé giai quyét cong viéc hing ngay dugc
giao; xu ly van ban ding theo quy trinh nghiép vu dugc tdp huan, huéng din va
chiu trach nhi¢m vé thong tin trao doi trén phan mém QLVB&DH qua tai khoan st
dung cua ca nhan.

- Chiu trach nhiém bao mat tai khoan dugc cép, khong tu y st dung tai
khoan cua nguoi khéc. Truong hop bj mat quyén kiém soat tai khoan nguoi dung,
tai khoan bi khod, mat khau bi 10 phai bao ngay cho Van phong Huyén uy dé phoi
hop vdi cac co quan lién quan kip thai khic phuc.

- Khi phét hién c6 16i hodc nhimg phat sinh trong qua trinh sur dung phan mérp
QLVB&DH phii bdo ngay cho Van phong Huyén uy dé phoi hop kip thoi xir 1y; nhat
la viéc thay doi tai khoan nguoi dung, can théng tin kip thoi hodc ¢6 vin ban cu thé dé
nghi Van phong Huyén uy diéu chinh, sira doi, bo sung tén tai khoan ngudi dung.

c. Can bg quan tri mang, phu trach cong nghé théng tin cac co quan, don vi

- Chiu trach nhiém vé viéc hudng dan, hd trg ky thuat va duy tri su hoat
dong thuong xuyén do6i véi phan mém, dam bao an toan, an ninh thong tin trong
qua trinh sur dung phan mém QLVB&DH tai co quan, don vi.

- Quan ly tai khoan dang nhép vao phin mém QLVB&PH ciia nguoi ding
tai co quan, don vi theo sy phén cong clia nguoi ding dau co quan, don vi. Trong
truong hop bi mat quyén truy cdp quan tri, hé thong phan mém bj 16i ma khong tu
khac phuc dugc phai thong bao dén Vian phong Huyén uy dé phoi hgp véi Phong
Co yéu - CNTT, Van phong Tinh y dé tu van, ho tro xir ly.

- Theo doi, yéng hop cac nhu pi‘iu diéu chinh, bd sung cac tinh nang, yéu cau
cua phan mém nham dép ung yéu cau cong viéc thuc té (néu cd) cua co quan, don
vi dé dé xuat Van phong Huyén uy phoi hop véi Phong Co yéu - CNTT, Vin
phong Tinh uy tong hop xir ly dong bd theo dinh ky hang tuan, thang.

d. Van thu cac co quan, don vi

- Chiu trach nhiém vé tai khoan nguoi dung cua van thu co quan trong qua
trinh xur ly, phat hanh van ban dién tr di, dén qua phan mém QLVB&DPH cua co
quan, don vi.
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- Céap nhat dﬁy du, chinh xac théng tin cua van ban dién tu dén vao phé“m
mém. Sé hoa (Scan) vin ban dén bang giay dudi dang tap tin *.PDF va xu ly van
ban theo diing quy trinh, chirc ning quy dinh.

- Cap nhat diy du, chinh x4c thong tin cua van ban dién tir di trén phén mém
va phat hanh dén céc co quan, don vi 6 lién quan dam bao diing theo quy dinh.

- Gitip lanh dao co quan, don vi theo dbi, béo céo, thong keé tinh hinh xir 1y
vin ban trén phan mém. Dinh ky hang thang, quy, in ra gidy so dang ky van ban di,
s6 dang ky van ban dén, cudi nam déng thanh quyén theo dang mau quy dinh vé
cong tac van thu, luu trir hién hanh.

Piéu 5. Khai théc, sit dung phan mém

1. Xt ly van ban dén

- Céan bd, cong chirc theo chirc ning, nhiém vy dugc phan cong phai céap
nhdt cac thong tin xu ly van ban do minh tryc tiep xu ly vao phan mém
QLVB&DH, dam bao cac thong tin vé xur ly vén ban dugc quan ly day du trong co
so dit liéu. Thuong xuyén theo ddi phan mém QLVB&DH trong gio lam viéc dé
kip thoi xtr ly cac van ban dugc guri dén.

- Khi tiép nhan vin ban dién tir trén phin mém QLVB&DH do lanh dao co
quan, don vi hodc by phan van thu chuyén dén, can bg, cong chirc nghién ciru,
tham muu van ban, xir ly hodc tién hanh luu trir theo ding quy trinh, quy dinh va
quyén han da duoc giao.

2. Xt ly van ban di

- Cén bd, cong chirc sur dung chirc nang Quan ly van ban di trén pha"in mém
QLVB&DH dé cap nhat dit liéu van ban di. Thyc hién cap nhat thong tin van ban
va dinh kém ban du thao van ban di, chon ngudi xur ly ke tiép va luén chuyén cho
cac bd phén co lién quan ti€p tuc xu ly; nhimg dir li¢u nay s€ luan chuyén trén
mang dén ngudi c6 trach nhiém xur ly ke tiép trong quy trinh xur ly van ban.

- Céc co quan, don vi va can bg, cong chirc dugc quyén tra ctru thong tin va
khai thic co s¢ dir liéu duge phan quyén trén phan mém QLVB&DH dé phuc vu

M

su lanh dao, chi dao diéu hanh cta cap uy theo phan cép quan ly.

. 5 _Chuong 11 X . )
GUI, NHAN VAN BAN DIEN TU TREN PHAN MEM

Piéu 6. Nguyén tic giri, nhdn viin ban di¢n tir qua phin mém

1. Cac van ban c6 ndi dung thong tin "khéng mdt" thudc thAm quyén ban
hanh va giai quyét cua cac co quan Dang huyén Kim Pdng dugc guri, nhan va xu ly
trén mang Internet thong qua phan mém QLVB&DH. Nguoi dimg dau co quan,
don vi ban hanh quy dinh hodc cho y kién khong gui, nhan cac van ban ¢o noi
dung “khéng mdt” nhung “nhay cam” théng qua phan mém QLVB&DH.

2. Bén giri khong phat hanh vin ban gidy dén bén nhan khi da gui van ban
dién tir (trie khi c6 y kién cua nguoi dimg dau co quan, dom vi vé viéc giri dong thoi
ca van ban dién tw va van ban gidy). Bén nhan phai thuc hién quy trinh kiém tra
nguon goc, tinh phap ly, su toan ven, an toan thong tin dit liéu cua van ban dién tur
dén, lay s6 va ding ky van ban dén trén phan mém QLVB&DH, sau d6 chuyén cho
ngudi ¢d trach nhiém xur ly.
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3. Bén nhén co quyen tir chdi nhén vin ban dién tu dén néu vin ban d6
khong bao dam cac nguyén tac, yéu cau ve gui, nhan van ban va chiu trach nhiém
ve viéc tu ch01 do, dong thoi phan hdi cho bén giri biét théng qua phan mém
QLVB&DH dé xir ly theo quy dinh.

4. Van ban dién tr phai duge gm ngay trong ngay ky ban hanh, cham nhat la
trong bu01 sang cua ngay lam viéc tiép theo. Vian ban dién tr dén sau khi duoc tiép
nhin, néu bao dam day du tinh phép ly phai dugc xur ly kip thoi, khong phai cho
van ban gidy (néu cé).

5. Truong hop van ban digén tr thude loai “hoa téc” hoac “khan” phal duoc
dat ¢ ché do uu tién, gui ngay sau khi ky va phai dugc trinh, chuyén giao xir Iy
ngay sau khi tiép nhan

6. Truong hop co su cb vé ky thuét hodc bén guri hay bén nhén chua dap ung
cac yéu cau vé ha tang ky thudt, cong nghé, an toan thong tin, g1a1 phap két nai,
lién thong dé giri, nhan, xir ly van ban dién tur, cac co quan, don vi gui bang van
ban giday theo duong truyén thong, dong thoi, khéan truong phdi hop véi cac co
quan lién quan, khic phuc cac su co, trien khai cac giai phap ky thudt, két noi
duong truyen dé thuc hién viéc gur, nhan van ban qua mang.

Diéu 7. Thé thirc, ndi dung va yéu cAu théng tin ciia viin bin dién tir

1. Thé thic va k¥ thuat trinh bay vin ban giri, nhan qua phan mém
QLVB&DH thyuc hién theo Hudng dan s6 36-HD/VPTW ngay 03/4/2018 cua
Van phong Trung vong Pang.

2. Cac van ban di¢n tir dugc gui, nhédn qua phan mém QLVB&DH sir dung
phong chir cua b ma ky tu Viét (phong tiéng viét Unicode) theo tiéu chuén Viét
Nam TCVN 6909:2001.

3. Céu tric ma dinh danh cua cic co quan Dang huyén Kim Déng tham gia
gui, nhan, xr ly van ban dién to trén mang Internet thong qua phan mém
QLVB&DH theo huéng dan ctia Vin phong Tinh uy Hung Yén.

Diéu 8. Bio dam an toan thong tin

1. Cac thong tin, dit liéu trén phan mém phal bao dam cac yéu cau vé an
toan, an ninh thong tin theo quy dinh. Cam truy cép trai phep vao hé thong phan
mém QLVB&DH va nguoi dung pha1 c6 trach nhiém quan ly, bao vé bi mat tai
khoan, mat khau da dugc cung cap.

2. Nghiém cam st dung Phan mém QLVB&DH de lan truyén, phat tan céc
thong tin chong pha xuyeén tac cac chu truong, duong 161, chinh sach, phap luat
cua Pang va Nha nudc.

3. Chi dugc sur dung t thiét bi luu trit an toan do Ban Co yeu Chinh phu cung
cap (DC-02, USB-AV...) dé sao chép dir ligu tir may tinh st dung phan mém
QLVB&DH trén Internet vao may tinh déc lap Tuyét dbi khong dung may tinh sur
dung phan mém QLVB&DH dé soan thao cac van ban cé chira ndi dung thong tin
bi mat nha nudec.

4. Thiét lap, cai dat, thuong xuyén cap nhat va duy tri hé thong phan mém
diét virus, ma doc..., chi dong kiém tra, phét hién, kip thoi va 16i phan mém hé¢
thong va céc phan mem ung dung.

5. Cac co quan, don vi phai thong bao ngay cho Vén phong Huyen uy trong
truong hop xay ra su co vé an toan, an ninh thong tin trong qua trinh quan ly, khai
théc, str dung phan mém.



Chuong IV
TO CHUC THUC HIEN

Piéu 9. T6 chirc thye hién

1. Cac co quan, don vi trién khai st dung phan mém QLVB&DH c6 trach
nhiém t& chirc thuc hién nghiém tic Quy ché nay. Can cir vao tinh hinh thu'c tién
cua co quan, don vi xay dung van ban cu thé hoa, phu hop vdi tinh hinh thyc té cua
co quan, don vi dé thuc hién; dé xuat, kién nghi bd sung, stra d6i Quy ché (méu co).
Pinh ky bao cédo két qua trién khai thuc hién tai co quan, don vi (qua Van phong
Huyén uy) dé tong hop.

2. Van phong Huyén uy tham muu don déc, hudéng dan, kiém tra viéc thuc
hién Quy ché nay.

3. Céan b, cong chirc cac co quan, don vi sur dung ph:';in mém QLVB&DH c6
trach nhiém thuc hién nghiém Quy ché nay, moi hanh vi vi pham, tiiy theo muc do
déu bi xem xét, xur ly ky luat hodc truy ctru trach nhiém theo quy dinh ctia phap luat.

Trong qué trinh t& chirc thuc hién, néu cé vudng mac, phat sinh, cac co

quan, don vi kip thoi phan énh vé Vin phong Huyén uy dé tong hop bao céo
Ban Thuong vu Huyén uy xem xét, stra déi, bd sung cho phu hop./.

Noi nhén: T/M BAN THUONG VU

- Ban Thuémg vy Huyén o, PHO B THU THUONG TRUC

- Thutmg tryc FIDND huygn, PHU TRACH PANG BO HUYEN
- Uy ban nhan dan huyén, v . :

- Céc ban, phong, nganh, MTTQ

va céc t6 chirc CT-XH huyén,
- Cac chi, dang b truc thudéc Huyén uy,
- Luu VPHU.




