
UBND TlNH BlNH PHVdcso xAYD\]NG
S6: /1~66 /QD-SXD

CONG HOA xA HOI CHiT NGHiA VIET NAM. . . . .
DQc I~p -:T\f do - H~nh phuc

Binh Phuac, ngay J1 thang 5 nam 2017

QUYETDJNH
Ban hanh Quy ch~ qmln Iy, v~n himh va sfrd\lng phAn m~m

quan Iyvan ban va di~u hanh t~i S6' Xay d\fng tinh Blnh PhuO'c

GlA.M DOC so xAY D\]NG

Can ell Lu?t Tf>ehlle ehinh quySn dia phuang ngay 19 thang 6 nam 2015;
Can ell Lu?t Giao dieh di~n tu ngay 29 thang 11 nam 2005; .~

Can ell Nghi dinh s6 64/2007/NI)-CPngay 10 thang 4 nam 2007 eua
Chinh phu vSUng dl,lllg eong ngh~ thong tin trong ho?t dQng eua co quan Nha
nuae;

Can ell Nghi quySt s6 36aINQ-CP ngay 14 thang 10 nam 2015 eua Chinh
phu vS Chinh phu di~n tu;

Can ell Chi thi s6 15-CT/TTg ngay 22 thang 5 nam 2012 eua Thu tu6ng
Chinh phu vS vi~e tang eu6ng su dl,lngvan ban di~n tu trong co quan Nha nuae;

Can ell Thong tu s6 22/2013/TT-BTTTT ngay 23 thang 12 nam 2013 eua
", BQ Thong tin va TruySn thong vS vi~e ban hanh Danh ml,le tieu ehufin ky thu?t

vS ling dl,lngeong ngh~ thong tin trong co quan Nha nuae;

Xet dS nghi eua Chanh Van phong Sa,

QUYETDJNH:

Di~u 1. Ban hanh kem theo QuySt dinh nay Quy ehS quan ly, quan ly, v?n
hanh va su dl,lngph~n mSm quan ly van ban va diSu hanh t?i Sa Xay dl,l1lgtinh
BinhPhuae

Di~u 2. Chanh Van phong, Truang phong eaephong ehuyenmon, thu
truang dan vLtn.re thuQe Sa va cae eong ehlle, vien ehlle, nguai lao dQng lien
quan ehiu traeh nhi~m thi hanh QuySt dinh nay, kS tll ngay ky./.

Nui nhfm:
- Giam d6c,Ph6 GD;
- Nlmdh~u 2;
- Luu VT.
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UBND TiNH BINH PHudc
SOxAYDVNG

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc I~p - Tl}:'do - H~nh phuc

QUYCHE
Qmin If, v~n himh va sir d1}ngphftn m~m quan If van ban va di~u hanh

t~i SO'Xay dl}:'ngtinh Binh P~9'6'c
(Ban himh kern theoj2uyit ainh sb: ;fA66 /QD-SXD
ngay 31 thang!J narn 2017 eua So'Xiiy dlfYlg)

ChlfO"ngI
QUY DJNH CHUNG

Di~u 1.Ph~m vi di~u chinh, d8i tlfgng ap d1}ng

1.Quy chS nay quy dinh vi~c qu~mly, v~n hanh va su d\mg phftn mem quan
ly van ban va dieu hanh (sau day gQi t~t la phftn mem QLVB & DHCV) cua So'
Xay d1)11gtinh Binh Phuac.

2. Quy chS nay duQ'cap dl)ng d6i vai cong chuc, vien chuc, nguai lao dQng
(sau day gQi t~t la cong chuc, vien chuc) tham gia qw\n ly, khai thac va su dl)ng
phftn mem qmin ly van b~mva dieu hanh t~i ca quan, dan vi trlJc thuQc.

Di~u 2. Giai thich tir ngfr

1. Phftn mem quan ly van ban va dieu hanh la phftn mem tin hQc hoa cac
quy trinh ho~t dQng tac nghi~p, cac hinh thuc gui, nh~n, lUll trfr, tim kiSm van
ban, xu ly thong tin, giai quySt cong vi~c trong ca quan, dan vi t!1JCthuQc.

2. Van ban di~n tu la van ban duQ'cthS hi~n duai d~ng thong di~p dfr li~u.

3. Thong di~p dfr li~u la thong tin duQ'c t~o ra, duQ'Cgui di, duQ'c nh~n va
duQ'clUlltrfr b~ng phuang ti~n di~n tu.

4. Tai khoan la ten (user name) va m~t khfiu (password) dang nh~p duQ'c
c~p cho m6i cong chuc, vien chuc dS troy c~p va su dl)ng h~ th6ng phftn mem
quan ly van ban va dieu hanh.

5. Trinh duy~t la mQtphftn mem trng dl)ng cho phep nguai su dl)ng xem va
tuang tac vai cac van ban, hinh anh, do~n phim, nh~c, tro chai va cac thong tin
khac a tren mQt c6ng/trang thong tin di~n tu cua mQt dia chi tren m~ng toan
cftu ho~c m~ng nQi bQ.

>. Di~u 3. Ten mi~n va tai khoan truy c~p h~ th8ng quan If van ban va
dieu hanh

1. Ten mien chung dS troy c~p phftn mem quan ly van ban va dieu hanh t~i
ca quan la: hscv.binhphuoc.gov.vn

2. Dinh d~g ten mien troy c~p h~ th6ng quan ly van ban va dieu hanh cua
ca quan 180: hscv.binhphuoc.gov.vn

3. Dinh d~g ten tai khoan cua cong chuc, vien chuc su dl)ng h~ th6ng quan
ly van ban va dieu hanh.
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a) Tai khoan cua cong chuc, vien chuc duQ'c d?t theo nguyen t~c sau: ten
dAydu kSt hQP ten lot viSt dAydu va ten phong, ban viSt t~t, khong co d~u tiSng
vi~t va khong su d\lng khoang tr6ng theo d~ng: <ten lot><ten dAy du>.<ten
phong, ban viSt t~t>.

b) D6i vai twemg hQP cong chuc, vien chuc trong co quan, dan vi co h9,
ten lot va ten trung nhau thl Uti tien nguai co c~p b~c, chuc V\lHlnhd?o duQ'cgiu
nguyen dinh d~ng ten tai khoan da duQ'cquy dinh t?i diSm a khoan 3 diSu nay.
Cac twemg hQP khac thl ap dVng them s6 thu tv 1, 2, 3 . . . phia sau ten tai
khoan.

Bi~u 4. Blnb d~ng cua van ban di~n til' dU'Q'ctrao dAi tren pbAn m~m
Quan If van ban va di~u bimb

1.ThS thuc va k)' thu~t trinh bay van ban di~n tu.
a) ThS thuc va k)' thu~t trinh bay van ban thvc hi~n theo quy dinh t?i Thong

tu s6 01/2011/TT-BNV ngay 19/01/2011 cua BQNQi V\l huang dfin thS thuc va
ky thu~t trinh bay van ban hanh chinh, Thong tu s6 55/2005/TTLT-BNV-VPCP
ngay 06/5/2005 cua BQNQi vv va Van phong Chinh phu huang dfin thS thuc va
k)' thu~t trinh bay van ban va cac van ban quy ph?m phap lu~t khac co lien quan.

b) Ky tv thS hi~n trong van ban di~n tu thvc hi~n theo QuySt dinh s6
72/2002/QD- TTg ngay 10/6/2002 cua Thu tuang Chinh phu vS vi~c th6ng nh~t
dung phong chu Unicode, BQ rna cac ky tv chu Vi~t theo tieu chuAn TCVN
6909:2001 (BQ rna Unicode) trong trao d6i thong tin di~n tu giua cac t6 chuc
cua Dang va Nha nuac.

c) Ngon ngu su dVng trong phAn mSm quan ly van ban va diSu hanh b&ng
ngon ngu tiSng Vi~t co d~u.

2. Dinh d?ng t~p du li~u cua van ban di~n tu
Van ban di~n tu bao g6m van ban di~n tu co thS chinh sua va van ban di~n

tu khong thS chinh sua, co dinh d?ng t~p du li~u duqc quy dinh nhu sau:

a) Van ban di~n tu co thS chinh sua su dVng dinh d?ng t~p du li~u theo tieu
chuAnky thu~t .txt, .odt, .rtf, .doc, .xls, .ppt, .docx, xlsx, pptx ho?c cac dinh d?ng
tuang tv khac theo quy dinh cua phap lu~t.

b) Van ban di~n tu khong thS chinh sua la van ban d?ng anh quet, duqc s6
hoa tiI van ban g6c (co chu kY cua Thu tru6ng co quan va d~u cua co quan, dan
vi) su d\lllg dinh d?ng t~p du li~u theo tieu chuAn k)' thu~t (.pdf) ho?c cac dinh
d?ng tuang tv khac theo quy dinh cua phap lu~t.

. c) Van ban di~n tu duQ'c nen tiI nhiSu ho?c mQt t~p van ban nh&m giam
thieu dung luqng. SU dVng dinh d?ng nen du li~u theo tieu chuAn ky thu~t (.zip)
ho~c cac dinh d~ng tuang tv khac theo quy dinh cua phap lu~t.
, 3. Dung luqng cac Va? ban di~n tu duQ'c su d\lng dS dinh kern tren phAn

mem quan ly van ban va dieu hanh khong qua 10MB.
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Di~u 5. ChuAn trao dBi thong tin

T~t ca thong tin trao d6i qua ph~n mSm quan ly van ban va diSu hanh cua
tinh phai dam bao tuan thu theo cac yeu c~u, tieu chufin vS ling dVng CNTT
trong cac ca quan nha nuac duQ'cChinh phu, ca quan quan ly chuyen nganh ban hanh.

Di~u 6. Ghi trj phap Iy clla van ban di~n tir

Gia tri phap ly cua van ban di~n ti'r tren ph~n mSm quan ly van ban va diSu
hanh th\fc hi~n theo DiSu 35 cua Nghi dinh s6 64/2007IND-CP ngay 10 thang 4
nam 2007 cua Chinh phu vS ling dVng cong ngh~ thong tin trong ho?t dQng cua
ca quan nha nuac cv thS:

a) Van ban di~n ti'r phil hQ'Pvai phap lu?t vS giao dich di~n ti'r co gia tri
phap ly tuang duang vai ban gi~y trong giao dich giua cac ca quan nha nuac.

b) Van ban di~n ti'r gi'ri dSn ca quan nha nuac khong nh~t thiSt phai si'r
dVng chu ky di~n ti'rnSu van ban do co thong tin vS nguai gi'ri, bao dam tinh xac
th\fc vS ngu6n g6c va S\ftoan vyn cua van ban.

Di~u 7. Cach thuc trao dBi van ban tren phAn m~m quan Iyvan ban va
di~u hanh

1. Trao d6i hoan toan duai d,;mgdi~n ti'r

a) Trong ph?m vi nQi bQ ca quan, dan vi trvc thuQc: Van ban chi d?o, diSu
hanh; Ijch cong tac; cac chuang trinh, kS ho?ch; gi~y mai h9P nQi bQ; tai li~u
phvc vv h9P; van ban dS biSt, dS bao cao, xin y kiSn; thong bao chung cua ca
quan, dan vi; cac tai li~u c~n trao d6i trong qua trinh xi'r ly cong vi~c.

b) Giua cac ca quan, dan vi lien quan: Van ban tham gia y kiSn, gop y; van
ban dS biSt, dS bao cao; lich cong tac; gi~y mai h9P, tai li~u phvc vv h9p.

2. Trao d6i duai d?ng h6n hQ'P(gi'ri ca van ban gi~y va van ban di~n ti'r)

Cac lo?i van ban khong thuQc quy dinh t?i Khoan 1 DiSu nay, khi phcit hanh
van ban b~t bUQcphai gi'ri kern van ban di~n ti'r qua ph~n mSm quan ly van ban
va diSu hanh tuang ling nQi dung van ban gi~y.

Di~u 8. Quy djnh b~t bUQc trong vi~c sir d1}ng phAn m~m quan Iy van
ban va di~u hanh

1. Van ban, h6 sa co tinh m?t, t6i m?t va tuy~t m?t thuQc Danh mvc bi m?t
nha nuac, cac dan thu khiSu n?i, t6 cao, cac thong tin nh?y cam (nhfrng thong
tin lien quan dSn lInh V\fCdan tQc, ton giao, d6i ngo?i chua co kSt lu?n cua ca
quan co thfim quySn) ho~c nhfrng tai li~u mang tinh ch~t d6i trvy khong duQ'c
C?Pnh?t, lUll tru va xi'r ly tren ph~n mSm quan ly van ban va diSu hanh.

2. PhAn mSm quan ly van ban va diSu hanh phai duQ'Ccai d~t t?P trung t?i
Trung tam du li~u cua tinh. Rieng d6i vai cac ca quan, dan vi co du diSu ki~n dS
cai d~t, quan ly, v?n hanh ph~n mSm quan ly van ban va diSu hanh co thS cai d~t
phan tan nhung phai t\f chiu trach nhi~m vS an toan du li~u.

Di~u 9. Luu tru van ban di~n tir
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Vi~c lUll trii van ban di~n tu phai dam bao theo DiSu 7 va DiSu 8 t:;tiNghi
diOOs6 01/20 13/Nf)-CP ngay 03 thimg 01 nam 2013 cua Chinh phu vS vi~c quy
diOOchi ti@tthi haOOmQt s6 diSu cua Lu~t LUll tm va cac van ban quy ph:;tm
phap lu~t khac co lien quan.

Di~u 10. Quy dinh sir d1}.ngchfr ky sB
Phan mSm quan ly van ban va diSu haOOduQ'ctich hQ'PchUng thu s6 va chii

ky s6 chuyen dung cua t6 chilc, ca OOandS xac diOOtiOOphap ly cua cac van
ban di~n tu trao d6i giiia cac co quan, dan vi. Van ban di~n tu da duQ'c kY s6
phai duQ'c ti@pOO~nva xu ly dung quy trinh dS dam bao tiOOkip thai, an toan,
bao m~t, tin c~y va xac th\Ic.

Chii kY s6 va chUng thu s6 chuyen dung su d\lng trong phan mSm quan ly
van ban va diSu haOOdo UBND tioo cung cfip.

Di~u 11. Truo-ng hQ'P phAn m~m qmin Iy van ban va di~u hanh gij.p s'1
cB ky thu~t

Trong truang hQ'Pxay ra S\I c6 ky thu~t dfin t6i phan mSm quan ly van ban
va diSu haOOt:;tmngimg ho:;tt dQng ho~c khong bao dam tiOOan toan cua van
ban di~n tu thi cong chilc duQ'cphan cong ph\l trach quan tri m:;tng,quan tri phan
mSm quan ly van ban va diSu haOOtrong co quan, dan vi co trach OOi~m:

1. Thong bao ngay cho Thu truOng va nguai su d\lng trong co quan, dan vi
bi@tvS S\I c6, thai gian t:;tmdimg, thai gian b~t dau su d\lng l:;ti,cac bi~n phap
t:;tmthai duQ'cap d\lng trong thai gian t:;tmdimg, cac bi~n phap c~p OO~tvan ban
vao ph:ln mSm quan ly van ban va diSu haOOkhi b~t dau su d\lng l:;ti.

2. Ti@nhaOOcac bi~n phap can thi@ttrong kha nang OO&mOOaOOchong
kh~c ph\lc, giai quy@tS\Ic6, ph\lc h6i phan mSm quan ly van ban va diSu haOO.

3. Thong bao ngay cho UBND tinh, So' Thong tin va TruySn thong dS duQ'c
huang dfin, kh~c ph\lc khi can thi@t.

ChuO"ng II
TRAcH NHI:E:M vA QUYEN H~N CVA co QUAN TRIEN KHAI,
sir DVNG pHAN MEM QUAN LY VAN BAN VADIEU HANH

Di~u 12. Trach nhi~m ~iIa cac cO"quan, dO"nvi trong vi~c sir d1}.ngphAn
m~m quan Iy van ban va dieu hanh

1. SU d\lng ph:ln mSm quan ly van ban va diSu hanh dS chi d:;to,diSu hanh,
xu ly cong vi~c hang ngay cua co quan, dan vi.

2. Ban hanh quy chS su d\lng ph:ln mSm quan ly van ban va diSu hanh
trong nQi bQco quan, dan vi dS chi d:;to,diSu haOO,xu ly van ban hang ngay. T6
chilc th\Ic hi~n dung Quy chS nay va cac quy diOOkhac co lien quan.

, 3. ~uan ly va su d\lng chm:g thu s6, chii ky s6 chuyen dung tich hQ'Ptren
phan mem quan ly van ban va dieu haOOtheo dung quy diOO.
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4. Cac cO'quan, dan vi cai d~t ph~n mSm quan 1y van ban va diSu hanh
theo hinh thuc phan tan co trach nhi~m tuan thu theo huang d~n nghi~p Vl)cua
UBND tinh vS vi~c v?n hanh va su dVng ph~n mSm quim 1y van bim va diSuhanh.

Di~u 13. Traeh nhi~m ella eong ehue, vien ehue tham gia su- dl}ng phftn
m~m quan Iy van ban va di~u hanh

1. Trach nhi~m cua cong chuc, vien chuc

Thuemg xuyen su dVng ph~n mSm quim 1y van bim va diSu hanh theo tai
khoan dii du<)'cc~p d8 giai quySt cong vi~c du<)'cgiao; xu 1ydung thea quy trinh
dl.!<)'ccO'quan, dan vi quy dinh, chiu trach nhi~m vS thong tin trao d6i tren ph~n
mem qua tai khoan su dVng cua ca nhan.

Cong chilc, vien chuc co trach nhi~m bao m?t tai khoan du<)'cc~p, thay d6i
m?t kh~u dang nh?p, khong d8 1Qho~c cung c~p tai khoan cho nguai khac biSt.

2. Trach nhi~m cua van thu cO'quan, dan vi
Su dVng ph~n mSm quan 1yvan ban va diSu hanh d8 tiSp nh?n, s6 hoa, khai

bao cac thong s6 van ban dSn nh?n du<)'ctir cac ngu6n; s6 hoa, khai bao cac
thong s6 van ban di do cO'quan, dan vi ban hanh, thgc hi~n kY s6 (nSu co) cac
van ban chuy8n cho cac cO'quan, dan vi lien quan; phat hanh van ban theo chi
d~o cua Thu truOng cO'quan, dan vi. Thgc hi~n dang ky van ban dSn b~ng Co'sO'
dfr li~u van ban dSn tren may tinh va dang ky van ban di b~ng Co'sO'dfr li~u van
ban di tren may tinh theo quy dinh t~i Khoan 2 DiSu 5 va Khoan 2 DiSu 9 T$lig
tu s6 07/2012/TT-BNY ngay 22 thang,11 nam 2012 cua BQ NQi vv huang 4l~
quan 1yvan ban, l?p ho So'va nQp 1uu ho So',tai 1i~uvaa 1uu tm Co'quan. G J~I

" /)',}3. Trach nhi~m cua nhan vien quan tri m~ng, quan tri phan mem "d

a) DS xu~t v6i Thu truOng Co'quan, dan vi vi~c c~p phat, thu h6i, sua d6i,
b6 sung tclikhoan va phan quySn su dvng phk mSm quan 1yvan ban va diSuhanh.

b) T~o l?p, quan 1y tai khoan ngl.!ai su dVng; qu~n tri h~ th6~g danh mvc
trong ph~n mSm quan 1yvan ban va dieu himh, trgc tiep sua doi, bo sung khi co
sg thay d6i vS Co'c~u t6 chilc trong nQi bQCo'quan, dan vi.

c) H6 trO',huang d~n cong chuc, vien chuc trong Co'quan, dan vi su dVng,
v?n hanh ph~~ mSm quan 1yvan ban va diSu hanh; ph6i hgp v6i UBND tinh, SO'
Thong tin va TruySn thong kh~c phvc sg c6 (nSu co) va C?Pnh?t, nang c~p ph~n
mSm quan 1yvan ban va diSu hanh.

d) Tham muu Liinh d~o Co'qua~, dan vi thgc hi~n chS d9 b~o cao UBND
tinh (thong qua SO'Thong tin va Truyen thong) dinh ky, dQt xuat ve vi~c su dVng
phfin mSm quan 1yvan ban va diSu hanh.

ChU'O'ngIII
DIED KHOA.N THI HANH

Di~u 14. Khen thU'o-ngva xU- Iy vi ph~m
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1. Vi~c su d\mg phfin m~m qufm Iy van b~mva di~u hanh t~i cac CO'quan,
dan vi Ia tieu chi danh gia khi binh xet cac hinh thuc thi dua, khen thuemg hang
nam.

2. Cac hanh vi vi ph~m Quy chS nay, tuy theo muc dQvi ph~m se bi xu Iy
theo cac quy dinh cua phap Iu~t.

Di~u 15. T8 chu-c thl}'c hi~n
1. Van phong t6 chuc triSn khai, hUOng d:ln th\fc hi~n Quy chS nay; theo

d5i, kiSm tra dinh ky bao cao UBND tinh tinh hinh triSn khai cua CO'quan.
2. Trong qua trinh th\fc hi~n, nSu g~p vuOng m~c, phat sinh, cac phong

chuyen mon, dan vi tf\fCthuQc phan anh kip thai v~ Van phong dS t6ng hQ'Pbao
cao Giam d6c So' xem xet, quySt dinh./.
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