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. QUYET DINH

. Ba.n hirnh Quy ch6 qu6n lf vir sir dgng
Phin m6m E-office cta UBND huv6n Kh6nh Son

Khdnh Son, ngay /t/thdng4tf ndm 2016

UY TIN NHAN DAN HUYEN KHANH SON

Cdn cri Ludt T6 chric thinh quy€n tlla phucrng ngiry 19/612015;
Cin cf Quyi5t <tfnh s6 ZO|ZO\+!qO-UBND igay tStStZOt4 cria Uy ban nhAn

dan tinh Khrffi Hda ban.hanh quy dlnh trao tt6i, luu trii, xu lj v6n ban rti€n tu trong
hoat dQng cia circ c,o quan nhi nudc tinh Khrinh Hda;

CEn cri Quy€t dinh sd 90/QD-UBND ngdy 2810112016 cria Uy ban nhAn d6n
huy6n Kh6nh S<m ban henh K6 hoach C6i crlch hdnh chinh huy6n rcuintr Son nam
20t6:

Cdn cri. Quy6t dinh srl 01/2016/eD-UBND ngdy t4ll\/20t6 cta UBND huyQn
Khrffi Son v€ Ban hinh quy ch6 ldm viQc cta UBND huy6n Khrinh Son;

X6t <16 nghi cta VIn phdng HDND vi UBND huy6n Khrinh Son, tai To trinh s6
1 1 O/TTr-VP ngiry 27 I l0 120 I 6,

QUYETDINII:

Di6u 1. Ban hinh kdm theo Quyi5t dinh ndy Quy ch6 quan lf vd sir dung ph6n
mdm E-office cta UBND huyQn Khrinh Son.

Di6u 2. Quy€t dlnh ndy c6 hi€u lgc thi hinh k6 tu ngdy Olllt/2016.
Didu 3. Chrinh Vin phdng HDND vd UBND huy€n, Tht trudng cric co quan,

don v! thuQc UBND huydn, Chri tich UBND c6c xe, thi tr6n chlu tnich nhi€m thi hanh
Quy6t ttinh niy./.

Noi nhQnl
- Nhu Di6u 3; '
- TT. HEND, UBND huyQn;
- TT. UBMTTQVII, c6c tloan th6 huyQn;
- Luu: VT.'ult
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Uv saN NUAN nAN
HUYEN K}TANH SON '

ceNG HoA xA ugr cuO xcnia vrDr NAM
DOcl6p-Tudo-Hanh phfc

QUY CHE

Qu6n lf vh sir dgng phAn m6m E-office
cta UBND huyQn Kh6nh Son

(Ban hdnh kdm'theo Quy€t dinh sii:f(AgO-UnNO
ngdy 01y' thdng rll ndm 20 I 6 crta UBND huygn Khdnh Son)

Chuong I
NHING QUYDII\H CHUNG

Didu 1. Pham vi vh tl5i tugng
:. ,'

. Quy ch6 ndy quy tlfnh cq th6 v€ viOc.quin lf vd st dUng phan m6m E-office
e6i v0i c6c phdng, ban chuyOn m6n (ggi t6t ld co quan), crin bQ, c6ng chric trong
ph4m vi thu6c UBND huy6n.

Di6u 2. Nguy6n tic sri dgng E-office

OOi vOi nhirng vin b6n dtng trong trao Ai5i ttrOng tin di€n tri tr€n phAn mdm
E-office,,ph6i sri dgng c6c ph6ng,ch& tii5ng ViQt cta bQ me ky tg Unicode theo
Ti6u chuAn ViCt Nam TCVN 6909:2001.

DC dam b6o viQc si dqng phin m6m E-office dring mUc dich vd c6 hiQu qu6,
nghi6m. c6m viQc dua tin hodc trao d6i cric th6ng tin mft, vi ph4m phrip lu{t, ir6i
vdi thu6n phong m! tpc ctia d6n tQc.

Diiu 3. Cic vIn bin, c6ng viQc kh6ng ttuo. c ph6p sri dr;ng E-office vi
m6y tinh c6 n5i mgng: . .

t. T6t ci c6c vdn brin mang tinh ch6t bio mQt (v6n bin mat, t6i m6t, tuyQt
m6t), kii c6 vdn bdn di vd tttin d6u kh6ng duo. c chuy6n, trao tl6i tr6n m4ng.

2. C6c donthu t6 c6o.

3. C5c vdn ban gi6i quy6t don thu kiiSn ngh!, khii5u nai, t5 c6o dang trong
giai do4n xem x6t, nghidn criu, khi chua c6 kiSt luin chinh thtc.

4. C6c v6n ban grJri dich danh.

Chuong II
QUYDINH CU THE

Didu 4. Don viquin lf phAn m6m

l. Vdn phdng HDND vd UBND huy6n chiu tr6ch nhi6m quin l1i, bio tri, bio
dim cho phdn m6m v6n hinh duoc th6ng su6t;

2. Cung c6p tdi kho6n, phdn quy6n cho ngudi sri dr,rng;

3. C6 tr6ch nhiQm h5 tro, hu6ng din c6 nh6n duo.c c6p tdi kho6n c6ch sri
dung;



4' Ki6m tra' giiim s,tviec khai th6c, 
_sri 

dung phan mam cria toan th6 c6n bQ,c6.ng chric.trong sri dung phin mCm E_oifice 
",i" USND hrya;, 

"f*_^i*u pna,m€m vdo khai thric, sri dung c6 hiQu qu6.

Didu 5. euy6n vi nghia vu cta ngucri sfr dgng
5. Mdi nguoi sri dpng duoc cung cip m6t tdi khoin ri6ng.

*a, .l,rlX,Ju6n 
lf tdi kho6n cria minh, c6 tr6ch nhi€m thay d6i vd luu gift m{t

6. Kh6ng tU y sri dr,rng tdi khoin cta ngudi kh6c de dang nhdp phAn mAm.
7' Chiu tr6ch nhiQm v6 nhfrng sai s6t, chQm tr6, m6t an todn do cti y ttrongtuan thi quy chti ho{c sg chri quan ;u.irh';;;u.

. . .8; \q"di sri dsng ph6i ddng nh6p vdo phdn mdm E-office beng ai khoan criaminh dC nhan th6ng b6o vd ldm viQc theo chuc nang, nhiQm vu cta minh.

. 9. HEng irgdy, vAo dAu_gio ldm vi6c, c6c cri nh6h ph6i deng nh6p vdo ph6n
Tc"r.n.E-9flce d6 tirip *ar, ,l!g d6i, xri'lj ,a, u*. rui r6t ;rlf ,si ldm vi6c,ph6i thorit kh6i E-office tru6c khi titmay.'

10. Thdi han t6i da <16 gi6i quytit c6ng viQc ld 05 (nim) ngdy tdm viQc.

.^ 
O6i vOi nhfrng c6ng viQc cAn g6p,.Thri truonq cilc don vi phni bO tri, s6p xi5p.* ti6n xri ly tru6c theo y6u cdu c6ng-vi€c vd f ki6n chi d4o 

"rr" 
rarr, i"" ugNDhuyQn.

., ,( ?6j y"i c6c. c6ng vi9c.kh6 khdn, phuc tpp, khi xri Iy c6n phdi c6 sg trao rl6i,

li:,:,i:il:::,I:y.lf, c6p thAm quyen tni'irrri tru&ng c6c co quan, don vi ph6i
bao c6o, xin y ki6n nguoi quy6t dinh di5 tluoc gia h4n xu l1i.

.. -\6u 
quri thoi han tr6n, v6n brin chua dugc xri ly md kh6ng c6 lf do chinhd6ng thi cdn cri vio mric !9, lh-oi qran chgm xri ly a6 &inrr gi6 mri-c aoi"ar,r,"*

c6ng vi6c cria cb quan ui ca *,an Aa.

. OiSi voi.cacnQi dung::F.li:: 6p dqng theo c6c quy trinh de duo. c cdp th6mquy6n quy dinh thdi gian cU th6 thi kh6ng,ipiqng theo quy dirLney. '
Didu 6. Quy trinh xrt lf vIn bin chung:
viQc xt Iy vdn ban thgc hi6n theo ch6 d6 tht truong. chi c6 l6nh dao c6c cq

1*1Iy,_dyS. ph6n quyen trinh vdn bin diin Thuong t.Ic fmNO trre" 
"a 

l"*tlao UBND huy€n.

. . . LeS dgo vin phong HDND vd UBND chi d4o tham dinh c6c vdn ban tru6ckhi chuy6n trinh Thuong tryc HDND huy6n vd l6nh rlpo UBI.iD hryer. 
---

Di6u 7. Quy trinh tiSp nh{n vln bin d6n
Thuc hi€n theo khorin 

.gial g cta euyiSt dlnh si5 20l20I4leD_UBND ngdy15!9120!! cria'Uy ban nh6n d6n tirrh rcrann noa'uan hdnh quy dlnh trao d6i, Irru
ly, "t lj vin ban tliQn tri trong hoat tlQng cria c6c co quan nhri nu6c tinh KhrinhHda

Di6u 8. Chuy6n giao, xir l1f vin bin tl5n
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l. Vdn thu:o q.uan Vdn phong [{DND vd UBND huyQn t4p hop v6n bin d€n(ban giay)' Scan (qu6t) vdn bin, chuydn trinh xin f kiiin.,iu'cr,,irm van phorg(ho4c Ph6 Ch6nh vdn phdng khi duo. c uy quy€n).

2. ChAnh Vin phdng-nghiOn cfu, ph6n v-an ban, chuy6n cho c6c co quanchuy.n m6n hodc chuy6n vi6n vin phdngHEND a udNo t uyen tr,"*tric ndngnhi6m vu.

E6i v6i c6c v5n ba1 c11 ph6i xri ly (Chi thi, euyrit dlnh, To trinh, ....) thuQc
*a-1u.rc.n si6i quy6t cria Thuong td i{6ND r,,iyir, tiarvo r,.,ye.-n,'ir,u ,i.r,,Ph6 Cht tich UBND hdyen, thi 9l* Vnn phdng irb .J, v rrari,.i'], 

"a 
oi*Thudng truc HEND huypn hoqc linh rlao LIBND hiyQn xeml<er, q"V3i jirrn.

3. Sau khi Thudrng tr.u9 HDND huy6n, L6nh tl4o UBND huyQn xem x6t c6 j
Ij9, .!,i tt4o vri chuy6n-l4i cho Ch6nh Vdn p;Jre. ce" J ), ktd;i';;o, o,,irr,vdn phong chuv6n vdn bdn vd th6ng ua" viic"-.r,i dao dd 

"a.ia .i,iT.a 
"r,a,thgc hign. orii voinh&ng c6ng vigc ci lieniuan-icn org neqm,don vi kh6c kh6ng

ilyOc.{aNo huyQn hoic c6c don,vi chua 6p dsng ph6n m6m E-office thi ch6nhvdn phdng chi dao soan thag y6n b6n giao vigc i," pl"t henh van ba" giaf.lro .a"dor,v! d6 theo quv trinh.xr I vdn ban di. nians idc vdn oa" iit iiizi ilan thukhi6u ngi, td cdo thgc hiQn tieo quy trinniiO-ig:

.. - 
4.-Trudng hqp ven b6n ld Brio c6o, To trinh... c6 tdi li6u, ph* hJc kdm theold mQt tQp ddy thi chi scan n6i dung chinh cria vdn b6n, kh6ng Scan tdi li€u, phu

lqc. kdm theo vqchuyiSn v6n bin gi6v ra tai IiQu, phs tu. te,, tnEo ,..". iiap'.r," .a"phdng ban chuy€n m6n, chuy_6n viCllan phdng dugc giao xri lf (trong truong hqp,1I: .o quan chuydn p6n ho{c-ngudi d"".. gial nn'gm-vu ,,,i fy .Ong ii€. 
"O 

oa.f,
nhiQm luu vin ban gi6y ld tdi liQu, php luc,tim theo vd *ra, r.l,in raJla.,rr- jao vanphdng vd l6nh rl4o UBND huyQn c6 y6u cAu).

5. Crlc co quan, c6 nh6n nh6n dugc vin b6n dt5n c6 tr6ch nhiQm nghi6n cfu,
1:, 1d,t, 

xri ly theo_drirq,ary,*i]1". viQc cta UBND huy6n vd euo.c-it u" ti6ntr€n phdn mdm E-office (theo chi! dq tht truong ho{c truc tuyi5nt.
Ei6u 9. Xr? If, gi6i quy5t vin ben di

^ 
l' c? quan chuy6n_m6n duo. c giao nhiQm vu du th6o v'n ban di thu6c thamquvdn quv6t dlnh cta T I{DNDruBNo, ci,: ticrr, ltro cr,,i ii.r, usND"lrrye.,

Sau khi hoan rhanh b6n du thdo, Th0.truong c6c d<rn ,i .h,rJril';6;llJ"aao va.,
pldng d.e thim din\ tru6c khi.trinh c6p th6ri g"ya" pr,C duyQt theo quy dinh. Vdnb6n rti ph,i <tuo. c diAn aAx 

{rl 
t}!ne'lin: trich ydr'nEt iung, ilii 

"a. 
U#... ,a *,i rytheo ding quy trinh xri lf vdn ban ir6n ph6n mdm E_office.

?.,Lenh d4o Vdn phdr.rg chiu trrich nhiQm chi tlao viQc thAm dinh va hinhthric, thd thric vin b6n, chuvrin tii]t Lanh dao'UBND huyQn vd rr 6fo rruy€nxem x6t, kf ban hanh. BAn gi6y !i augc lq; duyQt, Van phdng *. ,i3p f,"+. ,r,Orgb6o gf9 c6c co quan so4n thdi aen niran ac 
"rrrva, 

cho vd-n tt" fiiirrJ* il,"oquy tllnh.

NOu v6n b6n chua {tr:ey cf.,, .an phai b6 sung, chinh sta ho{c ldm lai thiLinh tl4o UBND, T, H?\? huyQn chuytin trd t4i cho Thri truong .6. .";;*kdm theo j kitin chi tl4o dti chinh ,,i", ,.irr, iii iiio quy t.inr,.
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3. Co quan chuy6n m6n chlu trrich nhi6m v6 n6i dung, hinh thfc, th6 thric
vdn ban trinh ky. vdn phdng chlu trrich nhiQm thAm dlnh vrn ban va hinh thtc, th6
thric vd chiu tnlch nhi6m v6 hinh thric thi5 thtc v6n bin khi da ki ban hdnh.

4. CAc vdn ban di ihu6c thAm quy6n kj ban hiurh cta c6c co quan, don vi
thuc hi6n theo quy trinh chung; thri truong c6c co quan don vi chiu tr6ch nhiem chi
dgo thuc hiQn theo d[ng quy d!nh.

. 5. Doi v6i c6c ndi dung c6ng viQc thu6c tham quy6n kf ban hfurh ho4c tham
quy6n ky thira lgnh chir tich cria l6nh dao vdn phdng, ph6i xin f kii5n cria L6nh

{1o UBNO |rr'yQn (vdn bdn Th6ng bdo y kidn chi dqo ctla ldnh dqo UBND huy€n,
Th6ng bdo k€t ludn crta Chfi tich,, ph.6 Cht) tich,...), thi chuyen vi6n V[n phdng
trinh I6nh d4o vdn phdng xem x6t, thAm dinh, sau d6 trinh ldnh dao UBND huvQn
d6.xin j ki6n. Lnnh d4o UBND huyQn sau khi xem x6t, chinh stia tryc ti5p, c6 f
kii5n chi d4o vi chuy6n lai cho l6nh dao ven phdng; cdn cri f kii5n chi rl4o cria l6nh
deo UBND huy6n, l6nh d4o Vin phdng sE xri lj theo quy trinh chung.

6. Vdn thu Vdn phdng HDND vd UBND huy6n c6 trrich nhigm theo d6i
thuong xuy6n c6c vin ban cho ph6t hd,nh tr6n E-office, khi c6 vin ban can phrit
hdnh vin thu c6 tr6ch nhiQm ki,5m tra th6 thric vdn b6n, vdo s6 c6ng v6n di theo
tlung quy dinh hi6n hdnh.

O6i vA vdn bdn mgt khOng itdng klt sd vdn bdn trAn phin mim E-ffice,
phdi lQp sb riAng theo qui itlnh.

7. Trong trudng hqp_c6 sq cO vC hQ th6ng gane, -6t diQn kh6ng thii vQn
hdnh ngay ph6n m6m E-office; ngay sag khi hg ifrOng ;an henh trd t4i ili cac iO
chric, c6.nhdn li6n quan nhanh ch6ng tiain hanh xri lf iheo dring quy trirt ,an u"r,
d6 kip ti€n tlQ theo quy tllnh, han ch6 tinh trang xri lf trE h4n.

Di6u 10. Phit hinh vin bin di

Thuc hiQn-theo kho6n 2 di6u 8 cta euyi5t dlnh s6 2}t2Ot4/eE-WND ngdy
l5l9l2ol4 cria Uy ban nhin d6n tinh Kh6nh-Hda ban hdnh quy di]rh trao aoi, Tuu
trt, xt lj ven ban diQn tri trong hoat d6ng cria c6c co,quan nhd nu6c tinh Kh6nh
Hda

Di6u 11. Trao d6i th6ng tin phgc vg c6ng t6c

"x6t 
nQi dung, tinh ch6t cta th6ng tin cAn trao doi va sri dung c6c hinh thric

trao tl6i th6ng tin nhu sau:

.Gtii,frle bdng E-office: St dung tinh ndng gti file blng E-office tili gui
file lqp tuc d6n m6t ngudi ho{c nhi6u ngudi.

2. Gui nhQn email: Ctng voi viQc sri dpng ph6n mAm E-office; vi6c grii,
nhfn vd trao d6i th6ng tin c6 th-ri thuc tri6n tr.uc iiep ircn hQ thiSng thu ttiin tu c6ng
vu.

Chucrng III
EIEU KHOAN THI HANH

Di6u 11. T6 chric thgc hi6n

+



Vin phdng HDND vd UBND huy6n, cric co quan chuy€n m6n truc thu6c,
cdn cir c6c quy dlnq trcn tri6n khai thyc hiQn. Trong quri trinh thgc hiQn c6 v6n dA
ph6t sinh, vu6ng m6c cin klp thdi phan 6nh lenh aao Van phdng HDND vd UBND
huyQn gi6i quy6t.

Didu 12. Xir lf vi ph4m

Crlc hdnh vi vi pham quy dinh tai Quy ch6 ndy, tty theo mric dQ vi ph4m mi
bixt ly theo c6c quy tlinh cta ph6p lugt hoqc quy dlnh cria UBND huy6n.

Di6u 13. HiQu lgc vin bin

. Quy chti ndy c6 higu lgctir ngiy 0l/1112016. Trong qu6 trinh thuc hi€n, ntiu
co v6n tl6 phrit sinh sE c6 sta d6i, b6 sung cho pht hqp v6i thuc t6.

Vdn phdng HDND vi UBND huy6n c6.tr6ch.nhi6m t6ng hqrp nhtng f kiiin
d6ng g6p vd dC xu6t di6u chinh, b6 sung ntiu cdn thi6t.

. .ViQc sria d6i, bii sung Quy chi5 ndy do UBND huyQn quytit dinh c6n cri theo
d€ xu6t cia Vdn phdng HDND vd UBND huyQn./.

BAN NHAN DAN
KT. CHU TI
PHO CHT CH

Bo Bo Thi Ydn
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