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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
HUYEN CAN GIO Péc 1ap - Tw do - Hanh phic
Sb: 16/2010/QD-UBND Can Gio, ngay 29 thang 11 nam 2010
QUYET PINH

Vé ban hanh Quy ché vé sir dung, khai thac va quan tri chwong trinh
“Phan mém Quén 1y Vin ban va Ho so cong viéc” tai Phong, ban
thudc mang tin hoc ciia Uy ban nhan dan huyén Can Gio

UY BAN NHAN DAN HUYEN CAN GIO

Can ctr Luat T6 chirc Hoi dong nhan dan va Uy ban nhan dan ngay 26 thang 11
nam 2003;

Can cu Luat Cong nghé thong tin ngay 29 thang 6 ndm 2006;

Can cir Nghi quyét s6 26/2008/QH12 ngay 15 thang 11 nam 2008 ctua Qudc hoi
khéa XII vé thuc hién thi diém khong t6 chirc Hoi déng nhan dan huyén, quén,
phuong;

Can ctr Nghi quyét sd 724/2009/UBTVQH12 ngay 16 thang 01 nim 2009 cia
ny ban Thuong vu Quéc hoi vé danh sach huyén, quan, phuong cua cac tinh, thanh
phé truc thuoc Trung wong thuc hién thi diém khong td chirc Hoi dé)ng nhan dan
huyén, quan, phuong;

Can ctr Nghi quyét sd 725/2009/UBTVQH12 ngay 16 thang 01 nim 2009 cta
ny ban Thuong vu Quéc hoi vé diéu chinh nhiém vy, quyén han cua Ho1 déng nhan
dan, ﬁy ban nhan dan tinh, thanh phé truc thuoc Trung wong va quy dinh nhiém vy,
quyén han, t6 chtrc bd may ctia Uy ban nhan dan huyén, quan, phudng noi khong to
chic HoO1 déng nhan dan huyén, quan, phuong;

Can ctt Quyét dinh sd 1605/QD-TTg ngay 27 thang 8 nim 2010 cta Thi tudng
Chinh phu vé phé duyét Chuong trinh Quéc gia vé ing dung cong nghé thong tin
trong hoat dong cia co quan Nha nudc;

Can cir Quyét dinh s 37/2005/QD-UB ngay 28 thang 02 nim 2005 cta Uy ban
nhan dan thanh phd vé ban hanh Quy dinh sir dung thu tin dién tir trong cac co quan
hanh chinh Thanh phd Ho Chi Minh;
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Can ctr Quyét dinh s6 3163/QD-UBND ngay 17 thang 7 nim 2010 cua Chu tich
Uy ban nhan dan thanh phé H6 Chi Minh vé ban hanh Quy ché tam thoi thyuc hién thi
diém Chuong trinh phﬁn mém “Theo ddi viéc thuc hién cic van ban chi dao cua
Thudng truc Uy ban nhan dan thanh phd”;

Xét dé nghi ctia Chanh Vian phong Uy ban nhan dan huyén Can Gio,
QUYET DPINH:

Piéu 1. Nay ban hanh kém theo Quyét dinh nay Quy ché vé st dung, khai thac
va quan tri chuong trinh “Phan mém Quan 1y Vin ban va Ho so coéng viéc” tai Phong,
ban thudc mang tin hoc ctua Uy ban nhan dan huyén Can Gio.

Piéu 2. Quyét dinh nay c6 hiéu lyc thi hanh sau 07 (Bay) ngay, ké tir ngay ky.

Piéu 3. Chanh Vin phong Uy ban nhan dan huyén, Thi truéng cac don vi, Chu
tich Uy ban nhan dén céc xa - thi tran va cac ca nhan tham gia vao hé thong mang tin
hoc cua Uy ban nhan dan huyén chiu trach nhiém thi hanh Quyét dinh nay./.

™. UY BAN NHAN DAN
CHU TICH

Huynh Cach Mang
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
HUYEN CAN GIO Péc 1ap - Tw do - Hanh phic
QUY CHE

Vé sir dung, khai thac va quan tri chwong trinh
“Phan mém Quén 1y Vin ban va Ho so cong viéc” tai Phong, ban
thudc mang tin hoc ciia Uy ban nhan dan huyén Can Gio
(Ban hanh kém theo Quyét dinh s616/2010/QD-UBND
ngay 29 thang 11 nam 2010 cia Uy ban nhdn dan huyén Can Gio)

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Muc dich sit dung Hé théng phin mém dé quan 1y vin ban va quén
Iy hd so tai cac phong, ban

Quy ché nay quy dinh viéc sir dung chuong trinh phan mém “Hé théng Quan ly
van ban va Ho so cong viéc” nham hd trg Lanh dao ny ban nhan dan, Thu truéng cac
phong, ban va can bd, cong chirc thao tac trén mang cac cong viéc tiép nhan, luan
chuyén, xir Iy vin ban dén, soan thao, lap phiéu trinh, phat hanh van ban di, quan ly
hd so cong viée, tién toi giao tiép hanh chinh véi cac co quan hanh chinh Nha nuéc
trong pham vi Uy ban nhan dan cac quan, huyén, cac s&, nganh trén mang dién rong
ctia Thanh phd.

Piéu 2. Pham vi ing dung

Hé thdng phan mém dugc sit dung dé quan 1y van ban dén/di, quan 1y ho so
cong viéc, trr cac van ban thudc loai mat, tdi mat, tuyét mat, don thu tranh chép,

khiéu nai, t6 cdo dugc quan ly riéng.

Céc chit in nghiéng trong Quy ché nay thé hién té€n cac Muc hodc chic nang st
dung trong hé thong phan mém.

bieu 3. Trach nhiém cap nhat, ludn chuyén thong tin va qua trinh xir ly van
ban trén HE thong phan mém:

1. Tat ca can b, cong chirc cua cac co quan, don vi, Uy ban nhan dan cac xa, thi

trdn co trach nhiém xur 1y van ban hanh chinh thudc pham vi giai quyét cua Uy ban
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nhan dan huyén déu phai thuc hién quy trinh xt 1y van ban dén/di trén mang ndi bd
va co trach nhiém cap nhat vao Hé thong phan mém, xir Iy nhitng vin ban va hd so
cong viéc minh dugc phan cong giai quyét trén gidy va trén Hé théng phan mém theo
dung quy trinh thao tac va tién do giai quyét dé khong lam ach tic viéc luan chuyén
thong tin trén mang.

2. Lanh dao Uy ban nhan dén, cic phong, ban thudc huyén néu khong thyc hién
viéc xtr 1y hd so cong vin trén Hé thong phan mém; sau khi xtr 1y trén gidy phai ay
quyén cho can bd, cong chirc thudc phong cap nhat thong tin chi dao giai quyét vao
Hé théng phan mém.

3. Trong trudng hop xay ra su ¢d ky thuat lam Hé théng phan mém tam ngung
hoat dong, can by, cong chuc c6 trach nhi€ém tam ghi nhan tién trinh xi Iy van ban,
ho so trén gidy hay bang cong cu khac va tiép tuc cap nhat cac thong tin da xir 1y van
ban ngay sau khi sy ¢b k¥ thuét cua Hé théng phin mém 15i phan hé quan 1y van ban
duoc khic phuc.

4. Pinh ky ngay 20 hang thang, cdc phong, ban phai b4o cao tinh hinh sir dung
va van hanh Hé thong phan mém vé Van phong Uy ban nhan dan huyén dé tong hop
bao cao Uy ban nhan dan huyén va thanh phd.

5. Can bo, cong chirc T6 Nghién ciru - Téng hop, T6 Van thu - Luu trit thude
Vin phong Uy ban nhan dan huyén c6 trach nhiém quan 1y va st dung cac chirc ning
nhu in S6 van ban, dir liéu thong tin tong hop cua Hé théng phan mém dé thong ké,
bao cao theo churc trach duoc giao khi Lanh dao c6 yéu cau va theo dinh ky (tuan,
thang, quy, nam); Chiu trach nhiém kiém tra cudi cung vi¢c cap nhat dﬁy du cac tiéu
chi trong qua trinh xtr 1y van ban tir dau dén khi két thiic quy trinh va phat hanh vin
ban.

Chwong 11
TO CHUC KHAI THAC, VAN HANH VA XU LY VAN BAN TREN
HE THONG PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC

Picu 4. Cip nhat vin ban dén

1. Van phong Uy ban nhan dan huyén (can bd van thu) tao méi van ban dén va
cap nhat nhitng thong tin nhu sau:

a) Vin ban dén trén gidy bang duong cong vin binh thudng:
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Khi tiép nhan vin ban dén trén gidy, can bd van thu cap nhat vao hé théng phan
mém céc tiéu chi: Ngay dén, sé dén, sé ky hiéu, cdp co quan, co quan phdt hanh, noi
guri, linh vue, trich yéu, ngay ky, ngwoi ky, dé khéan, quyén xem vén ban. Sau khi trinh
Lanh dao but phé chuyén xir 1y, can bo sé& tiép tuc tién hanh cap nhat thong tin xur 1y
chuyén tiép vian ban vao Hé théng phan mém dén chuyén vién dé xu 1y.

b) Vin ban dén bang duong giri qua mang may tinh:

Vin phong Uy ban nhan dan huyén (can bo van thu) vao muc Hop thu vin bdn
dén, chon van ban can cap nhat dé cap nhat van ban dén va céc tiéu chi nhu muc a
néu trén; khi nhap thong tin khong nhap don vi nhan va nguoi nhan xi 1y (trong muc
thong tin xu 1y), vi lac d6 chua c6 but phé cia lanh dao Uy ban nhan dan huyén.

2. Lanh dao Uy ban nhan dan huyén but phé giao cho cac don vi va chuyén cho
T6 Vin thu Vian phong Uy ban nhan dan huyén. Can bo van thu Van phong Uy ban
nhan dan huyén chuyén vin ban dén cac phong, ban.

3. Lanh dao phong, ban c6 trach nhiém bat phé phan cong vin ban dén cho can
bd, cong chirc thu ly sau khi duge Lanh dao Uy ban nhan dan huyén but phé giao cho
don vi.

4. Néu Lanh dao khong truc tiép xir 1y trén Hé thong phan mém s& bt phé trén
van ban gidy va chuyén vién dugc ty quyén sé& thuc hién thay Lanh dao.

Diéu 5. Phat hanh vin ban di

Khi nhan dugc ho so van ban da dugc nguoi c6 tham quyén but phé trén Phiéu
trinh va ky van ban chinh thirc trén gidy, can b van thu chuyén van ban dé thanh van
ban di, cap nhap vao so, ky hiéu, s6 van ban, noi nhdn, quyén xem van ban va hi¢u
chinh cac ti€u chi ctia van ban di va xac nhan hoan thanh van ban.

Cén b van thu van thuc hién luu trir cac van ban gidy theo quy dinh va gtri dén
cac don vi khong thudce hé thong phan mém.

Diéu 6. Quan tri HE¢ thong phan mém

1. T6 Tin hoc - Van phong Uy ban nhan dan huyén c6 trach nhiém t6 chuc ra
soat, cap nhat cac muc trong Danh muc cua HE thong phan mém (bao gom: Churc
danh, don vi tryc thudc, cdp co quan, tinh chdt van ban, linh vuc, dang van ban lién
quan, dang van ban dén, dang van ban di, so van ban), bdo dam céac dir li¢u trong cac

Danh muc ludén day du, dang thue t& va phu hop véi quy dinh cia don vi.

2. Vian phong Uy ban nhan dan huyén c6 trach nhiém duy tri hoat dong thuong
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xuyén chuong trinh phan mém 151, bao dam hé théng mang hoat dong lién tuc, giai
quyét cac su co lién quan dén chuong trinh trong thoi gian nhanh nhat. Tiép nhan céc
phan anh cta can bd, cong chirc vé chuong trinh dé chinh sira, cip nhat lai cho phu
hop.

Piéu 7. Thao tac tiép nhin vin ban dén

Hang ngdy, can bd, cong chirc phai thuong xuyén dang nhap vao Hé thong phan
mém dé nam bét va xir Iy kip thoi cac vin ban dén dugc phan giao cho minh xir ly
giai quyét. Mdi khi ding nhap, Phan mém s& co hop thoai "Céc cong viéc can gidi
quyét” liét ké danh sach cac hd so van ban chd can b, cong chire xtr 1.

bieu 8. Can bo, cong chirc xir ly van ban dén

1. Can bg, cong chuc vao Muc Van ban dén sau d6 nhap chon cac van ban trong
danh sach van ban dugc phan xur ly, nhan vao Tiép nhdn. Sau budce ti€p nhan can bo
thu 1y s€ nhap vao van ban can xur 1y, nhap cac trich yéu hoac dinh kém file du thao

van ban.

2. Sau khi dy thao vin ban giai quyét da trinh va thong qua ngudi c6 tham quyén
ky, can bo thu 1y chon muc da xu 1y dé két thic quy trinh, hd so cong viéc dugce can
bd van thu dé lam thu tuc vao sd cho van ban di, cong vi¢c cua can by, cong chirc
duoc coi nhu két thuc.

Piéu 9. Xir Iy thong tin trén Hé thong phan mém

Hé thong phan mém 15i phan hé quan 1y van ban 1a cong cu giup Lanh dao quan
Iy va theo d&i trén Hé thong mang tat ca thong tin vé van ban dén/di, qua trinh xir 1y
van ban va tinh hinh phat hanh van ban di tai co quan, qua trinh thu 1y hd so, tinh
trang xur 1y ctia ho so.

Lanh dao c6 trach nhiém phan cong cic can bo, cong chirc truc tiép thuc hién
cac thao tac “Xir [y cong viéc ” dé Hé théng phan mém van hanh thong subt.

Piéu 10. Theo dbi, giam sat xir Iy viin ban

1. Lanh dao Phong, ban phai thuong xuyén dang nhap vao Hé thong phan mém
dé biét thong tin, tién do xur 1y van ban, hd so cong viéc cua ca nhan minh va cua cac
can bo, cong chirc tai phong, ban do minh phu trach nham kip thoi dén dbe xir 1y cac
truong hop cham giai quyét vin ban dén.

2. Trudng hop dé xay ra van ban, xir 1y hd so cong viéc khong dung thoi han
quy dinh, Lanh dao phong, ban phu trach truc tiép linh vuc lam viéc v6i can b, cong
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chtrc ¢6 hd so giai quyét cham dé xac dinh nguyén nhan, dé& xuit bién phap khic
phuc.
Chuong IV
TO CHUC THUC HIEN

Piéu 11. Lanh dao Vin phong Uy ban nhan dan huyén, Thi truéng cac phong,
ban va cac can bd, cong chirc ¢6 trach nhi€ém thuc hién nghiém tiac cac Quy dinh nay.
Uy ban nhan dan huyén bd sung ndi dung thuc hién Quy ché nay vao tiéu chi xét
khen thudng tap thé va ca nhan hang nam.

Piéu 12. Trong qua trinh trién khai thuc hién néu c6 phat sinh nhitng kho khan,
vudng mic, cac co quan, don vi phan anh voi Lanh dao Vian phong Uy ban nhan dan
huyén va T6 Tin hoc - Vin phong Uy ban nhan dan huyén dé c6 nhitng dé xuat, kién
nghi Uy ban nhan dan huyén b6 sung hodc stra d6i Quy ché cho phu hop véi thuc té
su dung./.

™. UY BAN NHAN DAN
CHU TICH

Huynh Cach Mang



