
UBND TINH BINH DINH 
SO XAY DUNG 

LONG BOA XA. HQI CHU NGHIA VIET NAM 
Hoc lap - Tty do - Hunh phoc  

SO:A3) /QD-SXD 	 Binh Dinh, ngay Sl tilting 10 n am 2016 

QUYET DINH 
Ban hanh Quy che quail IY, si dung He thong Van phOng dien tii• 

lien thong tai So.  Xfiy dung Binh Dinh 

GIAM DOC SO XAY DUNG 

Can cur Quyet dinh 707/QD-UBND ngay 30/9/2009 cita UBND tinh Binh 
Dinh Quy dinh chirc nang, nhiem vu, quyen han va co.  cau to chirc cOa SO Xay 

dung; 
Can dr Quyet dinh se 36/2016/QD-UBND ngay 08/7/2016 cUa UBND tinh 

Binh Dinh ve ban hanh Quy the quan 11 va stir dung He thong Van phong dien to 
lien thong trong cac co quan nha nu& tren dia ban tinh Binh Dinh; 

Theo de nghi cua Chanh Van ph6ng so, 

QUYET DINH: 

, Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the quail va sir dung He 
thong Van phong dien tir lien thong tai SO Xay dung (kern theo). 

Dieu 2. Chanh Van phong, Chanh Thanh tra, Trutng cac phong thuec 
Giam doe Trung tam Quy hoach- kiem dinh xay dung va Trung tam phat trien Nha —
Tu.  van xay clang chiu trach nhiem thi hanh Quyet dinh nay./. 

Noi nhein: 
- Mar Diki 2; 
- SO T. tin va. Truyen thOng ; 
- Lanh ciao 56; 
- Lau: VT, VP. 

GIAM DOC 

 

Deo Quy Tien 



UBND TINH BiNH DINH CONG HOA XA 110 CHU NGHIA VIET NAM 
SO XAY DUNG 	 DOc lap - Ty' do - Hunh phtic 

QUY CHE 
Quan 157, sir dung He thong Van phong dien tir lien thong 

tui S67 ray dung Binh Dinh 
(Ban hanh kern theo Quyect Binh s641 /QD-SXD ngay14/10/2016 

cilia Gram doe•Xay clung) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Pham vi va dOi tturng Ai) dung 
1. Quy cite nay quy dinh viec quan 19 va sir dung He thOng Van ph6ng 

dien tir lien thong (goi tat IA He thong Van phong dien tir) trong Khoi hanh chinh 
va 02 dan vi six nghiep true thuOc Ser. 

2. Quy cite nay ap dung dai vai cong chirc, vien chirc va ngtrai lao Ong ( 
CCVC&NLD) cua cac placing, Van ph6ng, Thanh tra (goi tat IA Ph6ng) thuOc Set, 
cac don vi six nghiep true thuOc So: Xay dung (don vi). 

Dieu 2. Giai thich tir ngir 
1. He thOng Van ph6ng dien tir dugc sir dung de quan 19 van ban va to lap 

h8 so cong viec, tao ra co sa dU lieu, trao doi va xir 19 van ban qua moi truang 
mang. Bao 	quan 19 va xir 19 van ban den; den trinh xir 157, phat hanh van ban 
di; quart 157 ho so cong viec de phuc vu cong tac trao doi thong tin, dieu hanh cong 
viec va quan 19 theo chirc nang nhiem vu dugc phan cong. 

2. Van ban gui tren He thOng Van phong dien tir la van ban giAy dugc lanh 
dm So: 1c9 va dong dau (hoac sir dung cha k9 so), dugc so Ma de g(ri tren He 
thong. 

3. Tai khoan (Account): A/18i CCVC&NLD duct cap mot tai khoan rieng 
bao 	ten dang nhap (user name) va mat khau (password) de co quyen truy 
cap va sir dung He thong Van phong dien 

Dieu 3. Yeu can ve cac van ban tren He timing Van phong dien tit 
1. NOi dung van ban khi soan thao phai dam bao cac yeu cau sau day: 

- Phu hop vol chi.) truong, throng loi, chinh sach cna Wang va phap luat cUa 
Nha nutc. 

- Phu hap vol muc dich, yeu eau giai quyet cong viec. 

- The hien 9 kien chi dao cna lanh dao. 
- Dung tharn quyen. 
- The thirc va k9 thuat trinh bay van ban thgc hien theo quy dinh hien hanh. 

- Da lieu quan 19 van ban den awe hien theo Phu luc 1- Huang dan so 
822/HD-VTLTNN ngay,  26/8/2015 cUa Cuc Van thu- Lau tra nha nudec ye quail 
19 van ban di, van ban den va lap M so trong moi truang mang. 



- Dix lieu quan b./ van ban di thut hien theo Phu luc 2- Huang dan se 

822/HD-VTLTNN ngdy 26/8/2015,  dm Cuc Van thu - Luu tr0: nha nuac ye cyan 

1)2 van ban di, van ban den va lap ho so trong moi truang mang. 
2. Van ban khong dugc cap nhat vao He thong Van phOng dien 

- Van ban chda not ding thuec danh muc bi mat nha nuac cua nganh ay 
dung va van ban ththc danhImuc bi mat nha nuac theo quy dinh. 

Dieu 4. Gia tri plum 1y cilia van ban dien tir 
Thuc hien theo Dieu 35 Nghi dinh so 64/2007/ND-CP ngay 10/4/2007 ',na 

Chinh phn. 

Chuo'ng II 
QUAN LT VA SU DUNG HE THONG VAN PHONG DICN Tfr 

-Dieu 5. To duly He thOng Van phOng dien tir 

- He thong Van phong dien to dugc trien khai theo me hinh tap trung, he 
thong phan mem va co se: clir lieu dugc cai,dat va hru tra tap trung tai Trung am 
Ha tang thong tin thuec SO: Thong tin-Truyen 

- Van phOng Se: co trach nhiem ph& hop vai Trung tam Ha tang thong tin 
thee clei dam bao dueing truyen, bao mat he thong, ha tang ky ththt cho He thong 
Van phong dien tir Sa Xay dung heat deng thueng xuyen lien tuc, an than, an 
ninh va toe •:14i trao dei thong tin. 

Dieu 6. Qua'n IS7 ten mien va ten tai khoan 'Tang nhOp vac, He tilting 

1. Dinh clang ten mien truy cap He thong Van phong dien 

Ten mien truy cap tai ,dia chi http://vpdt.sxd.binhdinh.gov.vn. 

2. Mei CCVC&NLD dugc cap met tai khoan de sir dung He thong Van 
phOng dien tix vOi ten 'Tang nlaap la ten tai khoan Hop thu dien to cOng vu 
tinh. 

3. Tai khoan sir dung .He thong Van phong dien tit dugc quan 19 nhu sau: 

a) Thurc hien tao 	tai khoan d6i A/6i true:lag hop co quy& dinh to en 
dung, luan chuyen hoac diet) cleng CCVC&NLD. 

b) DOi vai truang hop CCVC&NLD nghi huu, nghi vies thi thac hien billy 
be tai khoan cua CCVC&NLD do. 

Dieu 7. Sir dung He IhOng Van phong then hi 
1. Cac loai van ban gilt nhan qua He thong Van phong dien 

- Thu mel, giay 	giay trieu tap; 

- Thong bao; 
- Lich cOng tac ; 

- Bao cao Binh kY, bao cao dot xuat; van ban htrang dan thus hien cac C ieu 
man dinh kern theo quy dinh; 

- Van ban trao dei phuc vu cong viec veri cac co quan lien quan (trir an 
ban co lien quan ve an ninh, quec phOng va teat to an toan xa hei, the van an 
khac thee quy dinh bao mah thong tin); 



- Tai lieu phuc vu hed hop (trir cac cuoc hop ye an ninh, quoc phong va trat 
to an than xa hoi, cac van ban khac theo quy dinh ban mat thong tin); 

- Van ban giri den de biet, de bao cao va cac van ban khac. 
2. Cac,van ban dien phn hop voi cac quy dinh tai Khoan 1 dieu nay dugc 

giri tir He thong Van phong dien tix cita co' quan SO: ducyc xem la thong tin chinh 
thirc va c6 gia tri phap 19 nhu van ban giay. 

3. SO: dung thOng nhat BO ma cac ky to chit Viet theo tieu chuan TCVN 
6909:2001 de trao clOi thong tin trong He thong Van phong dien 

Chtrung III 
TRACH NHIEM CUA PHONG, DON VI VA CCVC&NLD 

TRONG VIEC S' DUNG HE THONG VAN PHONG DIEN TU' 

Dieu 7. Lanh dao So' 
1. Sir dung He thOng Van ph6ng dien to de chi dao, dieu hanh, xir 19 cong 

viec hang ngay; chuyen van ban den cac phong, don vi truc thu8c hoac ca nhan 
xir ly, cho phep phat hanh van ban. 

2. Chi dao, gidm sat viec sir dung He th6ng Van phong dien tit trong viec 
giri, nhan van ban, tai lieu, trao doi cong viec vai cac co' quan, don vi c6 lien 
quan. 

Dieu 8. Van pining SO' 
1. Tham muu lanh dao SO ban hanh van ban chi dao viec trien khai, nhan 

rOng phan mem cho cac don vi true thuc SO. 
2. Ph6i hop vori SO: Th8ng tin-Truyen thong to chirc tap huan, huang clAn, 

khai thac van hanh He thong van pilling dien tit theo dung quy trinh, clang muc 
dich. 

, 	3. Tuyen truyen nang cao nhan thirc CCVC&NLD; cl6rig the," kiem tra, don 
doc, theo dOi viec quail 19 va six dung He thong Van phong dien to de nam bat 
tien do xir 19, giai quyet cong viec cua CCVC&NLD, khong de xay ra tinh trang 
ton dong van ban. 

4. Quail tri He" thong c6 trach nhiem cap phat, thu hoi tai khoan cua 
CCVC&NLD va phan quyen so dung; 

5. Phi hop SO Thong tin-Truyen thong kip thdi xir 19 cac su c6 (neu c6), 
bao dam an toan du lieu; tong hop cac vuang mac phat sinh trong qua trinh quan 
19, ,sir dung, bee SO Thong tin - Truyen thOng kip thin dieu chinh, b6 sung va 
khac phuc. 

Dieu 9. Trach nhiem Van thtr 
Tiep nhan, xir 19 van ban va ban hanh van ban di teen He th6ng Van phong 

dien tit, thuc hien trinh to cac bugc theo Van ban huang dan so 407/SXD-VP 
ngay 15/4/2016 ciia Giam cl6c SO Xay dung. 

1. Tiep nhan van ban den: 



a) Theo dOi, tiep nhan van ban den trgc tuyen thong qua He thong N 
phong dien tfr; kiem tra, vah SO van ban den, chuyen Giam doe So (Giam doe 

don 	phe duyet van ban. ! 

,b) Tiep nhan van ban !giay, thus hien s6 h6a. van ban; kiem tra, vao SO van 
ban den, chuyen Giam dee SO (Giam doe clan vi) phe duyet van ban. 

- Tiep nhan van ban den va chuyen Giam doe SO (Giam doe don 	tr 

9h00 va /15h00 hang ngay hoac bat thuang theo you eau khan; de Giam doe 
(Giam doe dan vi) xem xet phan ding cong viec theo yeu can dm Van ban den! 

2. Phat hanh van ban di: 
- Van ban du thao sau khi dugc Lanh dao So (Lanh dao don vi) k9 d 1   it 

dOng thgi tren He thong va van ban giay. Van thu,  co trash nhiem tien hanh so 
h6a, khai bao the thong so, vac, So phat hanh; chuyen van ban qua He thong an 
phOng dien tfr den cac co quan, don vi e6 lien quan; khong thgc hien phat h nh 
van ban neu van ban do chua dugc ky duyet tren He thong. 

- Doi voi 02 dan vi; chi thus hien lien thong vied co: quan SO va ngtrot 1a 

Dieu 10. Cac phengol•n vi 
, 1. Truang the phong; Giam die 02 don vi true thuOc có trash nhiem on 

doe CCVC&NLD; dOng thai xfr 1ST, chi dao giao viec tren He thOng van phong 
dien tir. 

, 2. CCVC&NLD eó trash nhiem thuOng xuyen cap nhat vao thong tgi 
thieu 02 lan moi ngay de tiep nhan, xtr 19 van ban, nam bat thong tin chi dao cua 
lanh dao SO va Truning, piaci cac phOng, don 

Trong qud trinh ;dr lY phai cap nhat cac thong tin, tien de xu ly van barr va 
ho so cong viec do minh xtir ly tren He thong Van phong dien to de quan lY day 
du trong co sO du lieu. Viec trao dei thong tin phai dam bao an toan, bao Mat 
thong tin theo quy dinh. 

3. CCVC&NLD cluge ,cap tai khoan, co trash nhiem thay cloi va tg bao mat 

tai khoan 	minh, khong 0310 hoac cung cap tai khoan cho nguOi khae biet. 

4. Khi phat hien co 16i hoac sg,cO ve six dung He thong Van phong di4to 
phai bao ngay 	Quail tr mang de phoi hop voi SO Thong tin-Truyen thong 
khdc phut, sup 

Chuang IV 
TO alit THVC HIEN 

-Dieu 10. Truerng cad phOng, Gidm die 02 danvi trge thuOc e6 trash n 
to chin thus hien va chi dao CCVC&NLD thgc hien nghiem tut Quy the nay. 

Dieu 11. Chanh Van phong SO.  chin trash nhiem gin') ,Giam dac 	h 
dan, don doe, kiem tra, giarn sat viec to chile thgc hien va chap hanh the not 
theo Quy che nay. Dinh ky hang nam hoac dOt xuat, bao cdo Lanh dao SO 
hinh quan 1Y, sic' dung He thong van phong dien dr; dun viec quan 1Y, Ong d 
sir dung He thong Van phong dien to vac, tieu chi de danh gip, thi dua hang 
del voi tap the phong, don ti va CCVC&NLD. 
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Qua trinh thuc hi@t c6 gi vuerng mac hoac chua pith hgp, the phong, cac 
dun vi va CCVC&NL,D rphan anh, bao cao Lanh ciao Sef (thong qua Van ph6ng 
So')de tong hgp, de xuat Giam dOc Sg xem xet, diet' chinh, bo sung cho pha 
hgp./. 

Dao Quji Tieu 
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