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UBND TiNH BINH DINH 	CQNG HOA XA HQI CHU NGHIA VIET NAM 
SO THONG TIN VA TRUYEN THONG 	Hoc lap  — Ttr do — H4nh phtic 

So: 43.z/QD-sTTTT 	 Binh Dinh, ngay ,23thang 10 nam 2014 

QUYET DINH 
Ve viec ban hanh Quy the quan 117 va sir dung He dicing Van phong dien 

trong hoat dOng cUa SO.  Thong tin va Truyen thong Binh Dinh 

GIAM DOC SO THONG TIN VA TRUYEN THONG 

Can cir Chi thi s6 15/CT-TTg ngay 22/5/2012 dm Thu Wong Chinh phu  
ve viec tang cirong sir dung van ban dien to trong hoat d6ng dm co quan nha 
nuot; 

Can cir Quyet dinh s6 708/QD-UBND ngay 16/12/2008 dm UBND tinh 
Binh Dinh ve viec quy dinh chirc nang, nhiem vu, quy'en han va co cAu to chirc 
dm SO Thong tin va Truyen thong Binh Dinh; 

Can dr Quyet dinh s6 22/QD-STTTT ngay 28/2/2014 cita Giarn d6c Si 
ThOng tin va Truyen thong ve viec ban hanh Chuang trinh cong tac trong tam 
nam 2014; 

Xet de nghi cua Truang Phong Quan ly Cong ngh'e thong tin, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay "Quy the quail 13',  va sir dung 
He th6ng Van phong dien tir trong boat d6ng cua So' Thong tin va Truyen thong 
Binh Dinh". 

Dieu 2. Quyet dinh nay có hieu luc ke to ngay 

Dieu 3. Truang Ph6ng Quan ly COng ngh'e thong tin, Chanh Van phong 
Truong cac phong, don vi thu6c SO., can b6, cong chirc va vien chirc So  

ThOng tin va Truyen thong Binh Dinh can cir Quyet dinh nay thi hanh./4_ 

- Nhu. di&I 3; 
- Lanh ciao So.; 
- Cac phong, don vi true th0c; 
- Luu VT, P.CNTT. 



UBND TINH B1NH DINH 	CONG HOA. XA HQI CHU NGHTA VIET NAM 
SO THONG TIN VA TRUYEN THONG 	DOc lap — Tu. do — Hanh phtic 

QUY CHE 

Quart 1S7 va sit. dung He thOng Van phOng dien trong host tong ctia 
Sii• Thong tin va Truyen thong Binh Dinh 

(Ban hanh kem theo Quyet clink so /132/QD-STTTT ngay 23/ 10 /2014 
etia Gicim (lac Set Thong tin va Trulen thong) 

Chuang I 
NHITNG QUY DINH CHUNG 

Dieu 1. He thOng Van phong dien tir  

1. He thOng Van ph6ng dien tir (goi tat la He th6ng VPDT) dugc cai dat, 
thiet lap va van hanh ten may chic dat tai Si Thong tin va Truyen thong va dugc 
giao cho can b6 phu trach quan tri mang thu6c Phong Quan ly cong nghe thong 
tin dm Soy quan 19, dieu hanh. 

2. Ten mien truy cap vao He thOng VPDT cua So,  Thong tin va Truyen 
thong: http://idesk.stttt.binhdinh.gov.vn/.  

3. He th6ng VPDT là m6t phan mem c6 chirc nang ho trg trao ct6i, thong 
tin, dieu hanh tac nghiep va quan 19 van ban tren mang may tinh. Phan mem He 
thong VPDT c6 lcha nang lam viec tren cac moi truong mang LAN, MAN, 
WAN va Internet. 

Dieu 2. Phum vi va dOi tuvng ip dung 

1. Quy the nay quy dinh viec quan 19, sir dung He th6ng VPDT trong 
cong tac guar). 19 van ban va dieu hanh cong viec tai tai cac ph6ng, don vi trgc 
thu6c SO. Thong tin va Truyen thong. 

2. Do'i tugng thgc hien Quy the nay la ,cac can b6, cong chirc, vien chirc 
cac phong, don vi trgc thu6c 	(sau day goi tat la CB, CC, VC). 

Dieu 3. Cac van ban kitting duvc dun len He thLng VPDT 

1. Van ban china not dung thu6c danh muc bi mat nha nuerc va van ban 
thu6c danh muc bi mat nha nuorc theo quy dinh. 
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2. Cac van ban chda not dung xAu, d6c hai, gay anh huOng an an ninh, 
chinh tri, chit quyen quOc gia, cac gia tri van h6a dan t6c,... theo quy dinh cua  
phap 1u4. 

Dieu 4: Quy trinh xir 1y van ban de'n tren He th6ng VPDT 

1. Van thu la dAu m6i tip nh4n,toan b6 van ban 	 thu cua co quan, lam th 
tuc tie')nhan, nNn, 	15/ van ban den va s6 hOa van ban den, cap nh4t vao He thong 
VPDT theo quy trinh cu the nhu sau: 

a. Van thu vao s6 van ban an teen He th6ng VPDT va chuyen van ban 
dien tir an Giam d6c So phe duyet. 

b. Giam doc So thuc hien "but phe" va chuyen van ban can xir 1S,  an cac 
Ph6 Gam doc Ser dugc phan ding phu trach cac nhiem vu lien quan de tham 
muu, chi dao cac phong, don vi lien quan giai quyet. Trong truOng hop, Pho 
Giam dOc di yang, thi Giam doc chuyen van ban can xir ly cho PhO Giam doe 
kirk hoac chuyen cho Lanh dao cac phong, don vi lien quan xir 15r, giai quyet. 

c. Cac PhO Giam d6c So thuc hien 5/ kin chi dao cua Giam dc Sa thong 
qua "but phe", chuyen van ban an xir lSr an Lanh dao cac phong, don vi phu 
trach de tham muu giai quyet, x*IST cong viec va s* dung chirc nang "dong xir  
15T" cho nhang phong, don vi lien quan de tham gia phoi hop giai quyet. 

d. Sau khi tip nhAn van ban tir Lanh dao Se'f ten He thong VPDT, Lanh 
dao cac phong, don vi lien quan c6 trach nhiem xir ly, giai quy6t hoc chuyen 
cho can b0, cong chuc, vien chuc xur 1$7 theo chirc nang, nhiem vu ducic phan 
cong, dung trinh to phan cap va thai gian quy dinh. 

2. Sau khi Giam clot Sof but phe va chuyen van ban xir 13'f, Van thu theo 
dOi Wong van ban den dugc chuyen cho phong, don vi nao xur 1ST chinh thi 
chuyen van ban goc cho phong, don vi do de giai quyet, 14p ho so cong viec. 

3. Van thu tong hop, theo d'Oi tinh hinh xfx15/ van ban an, hang tuAn nhac 
nhO, don doc cac phong, don vi xt115,  van ban khong dung trinh to va thai gian 
quy dinh. 

Dieu 5. Quy trinh Oat hanh van ban di 

1. Van ban di dugc tao ra tix chirc nang "Van ban du thao" tren He thong 
VPDT va dinh kern file van ban di tir may tinh ho4c dinh kern van ban den có 
lien quan ten He thing a thuAn tien theo d'Oi. 

2. Van ban di phai dugc trinh bay drIng the thirc va ky thuat theo Thong to 
01/2011/TT-BNV ngay 19/01/2011 oh B6 N6i vu ye huong an the thirc va ky  
thu4t trinh bay van ban hanh chinh va Quyk dinh s6 99/QD-STITT ngay 
26/11/2013 ve viec ban hanh Quy the cong tac van thu, Jim tit dm SO Thong tin 
va Truyen thong Binh Dinh. 
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3. Lanh dao Soy tier, nhan va xir ly nhimg van ban &roc trinh bay diing quy 
dinh, quy trinh va &roc thirc hien thong qua chirc nang "trinh xir 1/." teen He 
thong. Sau khi &Ong y not dung van ban dir thao cua cac phOng, don vi trinh, 
Lanh dao Sof chuyen van ban cho Van thu kiem tra the thirc, trinh 1(3',  hoac Lanh 
dao Sof bao cho phi:mg, don vi phu trach trinh 1c3',  va tien hanh vao st:, van ban di, 
nhan ban, phat hanh &mg so luting va thin gian. 

Chuang H 

TRACH NHIEM QUYEN HAN 
Vt.  QUAN IA' VA St.  DVNG HE THONG VPDT 

Ditu 6. Quin 1$7, sir dung IR thOng VPDT 

1. So Thong tin va Truyen th8ng th&Ig nhAt giao Phong Quan ly cong 
nghe thOng tin thuOc Si Thong tin va Truer' thong chiu trach nhiem quan 
trien khai sir dung He thing VPDT cho toan 130 CB, CC, VC cUa Se'r. 

2. Phong Quan 1S,  cong nghe thong tin có trach nhiem: 

a. Dam bao he th6ng hoat dOng thong su& va cac van ban dien tir dugc 

giri/nhan mot each nhanh chong, chinh xa.c va an toan. 

b. Cdp phat, thu h6i tai khoan ciia can 130, cong chirc, vien chirc trong co 
quan va phan quyen sir dung tai khoan dung vai tro, chirc rang va nhiem vu cua  
nguai sir dung. 

c. Huang dan, ht; try cho CB, CC, VC sir dung He th6ng VPDT, khac 
phuc kip thOi nhang six c6 )(ay ra. Quan ly tai khoan clang nhap cua ngtthi sir 
dung diing quy dinh, bao mat, an toan. 

d. Can cur ke hoach hang nam, lap do toan kinh phi cho viec quan 1y, duy 
tri, nang cap va phat trien He thong VPDT cua Si de trinh Giam d6c Si pile 

duyet. 

Dieu 7. Trich nhi?m va nghia vu cua nguiyi sir dung He thOng VPDT 

1. CB, CC, VC trong co quan sir dung tai khoan &roc cap teen He th6ng 
VPDT de' thuc hien nhiem vu cong tac chuyen mon, nghiep vu va xir' 1ST cong 
viec hang ngay theo dung quy trinh. 

2. Co trach nhiem to bao mat tai khoan ca nhan &roc cap, bao dam an 
toan, an ninh thong tin. Khi có ddu hien 10 mat khau tai khoan hoac có sv xam 
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nhas.p trai phep vao tai khoan tren He thong thi can phai bao ngay ve PhOng Quan 
ly cong nghe thOng tin c16 kip thai ngan ch4n, xir 

3. Can b6 &roc phan cong phu trach quan VT, van hanh He th6ng VPDT 
co trach nhiem huong dan cho ngtr6i sir dung; dinh kST sao luu dir lieu, kiem tra 
va theo doi thuong xuyen cong tac darn bao an toan thong tin. 

4. Can b6 Van thu cua co quan c6 trach nhiem cap nh'at van ban den va di 
vao s6 van ban dien tir 6 luu tra, bao cao, th6ng ke va xir ly cong viec cua co,  
quan. In s6 cong van den, di hang q4 de dung s6, quan ly theo quy dinh. 

Chtrung HI 
TO CHUC THVC HIEN 

Dieu 8. Truong phong Quail ly cong nghe thong tin, Chanh Van phong, 
Chanh Thanh tra So, Truong cac phong, don vi thuc SO' va can b6, cong chirc, 
vien chirc cua SO( c6 trach nhiem to chirc thuc hien Quy the nay. 

Dieu 9. Trong qua trinh thuc hien neu c6 nhUng van de wrong mac, phat 
sinh thi phan anh ve phong Quan ly cong nghe thong tin de kip th6i bao cao l'anh 
dao So, de nghi b6 sung hoan thien Quy the phi" hop v6i tinh hinh thuc te. 

Dieu 10. Quy the nay c6 hieu luc ice tir ngay ban hanh, 

GIAM DO C 
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