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QUYET PINH

Ban hanh Quy dinh Quan Iy, di€u hanh, s dung Hé théng Quan Iy viin
ban (EOffice) clla S@ Giao thong van tdi tinh Khanh Hoa

GIAM POC SO GIAO THONG VAN TAI KHANH HOA

- Cin cU Quyét dinh s6 926/QD-UBND ngay 28/4/2009 clUa UBND tinh
Khénh Hoa vé viéc quy dinh chlc ning, nhiém vu, quyén han va cd cdu td chlc
cla S& Giao thong van tai;

_ Ciin ¢ Quyét dinh s6 36/QD-UBND ngay 12/11/2010 v/v Ban hanh Quy
dinh ddm bdo an toan, an ninh thong tin trong hoat dong Ung dung cdng nghé
thdng tin cUa cdc cO quan quan 1y hanh chinh nha nudc tinh Khanh Hoa;

- Theo dé nghi cUa Chénh vin phong S&,

QUYET DPINH:

Piéu 1. Ban hanh kem theo Quyét dinh nay Quy dinh Quan ly, di€u hanh, st
dung Hé thOong Quan ly vin badn (EOffice) cla SG Giao thong van tadi tinh
Khénh Hoa.

Piéu 2. Quyét dinh nay c6 hiéu luc k& tir ngay ky.

Pi€u 3. Chanh Vin phong S&, Chanh Thanh tra SG, Trudng cic phong nghiép
vU thubc SG va céc cd nhan c6 lién quan chiu trdch nhi€m thi hanh Quyét dinh
nay./.

Noi nhdin: GIAM POC
- Nhu Diéu 3; Nguyén Cong Dinh
- Luu: VT. da ky



QUY bINH
Quan Iy, diéu hanh, s&t dung Hé théng Quan 1y vin ban (EOffice)
cUa S& Giao thong van tdi tinh Khanh Hoa
(Ban hanh kem theo Quyét dinh sO: /OD-UBND ngay  thdng  ndm 2014)

Chuong I
NHUNG QUY PINH CHUNG

Pi€u 1. Hé théng Quan Iy vin ban (EOffice)

Hé thOng Quan 1y vin ban (EOffice) 1a chuong trinh mdy tinh c6 chlic ning trao
d0i thong tin, di€u hanh tic nghi€p va quan ly vin ban, cong viéc trén mang mdy
tinh thuOc cO quan SA& Giao thong van tai tinh Khanh Hoa.

Phan mém nay khong diing cho viéc quan 1y céc vin badn mat va cdc thong tin
lién quan dén nOi dung mat.

Pi€u 2. Pham vi di€u chinh

Quy dinh nay quy dinh vé quyén han, trich nhiém trong viéc qudn ly, di€u
hanh, s dung Hé thOng Qudn 1y vin bdn (EOffice) cla SG Giao thdng van tai tinh
Khanh Hoa.

Piéu 3. POi tuong ap dung

Quy dinh nay dugc dp dung vGi tat cd cic phong, ban, don vi; cdn b0, cong
chlc, vién chlc thudc SG Giao thong van tdi tinh Khanh Hoa.

Pi€u 4. Trach nhi€ém chung déi v6i nguoi st dung

1. Ngudi st dung phai tuyét doi tuan thl cic yéu cau vé€ bdo mat, an toan thong
tin khi Iam viéc trén Hé thdng Qudn ly viin ban (EOffice) theo Quy dinh bdo ddm an
toan thong tin trong c0 quan s0.

2. Khi phét hién c6 16i phit sinh cla phan mém hodc c6 su ding nhdp trai phép
phdi bdo ngay cho lanh dao don vi va bd phan chuyén trach CNTT.

3 Nguoi st dung c6 tradch nhiém bdo vé bi mat thong tin tai khodn (tén ding
nhdp va mat khdu) dung d€ ding nhdp vao hé thOng. Khong truy nhdp vao tai
khodn cUa ngudi khac va khong d€ ngudi khic st dung tai khodn cUa minh.

Pi€u 5. Phong chif trinh bay vin ban

Tat cd cic vian ban dién t& Iuu chuyén trén mang ndi bO, phan
mém EOffice phdi st dung cidc phong chit ti€ng Viét Unicode theo tiéu chudn
TCVN 6909:2001, quy dinh cu thé trong Thong tu 01/2011/TT-BNV ngay
19/01/2011clla BO NGi vu.



Chuong 11
QUY PINH TRACH NHIEM QUAN LY, SU DUNG
HE THONG QUAN LY VAN BAN (EOFFICE)

Pi€u 6. Trach nhiém cla ngudi sit dung la Lianh dao S&, Chanh Vin
phong

1. Hé thOng Quan 1y vin ban (EOffice) h0 trg cho Lanh dao S& trong viéc nhan
vin ban, tra c(u, thOng k&, tim ki€m va xU 1y vin ban.

2. Chanh Vin phong c6 trach nhi€m theo ddi, don ddc viéc xU 1y vin ban trén
Hé thong Qudn 1y viin ban (EOffice) cla cdc phong, ban, don vi va cic chuyén vién
theo thdm quyén.

3. Chanh Vin phong thuc hién viéc xU 1y, gUi vin ban "dén" cho Linh dao SG
va phan viin ban "d€n" cho Trudng cic phong, ban, don vi thudc sd&.

Pi€u 7. Trach nhiém cla ngudi st dung 1a Trudng phong

1. Truéng phong cé trach nhiém nhdn céc vin ban "dén" hodc cong viéc trén
phan mém EOffice, cin ¢ ndi dung vin ban, cong viéc d€ xUr 1y.

2. Trudng phong c6 thé truc ti€p xU 1y hodc chuyén cho cap phé, chuyén vién,
nhan vién x 1y.

3. TruOng hgp vin ban chuyén nham hodc khong ding chlc niing cUa phong thi
chuyén trd 1ai cho ngudi khéi tao cong viéc.

4. Trudng phong c6 trach nhiém theo ddi vi€éc xU Iy vin ban va cong viéc trén
phan mém EOffice, tGng hop bdo cdo Lanh dao SG hodc Chanh Vin phong khi c6
yéu cau.

Piéu 8. Trach nhi€m cUa ngudi s dung la Phé Trudng phong, chuyén
vién, nhan vién

1. Ti€p nhén vin ban "dén" va cong vi€c do Trudng phong chuyén dén theo
ding chlc ning, nhiém vu chuyén mén cla minh. TruGng hgp vin ban chuyén
nham hodc khong ding chlrc ning nhi€m vuU chuyén mén thi chuyén trd 1ai cho
Trudng phong.

2. Ngu0i st dung thuc hién ding quy trinh ti€p nhan, x 1y va qudn 1y viin ban
dién t(r trén phan mém EOffice, ting cuOng xUr 1y vin ban trén EOffice, han ché st
dung viin ban gidy, chi in ban gidy khi du thdo vin ban hoan chinh trinh Trudng
phong va Lanh dao sd.

Phdi dinh k&m viin ban vao chuong trinh EOffice sau khi trinh ky va déng dau,
c6 ghi day dU sO va ngay vin ban.

Pi€u 9. Trach nhi€m cQa ngudi st dung la Vin thu

1. Vin thu "dén":



- Viin thu "d€n" ¢6 trach nhi€ém cdp nhat day dU, chinh x4c thong tin cla vin ban
dén vao chuong trinh (trlf vin bdn mat). SO héa (scan) vin ban dén dudi dang tap
tin .PDF va dinh kém tdp tin vao vin ban dén trong chuong trinh. Chuyén vin ban
"d€n cho Chanh Vin phong.

- Cubi ngay in ban thOng ké vin ban dén, c6 ngay thang va ky nhan cla cdc phong,
ban d€ 1uu 1ai.

- Dinh ky thdng, quy, nim thOng ké va 1ap s viin ban "dén" clia cO quan.

2. Vian thu "di":

- Vin thu "di" ¢6 trach nhi€ém cap nhat day du, chinh x4c thong tin cUa vin ban ban
hanh vio chuong trinh (trlr viin ban mat). SO héa (scan) vin ban ban hanh dudi dang
tap tin .PDF va dinh kém tap tin vio vin ban ban hanh d€ 1uu hanh trén mang.

- Dinh ky thang, quy, nim thOng ké va 1ap s viin ban "di" clia cO quan.

Pi€u 10. Trach nhiém clia ngudi chuyén trach cong nghé théong tin

1. Ngu0i phu trach cong nghé thong tin cUa don vi phdi hudng dan, ho trg
kY thuat cho cdn b0, cong chlc, vién chlc tai don vi s& dung Hé th6ng Quan
1y vin ban (EOffice). Thong bdo ngay cho SG Thong tin va Truyén thong khi
phét hién 16i ma khong tu khac phuc dudgc.

2. Pam bao duy tri su hoat dOng thuOng xuyén va an toan cla Hé thOng Qudn
ly viin ban (EOffice).

3. Tao 14p, cung cap va quan Iy céc tai khodn va mat khdu ding nhdp vao Hé
thOng Quan 1y viin ban (EOffice) cho cdc thanh vién thudc cO quan.

4. Thi€t k& phan quyen cho c4 nhan hodc nhém ngudi st dung theo yéu cau cla
cong vi€éc chuyén mon cla moi ngUoi.

5. Truc ti€p theo doi, lién hé vGi cdc nha cung cap d€ di€u chinh, cdp nhat va
nang cap phan mém; ki€n nghi, dé xuat v&i SG Thong tin & Truyén thdng céc van
dé phat sinh n€u c6 trong khi st dung, khai thic phan mém.

Chuong VI
TO CHUC THUC HIEN

Pi€u 11. Khen thudng, xtr 1y vi pham

Céc phong, ban, don vi thuQc S3; can b0, cong chlc, vién chlic thuc hién tot
Quy dinh nay dem lai hi€u qud thi€t thuc sé dugc xem xét danh gid khen thudng.

Céc phong, ban, don vi thuGc S&; cdn bl, cong chlrc, vién chlc c6 hanh vi vi
pham Quy dinh nay thi tiiy theo tinh chat, m{c d0 vi pham ma bi xU 1y ky luat theo
trich nhi€ém, x( phat hanh chinh hodc bi truy cUu trach nhi€m hinh su. N&u giy
thiét hai thi phai bdi thuOng theo quy dinh cla phdp ludt hi€n hanh.

Piéu 12. TS chitc thuc hién



Ch4nh Vin phong S&, Chanh Thanh tra S&, Trudng céc phong nghi€p vu thudc
S&, cdn b0, cong chlc, vién chlc va ngudi lao ddng thuOc S& c6 trach nhi€m thuc
hién Quy dinh nay.

Trong qud trinh thuc hién néu cé phdt sinh khé khiin, vudng mac céc phong ban,
don vi kip thOi bdo cdo v€ Viin phong SG d€ tGng hgp trinh Linh dao S& xem xét,
gidi quyét./.
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