
UY BAN NHAN DAN 
TiNH BINH DINH 

S6: 43 /2019/QD-UBND 	Binh Dinh, ngay a thong 8 nam 2019 

TE BINH DINH 1 
QUYET DINH 

Ban hanh Quy the tiep nhan, xir 1ST, phat hanh 
quan 1S7 van ban dien tir trong.  co' quan hanh chinh 

DEN 	 nha nulfrc tren dia ban tinh Binh Dinh 
:huyfr 	 

CONG HOA XA-  HOI CHU NGHIA VItT NAM 
D clap - Ttr do - Hanh phfic 

BUY AN NHAN DAN TiNH BINH DINH 
Lu'u H6 sci so.   

Can cu Ludt To chic chinh qulen dia phyong ngay 19 thong 6 nam 2015; 

Can cir Ludt Giao dich dien ter ngay 29 thong 11 nam 2005; 

Can cir Ludt Gong nghe thong tin ngay 29 thong 6 nam 2006; 

Can cir Luat LIM tri ngay 11 thong 11 dam 2011; 

Can cir Nghi dinh so 01/2013/ND-CP ngay 03 thong 01 nam 2013 cita 
Chinh phi quy dinh chi tiet thi hanh mot so dieu ctia Luat ltru trei; 

Can cit.  Nghi dinh so 85/2016/ND-CP ngay 01 thong 7 nam 2016 cita 
Chinh phi ve bao dam an town he thOng thong tin theo cap do; 

Can cie Nghi dinh so 130/2018/ND-CP ngay 27 thong 9 nam 2018 cita 
Chinh phi quy dinh chi tiet thi hanh Luat Giao dich (lien tic ye chic ky so va dich 
vu cluing thur chic ky so; 

Can at' Quy& dinh so 28/2018/QD-TTg ngay 12 thong 7 nam 2018 cita 
Thit twang Chinh phi ye viec geri, nhan van ban dien ter gilt a cac quan trong 
he thong hanh chinh nha ntrac; 

Can dr Thong at. so 01/2019/TT-BNV ngay 24 thong 01 nam 2019 ceta Bo  
trurrng BO NOV vu Quy dinh quy trinh trao doi, 	xer ly tai lieu dien ter 
trong ding tac van thy, cac chic( nang ca ban cita He thong quan if; tai lieu di en 
ter trong qua trinh xes lf; tong viec cita cac co' quan, to chirc; 

Can de Thong tu' so 02/2019/TT-B1VV ngay 24 thong 01 nam 2019 ctia BO 
&Leong Bo Nai vu Quy dinh tieu chuan die lieu thong tin dau vao va yeu eau bao 
quan tai lieu Wu trir dien ter; 

Theo de nghi cita Gicim (lac Sa Thong tin va Trulen thong. 

QUYET 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the tie') nhan, xir FY, phat 
hanh va quan ly van ban dien tir trong co quan trong he thong hanh chinh nha 
nu& tren dia ban tinh Binh Dinh. 

Dieu 2. Quyet dinh nay có hieu 1vc ke tir ngay 4g thong g nam 20.19. 



TM. Ui( BAN NHAN DAN 
KT.CHU TICH 

CHU TICH 

guy& TuAn Thanh 

Ke tir ngay Quyet dinh nay có hieu luc, the quy dinh sou day se het hi'eu 
Om: Dieu 8 Quy the quanliva sir dung He thOng Van phong din tir lien 

thong trong cac co.  quan nha nuac ten dia ban tinh Binh Dinh ban hanh theo 
Quyet dinh so 36/2016/QD-UBND ngay 08/7/2016 ciza UBND tinh Binh Dinh; 
cac Dieu 4, 7, 8, 9 Quy the quan VT, sir dung chirng thtr so va chili' 14 so tong 
cac ca quan nha nu& tinh Binh Dinh ban hanh theo Quyet dinh so 13/2017/QD-
UBND ngay 29/3/2017 cila UBND tinh Binh Dinh. 

Dieu 3. Chanh Van phong UBND tinh; Thu truang cac ca quan chuyen 
mon thu(5c UBND tinh; Chu tich UBND cac huyen, thi xa, thanh phi; Chu' tich 
UBND cac xa, plureng, thi tan va cac to ch*c, ca nhan có lien quan chiu trach 
nhiem thi hanh Quyet dinh nay./. 

Noi nh(in: 
- Nhu Di&'u 3; 
- Van phong Chinh pha; 
- Bo TTTT; 
- Cue Kim tra VB QPPL (BO TP); 
- TT Tinh uy, TT HDND tinh; 
- Doan DB Qu6c hOi tinh; 
- Uy ban MTTQVN tinh; 
- CT, cac PCT UBND tinh; 
- Lanh dao VP UBND tinh; 
- ang TTDT tinh, Trung tam TH- CB; 
- Ltru: VT, K9. kit! 



UY BAN NHAN DAN CONG HOA XA 110I CHU NGHIA VItT NAM 

TINH BINH DINH 	 DOc lap - Ty do - Hanh phtic 

QUY CHE 
Tier) nhan, 341ST, phat hanh va quan 1S7 van ban then tir 

trong co' quan hanh chinh nha tank tren dia ban tinh Binh Dinh 
(Ban hanh kern theo Quy& chinh so 43 /2019/QD-UBND 

ngay Og / & /2019 cila UBND tinh Binh Dinh) 

Chtro'ng I 

QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh 

1. Quy the nay quy dinh ve boat dOng tiep nhan, xix 1.5T, phat hanh va quan 
lY van ban dien tit trong co quan hanh chinh nha nu& tren dia ban tinh Binh 
Dinh; cong tac quart ly, khai thac va s* dung van ban dien tir; quan lST, duy tri 
phan mem quart ly van ban; cac dien kien dam bao cho hoat dOng gixi, nhlan van 

ban dien 

2. Quy the nay khong 43 dung d6i voi viec giri, nhan, quart ly, luu trill van 
ban di'0 tic có nOi dung thuOc bi mat nha nuck theo quy dinh cua pita') lua't. 

Dieu 2. Dtli tuvng ap dung 

1. Quy cite nay ap dung dO'i voi cac so, ban, nganh, don vi su nghiep 
cong lap thuOc UBND tinh, UBND cac huyen, thi xa, thanh ph6, UBND xa, 
phuerng, thi trap tren dia ban tinh Binh Dinh (goi Chung la cac co quan, don 
vi, dia phuang). 

2. Cac ca quan, to claire khong thuOc Khoan 1 Dieu nay lien quan den boat 
thing gixi, nhan van ban veri cac so, ban, nganh, dia phuang, nett dap Ung ha tang 
k'sy thuat, cong nghe de ap dung, throe thuy hien theo quy dinh tai Quy the nay. 

Dieu 3. Giii thich tir ngii.  

Trong Quy the nay, cac tix ngil duoi day dugc hieu nhu sau: 

, 	1. Van ban s6' boa tir van ban gia'y la van ban dien &roc tao lap tix viec 
so Ma day du, chinh xac nOi dung, the thik van ban giAy va co chit kST so dm co 
quan, to chic thuc hien so hoa. 

2. Giri, nhan van ban dien tit la viec cac ca,  quan trong he th6'ng hanh 

chinh nha nue(' c 	nhan van ban dien ,qua He thong quan 1ST van ban va dieu 
hanh dugc ket noi, lien thong veri nhau bang cac giai phap ky thuat, cong nghe 
teen moi trueng mpg. 

3. True lien thong van ban tinh la truc ket n6i, lien thong phAn mem _quail 
lY van ban, &roc trien khai ket nOi cac kr, ban nganh, UBND cac huyen, thi xa, 



thanh pho (goi tat: UBND cap huyen), UBND cac xa, phueng, thi tan (goi tat: 
UBND cap xa). 

4. Ben giri la co quan trong he th6ng hanh chinh nha mx6c phat hanh van 
ban dien tir. 

5. Ben nhan la co quan trong he th6ng hanh chinh nha nuot tiep nhan van 
ban dien 

6. Van ban dien tit di (sau day goi tat la van ban di) la tat ca cac loai 
van ban, he, so do Ben giri phat hanh qua phan mem quan 13',  van ban tren moi 
truang mang. 

7. Van ban dien t* den (sau day goi fat la van ban den) la tat ca cac loai 
van ban, h6 so giri den Ben nhan thong qua phan mem quan b'T van ban tren moi 
twang mang. 

8. S6 clang 14 van ban di, s6' clang kST van ban den dien tir (sau day goi 
tat la so van ban di, so van ban den) la so cap nhat cac thong tin ye van ban 
di, van ban den nhu: Ten loai; so, 14 hieu; ngay, thong, nam ban hanh; trich 
yeu not dung; not nhan va nhang thong tin khac tren He thong de quan 13"/ va 
tra ciru van ban. 

9. Tai lieu luu trtt dien,  hinh thanh trong qua trinh hoat dOng 	co 
quan, to chuc phai dirge lap ho so, Iva chon va bao quan theo nghiep vu luu trir  
va ky thuat cong nghe thong tin trong he thong quan 1ST tai lieu dien 

10. Phuong tien,hru tn1 là thiet bi vat 15T duot sir dung a luu till co so- du 
lieu tai lieu luu 	phan mem (gOm o cirng, the nh6, bang tir, dia quang...) 

11. He th6ng quan ly van ban va dieu hanh la He th6ng Van phong dien tir 
lien thong, có chirc nang quan 1ST ho so dien tir trong qua trinh xir 15T cong viec 
cua cac co quan, to chirc (sau day goi chung la He thong). 

12. Chit 14 so dm co quan, to chirc la chit 14 s6 dugc tao lap boi khoa bi 
mat tuong dng veri chirng thu so cap cho co quan, to chic theo quy dinh cua  
phap luat ye giao dich dien tit. 

13. Chu 14 s6 cua nguai co than 9uyen la chit 1(3'7 s6 duo-c tao lap ben 
khoa bi mat tuong irng voi chirng thu so cap cho nguoi có than quyen theo quy 
dinh cua phap luat ye giao dich dien 

Ditu 4. Gia tri phap 13'7 ciia van ban dien tu  

1. Van ban dien tit cid ky so theo quy Binh tai Thong to so 01/2019/TT-
BNV ngay 24/01/2019 dm BO truong BO NOi vu &roc guru, nhan qua,  th6ng 
quy dinh tai Quy the nay có 	tri phap tuong duung van ban giay va thay 
the cho viec guru, nhan van ban giay. 

2. Van ban dien Ichong thuOc khoan 1 Dieu nay dirge 	nhan qua He 
th6ng có gia tri de biet, tham khdo Icheng thay cho viec giri, nhan van ban giay. 
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Dieu 5. Nguyen dc giri, nh4n van bin dien tur  
1. Cac ca quan phai sir dung phan mem quan VT van ban de gfri, nhan van 

ban dien to trong not b6 ca quan va Oita cac ca quan voi nhau thong qua Truc 
lien thOng van ban tinh. 

2. Cac ca quan tham gia giri, nhan van ban dien tir phai thgc hien diing 
nguyen tac quy dinh tai Dieu 5 Luat Giao dich dien tir va tuan theo cac quy dinh 
khac cda phap luat ye bao ve bi mat nha mak, cong nghe thong tin, vien thong, 
van thu, luu trir. 

3. Cac co quan trong he th6ng hanh chinh nha nuac khong phat hanh van 
ban giay den Ben nhan khi da gdi van ban dien dr, trir cac van ban sau: 

, a) Van ban 	Chinh 	Thu tuong Chinh 	theo quy dinh tai Quy 
che lam viec cua Chinh phil; 

b) Van ban theo Danh muc do ngued dung dau s&, ban, nganh, dia phucmg 
quy dinh. 

4. Ben nhan co quyen tir ch6i nhan van ban dien t*, nett van ban dien tir  
do khong bao dam cac nguyen tac, yeu cau ye giri, nhan va phai chiu trach 
nhiem ve viec tix choi do, gong thiYi Ben nhan phan hoi cho Ben gdi dugc biet 
th8ng qua He thong. 

5. Tuan thd cac yeu can ve an ninh, an toan thong tin theo quy dinh cua  
phap luat. 

Dieu 6. Cac loci van bin dien tir vi dAu moi giri, nh4n van bin dien tir  
1. Tdt ca cac van ban dien tit thu6c tham quyen ban hanh va giai guy& cda 

co,  quan nha nu& tren dia ban tinh Binh Dinh phai dugc gui, nhan,  qua,  He 
thong, trir truOng hop Ben giti hoc Ben nhan chua dap *ng cac yeu eau ye ha 
tang ky thuat, cong nglie, an toan th6ng tin, giai phap kat nOi, lien thong de 
nh4n van ban dien to. 

2. Dau m6i co quan, dun vi gui, nhan van ban dien to  
a) Van phong UBND tinh giri, nh4n van ban dien tit thuOc pham vi, 

thdm quyen quan ly cita UBND tinh, Chu tich UBND tinh, Chanh Van phong 
UBND tinh. 

b) Cac ca quan chuyen mon thuOc UBND tinh giri, nhan van ban thuOc 
pham vi, tham quyen quan ly dm Thu truang cac,  ca quan chuyen mon thu0c 
UBND tinh va theo Quy the lam viec, Quy the tiep nhan, x* ly, phat hanh va 
quan VT van ban cna cac ca quan chuyen mon thu6c UBND tinh. 

c) Van phong UBND cap huyen giai, nhan van ban dien tir thuOc pham 
vi, tham quyen quan VT cua UBND cap huyen, Chu tich UBND cap huyen va 
theo Quy the lam viec, Quy the tiep nh'b, xir ly, phat hanh va quan 13'T van 
ban cua UBND cap huyen. 
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d) Van phong UBND cap xa gui, nhan van ban dien tir thuOc pham vi, 
tham quyen quan js7 cua UBND cap xa, Chit tich UBND cap xa va theo Quy the 
lam viec, Quy the tiep nhan, xix ly, phat hanh va quan 1ST van ban cita UBND cap 

xa. 

Chuang H 

QUAN IS( VAN BAN DEN 

Dieu 7. Nguyen tic va yeu cau quan 1S7 van ban den 

1. Tat ca van ban den ca quan, to chirc phai dtrgc dang 14 vao He thong. 

, 2. 86 den cila mot van ban den duy nhat trong th6ng quan 1ST van ban 

den cua ca quan, to chirc. 

3. Xac nh4n van ban den dung dia chi. 

, 4. Xac dinh dung chirc nang, nhiem vu va tharn quyen giai quyet van ban 
den cua ca quan, to chirc tiep nhan van ban. 

5. Giai quyet van ban den kip thai, dung thin han quy dinh. 

Dieu 8. Tiep nh4n van ban dien tir den 

1. Kiem tra chit V s6 theo quy dinh sir dicing chit 14 s6 cho van ban dien 
tir trong ca quan nha nuerc tai ThOng to so 41/2017/TT-BTTTT ngay 19/12/2017 
cUa BO truang BO Thong tin va Truyen thong. 

2. Tiep nhan van ban dien tit: Ca quan, to chirc nhan dtrac van ban dien tir  
có trach nhiem phan h(')i theo quy dinh tai Dieu 9 Quyet dinh so 28/2018/QD-
TTg ngay 12/7/2018 cila Thit Wang Chinh phit ve viec gixi, nhan van ban dien to  
gift cac ca quan trong he thOng hanh chinh nha nuo.c. 

Dieu 9. Bang 14, so boa van ban den 

1. 'Yang 14 van ban dien dr den 

a) Tnrimg hgp Ben gin hoac Ben nhan chua dap irng day du cac yeu cau 
ve ket noi, lien thong trong viec giri, nhan van ban dien tir qua Truc lien thong 
van ban tinh, van thu co quan kiem tra, cap nhat vao He thong cac Truamg thong 
tin so 4, 5, 6, 7, 8, 9, 10, 12, 13, 14,15, 16 Phu luc IV ThOng to so 01/2019/TT-
BNV ngay 24/01/2019 dm BO truang BO NOi vu; 

b) ,Cau trite va dinh dang 	cac trtrimg thong tin theo quy chuan ky  
thuat quoc gia ve cau truc ma dinh danh va dinh dang du lieu goi tin phuc vu 
ket noi cac He thong quy dinh tai Thong tu,  so 10/2016/TT-BTTTT ngay 
01/4/2016 ciaa BO truang BO Thong tin va Truyen thong ban hanh "Quy chuan 
ky thuat quoc gia ye cau trCic ma dinh danh va dinh clang di lieu gOi tin phuc 
vu ket noi cac He thi'mg" va Quyet dinh so 28/2018/QD-TTg ngay 12/7/2018 
cua Thil Wang Chinh phil ye viec gui, nhan van ban dien tir gifra cac ca quan 
trong he thOng hanh chinh nha nuerc; 
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c) S6 den, tiled gian den &roc luu trong He th6ng. 

2. S6 hoa van ban den tix van ban giAy 

a) Van thu co quan thuc hien so h6a van ban den dinh dang giay, V so 
cua co quan to chirc theo quy dinh tai Diem c Khoan nay; viec so h6a tai lieu gfri 
kern van ban c6 dinh dang gib can dr vac) Danh muc van ban phai so boa va 
yeu cau quan 1ST, thkrc tien hoat dOng do co quan, to chirc quy dinh; 

b) Tieu chuan s6 boa tai lieu: 

- Dinh clang Portable Document Format (.pdf), phien ban 1.4 trey len; 

- Anh mall; 

- DO phan giai t6i thieu: 200 dpi; 

- Ty le s6 hoa: 100%. 

c) Hinh thirc chit k-ST s6 cua co quan, to chirc thuc hien s6 hoa tren van ban 
so hoa de xirlST cong viec trong He thong: 

- Vi tri: Goc tren, ben phai, trang dau van ban; 

- Hinh anh: Daurcda co quan, to chuc s6 hoa van ban, mau do, kich thiroc 
bang kich thuoc thuc to cua dau, dinh clang Portable Network Graphics (.png); 

- Thong tin: Ten co quan, to chirc, thed gian ky (ngay, thong, nam; gio, 
giay; mui giot Viet Nam theo lieu chuan ISO 8601). 

Dieu 10. Trinh, chuyen giao van ban den trong He thiing 

1. Van thu co 
to 

co trach nhiem trinh, chuyen giao van ban den nguefi 
dung dau co quan, to chdcholac ngued duac co quan, to chirc giao trach nhiem 
phan phoi, chi dao giai quyet van ban (sau day goi la nguari c6 them quyen). 

, 2. Ngued co them quyen cho kien phan ph6i, chi dao 	quyet van ban 
den; cap nhat vac) He thong cac Truong thong tin so 17, 18, 19 Phu luc W 
Thong tu s6 01/2019/TT-BNV ngay 24/01/2019 cua BC) truang BO Ni vu. Doc i 
vai van ban den lien quan den nhieu don vi, ca nhan, ngued c6 them quyen phai 
xac dinh ,r6 don vi hoc ca. nhan chit tri, don vi hoc ca nhan phoi hop, thed han 
giai quyet van ban va y kien chi dao not dung giai quyet. 

Dieu 11. Giai quyet van ban den trong He th(ing 

1. Khi nhan &roc van ban den trong He th6ng, don vi, ca nhan ducyc giao 
chit tri c6 trach nhiem to chirc giai quyet. 

2. Ca nhan duoc giao nhiem vu giai quyet van ban c6 trach nhiem xac 
dinh so va ky hieu ho so cho van ban den theo Danh muc ho so cua co quan, to 
chirc; cap nhat vac) He thong Trueng thong tin so 2.3 Phu luc IV Thong tu so 
01/2019/TT-BNV ngay 24/01/2019 cua BO twang BO Ni vu. 

3. Luu d6 quail I 'Y van ban den quy dinh chi tit tai Phu luc I Thong tu so 
01/2019/TT-BNV ngay 24/01/2019 cua Bo truefng BO Ni vu. 
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Chuang III 

QUAN LY VAN BAN DI 

Dieu 12. Nguyen tac va yeu eau quan 1ST van ban di 

1. Tat ca van ban di dm cc, quan, to chirc phai dugc clang ky vao He thOng. 

2. SO dm mot van ban di la duy nhat trong he thong quan VT van ban di 
cUa cc quan, to chirc. 

3. Xac nhan van ban di dugc giri den dung dia chi cila ca quan, to chirc, ca. 
nhan có chirc nang va tham quyen 	quyet. 

4. Bay dam van ban dugc chuyen giao toan ven, an toan trong moi 
tnrang mang. 

5. The thirc valq thuat trinh bay van ban dien tix thvc hien theo quy dinh 
tai Nghi dinh so 34/2016/ND-CP ngay 14/5/2016 dm Chinh phu quy dinh chi 
tiet mot so dieu va bien phap thi hanh Luat ban hanh van ban quy pham phap 
luat va Thong tu so 01/2011/TT-BNV ngay 19/01/2011 dm BO twang BO Ni 
vu ye huang dan the thirc va ky thuat trinh bay van banhanh 	trir yeu to 

thirc ve 147 so cila ngued có tham 9uyen va 14,  so dm ca quan, to chirc quy 
dinh tai Dieu 12, Dieu 13 Thong tu so 01/2019/TT-BNV ngay 24/01/2019 cila 
BO twang BO NOi vv. 

Dieu 13. Soon than, kiem tra not dung, the thirc, k-y thu4t trinh bay 
van ban 

1. Ca nhan duot giao nhiem vv soan thao van ban: 

a) Dv thao van ban; dua du thao van ban vao He th6ng; dv kien muc dO 
"khan" (neu co); xin y kien gong gop; tiep thu va hoan thien du thao, trinh lanh 
dao don vi xem )(et; 

b) Cap nhat vao He thong cac Truang thong tin so 4, 9, 10, 12, 15, 17 Phu 
lvc V Thong tu so 01/2019/TT-BNV ngay 24/01/2019 dm BO twang BO NOi vv. 

2. Lanh dao don vi chu tri soan thao van ban xem xet, cho y kien va chiu 
trach nhiem ve nOi dung dv thao, chuyen dv thao den ngued ducfc giao trach 
nhiem kiem tra the thirc valc37 thuat trinh bay van ban. 

3. Nguiyi duac giao trach nhiem kiem tra the thi c va ky thuat trinh bay 
van ban cho y kien va chiu trach nhiem,  ye nOi,  dung kiem tra, chuyen dix thao 
cho van thu ca quan de trinh nguai có thamquyenk57 ban hanh van ban. 

4. Van thu ca quan tiep nhan ban dv than, kiem tra lai the tilde va ky thuat 
trinh bay van ban; neu phat hien sai sot thi bay coo ngued có trach nhiem xem 
xet, giai quyet; chuyen dtx thao ye dinh clang .pdf (phien ban 1.4 tr .& len) truefc 
khi trinh ngued có tham quyen 147 ban hanh van ban. Viec cap nhat so ciia van 
ban; ngay, thong, nom van ban; ten ca quan, to chirc ban hanh van ban; so trang 
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van ban; ma dinh danh co quan, to chirc nhan van ban vao cac Tnreng thong tin 
so 5, 7, 8, 11, 14.1 Phu luc V ThOng tu so 01/2019/TT-BNV ngay 24/01/2019 
cda BO truCeng BO NOi vu &roc thuc hien bang chirc nang dia. He thong. 

5. Luu do soan thao, kiem tra the thirc, ky thuat trinh bay van ban quy 
dinh chi tie't tai Phu luc II Thong tu so 01/2019/TT-BNV ngay 24/01/2019 dm 
Bo tnrong BO NOi vu. 

Dieu 14. Ban hanh va phat hanh van ban 

1. Ban hanh van ban dien tir 

a) Ngtred có tham quy'en 1(-3"T ban hanh van ban 1c3'T so tren van ban dien tir 
theo quy dinh tai Dieu 12 Thong tu so 01/2019/TT-BNV ngay 24/01/2019 cila 
B6 tnrong BO Ni vu, chuyen van thu ca quan de lam thd tic phat hanh van ban. 

b) Van thu co quan: cap so, ngay, thong, nam vao du thao van ban bang 
chile nang cila He thOng; in va dOng dau cua ca quan, to chirc de luu tai van thu 
01 ban va so luong ban giay phai phat hanh den cac doi Wong quy dinh tai 
Khoan 3 Dieu nay; lo) so cita ca quan, to chirc theo quy dinh tai Dieu 13 Thong 
tu so 01/2019/TT-BNV ngay 24/01/2019 cita BO truong Bo NOi vu va phat hanh 
van ban dien 

c) Van thu co quan cap nhat vao He thong cac Trueng thong tin so 6, 13, 
14.2, 16 Phu luc V Thong tu so 01/2019/TT-BNV ngdy 24/01/2019 cila Bo  
throng BO Ni vu. 

2. Phat hanh van ban s6 hoa tir van ban gidy 

TruOng hop ca quan, to chirc ban hanh van ban gidy, van thu ca quan thuc 
hien so hoa van ban giay theo quy dinh tai Diem b Khoan 2 Dieu 6 Thong ttr so  
01/2019/TT-BNV ngay 24/01/2019 dm BO truong Bo NOi vu; kST so dm ca 
quan, to elide theo quy dinh tai Diem c Khoan 2 Di&su 6 Thong tu so  
01/2019/TT-BNV ngay 24/01/2019 dm BO truang BO Noi vu va phat hanh van 
ban so hOa. 

3. Dal tuong nhan van ban gidy 

a) Ca ,quan, -t6 chirc, 	 e nhan khong dap img diu kin ha tang kSi thuat 
cong nghe de nhan van ban dien tir; 

b) Ca quan, to chirc, ca nhan phai sir dung van ban gidy de thgc hien cac 
giao dich khac theo quy dinh cua phap luat. 

4. Luu van ban dien tir trong He thOng. 

5. Luu 614/ban hanh, dang k5T va phat hanh van ban quy dinh chi tie't tai Phu 
luc 111 'Thong tu s6 01/2019/TT-BNV ngay 24/01/2019 cda BO truOng BO N6i vu. 

Dieu 15. Hinh thin chit 147 so ctia 	thAm quyen 147 ban hanh 
van ban 

7 



1. Vitri: tai vi tri 	dm ngued c6 them quyen 1(5/- ban hanh van ban ten . 	. 
van ban giay. 

2. Hinh anh: chit 1(- 7 cua ngueei c6 them quyen ten van ban giay, mau 
xanh, dinh dang (.png). 

Dieu 16. Hinh attic chit 14 so cim co. quan, to &tic ban hanh van ban 

1. Vi tri: triim len khoang 1/3 chit ky cita ngtreei c6 them quyen ve phia 
ben trai; 

2. Hinh anh: dau ciia co quan, to chirc ban hanh van ban, mau do, kich 
thuck bang kich thixerc thixc to cua dau, dinh dang (.png); 

3. Thong tin: Ten co quan, to chirc, thed gian 1c)',  (ngay, thang, nem; gier, 
giay; mUi giee Viet Nam theo Tieu chuan ISO 8601). 

Dieu 17. Quan 157 va sir dung thiet bi l ru khoa bi mat va chting thin so 
ciia co.  quan, to chirc trong cong tic van thu. 

1. Viec quan ly va sir dung thik bi luu kh6a bi mat va chimg thu so cua ca 
quan, to chirc trong ding tac van thu duot thirc hien theo quy dinh tai ThOng ttr 
so 41/2017/TT-BTTTT ngay 19/12/2017 dm BO truong BO Thong tin va Truyen 
thOng Quy dinh sir dung chit' 14T so cho van ban dien tir trong ca quan nha flack. 

2. Thi6t bi luu khoa bi mat va chimg thu so cua ca quan, to chirc phai 
ducic giao bang van ban cho van thu ca quan quan 13'T Aid truc tiep sir dung. 

3. Van thu co' quan co trach nhiem 

a) KbOng giao thiet bi luu khOa bi mat va chimg thu so Gila co quan, to chirc 
cho ngtrofi khac khi chua ducec pile') bang van ban cila nguoi c6 than quyen; 

b) Phai true tiep ky so cua ca quan, to chirc vao van ban do ca quan, to 
chirc ban hanh; 

c) Chi dugc 147 so dia ca quan, to chirc vao van ban do 	quan, to chirc 
ban hanh sau khi da co chit so dm ngtrei c6 them quyen va van ban do ca 
quan, to chirc truc tiep so boa. 

Chuang IV 

QUAN Mr( VAN BAN DIEN Te, LAP VA NOP LU'U HO SO 

DIEN TU' VAO LUTT TRU' CO QUAN 

Dieu 18. Quin 1ST yin bin dien tit  

1. NOi dung va yeu cau thOng tin dm van ban dien tir 

a) NOi dung thOng tin dm van ban dien tir dugc giri, nhan tren He thOng 
cita cac ca quan chuyen mon, die phuong bao gom not dung cila van ban dien tir 
do va toan bo not dung ho 	tai lieu duvc gin kern theo. 
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b) He th6ng cua cac co quan chuyen mon, dia phuong phai the hien cac 
thong tin sau day dm van ban dien 

- Ma dinh danh cua co quan, to chirc: UBND cac cap va mOi co quan, don 
vi co mot ma dinh danh khi tham gia giri, nhan van ban dien tiz tren He thong. 
Cau true ma dinh danh co quan, to chirc có 13 14' tv, chia thanh bon nhom ma, 
cac nhOm ma phan tach boi dau chdm: 

Ma cap 1: ma dm don vi cap 1 (UBND tinh; UBND cap huyen, cac co 
quan chuyen mon thuOc UBND tinh). 

, Ma cap 2, cap 3, cap 4: ma dm cac co quan, don vi thuOc, tnrc thuOc don 
vi cap 1, don vi cap 2, don vi cap 3 tucmg irng. 

- Ma dinh danh van ban: 

+ Ma dinh danh cua co quan, to chirc theo quy dinh cua phap luat; 

+ Nam ban hanh van ban, so this tir van ban dugc ban hanh trong nam; 

- So va lo;Thieu van ban; 

- Ngay, thang, nam van ban. 

- Loai van ban. 

- Trich yeti not dung van ban. 

- Ho so; tai lieu giri kern. 

- Trang thai xir 15r (da den, da tiep nhan, da chuyen xir 13"/, dang xir ly, da 
hoan thanh, tir ch6i nhan (tra lai), thu hOi, xoa...). 

- Chirc vu, ho ten nguiyilcSi. 

- Mire dO khan (khan/thuong khan/hOa t6c). 

- Ben giri. 

- Ben nhan. 

- Thai gian giri, nhan. 

- Thai 

- Lich sir giri, nhan van ban. 

- Thong tin khac (neu co). 

2. Dinh dang van ban dien tir  

a) Hinh thirc van ban dien tit 

- The thirc va ky thuat trinh bay van ban: D6i 	van ban quy pham phap 
luat thvc hien theo quy dinh cua Nghi dinh 34/2016/ND-CP ngay 14/5/2016 dm 
Chinh phU Quy dinh chi tiet mot so Dieu va bien phap thi hanh Luat ban hanh 
van ban quy pham phap 141 D'6i veri van ban hanh chinh thirc hien theo quy 
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clinh cua Thong to s6 01/2011/TT-BNV ngay 19/01/2011 ctia BO tnrong BO NOi 
vu huOng can the thirc va ky thual trinh bay van ban hanh chinh; 

- Sir dung b9 ma cac 14 to tieng Viet theo tieu chudn TCVN 6909:2001 de 
the hien cac not dung van ban dien tir. 

b) Dinh clang van ban dien tir 

- Dinh clang van ban nal chuAn, dugc ky s6: *.pdf, 

- Dinh dang cac tai lieu la van ban: *.txt, *.rtf, *.doc; *.docx, *.odt; 

- Dinh clang cac tai lieu la bang tinh: *.csv, *.xls, *.xlsx, *.ods; 

- Dinh dang cac cac tai lieu chi dgc: *.pdf; 

- Dinh clang cac tai lieu la d9 hoa, d9 thi phuc vu quan VT chuyen nganh: 

*.jpeg. 
c) TL ca van ban dien tir di, den da dugc ky s6 theo quy dinh cua phap 

lust, dugc giri, nhan thong qua True lien thong van ban tinhphai co not dung 
trimg khop voi van ban giay da dugc ky dong dau ban hanh cita cac co quan giri 
van ban. 

3. T6ng hop thong tin, tinh hinh giri, nhan van ban dien tir 

, a) Cac co quan chuyen mon thuOc UBND tinh trich xudt thong tin, di lieu 
ve,tinh hinh giri, nhan van ban dien tir 	cac co quan cap dtrai thong qua He 
thong cilia co quan. 

b) UBND cap huyen tong hop, trich xudt thong tin, di lieu ve tinh hinh 
giri, nhan van ban dien tir cua cac ca quan chuyen mon thuOc UBND cap huyen, 
UBND cap xa thong qua He thOng cap huyen. 

Di&I 19. Tao Yap hO so.  dien tir  

1. Can Cu vao Danh muc h9 so, ca nhan dugc giao nhiem vu giai quyet 
cong viec xac dinh so va ky hieu ho so cho van ban di, van ban den va cac tai 
lieu lien quan khac nhu: y kien chi dao, y kien dung gop, bao cap giai trinh va 
cac not dung khac lien quan trong qua trinh giai quyet cong viec; cap nhat vao 
He thong Trueing thong tin so 2.3 Phu luc IV va Truong thong tin so 2.3 Phu luc 
V Thong to so 01/2019/TT-BNV ngay 24/01/2019 cila BO truong BO N9i vv. 
Truemg hop phat sinh ho so khong có trong Danh muc h9 so da ban hanh, ca 
nhan dirge giao nhiem vu giai quyet cong viec cap nhat ba sung ho so vao Danh 
muc h9 so trong He thong sau khi doge phe duyet. 

2. Ca nhan throe giao nhiem vu lap hO so c6 trach nhiem cap nhat vao He 
thong cac Trueng thong tin so 1.3, 2, 3, 4, 5, 6, 7 Phu luc VI Thong to so 
01/2019/TT-BNV ngay 24/01/2019 cita B9 tru6mg BO N9i vu. 

3. Ma h9 so g9m: 

a) Ma dinh danh cfm co quan, to claim lap danh muc h9 so 
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Ma dinh danh cua co quan, to chirc quy dinh tai ThOng tu so 10/2016/TT-
BTTTT ngay 01/4/2016 dm B6 tnrong BO Thong tin va Truyn thOng ban hanh 
Quy chuan ky thuat quoc gia ve cau truc ma dinh danh va dinh,dang du 	goi 
tin phuc vu ket not cac He thong. Ma dinh danh 	co quan, to chirc dugc mac 
dinh trong He thOng. 

b) Nam hinh thanh ha so.  

c) So va kY hieu ho sa 

Nam hinh thanh ha so., sa va ky hieu ha so. &roc xac,dinh theo Danh muc 
ho so. Cac thanh phan cua ma ho sa dugc phan dinh bang dau cham. 

Vi du 1: 000.00.14.H08.2010.01.TH, la Ha so. sa 01 nhOm Tang hop, nam 
2010 cua So.  Thong tin va Truyen thong. 

Trong do: 000.00.14.H08 la ma dinh danh cua So. Thong tin va Truy'dn 
thong; 2010 la nam hinh thanh ho sa; 01.TH la sa ky hieu ho sa. 

4. Khi ding viec hoan thanh, ca nhan dugc giao nhiem vu giai quye't cOng 
viec co trach nhiem ra soat lai toan bO van ban, tai lieu c6 trong ho sa, hoan thien, 
k6t thtic ho sa va cap nhat vao He thong cac Truang thong tin so 8, 11 Phu luc VI 
Thong tu so 01/2019/TT-BNV ngay 24/01/2019 cua BO tnrong BO NOi vu. 

5.,Viec cap nhat ma dinh danh 	ca quan, chirc lap ha sa, nam hinh 
thanh hos sa, tong so van ban trong ho sa, tong so trang cua ho sa vao cac 
Throng thong tin so 1.1, 1.2, 9, 10 Phu luc VI Thong tu sa01/2019/TT-BNV 
ngay 24/01/2019 cua BO trueeng B6 NOi vu dugc thlyc hien bang chic nang cua  
He thong. 

Dieu 20. NOp liru va quan1S7hii so' 'lien tir tai Liru trik co. quan 

1. Viec nOp luu, quan ly ha sa dien tit tai Luu trir ca quan va huy tai lieu 
dien tir het gia tiff dugc thvc hien theo quy dinh tai Chuang II Nghi dinh so  
01/2013/ND-CP ngay 03/01/2013 dm Chinh phu quy dinh chi ti6t thi hanh mot 
sa dieu cua Luat Luu 

2. Ca nhan dugc giao nhiem vu giai guy& cong viec can c* vao Danh muc 
hO sa cua ca quan, c6 trach nhiem nOp ltru tai lieu dien tix va cac tai lieu dinh 
clang khac neu c6 vao Luu tit ca quan. 

, 3. Lulu tilt Co quan c6 trach nhiem ki6m tra, tip nhan ha sa, dtra 	sa ve  
che do quan ly "Ho sa ltru tra dien tir" trong He thong. 

Chtrang IV 

IL TANG KY THI3T, CONG NGHV 

Dieu 21. Bao dam ha tang k5T" thu4t 
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1. Truc lien thong van ban tinh dtrgc k6t nOi, lien thong voi He thong dia 
cac ca quan chuyen mon thuOc UBND tinh, UBND cap huyen, UBND cap xa 
qua Mang truyen so lieu dung rieng cua cac co quan, nha mxOc. 

2. He thong 	ca quan chuyen mon thuOc UBND tinh, UBND cap 
huyen, UBND cap xa phai bao dam ha tang k'S7 thug ket nOi vai Truc lien thong 
van ban tinh. 

Dieu 22. Bac) dam an town thong tin 

1. Chu quan Truc lien thong van ban tinh, chit quan He thOng cua cac co* 
quan chuyen mon,thuOc UBND tinh, UBND cap huyen, UBND cap xa phai xac 
dinh, phe duyet cap di) va to chirc thtxc hien phixang an bao dam an toan thong 
tin theo cap do cho cac he thong thOng tin thuOc pham vi quan ly theo quy dinh 
cua phap luat. 

2. Viec ket nOi gilra He thOng cua cac ca quan chuyen mon thuOc UBND 
tinh, UBND cap huyen, UBND cap xa. vefi Truc lien thong van ban tinh phai 
dirge ma boa, xac thirc theo tieu chuan ye an town thong tin tai Danh muc tieu 
chuan ky thu4t ye img dung cong nghe thong tin trong ca quan nha nuoc theo 
quy dinh cua BO ThOng tin va Truyen thong. 

Dieu 23. Bao dam giai phap ket nOi, lien thong 

1. Cac ca quan chuyen mon thuOc UBND tinh, UBND cap huyen, 
UBND cap xa phai bao dam giai phap ket nOi, lien thong He thong vOi True 
lien thong van ban tinh tuan thit quy dinh ciia BO Thong tin va Truyen thong; 
thuc hien ket noi theo huOng clan dia. Soy ThOng tin va Truyen thong. 

2. He thong cua cac co,  quan chuyen mon thuOc UBND tinh, UBND cap 
huyen, UBND cap xa giti, 'than van ban dien to qua True lien thong van ban tinh 
sir dung ma dinh danh va dinh dang di lieu gOi tin, phan hoi trang thai xir VT van 
ban theo quy dinh cua BO ThOng tin va Truyen thong. 

3. 'Thong tin ye tinh hinh gixi, nhan van ban dien tit cua cac co quan 
chuyen mon thuOc UBND tinh, UBND cap huyen, UBND cap xa bao dam Chia 

cong khai tren He thOng va cac he thong thong tin khac phuc vu six chi dao, 
dieu hanh cua UBND tinh va Chu tich UBND tinh. 

4. Thai gian gixi, nhan van ban dien tir gift cac He thOng cua cac ca quan 
chuyen mon thuOc UBND tinh, UBND cap huyen, UBND cap xa bao dam thong 
nhat, dong bO theo mni gia Viet Nam (Tieu chuan ISO 8601) va &Ong bO theo 
Truc lien thong van ban cua tinh va quOc gia. 

Chtro'ng VI 

TO ClItt THL1C HIEN  

Dieu 24. Trach nhiem So' ThOng tin va Truyen thong 
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1. Chu tri huang clan cac co quan, don vi, dia phuong ve viec sir dung 
ma dinh danh co quan, ma dinh danh van ban va dinh clang dulieu goi tin phuc , 
vu ket not cac He thong giri, nhan van ban dien tir; quan 13'r thong nhat danh 
sach ma dinh danh 	cac ca quan, don vi, dia phuang phuc vu gui, nhan van 
ban dien dr; tong hop, Cap nhat kip thoi ma dinh danh co quan khi có sit thay doi 
ve don vi hanh chinh, co cau to chirc cua cac co quan vao He thong thong tin 
quan 13'r danh muc dien tir dung chung cfla cac co quan nha nfrac phuc vu phat 
trien Chinh phu dien tir Viet Nam. 

2. Chit tri, phi hop vai Van phOng UBND tinh, Cong an tinh thgc hien 
giant sat, kiem tra, danh gia an toan thOng tin cho True lien thong van ban 
tinh; huang clan cac co quan, don vi, dia phuong bao dam an toan thong tin 
cho He thong dm ca quan, don vi, dia phuang theo quy dinh. 

3. Dam bao chAt luting dich vu Mang,truyen s6 lieu gala cac co.  quan 
nha nuoc va chuyen dUng 	tinh thOng suot, on dinh dap irng yeu cau 
nhan van ban dien 

4. Chu tri, phoi hop vai Sof NOi vu hoan chinh cac chile nang co ban cfla 
He th6ng theo quy dinh tai Thong to so 01/2019/TT-BNV ngay 24/01/2019 cila 
BO truang BO NOi vu; dam bao viec trao doi du lieu gitia He thong vai He thong 
quan13'T tai lieu luu trir dien tir cua Lau trir lich sir tinh. 

5. Chi dao don vi xay dung He th6ng cap nhat, b6 sung hoan chinh cac 
tinh nang cua phan mem dam bao dap Ung theo quy dinh tai Thong to so 
01/2019/TT-BNV ngay 24/01/2019 dia. Bo truOng BO NOi vu va thuc hien bOi 
duang, tap hu'An cho cac co quan khai thac, sir dung phan mem kip thOi khi co 
phien ban mai. 

6. Can cir ke hoach hang nam lap du toan kinh phi cho viec quan 1377, duy 
tri He th6ng, True lien thOng van ban tinh de trinh UBND tinh phe duyet. 

7. Chu tri ph6i hop vai don vi cung cap dich vu xir ly, khac phuc cac sit 
c6 ve ky thuat va dam bao an toan th6ng tin tren He thong, Truc lien thong van 
ban tinh ket n6i vai Truc lien thong van ban quOc gia. 

8. SO.  Thong tin va Truyen thOng ph6i hop vai cac so., ban, nganh, dia  
phuong to chic ket noi, lien thong He thong vai Truc lien thong van ban tinh, 
dap img yeu cau ve giri, nhan van ban dien tir theo Quy the nay. 

Dieu 25. Trach nhiem cua SO' Nei vu 

1. Chu tri, phi hop vai SO Thong tin va Truyen thong huOng dan,cac ca 
quan, don 	dia phuang quy,trinh nghiep vu cu the quan 1T van ban den, van 
ban di, lap ho so trong 	thong; viec giao nOp hO so dien tir vao Ltru tra ca 
quan, Luu frit lich six tinh; viec bao quan tai lieu dien tit.; sao ltru dCt lieu, tai lieu 
dien tir; viec khai that, sir dung tai lieu dien 
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2. Dua tieu ,chi trien khai 	nha.'n van ban dien tir la met trong cac tieu 
chi danh gia chi so cai each hanh chinh va thi dua khen thuong cua cac co quan, 
to chirc hang nam. 

Dieu 26. Trach nhiem cUa SO' Tai chinh 

Can d'6i kinh phi de bO tri day du, kip thei trong ke hoach ngan sach hang 
nam de bao dam duy tri, phat trien van hanh He thong trong cac co quan va  
phuang tien luu trit tai lieu then tir cua tinh; trinh UBND tinh xem xet, phe 
duyet. 

Dieu 27. Trach nhiem cfia cac so', ban, nganh, UBND cac huyen, thi 
xi, thanh phO 

, 1. Thu truong cac co quan, Chu tich UBND cac huyen, thi xa, thanh phe 
co ke hoach trien khai thkre hien va chiu trach nhiem trtzoc Chu tich UBND tinh 
ye ket qua thgc hien Quy the nay. Kip thed bao cap Chu tick UBND tinh chi dao 
giai quyet nhitng khO khan, vtrang mac trong qua trinh to chirc thgc hien. 

s  2. Trien khai phdn mem quan 11 van ban thuec pham vi quan 11, chi dao, 
diet' hanh cua ca quan, dun vi minh bao dam kha nang ket noi, lien thong v6i 
True lien thong van ban tinh. Thgc hien cac giai phap, bien phap dam bao an 
toan, an ninh thong tin trong viec giri, nha.'n van ban dien 

3. D6si vbi cac ca quan, dia phuong chua hoan thanh viec ket noi, lien 
thong van ban dien tir nei be ce tra.ch nhiem in van ban dien dugc 	so till' He 

thong, dong,  dau den de xir nhu van ban giay theo quy dinh; thkrc hien hoan 
thanh ket nei, lien thong van ban then tit nei be, thgc hien girl, nh4n van ban 
dien tir theo quy dinh tai Quy the nay tnroc ngay 30 thang 12 nam 2019. 

Dieu 28. Trach nhiem cfia UBND cap xa" 

1. Chti tich UBND cap 14x'a có ke hoach trien khai thkrc hien va chiu trach 
nhiem tru6c,Chti tich UBND tinh, Chu tich UBND cap huyen ve ket qua thirc 
hien Quy the nay. 

2. Thgc hien cac giai phap, bien phap dam bao an toan, an ninh thong tin 
trong viec giri, nhan van ban dien 

TM. Ui'LT BAN NHAN DAN 
KT.CHU TICH 

CHU TICH 

yen Tun Thanh 
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