
UY BAN NIlAN DAN
HUYEN SON DONG. .

CQNG HoA xA HQI CHU NGHiA VI:E:TNAM
DQcl,p - TV do - H\loh phuc

S6: f36IUBND- TH San Dong, ngay AD thdng 5 ndm 2019

VIv phan loai, xu 19 van ban di~n tu

Kinh giri:
- Cac co quan, dan vi thuoc UBND huyen;
- UBND cac xa, thi tran.

Thirc hien y kien chi dao cua Chu tich UBND tinh - Truong Ban chi dao
xay dung Chinh quyen dien tu tai Thong bao s6 711TB-UBND ngay 25/3/2019
cua Chu tich UBND tinh; Cong van s6 230/STTTT-CNTT ngay 29/3/2019 cua
SO'Thong tin va Truyen thong v€ viec huang d~n, don d6c thirc hien nhiern VI,l

tai Thong bao s6 71/TB-UBND ngay 25/3/2019 cua Chu tich UBND tinh.

B€ hoan thanh cac muc tieu, nhiern vu xay dung Chinh quyen dien illnam
2019, Chu tich UBND huyen - Truong Ban chi dao xay dung Chinh quyen dien
tu huyen yeu cdu:

I. Phfln loai va thuc hi~n gfri nh~n van ban c1i~ntfr
Can cu Quyet dinh s6 28/2018/QB-TTg ngay 12/7/2018 cua Thu tu6ng

Chinh phu quy dinh v€ vi~c gui, nh?o van ban di~n tu giCracac cO'quan trong h~
th6ng hanh chinh nha nu&c;

Can Cll Quy~t dinh s6 133/2015/QB-UBND ngay 10/4/2015 cua UBND
tinh ban hanh Quy dinh v€ vi~c gui, nh?o, su d\ln~ van ban di~n tu va h6 sO'di~n
tu trong cac cO'quan nha nu&c tren dia ban dnh Bac Giang.

Van ban dugc phan lO(:li,th\l'c hi~n nhu sau:

1. Van ban gm ban gi§y
Bao g6m cac van ban thuQc danh m\lc bi m~t nha nu&c (van ban m~t, t6i

m~t, tuy~t m~t).

2. Van ban chi gfri c1i~ntfr
T~t ca cac van ban hanh chinh thong thuOng cua cac cO'quan nha nuac

tren dia ban huy~n phai dugc gui nh~n duai d(:lngvan ban di~n tu qua h~ th6ng
phdn m€m Quan ly van ban (phai dU(1cg&n chu IcY s6 thea quy dtnh).

3. Van ban gm h8 hQ'p
- Van ban quy ph(:lmphap lu~t.
_ Van ban chi gui di~n ill nhung ben gui va ben nh~n khong c6 du di€u

ki~n ky thu~t cho phep gui nh~n du&i d(:lngdi~n ill.
_Van ban, h6 sO',tai li~u c6 quy dinh phai gui ban gi~y.

- Van ban gui cho ca nhan d€ th\l'c hi~n.



II. Sfr dung chii' ky s6, chimg thir s6 cua Ban cir y~u Chinh phu
- Ap dung chtt ky s6, clnrng thu s6 phuc vu giri nhan van ban di~n tir, xir

ly cong viec the? Thong tu s6 02/2019/TT-BNV ngay 24/01/2019 cua BOnOi
vu, Quyet dinh so 330/20 16IQD-UBND ngay 09/6/2016 cua UBND tinh.

- Yeu cAu100% cac van ban phat hanh tren moi tnrong mang cua cac co
qua nha mroc tren dia ban huyen sir dung Chtr thu s6 d€ gui nhan. Thu tnrong
cac co quan, don vi sir dung chfr kY s6 ca nhan d€ ky s6 tren 80% van ban di~n
nr phat hanh tren moi tnrong mang

- Dam bao tren 20% ya~ ban phat hanh cua lanh dao HDND, UBND
huyen duoc sir dung chtr kY so de ky so van ban di~n tiro

III. Th~ thrrc, ky thu~t trinh bay van ban di~n tfr
Th€ thuc, Icy thu?t trinh bay van ban di~n tir dUQ'cth\lc hi~n thea quy dinh

hi~n hanh. Rieng phdn nO'inh?n trong van ban di~n tir d€ thu?n ti~n cho Van thu
th\lc hi~n giri van ban duQ'ctrinh bay nhu sau:

NO'inh(in:

Ban tli?n tir:

IV. Ti~p n~n, Ill'll trii' van ban di~n tii'va dam bao an toan thong tin

1. Ti~p nh~n van ban di~n tfr
, - Van thu co trac~ nhi~m truy C?PhOpth~ di~n,tir cua cO'quan ho~c l'hAn

mem QLVB&DHCV de nh?n van ban di~n tir den, kiem tra tinh xac th\lc ve nO'i
giri va S\l toan v~n cua van ban, n~u dam bao gia tri phap ly lam thu t\lCti~p
nh?n vao s6 cong van d~n va g~n van ban di~n tir d~n vao phdn m€m
QLVB&DHCV cua dan vi.

- Trong ngay lam vi~c, Van thu cac cO'quan phai truy C?PhOpthu di~n tir
cu~ cO'9uan ~o~c phAnm€m QLVB&DHCV it nhfit hai IAn(cu6i bu6i sang va
cuoi buoi chieu) de kip thai nh?n van ban di~n tiro

2. Lll'll trii'van ban di~n tii'
- Van thu cac cO'quan co trach nhi~m luu tm van ban di~n tir d~n,van ban

di~n tir di thea quy dinh.
- Cac cO'quan co trach nhi~m luu gifrvan ban di~n tir d~n, van ban di~n tir

di, h6 sO'giai quy~t cong vi~c di~n tir trong phAnm€m QLVB&D~CV, cua cO'
quan; luu gifr h6 sO'giai quy~t thu t\lChanh chinh di~n tir trong phan mem MOt
cua di~n tir cua cO'quan.

3. Dam bao an toan thong tin



Thu tnrong cac co quan, dan vi c6 trach nhiem dam bao an toan thong tin
cua dan vi minh. Dam bao cac h~ thong thong tin cua co quan hoat dQngan toan
trong moi tinh huong; xdy dung nQiquy bao dam an toan thong tin cua co quan
minh; b6 tri can bQphu trach quan ly an toan thong tin.

Giao Van phong HDND & UBND huyen, Phong Van h6a va Thong tin
huyen don d6c, hu6ng dfin cac co quan, dan vi, dia phirong tlnrc hien cac nQi
dung tren. T6ng hop bao cao Chu tich UBND huyen d6i voi nhtrng dan vi chua
nghiem tuc thirc hien cac nQidung tren,

Yell ~u cac co quan, dan vi nghiem tuc thee hien.,'. ~
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