UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM

XA QUYNH PHU Doc 1ap - Tw do - Hanh phuc
S6: 2858 /QD-UBND Quynh Phu, ngay 22thang 6 nam 2026
QUYET PINH

Ban hanh Quy ché tiép nhén, xir Iy, phat hanh, quan Iy viin ban
trén H¢ thong quan 1y viin bin va diéu hanh ciia tinh Hung Yén trong céc co
quan hanh chinh nha nuéc trén dia ban xa Quynh Phu

UY BAN NHAN DAN XA QUYNH PHU

Can cir Ludt Té chitc chinh quyén dia phirong ngay 16/6/2025;
Can cir Ludt Giao dich dién tir 56 20/2023/QH15;

Can cir Ludt Cong nghé théng tin s6 67/2006/QH11;

Can cir Ludt An toan théng tin mang sé 86/2015/0H]13;

Can cur Ludt An ninh mang 56 24/201 8/OHI14;

Can cir Nghi dinh s6 30/2020/NB-CP ngay 05 thing 3 nam 2020 cua Chinh

phu vé cong tdac van thu;

~ Can cir Nghi dinh s6 48/2024/ND-CP ngay 09/5/2024 ciia Chinh phii vé sira
doi, bo sung mot so diéu gbia Nghi dinh s6 130/201 8/NB-C}" ngay 27{9/201 8 cua
Chinh phu quy dinh chi tiét thi hanh ludt giao dich dién tir vé chit ky so va dich vu
chitng thuc chir ky so,

‘Can cir Nghi dinh s6 78/2025/ND-CP ngay 01/4/2025 cua Chinh phu quy dinh
chi tiet mot so diéu va bién phap dé to chirc, huong ddan thi hanh Ludt Ban hanh van
ban quy pham phap luat,

~ Can cit Nghi dinh 56 187/2025/NP-CP ngay 01/7/2025 ciia Chinh phii sita do,
bo sung mot so diéu cua Nghi dfinh,S(i ‘78/2025/ND—CP ngdy 01 thang 4 ndng 2025 cua
Chinh phu quy dinh chi tiet mgt so diéu va bién phap dé t6 chirc, huong dan thi hanh
Ludqt Ban hanh van ban quy pham phap ludt va Nghi dinh 6 79/2025/NP-CP ngay 01
thang 4 nam 2025 ciia Chinh phii vé kiém tra, ra sodt, Hé thong OQLVB héa va xir Iy
van ban quy pham phap ludt;

Can cir Nghi dinh §5 68/2024/ND-CP ngay 25/6/2024 cua Chinh phu quy dinh
chi quy dinh vé chit ky so chuyén dung cong vu;

Can cir Quyét dinh so 28/2018/0P-TTg ciia Thu tuong Chinh phu vé viéc giti,
nhan van ban dién twr gitra cdc co quan trong Hé thong QLVB hanh chinh nha nuoc,

Can cu Quyet dinh s6 20/2020/0D-TTg cua Thu tuéng Chinh phu vé md dinh

danh dién tir ciia cdc co quan, t6 chire phuc vu két néi, chia sé dir liéu véi cdc b,
nganh, dia phuwong,

Can cict Nghi dinh SNOA' 315/2025/ND-CP ngay 08/12/2025 cua Chinh phu Ban
hanh Quy ché lam viéc mau cua Uy ban nhdn ddn xa, phwong, dac khu;



Can cir Quyet dinh s6 76/2025/0D-UBND ngay 21 thang 9 nam 2025 ciia Uy
ban nhan dan tinh Hung Yén ban hanh Quy ché tiép nhan, xw Iy, phat hanh, quan ly
van ban trén Hé thong QLVB trong cdc co quan hanh chinh nha nuoc trén dia ban
tinh Hung Yén,

Theo dé nghi ciia Chanh Vin phong HPND va UBND xd Quynh Phu.

QUYET DINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché tiép nhén, xir y, phat hanh,
quan 1y van ban trén Hé théng quan 1y vin ban va diéu hanh cta tinh Hung Yén trong
cac co quan hanh chinh nha nudc trén dia ban xa Quynh Phu.

Piéu 2. Quyét dinh ndy c6 hiéu luc thi hanh ké tir ngay ky.

Pi¢u 3. Chanh Vin phong HDND va UBND x4, Thu trudng cac co quan, don
vi cua xa, can bd, cong chirc, vién chirc, ngudi lao dong va cac ca nhan co lién quan
chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nhan:

- Nhu Biéu 3;

- UBND tinh;

- TT bang uy xa; TT HDND x3;
- Chu tich, cac PCT UBND x3;
-Luu: VT, VP. [«
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(Ban hanh kém theo Quyét dinh s6: BND ngay 22 thang 6 nam 2026 cua
UBND xa Quynh Phu)

CHUONG I
QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh vé viéc tlep nhan, xur Iy, phat hanh, quan Iy van ban dién
tir trén Hé théng quan 1y vin ban va diéu hanh cua tinh Hung Yén (sau day viét tat la
Hé théng QLVB) trong céc co quan hanh chinh nha nuéc trén dia ban xa Quynh Phu,
tinh Hung Yén.

Piéu 2. Péi twong ap dung

Quy ché nay ap dung cho cac co quan hanh chinh nha nuéc, cac don vi su
nghiép truc thuoc UBND xa@ Quynh Phu va can bg, cong chirc, vién chirc, nguoi lao
dong (sau day goi tt 1a ca nhan) duogc cap tai khoan trén Hé thong QLVB tai UBND
xa Quynh Phu.

Piéu 3. Giai thich tir ngir
Trong Quy ché nay, cac tir ngit dudi diy dugc hiéu nhu sau:

. -H¢ théng quan ly van ban va diéu hanh (Hé thong QLVB) 1a Hé thong phan
mém dugc su dung dé tiép nhan, xir ly, phat hanh va quan Iy van ban dién tur cua co
quan, to chuc; dia chi truy cap: https://qlvb.hungyen.gov.vn.

- Van ban dién tir 13 vin ban duoc thé hién dudi dang thong diép dit liéu dién
tur, duogc tao 1ap hodc dugc s6 hoa tir van ban gidy va trinh bay theo thé thure, ky thuat
quy dinh.

- Chir ky s6 1a chir ky dién tir str dung thuat toan ma hoa khoa cong khai, duoc
tao lap va ki€ém tra theo quy dinh cua phap luat vé giao dich dién tu.

- Van ban dén 1a cac vin ban, tai liéu do UBND x4 nhan dugc tir noi gui thong
qua Hé thong QLVB, va cac van ban, tai li¢u do UBND xa nhan dugc qua hinh thuc
chuyén phat, trao tay, email, fax... dugc nhap 1€n h¢ thong QLVB.

- Van ban di 1a tit ca cac van ban do UBND x4 Quynh Phu ban héln,h, phat hanh
qua H¢ thong QLVB, va cac van ban do UBND xa Quynh Phu dugc s6 hoa 1én H¢
thong QLVB.

- Canhan str dung H¢ thong QLVB la can b, cong chuc, nguoi lao dong duoc
cap tai khoan truy cap va su dung Hé thong QLVB.

Pi¢u 4. Nguyén tic chung

- Moi van ban dé'n,’ van ban di cia UBND xa Quynh Phu phai dugc tiép nhan,
xur 1y, quan ly trén HE thong QLVB theo dung quy dinh tai Quy ché nay va cac quy
dinh hién hanh cua phép luat.



- Van ban dién tir trén Hé thong QLVB phai duoc ky sé ding quy dinh.

- Van ban dién tor dugc gui, nhan qua Hé thong QLVB c6 gia tri phap Iy va
duoc st dung dé thuc hién cong viéc nhu van ban gidy theo quy dinh cua phap luét,
trir cac trudng hop quy dinh phai gai van ban gidy theo quy dinh.

- Bam bdo tinh bao mat, an toan thong tin; khong dé 16 lot thong tin, tai lidu
mat qua Hé thong QLVB. Céc van ban c6 d§ mat khong duoc xur 1y trén HE thong
QLVB thong thuong.

- Cé4 nhan st dung H¢ théng QLVB c6 trach nhiém bao quan tai khoan, mat
khau, khong dugc cho nguoi khac st dung tai khoan cua minh; chiu trach nhi¢m vé
cac thao tac thuc hién trén Hé théng QLVB bﬁng tai khoan cua minh.

- Pam bao viéc xir 1y vin ban dang han, khéng dé ton dong. Thu trudng cac co
quan, don vi chiu trach nhiém truéc UBND xa vé viéc xur Iy van ban trén He théng
QLVB thudc pham vi quan ly.

CHUONG I1
TIEP NHAN VA XU LY VAN BAN DEN
Piéu 5. Tiép nhén viin ban dén
- Van thu Van phong HDND va UBND xa (sau ddy goi tdt la Van thu) c6 trach
nhiém theo doi, tlep nhan vin ban dén trén Hé théng QLVB. Vin ban dién tir nhan

duoc qua Hé théng QLVB phai dugc kiém tra tinh hop 1& (chit ky s6, thé thuc, noi
dung) trudce khi dang ky.

- T4t ca van ban dén hop 1¢ phai dugc dang ky vao Hé thong QLVB trong ngay
nhan; trudng hop nhan sau 16 gid thi ding ky cham nhét vao sang ngay lam viéc tiép
theo.

- Sau khi ding ky, vin thu chuyén van ban dén Lanh dao Uy ban nhan dan,
Chanh Van phong HDND va UBND xa.

Dieu 6. Phan cong xir ly vian bian den

- Lanh dao Uy ban nhan dan xa, Chanh Vin phong HDND va UBND xa phan
cong xur Iy van ban dén cua UBND xa trén Hé thong QLVB.

- Sau khi nhan dugc van ban, Lanh dao UBND x4, lanh dao cac phong, don vi,
bo phan: truc tiép xir Iy vin ban hodc phan cong bd phan, ca nhan xt 1y vin ban, kém
theo thoi han xir Iy (néu c6), ddng thoi kiém tra, giam sat, don ddc xir 1y vin ban dén.
Ngudi duoc phan cong xt 1y vin ban dén ¢ trach nhiém xur 1y van ban theo dung thoi
han quy dinh, cap nhat két qua xu ly 1én He théng QLVB.

Piéu 7. Thoi han xir 1y vin ban dén

Van ban thong thuong: xu ly trong thoi han quy dinh tai van ban; d6i voi cac
van ban khéng‘dé cap thoi han x1r Iy, 1anh dao don vi dé xuat thoi han xu 1y, dam bao
tién d§ xu ly ho so theo dung quy dinh.

Vin ban khan, hoa toc: xtr 1y theo yéu cau ghi trén van ban; trudng hop khong
ghi thot han, xtr Iy trong ngay hodc ngay sau khi nhan.



Van ban c6 thoi han tra 101: thuc hién dung thoi han ghi trén van ban. Truong
hop can gia han, phai bao cdo Chu tich Uy ban nhan dan xa va c6 thong béo kip thoi
dén co quan gi.

Pi¢u 8. Cap nhat két qua xir Iy vin ban dén

DPon vi, ca nhan duoc phan cong xu ly van ban phai cap nhat két qua xir 1y van
ban dén trén HE thong QLVB dé theo doi, quan ly.

CHUONG III
SOAN THAO, PHAT HANH VAN BAN DI
Piéu 9. Soan thao viin ban trén Hé thong QLVB

Can b0, cong chirc soan thao van ban thuc hién truc tiép trén HE théng QLVB
hoac soan thao bﬁng phﬁn mém khac sau d6 tai 1én Hé théng QLVB theo dung thé
thire, k¥ thuat trinh bay vin ban theo quy dinh tai Nghi dinh s6 30/2020/ND-CP va
cac quy dinh phap luat hién hanh.

No1 dung V§1~n ban soan thao phai dung véi nhiém vu dugc giao, chinh xac, ;6
rang, khong mac 161 chinh ta; truong hop van ban ¢ phu luc thi phai dinh kém day
du trén HE thong QLVB.

Pi¢u 10. Quy trinh xem xét, ky ban hanh vin ban di

1. Nguoi soan thao trinh van ban qua He théng QLVB cho lanh dao phong, don
vi xem x¢t. Van ban trinh ky s6 dugc dinh dang: *.pdf.

2. Lanh dao phong, don vi kiém duyét van ban; ky nhay van ban bang chir ky
s6 ca nhan trén Hé théng QLVB va chuyén vin ban dén lanh dao Vin phong.

3. Lanh dao Vin phong kiém duyét thé thirc van ban, ky nhay van ban bang chir
ky s6 ca nhan va chuyén vin ban dén Thuong truc Hoi dong nhan dan, Lanh dao Uy
ban nhan dan. Pdi voi cac van ban ky thira 1énh Chi tich Uy ban nhan dan x4, 1anh
dao Vian phong truc tiép ky s6 vin ban trén Hé théng QLVB, chuyén vin ban dén vin
thu phat hanh.

4. Thuong tryc Hoi déng nhan dan, lanh dao ny ban nhan dan kiém duyét van
ban, thuc hién ky s6 van ban trén HE thong QLVB, chuyén van ban dén van thu.

* Trong truong hop tra lai van ban, nguoi trd phai néu 1y do, ndi dung can chinh
stra, b6 sung dé ca nhan co lién quan ti€p thu, hoan thién, trinh lai van ban.

* Trong truong hop cac phong, don vi ban hanh van ban, tai bude 2, Lanh dao
cac phong, don vi thuc hién ky sé van ban trén Hé théng QLVB, chuyén van ban dén
van thu phat hanh.

Diéu 11. Phat hanh vin ban di

Vin thu kiém tra vin ban; ding ky sb, thoi gian ciia van ban di; ghi s6 va thoi
gian vao van ban di c¢6 chit ky chinh thirc; thuc hién ky s6 bang chirng thu s6 cua co
quan; gui van ban qua H¢ thong QLVB dén cac co quan, t6 chure, ca nhan ¢ tén trong

danh sach nhan. Truong horp noi nhén chua str dung Hé théng QLVB hodc phap luat
quy dinh phai gui van ban gidy, van thu in, déng dau va giri vin ban gidy song song.



Van thu phat hanh vén ban di trén H¢ théng QLVB trong ngiy van ban dugc
ky ban hanh; doi voi van ban ky sau 15 gio 30 phut, phat hanh chdm nhat vao sang
ngay lam viéce tiép theo, trir truong hop van ban khan, hda toc.

CHUONG 1V
QUAN LY, LUU TRU VAN BAN TREN HE THONG QLVB

Piéu 12. Quan ly hd so cong viée trén Hé thong QLVB

Lanh dao phf)ng c}luyén mon chi dao viéc 1ap danh muc hd ‘SO’ cong viéc cua co
quan, don vi dy kién trién khai trong nam, gui danh muc hé so vé€ phong Van hoa xa
hoi; dong tho1 quan triét, chi dao can b, cong chire lap hd so cong viée theo quy dinh
(véu cdu tao ldp hé so dién tir thwc hién theo cdc quy dinh tai Nghi dinh s6
30/2020/ND-CP). Phong Van hoa xa hoi chu tri ph01 hop voi Van phong HDND va
UBND tao 1ap khung ho so cong viéc va cap quyén cho can b, cong chire tao lap ho
so cong viée trén H¢ thong QLVB.

Can bg, cong churc co trach nhiém lap hd Sy cong viéc trén He théng QLVB ddi
v0i cac cong viee duoc giao, dam bao tap hop day du van ban, tai liéu lién quan vao
ho so theo dung quy dinh vé 1ap ho so va ndp luu ho so, tai liéu vao luu trit co quan.

Khi’két thuc cong viéc, nguoi duge giao nhiém vu phai dong hd so va nop luu
vao H¢ thégg QLVB, thong béoq dén van thu HDND va UBND x4, van thu thuc hién
tiép nhan ho so cong viée, chuyén luu trirt UBND.

Picu 13. Bao quan, lvu trir vin ban dién tir

Vin ban dién tir trén Hé thong QLVB duoc luu trit tap trung, an toan theo quy
dinh. Nguoi lam cong tac van thu — lu'u trir chiu trach nhiém quan ly kho luu trir dién
tir, ddm bao van ban khong bi stra doi, xoa trai phép.

Thot han‘lu’u trir van ban dién tur trén HE théng QLVB thuc hién theo quy dinh
cua phap luat vé luu trir.

Picu 14. Khai thic, sir dung vin ban trén Hé thong QLVB

Canhan chi dugc khai thac, str dung van ban, :[éli liéu t{én Hé théng QLVB phquc
vu cong viéc dugc giao; khong dugc sao chép, in an, chuyén ti€p van ban trai tham
quyén hodc stir dung vao muc dich c4 nhan.

Viéc tra ctru, khai thac van ban trén Hé thong QLVB phai thuc hién bang tai
khoan cua chinh ¢4 nhan va chi dugc thuc hién trong pham vi dugc phan quyén.

CHUONG V
QUAN LY TAI KHOAN VA BAO PAM AN TOAN HE THONG QLVB

Pi¢u 15. Cap, quan ly tai khoan c4 nhin

Phong Vin héa xa hi chiu trach nhiém dé xuat cp, thay doi, thu hoi tai khoan
ca nhan trén H¢ thong QLVB theo su phan cong cua Cha tich UBND xa.

, Mbi can bo, cong chuce, vién chire, nguoi lao dong dugce cap mot tai khoan duy
nhat. Khi c6 thay d6i vé nhan su (diéu dong, nghi viéc, chuyén don vi,...), tai khoan
phai dugc cép nhat hodc thu hoi ngay trong vong 03 ngay lam viéc.



Cénhan co trach nhiém d6i mat khau dinh ky theo yéu cau ctia Hé thong QLVB;
khong dé mat khau don gian, dé doan; khong chia sé tai khoan, mat khau cho ngudi
khéc.

Diéu 16. Bio dam an toan, an ninh Hé théng QLVB

C4 nhan khong duoc cai dit, sir dung cic phdn mém khong rd ngudn gdc trén
thiét bi truy cap Hé thong QLVB; phai cai dat phan mém di¢t virus dugc cap phép va
cap nhat thuong xuyén.

Khi phat hién tai khoan bi xAm pham, Hé thong QLVB ¢6 dau higu bt thuong
hodc xay ra su ¢d, ca nhan phai bdo c4do ngay cho quan tri vién Hé thong QLVB va
Chu tich UBND xa.

Khong str dung Hé thong QLVB dé dang tai, luu trir, phat tan thong tin vi pham
phap luat, thong tin c6 ndi dung xiac pham, vu khong, thong tin gia mao.

CHUONG VI
TRACH NHIEM CUA CAC TO CHUC, CA NHAN
Piéu 17. Trach nhiém ciia Thuong trwe HPND x4, Lanh dao UBND xa
Chi dao, t6 chire trién khai, kiém tra, dén déc viéc thuc hién Quy ché.

Ph¢ duy¢t phan quyén str dung H¢ thong QLVB; phén cong xir 1y van ban dén;
xét duyét, ky s6 van ban di theo tham quyén.

Chi dao xtr Iy kip thoi cac su cd, vi pham trong qué trinh van hanh H¢ théng
QLVB.

Pi¢u 18. Trach nhiém ciia Viin thu

Tiép nhan, dang ky, theo ddi van ban dén; dang ky, phat hanh, giri van ban di
trén H¢ thong QL VB theo dung quy dinh.

Dé xuit nang cap, khic phuc su c¢6 Hé thong QLVB.

Thuc hién théng ké, tong hop bao cao dinh ky Ve hoat dong quan ly van ban
dién ttr, tinh hinh van hanh Hé thong QLVB theo yéu cau ctia cAp c6 tham quyén.

’ Phdi hop v6i bo phén phu trach quan tri mang, cong ngh¢ thong tin, chuyén doi

s0 trong viéc ho trg, huéng dan can bg, cong chirc st dung H¢ thong QLVB.

Piéu 19. Trach nhiém cia cac phong, don vi va can bd, cong chirc, vién
chire, nguoi lao dong

Thu truong cac phong, don vi chiu trach nhiém don déc, kiém tra viée xur Iy
van ban dén cﬁaﬁdqn vi minh trén Hé thong QLVB; xét duyét, trinh / ky ban hanh van
ban di; khong dé ton dong van ban qua han xu 1y.

Can b9, cong chirc, vién chirc nguoi lao dong co trach nhiém thuong xuyén

dang nhap Hé thong QLVB dé xir 1y vin ban duoc phén cong; cép nhat day du, chinh
xéc thong tin, két qua xur 1y trén Hé théng QLVB; lap hod so cong viéc theo quy dinh.

Can b9, cong churc, vién chirc, nguoi lao dong khong dugce dé 16 thong tin mat,
phat tan van ban noi bo trai quy dinh.



Phong Vin héa - Xa hoi chu tri huéng dan, ’h(x) tro can bo, gf)ng chure, Vién chuc
trong vi¢e khai thac, sir dung va van hanh H¢ thong QLVB; ki€ém tra, dén doc, viéc
thuc hién Quy ché nay; quan ly cong tac van thu luu trir; thuc hién bdo cdo S ndi vu
theo quy dinh.

CHUONG VII
KHEN THUONG, XU LY VI PHAM VA PIEU KHOAN THI HANH

Piéu 20. Khen thwéng

T chuc, 92’1 nhan thuc hién t‘ét Quy ché nay, cO sang kién, cai tién trong viéc
ung dung H¢ thong QLVB, gbp phan ning cao hi¢u qua cong tdc quan ly van ban s&
duoc khen thudng theo quy dinh cua phap luét va quy dinh cua UBND xa.

Picu 21. Xir 1y vi pham

T6 chuc, ca nhan vi pham cac quy dinh tai Quy ché nay tiy theo tinh chét,‘ml'rc
dd vi pham s€ bi nhdac nhg, phé binh hodc xur 1y theo quy dinh cua phap ludt vé can
b0, cong chirc, vién chirc va cac quy dinh phap luat c6 lién quan.

Nguoi dé xay ra ton dong van ban qua han ma khoéng c6 ly do chinh dang, dé
10 lot thong tin, sir dung H¢ thong QLVB sai muc dich s€ b1 xur 1y nghiém theo quy
dinh.

Diéu 22. Diéu khoan thi hanh

Quy ché nay c6 hiéu luc thi hanh ké tir ngay ky Quyét dinh ban hanh.

Trong qua trinh thyc hién, neu ¢ vudng mac, phat sinh, cac phong, don vi, bo
phén, ca nhan kip thoi phan anh vé Vin phong HDND va UBND xa dé tong hop, béao
c40 Chu tich Uy ban nhan dan xa xem xét, diéu chinh, bo sung cho phu hop.
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