
KIEM TOAN NHA NVOC CONG HOA XA HOI CHU NGHiA VItT NAM 
Doc lap — Tu. do — Hanh phut 

s6:502c/QD-KTNN 
	

Ha Noi, ngay /(3 thang 4_0 nam 2017 

QUYET DINH 

Ban hanh Quy dinh tam thei ve viec quan 157, sir dung 
phAn mem Quail 157 van ban va Ho so' cong viec ctia Kiem town nha nuirc 

TONG KIEM TOAN NHA 

Can dr Luat Kiem toan nha nirerc nam 2015; 

Can c* Luat Cong nghe thong tin; 

Can dr Luat Giao dich dien tir ngay 29 thang 11 nam 2005; 

Can cir Nghi dinh s6 64/2007/ND-CP ngay 10 thang 4 nam 2007 cila Chinh 

viec img dung cong nghe thong tin trong boat dOng cua ca quan nha mreic, 

Can cir Chi thi so 15-CT/TTg ngay 22 thang 5 nam 2012 cila Thu Wong 

Chinh phu ve viec tang cirong sir dung van ban dien tir trong ca quan Nha ntrac; 

Can dr Nghi quyet 36a/NQ-CP ngay 14 thang 10 nam 2015 cua Chinh phu  

ve Chinh phu dien -Er; 
Xet de nghi cua Chanh Van phong Kiem toan nha mreic, Giam d8c Trung 

tam Tin hoc, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy dinh tam thiyi ve viec quail 

1Y, sir dung ph'an mem Quail VT van ban va Ho so tong viec cua Kiem toan nha 

nuoc. 

Dieu 2. Quyet dinh nay có hieu hrc thi hanh ice tir ngay kY. 

Dieu 3. Chanh Van phong Kiem toan nha nuafc, Giam d8c Trung tam Tin 

hoc, Thu trtrong cac don vi tnrc thu8c Kiem toan nha nu6c va cac to chirc, ca nhan 

có lien quan chiu trach nhiem thi hanh Quyet dinh nay./.1411--  

No'i nhOn: 	 TONG KIEM TOAN NHA NVOC 
- Nhu Di&I 3; 
- Lanh dao KTNN; 
- Lau: VT, TTTI-loy 
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KIEM TOAN NHA NliOC CONG HOA X -A HOI CHU NGHIA VI ET NAM 
Doc lap - Tu do - Hanh phtic 

QUY DINH TAM THOI 

Ye viec quan 1ST, sir dung phAn mem Quin 15,  van ban va WI cong viec 
cua Kiem town nha ntro'c 

(Ban hanh kern theo Quyt clinh s adg2/QD-KTNN ngayM thting%Onam 2017 
el:0 Tang Kle'm toan nha mak) 

Chuang I 

NHUNG QUY DINH CHUNG 

Dieu 1. Phum vi, doi ttromg ip dung 

1. Quy dinh nay quy dinh ve viec trao cloi, xior 1y, lull tit sir dung va quan 
12 van ban din tir tren phan mem Quan 12 van ban va Ho so cong 

2. Quy dinh nay ap dung dOi \Teri tat ca cac don vi trvc thu0c; can bi5, cong 
chirc, vien chirc va ngueri lao dOng thuOc Kiem toan nha nu& (goi tat la can b0, 
cong chirc) khi khai thac va sir dung chuong trinh phan mem Quan 12 van ban va 
HO so cong viec cua Kiem toan nha I-mac (KTNN). 

Dieu 2. Giai thich tir ngir 

1. Phdn mem Quan 12 van ban va Ho so cong viec (goi tat la Phdn mem): 
La. Phdn mem cua KTNN nham quan ly viec trao cloi, Kir ly, luu tar' van ban cila 
KTNN. 

2. Ngued sir dung: La l'anh dao KTNN, lath dao don vi, cong chuc, vien 
chirc va ngirei lao dOng cua cac don vi thuOc Khoan 2, Dieu 1 cua Quy dinh nay 
dugc cap quyen truy cap, sir dung vao Phan mem. 

3. Tai khoan ngiari ,sir dung: Bao 	ten clang nhap va mat khdu,diing de  
dinh danh va xac dinh quyen han 	ngueri sir dung trong 	sir dung Phan mem. 

4. Van ban din 	La van ban dugc tao ra, dugc giri di, dugc than ho'4c 
dirgc luu trir bang cac phuong tin lien dr. 

5. Chit ky  din tir: Dirac tao lap dui dang tir, chit, so, ky hieu, am thanh 
ho4c cac hinh thirc khac bang phuang tien dien tir, gan lien ho4c kat hop mot each 
logic voi thong dip du lieu, co kha nang xac nhan nguari 1c2 thong dip du lieu va 
xac nh'an sit chdp thuan cua nguiyi do dOi vai not dung thong dip du lieu &rot k2. 

Dieu 3. Quy dinh chung 

1. Tai khoan nguiyi sir dung 
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M8i can bO, cong chirc dugc cap mot tai khoan de sir dung phan mem, tai 
khoan nay c6 ten clang nhap, mat khau tang ved ten clang nhap, mat khau cua  
horn thu Kiem toan nha nuerc. Can bO, cong chirc dugc cap tai khoan phai chiu 
trach nhirn quan 1T va bao mat tai khoan cua minh. 

2. Cac quyen sir dung khai thac thong tin: Thy theo chirc vu va vi tri cong 
tac, cac tai khoan ngued sir dung dugc phan quyen theo cac vai -ire) sau: 

a) Vai tro lanh dao KTNN: Dugc cap cho ngued sir dung la TOng KTNN, 
Pho TOng KTNN; dugc cap quy&n khai thac, sir dung thong tin ve van ban di, van 
ban den va trinh cua KTNN theo pham vi dugc phan cong phu trach quan 

b) Vai tro lanh dao Van ph6ng KTNN: Dirac cap cho ngtroi sir dung la 
Chanh Van phong KTNN, Ph6 Chanh Van phOng KTNN hoac ngued dugc 
Chanh Van phong KTNN uy quyen; dugc cap quy'en khai thac, sir dung thong 
tin ve tat ca van ban di, van ban den va 0 trinh cua KTNN theo pham vi dugc 
TOng KTNN (doSi vOi Chanh Van phong KTNN), Chanh Van phong phan cong 
phu trach quan ly (dOi ved Ph6 Chanh van phong KTNN va nguOi dugc Chanh 
Van phOng KTNN lay quyen). 

c) Vai tro lanh dao don vi: Dugc cap cho ngued sir dung la Vu truong, 
Kiem toan truong va tucm.g throng; Ph6 Vu truong, Ph6 Kiem toan truong va 
tuung ducmg hoac ngued dugc Thu truong don vi uy quyen; dugc cap quy'en 
khai thac, sir dung thong tin ve cac van ban di, van ban den va to trinh cua don 
vi thuOc pham vi dugc Thu truong don vi phan cong phu trach quan 

d) Vai tro lanh dao phong: Dugc cap cho ngued sir dung la Tnxemg phong 
va tuang &rang; Pho Truemg phong va tuang duang; dugc cap quyen khai thac, 
sir dung thong tin ve cac van ban di, van ban den va to trinh theo pham vi dugc 
lanh dao don vi phan ding quan 13'7. 

d) Vai tro van thu KTNN: Dirac cap cho ngueri sir dung la can bc), cong 
chirc thuOc Ph6ng Hanh chinh - Van ph6ng KTNN dugc giao trach nhiem phu 
trach theo doi, luu tra, luan chuyen van ban di, van ban den cua KTNN; dugc 
quyen khai thac, sir dung thong tin ve tat ca cac van ban di, van ban den cilia 
KTNN. 

e) Vai tro van thu don vi: Dugc cap cho nguoi sir dung la,  can bO, ding 
chirc dugc giao trach nhiem phu trach theo,d6i, luu tar, luan chuyen van ban di, 
van ban den, trinh 	don vi; dugc quyen khai thac, sir dung thong tin ve tat 
ca cac van ban di, van ban an dm don vi. 

g) Vai tro Thu V - TOng hgp: Dugc cap cho ngued sir dung la can bO, 
cong chirc thuOc Ph6ng Thu V - TOng hop thuOc Van ph6ng KTNN; dugc 
quyen khai thac, sir dung thong tin v'e to trinh trinh lanh dao KTNN, trinh lanh 
dao Van phong KTNN; dugc khai thac, sir dung thong tin ve van ban di, van ban 
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den theo su phan cong cua lanh dao Van phong KTNN. 

h) Vai tro chuyen vien: Dirac cap cho nguoi sir dung la can ba, ,Cong 
chirc; dirge quyen khai thac, sir dung thong tin ve cac van ban di, van ban den, to 
trinh theo su phan cong cua lanh dao don vi, lanh dao phOng. 

3. Cac van ban, tai lieu &rad day ngoai giri van ban dien to can giri kern 
them van bangiay 

a) Van ban, tai lieu co thed han bao quan vinh vien tai co quan nhan van 
ban theo quy dinh tai Thong to 09/2011/TT-BNV ngay 03/6/2011 dm B6 Nai vu 
quy dinh ve died han bao quan ha so, tai lieu hinh thanh pha bien trong hoat 
clang cira co quan, to chirc va cac quy dinh khac. 

b) Van ban, ha so, tai lieu trinh lanh dao KTNN. 

c) Cac van ban cua KTNN, lanh dao KTNN gixi cho cac don vi chu tri xir 
ly van ban. 

d) Van ban, tai lieu giri cho cac don vi chua du dieu kien tier) nhan van 
ban dien tir. 

4. Cac van ban khong trao dai hoc han the trao dai thong qua PhAn mem 

a) Cac van ban khong trao d6i thong qua phdn mem 

- Cac tai lieu mang nai dung lien quan den bi mat nha nuac dirgc thuc 
hien theo quy dinh phap luat ve bao ve bi mat nha nu& va cac van ban khac có 
lien quan; 

- Cac van ban, tai lieu lien quan den Ha so kiem toan thutic danh muc 
khong cong ba cua KTNN; van ban khieu nai, to cao, phong chang tham nhang; 

- Van ban có mirc do mat hoc van ban c6 nai dung mang tinh chdt mat; 
cac van ban, tai lieu lien quan den ha so kiem toan mang tinh du thao hoc chua 
&roc cong b6, cong khai theo quy dinh. 

b) Cac van ban han the trao dai thong qua phdn mem 

Cac van ban di cda KTNN thuac dien han the cong 1)6 theo y kien chi dao 
cira lanh dao KTNN, bao cao kiem toan thi don vi chir tri soan thao chi nhap cac 
truerng thuac tinh quan tren Phdn mem, truorig trick yeu nha p n a  on khong 
the hien nai dung nhay cam cila van ban, khong gan kern cac tep nai dung vao 
Phdn mem. 

5. The thirc va dinh dang van ban dien tit 

a) The thirc va ky thuat trinh bay van ban: Thuc hien theo Quyet dinh so 
757/QD-KTNN ngay 15/6/2011-cUa Tang KTNN. 

b) Ngon ngfr sir dung trong phdn mem la tieng Viet, ma font chit sir dung 
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bO ma Unicode theo tieu chuan Viet Nam hien hanh (hien tai là TCVN 
6909:2001). 

c) Sir dung cac tap tin dinh clang nhu sau: 

- DiSi voi tap tin van ban: *.txt, *.rtf (v1.8, v1.9.1 ), *.pdf (v1.4, v1.5, v1.6, 

v1.7), *.doc, *.docx, *.odt (v1.1) 

- D6i voi tap tin bang tinh: *.csv, *.xls, *.xlsx, *.ods (v1.1). 

- D6i voi tap tin trinh dign: *.htm, *.pdf, *.ppt, *.pptx, *.odp (v1.1). 

6. Thai diem girl, nhan, xir13',  van ban dien tir 

a) Viec nhan van ban dien tir phai thirc hien ngay trong ngay hoac ngay 
lam vi'ec ke tiep ke tir thai gian van ban dugc chuyen den. 

b) Viec giri van ban dien tir phai thirc hien ngay trong ngay hoac ngay 
lam viec ke tip k'e tir ngay phat hanh van ban. 

c) Viec xir li., tra leyi van ban dien tir phai phi' hop voi thoi gian quy dinh 
cilia van ban. 

, 	7. Viec lien thong van ban trong nganh, ngoai nganh dugc sir dung chit IcT 
so giri qua phan mem dugc thirc hien theo quy dinh cilia nha nuerc va ctia KTNN 
khi KTNN dua chit Icr so vao sir dung. 
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Chuang II 

NHL NG QUY DINH CU THE VE QUAN LY, St' DUNG PHAN MEM 
QUAN L\ VAN BAN VA HO SO CONG VIEC 

Dieu 4. Quin 157 van ban den 

1. Quy trinh van ban den KTNN 

a) So 6 quy trinh 

Ir  Van ban CI 
1
1 	

KTNN 

Quy trinh quilt IY van ban an KTNN 

— 1 

	

n 	I 1._ 

	

_ 	I 

Van thu,  KTNN 
Lanh dao Van phong 

KTNN 
ThLr kY - t6ng hqp Lanh dao KTNN Van thir dcrn yj 

..,. * Tiap nhan van 
ban 

.4*(1, 
' "-- 

Cho tilt phe phan 
ph6i van ban 2a) 

(3a). Trinh ban 

I 

■ I 
(3b) 	I 
4‘....._ 

gigy 

(la) 

(1b)-"------ 

■ 
Cap mat thong tin 
van ban, 9 kik chi 

(2b) 

cl4o a:la Lanh dgo 
KTNN 

I---(3) I 
I 
I 	

I 
I 

,,1 Tiap nhan 

I ‘4 don vi 

- - 	-1 r 	1 
II 	

I  I Cho 9 kian chi ciao 14— 
I 	 I 
I 	  r 

b) MO to quy trinh 

Bulk 1. Van ban den KTNN, van thu KTNN tiep nhan van ban bao 
vao so, cap nhat thong tin van ban, tuST theo tinh chat se quet van ban vao 

Phan mem. 
Bulk 2. Van thu KTNN luan chuyen van ban theo mot trong cac cach 

nhu sau: 
- Trinh lanh dao Van phong KTNN xin y kien x r V/ van ban (luOng 1). 

- Hoac trinh lanh dao KTNN qua Phong Thu 1c7 - TOng hop (luang 1 a) dOi 
voi nhang van ban da c6 quy dinh, phan cong giai quy& hoac van ban giri cho 
lanh dao KTNN. Van ban trinh lanh dao KTNN &roc giri song song ca van ban 
giay va van ban dien tir. BO phan tong hop/van thu thuOc Phong Thu ky - TOng 
hop nhap y kien chi dao len Phan mem va chuyen den cac ca nhan, to chirc lien  

quan theo y kien chi dao cua lanh dao KTNN tren van ban giAy. 
- Hoac chuyen thang den don vi trix tier) xir ly (luOng lb) dai v6i nhang 

van ban chuyen ca bi, van ban neu rei don vi tip nhan... 
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Van ban gigy 

Btrov 3. Lanh dao Van phong KTNN xix ly van ban theo mat trong cac 
cach sau: 

- Lanh dao Van phong KTNN cho y kien giai guy& va chuyen lai van thu 
KTNN phan phi van ban theo y kien chi dao (cluing tra luang 1); 

- Doi vii van ban can xin y kien chi dao cua lanh dao KTNN, lanh dao 
Van phong trinh lanh dao KTNN xin y kien chi dao qua thu ky lanh dao KTNN 
(luang 2a). Viec trinh lanh dao KTNN dugc thuc hien song song ca van ban giay 
va thong qua Phan mem. 

- Lanh dao Van phOng KTNN có the chuyen tnrc tiep van ban den dan vi 
thuOc KTNN qua van thu clan vi (luang 2b); 

Bulk 4. Doi voi van ban den trinh lanh dao KTNN (luang 1 a, luang 2a), 
sau khi lanh dao KTNN but phe cho y kien chi dao tren van ban giay, Thu kY -
Tong hop nhap y kien len Phan mem va chuyen den cac don vi (qua van thu don 
vi) theo not dungy kien chi dao. 

2. Quy trinh van ban den dan vi 

a) So.  6 quy trinh 

Quy trinh ly van ban den dun vi 

Van thu dan vi Lanh dpo dan vi Lanh dao phOng Choyen vien 

(2). Chi ciao* Xir 	Giao xir Ij,  

(1). Trinh xin y kign 

Choy kign xir IV van 
ban  

3). Giao xir ly  

X ir ly van bin 

[....

Van bin dig n tit 

flap nhO van bin 

b) MO to quy trinh 

Bulk 1. Van ban an dun vi, qua van thu don vi ti6p nhan van ban, vao,sa 
vanhap van Phan mem, bao 	nhap thuOc tinh, qua van ban vao Phan mem ,  

vii van ban giay). 

Buck 2. Van thu don vi trinh van ban xin y kien lanh dao don vi (ho4c 
nguoi dugc uy quyen) (luong 1). Doi \Teri nhang van ban da dugc lanh dao clan 
vi Ay quyen xir ly cho phong/ban, van thu dan vi có the chuyen thong van ban 
cho lanh dao phong thgc hien (luang 1 a). 
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Buck 3. Lanh dao don vi cho y kien xir VT van ban ten Phan mem, sau d6 
chuyen van thu phat hanh van ban (dtramg tra luong 1) den phong/ban thut hien 
qua lanh dao ph6ng Owing 1 a) hoac lanh dao don vi ding c6 the trix tiep 
chuyen va chi dao cap cluoi thvc hien (luong 2). 

Btreec 4. Tren co so. y kien chi dao cua lanh dao don vi, van thu don vi 
chuyen van ban den cac lanh dao don vi (doi viii tru6ng hop Thu trugng don vi 
chi dao, cho )"7 kien 	lanh dao phong de thkrc hien (1u6ng 1 a). 

Btreec 5. Doi viii lanh dao don vi, lanh dao phong sau khi nhan van ban c6 
the giao xir ly xu6ng cho cap clued trgc tiep quan VT de to chdc thuc hien (1u6ng 3). 

Lim )5: 

- Dai vai cac ban, to chirc, doan thi chi quan ly clju mai nh4n van ban la 
ngtrai clung clau ban, to chic, cioan the. 

- Cac lanh ciao clan vi, lanh ciao phong, van thu. clan vi, cac chuyen vien 
khi nhan cluac van ban, neu cid xi ly xong, an nut "K'et thlic" trong Phan mem 
di kit thiic quy trinh xi 1Y. 

3. Quy dinh d6i vai van ban den 

- Cac van ban c6 tai lieu, phu luc dinh kern, tuS7 theo tinh chat se dugc 
quet (scan) va cap nhat len Phan mem theo quy dinh dm KTNN. 

- Van ban den bang ,gidy sau khi da quet va cap nh4t vao Phan mem, don 
vi, to chic luu tril ban giay vao ho so cong viec theo quy dinh. Sau khi nhan 
dugc 3",  kien xir 17 van ban, van thu thisc hien luan chuyen van ban ten phan 
mem, rieng doi vai van thu KTNN, ngoai viec luan,chuyen van ban t 	an en Ph 
mem thi dong thoi chuyen van ban giay cho don vi, to chic dugc giao chu tri xir 
1)'7 van ban. 

Dieu 5. Quin 157 van ban di 

1. Quy trinh van ban di 

a) So d6 quy trinh 
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Quy trinh plan lY van ban di 

Chuyen vien Lanh dao phong Lanh dao don vi Van thu don vi 

(3). Tra lai 

Xem xet, phe 
duyt du thao 

'V 
(2). Trinh xem xet, phe duyet 

Phat hanh van 
ban 

•,. Xem xet du 
thao 

(1). Trinh xem xet 

M" thao van 
(4). Chuyen van ban dien W— 

(6) 

ban di 

A 

Tra lai- van (2a). Phe duyet 
-(5) Iv- 

ban  giay 

b) MO to quy trinh 

Birk 1. Chuyen vien nhap thuOc tinh cua van ban du thao vao PhAn mem bao 
gOm ca van ban dinh kern (neu co) va trinh lanh dao phong xin y hen (lu'ong 1). 

Blink 2. Lanh dao phong xem xet 

- Trueng hop lanh dao ph6ng dog y veYi not dung van ban, trinh lanh dao 
coon vi xem xet, phe duyet (luting 2). 

- Truemg hop lanh dao phong khong gong y voi not dung van ban, cho 
kien va tra lai chuyen vien chinh sira (luting 2a) 

Btro'c 3. Lanh dao dun vi xem xet, cho y kien chi dao va chuyen tra lai 
lanh dao phong chinh sira hoc in ra trinh ky (luting 3). 

Btro'c 4. Lanh dao phong in ra trinh lanh dao dun vi phe duyet (1u6ng 5), 
dung thoi chuyen van ban dien tir tren Phan mem cho van thu dun vi (luting 4). 

13trov 5. Lanh dao don vi phe duyet van ban giAy va chuyen van thu don 
vi phat hanh (1u6ng 6). 

Bulk 6. van thu don vi ki6m tra, coi chi6u van ban gidy va van ban dien 
tir va cap s6, phat hanh van ban. 

Lim fi: 

- Dai vai trtrong hop lanh ciao clan vi trz,rc tieP soan thao: Lanh ciao clan 
vi kf; va chuyen van ban ban cirng cho van Myr clan vi nhap thuac tinh, thy theo 
tinh chat se scan van ban vao Phan mem va phat hanh van ban. 
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- Doi vai trtrerng hop tanh ciao clan vi giao tru'c tier cho can b0, cong 
chirc soon thao van ban khong qua phong thi se thz,rc hien nhu. cloi VC'fi trwerng 
hop lanh ciao clan vi sown thao van ban. 

2. Quy dinh d6i vgi van ban di 

- Cac van ban di dugc xir lY teen PhAn mem theo quy dinh cua KTNN, trir 
khau cuoi trinh len lanh dao KTNN, lanh dao don vi ky van ban thi sir dung van 
ban giay (kern cac tai lieu kern theo). 

- Sau khi van ban dugc ngueyi c6 thAm quyen kY, dong dAu theo quy dinh, 
van thu sir dung phat hanh van ban dien tir den not nhan,(doi vai ca nhan,,don vi 
thuOc KTNN) th8ng qua Phan mem va luu van ban giay trong ho so gOc theo 
quy dinh. 

Dieu 6. Quin 15,  Tb. trinh xin y Men lanh dao KTNN, lanh dao cac dun vi 

1. Quan 	trinh xin y kien lanh dao KTNN 

a) So do quy trinh 

Quy trinh Tet trinh 

-- 

Van thir don vi Thu k)"/ tong hop Lanh dao KTNN 

Phat hanh To.  -■ — — — 

4 — — 

-(2). Trinh —
I 
+ 

Tie) than trinh (1)-0- 

Phe duyet, cho 
3"/ kien chi dao 

— —(3)— 

I 

—
I Cap nhat 

Icien chi 4o 
dm LD KTNN 

(4). Tra lai 

b) MO to quy trinh 

Bulk 1. Thgc hien cac btrgc tuang to theo cac bu6c tir Bu6c 1 den Bu6c 
7 Quy trinh cong van di Muc 1, Dieu 5. 

Bulk 2. Van thu don vi thgc hien phat hanh Ta trinh (van ban gia'y va qua 
Phan mem) trinh lath dao KTNN (1u6ng 1). 

Bulk 3. Thu ky - T6ng hop tip nhan, trinh lanh dao KTNN van ban giAy 
To trinh (1u6ng 2). 
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Buck 4. Lanh dao KTNN cho y  kin tren van ban giay va chuy6n Thu 1(2 

- tOng hop (luting 3). 

Marc 5. Thu k2 - T6ng hop nhap not dungy kin chi dao cua lanh dao, 
cap nhat thaigian van ban trinh,vao, van ban tra ra va trang thai (pile duy't hoc 
yeu cau chinh sixa) va chuyen den cac don vi theo y kien chi dao qua Phan mem, 
van ban giay chuyen lai don vi trinh (luting 4). 

2. Quan ly TZY trinh xin y  kin lanh dao don vi 

a) Sa do To trinh 

Quy trinh t6 trinh clan vi 

Chuyen vien L5nh dao phong Lanh Sao dun vi Van that 

(1). Trinh 

(2). Trinh (3a)— Phe duyet, cho 
s kin 

41- — 

• 

— (3). 

I 
I 
I 
I 

Tra lai' Xem xet, lo',/ 
trinh 

Phat hanh, Liu 
trit 

(lb). Tra Iai  

(4). Phat hanh 

Dkr thao teitrinh • 

b) MO to Tel trinh 

Bulk 1. Chuyen vien nhap thuOc tinh cua To trinh vao Phan mem bao 
gum t."0 not dung va trinh lanh dao phong xin y  kin (luting 1). 

Btniv 2. Lanh dao phong xem xet 

- Neu dungy vai not dung To trinh, trinh lanh dao don vi xin y kie'n, phe 

duy'4 (1u6ng 2). 
- Ne'u khong d6ng y veri not dung To trinh, cho y  kin va giri tra lai 

chuyen vien (1u6ng 3a). 

Btrov 3. Lanh dao don vi cho 2 kin chi dao, phe duyL chuyL cho van 
thu don vi de phat hanh (luting 3). 

Btrov 4. Van thu don vi phat hanh van ban tren Phan mem theo kin chi 
dao 	lath dao don vi den cac lanh dao phong thuc hien not dung Ter trinh 
(luting 4). 
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Luu Doi vai cac Ter trinh xin y kiln lanh ciao clan vi la mot loci chang 
to thanh town lien quan den cong tac tai chinh, ke toan hoac thuOc loci van ban 
can Wu ho sa nhu van ban dyr an... thi that hien trinh bang giay. 

3. Quy dinh d6i voi To trine  

- Toan b6 qua trinh trinh xin y kiln lanh dao KTNN, lanh dao don vi d8u 
dugc xir 19/ tren Phan mem, trir khau cuai trinh len lanh dao KTNN, lanh dao 
don vi dung van ban giay. Cac tai li8u kern theo To trinh phai dugc quet (scan) 
dinh kern theo To trinh trinh xin y kiln. 

- Sau khi Co kiln chi dao 	lanh dao KTNN, lanh dao don vi, van thu 
sir dung Phan mem de phat hanh van ban din tir den not nhan theo kiln chi 
dao va tau van ban giay trong he) so goc. 

Dieu 7. Quin IS,  HO so ding viec 

Can ,b6, cong chirc khi 	guy& cong vi8c dugc giao co trach nhi8rn 
maH6 so ve cong vi8c do (theo Danh mac H6 so cong vi8c hoac ice ca truong 
hop co quan, to chirc chua c6 Danh mac Ho so cong vi8c). 

- Sau khi mo H6 so cong vi8c, can b6, cong chic co trach nhi'8m thu thap, 
cap nhat tat ca van ban, tai li8u hinh thanh trong qua trinh theo doi, giai quy8t 
cong vi8c vao ho so tuong img dal mO. Tranh dua nhang van ban khong lien  
quan truc ti8p, khong thu6c trach nhi8rn ma minh theo dOi, giai quy8t vao ho so. 

Dieu 8. Quail 1.57 van ban di, den, 	trinh cua KTNN va cac don vi 
trip thuiic khi he thOng Op sty co 

Trong trueing hop c6 su c6 k'9 thuat, Phan mem khong sir dung dugc hoac 
xay ra loi thi viesc xir 197 van ban di, den, Toy trinh dugc thgc hi8n theo quy dinh 
quan 197 van ban giay cho den khi six c6 dugc khac phuc. 
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Chuang III 

TRACH NHIEM CUA TO CHeC, CA NHAN 

Dieu 9. Trach nhiem ctia cac don vi trtrc thuOc 

1. Lap danh sach ngugi sir' dung trong don vi giri Trung tam Tin hoc d6 
(tang ky sir dung Phan mem; thong bao bang van ban cho Trung tam Tin hoc khi 
c6 thay 651 thong tin cda ngugi sir dung (nhu diet' chuyen ding tac, thay doi 
chirc vu, nghi huu, ra khgi nganh,...) de kip th6i cap nhat vao Phan mem. Khi c6 
nhu cau cap mot thay doi, huy bo tai khodn, ThU trugng don vi lap yeu cau bao 
gOm cac thong tin sau: Ho ten; email KTNN; phong/ban; chirc vu; yeu cau (tao 

thay doi thong tin); not dung, 13'T do thay doi. 

, 	2. Thuc hien viec quet (scan) va cap nhat thong tin,cila cac van ban giay 
den trirc tiep dan vi va van ban do dan vi phat hanh len Phan mem theo quy dinh 
cua Quy dinh nay. 

3. Khi c6 su c6 xay ra, bao ngay cho Trung tam Tin hoc, diing th6i thvc 
hien quan 1T van ban theo Dieu 8 cila Quy dinh nay. 

4. Thu trugng don vi (hoac ngugi dirge thii trugng,dcm vi 	quyen) c6 
trach nhiem chi dao, xir van,  ban tryc tiep thong qua Phan mem va chiu trach 
nhi'm truck lainh dao KTNN ve viec sir dung Phan mem; chi ciao, kiem tra, giam 
sat cac phong/ban va can b6, cong chirc thu6c dan vi minh ve vi'ec sir dung Phan 
mem trong cong vic hang ngay theo Quy dinh nay nha'm nang cao hi'eu qua 
guar' ly, diL hanh. 

5. Dinh IcS7 hang nam hoac theo yeu cau d6t xuat, cac don vi c6 trach nhiem 
bao cao T6ng KTNN (thong qua Van ph6ng KTNN) tinh hinh thut hien Quy dinh 
nay; ph6i hop \Teri Trung tam Tin hoc, Van phong KTNN tham muu, de xuat sirs  
doi, bo sung not dung dm Quy dinh nay cho phu hop \Ted yeu cau thuc te. 

Dieu 10. Trach nhiem cila Van phong KTNN 

1. Trvc tiep chiu trach nhiem thong bao cac 3'T kien chi dao cua lanh dao 
KTNN thong qua Phan mem. 

2. Xay dung Danh muc cac loai van ban luu trir, trao d6i, khong trao d6i 
hoac han the trao doi clued clang din tir va quy dinh ve vi'ec sir dung chir 1(-5/ so 
trong trao doi van ban. 

, 3. D6i 	cac van ban din tir d6n da chuyen ten Phan mem chi giri ban 
giay den don vi chu tri xir ly, khong giri van ban giay den cac don vi phoi hop 
xir ly hoac cac dan vi c6 lien quan. 

4. Thvc hi@-1 viec quet (scan) van ban giay den KTNN (trtr cac van ban 
dugc quy dinh tai muc 4, Dieu 3 cila Quy dinh nay), thvc hien chuyen van ban 
din tir cho cac dan vi lien quan teen Phan mem. 
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5. Phi hop vOi Trung tam Tin hoc trong viec xay dung, chinh sira, b'6 
sung quy trinh luan chuyen van ban dien tir ten Phan mem; don deic cac don vi 
trgc thui5c trong viec sit dung Phan mem. 

, 	6. Tham 	trong viec b6 tri kinh phi dam bao duy tri hoat dOng va nang 
cap Phan mem; phoi hop vai Trung tam Tin hoc trien khai, nang cap Phan mem. 

7. TOng hop, bao cao T6ng KTNN ve tinh hinh sir dung thuc hien Quy 
dinh nay. 

Dieu 11. Trach nhiem cim Trung tam Tin h9c 

1. Quan tri, van hanh, dam bao Phan mem boat dOng on dinh, an town va 
bao mat. 

, 2. Quan 1y tai khoan ngirefi sir dung; cung cap, phan quyen hoac thu hoi  
quyen khai thaz sir dung Phan mem khi c6 de nghi cua don vi hoac theo yeu cau 
ciaa T6ng KTNN. 

3. Dao tao, huong dan cac clan vi, ca nhan trong viec sir dung Phan mem. 

4. Dinh kS7 sao luu co s& du lieu van ban dien tir cua KTNN de kip thed 
phuc hoi khi c6 six co xay ra. 

, 	Thgc hien khac phuc su 1c5T thuat va thong bao cho cac don vi khi 
Phan mem xay ra su co va khi six co dal diroc khac phuc. 

6. Chiu trach nhiem thgc hien viec ket not lien thong Phan mem (bao g'om 
ca chit s8 khi dua vao sir dung) 	KTNN 	cac phan mem quan ly van 
ban cila Van phong Chinh phu va cac bo, ca quan ngang b8 khi c6 yeu cau. 

7. Chia tri xay dung, chinh sira, b6 ,sung quy trinh luan chuyen van ban 
dien tir ten Phan mem; huong dan, don doc cac dan vi truc thu8c trong viec sir 
dung Phan mem; theo clod, tong hop, bao cao lanh ciao KTNN viec khai thac sir 
dung Phan mem. 

Dieu 12. Trach nhiem cita nguiti sir dung 

1.,Can,b8, cong chirc 	KTNN &roc cap tai khoan va phan quyen sir 
dung Phan mem phai chiu trach nhiem bao mat thong tin tai khoan cua minh. 

2. Khi dirge phan cong, can b8, cong chirc c6 trach nhiem tao lap H6 so 
cong viec dugc phan cong theo quy dinh tai Dieu 7 ciia Quy dinh nay. 

3. Can b8, ding chirc c6 trach nhiem kiem tra,  cac van ban dien tir den 
diroc Thu trirong don vi phan cong xir 15T teen Phan mem, dam bao kip thed tiep 
nhan, xix 13'7 cac cong viec duoc giao dung tien d8; ket thiic cong viec sau khi da 
hoar' thanh cong viec dugc giao tren Phan mem. 

4. Khong truy cap vao tai khoan 	ngued khac va khong cung cap tai 
khoan ca nhan cho nguoi khac de cap nhat, xir 1Y van ban (trir truerng hop dugc 
uy quyen xir 1y bang van ban hoac uy quyen tren Phan mem). 
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5. Chiu trach nhiem ve‘ nhimg su co gay ra do viec quan ly, sir dung Phan 
mem khong dung quy dinh. 

6. Khi gap six co phai thong bao cho ngir6i phu trach ding nghe thOng tin 
cda don vi quan ly Phan mem de hirOng dan va xir I* kip theri. 

7. Truov khi nghi the dO, chuyen cong tac ra khOi nganh phai thgc hien 
ban giao tai khoan sir dung Phan mem theo quy dinh. 

Chuang IV 

TO CHU'C THU'C HIEN 

Dieu 13. Trach nhiem thi hanh 

1. Trung tam Tin hoc, Van ph6ng KTNN có trach nhiem to chirc hung 
trien khai theo quy dinh tai Dieu 10, Dieu 11 cua Quy dinh nay. 

2. Cac ca nhan, don vi true thu'Oc KTNN va cac to chuc, ca nhan có lien  

quan chiu trach nhiem thi hanh Quy dinh nay. 

3. Trong qua trinh thuc hien neu có kilo khan, \racing mac, cac don vi 
phan anh ve Van ph6ng KTNN (doi veri cac not dung lien quan,  den Quy dinh), 

Trung tam Tin hoc (doi 	cac chuc nang ciia Phan mem) de tong hop, nghien 

ciru de xuat Tong KTNN xem xet, quyet 

TONG KIEM TOAN NHA NUbC 
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