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11Y BAN NHAN DAN 	CQNG HOA XA HQI CHt NGHIA VICT NAM 
TiNH THiTA THE& HUE 	 DOc lap - Tv do - Hanh phfic 

QUY CHE 
Quin If, in Minh Hg thOng trang thong tin dieu hinh tic nghiep 

da cap, lien thing trong cac co' quan hinh chinh nha nut 
- tren dia ban tinh Thin Thien Hue 

(Ban hanh kern theo Quydt dinh sa:53 /2016/Q-D-UBND ngay 1Z /8 /2016 

dta Oy ban nhcin dan tinh) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Phan vi dieu chinh, aoi bring ip dyng 
1. Phan vi dieu chinh 
Quy the nay quy dinh the do cap /that, sir dung thong tin, quan 1Y, van hanh 

va duy tri hoat dOng cua,He thong trang thong tin dieu hanh thc nghiep da cap, 
lien thong (cap Tinh - cap Ses/Huyen - cap Phong, ban/Xa, phuOng - pa nhan) 
trong cac ca quan hanh chinh nha nuerc teen dia ban tinh Thira. Thien Hue. 

• A
i  2. Do ttnyng ap dung 	 , 

a) Quy che nay dp dung doi vai tat ca cac ca nhan, don-Vi, chirc tham gia 
quan ly, duy tri hog dung cila He thong Trang thong tin dieu hanh tac nghiep da cap, 
lien thong (cap Tinh - cap SO/Huyen - cap Phong, ban/Xa, • phtrUng - ca nhan) 
trong cac co quan hanh chinh nha nuerc tren dia ban tinh Thira Thien Hue (sau 
day viet tat IA: He thong TTTDHTN), gam: 

- Cac ca quan chuyen mon thuOc UBND tinh va cac phong, ban, don vi 
truc.thuOc co quan chuyen mon; 

• - UBND cac huyen, thi xa, thanh pha Hue va cac phong, ban, don vi tmc 
thuOc UBND cac huy'en, thi xa, thanh pho Hue; 

- UBND cac xa, phueng, thi tan; 
- Can b0, cong chin, vien chirc trong cac co quan hanh chinh nha nuot 

teen dia ban tinh. 
b) Ithuyen khich cac co quan, to chirc khac ten dia ban tinh ap dung Quy 

the nay. 
Dieu 2. 11g thOng trang thong tin dieu hanh tic nghiep 
1. He thOng TYMHTN la he thong cung cap thong tin va cong cu phuc vu 

hoat dOng chi dao, dieu hanh, tk nghiep 	chinh quyen cac cap, dm cac ca 
quan hanh chinh nha nu& tren dia ban tinh; la Van phong dien tir, ban lam viec 
dien tir dm can b0, cong chirc, vien chirc. 

2.,  thong ITTDHIN van hanh trong mang tin hoc dien rOng tinh (WAN) 
duce ket not xuyen suOt tit cap Tinh - cap Ser/Huyen - cap Ph6ng, ban/Ka, 	, 
phuerng -pa nhan; Thong tin dugc tich hop chia se lien thong tir cap dued len cap 
tren, tir cap tren xuang cap clued va ding cap. 

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

          
     



2 

3. Cac phan mem dimg chung cua tinh va cac phan mem img dung khac 
phyc vu chi dao, dieu hanh cua cac cap duqc tich hop, lien ket ten He thong 
TTTDHTN. 

4. Ten mien truy cap Trang thong tin dieu hanh tac nghiep cua cac ca quan, 
don vi la: tencoquan(viit tat).thuathienhue.egov.vn 

Vi du: Ten mien truy cap Trang thong tin dieu hanh tac nghiep cira Sa Ke 
hoach va Dau to la: skhdt.thuathienhue.egov.vn  

Dieu 3. Khai thic, sir dgng thong tin tren Hg thong TTTDHTN 
1. ThOng tin Bang tai ten He thong TTTDHTN IA thong tin chinh thirc elm 

cac ea quan quan ly nha nubs tren moi tnreng mang. 
2. Van ban clang tai tren He thong TTTDHTN IA van ban chinh thirc, cal gia 

tri nhu van ban gee. Trong trueng hop c6 sy khac biet gicra van ban clang tai teen 
He thong TTTDHTN va van ban goc thi sir dung van ban goc lam can cir chinh 
thirc. 

3. Nghiem cam cung cap, chia se thong tin thu8c Danh num bi mat nlia mac. 

4. Cac ca quan, daft vi dugc quyen khai that, sir dung thong tin tren He 
thong TTTDHTN de phyc vu viec thuc hien nhiem vu chinh tri cita don vi. 

• - Chuang II 
TRACH NHIEM CUNG CAP THONG TIN VA DIEU HANH, Lt 

CONG VItC TREN HE THONG TRANG THONG TIN 
DIEU HANH TAC NGHItP 

Dieu 4. Cung cap thong tin 
1. Cac ca quan harih chink nha nuec chiu trach nhiem cung cap daydu 

th8ng tin teen Trans thong tin dieu hanh tac nghiap. Thong tin cung cap tren 
Trang thong tin dieu hanh tac nghiep phai dung \Ted quan diem, chit truang, 
dui:mg lei elm Dang, chinh sach va phap luat cua Nha nuec; phyc vu kip then 
trong tong tac quan ly cua ca quan va nhu eau khai that thong tin dm cac to chirc, 
ca nhan va phai tuan tho the quy dirt cua phap luat ye bao va bi mat nha nuee. 

2. ThOng tin do cac co quan hanh chinh nha nuerc cung cap tren Trang 
thong tin dieu hanh tac nghiep cila don vi gem: 

a) Thong tin gieri thieu chung ve don vi; 

b) He thong quan lY chat luting theo tieu chuan ISO eim don vi; 

c) Da lieu va T6 chirc, hanh chinh, din thoqi, email dm don vi va can bO, 
cong chirc, vien chirc trong don vi; 

d) Du lieu ve Ban Chi dao, Ban Dieu hanh, T6 chirc to vAn cua tinh do dan 
vi la co quan thueng tryc; 

d) Da lieu ve Ban Chi dao, Ban Dieu hanh, T6 chirc to van elm don vi; 

e) Dir lieu va bai viet, bai phat bieu cua lanh dao tinh, lanh dao don vi; 

g) Da lieu ve van ban phap luat elm Trung ucmg, cua Tinh; 

h) Da lieu ve thu tut hanh chinh va dich vu cong trvc tuy6n cua don vi; 
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i) Du lieu kinh to xa hed; 
k) Thong tin boat dOng cfia don vi. 
Dieu 5. Dieu hanh, xir 1Y cong vittc 
Ck ca quan hanh chinh nha ntrik va can b0, cong chuc, vien chfrc thuc hien 

dieu hanh, xi: ly cong viec truc flap tren trang thong tin dieu hanh tat nghiep 
nhismg not dung sau: 

- Theo &Si, xir 13, "Su viec bao neu"; 
- Theo doi, xfr ly "t Mna cif tri"; 
- Theo doi, xfr lY Dan hoi, ca quan chfrc nang tra led; 
- Xir lY cong viec tai cac phan mem clang chung va cac phan' mam Ung 

dung khac dugc lien ket, tich hqp tren trang thong tin dieu hanh tac nghiep cUa 
don vi; 

- Bao cao, chuong trinh cong tic dinh ky (tuAn/thang/quSinam) va dOt xuat 
cua ca nhan, don vi; 

- Ngoai ra theo nhu cau va chi dao cua Faith dao UBND tinh, chat nang 
dieu hanh tac nghiep se dugc ma rOng phut vu chi dao, dieu hanh cfia cac ca 
quan hanh chinh nha nuerc. 

Dieu 6. Quy Binh ye trinh fir, trach nhiat'm cung cap thong tin tren 
He thong TTTDHTN 

1. Thong tin gioi thieu chung ve don vi; He thong quan chat lugng theo • 
tieu chuan ISO cila dan vi: do cac don vi hien tap va cap nhat vao chuyen muc. 

2. Chuyen muc "Tin tire su kiln trong tinh" va "Tin dieu hanh cflaUBND tinh": 
Thong tin trong chuyen muc "Tin dm su kiln" va "Tin dieu hanh cua UBND tinh" 
se do Ban bien tap ding thong tin dien to Thira Thien Hue bien tap, cap nhat va 

. chia se ye cho cac don vi. 
3. Chuyen muc "Hoat dOng solnganh/dia phuong": Thong tin trong chuyen 

muc "Hog dOng seringanh/dia phucmg" do cac dcm vi bien tap nhimg tin lien 
quan den boat d'Ong dm don vi mink va cap nhat vao chuyen muc. Tin bai hog 
do, ng do cac don vi cap nhat se dugc Ban bien tap Cong thong tin dien to lira chon 
dang tai len Cong thong tin dien tir Thira Thien Hue. 

4. Kho du lieu tap trung cua tinh 
a) Kho di: lieu tap trung cua tinh 
- Du lieu va TO chuc, hanh chinh, dien thoai, email cfia chinh quyan cac 

cap, cfla cac ca quan hanh chinh nha nuerc tren dia ban tinh va can b0, cong 
vien chfrc town tinh; 

- Du lieu va Ban Chi dao, Ban Dieu hanh, To chine to van dm tinh; 
- Dir R1.1 va bai vi6t, bai phat biEu cua Faith dao; 
- Da lieu va van ban phap lug cua Trung ucmg va cua Tinh; 
- Du lieu ve thin tut hanh chink; 
- Da lieu kink to xa hoi. 
b) C4p nhat du lieu 
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Tat ca di"( lieu trong kho dir lieu tap trung cua tinh se duce cac don vi cap 
that theo quy trinh thong nhat va tich hqp lai thanh kho du lieu tap trung cila 
tinh. Tir Kho nay, du lieu se &Km chia se cho cac dam vi dung chung; cu the: 

- Quy trinh cap nhat du lieu vao kenh thong tin "To chirc, hanh chinh, dien 
thoai, email" (Phy lyc I); 

- Quy trinh cap that dit lieu vac kenh thong tin "Ban Chi dao, Ban Dieu 
hanh, To chdc to van" (Phy lyc II); 

- Quy trinh cap nhat du lieu vac kenh thong tin "Bai viec, bai phat biau cua 
lanh dao" (Phy lyc III); 

- Doi yeti du lieu "Thu tic hanh chinh": duqc lien kat true tiap yeti phan 
mem• "Thong tin tho tuc hanh chinh" (dia chi http://tthe.thuathienhue.gov.vn) do 

SO.  Tu phap chu tri phoi hop veri cac dam vi cap that vao phan mem. 
- DM veri s6 lieu kinh to xa hei se duqc lien kat true tip van phan mem he 

thOng thong tin kinh to - xa hei cua tinh (cac don vi cap that tn,rc tiap vao phan 
mem he th8ng thong tin kinh to - xa hei cua tinh). 

Thy thuoc vao nhu eau chi dao, diau hanh cua UBND tinh se be sung 
them cac Kho du lieu khk. 

5. Thong tin chiac mimg sinh nhat se duqc he thong to dOng th8ng bao khi 
den ngay sinh nhat cila can be, cong chat, vien eh& trong ca quan. 

Dieu 7. Quy dinh ve trinh by, trach nhiem diet' hint), xir ly ding viec 
tren He thiing TTTDHTN 

1. Theo del, xir ly su viec bao neu 
Day la phan mem "Theo doi, xir 157 su viec bao neu" tir khau giao nhiem vu 

den• khi xir ly xong cac vi viec. 
Cac ban tin bao chi neu lien quan clan This Thien Hue se do Ban bran tap 

Cong thong tin dien to This Thien Hue cap that va chia se ve cho cac dan vi. 
Doi yeti nhcmg vu viec bao chi neu can xir 12, Lanh dap UBND tinh se giao 

ve • chO cac dam vi xir 1Y. 
Cac don vi xir ly su viec bao chi neu lien quan den tinh vtrc minh phu trach 

va cap that ket qua xir ly vao phan mem "Theo doi, xir ly su viec bao neu" theo 
quy trinh "Theo doi, xir ly su viec bao neu" (Phy lyc IV). 

2. Dan h6i, ca quan chic nang tra lai 
Day la phan mem tiep than, theo doi, xir ly vuemg mac, kian nghi dm ca 

nhan, to chin tren dia ban tinh cua cac ca quan Nha nu6c. 
Viec tiap nhan, xir ly vui6mg mac, kin nghi dm ca than, t6 chin duqc thuc 

hien theo quy trinh "Tiep nhan, theo doi, xir ly dan h6i, ca quan chic rang tra 
(Phy lyc V). 

Cau tra 	the ca quan chirc nang 	duqc dang tai cong khai tren 
Cong thong tin dien tit Thin Thien Hue de than dan theo 

3. Theo d5i, xfr 1Y y kin cu tri 
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, Day la plan mam "Theo doi, xir 19 9 kien cir tri" tir khan giao nhiem vv 
den IN xir 19 xong cac vu viec. 

Viec theo dei, VT 19 9 Irian cir tri thvc hien theo quy trinh "Theo doi, xir 19 
kien cir tri" (Phu lye VI). 

KEt qua tra lai y kien cir tri se dugc clang tai cong khai ten aing thong tin 
dien tir Thira Thien Hue da titian dan thee dbl. 

4. Bao cao, chuong trinh &Ong tac 
a) Dang ky chuong trinh cong tac, theo doi ket qua thvc hien Chuong trinh 

dog tic thang/nam cua UBND tinh va thvc hien the dO bao cao cua cac s&, 
nganh dia phuong theo quy the lam viec ctia UBND tinh 

Viec (tang k9 chuong trinh cong the, theo doi k& qua thvc hien Chuang trinh 
cong tic thang/nam cua UBND tinh va thvc hien the dO bao cao 	the ser, 
nganh, dia phuong theo quy che lam viec cua UBND tinh thvc hien theo Quy 
trinh "Doing kj) Chuang trinh cong tae va bao cao cong Mc" (Phu lye VII). 

b) Cite dO bao cao, Chuang trinh cling tac tai can s6, nganh, dia phuong 
Can eft vao quy the lam viec dm don vi, cac don vi to xay dung quy trinh 

bao cao, xay dung chucmg trinh cong tic tai don vi minh. 
Bao cao cua cac don vi se dugc lien thong turc dap len Trang thong tin 

diau hanh the nghiep cim UBND tinh. 
5. Cac phArt mem ding chung va cac phAn mam Ung dung khac 
Cac phArt mem dung chung Om: Theo dell y kien chi dao va van ban ban 

hanh; Theo doi, xir 19 h6 so mot cira; Dans k9 va phat hanh giay mai qua, mang; 
Quoin 19 van ban va diau hanh; Giai quyet don thu, Ichien nai, to cao duce lien 
kat, tich hop vao trang thong tin diau hanh the nghiep. 

ThOng bao xi: 19 ding viec tai 05 phan mem clang chung duce the hien teen 
trang thong tin diau hanh the nghiep timg cap, lanh dao, chuyen vien co the ,thong 
qua trang thong tin diau hanh the nghiep vao true tiep cac phan mem de xem va 
xir 19 cong viec. 

Cac don vi xu 1 cong viec turc ti lep teen timg phAn mam. Kat qua qua 
trinh xir 19 ,se dugc the hien tren trans thong tin diau hanh tac nghiep tiny theo 
timg cap (cap Tinh - cap Ser/Huy'en - cap Phong, ban/Xa, phuong). 

Thy thuOc vao nhu au chi dao, diau hanh cua UBND firth se 136 sung tich 
hop, lien ket cac phan mem ling dung Ichac. 

Chuang III 
QUAN Lt HE THONG TRANG THONG TIN DIEU HANH TAC NGHIEP 

Dieu 8. Quin ly, duy tri hot ging He thOng TTTDHTN 
‘1. S6 Thong tin va Truyan thong thong nhAt quart 19 co sa ha tang, dam 

bao ye Icy thuat de van hanh va duy tri heat dOng thuang - xuyen cua He thong 
TTTDHTN. Chiu trach nhiem cung cap tai Ichoan va phan quyan truy cap, khai 
tithe cho cac don vi theo chi dao cua UBND tinh. 
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2. Van pang UBND tinh thvc hien chirc nang giup Lath dao UBND firth 
quan 1ST tong the nOi dung thong tin tren He thong TTTDHTN. 

3. SO Tai chinh tham muu UBND tinh hang nam cap kinh phi duy tri hoat 
dOng He thong TTTDHTN theo quy dinh. 

4. Cac ser, ban ngAnh cap tinh, UBND cac huyen, thi xa, thanh ph6 Hue va 
cac ca quan, dan vi c6 trang thong tin dieu hanh the nghiep thanh vien: 

a) Chiu trach nhiem truerc UBND tinh ve tinh chinh xac, kip thari cua thong 
tin, dft lieu ten trang thong tin dieu hanh the nghiep do dan vi gnarl 1Sr. 

b) Nghiem the tham gia vao cac quy trinh xfr 15/ tong viec tire tip ten He 
thong TTTDHTN. 

Dieu 9. Dim bio an town thong tin, dit lieu vi bio tri, bit° dtr&ng, nang 
cap He timing TTTDHTN 

1. SO.  Th6ng tin va Truyen thong ph6i hop veri Van phang UBND tinh 

a) Dam bao sv hog do, ng an town dia. He th6ng TTTDHTN; 

b) Xay dvng,giai phap hieu qua thong lg cac tan ding gay mat an town 
thong tin dm He thong TTTDHTN; 

c) Cac thong tin, dft lieu dien to tren He th6ng TTTDHTN phai dugc dinh 
kSi sao km bao ve va dam bao an town theo dung quy dinh cua phop luat; 

d) Thueng xuyen lciem tra, bao dung,  six-a chfta, dam bao He thong 
TTTDHTN hoat Ong lien We, thong suot; 

d) Hang nam, thvc hien ra sok va xuAt phucmg an nang cap He th6ng 
TTTDHTN cho phu hgp voi nhu cau thvc te. 

2. Ca nhan, don vi dugc cap tai Bohn truy cap vao He thing TTTDHTN 
c6 trach nhiem gift gin, bao ve tai lchoan cua minh; khong dugc chia se cho ngueri 
lchac dugi bat kj; hinh thirc nao; dinh kS7 it nhat 01 thang/1 lan phai thay dOi mat 
khau cOa tai lchoan (veri 08 1c5f to ter len) de tang cubing dO bao mat; chiu trach 
nhiem ve sv c6 xay ra neu lien quan den thong tin truy cap quan tri he thOng do. 

Dien 10. Nhan lyc tham gia quin It, van hinh He thong TTTDHTN 

1. Cac se:, ban nganh cap tinh, UBND cac huyen, thi xa, thanh phO Hue va 
cac ca quan, dan vi co trang thong tin dieu hanh the nghiep thanh vien cu can b0 
c6 nang lye, am hieu ve kinh to xa hOi tham gia quan 1y trang thong tin dieu hanh 
tat nghiep. 

Lanh dao dan vi va toan the can b0, tong chirc, vien chirc thuOc ca quan, 
don vi phai tham gia van hanh trang thong tin dieu hanh tic nghiep. 

2. Nhang ngueri tham gia quan 15,, van hanh va duy tri hoat dOng clia He 
thong TTTDHTN hang nam duct dao tao, b6i duung kien thirc chuyen mon 
nghiep vu phu hop veri linh vvc dam nhiem de bao dam phut vu cho hoat do, ng 
dm He th6ng TTTDHTN. 
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Chtrcrng IV 
TO CHITC TH1,JC HItN 

Dieu 11. Khen thtrang vi xii 15,  vi pham 
1. TO chIrc va ca than thuc hien tot nhiem va cung cap thong tin va duy tri 

hoat do, ng dm He thong TTTDHTN se ducc xem xet Ichen thuemg hang nam theo 
quy dinh. 

Viec van hanh He thong TTTDHTN cua cac don vi la mot trong nhimg 
tieu chi danh gia thi dua hang nam 	cac don vi, gop phan neu cao tinh than 
trach nhiem, cling nhu tam quan trong cua N thong trong giai quyet &Ong viec tai 
moi dun vi. 

2. TO chirc va ca nhan co hanh vi vi pham cac quy dinh ve thong tin tren 
He thong TTTDHTN; can trer viec cung cap thong tin theo quy dinh, hoac lam 
anh hang tai &kr boat dOng dm He thong TTTDHTN, thy theo mire dO vi pham 
se bi xem xet, xfr lY theo quy dinh cna phap luat. 

Dieu 12. TO chirc thyt hign 
Thu truemg cac don vi tham gia vao He thong TTTDHTN chiu trach nhiem 

thuc hien nghiem the Quy the nay. Dinh kY, hang nam tong ket, danh gia, bao 
cao UBND tinh. 

Trong qua trinh thuc hien, nen co vuong mac, cac dun vi phan anh cho 
Van phOng,UBND tinh de tong hop, bao cao xuat UBND tinh xem xet bo 
sung, sib. doi cho phu hop./. 

TM. 1.1.Y BAN NHAN DAN 
a. CHU TICH 

PHO 	CHU TIM 
1 T Iti/7\ 

Phan Ng9c Th9 
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Phy lye I 
NHAT DiTLItU VAO KENH THONG TIN 
NH, DItN THOAI, EMAIL" MEN HE THONG 

ONG TIN DIEU HANH TAC NGHItP 
5.3../2016/QD-UBND ngclytt /I/2016 czia UBND tinh) 

Kenh TO chat hanh chinh, danh ba dien thoai va hOp thu cong vu la kenh 
thong tin ducm tich hop tir cap ca nhan - cap Phong, ban/Xa, phuerng - cap Sal 
Huyen - cap Tinh. Kenh,  To chic hanh chinh cho phop quan 	trinh dien thong 
tin to co quan, don vi den nguesi sir dung. Tay theo pham vi de trinh dien va quan 
15r thong tin phi' hop. 0 Cong thong tin dien tir, trinh dien thong tin ye co tau to 
chirc caa cat ca quan thuOc tinh. 0 Trang dieu hanh tat nghiep caa cac co quan thi 
trinh dien chi tier hat thong tin ve ca quan, don vi, ca nhan. 

Ban Bien yap Cong thong tin dien tir Thira Thien Hue co trach nhiem kiem 
tra, don doe, nhac nh& vi'ec cap that thong tin dm cac don vi. 

TT Hoyt do, ng Tract' 
nhcOn MO ti Bi ah 

x mau 

I Quin 1ST co' quan cap sir, nginh, cac huy0, MI xi-, thinh ph6 

1 Cap nhat thong tin 
ban (tau 

Ging thong 
tin dien tit 
tinh 

Thong tin ban dau g6m: Thong tin 
ca ban (dia chi, dien thoai, fax, email, 
website...); 	Thong tin 	chi 	tiet 	(gieri 
thieu, chirc nang, nhiem vu); Lanh dao 
(tnrOng, pho don vi) ciia cac se', nganh, 
cac huy'en, thi xa, thanh pith do Ban 
bien tap Cong 	thong tin dien tir tinh 
cap nhap Ira chia se ve cho the don vi. 

2 B6 sung thong tin 
khi thanh lap mot 
chia 	tach, 	sap 
nhap co quan... 

ang thong 
tin dien tir 
tinh 

Khi 1 ca quan moi dugc thanh lap, 
chia tach, sap nhap... trong theri gian 
khong qua 2 ngay lam viec, Ban bien 
tap Cong thong tin dien tir tinh se thus 
hien them meri, hieu chinh hoc xoa 
thong tin dm ca quan de. 

3 Hieu chinh thong Ban bien 
tap trang 
thong tin 
dien tir the 
co quan (sec, 
nganh, cac 

Khi ,  the,  thong tin ein co quan co 
thay doi, gom: 

- Thong tin co ban (dia chi, dien 
thoai, fax, email, website...); 

- Thong tin chi tiet (giOi thieu, chic 
nang, nhiem vu); 

tin khi co thay doi 
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TT Hoat Ong 
Trich Ble 
nhiem mau Mo to 

. z u 
x 

huyen, thi 
xa, thanh 
pith) 

- Thong tin lanh dao (twang, ph6 
don vi). 

Trong thai gian khong qua 2 ngay 
lam viec, ban bi8n tap trang thong tin 
dien to dm co quan do se that hien 
them meri, hieu chinh, x6a ck thong 
tin CO lien quan. 

II Quin 1ST phong ban, dot vi &tare thu6c se., nganh, cac huy0, thi xi, thanh ph6 

1 Cap nhat thong tin 
ban dau 

Ban bien 
tap trang 
thong tin 
dien to the : 
co quan 
(ser, nganh, . 
the huyen, 
thi xa, ,  . 
thanh pho).• 

Thong tin ban dal' gam: Thong fin 
co ban (dia chi, dien thoai, fax, email, 
website...); 	Thong tin 	chi 	tiot (giai 
thieu, chat nang, nhiem vu); Lanh dao 
(twang, ph6 don vi) caa cat phong, 
ban, don vi trkrc thuec do Ban bien tap 
trang thong tin dien tit cat co quan (sec, 
nganh, the huyen, thi xa, thanh phi)) 
cap nhat va chia se Ve cho cat don vi. 

2 	1  B6 sung thong tin 
khi thanh lap mai, 
chia 	tach, 	sap 
nhap phong, ban, 
don vi frac thuOc 

Ban bien tip 
trang thong 
tin dien tir 
cat co quan 
(ser, nganh, 
cat huyen, elien 
xa, thanh 
phi)) 

Khi 1 phong ban, don vi frac thuOc 
co quan &rot thanh lap, chia tach, sap 
nhap... trong thai gian kh6ng qua 2 
ngay lam viec, Ban bien tap trang 
thong tin dien to the co quan se that 

them mei, hieu chinh, xoa thong 
fin phong, ban, don vi do. 

3 Hieu chinh thong 
tin khi CO thay doi 

Tnrang 
phong, ban, 
truerng don 
vi trirc 
thu6c 

Khi the thong tin dm phong, ban, 
don vi true thuOc co thay cloi, Om: 

- Thong tin co ban (dia chi, so dien 
thoai, fax, email, website...); 

- Thong tin chi tiet (giai thieu, chae 
nang, nhiem vu); 

- Thong tin lanh dao (truerng, ph6 
phong, ban, don vi fiat thu0c...). 

Trong thai gian kh6ng qua 2 ngay 
lam viec, Throng phong, ban, throng 
don vi tat thu6c... se that hien them 
men, hieu chinh, x6a the thong tin co 
lien quan. 
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TT Hoat O Trich 
nhiem MO ti Bieung x mau 

III Quin 1± don vi hinh chinh (xi plthng, thi tran) 

1 Cap nhat th6ng tin 
ban dau 

Ban bien 
tap trang 
thong tin 
dien tar cac 
huyen, thi 
xa, thanh 
ph8 

- Th8ng tin ban dau gtmi: Th6ng tin 
ca ban (dia chi, so dien .thoai, fax, 
email, website...); Th6ng tin chi tiet 
(gieri 	thieu, 	chIrc 	nang, 	nhiem Yu); 
Th6ng tin lanh dao (Chi' tich, Ph6 Chu 
tich UBND xa, phuang, thi tran) do 
Ban bien tap trang thong ,tin dien tar cac 
huyen, thi xa, thanh pho cap nhap ya 
chia se ye cho de don vi. 

2 136 sung thong tin 
khi thanh lap mai, 
chia 	tach, 	sap 
nhap don vi hanh 
chinh true thuoc 

Ban bien 
tap trang 
thong tin 
dien tar cac 
huyen, thi 
xa, thanh 
pito 

Khi co xa, phuang, thi trail' 	dirge 
thanh lap, chia tach, sap nhap... trong 
thai gian khong qua 2 ngay lam viec, 
bien tap vien trang thong tin dien tar 
cac huyen, thi la, thanh pH) se thuc 
hien them mai, hieu chinh, xoa. xa, 
phuang, thi tran do. 

3 Hieu chinh thong 
tin khi co thay doi 

Chit tich 
UBND xa, 
phuang, thi 
tran 

Khi the thong tin dm )(a, phuang/thi 
tan co thay dei, gem: 

- Thong tin ca ban (dia chi, so dien 
thoai, fax, email, website...); 

- Th6ng tin chi tiet (gieri thieu, chat 
nang, nhiem vu); 

- Thong tin lanh dao (Chu tich, Pho 
Chu tich UBND xa, phuang, thi tran). 

Trong thai gian khong qua 2 ngay 
lam \dee, Chu tich UBND xa, phtrang, 
thi tran se dux hi 'en them mai, hieu 
chinh, xoa cac thong tin c6 lien quan. 

IV Quin 13i thong tin 6 nhin 

1 Cap nhat thong tin 
ca nhan ban dau 

Ban bien 
tap trang 
thong tin 
dien tar cac 
co quan (co 
the phan 
quyen cho 

Ban bien tap trang thong tin dien to 
cac co quan co trach nhiem tao ‘  lap 
thong tin ban dau cila cac ca. than g6m: 

- Thong tin co ban (Ho ya ten, ngay 
sinh, gieri ti'nh, dia chi nha rieng, so 
dien thoai, fax, email, ma cong chirc, 
yien chdc...); 
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TT Hoat dOng 
Tract' 
nhiem 

Mo to 
Bieu 
mau 

cac don vi 
trirc thuOc 
cap nhat) 

- Anh can cuov; 	. . 
- Phan cong nhiem vu; vi tri viec lam. 

2 BO sung th6ng tin 
nhan sv mai 

Ban bien 
tap trang 
thong tin 
dien tit cac 
ca quan (c6 
the phan 
quyen cho 
cac don vi 
true thuoc 
cap nhat) 

Khi c45 nhan sv mai (tuyen dung, 
dieu chuyen, bo nhiem...) trong tried 
gian khong qua 2 ngay lam viec, Ban 
Men tap trang thong tin dien tit cac ca 
quan tin lap thong tin ban dau dm cac 
cd nhan do. 

3 Hieu chinh thong - Ban bien 
tap trang 
thong tin 
then til cac 
ca quan 
- Ca nhan 
co lien quan 

- Khi thong. tin ca nhan co thay diii, 
ca nhan chin tract' nhiem thvc hien 
hieu chinh. 

7  Trong,  truemg hop ca nhan dugc 
dieu chuyen cong tic, thoi viec, nghi 
hiru... viec hieu chinh thong tin se do 
Ban Bien tap trang thong tin dien M.  
cac ca 	thvc Men hieu chinh (tha quan 

tin khi co, thay doi 

ten ca nhan do trong he thong) 

4 

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

          
     



Phu lyc II 
NIVa DO' LIEU VA0 KiNH THONG TIN 

IEU HANH, TO CHU'C TU.  VAN CUA UBND MINH" 
G THONG TIN DIEU HANH TAC NGHTEP 

o %S.../2016/QD-UBND ngciyW S/2016 cilia UBND tinh) 

Kenh thong tin "Ban Chi dao, Ban Dieu,  hanh, TO chirc to van" la mot 
chuyen muc trong kho ca ser dii lieu thuOc hethong trang thong tin dieu hanh tae 
nghiep, neri tong hop thong tin cac Ban Chi dao, Ban Dieu hanh, T6 chirc to van 
(sau day g9i tat la Ban CM dao) cua UBND tinh, do ca quan tinning tnrc dm Ban 
Chi dao cap nhat, chia se va se duoc tong hap thanh mot kho du lieu chung cua tinh. 

TT Hoyt Ong Trich nhiem MO to Bieu man 

1 

Cap nhat th6ng tin 
lien quan den Ban 
chi dao, TO elide tir 
van 

Ca quan 
throng trve 
cita Ban Chi 

dao 

Cham nhat sau 2 ngay ke tir 
khi UBND tinh ban hanh van 
ban thanh lap Ban Chi dao, ca 
quan thuerng true dm Ban Chi 
dao se cap nhat cac thong tin 
dm to chirc (Ten Ban chi ciao, 
Ch&c ndng nhiem vy, Thanh 
vien Ban Chi dao, Phan cling 
nhiem 	vu, 	Van 	ban 	lien 
quan...) vao chuyen muc "Ban 
Chi dao, to chirc to van" tren 
trang Dieu hanh tac nghiep cita 
ca quan. 

2 
Tich hop, chia se 
th6ng tin Ban chi 
dao 

Sau khi Ca quan thu&ng true 
cna Ban Chi dao cap nhat xong 
cac thong tin lien quan den 
Ban Chi dao, th6ng tin dugc 
tich hap va chia se vex): 
- Trang thong tin dieu hanh tac 
nghiep dm ca nhan cac thanh 
viol] trong Ban Chi dao. 
- Tich hap vao Kho ca ser du  
lieu 	clang ,  chung 	tai 	trang 
thong tin dial hanh the nghiep 
dm ca quan thubng true dm 
Ban Chi dao. 
- Tich hap vac) Kho ca so dil 
lieu 	dung ,  chung 	tai 	trang 
thong tin dial hanh tac nghiep 
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TT Ho3t gong 'Erich nhiOnu Me to Bieu mau 

cila UBND tinh (tir Kho nay, 
cac ca quan; ban nganh ca the 
lay diir lieu de sir dung) 

Ghi cho:  

- Trong qua trinh cap nhat, Jai voi nhieng Ban Chi dao, To char tie van cla clupt 
cap nhat thong tin niu có tricong hop cap nhat triing thong tin Ban Chi ciao, TO 
chat. to van dd &sot cap nhat trifor do thi he thong se bao de ngithi cap nhat bia't 

va khong cap nhat 

2 

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

          
     



Phy lyc III 
NHAT DO' LIEU VAO KENH THONG TIN 
BAI PHAT BIEU" TREN HE THONG 
ONG TIN DIEU HAN!! TAC NGIHEP 

:5.3../2016/QD-UBND ngity14/ g/2016 dal UBND tinh) 

Keith thong tin "Bai viet, bai that bieu" la mOt chuyen nuic trong kho co so 
du lieu thuoc he thong trang thong tin dieu hanh tac nghiep, not tap trung tat ea 
cac bai viet, bli that bieu do can b0, cong chirc, vien chirc cua cac ca quan co he 
thong trang thong tin dieu hanh tac nghiep to cap nhat, chia se va se (bloc tong 
hop thanh mOt kho du.  lieu chung cua tinh. 

TT Hoyt &Ong Trach nhiem Mo to . A Bleu mau 

1 

cap nhat bai viet, 
(hoac bai phat bie 
vao trang thong tin 
diet' 	hanh 	tac 
nghiep 

Can bo'  • 
cong chac, 
wen chirc ca 
quan 

Trong qua trinh lam viec, khi 
Can bO, cong chirc, vien chirc 
co quan tham muu cac bai 
viet, bai phat bieu cho lanh 
dao thi can b0, cong chirc, vier' 
chirc se cap nhat cac bai viol 
(hoac 	bai 	phat 	bieu) 	vao 
chuyen mix "Bed viet, bat phat 
bieu" tren trang thong tin (lieu 
hanh tic nghiep caa ca than. 

2 

Chia se, tich hop 
vao kho ca ser da 
lieu a trang thong 
tin lieu hanh tic 
nghiep 

-  Ban bieu 
tap trang 
thong tin 
then hi cac 
ca quan 
- Can b0, 
cong chac, 
vien chirc ca 
quan 

Khi ca nhan cap nhat "Bai vidt, 
bat phat bi6u" vao chuyen 
muc. Cac bai viet, bai phat 
bleu se &roc to dOng chia se, 
tich hop vao: 
- Trang thong tin dieu hanh tic 
nghiep dm ca quan not ca. 
nhan do lam viec. 
- Kho ca ser dulieu dung 
chung dm tinh (tir Kho nay, 
cac ca quan, ban, nganh co the 
lay du lieu de sir dung) 
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Phy lyc IV 
EO DOI, MY Lit Sid VIEC BAO NEU" 

G THONG TIN DIEU HAM TAC NG1HEP 
/2016/QD-UBND ngayiee 8/2016 caa UBND tinh) 

Quy trinh 	•at, xii 19 su viec bao neu" quy dinh trinh tkr cac buOc qua 
trinh theo 	xir 19 su viec bao chi neu to khau giao nhiem vu den khi xii 19 xong 
cac vu viec. 

TT:  
I 

Hoyt &Ong Trach nhiem Mo ti 
.1 	x Bleu mau 

1. Cap nhat tin ttic bao chi neu có lien quan den tinh Thira Thien Hue 

. 
Diem tin bao chi va 

cap nhat vao He 
thong Trang th6ng 
tin diet' hanh tac 

nghiep 

Bien tap vien 
Cong thong 
tin dien tir 

Thira Thiel) 
Hue 

- Hang ngay (trit Our 7 va chU 
nh4t, ngay nghi li), cham nhat 
tnrot 1 lh sang, Bien tap vien 
COng TTDT se cap nhat nOi 
dung Ban tin bao chi trong 
nut co lien quan den tinh 
Thin Thien Hue vac) chuyen 
muc "Diem tin bao chi lien 
quan 	den 	tinh 	Thira 	Thien 
HuA" 	tren Trang th6ng tin 
dieu hanh 	tac nghiep 	Van 
phong UBND tinh. 

- Sau khi cap nhat vao he 
thong, cac ban tin bac, chi se W.  
dOng chia se ve chuyen muc 
"Diem tin bao chi lien .quan 
den tinh Thira Thien Hue" tin 
trang thong tin dial hanh tac 
nghiep oh cac so, nginh, dia 
phucmg. 

2. Theo diii, xii 1ST diii voi nhiing sv viec bao chi phin inh có lien quan den tinh 
Thira Thien Hue can kiem tra, xii 157 

Chon loc va chuyen 
nhiing su viec bao 

a 

	

	chi neu can kiem tra, 
xir 19 cho ca nhan, t6 

chirc lien quan 

Lanh dao 
UBND tinh ' 

0  
' 

lanh dao Van 
phong UBND 

tinh 

it Hang ngay (trir this 7 va chit
.y nghi li), lanh dao nhat, nga 

UBND tinh, lanh dao Van 
phong UBND tinh theo linh 

 we duce phan cong se chuyen 
nhiing ban tin ban chi phan 
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TT Hog Ong Trach nhi01 . Moto . A Bieu mau 

. 	, 	. 
anh can kiem tra; xir 19 cho: 
- Cie sa, nganh, dia phuong 
lien quan; 
- Chuyen vial 	Van pining 
UBND tinh phu trach rinh vire 
(chuyezn tryt tie") Trang th6ng 
tin clieu hanh tac nghiep caa 
ca nhcin). 

b Tra lori xir 19, tra lei 
van de bao neu 

Lanh dao co 
quan dugc 
giao xir 19 

Hang ngdy, Lanh dao co quan 
vac, Trang thong tin diet',  hanh 
tac nghiep cna ca nhan de theo 
dOi nhiem vu dugc giao xir 1St 
(nhiing nhiem vw,  mai chuyen 
den se dirge he thong canh bao 
thong bao de xir 19 kip tiled). 

Lanh dao co quan se giao 
chuyen vien phu trach chinh 
vi chuyen vien phoi hop (neu 
can) tham muu nOi dung xir 19 
(chuyen tryt tiep tren Trang 
thong tin ctlau hanh tac nghiep 
dui ca nhein). 

Chuy8n vien 
dugc giao 

phu trach 

xir 19 

Sau khi than dugc van de bao 
chi neu do Lanh dao co.  quan 
chuyen den, Chuyen vien dirge 
giao xii 19 phai tham muu nOi 
dung xir 19 va cap nhat Ica qua 
vao phan mem thong qua 
Trang th6ng tin dieu hanh tac 
nghiep cua ca. nhan. 

c Duyet nOi dung xii 
19 cna dan vi 

Lanh dao co 
quan dirge 
giao xli IS' 

Sau khi cal du thao nOi dung 
xir 19 dm chuyen vien, Lanh 
dao co quan duyet nOi dung xir 
19, bao cao UBND tinh. 

Lieu );: Chain nhat sau 05 ngay 
lam viec, ke tir ngay dirge giao 
xii 19, Lanh dao co quan phai 
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TT Hot Ong Trich nhim Mo to Bieu min 

c6 9 kiln tra 1eri cho Lanh dao 
UBND tinh gin qua Trang 
thong tin dieu hanh tac nghiep, 
dong thai gfri bang van ban 
giay ye UBND tinh,  (doi vai 
nhang van de' kho, can si, phoi 
Op caa nhieu ca quan thi c6 
the lau han nhtrng khong qua 
10 ngay lam viec). 

Sau khi lanh dao the co quan 
duge giao nhiem vu xii 19 xac 
nhan lan cuoi nOi dung hi 16i, 
nOi dung Kir 19 se ducyc chuyen 
vao Trang thong tin dieu hanh 
tie nghiep cna chuyen vien 
Van phong UBND tinh phi 
trach linh we. 

Theo dOi tinh hinh Chuy8n vien 
d xii 19 cilia eac se', 

ngahh, ilia phuang 
Van phi:mg 
UBND tinh 

Chuy8n 	vien 	Van 	phong 
UBND tinh phu trach linh vire 
chi frith nhiem ra soat lai va 
xac nhan hoan thanh xil 19 
(xac 	nhan 	tren 	thong 	qua 
Trang thong tin dieu hanh tac 
nghiep dm ca nhan) va bao 
cao Lanh dao UBND tinh, 
Lanh dao Van phi:long UBND 
tinh theo quy dinh. 

Luu y: Lath dao UBND tinh, Lanh dao Van phong UBND tinh c6 the theo doi 
nOi dung xir 19 caa the co quan tnyc ti6p teen phan mem th6ng qua Trang thong 

tin dieu hanh tac nghiep elm ea nhan. 
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Phu lyc V 
IEP NHAN, THEO DOI, XtJ'' L\' DAN HOI, 
CC NANG TRA Len" TREN HE THONG 
ONG TIN BLEU HANH TAC NGHIEP 

Z.57.1.2016/QD-UBND ngayli/ 1/2016 caa UBND tinh) 

Quy trinh "Tiep nh4n,,theo dai, xir 19 dan hoi, ca quan chirc nang tra leri" 
quy dinh trinh to caz bugc tiep than, theo doi, xir ly vuong mac, kien nghi cua ca 
nhan, to chirc, doanh nghiep tir khau giao nhiem vu den khi xir 19 xong cac vu viec. 

TT Hoat tang Trach nhi@n Mo tar M- 2 u mau 

1. Tiep nhan cau hoi dm 6 nhan, to chtic 

Tier, nhan cau hoi 
dm ca nhan, to 
chirc tren Cong 
TTDT Thira Thien 
Hue 

Ban bien tap 
• • 

Cong thong . 	. 
tin Mn ttl 

• firth 

- Hang ngay Ode Mir  7 va cha 
nhat, ngay nghi li), Ban bien tap 
C'FTDT tiep nhan cat,  hoi do ca 
nhan, to chirc gui den chuyen 
muc "Dan hoi, co quan chirc 
nang tra 16i" tren Cong thong tin 
lien to tinh. 
Bu6i sang: 10 gig 00 
Buot i chieu: 16 gier 00 	, 
Cau hair sau khi dugc tiep nhan 
se dugc dicing b0 vao Trang 
thong tin dieu hanh tee nghiep 
Van phong UBND tinh. 

2. Theo del, xir 1y cau heft ciia al nhan, t6 chat 

a 

Chuyen cau hoi 

Van 	phong 
UBND tinh phu 
track tinh vgc lien

Thia quan 

cho chuyen vien nhan 

Lanh dao Van 
phong   UBND 
tinh (hoar fly 
quen 

Con' TTD 
cho 

 T 
Th

.
a 
	

t
thon  

Hue) 

- Hang ngay (tric thzi 7, chzi nib@ 
vangay nghi lj), Lanh dao Van 
phong se chuyen cau h6i tiep 

va chi dao xir 19 cho chuyen 

	

.. 	 . i wen phu tacit (chuyen true tzep 

	

, 	2 	2 	„ tren phan mem thong qua Trang 
g tin dz.e u ha nh ta c nghiep  

Van phong UBND tinh). 
Bugi sang: 7 gig 30 
Bu6i chi 'eu: 14 gib 00 

b Xin 9 kien lank 
dao UBND tinh 

Chuyen vien 
, 

Van phong 
tinh 

Sau khi nhan dugc cau luii va Y 
hen chi dao cila Lanh dao Van

UBND phong, chuyen vien xin 9 kien 
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TT Hoat Ong Trach nhiem Mo to 
x Bien mau 

, 	. 
lanh dao UBND tinh (nett can) 
(Xin Y kien bang van ban giciy) 

c 

Chuy8n 	cau h6i 
cho cac co quan 
chin  nang c6 hen c 	

, 

quan tra laiUBND 

Chuyen vien 
, 

Van phong 
tinh 

Sau khi nhan 9 kin chi dao, 
chuyen vien Van phong UBND 
tinh ,  piny 	trach 	linh,  vuc 	se 
chuyen cau hei vi 9 kien chi dao 
caa Lanh dao UBND tinh (hoac 
dm Lanh dao Van phong UBND 
tinh) vo cac co quan chirc rang 
co lien quan de tra 16i (chuyen 
ow WO tren phan m'dm thong 
qua Trang thong tin dieu hcinh 
tcic nghi.ep). 
D6ng theri gui van ban giay cl8n 
co quan, to chirc do. 

d Ira led cau hOi 

Lanh dao co 
quan dugc 
giao xa 19 

- Hang ngay, Lanh dao co.  quan 
vao Trang thong tin dieu hanh 
tic nghi8p dm co quan minh de" 
theo del rthi8m vu dugc giao xfr 
19 (nhang nhilem vu mai chuyen 
den se dugc 118 thong canh bao 
thong bao d8 xi(' 19 kip filed). 
_ Lanh dao co quan se giao 
chuyen vien Ow trach chinh va 
chuyen vien phoi hop (nett can) 
tham mini cau tra led (chuyen 
mg tiep &an phan mein thong 
qua Trang thong tin dieu hanh 
lac nghi0). 

Chuyen vien 
ducyc giao 
xi' 19 va 

chuyen vier) 
phoi hop 
(neu co) 

Sau khi nhan duot cau ,hei do 
Lanh dao co.  quan chuyen den, 
Chuyen vien ducyc giao xtr,  19 va 
chuyen vier' ph6i hop (nett co) 
tham mtru, n6i dung tra lai ,va 
cap nhat lc& qua vao phan mem 
th6ng qua Trang thong tin dial 
hanh tic nghi'8p caa ca quan. 

d 
Xac nhan n6i 

dung tra lai caa 
Lanh dao co 
quan dugc 

Sau khi co n6i dung tra lai caa 
chuyen vial, Lanh dao ca quan 
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TT Hoat dOng - Trach nhim MO ti . :4 Bleu mau 

chuyen vien giao xir ly vao phan mem de xem, chinh 
sfra vi xac nhan lan cuoi not 
dung tra lai. 
Luu Y: Chaco nhat sau 05 ngay 
lam vii8c, ke to ngay dugc giao 
xfr ly, Lanh dao ca quan phii c6 
SI kien tra lai cho Lanh dao 
UBND tinh girl qua Trang thong 
tin diet' hanh tac nghi8p, ,dOng 
thai gin bang van ban giay ve 
UBND tinh (doi vii ,nhiing van 
cre khi, can su phoi hop caa 
nhieu ca quan thi có the lciu han 
nhung khong qua 10 ngay lam 
viec). 

Sau khi lanh dao ca quan dugc 
giao rthi8m vu xir lY xac nhan 
lan cuoi,  not dung tra led ten 
phan m8m, chuyen vien Van 

Theo doi tinh Chuyen vien phong UBND tinh phi) trach se 

e hinh giai guy& an't 	V 	ph6ng ra soat lai va bao cao Lanh dao 

cila cac ca quan UBND tinh UBND tinh, Lanh dao Van 
ph6ng UBND tinh. Bong thai, 
not dung tra Rri trill cling se 
duct ra soot va dong bO len 
Cong Thong tin din tit Thira 
Thi8n Hu8. 

Lint t:  Thai gian dau mai di* nghiem de nghi the don vi thuc hien long thai ca 
hai phucmg thIrc (chuyen qua Trang thong tin dieu hanh tac nghiep ding thai girl 
van ban giay) 
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QUY 
TREN 

(Kern theo 

Phy lye VI 
N, THEO DOI, XU' LC C MEN CI :r TM" 

THONG TIN DIED HANH TAC NGHltP 
2016/QD-UBND ngtiyal 8/2016 caa UBND tinh) 

Quy trinh ' 	an, theo dOi, xi' 19 S,  kien cir tri" quy dinh trinh to the 
buoy qua trinh theo d6i, xir 19 9 kien cir tri tir khau tiep nhan, theo 	giao nhiem 

vu den khi xir 19 xong the 9 hen. 

TT Hoyt di:mg Trach nhiem Mo ti Bien mau 

I Cip tinh 

1. Tiep nh'Un 9 kien dr tri 

Tiep nhan, cap 
nhat 9 kien cir tri 
vao phan mem 

Chuyen vien 
Van pheng 
UBND tinh 
phu trach 

 hap 9  tong hop 
kiendunt 

 

Khi UBND tinh nhan duce 
bao cao tang hop 9 kien dr tri 
tai the k9 hop do HDND tinh 
chuyen den, Lanh dao UBND 
tinh se chi dao cho ca quan cep 
lien quan tra leri. 
Chuyen 	vien 	Van 	phi:mg 
UBND tinh chiu trach nhiem 

nhat chi daooh UBND 
h (chuyen den Chuyen vien tinh 

Van phong UBND tinh phy 
hitch linh vtrc lien quan theo 
dal) qua phan mem th6ng qua
He th8ng Trang thong tin dieu 
hanh tac nghiep. 

2. Theo d5i, xir 1S7 9 kien 'cir tri 

a 

Chuyen 9 kien 
eft tri cho cac 

ca quan lien quan 
tra lin 

Chuyen vien 
Van ph6ng 
UBND tinh 

Chuyen 	vien 	Van 	ph6ng 
UBND tinh phu trach linh ,vgc 
lien quan se tiep,tuc chuyen 9 
kien oh eir tri ve cac ca quan 
chchinnang co lien quan de tra 
lei (chuyen ow tiep tren phdn 
mem th6ng qua He th6ng 
Trang thong tin crieu hanh toc 
nghiep). 
Deng theri giri van ban giao 
den co quan do. 

b Tra led 9 kien cu Lanh dao ca - Hang ngay, Lamb dao ca 
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TT Hog doling Trach nhiem M(5 ti Bieu mall 

tri ' quan dugc 
giao xir 12 

quan vao He 	thong •Trang 
thong tin dieu hanh tac nghiep 
ena co quan minh de theo dOi 
nhiem vu dugc giao xfr UT 

(nhang nhiem \In,  men chuyen 
den se dugc he thong canh bao 
thong bac) de xir 12 kip thai) va 
giao cho chuyen 	vien 	phn 
tech chinh,  va ,  chuyen vien 
plied hop (nett can) tham mini 
nOi dung tra led (chuyen tricc 
tiep tren pluin mem thong qua 
Trang thong tin dieu hanh tac 
nghiep). 

c 

Chuyen vien 
dugc giao 
xir 12 	a v.a  

chuyen vien 
ph81 hop 
(neu c6) 

Sau khi nhan dugc 2 kien do 
Lanh dao co quan chuyen den, 
Chuyen vien dugc giao xir 1ST 
va chuyen vien ph6i hqp (neu 

, co) tham muu not dung tra lai 
va cap nhat lc& qua vao phan 
mem th8ng qua He thong 
Trang thong tin dieu hanh tac 
nghiep caa co quan. 

d 

Xac nhan not 
dung tra 161. cua 

chuyen vien 
Lanh dao co 
quan dugc 
giao XIS 12 

Sau khi co chi thao not dung 
tra 16i 2 Icien cir tri dm chuyen 
vien, Lanh dao co quan vao 
phan mem de,  xem, chinh sira 
va, xic nhan lan cued not dung 
tra Igi. 
Lint 2: Cham nhat sau 05 ngay 
lam vi'ec, Ice dr ngay dugc giao 
xi i 12, Lanh dao co quan phal 
c6 y, kien tra lai cho Lanh dao 
UBND tinh giri qua He th6ng 
Trang th6ng tin dieu hanh tac 
nghiep, dung thai giri bang van 
ban giao ye 	tinh,  (GT& ,UBND 
vai r nhiing van de kh6, can site 
ph6i hap ciia nhieu ca quan thi 
c6 the lciu hon nhung killing 
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TT Hoat do, ng Trach nhiem Mo 6 
 x Bieu mau 

qua 10 ngcly lam viec). 

d 

Theo &I tinh 
tra lei y kien 

cu tri cua cac ca 
quan 

Chuyen vien 
Van piping 
UBND tinh 

6' tren phan mem, chuyen
hinh 

Sau khi lanh dao ca quan duge 
giao nhiem vu tra led y kien cu 
tri xac nhan lan cuoi not dung 

• • 
tra 1
.  wen Van phong UBND tinh 

php trach ra soat tong hop va 
bac) cao Lanh ciao UBND tinh, 
Lanh dao Van phong UBND 
tinh php trick 

II Cap huy?n, thi xi thanh ph6 (sau day goi chung la cap huy4) 

1. Tip nhan Y kien cir tri 

Tiep nhan, cap 
nhat Ycien,cfr tri 
vao phan mem 

Chuyen vien 
Van ph6ng 
HDND va 

UBND huyen 
php tech tong 
hop Sr kien cc! 

tri 

IOU UBND huyen nhan dirge 
bao cao tong hop kien cir tri tai 
the kY hop do HDND. huyen 
chuyen den, Lanh dao HDND 
va UBND huyen se chi, dao 
cho cac ph6ng, ban lien quan 
tra led. 
Chuyen 	vien 	Van 	phong 
HDND va UBND.  huyen chin 
trach nhiem cap What chi do 
cila Lanh do HDND va 
UBND huyen (chuyen ten 
chuyen vien Van phong HDND 
va UBND huyen phy trach linh 
vtfc lien quan) qua phan mem 
He thong trang thong tin dial 
hanh tac nghiep. 

2. Theo doi, xir lY Y kien cir tri 

a 

Chuyen ST kien cu 
tri 	cho 	chuyen 
vien Van ph6ng 
HDND va UBND 
huyen php trach 
linh vac lien quan 

Chuyen vien 
Van piping 
HDND va 

UBND huyen 
phu trach lTnh 
vpc lien quan 

- Doi vol y kien cu tri,  thuec 
tham quyen 	giai 	quyet 	cila 
UBND huyen: 	chuyen vien 
phi trach linh virc lien quan se 
ti'en nhan theo cl5i (tren phan 
mem 	thong qua 	He 	thong 
Trang thong tin diet, hcinh toc 
nghi ep). 
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TT Hog d'O'ng Trich nhifr Mil ti Bi4u nau 

Lanh dao Van 
phong HDND 

va UBND 
huyen; chuyen 

vien Van 
phong HDND 

va UBND 
huyen phu 

trach filth vuc 

- Doi yeti Y kien dr tri,  thu8c 
tham quyen giai quyet dm 
UBND tinh: chuyen vien phu 
trach Tinh we lien,  quan sau 
kin tiep nhan qua phan mem se 
xin y kien Lanh dao Van 
phong HDND 	va UBND 
huyen de chuyen len UBND 
tinh (myc chuyn xiie ly tren 
phein mem). Khi nhan dugc Y 
Icien ,  dr 	tri 	do 	cap 	huyen 
chuyen len, UBND tinh thuc 

lien quan 

hien xir 1Y theo quy trinh quy 
dinh tai Muc I. 

b 

Chuyen y kien dr 
tri cho cac phong, 
ban lien quan tra 

lei 

Chuyen vien 
Van phong 
HDND va 

UBND huyen 

Chuyen 	vien 	Van 	phong 
HDND va ,  UBND huyen phu. 
trach chuyen SI kien caa dr tri 
ve cac ph6ng, ban cep lien quan 
de tra loi (chuyen trtec tie]) tren 
phan mem thong qua He thong 
Trang thong tin dieu hanh tic 
nghiep). 
Dang thoi gin van ban giay 
den phong, ban do. 

c 
Tra loi Y kien 

cir tri 

Lanh dao 
phong, ban 
duct giao 

xir ly 

- Hang ngdy, Lanh dao ph6ng, 
ban vao Trang thong tin dieu 
hanh tac nghiep elm don vi de 
theo dOi nhiem vu &rot giao 
xfr 1Y (nhftng nhiem vu mai 
chuyen den se dugc hethong 
canh bao th8ng bao de xir ly 
kip thtri) va giao cho chuyen 
vien 	phu 	trach 	chinh 	va 
chuyen vien phoi hop (neu 
can) tham mini cau tra loi 
(chuyen trtec del) tren phcin 
mem 	thong qua , HO' 	thong 
Trang thong tin ctieu hanh tac 
nghiep). 
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TT Hoat dOng Trach nhi'em Mo ti , Mu man 

d 

Chuyen vien 
dirge giao 
xir 19 Nth 

chuyen vien 
ph ey i hop 
(neu co) 

Sau khi nhan dirge cau,hoi do 
Lanh dao dart vi chuyen den, 
Chuyen vier' dirge giao xir 19 
vi chuyen vien phOi hop (neu 
co) phai tham muu cau tra 16i 
va cap nhat ket qua vio phan 
mem thong qua Trang thong 
tin di'eu hanh tac nghiep cda ca 
quan. 

d 

Xac nhan nei 
dung tra leri dm 

chuyen vien 

Lanh dao 
p 	banhong, 

doge giao xir 
19 

Sau khi có du thin nai dung 
tra loci cila chuyen ,vien,,  Lanh 
dao don vi vao phan mem de 
xem, chinh sira Ara the nhan 
Fan cuoi not dung tra leri. 
Luu 9: Cham nhat sau 05 ngay 
lam viec, Ice tir ngay doge giao 
xir ly, Lanh dao don vi phai cep 
9 kien tra led cho Lanh dao 
____ 	, 	, . 
UBND hum gin qua Trang 
thong tin dieu hanh tac nghiep, 
Bang died gui van,  ban giay ye 
UBND huyen (croi von nhieng 
yam de kho, can bra phoi hop 
ctia nhieu ca quan thi có the 
lau han nhung killing gud 10 
ngdy lam viec). 

e 

Theo d5i tinh 
hinh tra led 9 kien 
cu tri dm cac co 

quan 

Chuyen vien 
Van phong 
HDND va. 

UBND 
huyen 

Sau khi lanh dao don vi dirge 
giao nhiem vu tra loi 9 kien dr 
tri xac nhan lan cuoi nei dung 
tra lai tren phan mem, chuyen 
vien Van pining HDND va 
UBND huyen phu trach ra soot 
tong hop boo coo Lanh dao 
UBND huyen, Lanh dao Van 
phong HDND 	va 	UBND 
huyen. 

III Cap xi, pinning, thi trait (say day g9i chung la cap xa) 

1. Tiep nhan y ben ctr tri 
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TT Ho3t doing  Trach nhiem Mo to . Bien man 

Tiep than, cap 
nhat 9 kien sir tri 
vao phan mem 

Can b6 php 
track Van 

pheng 
HDND va 
UBND xa 

Khi UBND xa than &roc bao 
cao tong hop kien cu tri tai cac 
k9 hop do HDND xa chuyen 
den. Lanh dao HDND va 
UBND xa se chi dao cho cac 
can b0, cong chat lien quan tra 
led.  

CS b6 php track Van ph6ng 
HDND va UBND xi chiu 
trash nhiem cap nhat chi dao 
caa. Lanh dao HDND 	va 
UBND xa (chuyn den can b6, 
cong shies phy trash linh vvc 
lien quan) qua phan mem He 
thong trang thong 	tin 	dieu 
hanh tac nghiep. 

2. Theo din, xirlSi Si kien eir tri 

a 

, 
9 kien sir 

tri 	cho 	can 	b6, 
cong 	chi:re 	phi 
track linh vuc lien 
quan 

Can b0, cong 
chirc phi • 
II-6:h linh vpc 
lien  quan  

Lanh dao 
HDND va 
UBND xa 

Trang thong tin dieu hanh tac
Chuyen 

- DEn voi Si kien sir tri thuOc . 
tham quyen giai quyet dm 
UBND xa: can b6, cong chirc 
php trash linh we lien quan 
Op  nhan xir 19 (chuy'n true 
tiep tren phan mem th6ng qua 

nghiep di a clan vi). 
- Doi lied 9 kien cir tri thuoc 
tham quyen giai quyet dm 
UBND 	huyen: 	Lath 	dao 
UBND xa se chi dao chuyen 
len UBND huyen (mix chuyen 
xir 19 ten phan mem). Khi 
than throe 9 kien sir tri do cap 
xi chuyen len, UBND huyen 
theo dei xfr 19 theo quy trinh 
quy dinh tai Mpc II. 

b Tra 16i 9 kien sir 
tri 

Can b6 phi 
trash 

Hang ngdy, Can b6 php trash 
vao He th6ng Trang thong tin 
dieu hanh tac nghiep ciia minh 
de theo dOi nhiem vp. duot 
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TT Hot do, ng Trach nhi@n, MO ti Mu mau 

giao xir 19 (nhang nhiem vu 
moi chuyen den se.-  duct he 
th8ng canh bao thOng .bao de 
xir 19 kip thoi). 
Sau khi nhan duce 9 kian cu 
tri do Lanh dao UBND xa 
chuyen den, can b0 phu trach 
&roc giao xir 19 phai tham 
muu nOi dung tra 18i va cap 
nhat ket qua vao phan mem 
thong qua ,  He thong Trang 
thong tin dial hanh the nghiep 
tha co quan. 

e 

Xac nhan nOi 
dung tra lei dm T  

Can 12/0 plut trach anh dao 
UBND xa 

Sau khi co du thao nOi dung 
tra lti cita Can 1)0 phu trach, 
Lanh UBND xa vao phan mem 
de xem, chinh sin va xac nhan 
lan cuoi nOi dung tra lai. 
Ltru 9: Chaco nhat sau 05 ngay 
lam viec, ke tir ngay dugc giao 
xir 19, phai có 9 hen tra lari 
(dai viii nhi?ng van de kilo 
phai can sv phoi hap 

the nhieu ca quan tin co the lciu 
how nhtrng khong qua 10 ngay 
lam viec). 

Ltru S:  Thai gian dau meri thir nghiem de nghi cac don vi dux hien d6ng thai ca 
hai phuong thirc (chuyen qua He th6ng Trang th8ng tin dieu hanh tic nghi'p &Ong 

theri gin van ban giay) 
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Phu Inc VII 
ANG Kt CHUONG TRINH LONG TAC 
CAO CONG TAC THANG/NAM 

GANH, DIA PHUONG THEN HE THONG 
ONG TIN DIEU HANN TAC NGWtP 

(Kern theo Qitye Crz sa:..5:3../2016/QD-UBND ng414/8/2016 czia UBND tinh) 

I. Ding 14 chirong trinh ding tic va bac) cao ket qui time hien clurong 
trinh cong tic thing/nam cua UBND tinh 

TT Mont ding Trach nhiem MO ti Bieu man 

1 
Dang kj,  chuong trinh 
cong tic thang/nam 

Lanh dao 

cac sec, 
nganh, dia 

Phuang 

Dinh ky thang/nam cac don vi • 
thuc hien clang ky Chuang 
trinh cong tare tren trang thong 
tin dieu hanh tae nghiep cna 
don vi. 

2 

Xay 	dung 	dv 	thao 
Chuang trinh cling the 
thang/nam dm UBND 
tinh 

VP 
UBND tinh 

Can dr vao clang ky chuong 
trinh 	clang 	tac 	do 	cac 	so., 
nganh, dia phuong clang ky 
duce tich hap len trang th6ng 
tin dieu hanh tac nghiep dm 
UBND 	tinh, 	Van 	phong 
UBND tinh se chin loc, tong 
hop va xay dung dv thao 
chuong 	trinh 	cling 	tic 	cna 
UBND tinh trinh UBND tinh 
ban hSh. 

3 

Bao cao kat qua thvc 
hien Chuang trinh cong 
the 	thang/nam 	oda 
UBND tinh 

Lanh dao 
„ , 

cac sa, nganh, 
dia phucmg 

Chuang trinh cong tic cila 
UBND tinh sau khi ban hanh 
se dugc cap nhat vao trang 
thong tin dieu hanh tac nghiep 
dm UBND tinh va Chia se 
nhiem vu 	ve 	cho 	cac 	sO, 
nganh, dia phucmg trien khai 
thuc hien. 
Dinh ky, den ky bac, cao, lanh 
dao cac so, nganh, dia phuang 
bao cao ket qua thvc hien 
chuong 	trinh 	cong 	tac 

/'j 
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TT Hoat tieing Trich nhitm Mo ti Bitu mitt 

thing/nap . caa UBND tinh 
(bao cao trvc tiep ten trang 
thong tin dieu hanh tic nghiep 
cila ca quan). 
Bao cao dm cac se, nginh, dia 
phucmg se duct tong hop 
thanh bao cao cna UBND tinh. 

H. Bio cao cong tic dinh Icy thing/nam theo quy cht lim vitc cua 
UBND tinh 

TT Hoat dOng Trial nhitm MO ti Bitu mAti 

1 

Bao 	cao 	cong 	tic 
thang/nam cil a tic sa, 
aganh, dia phucmg 

Lanh dao 

cac ser, 
nganh, ilia 

phucmg 

Dinh 14, den 14 bao cao cac 
so; nganh, dia plurcmg thvc 
hien bao cao -len UBND tinh 
(bao cao true tiep ten trang 
thong tin dieu hanh tic nghiep 
dm co quan). 

2 
Bao 	cao 	cong 	ticVP 
thang/nam dm UBND UBND 
tinh 

UBND tinh 

Can cir vao bao cao cong tic 
do cac ser, nganh, dia phuong 
tich hop len trang thong tin 
diet' 	hanh 	tic 	nghiep 	cila 

tinh, 	Van 	ph8ng 
UBND tinh se chon loc, tong 
hop, xay clung du thao bao cao 
ding tic dm UBND tinh trinh 
lanh dao UBND tinh ban hanh. 

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

          
     


	53qd1.PDF
	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17
	Page 18
	Page 19
	Page 20
	Page 21
	Page 22
	Page 23
	Page 24
	Page 25
	Page 26
	Page 27
	Page 28
	Page 29
	Page 30




