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UBND TINH BINH DINH CONG HOA XA HOI CHL NGHIA VI T NAM 
BAN QUAN LY KHU KINN TE 	DOc 10p - Tu. do - Hanh phtic 

S:644.-QD-BQL 	 Binh Dinh, ngray08  !hang 10 ntim 2117 

QUYET DINH 
Ye vice ban hanh Quy cht quint 1ST, sir dung hg thO'ng Van phong die hi lien 
thong va Thu. di0 61• cong vu tai Ban Quin ly Khu kinh to tinh Bi h Dinh 

M 

TRU'€NG BAN QUAN LY KHU KINH TE 

Can cir Nghi dinh so 64/2007/ND-C13  ngay 10/4/2007 ctia Thit to 
phi' ve viec img dung ding nghe thong tin trong hoat Ong dm co quan 

Can cir Chi thi so 15/CT-TTg ngay 22/5/2012 dm Thu tuOng Chi 
viec tang cuang sir dung van ban dien tir trong hoat dOng ctla co quan nh 

Can cu Quyet dinh so 36/2016/QD-UBND ngay 08/7/2016 cua U 
Binh Dinh ban hanh Quy che quan ly va si'r dung He thOng Van phong d 
thong trong cac co quan nha nuac tren dia ban tinh Binh Dinh; 

Can cir Quyet dinh so 4115/QD-UBND ngay 16/11/2015 cita us 
viec ban hanh Quy dinh chtrc nang, nhiem vu, quyen han va co cau t 
Ban Quan 1/ Khu kinh to tinh Binh Dinh; 

Xet de nghi caa Chanh Van phong Ban Quail N Klut k nh 

QUYET DINH: 

, Dieu 1. Ban hanh kern theo Quyet dinh nay Quy c e quan 1):/, ' dung he 
thOng Van phong dien tir lien thong va Thu dien tir cong tai Ban Q an ly Khu 
kinh t6 tinh Binh Dinh. 

Dieu 2. Quyet dinh nay có hieu lkrc thi hanh ke tir nga 

Dieu 3. cha.nh Van phong Ban, Tracing cac phong c uyen mon, on vi trkrc 

thuOc va cac to chirc, ca nhan co lien quan chiu trach nhi m thi hanh uyet dinh 

nay./. 

nhijn: 
- Nhu.  Di&I 3; 
- So Thong tin Truyen thOng; 
- Twang Ban, c6c Ph6 TB; 
- Lim: VT, CVP. 
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UBND TiNH BINH DINH 	CQNG HOA XA H01 CH 
BAN QUAN LI? KHU KINH TE 	D(Ic 14p - Tkr do - 

NGHil VIET NAM 
Hanh p tic 

QUY CHE 
Quin 1Y, sir dung he th6ng Van phong dien tir 

va Thtr dien tir cong vu tai Ban Quan 1' Khu kinh t 
(Ban hanh kern theo Quyit dinh so cli-./Q-D-BQL ng  

cua Trweing Ban Quan lf) Khu kinh to  

lien th i  ng 
tinh B nh Dinh 

y  ...0Y./ 0/2517 

ng Van ph6 g dien to 
quan 1 , ch' dao, dien  
V7). 

vier' c irc, Fan vien 
i) trona vie tham gia 

Chuang I 
NHCYNG QUY DINH CHUNG 

Dieu 1. Phalli vi va d6i tuvng ap dung 

1. Quy the nay quy dinh viec quail 1T, sir dung he th 
lien thong (VPDT) va Thu dien stir cong vu trong hoat don  
hanh tai Ban Quan ly Khu kinh to tinh Binh Dinh (Ban Qua 

2. Quy the nay ap dung cho toan the cong chirc 
(CBCCVC) cua cac phong, ban va dun vi trirc thuOc (don 
khai thac, sir dung VPDT va. Thu dien tir cong vv. 

Dieu 2. Cac nguyen tac chung 

1. Hoat Ong cua VPDT va Thu dien ttir cong vu phai 
cac quy dinh cua Luat Cong nghe thong tin, Luat Giao dic 
thong tin mang, Chi thi so 15/CT-TTg ngay 22/5/2012 c 
ve viec tang ctx&ng sir dkmg van ban dien tir trong float 
ntirgc va cac van ban lien quan ye an town bao mat thong 
trao doi cac van ban dien dr. 

2. Viec,trao 	giri, nhan cac van ban mat va cac t 
'thong trao &I qua mai trugng mang phai tuan thu theo 
luat ye bao ve bi mat nha ntirac va cac quy dinh khac 
teen mang internet. 

3. Cac thong tin ve tai khoan truy cap vao VPDT v 
phai dtirgc dam bao bi mat theo quy dinh cua phap luat hien 

4. Cac to chirc, ca nhan co hanh vi phat tan tai lieu 
&rang loi chu tracing ciia,Dang, chinh sach phap luat c 
thong tin gay anh hugng den uy tin, danh du cua don vi, c 
tan virus may tinh thong qua VPDT va Thu dien tir cong 
theo quy dinh cua phap 1*. 
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Dieu 3. 1-1-c' thong Van phong dien tr lien thong va Thu• dien tir cong vu  

, • 1. 	thOng Van phong dien tir lien thong là 	th6ng ke't 	gift cac h8 
thong Van phong dien tir cua cac co quan, don vi ten dia ban tinh qua mai truang 
mang d8 trao d6i, xill.17cac van ban dien giCra cac co quan, dan vi. 

2. Thu dien to cong vu IA phAn mem drig dung phut vu cho cong tic trao 
doi thong tin trong 	quan Nha nuac,,cac to chirc doan the nham giam viec luu 
hanh cac van ban giay khong can thiet, mang lai hieu qua cao trong cong viec. 

3. Dia chi truy cap va tai khoan clang nhAp he thOng 

- Dia chi truy cap VPDT: https://vpdt.kkt.binhdinh.gov.vn  

- Dia chi truy cap thu dien tir cong vu: http://mail.kkt.binhdinh.gov.vn  

(02 ilia chi nay có tich hop tren Trang thong tin diOz tir clic! Ban Quart l_j) 
Khu kinh to tai http://kkt.binhdinh.gov.vn  hoac http://kktbinhdinh.vn) 

- Tai khoan (tang nhap: Theo ten va mat khau da cap (Viet quan ly tai 
khoan va mat khau clang nhOp He thong Van phong 	theo dieu 2 va 3 Quyet 
clinh so 1003/QD-BQL ngay 28/6/2013 ci"la Tru.o.ng  Ban Quan ly Khu kinh to ye 
dam bao an toan, an ninh thong tin trong hoot (l'ong ling dung cong ngh e thong 
tin dia Ban Quan ly Khu kinh to tinh Binh Dinh) 

Chining II 

QUAN LA?, SU' DVNG II I:: THONG VAN PIIONG DIN Tff LIEN THONG 

Dieu 4. NOi dung t h lye hien teen VPDT 

1. VPDT dm Ban Quail ly su dung phuc vu cong tac chi dao, dieu hanh; xa 
ly cong viec hang ngay; trao doi thong tin ctia cac phong, ban, don vi truc thu6c 
vOi nhCmg chirc nang co ban: Quan 1$/, xi:r 1y, theo doi van ban di, den; chuyen, 
nhan van ban qua mang may tinh; tao lap, guar' 1)",  ho so cong viec de phuc vu 
cong tac trao doi thong tin; nhac nho., ra thong bao, giao viec; bao cao thong ke, 
tra 	Cac van ban phuc vu cong tac chi dao, dieu hanh, cac hoat Ong quan 1y 
nha milk, thong tin trao doi dm Ban Quan 13", phai phil hop voi cac quy dinh cua  
phap luAt, tuan thu theo the thirc va k9 thuat trinh bay van ban thuc hien theo 
Thong to so 01/2011/TT-BNV ngay 19/01/2011 cua Bo NOi 

2. Van ban giri tren he th6ng Van,  pi-long dien dr lien thong là van ban,  gidy 
da dugc lanh dao co quan 	va long dau (hoAc sir dung chic so), dugc s boa 
de gii:r 	 tren He thong. 

3. Cac phOng chuyen mon, cac don vi true thu6c Ban Quart ly khi phat hanh 
van ban mang tinh chat n6i b6 co quan 

de 
thgc hien photocopy sao 	ma 

phai gUi qua VPDT (trir Lanh dao Ban) de cac don vi, nhan lien quan trien khai 
thut hien nhu van ban giay. 

4. Trugng cac phong chuyen mon, Trugng cac dan vi va can b6, cong chirc, 
vien chdc thu6c Ban Quan ly phai cap nhat thuang xuyen, day da thong tin dm 
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van ban den, quan lY van ban di, chuyen va nhan van bantr ng mo tn.!.  g mang; 
thvc hien xis lY van ban, giai guy& cong viec th6ng qua ho •a cong 

Dieu 5. Cac loai van ban 	nhan qua he th6ng 
lien thong 

n pho g di n tir 

cap loai van 1. Ngoai trir nhang van ban mat theo quy dinh 	ap lua 
ban sau day phai girl, nhan qua He thong Van phong dien t' lien th 

a. This mai, giay mai, giay trieu tap; 

b. Thong bao; 

c. Lich cong tac; 

d. Bao cao dinh kS/; bao cao dOt xuAt; van ban hiron clan th .c hi n va cac 
Bieu mau dinh kern theo quy dinh; 

d. Van ban trao doi phuc vu cong viec gala cac ca qu n (trir ac v. n ban c6 
lien quan ye an ninh, qu6c phong va trat tkr an town xa hOi, cac van ban I ac theo 
quy dinh ye bao mat thOng tin); 

e. Tai lieu phu.c vu hOi hop (trix cac cuOc hop ye an ni qu6 
xA h6i, cac cuOc hop lchac theo quy dinh ve bao mat thong t ) 

g. Van ban giri den cac ca quan de bi6t, a bao cao. 

2. Khuyen khich sCr dung He th6ng Van phong dien Cr lien hon 	thtrc 
hien viec giri, nhan cac loai van ban k.hac. 

s  3. Cac van ban dien tir phil hop voi cac quy dinh tai Khoan 1 v Khoin 2 
dieu nay dtro.c giri ur he thong Van phong dien tir cua ca uan, d vi thuOc He  
thong Van phong dien tir lien thong cua tinh dugc xem la t ong ti chi h thirc va 
c6 gia tri phap ly nhu van ban giay. 

4. Ngoai nhang van ban da duot qui dinh tai Khoan dieu ay, •dc dan vi 
khi phat hanh van ban giay (trir nhang van ban mat), ngo viec iri v n ban tai 
nai nhan qua &rang van this, phai girl van ban da 1‹.3r vao la chi An p Ong dien 
tir cua dan vi, ca nhan có ten trong phan "nai nhan". 

Chu.ang HI 

QUAN LY, SU.  DUNG THU' DIEN Tfr C 1 NG V 

Dieu 6. Noi dung thong tin sir dung trong Thu• dien tir con vu 

1. Cac loai van ban sau duce trao d6i, giri nhan qua This di n t' cong vv: 
This mai, lich cong tac cila co. quan, cac tai lieu trao doi •hvc v con: viec, tai 
lieu phuc vu cac cuOc hop, van ban chi dao lieu hanh, v n ban ao bao cao 
chuyen de, bao cao ,tuAn, thang, quy, nam, thong bao, ung va ba giri den 
nhang co.  quan 6 biet, de bao cao, cac van ban du thao de ghi go.  

trat ty.  
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2. Khuye'n khich tan dung h8p thu dien tir cong vu de giri, nhan cac loai van 
ban: cong van, bao cao cac cap, nhUng th8ng tin chi dao, diet' hanh cua lank dao 
va cac van ban khac (trir nhang van ban mat). 

Dieu 7. T6 chti.c plan ly, khai iliac, sii. dung Thu• dien tii• cong vu 

1. Dal vai h 3p thur dien tie cut, Ban Quail Khu kinh to  
- Van phong Ban co trach nhiem quan ly hop thu dien to cUa Ban Quan ly  

Khu kinh to tai dia chi la: Iddbinhdinh@binhdinh.gov.vn  va 118p thu nay chi de 
giai quyet cong viec hanh chinh dm Ban Quan 1Y, khong sir dung vao bat kY muc 
dich nao khac. 

- Chanh Van phong Ban chi dao to chirc dieu hanh, phan cong CBCC theo 
doi, kiem tra, thu.c hien viec giri cac loai van ban Oat hanh cita Ban Quart 15/ di 
cac to chirc va ca nhan khac; nhan van ban tir cac to chirc va ca nhan khac gui ve 
Ban Quan 15/; kip thoi thong tin bao cao, chuyen not dung da nh4n den lanh dao 
Ban nam va chi dao giai quyet cong viec. 

2. Dai voi hop thu• dien ctia cac thin vi  

- HOp thu dien to cua don vi la h8p thu danh de don vi trao doi cong tac, moi  
don vi có hOp thu dien to rieng de nhan cac loai van ban chi dao tir cap ten, giri 
van ban di den cac to chirc va ca nhan khac trong qua trinh hoat dOng, cong tac. 

- Truong don vi có trach nhiem quan ly, phan cong CBCCVC theo doi, ki'ern 
tra not dung hop this. Ngirei &roc giao nhiem vu quan 1ST h'Op thu dien tir ciia don 
vi phai bao cao nOi dung da nhan cho Twang don vi de kip thai giai quyet cong 
viec. 

- Khi nhan &roc thu dien to goi vao hOp thu don vi thi Twang don vi (hoac 
nguai ducc thii tracing uy quyen) phai có trach nhiem xir ly va thgc hien. 

- Khi co su thay doi nhan skr thi Trutmg don vi có trach nhiem chi dao ban 
giao h8p thu, mat khau va toan bO not dung du lieu dm hOp thu dien to don vi cho 
nhan su.  mori. 

3. >Doi voi hop thu• dien ttr cita mni CBCC'VC 

- Moi CBCCVC dugc cap mot h8p thu dien to rieng de giri, nhan thong tin, 
cac loai van ban trong qua trinh cong tac. 

- Moi CBCCVC to quan ly not dung h8p thu dien tir cua minh va giai quyk 
cong viec cu the &roc phan cong trong hOp thu dien dr. 

- Bao ve mat khau sir dung hOp thu dien 

- Quan 15,  va luu trfix cac thu dien tir dm ca nhan. 

- Chiu trach nhiem ve not dung thong tin dm minh giri len mang. 

- Khong truy nhdp vao h8p thu cua ngued khac va khong de nguiyi khac sir 
dung dia chi, hOp thu dien to cua minh. 
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- Khong duot cung cap mat khau, hoac de le mat au dan nh p vao he 
thOng thu dien tu' cho ngtrOi khac. 

- Khong phat tan thu rac hoac cac thu dien tir khong d ng mu• dic trong he 
thong thu tin dien to cua tinh thong qua dia chi sir dung cua minh. 

Di&I 8. Thai gian ki4m tra he thOng Thun dqn c8 g vu 

Tat ca CBCCVC cUa Ban Quan 1y phai thuong xuyen kiem tr 
tir cua don vi va cua ca nhan trong gio. 	viec, it nhat 02I: trong n 
kip thoi thu dien 	cac to chile va ca nhan khac, kip thed nam 
13",  cong viec mot each nhanh nhat, hieu qua nhat. Rieng p thu 
quan, Van phOng phai kiem tra it nhat 04 lan trong ngay. 

Chuang IV 

TRACH NHIEM CUA CAC DON 'VI KHI THAM GI • HE Ti 
•>. 	A 

PHONG DIEN TI! LIEN TI TONG VA THUDIEN CO 

Di&i 9. Trach nhi?in cua Tru.o.ng  don vi 

1. Chi dao sir dung VPDT va Thu dien tir cong vu 
cong viec hang ngay cua co quan, don vi. 

2. Chiu trach nhiem ve nei dung, tinh chinh xac va 
trao doi teen VPDT va Thu dien fir cong vu. 

3. Theo doi, don dee viec sir dung VPDT va Thu 
CBCCVC trong co quan, don vi clang muc dich, co hieu qu 

4. ThuOng sxuyen theo dOi nam bat tin 	xir van ban qu 
quan, don vi nham kip thoi phat hien, giai quyet cac vuon mac p 
de xay ra tinh trang ton Ong van ban. 

5. Thu twang co quan, don vi si:r dung VPDT va T 
chuyen van ban den cac ca nhan hay phong, ban, don vi 
phep phat hanh van ban di va quyet dinh viec phat hanh h 
dien fir ho4c ket hop phat hanh ca van ban dien tir va van b 

Di&I 10. Trach nhitn cila Van thu. 

Tiep nhan, xir 1)"/ van ban den va ban hanh van ban di, ao so  
de ltru trtr, bao cao, thong lee va 	15T, giai quyet cling v ec ten 
phOng dien dr lien th6ng cua co quan, don vi minh. 

1. Tiep than van ban den: 

a. Theo dOi, tiep nhan van ban den true tuyen thong q 
dien tir lien thong, chuyen xir 15,  theo quy dinh cong tac va 

b. Tiep nhan van ban giay, thtrc hien se hoa van ban, 
va cap nhat van ban dien tir vao He thong Van phong dien 
chuyen xir 15/ theo quy dinh. 
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2. Phat hanh van ban di: 

Six dung 	th6ng Van phong dien tir lien thong d.6 s0 	khai bao cac 
thong so van ban do co quan ban hanh, chuyen cac van ban qua He thong Van 
phong dien tir lien thOng cho cac co quan, don vi lien quan; thirc hien phat hanh 
van ban giay theo chi dao cua ldnh dao co quan, don vi. 

Dieu 11. Trach nhi?rn cua CBCCVC sir dung VPDT va Thur di?n tir 
&Ong vu 

1. CBCCVC tham gia van hanh, sir dung VPDT va Thu dien tir cong vu 
theo dung chirc rang, nhiem vu dugc giao; duce cap met tai khoan de clang nhap 
vao He thong va có trach nhiem bao ve tai khoan dkroc cap, bao dam an toan 
thong tin. Truang hop mat khau bi 10 hay gap six co ve He thong phai bao cho can 
bee CNTT (Van phong Ban) de' xir 19, khdc phpc. 

2. Trong truing hop xay ra sir c0 lam He th0ng tarn ngimg hoat cling, can 
b0, cong chirc phai bao cao vii ngireei co trach nhiem de xir 19; (long thai thirc 
hien giai guy& cong viec bang bien phap thong thuang va nhap day du thong tin 
vao He thong ngay sau khi He thong hoat dOng tree lai. 

3. Can biktiep nhan va tra ket qua có trach nhiem kie'm tra tinh day du, tinh 
hop phap cua ho so; nhap moi ho so, nhap bee sung ho so theo mau don, mau to  
khai va cac giay to, tai lieu lien quan thong qua MOt cira dien tir va chuyen xir 19 
theo quy trinh. 

4. Khong sir dung cac hOp thu dien tir ca nhan dang khk de-  trao doi cong 
viec dm co quan, don vi tren moi truing mang. 

, 	5. Khong truy cap vao VPDT va Thu dien tir cong vu cua ngireei khac hoc 
de ngued khac sir dung tai khoan cua minh. 

6. Khong sir dung cac cong cu, phan mem va cac bien phap ks/-  thuat duai 
moi hinh thirc nhdm chi6m dung bang thong clueing truyen, gay tdc nghen mang. 
Ding thai, khong dugc co hanh dOng say can tra, pha hoai hoat (Ring cua mang 
Internet, lam anh huang den cac He thong thong tin khac. 

Dieu 12. Trach nhiem cua Van phong Ban Quin IS. 

1. Chii tri, phi hop vii cac phong chuyen mon, cac don vi trkrc thuOc co 
trach nhiem quail 19, khai that van hanh, huOng clan CBCCVC sir dung hieu qua 
va bao dam an toan da lieu cua VPDT va Thu dien tir cong vu. 

2. Thuang xuyen theo doi va cap nhat day dia cac thong tin thay doi va lien  
he voi Sae Thong tin va Truyen thOng la don vi dau moi quan 19 VPDT va Thu 
dien tir cong vu tai Trung tarn tich hop dir lieu cua tinh va don vi co lien quan de 
dugc ho tree ky thuat, khdc phpc cac sir co dam bao viec van hanh lien tpc, thong 
suit cua he thong. 

3. Tao mai, cap lai, xoa va phan quy&I cho nguai sir dung tham gia VPDT 
va. Thu dien tix cong vu theo chirc nang, nhiem vu diroc giao. 

4. Co trach nhiem tich hop VPDT va Thu dien tu.  cong vu vOi Trang thong 
tin dien tir cua Ban Quan 19 de phkic vu cho viec clang nhap He thong nhanh gun. 
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Chuang V 

TO CHUt TIEVC HIEN 

Dieu 13. Khen thuirng va xii ly vi phvn 

1. Cdc phOng chuyen mon,,dan truc thuOc; nguoi sir dung thuc hien tot
the nay dem lai hieu qua thiet thuc se &roc xem xet danh gid trong tong tdc 

thi dua, khen thuang hang nam. 

2. Cdc phong chuyen mon, don vi true thu'Oc; ngtroi sir dung co hanh vi vi 
pharn quy che nay thi se bi trix diem thi dua hoac thy thed tinh 	mire do vi 

pham ma bi xo.  ly kS/ 14t trach nhiem, 	phat hanh chinh Neu gay th.et hai thi 
phdi boi thu&ng theo quy dinh. 

Dieu 14. Dieu khan thi hanh 
Chanh Van phong Ban, Twang cac phong chuyen mon, don vi trot thuc 

Ban Quan IS/ Khu kinh to có tract' nhiem to chirc thuc hien Quy the nay. 

Trong qua trinh thuc hien, n6u có phat sinh kho khan, vueing mac, cac phOng 
ban, don vi bao cdo lanh dao Ban Quan 13r, (qua Van phong Ban) d6 kio thai sira 

doi, be sung cho phu hop./. 
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