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

TINH LAO CAI DPoc lap - Tw do - Hanh phic
Sb: 4§ 12017/Qb-UBND Lao Cai, ngay ,2q thang 12 nam 2017
QUYET PINH

Ban hanh Quy ché quan Iy, khai théc sit dung phdn mém quan Iy viin ban
va diéu hanh trong cic co quan nha nwéc trén dia ban tinh Lao Cai

UY BAN NHAN DAN TiNH LAO CAI

Cén cir Ludt To chirc chinh quyén dia phirong ngay 19 ngay 6 thang 2015;
Can cur Ludt Ban hanh van ban quy pham phdp ludt ngay 22 thang 6 nam 2015;
Can cir Ludt Cong nghé thong tin ngay 29 thang 6 ndam 2006,

Cén cir Nghi dinh s6 64/2007/NP-CP ngay 10 thing 4 ndm 2007 cia Chinh phu
vé ting dung cong nghé thong tin trong hoat déng ciia co quan nha nudc;

Can cir Nghi dinh. 56 34/2016/ND-CP ngay 14 thdng 5 ndm 2016 ctia Chinh phi
quy dinh chi tiét mot sé diéu va bién phdp thi hamh Ludt Ban hémh véin bén quy pham
phap ludt;

Theo dé nghi cia Gidm déc S¢ Thong tin va Truyén théng tinh Lao Cai tai To
trinh s6 106/TTr-STTTT ngay 22 thing 12 ndm 2017.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyet dinh nay Quy ché quan ly va khai thc st
dung phan mém quan Iy vin ban va didu hanh trong cac co quan nha nudc trén dia
ban tinh Lao Cai.

Piéu 2. Quyet dinh nay c6 hi¢u lyc thi hanh tir ngay 15 thang 01 ndm 2018 va
thay thé Quyét dinh s6 37/2010/QD-UBND ngay 20 thang 10 ndm 2010 cua Uy ban
nhén dan tinh Lao Cai ban hanh Quy ché quan 1y, sit dung phin mém quan ly van ban
va hd so cong viée trong céc co quan hanh chinh nha nuée tinh Lao Cai.

Piéu 3. Chanh Van phong Uy ban nhén dén tinh; Giam déc S& Thoéng tin va Truyen
thong; Thu trudng céc s&, ban, nganh; Chu tich Uy ban nhan dén cc huyén, thanh phé va
céc t6 chie, ¢4 nhan ¢6 lién quan chju trach nhiém thi hanh Quyét dinh nay. /},ﬂ/
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- VP: TU, HDND tinh;
- Nhu Piéu 3 (QDP); ,
- S& Tu phap; Cong béo tinh; Cong TTDT tinh;
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
TINH LAO CAI Poc lap - Tw do - Hanh phic

QUY CHE
Quan Iy, khai théc sit dung phin mém quén Iy vin ban va di¢u hanh
trong cac co’ quan nha nudgec trén dia ban tinh Lao Cai
(Ban hanh kem theo Quyet dinh 56 : 49 /2017/QD-UBND ngay29/12/2017
ctia Uy ban nhdn dan tinh Lao Cai)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh, d6i twong ap dung

1. Pham vi diéu chinh: Quy ché nay quy dinh vé quan 1y va khai thac sir dung
phan mém quan ly van ban va diéu hanh (viét tat ]a QLVB&DH) trong cic co quan
nha nudce trén dia ban tinh Lao Cai (sau day goi chung la co quan, don vi).

2. P6i tuong ap dung:

a) Cac co quan nha nudc; can bg, cdng chire, vién chire, nguoi lao dong (sau
day goi chung la can b, cong chirc) tham gia quan 1y va khai théc st dung phan
mém QLVB&DH trén dia ban tinh Lao Cai;

b) Pon vi cung cép dich vu phan mém QLVB&PH trong céc co quan, don vi
trén dia ban tinh Lao Cai.

Piéu 2. Phin mém QLVB&DPH

1. Phin mém QLVB&PH la médt tng dung cong nghé thong tin (CNTT)
nhim tin hoc hoa céc quy trinh hoat ddng tac nghlep, cac hinh thirc giri, nhan, luu
trir, tim kiém vian ban (tai lidu), xtr ly thong tin, giai quyét cong viéc trong cac co
quan, don vi.

2. Phdn mém QLVB&DH dugec tich hop chimg thu s6 va chit ky sb chuyén
dung do Ban Co yéu Chinh phu cap dé xéc dinh tinh phap ly cua cc van ban dién
tir trao ddi gitta cdc co quan, don vi va tich hop phan mém ty déng nhén dang boc
tach thong tin tiéng Viét nham hd trg cho cong tc vin thu trong qua trinh cap nhat
vin ban di/dén vao phin mém QLVB&DH.

Piéu 3. Quy dinh vé viin ban dién tir trén phan mém QLVB&PH

1. N§i dung ctia vin ban dién tir phai dam béo céc yéu ciu sau:

a) Phu hop véi chu truong, dudng 16i ctia Pang, chinh séch va phap luét cua
Nha nudc;

b) Phit hop véi muc dich, yéu cau giai quyét cong viéc;

¢) Thé hién y kién chi dao ctia lanh dao cac cép;

d) Pung tham quyén;
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d thire va k§ thuét trinh bay vin ban theo diing quy dinh hi¢n hanh.

ng cdp nhat, luu trit, xr ly trén phan mém QLVB&PH céc van ban, hd

bi dung sau:

¢ danh muc bi mat Nha nude, cac don thu tranh chap, khieu nai, to cdo;

h huong khong tot dén du luan, khong phd bién rong rai;

hai dén quyén loi, loi ich hop phép cia td chirc, cong dan;

ndi dung x4u, déc hai, nhing tai lidu mang tinh chét ddi truy gdy anh
ninh, chinh tri, vdn hoa, x& héi theo quy dinh hién hanh;

loai van ban khic do Thu trudéng co quan, don vi quy dinh.
ban c6 chit ky s6 hop 18 14 nhitng van ban sau:

ban dién tir chuyén tir van ban gidy c6 chit ky ciia lanh dao, déng déu
0 bang chit ky s0 cia co quan, don vi phat hanh;

ban dién tr duoc ky s bang chit ky sé cua lanh dao va chit ky sb cta
1 vi phat hanh.

ban c6 chir ky sé hop 18 quy dinh tai Khoan 3 Piéu nay duoc luin

: phan mém QLVB&DPH c6 gia tri nhu vin ban glay (c6 chit ky cta 1anh

lau ctia co quan, don vi phat hanh) va phai duoc tiép nhan, Xu Iy ngay,
bhai chd doi vdn ban gidy (trir nhitng loai vdn ban yéu cau c6 hd so

fllkkém theo).

Cich thirc trao dbi trén phin mém QLVB&DH
d6i hoan toan dudi dang dién ti:
g pham vi ndi b céc co quan, don vi: Vin ban chi dao, diéu hanh; lich

dc chuong trinh, ké hoach; gidy moi hop noi bd; tai liéu phuc vu hop,

S biét, d& béo cdo, xin ¥ kién; thong bdo chung cla co quan, don vi; cic
rao doi trong qua trinh xir ly cong viéc;
 cac co quan, don vi: Lich lam viéc, lich cong tac (tuén, thang, quy, nim)

40 co quan, don vi; vin ban dang ky lich 1am viéc v6i Thudng truc UBND
an moi du hop, du hdi nghj va céc tai liéu kém theo; cac loai béo céo dinh
ang, quy, nam); cac van ban sao y, sao luc, trich luc van ban cta Trung
yan ban gui dén co quan, don vi chi dé biét; théng bao gidi thiéu con dau,

& 1am viéc, v kién két luan cua lanh dao co quan, don vi; cac loai van ban,
ma co quan, don vi nhan van ban khéng yéu cau van ban gidy;

loai vin ban khac duge Uy ban nhéan dan tinh quy dinh bd sung danh
i viin ban dugc trao ddi hoan toan dudi dang dién tir theo timng giai
ng cho cac co quan, don vi sir dung phan mém QLVB&DH trong tinh.

Ho d6i dudi dang hdn hop (gui ca van ban gidy va vin ban dién ti7):

bai van ban khong thude quy dinh tai Khoan 1 Diéu nay, khi phat hanh
| kém vin ban dién tor qua phan mém QLVB&DH tuwong tng ndi dung

Y.
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Piéu 5. Quan Iy, sir dung phin mém QLVB&DH

1. Uy ban nhan dan (UBND) tinh théng nhat quan ly nha nudc d6i v6i phin
mém QLVB&DH va uy quyén cho S¢ Théng tin va Truyén thong chiu trach nhiém
theo ddi, dén doc cac co quan, don vi quan ly va khai théc sir dung phin mém theo
quy dinh ctia quy ché nay va cac quy dinh khéc cta phap luat.

2. Théng nhét st dung phan mém QLVB&DPH trong cic co quan nha nudc
trén dia ban tinh Lao Cai phuc vu céc hoat dong tdc nghié€p, cac hinh thirc g,
nhén, luu trit, tim kiém van ban, xi Iy thong tin, giai quyét cong viéc trong cic co
quan, don vi.

Chwong 11 .
QUY DINH CU THE

Pidu 6. Cap nhit, tiép nhin vin ban dén

1. Van ban dén phai dam bao cdp nhat day du thong tin theo quy dinh cua
nghiép vu van thu, luu trir.

2, Déi vé6i van ban dén duoc tiép nhan bang duong cong vin thong thudng (van
ban gidy), bé phan vin thu co quan, don vi thuc hién theo thir tu cac bude sau déy:

a) Bu6c 1: Chuyén vin ban gidy thanh vin ban dién tir bang hinh thirc quét
(scan);

b) Budc 2: Nhép théng tin vin ban dén vao phan mém QLVB&DPH va dinh
kém vén ban dién tir;

¢) Buée 3: Chuyén van ban dién tir dén linh dao co thAm quyén dé xir ¢

trong thoi han quy dinh k& tr khi nhin duoc vin ban dén trén phin mém
QLVB&DPH.

3. Pi v6i van ban dén duoc tiép nhan qua chirc néng lién théng cia phan
mém QLVB&DPH hoic hdp thu dién tir cong vu trén hé théng thu dién tir tinh Lao
Cai, bd phén van thu co quan, don vi thuc hién kiém tra van ban dén:

a) TrLrorng hop vin ban da duoc ky sb hodc vin ban dién tir dugc chuyén dbi tir
van ban giay d ban hanh (c6 chir ky cua lanh dao va con déu ctia co quan, don vi)
thi tlep nhan, cip nhat vao phan mém QLVB&DH va chuyén dén lanh dao c6 thAm
quyén d xir Iy trong thoi han quy dinh ké tir khi nhan dugc vin ban dén dién ti;

b) Cac trudng hop van ban khac, van thu chi dong bdo cdo lanh dao co quan,
don vi xem xét, quyét dinh.

Pidu 7. Phin quyén xit Iy vin bin dén

Thong qua chirc nang cua phan mém QLVB&DH: Lanh dao co quan, don vi
hodc nguoi duge lanh dao 1y quyén thuc hién xem ndi dung van ban dén, phan
quyén doc, phan quyen xtr 1y va phdi hop xir Iy kém theo y kién chi dao cho cac
phong, ban, don vi truc thudc hodc can bd, cong chirc dugc giao truc tiép xir Iy van

ban dén.
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. Soan thao, trinh duyét, trinh ky viin ban dién tir

1. l ca péc van ban do can b, cong chirc dugc giao nhiém vu truc tiép tham
muru, ho3g phéi hop xur ly van ban dén déu phai thuc hién trinh duyét, trinh ky van
ban dién ffr bang chirc ning cuia phan mém QLVB&DH.

2. Inh dao cac phong, ban chuyén mén, don vi truc thugc thuong xuyén theo
doi, kiénflduyét du thao van ban do can bg, céng chire truc tiep xir Iy van ban trinh
lén, trinhflanh dao co quan, don vi ky hoan thanh vin ban dién tr bang chirc nang
cua phanfmém QLVB&DH.

3 ! h dao co quan, don vi theo tham quyén thudng xuyén truy cap vao phin
mém Q ' 3&DH dé duyét noi dung dy thao van ban, ky hoan thanh vin ban dién
t bang dhrc ning cua phan mém QLVB&DH.

Pidg|9. Phat hanh vin ban di

1. Pl8i v6i van ban di thuc hién trao dbi hoan toan dudi dang dién tir quy dinh
tai Khoatl|1, Piéu 4 ctia Quy che nay.

B phédn van thu co quan, don vi khi nhin duge du thdo van ban dién tur
chuyén dén trén phin mém QLVB&PH di duge lanh dao co quan, don vi duyét
ndi dungf o trach nhiém thuc hién theo thit tu cac budc sau day:

a) A 5c 1: Chp s va ngay, thang, nam ban hanh vén ban trén phan mém
QLVB&PH;

b) B ‘ 6c 2: Dién dung sb va ngdy thang ndm dugc cép vao vin ban dién tir va
chuyén 1 ban dién tir sang dinh dang PDF;

c) ='1 5c 3: Chuyén cho ldnh dao da duyét ndi dung dé thuc hién ky sb céa
nhan; l

d) Hu 5c 4: Thue hién ky s6 ciia co quan 1én vin ban dién tir da dugc ky sb
ctia lanh fildo va chuyén vin ban dén co quan nhén theo danh muc ghi ¢ myc “Kinh
gui” va i Voi nhdn” cla van ban bang chic ning lién thong cua phan mém
QLVB& H.

2. Hdi v6i vin ban di thuc hién trao dbi dudi dang hén hop (g ca van ban
gidy va i1 ban dién tir) quy dinh tai Khoéan 2, Diéu 4 ctia Quy ché nay.

Bo phan van thu co quan, don vi khi nhan duge van ban gidy da dugc lanh
daocot quyén ky tén, ¢ trach nhig¢m thyc hién theo thir tu cac budc sau day:

a) Buoc I: Cép sb va ngay, thidng, nim cua vin ban trén phén mém
QLVB&PH;

b) Bygc 2: Ghi dung sd va ngay thang nam dugc cép, lam thu tuc dong dau,
phat hanl§{yao vin ban gidy va luu trit ban gdc theo quy dinh vé coéng tac van thu
luu triy;

c) Buéc 3: Chuyé'n van béan gidy thanh vin ban dién tir bing hinh thirc quét
(scan), tHire hién ky s6 cia co quan lén vin ban dién ti, dinh kém va thuc hién
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. chuyén vin ban dén co quan nhdn bang chitc ning lién théng clia phian mém
QLVB&DPH.

Piéu 10. Trach nhiém ciia linh dao cic co quan, don vi

1. Quén triét va chi dao théng nhét tb chirc trién khai thuc hién dén‘ toan bd
can by, cong chuc, vién c‘hx'xc trong co quan, don vi su dung phan mém
QLVB&DH trong chi dao, diéu hanh, tac nghiép, xir ly cong viéc hang ngay.

2. Ban hanh quy ché, quy dinh sir dung phin mém QLVB&DH trong ndi bd
co quan, don vi dé chi dao, diéu hanh, xr ly van ban hang ngay. T6 chirc thyc hién
ding quy ché nay va cac quy dinh khac c6 lién quan.

3. Thuc hién xtr ly van ban, chi dao, ky duyét van ban, hd so cong viée trén

phan mem dé phuc vu cong tac quan ly, didu hanh, trao do1 thong tin, chia sé dit
liéu va tiét kiém chi phi in 4n, sao chup céc loai vin ban, gidy t& hanh chinh.

4. Thudng xuyén theo ddi phan mém QLVB&DPH dé nhén biét thong tin vé
tién d6 xir Iy vin ban, hd so cong viée cia cic c4 nhan, phong, ban trong co quan,
don vi; kip thoi dén dbc, chi dao thyc hién khong dé vin ban dén tén dong, tré han.

5. Quan ly va st dung chimg thu s, chit ky sé chuyén dung tich hop trén
phan mém QLVB&DH theo ding quy dinh.
6. Chu dong bd tri kinh phi thuong xuyén dé du tu ha ting k¥ thuét CNTT co

ban (trang thiét b dau cudi, dudong truyén,...) nhim dam bao hoat déng 6n dinh,
hiéu qua ctia phan mém QLVB&PH tai co quan, don vi.

7. Quan tim, tao diéu kién cho can bd, cong chic, van thu, quan tri mang
tham gia cac khéa dao tao, hudng dan sir dung phan mem QLVB&DH do S¢
Thong tin va Truyén théng hodc don vi cung cap dich vu phan mém QLVB&DH
tb chic.

Piéu 11. Trach nhiém ciia cin b, cong chirc, vin thw va quin tri mang
cac co quan, don vi

1. Trach nhiém ctia can b, cong chirc:

a) Thuong xuyen sit dung phan mém QLVB&DH theo tai khoan dugc cap dé
giai quyét cong viéc duoc giao, tao 1ap hd so cong viéc va xir ly theo ding quy
trinh, thoi gian duoc co quan, don vi quy dinh, chiu trach nhiém vé théng tin trao
doi trén phan mém qua tai khoan sir dung cua ca nhan;

b) Thay d01 mat khau ding nhap va ty bao mat tai khoan cia minh, khong dé
16 hodic cung cAp tai khoan cho ngudi khac biét;

¢) Tham gia cac khéa dao tao, huéng dan sir dung phan mém QLVB&DH do
S¢ Thong tin va Truyén thong hoic don vi cung cap dich vu phin mém
QLVB&DH t6 chirc;

d) Kién nghi chinh stra cdc chic ning phin mém QLVB&PH gl quéan tri
mang co quan, don vi tong hop;



d) Thong bao cac 18, su cb (neu c6) trong qua trinh sir dung cho don vi cung
cap dich ) phdn mém QLVH&PH dé kip thoi khic phuc, sira chita.

2. T#ach nhiém cia van thu:

a) Sf|dung phan mém QLVB&DPH dé cép nhat, tiép nhén véan ban dén va phat
hanh vinjhan di theo quy dinh tai Pidu 6 va Diéu 9 Quy ché nay;

b) ¢ hién 1ap cac béo cao, théng ké dé theo doi, téng hop vin ban dl/den
tinh hinhfgwr 1y van ban di/dén, thong tin xu ly cia ting loai van béan theo yéu cau
cia ché d|bio cdo, thdng ké va yéu ciu cia lanh dao co quan hodc dé nghi ctia
1anh dao §éc phong chuyén mon;

¢) Tham gia cac khoa dio tao, huéng dan sir dung phan mém QLVB&DH do
S& Thonf tin va Truyén thong hodc don vi cung cép dich vu phan mém
QLVB& R I td chirc;

d) Kien nghi chinh sira céc chic nang phin mém QLVB&DH gl quén tri
mang co fjlian, don vi tong hop;

~ d) Thong bao cac 161, su ¢ (neu c6) trong qua trinh str dung cho don vi cung
cdp dich $i1 phan mém QLVH&DPH & kip thoi khic phuc, stra chita.

e) TRutc hién céc cong viéc khac trén phdn mém khi dugc dy quyeén.

3. Tgdch nhiém cua quan tri mang:

a) DB xuét véi Thu truéng co quan, don vi viéc cap, thu hdi, sira dbi, bo sung
tai khoanjjfa phan quyén st dung phan mém QLVB&DH;

b) T is lap, quan ly tai khoan ngudi sir dung; quan tri phin mém danh muc
trong phal mém QLVB&DH, truc tiép sira ddi, b6 sung khi ¢6 su thay dbi vé co
ciu to chif¢ trong ndi bd co quan, don vi;

c) |.‘ tro, huong dan can bd, cong chuc trong co quan, don vi st dung, van
hanh phaf)l mém QLVB&DH; ph01 hop v6i don vi cung cap dich vu phan mem
QLVB&HH khic phuc 16, su cb (néu cb) hodc cap nhit, ning cép phin mém
QLVB&RH;

d) e hop kién nghi chinh sira cac chirc ning phin mém QLVB&DH va
cac 16i, sfg co (neu c6) trinh lanh dao co quan, don vi ban hanh vén ban giri S¢
Thong tigfjva Truyen thong tong hop va giri don vi cung cép dich vu phén mém
QLVB&HH dé chinh sira, khic phuc;

d) Tham muu lanh dao co quan, don vi thue hién ché d6 béo cao UBND tinh
viée sur dyng phan mém QLVB&DPH (thdng qua S& Théng tin va Truyén théng).

Pié 12. Trach nhiém ciia S& Thong tin va Truyén thong

1. THiam muu, trinh UBND tinh ‘chi dao, td phﬁc thuc hién theo yéu‘céu cua
Chinh phft, BO Théng tin va Truyén théng vé quan ly, sir dung phin mém
QLVB& =I| trén dia ban tinh. Téng hop bdo cdo dinh ky va dot xuat véi UBND
tinh, B THong tin va Truyén thong vé tinh hinh trién khai, sir dung phin mém cua
cac co qudim, don vi.
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2. Xay dung ké hoach dau tu, néng cap ha tang ky thuat phuc vu cong tac
trién khai, nhan rong, phat trién phan mém QLVB&DH cho céc co quan, don vi
trén dia ban tinh. Dy toan kinh phi duy tri, phét trién, trién khai nhan rong phin
mém QLVB&DPH va ha tdng k¥ thuit CNTT, trang thikt bj CNTT ¢ dam bao cho
phé“tn mém hoat dong on dinh.

3. Tb chirc theo déi, thanh tra, kiém tra, d6n déc cac co quan, don vi sir ‘dung
va quan ly hoat dong cua phan mém QLVB&DH theo quy dinh ctia Quy ché nay;
xir 1y hodc dé xuét co quan c6 thdm quyén xir Iy cac vi pham theo quy dinh cia
phap luat.

4. Tong hop kién nghi chinh sira cac chirc néng phan mém QLVB&PH va céc
101 su cO (neu c0) cua cac co quan, don vi; yéu cau va phéi hop véi don vi cung
cap dich vu phin mém QLVB&PH chinh stra, khic phuc.

5. Xay dung va trién khai ké hoach dao tao, tap huan k¥ ning khai théc, sir
dung phan mém QLVB&DH cho cac co quan, don vi nhim nang cao hiu qua st
dung ctia phdn mém QLVB&DPH.

Piéu 13. Trach nhiém ciia don vi cung cip dich vu phin mém QLVB&PH

1. Tb chire dao tao, hudng dan cac quy dinh va céc tiéu chuin k¥ thuét lién
quan dén trién khai str dung phan mém QLVB&DPH, ddng thoi hd tro céc co quan,
don vi khai thac, st dung phan mém ding quy trinh, muc dich va c6 hiéu qua.

2. Pam bao van hanh phin mém QLVB&PH théng subt trén mang dién rong
cua tinh va mang Internet.

3. Pam béo ha tang k¥ thuat cho phan mém QLVB&DH; kip thoi phat hién,
X0 ly, khac phuc su ¢0, duy tri phan mém vén hanh théng subt, lién tuc 24/24 gior
tat ca cac ngay trong tudn; dam bao an toan, bao mat thong tin theo quy dinh; thuc
hién ché do luu trir du phong dir liéu; dam bao viée tich hop, lién thong, dong bod
theo yéu cu.

4. Théng bao bing vin ban cho céc co quan, don vi, ca nhan sir dung phan
mém trude khi tién hanh béo tri, bao dudng va ning cép, cap nhat phién ban
phan mém QLVB&DH. Bam bao tinh toan ven co s¢ dit liéu trude va sau bio tri,
bao dudng va nang cap, cap nhat phién ban mai.

5. Chinh stra c4c chirc ning, khic phuc 13i, su c6 (néu c6) theo dé nghi cia S&
Thong tin va Truyén théng va céc co quan, don vi ¢6 lién quan.

Diéu 14. T chirc thue hién

1. S¢ Thoéng tin va Truyen théng chi tri t6 chirc trién khai, huéng dan thye
hién Quy ché nay; theo dbi, kiém tra dinh k¥, bédo cdo UBND tinh tinh hinh trién
khai cua cac co quan, don vi.

2. 8¢ Tai chinh tham muu, trinh UBND tinh phé duyét kinh phi hang nim cho
viée thué dich vu phan mém QLVB&PH trén dia ban tinh.

3. Thu trudng cac co quan, don vi chiu trach nhiém trude UBND tinh vé viéc
t6 chirc trién khai thuc hién Quy ché nay trong pham vi quan ly ctia minh.
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g qua trinh thuc hién, neu gép vudng mac phat sinh cac co quan, don vi
phan 4 :te S& Thong tin va Truyén thong dé téng hop, bdo cao UBND tinh xem
xét, quydll dinh./. }'}o/

Béjng Xuan Phong




