UBNDTINH QUANG NGAI  CONG HOA XA HQI CHU NGHIA VIET NAM

SO XAY DUNG Pjc lip - Ty do - Hanh phiic
Séi/f/{.ﬂﬂfQB-SXD Qudng Ngdi, ngay pS thang 10 ndm 2015
QUYET PINH

V& viéc ban hanh Quy ché tiép nhdn, xir I, ban hanh viin bin va
trao ddi thong tin trén h¢ thong eOffice trong cdng tic quén Iy vin
ban va diéu hanh cdng vige tai S& Xiy dung Quing Ngdi

GIAM POC SO XAY DUNG QUANG NGAI

Cin cir Quyét dinh sb 04/2011/QP-UBND ngay 14 thang 02 nim 2011
cuabeannhandantmhbanhanhQuydmhchucnﬁng nhiém vy, quyén han
va co clu t chirc clia S& Xay dymg tinh Quang Ngii;

Cin cur Quyet dinh s6 42!2012!QB—UBND ng&y 20 thang 11 ndm 2012
cuiia UBND tinh vé viéc Ban hanh Quy dinh vé ting cuong hoat dong img dung
vé pht trién cong nghé thong tin trong co quan nha nude tinh Quang Ngai.

Theo dé nghj ctia Chanh Vin phong 84,
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché tiép nhan, xir ly, ban
hanh vin bén va trao ddi thﬁng tin trén hé théng eOffice trong cong tic quan ly
vin ban va diéu hanh céng viéc tai S& Xdy dung Quang Ngii.

Pidu 2. Quyét dinh ndy c6 hiéu lyc thi hanh ké tir ngay ky.

Piéu 3. Lanh dao S&, Chanh Vin phong S&, Chanh Thanh tra S&, Trudng
céc Phong, ban, don vi, can bd, cdng chirc, vién chirc va ngudi lao ddng thufe
S& ¢6 trach nhiém thi hanh quyét dinh nay /.10
Noi nhin :

- Nhu Piéu 3;
-So TT&TT,

- Céng TTTP S&;
-Lwu: VT, VP Sé.




UBND TiNH QUANG NGAI CONG HOA XA HQI CHU NGHIA VIET NAM
SO XAY DUNG Pic lip — Ty do — Hanh phiic

QUY CHE

Tlép nhén, xir Iy, ban hanh viin bén va trao ddi thong tin trén hé
thong eOffice trong cdng tic quan Iy vin ban va diéu hanh céng vige
tai S& Xdy dymg Quing Ngii
(Ban hanh kém theo Quyét dinh s6:A0/QD-SXD ngay ¢S thang 10 ndm 2015
ciia Gidm doc Sé Xdy dung tinh Quang Ngéi)
Chwong I
QUY PINH CHUNG
Diéu 1. Pham vi d6i twgmg dp dung

1. Pham vi ap dung: Quy ché nay quy dinh vé quan ly, sir dung, tlep nhén,
xir Iy, ban hanh vin ban va trao dbi thong tin trén phan mém quan Iy vin ban va
diéu hanh ( goi tit 12 Phin mém eOffice) cia Lanh dao S&, cac Phong, ban, don
vi tryc thude 8§, can bd, cong chu'c vién chirc va ngudi lao dong trong co quan
trong qua trinh sir dung phin mém eOffice dé thyc hién nhiém vy dugc giao.

2. Pbi tugng dp dung: Quy ché nay ap dung d6i v6i can bd, cong chirc, vién
chirc va nguoi lao dong 1am viéc tai S& Xay dyng.

Diéu 2. Yéu ciu trong vigc vin hanh, sir dung phan mém eOffice

Viéc sir dung phin mém eOffice trong xir Iy céng viéc hang ngdy 1a bit bude
dbi véi can b, cong chirc, vién chic va nguoi lao dong lam viéc tai So Xay
dung.

Phin mém eOffice phai dugc quan ly tip trung, théng nhét, bao dam an
ninh, an toan thong tin, dit lle.u Tuén tha céc quy trinh, quy pham k¥ thujt cia hé
théng phan mem va Quy ché tiép nhan, xir Iy, ban hanh van ban va trao dbi thong
tin trén phan mém eOffice trong cong téc quan ly van ban va diéu hanh cong viéc
tai S& Xay dung tinh Quang Ngdi.

Chuong 11
QUY PINH CU THE

Piéu 3. Nguen' sir dyng la Lanh dgo S& Xdy dyng

Phén mém eOffice hd trg cho Lanh dao don vi trong viéc tiép nhén vén ban,
tra ciru, thong k&, tim kiém, xi ly vin ban, g&i Email va héi thoai tryc tuyén.

Giam déc S¢ phé duyét Vin béan dén va giao cho Chéanh Vin phong thyce
hién giri “van ban dén” cho Lanh dao S&, lanh dgo cic phong, ban, don vj tryc
thudc Sé.

Lanh dao S& thyuc hién xi 1y va ra quyét dinh ban hanh “van ban di” dé van
thu phat hanh van ban.



Diéu 4. Nguwi sir dyng la Linh dao Vin phong S&

Lanh dao Vin phong S& thuc hién viéc giri “Vin ban dén” cho lanh dao S&,
lanh dao cic Phong, ban, don vi thugc S& dﬁng thoi bdo céo Giam déc S& dé biét
va chi dao. Lanh dao Viin phong S& c6 trach nhiém theo dbi, don dbc viée xir ly
vin ban cla cdc phong, ban, don vj truc thuge Sé.

Lanh dao Vin phong S& chju trach nhi¢m kiém tra thé thirc, n6i dung vén
ban néu thdy c6 sai s6t thi giri tra cho céc phong, ban, don vj truc thude dé chinh
sira trudc khi trinh vin ban 1én Lanh dao S6.

Piéu 5. Nguwoi sir dyng la Viin the
~ Van thu c6 trich nhiém c4p nhat théng tin diy di, chinh xdc clia “van ban

dén” trén phin mém eOffice.

Scan “van ban dén” dudi dang file PDF, dinh kém file vio ludng xir ly vin
ban va trinh Lanh dao Van phong S¢.

Théng ké dinh ky hang thang, quy, nm théng ké sb “vin ban dén” co quan.

Vin thu ¢6 trach nhiém cép nhat thong tin diy di, chinh x4c ciia van ban
ban hanh “ goi 12 Vin ban di” trén phan mém eOffice.

Théng ké dinh ky hang théng, quy, nim théng ké sb “vin ban di” co quan.

Piéu 6. Nguoi sir dyng 1a Truémng céc phong, ban, don vj tryc thuge

Léanh dao Phong, ban, don vi truc l.huqc S& ¢ trach nhiém nhén cic Vin ban
dén hogc cong viéc dugc giao trén hé thong Email, héi thoai trén hé théng

eOffice, cin cir vao nu;u dung vin ban, c6ng viéc trén hé thong Email, hi thoai
trén hé théng eOffice dé xir ly.

Lanh dao Phong, ban, don vi truc thugc co6 thé trirc tlep xu ly hodc chuyén
cho cap Phé, chuyén vién, nhin vién xir ly, theo ddi don déc cong chirc, vién
chirc va ngudi lao dong trong Phong, ban, don vi minh.

Trudmg hgp Van ban chuyén nhdm hoc khéng ding chitc néing ctia Phong,
ban, don vi thi chuyén tra lai cho ngudi chuyén vin ban truée do.

Lanh dao Phﬁng, ban, don vi trl,rc thuge cé trach nhiém theo doi viéc xir ly
vin ban va cong viéc trén phin mém eOffice, dinh ky tdng hqrp hang thang, bao
cdo Giam dbc S (qua Van phbng S&) va Lanh dao S& tryc tiép phuy trach tinh
hinh xir 1y véin ban vao ngay cudi thang,

Khi Linh dao phong, ban, don vi tnrc thugc S¢ di cong tac hodc nghi phép
phal ay quyen xir ly van ban trén pha.n mém eOffice cho cip Phé hoc chuyén
vién, nhén vién trong phéng, don vi ctia minh xir ly va thong béo cho Vin phong
biét.

Diéu 7. Ngudi sir dyng la Phé Truémg phong, ban, dom vj chuyén vién,
nhén vién

Tiép nhan vin ban dén va cong viéc do Tmong phéng, ban, don vi chuyén
dén theo ding chirc ning, nhiém vy ciia minh trén Phén mém eOffice.



Truong hop vin ban chuyén nhiam hodc khong ding chirc ning cua Phong,
ban, don vj thi chuyén tré lai cho ngudi chuyén vin ban truéc do.

Piéu 8. HO so cong vige

1. Trong qué trinh theo d3i gidi quyét cong viéc trén phan mém eOffice,
ngudi ding phai 1ap hé so hién hanh vé cong viéc dugc giao nhim luu trit hé so,
vén ban, thuan tién tra ciru khi cén thiét theo nhiém vy dugc phan céng phu hop
v6i quy trinh phan mém E-Office.

2. Khi dugc uy quyén Xir ly céng viéc cua ngudi khac trén phin mém
eOffice, ngudi duge Uy quyén phai c6 trich nhi¢m tiép nhan cdc van ban dén
hogic cong viéc trén phan mem eOffice ciia ngudi Uy quyén, cén cir ndi dung vin
ban, céng viéc dé xir ly va chiu trach nhiém trong thdi gian duge iy quyén.

3. Théng tin ding nhap va danh sich dia chi e-mail trong hé théng eoffice
ciia co quan theo phu luc kém theo Quy ché nay.

Chwrong 11
TO CHUC THUC HIEN

Diéu 9. Té chirc thyc hién, khen thwing va xir Iy vi pham

1. Can b, cdng chirc, vién chirc va ngudi lao dong thugce 8¢ c6 trach nhi¢m
thuc hién Quy ché nay.

2. Khen thuéng: Can bj, cong chirc, vién chirc va ngudi lao dong thyc hién
u‘)t_ Quy ché nay, cé nhiéu cai tién, sang kién dong gép cho hoat dong ciia Hé
thong eOffice tuy theo thanh tich dat dugc s& duge khen thudng theo quy dinh
cua nha nudc.

3. Xir Iy vi pham: Céan bd, céng chirc, vién chirc va ngudi lao dong khong
thuc hién hogc c6 hanh vi vi pham quy dinh tai Quy ché niy, tiy theo tinh chét
murc d¢ vi pham ma bj xir ly, ky ludt theo cic quy dinh hi¢n hanh.

4. Viée thyc hién céc quy dinh tai Quy ché ndy ciia Can b, cong chic, vién
chirc va ngudi lao ddng 1a médt trong nhimg tiéu chufin dé nhén xét, ddnh gid mirc
dd hoan thanh nhiém vy hang nam.

_ 5. Vén phéng S¢ chju trach nhiém dam bao vigc vén hanh an toan, én di‘nh
phan mém eOffice; kip thoi xir ly cac 13i phat sinh, xdy dyng ké hoach néang cip,
diéu chinh quy trinh xir ly phu hop theo thyc té ctia S& va quy dinh ciia co quan co
thdm quyén, h trg, huéng din ngudi ding trong qué trinh thyrc hién Quy ché nay.

6. Giao Chanh Vin phong Sé theo ddi, kiém tra viéc thyc hién Quy ché nay
va béo céo véi Lanh dao S& vé két qua thyc hién. [




' PHU LYC
(Ban hanh kém theo Quyét dinh so AA0/QD-SXD ngay 05 thang 10 ndm 2015
cia Gidm doc So Xdy dung tinh Quang Ngai)

1. Théng tin ding nhép sir dung phin mém e-office

- Can bg, cong chirc, vién chirc va ngudi lao dong trong co quan duoc cung cép
01 dia chi e-mail va mdt khau riéng (mat khau cé nhan tu bao quan va thay doi dé dam
bao théng tin) nham muc dich hd trg cho cdng viéc quan ly va trao doi thong tin trong
co quan,

- Cac budc déng nhap:

B1. Chay phfin mém eoffice.exe

» - Pang nhap

A T Bai i
B2. Nhép day du théng tin nhu hinh trén
Mit khiu dugc khéi tao 1an diu 1a: 123456 cho tét ca cic dja chi e-mail

B3. Nhén nat dang nhap

- Can b9, cdng chire, vién chic va ngudi lao dong trong co quan khéng dang

nhdp dugc vao hé thong e-office hoc chua c6 tai khoan dé diing nhap thi bdo ve Van T

phong S& dé kip thoi bo sung va xir ly.

2. Dia chi e-mail trong h¢ thong e-office ciia co quan { .
STT | Ho va tén | Chirc vy l Pia chi hgp thr \ ;
LANH PAO SO ™

1__[Nguyén Dirc Hiép Q. Giam déc | ndhiep-sxd@quangngai.gov.vn

2 | Tran Minh Hoa Pho Giam d@c tmhoa-sxd@quangngai.gov.vn
3 | Phung Minh Tuan Pho Giam doc | pmtuan-sxd@quangngai.gov.vn
4 | Nguyén Cong Hoang Pho6 Gidam dt‘gc nchoang-sxd@quangngai.gov.vn

5 | Tir Van Tam Pho Gidm doc | tvtam-sxd@quangngai.gov.vn |
VAN PHONG SO
6 | Nguyén Dic Son ] Chanh Vin phong | ndson-sxd@quangngai.gov.vn

7 Luong Thi Tuyén - Cph(‘)ngvan Ittuyen-sxd@quangngai.gov.vn

| 8 | Pham Thi Tuyét Mai K& toan pttmai-sxd@quangngai.gov.vn




? Truong Thi Minh Canh P. C;}?g:;an ttmcanh-sxd@gquangngai.gov.vn
10 | V& Viin Hung Cv vvhung-sxd@quangngai.gov.vn
11 | Bing Thi Bich Nhung Vin Thu dtbnhung-sxd@quangngai.gov.vn |
12 | Lé Thi Hoa Nhan Phuc vy Ithnhan-sxd@quangngai.gov.vn
THANH TRA SO
13 | Vii Dinh Chién ¢ traThanh vdchien-sxd@quangngai.gov.vn
14 | Dio Thi Lé Thim P. Chanh Thanh | 41tham-sxd@quangngai.gov.vn
15 | Nguyén Viét Cudng . Chér;l; Thanh nvcuong-sxd@gquangngai.gov.vn
16 | Nguyén Vin Vinh Thanh tra vién | nvvinh-sxd@quangngai.gov.vn
17 | Pang Hoang Kim Giang | Thanh tra vién | dhkgiang-sxd@quangngai.gov.vn
18 | Nguyén Lé K& Nghiép Ccv nlknghiep-sxd@quangngai.gov.vn

PHONG QUAN LY NHA @ TT BAT PQNG SAN

19 | Trén Ting Phuy trach Phong | ttung-sxd@gquangngai.gov.vn

20 | TaHoang Trung Ph;}':'énnzng thtrung-sxd@quangngai.gov.vn

21 | Huynh Nhét Thanh cv hnthanh-sxd@gquangngai.gov.vn

22 |LéAnhTu NV latu-sxd@gquangngai.gov.vn

23 [ Nguyén Duy Thanh KS Pia chit CT | ndthanh-sxd@quangngai.gov.vn
PHONG KTKHQLHDXD&HT

24 | Pham Quang Thuén Phy trach Phong | pgthuan-sxd@quangngai.gov.vn

25 | Nguyén Phi Khanh Ph(;:;nu;mg npkhanh-sxd@quangngai.gov.vn

26 | Phan Trung Tryc Ccv pttruc-sxd@gquangngai.gov.vn |

27 | Nguyén Tra Phuéc CV ntphuoc-sxd@quangngai.gov.vn

28 | Huynh Vin Vién CV hvvien-sxd@quangngai.gov.vn

29 | Nguyén Qudc Huy CV nghuy-sxd@quangngai.gov.vn
PHONG KTQHXD & PTPT

30 | Pham Viét Ha Trudng Phong | pvha-sxd@quangngai.gov.vn

Al Pham Hoang Viét Phggé:gn g Phviet-sxd@gquangngai.gov.vn

32 Nguyén Ngoc Tuén Phc;l'll(:)r:;ng nntuan-sxd@quangngai.gov.vn

33 | Nguyén Phing Nguyén Ccv npnguyen-sxd@gquangngai.gov.vn |

34 | Phan Ngoc Tuan Anh Cv pntanh-sxd@gquangngai.gov.vn

35 | Vii Binh Nguyén Thach NV vdnthach-sxd@quangngai.gov.vn

36 | Pham Thi Thiy Tién NV ptttien-sxd@quangngai.gov.vn




PHONG QLCLCT & VLXD
37 | Bui Anh Tuan Phy trich Phong | batuan-sxd@quangngai.gov.vn |
38 | Phan Anh Quang Ph‘;:;::lg paquang-sxd@quangngai.gov.vn
39 | Nguyén Vin Thanh CV nvthanh-sxd@quangngai.gov.vn
40 | Nguyén Phuéc Binh CcV npbinh-sxd@quangngai.gov.vn
41 | LéHaSinh NV lhsinh-sxd@quangngai.gov.vn
42 | Bach Diing Ngoc NV bdngoc-sxd@quangngai.gov.vn

3. Sir dung hdp thir dién tir xxx@quangngai.gov.vn 3¢ trao ddi viin bin

Cén bg, cong chirc, vién chirc va ngudi lao déng trong co quan bét bude sir
dung hp thu dién tir chinh thirc cia tinh theo dja chi https://mail.quangngai.gov.vn
Dia chi e-mail cia CB, CC, VC va NLD di dugc cap (tring véi dia chi e-mail trong hé
théng eoffice, vi du ndson-sxd@quangngai.gov.vn).

Khi lién hé hoic trao ddi cong viéc qua hgp thu dién tir vdi céc td chirc, c4 nhan
trong hoat dong co quan nha nudc va bén ngoai phai sir dung hdp thu di¢n tir da duge
UBND tinh cép. ddng thai tuin thi nghiém tic cic ndi dung di dugc UBND tinh quy
dinh tai Quyét dinh s6 57/2014/QD-UBND ngay 10/11/2014 quy dinh vé trao di quan
ly vin ban dién tir trén méi truong mang trong hoat dong co quan nha nudc.

Néu hop thu dién tir ciia CB, CC, VC va NLD trong co quan khdng truy cp
dugc hoic khéng nhé mét khéu thi bdo Van phéng S& dé téng hop va phoi hop véi
Trung tdm céng bdo tinh Quang Ngdi dé giai quyét./.

N
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