UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA DAN HOA Doc lap - Tw do - Hanh phiic

S4: 820 /UBND-VHXH Ddn Héa, ngay 24 thdang 7 nam 2026
V/v don dbc xir 1y trén Hé thong
quan ly van ban va tang cuong st
dung chir ky s6 trong co quan hanh
chinh nha nudc

Kinh gtri:
- Céac phong chuyén mon thuoc UBND xa;
- Trung tam Phuc vu hanh chinh cong;
- Trung tdm Dich vu téng hop;
- Ban CHQS x3;
- Cong an xa;
- Céc don vi su nghi¢p cong lap.

(sau ddy goi chung la cac don vi)

Dé tiép tuc diy manh quan 1y, trién khai, ting cuong hiéu qua str dung chir
ky s6 chuyén ding Chinh phu trong hoat dong cua co' quan hanh chinh nha nudce
thue hién x4y dung chinh quyén dién tir va chuyén d6i sé quic gia.

Trong thoi gian vira qua, Uy ban nhan dan xa di chi dao quyét liét vige
quan ly, xu ly cac van ban, tai liéu; viéc khai tao van ban va su dung chir ky sO
(bao goém chir ky sd cua ca nhan, t6 chirc) trong co quan hanh chinh nha nudc.
Tuy nhién, c6 mot sd bd phan chua thuc hién nghiém tic xir Iy van ban trén hé
thong.

Nhiing ton tai néu trén da lam anh hudng dén Chi sé Cai cach hanh chinh
cubi ndm cua co quan, lam anh hudng dén cong tac chi dao diéu hanh cua lanh
dao Ho1 déng nhan dan, Uy ban nhan dan; anh hudéng dén cong tac kiém tra, kiém
soat, thong ké, luu trit cia co quan trong cong tac van thu, luu trir. Tir nhimg thuc
trang néu trén, Chu tich ny ban nhan dan xa chi dao nhu sau:

1. Doi v6i can by, cong chire, vién chirc; cac don vi lién quan (bao gom
cac don vi su nghi¢p cong lap; Ban CHQS xa; Cong an xa)

- Tiép tuc duy tri viéc tham muu 1dnh dao Uy ban nhan dan x3 ban hanh
van ban di chi duoc thuc hién trén Hé théng quan 1y vin ban va diéu hanh (bao
gé)m ca van ban ndi bo, trir van ban mat va co tinh chat mat; van ban dic thu do
cac co quan, to chic khong trong Hé thong quan 1y vian ban va diéu hanh soan
thao.

Nghi€ém cam viéc tu ¥y phat hanh van ban gidy, van ban scan hodc gui van
ban qua cac nén tdng mang xa hdi khi chua thuc hién day du quy trinh khéi tao,
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trinh ky va phat hanh trén hé thong theo quy dinh.

- Thuong xuyén cap nhat Hé thong quan 1y van ban, xu 1y kip thoi van ban
dén theo dang thoi gian quy dinh (bao gém luu vao luu trit dién tir, luu hd so ca
nhan hodc két thiic van ban). Tuyét d6i khong dé vin ban ton dong, treo trén hé
théng hoic qua han xtr Iy 1am anh huong dén cong tac chi dao, diéu hanh cta lanh
dao co quan.

- Viéc khot tao van ban di phai thuc hién dung quy trinh, ding ludng xtr 1y
trén Hé thdng quan 1y vin ban va diéu hanh; bao gom khéi tao van béan tra 101
(phtc dap vian ban ngudn), khdi tao vin ban moi bang chirc ning “Khdi tao van
ban” trén hé théng va thuc hién ddy du cac budc trinh ky, phat hanh theo quy
dinh. Khong thyc hién viéc giri van ban dudi dang tép tin rdi hodc gui truc tiép
ma khong thong qua quy trinh xt 1y trén hé thong.

- Cong chtrc, vién chirc dugc giao nhi¢ém vu tham muu, soan thao va khoi
tao van ban di (bao gom khoi tao phiic dap va khai tao bang chiic ning trén hé
thong) phai nhap day du, chinh xac cac truong thong tin theo yéu cau; thyc hién
tai tép tin ding vi tri quy dinh; bao dam sy thong nhat giira ndi dung van ban gidy
va dir liéu dién tir trén hé théng. Chiu trach nhiém trude 1anh dao co quan ddi voi
cac truong hop nhap thiéu thong tin, tai nham tép tin, khai tao sai ludng hodc 1am
anh huong dén qua trinh xir 1y, phat hanh van ban.

- Lanh dao cac co quan, don vi thuong xuyén kiém tra, dén ddc can bo,
cong chrc, vién chirc trong viée sir dung Hé théng quan 1y van ban va diéu hanh;
kip thoi chan chinh céc truong hop thuc hién chua nghiém tac hodc dé ton dong
van ban kéo dai. Pbi véi cac truong hop nghi viée, chuyén cong tac, nghi diéu tri
dai ngay hodc thay ddi vi tri cong tac, 1anh dao don vi phai chii dong ra soat, ban
giao tai khoan, ho so, vin ban trén hé thong theo ding quy dinh. Trudc khi nghi
hodc chuyén cong tic, ca nhan co trach nhiém xir Iy hoan thanh cac van ban, ho
so dang theo ddi trén hé théng; truong hop chua hoan thanh phai thyc hién ban
giao cu thé cho ca nhén tiép nhan xur 1y.

2. Doi véi van ban mat va cé tinh chat mat

- Vian ban mat dén phai thuc hién cac tha tuc dang ky, chuyén giao tai van
thu Uy ban nhan dan x4, hodc van thu don vi. Néu bd phan, c4 nhan nao quan ly,
st dung van ban mat ma chua thuc hi¢n cac thu tuc dang ky, chuyén giao thi ca
nhan do tu chiu trach nhiém theo quy dinh ctia phap luat.

- Van ban mat di phai thuc hién cac thu tuc soan thao, trinh ky, dang ky va
ban hanh theo quy dinh (khong duoc ban hanh trén Hé théng quan 1y vin ban va
diéu hanh VNPT-iOffice; trén Gmail va céc mang xa hoi khac; khong dugc sao
chup khi chua duoc sy nht tri bang van ban cua tha trudng co quan, don vi).

3. Giao cho Vin phong Hdi dong nhan dan va Uy ban nhan dan xa

Thuong xuyén theo doi, don ddc, huéng dan can bo, cong chire, vién chic
trong co quan thuc hi¢n cac y kién chi dao néu trén. Cuong quyét khong thuc hién
viéc ban hanh van ban dudi dang sao chup (Scan); van ban gidy ma chua khoi tao
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trén hé thong (trir cac vin ban dugc phép néu trén). Pay 1a nhiém vu rat quan
trong nham thyc hién chu truong xay dung chinh quyén dién tir, s6 hoa hé thong
van ban, cong tac luu trir ho so va quan ly cong viéc trong ndi b co quan, vi vay
Chu tich Uy ban nhan dan xa yéu cau can b, cong chirc, vién chuc; thu truong
cac don vi lién quan nghiém tac thyc hién./.

Noi nhin: TM. UY BAN NHAN DAN

- Nhu trén; R
- Thuong truc Dang uy xa (De BC); KT CHU TICH

- Thuong tryc HDND xa (Dé Blc)

- Uy ban MTTQ Viét Nam x (Bé phéi hop);
- CT, cac Pho Chu tich UBND xa;

- Trang TTDT x3;

- Luu: VT, VHXH.
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