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QUYETIlJNH
V~ ban hanh Quy ch~ quan ly, sir dung H~ th8ngtbtt di~n tir cdng vu

~i cac co quan, don v~thu{>c qU~D Binh Tan

cH{J TICH uvBAl~NHAN DAN QUA,N BINR TAN

Can cit Ludt T6 chua chinh quyJn dia phuong ngay 19 thong 6 ndm 2015,',, .., ,. " ~.. .,
Ludt sua dOi, bo sung mQ_tISO dieu cua Ludt T6 chuc Chinn phil. va Ludt To ChLf:C
chinn quyJY}diaphuong ngay 22 thang 11 nam 2019~'

Can etCLu{lt Giao. dick di?n tit ngay 29 thdng 11ndm. zoo:
elm ell Ludt Cong nghethong tin ngay 29 thang 6 ruim 2006,'

Can cit Ludt An toan thong tin mt;mgngay 19 thong 11 ruim 2015:

Can eu Lu4t An ninh mang ngay 12 {hang 6 ndm 2018,'

Can cU Ludt Baa v? bi mdt Nha nuoc ngay 15thang II ndm 20 j 8;

Can etC Nghi ainh s6 6412007/NE)-CP ngay 10 thang 4 ndm 2007 ~la
Chinh phil vJ Ung d~ng cong ngh¢ thong .tin trang hOt;lt ac;5ngcua cO' quan
Nh9. nU'(Jc;'

Can cit Ngh; cltnh 72120131ND-CP ngay 15 themg 7 niim 2013 cua Chinh
phu vd quan Iy cung c4p, s'u d~mg dich v¥ internet va thong tin tret? mqrtg: Nghj'
Clinh86 27120181ND-CP ngay 01 tluing 3 nam 2018 cua Chinh phu vd su:ad6i b6
sung m9t s6 tliiu ctta Nght ,ainh s6 72/20 J3IND-CP cua Chinh ph'u;

Can cit Chi thi s~ 34/2008/CT-ITg ngay 03 than¥ 12 nCLm2008 cua
Thit tU'CmgChinh phil ve vi¢c tang cU'ong sUodyng h¢ thong thu ai¢n tir trang
hogt dong cua ca quan Nha nuqc;

Can cit Thong tu s6 39/2017/TT-B1TIT ngay 15 thimg 12 niim 2017 cua
B9 truCing B9 Th6ng tin va Truyen thong ban hanh danh myc tieu chuim kY
thuq,t vJ /mg d'?lngcong ngh¢ thong tin trang ca quan Nha nuac;

Can cit Ouyit dinh s6 4I12011IQEJ-UB1VDngay 17 thCing 6 nCim 2011 cila
(;y ban nhdn- dan Thanh ph6. H6 Chi Minh vd ban harth Ouy chi quem iy,
su d'?lngh¢ th6ng thu di¢n tit Thanh ph6 H6 Chi Alinhj'

Xit ad nght cita Chantz Van phong Uy ban nhan dan qu{tn tt;zi Til !rinh 86
61ITTr-.VP ngay 29 ,{hemg 9. ni'im 2023 va Trui!rng ph6ng N9i 1T¥ qw;in tt;li
To' trinh st526721ITr-NV ngay 13 thang 10 nam 2023,
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QUYETDlNB:
Di~u 1. Ban hanh kern theo Quyet dinh nay Quy chS quan ly, sir dung

H~ thcng thu di~n nr cong vu tai cac to quan, dan vi thuoc qu~ Binh Tan.
Di~u i.Quye; dinh nay co hieu lire kS illngay ky.

Di~u 3. Chanh Van phong 0y ban nhan dan qu~, Thu tnrong cac co
chuyen mon, dan vi .sg nghiep co.Jilgl?p, Chu tich Dy ban nhan dan. 10 phuong
th~?c qu~ ,va can ~Q, ~6ng ,chue, vjen clurc tai cac co quail, don vi chiu trach
nhiem thi hanh Quyet dinh nay.', ~

No;nh~n:
- Nhu f)i~u 3;
- Thuong true Qt$1 uy;
- UBND quan: CT, cac peT;
- Van phong Q~ uy;

. - Cac Ban Bang Quan uy;
- UBKT Qu~ uy;
- UB.MTTQVN qudn va cac T6 chircCT-XII quan;
- Cong an quan Binh Tan;
- Lrru: VT. NV (Toan),

(7458)
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CONG BOA XX,HOI CUU NGHiA VI~T NAM
llQc l.~p - TI! do - H~nh pbtic

QUYCHE
y~quan Iy, Stl dung H~ th30g thir di~n til cong V\1

t~i cac CO' quan, don vi thuQCq~o Binh TaD
(Ban hanh kem thea Quyit dinh.sq ?If 00 100- UEND ngay_d.j_thitng 10

ndm 2023 cua Chit tich Uy ban nhdn dan qudn Binh Tan)

-Chuong I

NHUNG QUY BJNH CHUNG

f)i~u 1.Pham vi va tt3i nrong ap dung

1. Quy ch~ nay quy dinh viec thiet l~p quan ly, 311 dung H~ thong thu dien
til cong V1,l tai cac co quail, dan vi thuoc quan Binh Tan (goi tit 1acac co quan,
dan vi).

2. Can bQ, cong clnrc, vien chirc (goi tAt Laca nhan) dang cong tac tai cac
co quan, don vi thuoc quan khi khai iliac va str dung he thong thu dien til cong
vu co trach nhiem thuc hien Quy ch~ nay.

f)i~u 2. Giai thicb tir ogfr
Trong Quy eh~ nay, ca.c illngu dum day duQ'Chi~u'MU sau:

1. Thu di?n rt'r 1a dich V\1 chuy@nthu dum ~g s5 qua m~g may tinh,
Internet thong qua cac h9P thu c1i~ntU.

2. H? th6ng thu ai?n t,;r 1a h~ thdng thong tin qUM 1y cac h9P thu di~n tlr
va thl,l'.Chi~n chuySn.,thu di~n ill.

3. TiIi khoim thu ai¢n tit la thong tin baa g6m dia chi tha di~n ill va m?t
kh§.u d€ truy nh~p vao h(>pthu di~n hi: thvc hi~n glri va nh~ thu di~n tU.

4. H9P thu ca. nhdn la h(>pthu di~n m thu9C H~ th6ng thu di~n tir cong V\l
'C§.p cho ca nhan.

5. H<}pthu aan vi Lah(>pthu di~n til thu(>cH~ thfmg thtI' di~n tu cong vv
c~p cho co quan, don vi d@su dl,mg chung.

Di~u 3. H~ thBng thu' di~n til cong v\l

1. H~ th6ng thu di~n tir cong V\l q~n Binh Tan thuQc H~ th6ng thu di~n
tU cong Y\l Thanh phd H6 Chi Minh (do Sa Thong tin va Truy@nthong Thanh
ph6 quan 1y va v~n hanh), cho phep cae c,q quan, dan vi va ca nhan gm, nh~n
thong tin dum d~g thu di~n hi thong qua m:;mgInternet.

2. Cae ca quan, dan vi va ccinhan su d\ll1gH~ thimg thu di~n tii cong V\l
khi trao d6i van ban, h6 sa, tai Li~n,thong tin v~ quan .ly, di~u hanh, phiri hqp
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cong tac va nhirng thong tin khac lien quan d@nhoai dong thirc tin cong vu thee
clnrc nang, nhiem vu duoc giao.

Truong hop co nhu cau sir dung khac, cac co quan, dCJ9_.y.j .cfrn thiet lap
su dung h~ th6ng thu di~n tU dung rieng, tach biet VQ1 H~ th~!i&.tnlrdi~n tU cong
vu nhung vc1nphai bao dam tuan tbu cac quy dinh cua phap lu?t co lien quan.

Di~u 4. Nhifng hanh vi b] c~m
l. Sir dung H~ theng thu di~n tu cong vu uS gtri cac tai lieu, van ban mat,

t6i m~t hoac tuyet mat; thong. tin ngoai chirc nang, nhiem vu dtroc giao; ti~t li? bi
m~t Nha ruroc, bi m~t cong tic va nhtrng thong tin bi m~t khac do phap lu~t quy
dinh·

2. Can tro, ngan can trai phep ho~c thay d6i qua trinh truy~n~ gtn, nh?il
thu di~n tu, gay phuang h~iuSn H~ th6ng fuu di~nhI cong Y\1 va 8.nh hu6ng d~n
an ,ninh, an toan thong tin nl?ng.

3. ChiSm do~.t, sir d\lng trai pbep tai khoan thu: di~n til ho~c truy c~p,
thay 06i, gia ml;l0mQt phftn ho~e toan bQ nQi dung thu di~n tU CU.<l ngum khac.

ChtrongU

TRItT L~P QUAN LY vA sir Dt)NG m: THONG
THU D~N illCONG V1J

ni~u5. Dinh d~ng aia chi tbtr di~n tfr ding V\l

Tai khoan thu di~n ti'r cong V\l dugc d~t ten th6ng nh~t co d.:;tng:
<Ten tai k:.hoan>.binhtan@tphcm:gov.vn, duqc phan thanh hai lo?i:

- H9P thu di~n tlr eong V\l eua cae co quan, don vi:

<Ten co quan, dan vi>.hinhtan@tphcm.gov.vn

- H§p thu di~n tu cong Y\l cua ca nhan:

+ <Ten nguOi dung>.binhtan@.tphcm.gov.vn

+ <Ten ngum dung>.<phuang> ..bt(a),tphem.gov.vn

Di~u 6. each sir d\lng m~t kh-~u h<}pthtr ai~n tir cong VlJ

l. M~t khau phai duQ'c <$t t6i thiSu 8 kY tv, bao g6m chfr in hoa, chfr
thuang va co 511 d:l)ug them cae ky tl! d?c bi~t (I, @,:#, %, &, *, ... ). M~t kh~u
~t kh6ng dimg theQ quy dinh tren se khong dugc ch~p oo?;n. .

2. M~t kh~u phai duQ'c.d6ingay lk dfiu tien cae co quan, dan vi va ngueri
dUng dang nh~p vaa hQP tbu. NSu khong d6i m~t kh~u moi hQP thu se bi k.hoa.

Ili~~7.QUaD Iyva stYd~ng b{;p thu tti~o tir C?og·V\l
1. -Oy ban nhan dan qu~ giao Van phong Oy ban nhan dan qu~ la C{J

quan quan ly, ti@pnh~ vi~c dang leY c~p mm, c~p d6i, lty l~i m~t k:h~u b.o~~
huy be;s-ud\mg h9P tha d:i~nt-ucong V\l eua cae co quan, don vi va ca nh:in. -
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2. M6i co quan, don vi va ca nhan ducc dang ky c~p mot hop tlnr thu dien
ill cong V1,! rieng d~ phuc vu heat d{)ngGong tac cua co quan, don vi va ca .nhan
thea chirc nang; nhiern vu duoc giao.

3. Trach nhiern cua Uti tnrong cac eo quan, don vi va d. nhan trong su
dung hop thtr di~n tU cong vu:

a) f)6i voi h¢p thir di~n tU cong vu cua Dy ban nhan dan quan:

- Van phong 0y ban nhan dan qu~ diroc giao quan 1y h¢p thir di~n til
cong vu cua Oy bah nhan dan quan. va h¢p thu nay chi d~ giai quyet cong tac
cua (Jy ban nhan dan quan, khong duocstr dung vao bat leY muc dich nao khac.

- Charm Van phong Dy ban nhan dan qu~ pharr cong cong chuc thee
doi, ki@rn tra, tht;rc hi~n vi~c gui cac lb~i van ban di ella Oy ban nhcln dan qll~n
d~n cae co qu~ dan vi va ea nhan; nh~ van ban ill cae co quan, don vi va ea
nhan gui d~n Uy ban oharr dan qu~, kip tho; bao cao Lanh dao Uy ban nhan
dan qu~ d~ n~m bi~t, chi <fu.ogiai quyet cong vi~c. .

b) 86i vo; h¢p thu di~n til cong V1,l cua cac 'co quan~ don vi:
- Thu truang cae ca quan, dan vi co traeh nhi~m quan l)' h¢p fuu di~n til

cong V\l cua don vi; phan cong can b¢, cong chuc, vien chuc cUa dan vi theo
doi, ki8m tra nQi dung h¢p fuu di~n ru cong V\l eua dan vi. Ngum duqc giao
nhi~m Vl,l quan. 1y b<)pthu di~h tu cong V\l cua ccr quan dan vi phai bao cao n9i
dung .ali nh~n cho Thu tru6ng co quan, dan vi d~ kip thai giai quy~t cong vi~c.

- Khi c6 thay d6i Tliu tru6ng t;ti ·cae co quan, don vi; Thli tru6ng mm eua
co quan, don vi c6 tnich nhi~m ti8p nh~ l~i h¢p thu di~n ttl cong Y\l, m?t kh~u
va toan b<)dfr li~uh<)ptha di~n tty cong VI,l cua don vi.

c) E>6i vai h<)pthu di~ntU cong V1,l ca nhan:
- TV'quiim l.y frQi dung h¢p thu di~n tU eong V\l va giii quy~t cong vi~c

duqc gia6 trong h<)p fuu di~n tU cong V\l; chiu trach nhi~m vBnQi dung thong tin
gui di qua h¢p thtr di~n tu Gong Vl,l ca nhan. .

- Bao v~ m~t kh~u h<)p fuu di~n tlr cong V\l ca nhan, kh6ng d€ nguai khac
su dl,l11gh{>pthu di.~n tir cong V\l ca nhan eua rtrlnh; khong S11: dl,lng b.<)pthu di~n
tu con:g V\l d~ dang leY cac dich V1:1 tn;re t1,ly~ntren Internet nhu: dang kY tai
khoan m~g xa h<)i,website thua:ng ~i, di~n ·dan cong cQng.

- Can b<\ cong chac, vien chuc t~i cac co qUail, dan vi ph;ii thu6ng
xuyen ki~m tra h<)pthu di~n tU cong V\l cua ccrquan, ·dan vi va ca nhan trong gia
lam vi~c, it nhftt 03 lful trong ngay (dAu bu6i sang, cu6i bu6i sang va cU6i bU6i
chi~u cae ngay lam vi~c trong twln), d~ h?i dap kip thai thu di~n fir cua cae eo
quan, dan vi va eft nhan khac; kip thai nam bat nQi dung, xu ly cong vi~c mQt, ,
each nhanh nhat, hi~u qua nhat.

Rieng d6i v61 h<)p-fuu di~n tIT cong V\l eua co quan, dan vi; ngmJi dugc
giao ohi~m VI,l quan 1y h<)pthu di~n tlr cong V\l cua co quan, dan vi phai ki~m tra
it nhit. 04 l§n trong ngay (d~u bu6i sang, cu6i bU6i sang~ d~u bu6i ehiSu va cubi
budi ehi~u cac ngay lam vi~c trong tuful).
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d) Trong gic lam viec tai cac co quan, dan vi bat buoc phai sU: dung hop
q (J _ ,

thtr dien nr cong vu de trao d6i va dieu hanh cong viec.

e) Khi g?P S\1 c6 .~ h9P thu dien nr cong vu cua eo quan, don vi va ca
nhan; nguoi diroc giao quan 1y hQP thu di~n tir cong V1:l cua GO quan, dan vi va
ca nhan phai thong bao cho ngiroi phu trach cong nghe thong tin ciia eo quan,
don vi (n~u co) hoac ngiroi phu trach cong ngh~ thong tin cua Van phong Uy
ban nhan dan quan d~ duoc hueng Q§n,xU 1y kip thai. Truong hop khong xu I'y
diroc, Van phong Uy ban nhan dan quan co trach nhiem lien h~ So Thong-tin va
Truyen thong Thanh ph6 d~ dugc h6 tro, khoi ph1,lc.

Di~u 8. cip moo va buy bo hqp thll di~D tfr cong Vl}

1. Thti truoog cac C,O' quan~ don vi, 'l~p danh sach can b{>" cong chlrc,
vien ehuc ¢mg cong t:ic tC;lidon vi va co van ban as nghi Van phong Uy ban
Man dan qU?ll dang k:Y cftp mm, celp d6i, (thay dat thong tin h{>p tha di~n tU),
lciy J?i m~t kh§:u hoijc huy b6 h{>p thu di~n ill cong Vl:l -(do chuy~n cong tac ra
khoi qu~n, nghi hUll, nghi vi~c, ... ) cho can b{>,cong chile, vien chuc. Bam b~LO
100% can bQ, cong chuc, VieD couc eua cae co quan, dan vi dugc dang lcy,
c£p va su d"l;mghQP tou di~n tU cong V\l.

2. Ch~ Iihelt 02 ngay !fun vi~c k~ ill ngay co can be?, cong chuc, v-ien
chue tuy~n mai Clla ~o quan, dan vi ho~c co can bQ cong chuc, vien chuc nghi
hUll, nghi vi~c, chuyen cong tac, ... Thli wOng cac co quan, dan vi co van ban
dS nght Van phong Dy ban nhan dan qu?n, dang ky celpmai, cfip dai ho?c huy be
h(>pthu di~n tit cong V1,l.

3. Khi nh~ dugc yell c~u (b~ngvan bfm, thu di~n tU) cua cac C(J quan,
dan vi, Van phong Uy ban nhin dan qu~n ti€n hanh xu ly ,gill yeu c~u d&n
Sa Thong tin va Truy~n thong Thanh ph6 dS th\1C hi~n cfip mai, c£p d6i, lely l?i
m~,tkh~l,l.ho~c huy be S11 d\mg hpp thu di~n til cong Y\l thea quy illnh. Sau khi
nh~ du.qc kSt qua giai qtly~t eua Sa Th6hg tin va Truy~n thong Thanh pht3,
Van phQng 'Oy ban nh@ dan qu~n giri thong tin, huang dfuJcac co quan, dG'Ilvi'. ,
va .canhan de biet thl,l'Chi~n.

. B~t cu ilia yeu c~u m10ill cac co quan, d~ vima su dl:ln~cac dia chi h9P
thu khac (ngoai h9P thu di~n tU cong V1.l), glri den Van phong Uy ban oban dan
qu?u d~ukhong dugc ch~p nh?n.
,

f)i~u 9. Quy dinh cae lo~i van 'ban, thong tin trao dai qua b~ thtmg
thtr di~n t·..r c.ong v\I

1. Cae la~ van bim b~t bUQcgui qua h{>pthu di~n tu cong vw thong bao,
,cong van, thu moi, nhUng van ban gill d@n nhiing dan vi d€ bi~t~Uch cong tae
cua ca quaIl, dan vi, cac tili li~u trao d6i ph"l:lC V\l cong vi~c, tai li~u phl;lC V\l cac
cU9c hQP, baa cao cac c~p (trir cac van ban b~e m~t v$ CaG van ban gln d~n
~Ung dan vi Stf d\lng 1?:~th5ng thu di~ntlr ~ac).

2. HQP thu di~tl tU cong V\l chi su di;lngd@trae d6i thong tin ph\lc Vl;l cong
tac, khong su d\l11gv6i ml,lc'dkh ca nhan.
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3. Cac loai van ban dircc chuyen qua hQP thu dien hi cong vu phai thea
cac quy dinh an toan hap m~t sau:

, ,
a) Neu van ban giri la van ban bang file word, excel hoac cac loai file

co th~chinh sua: phai co chir ley dien tU cua don vi va h~ thong xac thuc chu leY
di~n ill dung tieu chuan rnoi co gia iii. phap ly nrong duong voi van ban giAy
trong giao dich giua cac don vi Nha mroc thea q,uy dinh cua Luat Giao dich
di~n trr.

b)NSu van ban gui lel ban scan (file PDF) hoac cac loai t~p tin (file)
khong thS chinh sjra: t~p tin phii duoc scan tu vim ban g6e va diroc kY s6
(co chu kY cua Thu tnrong -coquan, don vi va d~u do cua co quan, don vi).

4. Viec giri nh?u van ban qua hQp thir di~n tu cong vu:

a) 86i v&i cac van ban dUng theo quy dinh t~ khoan 3 f)i~u 9 Quy ch&
nay thi cac co quan, doo vi chi ck gui van ban qua fuu di~n tU co giii tri phap ly
tuong duang vanban gifty. .

b)f)6i_ v61 cac vanban chua dap lmg du cac tieu chu§n vS an toan bao m~t", ,
theo quy dinh. t~j khoan 3 Bieu 9 Quy che miy thi phai phat harm van ban gicly
(trU nhUng van bim rn~t) va giri kern van ban qua thu di~n tu (tuong irng nQi
dung van hap gi~y dll Qugc ban h8.nh chinh thuc) VaG di-a chi h9P tbu di~n ti'r
cong V\l cua co quan, dOn vi co ten trong ph§n "nm nh~n".

c) Cac iQ~i van ban trao d6i qua h{>pthu di~n tu cong V\l phai su dvng
phong cha ti8ng Vi~t (Times New Roman), b9 rna leY tv Unicode m.au den theo
tieu chu§n Vi~t Nam (TCVN 6909.:2001). .

ChtrO'ogllI

CONGTAc KIEM TRA, BAo cAo,
KHEN THlfONG vA xu LY VI PB4M

f)i~u 10. Cong me kiSm tra, bao cao tinh hin_h sir d\log hQp thlf
di~·n tir

1. Cae co quan, dan vi thuong xuyen ki@m tra, theo doi vi~c sir d\ffig thu
di~n tU trong cong vi~G4Lico quan, don vi; th6ng ke sa lm;mg hQP thu di~n tir
cong V\1 va bao cao thong tin tha:y dai cua cac hQPthu di~n tU da dugc cip t~i co
quan, dan vi eho Van phong Uy ban nharr dan qu~ djnh kY hing thang ho?c bao
cao dQt xufit thea quy dinh.

2. Van phong Uy ban nhBn dan qt$ thang k@s6 lU9Jlg hQP thu di~n tu va
tinh hinh ho?t d9ng eua danh sach cac tai khoan h{>pthu di~n ttl eta dugc cftp,
tham mUll -Oy ban nhan dan 'qu~n bao cao Sa Thong tin va Truy@nthong Thanh
ph6 thea quy dinb.
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Di~u 11. Cong tac khen thtro-ng
Van phong Dy ban nhan dan qu~ thong ke cac co quan, dan vi {rug dung

h~ th&ng thtr dien ill van eong viec co hi~u qua bao cao Dy ban nhan dan qu~
dS kip thoi khen thuong thea q,uydinh.

Di~u 12. Cong mc xii' Iy vi pham
Cac co quan, dan vi va ca Man vi pham quy dinh neu tai Quy ehS nay

phai chiu trach nhiem theo quy dinh cua phap Iu?! hi~n hanh. Thu tnreng co
quan, dan vi co ca nhan vi pham Quy che nay phai chiu trach nhiem ngiroi dung
d~u thee quy dinh.

ChU01lg IV
T6cmJCTHVC~N

Di~u 13. Giao Van phong Uy ban nhan dan quan co trach nhiem huong
d~, kiem tra, don d6c cac co quan, don vi trong viec thuc hien Quy ch~ nay.

f)i~u 14. Thu tnrong cac co quan, dan vi eo trach nhiem ph6 biSn, tri8n
khai thgc hi~n Quy chS nay d@ntban th~ can bQ, cong chuc, vien chue cua dan
vi dS n~m bi~t va fuga hi~ntheo quy dinh.

Di~u 15.. Trong qua trinh t6 chue th~c hl~n, n~u c6 nhUng yin: 08 phat sinh,
-vuOng,m~~dn sua d6i, b6 sung Quy ch~;Thu tru6ng cae co quaD, don vi c6 van
ban gm v~ phong Oy ban nhan dan qU?n d~ tAng hqp bao cao Dy ban nh§.n dan
qt$1xern Xef, quy~tdjnh.l.
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