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56:)74 /QD-TTYT Hoa Lr, ngdy ct4 thdng I niim 2019

QUYET DINH
Ban hirnh Quy chii quin l1f, sfr dqng chfr ky s6 chuy6n dring

trong viQc gfri, nh{n v}r sir dqng v5n bin tliQn tir cria TTYT huyQn Hoa Lu

GIAMDOC TRUNG TAM Y TE HUYEN HOA LIT

. Cdn ctl Th6ng tu s6 08/2.0I6/TT-BQP ngity 0110212016 cira BQ truong BQ

Qu6c phdng quy dlnh v6 cung cdp, quin ly, s[t dyng" dlch vu chring thuc chir kf s6

chuy6n dirng phpc vq c6c co quan Ding, Nhd nu6c, t6 chfc chinh trf - xd h6i; Th6ng
tu s6 qtl2OtllTT-BTTTT ngity 1911212017 cta BQ truong 86 Th6ng tin vi Truy6n
th6ng quy tlinh su dgng chri ky s6 cho vdn b6n diQn tu trong co quan nhir nudc; Th6ng
tu s6 01/2019/TT-BNV ngdy 2410112019 crha BQ N6i vu quy dinh quy trinh trao tt6i,
luu trfi, xir ly tdi li€-u di6n t[r trong c6ng t6c vin thu, cdc chfc ning co bin cira HQ

th6ng qudn ly tdi liQu diQn tu trong qu6 trinh xir ly c6ng vi6c cia c6c co quan, t6 chric;

Cdn cri Quyr5t ainfr sO tZlZOtSlqO-UBND ngdy 161712018 c0a Uy ban nhdn
ddn tinh Ninh Binh vC viQc Ban hd,nh Quy chd quin ly, sir dqng chfi ky s6 chuy6n
dirng trong viQc giri, nh4n vd sir dgng v6n bdn di€n tri cia c6c co quan Nhd nu6c tr€n
dia bdn tinh Ninh Binh;

Cdn cr? quy6t einn s6 ZetZOntqO-UBND ngity 2ol1ll20l7 cua Uy ban nh6n
ddn tinh Ninh Binh vd viQc ban hdnh quy dinh cht?c n[ng, nhiQm vg, quy6n han vd ccr

c6u t6 chric cira Sd Y tii tinh Ninh Binh;

Cdn cu Quy6t ainn sO tZtSlqO-SYT ngdy l5l}7l2}l9 cria Sd Y t6 tinh Ninh
Binh v6 viQc ban hdnh quy chd qudn lj, srir dpng cht ky s6 chuy6n dirng trong vi6c
gui, nhdn vd su dung vin bin dien tu;

Xdt dC nghi cira Truong phong T6 chuc-Hdnh chinh,

QUYETDINH:
Di6u 1. Ban hdnh kdm theo QuytSt dinh ndy, Quy ch€ quin ly, sir dqng cht ky

i,
sd chuydn dirng trong viQc gui, nhAn vir sri dung vIn b6n diQn tu cua Trung t6m Y t6
huyQn Hoa Lu;

Di6u 2. Quy6t dinh ndy co hifu lgc thi h2rnh ke tu ngdy ky:

Di6u 3.Trudng c6c khoa, phdng thu6c Trung tAm, phong vdn thu vir c6c c6
nhdn c6 li6n quan chiu tr6ch nhiQm thi hdnh Quy€t dinh ndy./.

Noi nhQn:
- Nhu Di€u 3;
- Luu: VT.



SO Y TE NINH BiNH
TRUNG TAM Y TE HOA LTI

ceNG nol xA ugr cn0 Ncni,t vrET NAM
DQc l{p - Tg do - H4nh phric

QUY CHE
Quin lf, sit dgng chfr'kf s6 chuy6n ding trong viQc giri, nh$n vh

sir dgng vin bin tliQn tir crla Trung tim Y t5 huyQn Hoa Lu
(Ban hdnh kdm theo Quy* dinh sii 1ea 19p- TTYT ngdy 04 / I /2019

cila Trung tdm Y t6 huyQn Hoa Lu)

Chuong I

QUY DINH CHUNG

Di6u 1. Ph4m vi tli6u chinh

Quy cht5 ndy quy dinh viQc qudn ly, su dqng chft ky s6 trong vi6c trao d6i vd
sir dr.rng vdn b6n diQn tri ctla Trung t6m Y t6 huyQn Hoa Lu; danh mgc c5-c loai vdn
bin ph6i su dung vdn bdn duqc kli sr5 Oe gff, nhdn giira Trung t6m Y t6 huyQn Hoa
Lu v6i Sd Y t6, v6i c6c don v! trgc thu6c Sd vd v6i c6c co quan, don vi nhd nu6c
khric; quy trinh ky sr1, giri/nh{n vd luu trft v5n bdn diQn tir; tr6ch nhiQm crjra cric t6
chric, cii nhdn c6 li6n quan d6n viQc sir dgng chir ky sii.

Di6u 2. Dlii tuqng :ip dqng

1. Quy chi5 nay 6p dung aiii vOi cric khoa, phdng thuQc Trung t6m, phdng
vdn thu vit citc cit nhdn c6 li6n quan dt5n hoqt dQng qu6n ly, srJr dpng chir k1; sri d6i
v6i vdn bdn diQn tir c[ra Trung t6m.

2. Ldnh.dao, c6ng chric, vi6n ch0c duqc c6p ch[mg thu s5 dang lirm viQc t4i
Trung tdm y t€.

Di6u 3. Nguy6n tic thgc hi$n chfr kf s6, vin bin tliQn tfr

1. Chir ky s5 cira c6c co quan, t6 chuc, cii nhdn chi dugc su dqng d,i thuc
hiQn c6c giao dlch theo dirng thdm quyAn.

. 2. Ap dung chir ky sO de gui. nh{n.van ban qua cric hQ th<ing th6ng tin: HQ

th6ng thu di6n tir c6ng vu cfra tinh, HQ th6ng quan l1i vdn birn vd di€u hdnh, Trang
th6ng tin di6n tu vd c5c hQ th6ng th6ng tin chuydn ngdnh khric.

3. Cd,c co quan, don vi nh4n v5n ban diQn tu dugc ky s6 phdi thuc hi6n diy
drir c:ic nQi dung trong vin bin da ky sO nhu vdn ban gi6y.

Di6u 4. Giri tri ph6p lf cira vin biin tliQn tii'ttuqc ky sii

1. Vdn ban di6n tt dugc kli s6 v6i lo4i chir k;i s5 cia c6 nh6n dd duoc x5c
thqc hqp lQ thi c6 giri tri tuong duong vdi v5n bin gi6y c6 chir kj tay cua c6

nhdn d6.

2. Vdn bAn di6n trlr duo.'c k1i s6 v6i toai chri ky so cua co- quan dd duoc x6c
thuc hop 16 thi c6 gi6 tri tuong tluong vdi vdn bdrn gi6y c6 d6ng d6u cta co quan d6.



3. Vdn b6n di6n tt duqc ky s6 v6i loai chir ky s6 cua c6 nhdn vd chir ky s6

cria co quan duoc x6c thgc hgp lQ c6 gi6 tr! ph6p ly tuong cluong v6i vin ban gi6y
c6 chfr ky tay c6 nhAn vir d6ng dAu cta co quan d6.

4. Vdn bAn diQn tir dA ki s6 du<vc x6c thpc hgp l€ grii, nhan qua c6c hf th6ng
th6ng tin (HQ thiing qudn ly v6n bAn vd di€u hdnh, hd th6ng m6t cria di6n tri li6n
th6ng, hQ thdng thu di6n tu c6ng vq, Trang th6ng tin diQn tu) vd qua ciic phuong
tiQn truy6n dua thOng tin khric c6 girl tr! pfuip ly tuong duong vdn b6n gidy.

5. Chir ki s6 chi c6 gi6 tri ph6p lf khi t6n t4i 0 d4ng vdn b6n diQn tu dugc ky
si5 hqp 16. Vdn b6n ld ban gi6y clugc in hodc ph6 t6 trlr v6n b6n di6n t& c6 chfr ky s6

n6u kh6ng c6 vdn bin di€n tir d0 xrlc thwc thi kh6ng c6 giri tr! phAp ly.

6. Cric trudng hqp khric vA viQc vdn b6n gi6y dugc d6ng d6u cia co quan c6
gi6 tri ph6p lf tuong duong vin bin diQn tir dugc kf bing chir ky si5 cfra co quan:

a) D6u girip lai: trong m6i trudng di6n tir, chi kj s5 da* bdo tinh todn vgn
cria vdn b6n diOn tri. Vdn b6n dign tri c6 chir k, s6 hqp ph:ip kh6ng cAn co ch6 dam
bdro tinh todn vgn b6 sung tucrng img v6i d5u girip lai.

. b) Ddu treo: trong m6i truong diQn tu, n6u tdi liQu di kdm v6i vdn b6n chinh
nim trong. cirng mQt tQp diQn ttl vd v6n b6n chinh c6.chir kj sO hqp ph6p thi kh6ng 

'

cAn co ch6 b6 sung O,5.Aam b6o tdi liQu di kdm ld phAn kh6ng th6 trich rdi nQi dung
cria vdn bin chinh. N6u tdi liQu di kdm v6i vdn bin chinh kh6ng thudc cirng mQt
file diQn tri dd dugc ky s6 thi tdi liQu di kdm cin duqc ky s6 ri6ng.

Chuong II

DANH MUC CAC LO+I vAN BAN SU DUNG vAN BAN DIEN TTI DUqC
K.f so, euAN Ly, s0'DUNG cHrl Ky s6 cuuytN DUNG

Di6u 5. Danh mgc c:ic lo4i vdn bin ali ldr vin bin tliQn tir ilugc kf s6

1. Cric loai vdn bAn sau dAy thuQc danh mr,rc vdn b6n gui, nh6n qua HC th6ng

QuAn ly Vin b6n vd Di6u hdnh, HQ th6ng thu diQn trlr cua tinh bdng v6n bAn di6n tri
rip dung chir ky s6 chuydn dirng, kh6ng gui vin bdn gi6y:

a) Cric vdn bin, tdi li6u hdnh chinh kh6ng ph6i vdn ban, tdi lieu "M{t"
(trt c6c To trinh, D6 6n trinh c5p c6 thAm quydn ph6 duyQt; Quy6t dinh li€n
quan d€n t6 chirc, c6n b0; c6c vdn b6n bOn nh{n y6u cAu str dgng ban giSy).

b) Gi6y mdi hop, thu miri, gi6y tri6u t{p hSp (kdm tdi ti6u hop n6u c6, trir tdi
ti€u chua dugc ph6p c6ng b6 hobc thu6c danh muc bi m6t Nhd nudc).

c) Bdro c6,o th6ng, quy, ndrn vd ciic b6o c6o theo y6u ciu (kh6ng thuQc danh
muc bi m4t Nhd nu6c).

d) Van bdn gui cdc co quan Od Uitit. dC phoi hop; vdn bin gui ldnh dao d6

b6o cdo (c6c vdn bAn gu'i b6o c6o ldnh dao tai muc "Noi nhAn").

d) C6ng vin xin y ki6n gop y (dinh kdm vdn bdn du th6o).



e) Thdng b6o: 1; ki6n t<i5t tuan cira Gi6m d6c Sd, gi6i thiCu con d6u, chir k1i,

chfc danh, tru sd ldLm viqc.

g) Llch c6ng t6c.

h) Vdn ban g[ri nQi bQ trong co quan.

2. Cdc vdn bin sau ddy dugc kf s6 dua l6n Trang th6ng tin diQn tti cira 56:

a) Lich c6ng t6c.

b) Vdn bdn ph:lp quy, vdn bdn chi d4o, di6u hdnh (tru vdn ban thuQc danh

mpc bi m{t nhd nu6c).

c) C6c th6ng tin quy dinh tai Nghi dinh s6 qlnOllA.ID-CP ngity 1316120ll

crJra Chinh pht Quy tlinh vi vi6c cung 
-6,p 

thong tin vd dfch vu c6ng truc tuy6n tr6n

Trang th6ng tin diQn tri ho4c C6ng th6ng tin di€n tir cfia co quan Nhd nuoc.

3. Ngodi danh muc cric 1o4i vdn bdLn rip dgng chtr ky s6 tai Khoen 1 Di6u
ndy, tiy theo trudng hgp. y6u cAu thqrc t6, cdc phong, cii nh.6n c6 nhu cAu giri vdn

b6n diQn 6,p dpng chfr kj s6 chuydn dung, xin j ki6n Gi6m d6c xem x6t quydt dinh.

Ei6u 6. Quy trinh kf s6 tr6n vin biri tliQn tft

1. Kli si5 tr6n vdn ban di6n tri

C6c lo4i vin bdrn di ld vdn bin di6n tfr thuQc Di€u 5 cira Quy ch6 ndy sir

dung 03 (ba) chir ki s6 (01 chir kyf s6 cua c6 nh6n ld ldnh d4o phdng, don v! chfu

trrich nhi€m nQi dung, hinh thfc; 01 chir ky cira ngudi c6 th6m quy6n ky ban hrinh;

01 cht k1i sii cria td chric) d6 ph6t hdnh v5n ban dugc thgc hiQn k1i s6 theo trinh tq
c6c bu6c nhu sau:

Buric 1: Linh d4o khoa, phdng duoc giao soan thao vin b6Ln:

a) Dg th6o vin b6n; dua dq thio vin bdn vdo HQ thdng Quin li V6n b6Ln vd

Di6u hdnh (sau dAy goi td HQ th6ng); dua vdn b6n ra cu6c hqp thudng quy c[ra

khoa phdng d6 trao AOi, thOng nh6t vd hodn thiQn dp th6o.

b) C6p nh6t vdo HQ th6ng cric truong thdng tin s6 4, 9, 10, 12, 15, 17 Phu luc

V Th6ng tu s6 0l/20lg/TT-BNV ngity 2410112019 cira BQ Noi vu.

c, Ldnh dao khoa, phong chiu trrich nhi6m tryc ti6p v6 nQi dung, hinh thuc
vdn ban; chuydn vdn ban dg thAo d5n phdng v6n thu d(i crin b0 phong vin thu kitim
tra v6 th6 thuc, k! thuat trinh bdy vd cric cdn cir phrip ly( ntiu c6).

Buric 2: Vdn thu tiiip nhdn.b6n du thdo dd hodn thign, ki6m tra l4i th6 thilc
vd k! thuqt trinh bdy vdn b6n; n6u phrit hi6n sai s6t thi th6ng b6o cho l6nh d4o

khoa, phdng xem x6i gidi quyiSt; n6u kh6ng ph6t hiQn sai s6t gi thi chuy6n cho l6nh

d4o Tiung iam lnguOi cO inam quy6n kli ban hdnh vdn brin) thuc hi6n ky s6 van

brin.

N6u lenh dqo th6y vdn b6n cAn phai phdi sri'a d6i, bO sung thi cho ! ki6n y6u

ciu ldnh dao khoa, phong soan thdo d6 trodn thiQn lai (quay tai Bu'6c I hodc Bu'6'c

2).



Buri'c 3: L6nh dao Trung tAm thlrc hi€n ky si5 bing chiL ky s6 cua c5, nh6n
tren van bdn diQn tir (dinh dang .pdf).

a) Tru<rng hgp nguiri c6 thdm quy6n ky ban hdnh vdn bdLn ld Gi6m d6c thi
sau khi kf sE chuyCn vdn thu ldm thrl tuc phrit hdnh vdn bdn diQn tu ngay.

. b) Trudng hgp ngudi c6 thAm quy6n ky ban hrinh vdn bdn ld cric ph6, Gi6m
d6c thi sau khi k1i vdn birn xong chuy6n cho Girim d6c dd ph6 duyQt, chuyon vdn
thu phrit hdnh. N6u Gi6m d6c y6u c6u phAi sua d6i, bO sung vdn bdLn thi ghi y ki6n
y6u c6u vd chuy6n lai ph6 Gi6m d6c bi6t dC chi d4o lSnh dao phong chu tri soan
thao dd hodn thiQn tai (quay lai Budc t hodc BuOc 2).

c) Hinh rlnh, chir ky s6 cua nguoi c6 th6m quyAn kli ban hdnh vdn bAn:

- Vi tri: thpc hi6n nhu tr6n vdn b6n gi6y theo quy dlnh tqi Th6ng tu s6

01/201I/TT-BNV ngdy l9l}ll20ll c0a BQ trudng Bd NQi vu vA viQc Hu6ng d6n
th6 thuc vd k! thu{t trinh bdy vdn bin hdnh chinh (tai vi tri ky cua nguoi c6 thAm
quydn ky ban hdnh vdn b6n trdn vdn bnn gidy).

- Hinh 6nh: chir k;i cua nguoi co th6m quydn tr6n vdn bAn mdu xanh, dinh
dqng (.png).

- Trudng hgp cric vin bdn c6 nhidu nguoi k! nhu: Chuong trinh ph6i hgp,

Quy ch6 phi5i nqp ..., vi tri ky s6 sE dugc phdn bO hqp t1i tr0n vdn bdn.

Brdc 4: Ban hrinh vdn b6Ln di6n tri:
,i,,(.a) Van thu cdp s6, ngdLy thring ndm viro vdn bAn bdng ch[rc nlng cira HQ

th6ng; in vd d6ng d6u cira co quan dti luu tai vdn thu 01 bin vd s5 luqng bAn giSy
phrlt hdnh d€n c6c dtii tuong kh6ng c6 trong HQ th6ng hogc co quan, t6 chirc, cri
nhdn phAi sri dqng v5n bdn gi6y dd thgc hi6n c6c giao d[ch khric theo quy dinh crja
ph6p tu{t;

b) Van thu su dqng chir ky s5 chuy€n dirng cira co quan ky sd l€n v6n bdn
diQn tir d6 duoc lSnh dao Trung t6m kf sd vd phrit hdnh v5n bAn di6n tri.

- Vi tri; trtm l6n khodng 1/3 chir kf cua ngudi c6 th6m qrydn ,rd b€n trrii;
- Hinh 6nh: ddu cira co quan, mdu d6, kich thu6c bing kich thudc thgc t6

cua ddu, dinh dang (.png)l

- Th6ng tin: tdn co quan, thdi gian kli (ngdy, th6Lng, ndm, gio, ph[t, gi6y).

c) Vdn thu c4p nhat sii cira vdn bdn; ngdy, th6ng, nim vdn b6Ln; t6n co quan
ban hdnh vdn bdn; s6 trang v6n bdLn; mi dlnh danh co quan, td chfc nh{n v6n bdn
vdo c6c trudng th6ng tin s6 5, 6, 7, 8, I l, 14.1, 14.2, 16 Phu luc V Th6ng tu s6

01/2019/TT-BNV crla Bd N6i vu.

(Xem Luu aO t1i Uan hdnh, dang kf, ph6t hrinh vdn bin - dud'ng di cua vdn
ban diQn tu tqi Ph\r lqc III Th6ng tu s6 0 l/20 19iTT-BNV)

2. Ky s6 tr6n vin bin duoc sO h6a lscan) tu vdn brin gi6y

,. . .ul 
Crlc lo4i-r-1n,b.un thuc hi6n k1i s6 co quan (0 1 chfr'ki siil tit u6n ban gi6y

d6 ph6t hdnh tr€n H6 th6ng gdm:



- Quy6t dinh c6 biQt: Quy6t dinh lien quan d€n mQt c6 nh6n, t6 chuc (quyiit

dinh nAng luong, tuy6n dung. didu d6ng, b6 nhiQm' khen thudng,, kj' luat, srlp nh3p,

giai th€ ..).

- Vdn bdn kh6ng dugc ban hdnh dQc lap, lu6n ph6i kdm theo m6t van ben

quy ph4m phrip lupt: Quy ch6, Quy dinh, Chuong trinh ...

- Vdn bdrn gui c6p tr6n: Td trinh, 86o crio, K6 ho4ch, D6 rin, dg rin c6 tdi liQu

kdm theo;

- Vdn bdn li6n quan t6i k6 hoqch chuydn m6n,, tdi chinh ddi h4n, hing ndm;

- V6n bAn giri ra ngodi Trung tAm md b€n nh{n kh6ng dir cric di6u kiQn tiiip

nhpn giao dlch diQn tu;

- Vdn bAn quy dinh tai EiAu 5 cira Quy ch6 ndy n6u Girim d6c Trung tAm
^:.yeu cau.

b) Cric bu6c thgc hiQn:

- Vdn bdrn dE hodn thign theo Quy ch6 v6n thu ltru trt duoc in ra gi6y, co diy
du chir ky nhityltit cia tdnh d4o phdng, chir ky c[ra lar1h dao Trung tdm. vri dAu

"PHAT HANH" (nJu ngudi k), le Ph6 Gi6m d6c hoac nguoi dugc ty quydn): vdn

thu viro s6, ngdy ti ang r;. vdt vdn bdLn, in vd d6ng d6u cta co quan de tuu t4i ven

thu 0l ban ue ro l,rgng ban gi5y de phdt hirnh song song hodc d6n c5c d6i tugng

kh6ng c6 trong HC th6ng, crlc co quan, t6 chric, c6 nhAn ph6i sti dung vdn ban gi6y

d6 thgc hi€n c6c giao dich khric theo quy dinh cira ph6p luAt;

- Dyng b6n giic (chua d6ng d6u) sii h6a (scan), ky s6 co quan d6 phrit hdnh

tr6n HQ thdng;

- Cric chft k1i cua c6 nh6n, s6 v6n bdn, ngdy vdn bdn phAi dugc ky vd di6n

bing btit muc miru xanh, kh6ng phai md.

- Ngdy ky s6 co quan trdn vdn bdLn ph6i dring theo ngdy thrlng n6m ban hdnh

vdn birn.

(Xem Lr-ru dO ty Uan hdnh, ddng kf, ph6t hdnh vdn birn - dudng di crha vdn

b6n giSy t4i Phu lltc III Th6ng tu s6 0l/2019/TT-BNV)

Ghi chrt: Neu vdn bdn phdt hitnh ld bdn s,i h6a til ban kh6ng phdi ld bdn

giic hortc ilr ban b.an pha ta tii vdn ban d6 phai lE sii co.q1run tai vi trl gdc ffAn,

b€n phdi, trang ddu vdn bdn trudc khi phdt hdnh trAn HQ thong.

3. Quan l1i vin bdn d6n: thqc hiQn theo Phv lpc I Th6ng tu s6 01/2019/TT-

BNV Luu-d6 qran tlt vdn bAn d€n.a) VEn b6n d6n ld vin bdn di6n tu: Vdn thu ti€p

nh4n, kitim tru ti.,h x6c thuc vd ngr6n g5c noi grJri vd sg todn ven cria vdn bin,
jang'tlr, chuycn vdn ban d6" cia* ooc noAc Ph; Gi6m d6c dugc riy quvdn ph6

duydt.

b) Vdn bin d6n l?r vdn bin gi6y qua duong c6ng vin: Vdn thu titip nh4n,

ph6n lo.i so bd. boc bi. d6ng d6,u "D6n". ghi so vi ngay den. so hoa (s.can) vd kj
'rO 

"o 
qru,l, ddng k;i, 

"nuytln 
,an ban d6n-Giam ddc ho4c Ph6 Gi6m d6c duoc uy

quy6n phO duyQt.



- Vi tri ky sd co quan: g6c tr6n, b€n phdi, trang ddu vdn b6n;

- Hinh 6nh: dAu cia co quan, mdu do, kich thu6c bing kich thu6c thgc t6
cua ddu. dinh dgng (.png);

- Th6ng tin: t€n co quan, thdi gian ky (ngdy, thrlng, ndm, gio, phirt, gi6y).

c) Vdn b6n sau khi c6 yf ki6n chi d4o giai quytlt ctra tdnh dao Trung tdm duoc
chuyCn cho c6c phong, don vi t6 chirc th;rc hiQn. OOi vOi vdn bin li6n quan d6n
nhidu don vi, cri nh6n phii x:ic d[nh 16 don v! hodc c6 nhdn chir tri, cl<vn vi hodc c6

nh6n ph6i hqp, thdi h4n gi6i quy6t vd y ki6n chi dpo nQi dung gi6i quyt5t.

ViQc chuytin vIn bin d6n tdi khodn duoc phAn dr5 dgc, xri lyf hopc phtii hqp
xri l;i ph6i b6o dim chinh x6c de giir bi m{t nQi dung v6n b6n. Cri nhdn duoc giao
cdng viQc c6 tr6ch nhi€m gi6i quytlt, t6p hd so cdng viQc.

Di6u 7. Gfti/nhQn vin bin tliQn tir tle kf sli

1. Vin bdn di€n tri sau khi ky s6 duqc giri d6n noi nh{n qua HQ th6ng Qudn
ly VEn b6n vd Di6u henh, h9 th6ng thu dign tir c6ng vu (@ninhbinh.gov.vn) vd c6c

hQ th6ng th6ng tin chuy6n ngdnh kh6c theo quy d!nh.

2. Thdi gian giri/nh{n vdn bdn diOn tir duoc cdn cri tr6n nhdn thoi gian
gui/nh{n crJra hQ th6ng thdng tin.

Di6u 8. Qunn lf thi6t bi Iuu khria bi mft vir chring thu s5 cria co quan
trong c6ng tric vin thu

1. ViQc cung c6p, quin 11i, sfr dgng dlch vu chrlmg thu s6 chuydn dtng thpc
hiQn theo quy.d!nh t4i Th6ng tu s6.08/2016/TT-BQP ngiry 0110212016 cia Bd
trudng BQ Qu6c phdng Quy dinh v6 cung cdp, quin ly, sir dqng dich vu chimg
thpc cht kj s6 chuy6n dirng phgc vu co quan Ddng, Nhd nudc, t6 chric chinh tri -
xd h6i.

Z. fhi6t bi tuu kh6a bi mflt (USB Token) cria co quan dugc rJry quydn cho
v6n thu co quan qudn ly vd sir dgng. Vi6c qu6n ly vd sit dUng thi6t bi luu kh6a bi
met vd chfng thu s6. cia co quan trong c6ng t6c vdn thu duoc thuc hiQn theo quy
dinh tai Th6ng tu s6 4ll20l7l'lT-BTTTT ngiry 1911212017 cira BQ Th6ng tin vd
Truydn th6ng. Ngudi tlugc giao quin l1i thi.5t bi luu kh6a bi mrit vd chimg thu s6

cira co quan chiu trrich nhi6m trong vi6c qu6n ly vd sri dung thiaSt b-i luu kh6a bi
m4t d€ tao ra chir ky s6 crJra co quan. Khi thay d6i ngudi quin lli thiet bi tuu kh6a
bi mat vd chimg thu s6 crira co quan phdi lap bi€n bin bdn giao viL phdi duoc phdp
c[ra ngudi c6 thdm quy6n.

3. Thii5t bi ltru kh6a bi m4t c[ra c6 nhAn do chinh c6 nhdn d6 bdo qudn, luu
giir vd srJr dr,rng. Kh6ng duqc ti6t lQ m4t khAu hoac d6 ngudi khric su dpng thi6t bi
cira minh.

Di6u 9. Luu trfr, khai thfc sir dgng vln bin tliQn tft tI5 kf sii

I . Luu tru van ban diQn tu da ky s<i

a) Vin bdn di6n tu da ki s5 khi lu, trir phdi 6 dang nguyCn b6n, kh6ng b!

thay d6i sai t$ch theo quy d[nh cira ph6p luat v6 giao dich di6n tu.

b) Vdn ban diQn tu phei duoc luu tru'co t6 ch[rc, khoa hgc dirm bao cho vi6c
. ..r ,:

tirn ki6rn" lra cuu duoc de ddng vi thudn ti6n.



c) Vdn bdn di6n tu da kj s6 sau khi nh4n ph6i thyc hiQn sao luu dlnh ki'sang
c6c thi6t bf lm trir chuyan ding nhu 6 dia. cring, dia tu ho{c cric thi6t b! luu trir
kh6c vd phdi duoc c6t giu tai noi dim bio vd an to2rn, an ninh.

2. Khai th6c, sir dung vdn ban diQn tu luu trit

a) Van ban diQn tit da ki s5 dang ltru trir dugc chuy6n OOi tfrann chimg.tir
gi6y dti phuc vg cho c6ng tiic chuy6n m6n cia c6c co quan, don vi (n6u cdn thi€t).

Birn in cira vdn bin diQn tu c6 chir kf s6 chi c6 gi6 tri ph:ip l1i tuong duong v6i vdn

bin gi6y c6 chir ky tay vir con dAu khi ltru trt kdm theo b6n diQn tu d6 x6c thuc.

b) Khi thuc hiQn chuyiin d6i van b6n diQn tu thdnh vdn b6n giSy cAn d6ng

d6u vdo B6n sao y ho4c bdn trich sao vdn bin di6n tu dinh d4ng giAy ph6i c6

th6ng tin chi 16. vdn b6n ndy duoc " Sao y brin g6c v6n b6n diQn tu" hoqc "
Trich sao b6n giic vdn birn di6n tir". Bin in cira vdn ban di6n trlr c6 chir ky sd sau

khi chuy6n d6i thenh vin bAn gi6y c6 gi6 tr! phrip l! tuong duong v6n b6n gi6y c6

chir kj tay v2r con ddu;

c) Viec khai thric sir dgng vdn bin dien tt phii tuAn thrh theo c6c quy dlnh

hiQn hdnh cta Nhd nudc vd cric Th6ng tu hudng d6n cria B0 NQi vq, BQ Thdng tin
vd Truy6n th6ng.

Chuong tII
TO CHTIC THTI. C HIEN

Didu 10. Phdng TC-HC

1. Tham muu cho Gi6m ddc Trung tdm t6 chuc qurin ly, sir dqng c6 hiQu qu6

chfr kf sd chuydn dirng cira co quan? c6 nh6n theo quy dinh; thuc hi6n 6p dpng chir

ky si5 chuydn dirng theo dring quy d!nh.

2. Thudng xuy6n ki6m tra, d6n d6c viQc ung dung chft kli s5 trong quy trinh
:^

giAi quy€t c6ng viQc hanh chinh cta co quan bAo dim th6ng nh6t, b6o m4t, an toin
vir an ninh th6ng tin trdn mdi truong mang.

3. Hu6ng d6n cdi dflt phAn m€m kf s6, h5 t.o k] thuft vd hudng d6n trong

qu6 trinh sir dung chir kli s5 crha co quan cho v6n thu co quan vir cho l6nh d4o,

Tru<rng, ph6 khoa phdng cira Trung t6m dugc cdp chilng thu s6.

4.Thudng xuy6n tridn khai c6c biQn ph6p ddm bdLo an toirn, an ninh th6ng tin

cho c6c m6y tinh cdi phin m6m chir kli s6.

Th6ng b6o kip thoi cho Trung tdrn VNPT d6 thu hOi chirng thu s6 cria thu6

bao trong cric trudng hqp dugc quy dinh tai Khorin I DiAu 18 cia Thdng tu

sO OSIZOtO/TT-BQP ngdy Oll)2l2)l6 cua 86 truong BQ Qu6c phdng quy dinh v€

cung c5p, quan l1i, su dung dich vu cl.r[r'ng thuc chfr'ki s6 chuy6n ding phuc vu c6c

co quan Dang. Nlrd nuoc. t6 chuc chinh rr! - xa hoi.



Di6u I l. Phdng thi chinh
1. eh6i hop v6i phdng K6 hoach nghi€p vu, T6 chric-Hdnh chinh hudng d6n

vd thgc hi6n tdm thri tqc tlSng ky m6i, gia han, thay aOi tnOng tin, thu nOi, c6p t4i

chftng thu s6 chuy6n dirng cho crl nh6n vd co quan.

2.Thdng brio kip thoi cho Trung tdm VNPT d6 thu h6i chirng thu s5 cta thu6

bao trong c6c trudng hqp dugc quy dinh t4i Khodn I Di€u l8 crja Th6ng tu

sti O8UZOtOlff-BQP ngdy 0110212016 cira BQ trudng BQ Quiic phdng quy dlnh v€
!.

cung cap, quan l!, su dung dich vp chimg thgc chfi ky s6 chuydn ding phpc vu cdrc

co quan Ddng, Nhd nu6c, t6 chuc chinh tri - xd h6i.

Di6u 12. Tr:ich nhiQm cira ci nhin cluqc c6p chri'ng thu s6 vir vin thu
Trung t6m Y t6.

1. Thyc hiQn dAy dt, dring quy trinh ky s6, gui/nhAn vd luu trt vdn bin dien

trJr dugc quy dinh tai Quy ch6 ndy.

2. Quan lli vd sir dyng thitit b! lw kh6a bi m{t theo ch6 d6 qu6n ly bi mat

Nhd nudc 6 c6p dQ "MQt".

3. Thuc hign dAy dri c6c quy dinh, quy trinh quan Iy, sir dung chung thu
;.

s6 vd tuan thu cric quy dlnh cira phrip lurit v6 qu6n ly srJr dr,rng chfrng thu s6. Khi
ph6t hiQn chfng thu sii t t',Ong cdn thu6c sr,r kitim so6t ctra minh, phii klp thdi
b6o cho Phdng kt5 hopch nghiQp vr,r vd l6nh dao Trung tdm bi6t dC xu ly theo quy

dinh.

4. Ngudi ky sr5 ph6i chlu tr6ch nhi6m tru6c phrip lu{t theo c6c quy dinh

cira Nhd nu6c vd quin ly sir dgng chrlmg thu s6.

Di6u 13. Di6u khoin thi hirnh

l. Tru0ng cric khoa, phdng thuQc Trung t6m, Gi6m di5c Trung t6m c6 tr6ch

nhi6m thuc hiQn c6c quy dlnh t4i Quy ch6 ndy.

2. Trong quri trinh tri€n khai thuc hi6n,, n6u c6 nhirng vudng mic d€ ngh! c6c

khoa, phdng phdn 6Lnh u6 Phong TC-HC dti t6ng hqp, b6o c6o Gi6m d5c xem x6t,

sria d6i, b6 sung cho phi hop./.


