UBND TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO PANG KY THUAT Djc 1ap - Tu do - Hanh phuc
CONG NGHE NHA TRANG
S6: 267/QD-CDKTCN Khanh Hoa, ngay 06 thang 10 nam 2025
QUYET PINH

) Ban hanh Quy ché quian Iy, (jliéu hanh, sir dung,
tiep nhan va xir ly van ban trén H¢ thong Quén ly van ban E-Office
cia Trudong Cao dang Ky thuit Cong nghé Nha Trang

‘ - HIEU TRUONG
TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG

Can cwr Ludt Giao dich dién tir ngay 22 thang 6 nam 2023,

Can cir Nghi dinh s6 30/2020/NP-CP ngay 05/03/2020 ciia Chinh phii vé
cong tac van thu;

Can cir Quyet dinh so 126/0P-CDKTCN ngay 18/8/2025 cua Hiéu triong
Truong Cao dang Ky thudt Cong ngh¢ Nha Trang vé viéc ban hanh Quy ché to
chure va hoat dong cua Truong Cao dang Ky thudt Cong nghé Nha Trang,

Theo dé nghi ciia Truéng phong Té chirc — Tai chinh.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché Quan 1y, diéu hanh,
str dung, tiép nhan va xtr Iy van ban trén Hé thong Quan 1y vin ban E-Office

ctia Truong Cao dang K§ thuat Cong nghé Nha Trang.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky va thay thé cho cac Quyét
dinh da ban hanh trudc day.

Piéu 3. Truong phong To chirc — Tai chinh, Truong cac don vi va cac ca
nhan thudc trudng chiu trach nhi€ém thi hanh Quyét dinh nay./.

Noi nhan:

- Nhur diéu 3;

- Cong thong tin dién tt;
- Luu: VT, TCTC.




UBND TINHKHANHHOA ~ cONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Doc lap - T do - Hanh phtic
CONG NGHE NHA TRANG — : :

QUY CHE
Quan 1y, diéu hanh, sit dung, tiép nhan va xir 1y viin ban
trén Hé thong Quan 1y vin ban E-Office
ciia Truong Cao ding Ky thuiat Cong nghé Nha Trang
(Ban hanh kém theo Quyét dinh s6: 267/QD-CDKTCN ngay 06 thing 10 nam 2025
cua Hiéu truong Truong Cao dang Ky thudt Cong nghé Nha Trang)

Chuong I
QUY DINH CHUNG
Picu 1. Hé thong Quin 1y vin ban E-Office
Hé théng Quan 1y van ban E-Office (goi tat 1a Hé théng) 1a hé thong phan mém

trao d6i thong tin, diéu hanh tac nghiép va quan ly van ban, cong viéc trén moi
truong mang thudc Truong Cao dang Ky thuat Cong nghé Nha Trang.

Hé thong Quan 1y van ban E-Office ctia Truong Cao dang K¥ thuat Cong nghé
Nha Trang c6 dia chi truy cap nhu sau: https://cdn.qlvb.khanhhoa.gov.vn

H¢ théng nay khong dung cho viéc quan 1y cac van ban mat va cac thong tin
lién quan dén nd1 dung mat.
Pi¢u 2. Pham vi diéu chinh

Quy ché nay quy dinh vé viée trao d6i, luu trit, xtr 1y vdn ban dién tur trong
viéc quan 1y, diéu hanh, sir dung, tiép nhan va xur 1y van ban trén HE thong Quan 1y
van ban E-Office cia Truong Cao dang K¥ thuat Cong nghé Nha Trang.
Piéu 3. Poi twong ap dung

Quy ché nay dugc ap dung voi cac phong, khoa, trung tam, doan thé truc
thudc truong (got tat 1a cac don vi thudc truong); vién churc, nguoi lao dong (goi
tat 1a ca nhan) dang lam viéc tai Truong Cao dang K§ thuat Cong nghé Nha Trang.
Pi¢u 4. Trach nhiém chung d6i véi ngudi sir dung

1. Mdi ca nhan trong nha truong duge cung cap va sir dung 01 tai khoan riéng.
Khi chuyén cong tac ra ngoai truong hodc nghi theo ché d9, ca nhan phai ban giao
lai tai khoan da dugc cap cho nha truong.

2. Nguoi st dung phai tuyét d6i tudn thi cac yéu cau vé bao mat, an toan thong tin
khi lam vi€c trén H¢ thong Quan ly van ban E-Office theo Quy dinh bdo dam an toan
thong tin trong nha truong.


https://cdn.qlvb.khanhhoa.gov.vn/
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3. Khi phat hién 16i phat sinh ctia phan mém hodc c6 ddu hiéu ding nhap trai
phép, nguoi sir dung phai bao ngay cho lanh dao don vi va by phéan chuyén trach
quan tri H¢ thong Quan ly van ban E-Office cua truong.

4. Nguoi st dung c6 trach nhiém bao vé bi mat thong tin tai khoan (tén dang
nhdp va mat khau). Khong truy nhap vao tai khoan cua nguoi khac va khong dé
nguoi khac st dung tai khodn cua minh.

5. Nguoi st dung chiu trach nhi¢m vé nhiing sai sot, cham tré, mat an toan phat
sinh do ¢6 ¥ khong tuan thu quy dinh hodc do su chi quan cua ban than.

6. Truong hop nhiém vu duge phan cong di qua han xur 1y trén hé théng hoic
van ban chua duoc giai quyét ma khong ¢ 1y do chinh dang, mirc d6 cham tré
s€¢ dugc xem xét lam can cr danh gid mirc d6 hoan thanh cong viéc cia ca nhan
va don vi lién quan.

Picu 5. Phong chit, thé thirc va ky thuit trinh bay viin ban

1. St qdunqg bo0 ma ky ty Unicode theo Ticu chuan Viét Nam TCVN
6909:2001 dé thé hién cac ndi dung van ban dién tu.

2. Thé thtrc va k¥ thuat trinh bay vin ban dién ti theo cac van ban hudng
dan cia cac co quan cé tham quyén ban hanh (461 voi van ban quy pham phéap
ludt thyc hién theo quy dinh tai Nghi dinh 5O 59/2024/ND-CP ngay 25 thang 5
nim 2024 ctia Chinh phu Stra doi, bd sung mot sé diéu cia Nghi dinh s6
34/2016/NP-CP ngay 14 thang 5 nim 2016 cta Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat Ban hanh vin ban quy pham phap luat da
duoc stra doi, bo sung mot sb diéu theo Nghi dinh s6 154/2020/ND-CP ctia Chinh
pht; vin ban hanh chinh thyc hién theo quy dinh tai Nghi dinh s6 30/2020/ND-CP
cua Chinh phu).

Chuong 11
TRAO POIL XU LY VAN BAN DIEN TU
Piéu 6. Xir 1y viin ban dén
1. Van thu tiép nhan vin ban gidy hodc van ban dién t phai kiém tra day du
thong tin, tinh xac thyc va toan ven cua van ban.
2. Tién hanh phén loai va xur 1y van ban dén.
3. Pang ky vin ban dén trén hé théng, trinh chuyén Lanh dao phé duyét.

a) Poi voi van ban gidy: Vin thu t1en hanh s6 hoa (quét) van ban dén va tai liéu
dinh kém (néu c0), thyuc hién dang ky sd vin ban trén s6 van ban dén ctia Hé théng,
dam bao nhap diy du cac trudng thong tin dau vao theo quy dinh. Sau dé, trinh
Lanh dao phé duyét vin ban va chuyén dén cac don vi xur 1y theo ¥ kién phé duyét
cua Lanh dao.

Péi v6i nhitng van ban dén kém theo hd so, tily truong hop cu thé, Van thu
tién hanh quét céc tai li€u trong ho so giri kem van ban dén. Truong hop ho so cod


https://thuvienphapluat.vn/TCVN/dien-dien-tu/tcvn-6909-2001-cong-nghe-thong-tin-bo-ma-ki-tu-tieng-viet-16-bit-902610.aspx
https://thuvienphapluat.vn/TCVN/dien-dien-tu/tcvn-6909-2001-cong-nghe-thong-tin-bo-ma-ki-tu-tieng-viet-16-bit-902610.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/nghi-dinh-34-2016-nd-cp-quy-dinh-chi-tiet-bien-phap-thi-hanh-luat-ban-hanh-van-ban-quy-pham-phap-luat-312070.aspx

khoi luong 16n, khong thé tién hanh sb hoa toan b, Vin thu sé& chuyén truc tiép
cho cac don vi dugc Lanh dao phan cong xtr 1y cong viéc.

b) Doi véi van ban dién tir: Van thu ki€m tra tinh xac thuc va toan ven ctia van
ban dién tir, thyc hién ti€p nhan va xu ly trén H¢ thong theo cac truong hop sau:

- Trudong hop van ban dién tir dang cac qui dinh hién hanh: Van thu thuc hién
tiép nhéan trén Hé thong, trinh Lanh dao nha truong phéan cong xur Iy va phan hoi
van ban di cho co quan, t6 chirc d3 giri vin ban (néu c6).

- Truong hop van ban dién tr khong dap g cac qui dinh hién hanh hoac guri
sai no1 nhan, Van thu phai tir choi hoac tra lai cho co quan, té chirc da giri van ban
trén He thong.

- Trudng hop phat hién sai sét hodc c6 dau hiéu bt thudng thi Van thu bao
ngay cho nguoi cé trach nhiém giai quyét va thong bao cho noi giri van ban.

¢) Vin thu thyc hién viéc dang ky van ban dén trén Hé thong bao gom cac muyc
co ban nhu sau: S6 thir tir (s6 dén); ngay dén; noi gui; s6 va ky hiéu van ban, ngay
thang van ban; tén loai van ban; linh vyc; trich yéu ndi dung van béan; ho tén
ngudi ky va chirc vu; tinh chat (muc do khan); noi luu; ...

Piéu 7. Xir 1y vin ban dén va tham mwu vin ban di (vin ban phic dap)

1. Lanh dao phan cong don vi/ca nhan xur 1y cong viéc trén ludbng cong viee
dén, dong thoi chuyén Van thu dé thuc hién viéc chuyén van ban dén cho cac
Trudng don vi lién quan.

2. Trudng don vi c6 trach nhiém thuong xuyén truy cap trén H¢ thong dé nhan
van ban dén; nghién ctru nd1 dung van ban dén, tryuc ti€p trién khai xtr Iy hodc phan
cong ca nhan truc thuoc don vi tham muu xur ly theo chirc nang, nhiém vu.

3. C4 nhan dugc phan cong xir Iy van ban dén c6 trach nhiém nghién ctru ndi
dung, soan thao van ban phtic dap (dudi dang file word) va phan hoi trén luong cong
viéc dé trinh 1anh dao phong xem xét, cho y kién.

Truong hop Pho truong don vi dugce iy nhiém truc tiép tham muru, sau khi soan
thao van ban di phai phan hoi trén ludng cong van dén dé Van thu vao s6 van ban,
trinh Lanh dao nha truong ky s6 va phat hanh van ban.

4. Trudng don vi/cap phd duge Gy nhiém co trach nhiém phan hdi theo ludng
cong van dén co6 dinh kém van ban di d€ Van thu thuc hi¢n vao s6 van ban (néu xtr
1y truc ti€p) hoac xem xét, cho y kién doi voi van ban soan thdo cua ci nhan cua
don vi minh phan cong xtr 1y.

a) Truong hop khong thong nhét thi yéu cau c4 nhan d6 tién hanh soan thao lai
van ban di.

b) Trudng hop thong nhat thi tién hanh phan hdi theo luéng cong vin dén dinh
kém van ban di (dudi dang file word) d€ Van thu thyc hién vao s6 van ban.

5. Van thu sau khi thue hién vao s6 vin ban, lru van ban (duoi dang file pdf)
va chuyén trinh Lanh dao ky duyét va thuc hién ky s6 van ban.



6. Lanh dao nha truong xét duyét van ban di va xir Iy nhu sau:

_ ) Truong hop khong théng nhat thi phan hoi y kién cho Van thu, Van thu phan
hoi lai cho Trudng don vi/cap pho dugc uy nhiém du thao lai van ban di.

b) Truong hop théng nhét thi Lanh dao thuc hién ky sb trén vin ban dién tur
bang chit ky sd ca nhan ctia minh 'vaphan héi bang van ban ¢ chir ky s6 ctia Lanh
dao. Nguoi str dung chimg thu s co quan (Vin thu) thue hién ky s6 Truong trén
van ban dién tr va phan hoi cho Lanh dao va nguoi trinh ky bang van ban ky s6
c6 ddy du chir ky Lanh dao va co quan. Vin thu thuc hién luu trit vin ban di vao
s6 dang ky van ban di trén Hé thong, dong thoi giri van ban qua cac phuong tién
theo quy dinh.

7. Viéc cap s6, phat hanh van ban di, dang ky vin ban vao S6 dang ky van ban
di trén HE thong dugc thuc hién nhu sau:

a) Vin thu dang ky van ban vao S6 dang ky van ban di, phat hanh vin ban di bao
gdm cac muc co ban nhu sau: Tén loai van ban, s6 va ky hiéu van ban, ngay théng
van ban; ngay gui van ban; linh vuc, tinh chét vin ban (theo murc do khén); churc vu
va ho tén nguo1 ky van ban; trich yéu ndi dung van ban; noi nhan; $6 lugng ban phat
hanh; sb trang; tap tin dinh kém; thong tin ghi chu...

b) Déi vdi van ban di dudi dang van ban dién tir: Vian thu thyc hién cap s6 van
ban trén He thong, ddng thoi gui van ban dién tir co day du chit ky s6 cua Lanh
dao va co quan dén cac co quan, t6 chirc, ca nhan 1a noi nhan cta van ban.

Vin ban trao doi hoan toan dudi dang van ban dién tur, tai muc “Noi nhan” cia
van ban sau tén co quan, don vi ghi bo sung cum tu “Van ban dién ti” hoac
“VBDT” dé phan biét vdi cic vin ban trao d6i dudi dang dién tir va vin ban giay.

¢) P6i voi van ban di dudi dang dién tir giri kém van ban gidy: Van thu thuc
hién cap sb vin ban, nhan ban du sé lugng, dong dau va phat hanh vin ban gidy
theo quy dinh; dong thdi giri van ban dién tir cho cic co quan, to chirc nhan vin
ban.

d) Pbi voi vin ban di khong thudc diém b, diém c tai Khoan 7, Piéu 7 qui dinh
nay thi Van thu thyc hién viéc phat hanh van ban theo quy dinh thong thuong.

Tat ca van ban dién tir bat budc ky chit ky s6 trudce khi phat hanh va gui trén
moi truong mang.

8. Péi vai nhimg van ban dén chi luu theo ddi thi ngudi nhan vin ban phan
hdi cho ngudi chuyén va ngudi tao vin ban dé luu trix theo quy dinh.
Picu 8. Xir Iy vin ban di

1. Ca nhan dugc phan cong vi¢c co trach nhiém nghién ctru, soan thdo van ban
di (dudi dang file word) dé tham muu trinh 1anh dao phong xem xét va cho y kién.

2. Truong don vi hodc cap phd duge Gy nhiém cé trach nhiém tryc tiép soan
thdo van ban hoac xem xét, cho y kién o1 vdi van ban soan thao do ca nhan dugc
phan cong soan thdo; thuc hién theo Khoan 4, Bi¢u 7 cua quy dinh nay.
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‘3. Lanh dao nha truong xét duyét du thdo van ban di va xu 1y theo Khoan 6,
Diéu 7 quy dinh nay.

4. Van thu thuc hién cép‘sé van ban, phat hélph van ban, cap nhap thong tin
theo Khoan 5 va Khoan 7, Di€u 7 quy dinh nay; dong thoi 6 trach nhiém gui van
ban di dén céac co quan sur dung H¢ thong quan 1y van ban E-Office.

5. Boi voi van ban mat, khong dang ky sO van ban trén Hé thong, van thu phai
1ap va quan 1y so6 riéng theo ding quy dinh hién hanh.

Piéu 9. Xir Iy vin ban di, vin ban dén trong trwong hop HEé théng E-
Office khong hoat dong

Trong trudng hop c6 su cb vé hé thdng mang, hé thdng may chi hodc mat dién
ma khong thé van hanh E-Office thi viéc xur 1y van ban di, van ban dén duoc thuc
hién theo phuong thtic thong thudng (xir Iy vin ban gidy). Khi hé thong E-Office
véan hanh trd lai thi cac don vi, c4 nhan tiép tuc xir Iy vin ban theo dung quy trinh
van ban di, dén trén hé théng E-Office.

Chuong I11

TRACH NHIEM QUAN LY, SU DUNG HE THONG QUAN LY VAN BAN
E-OFFICE

Piéu 10. Trach nhiém ciia Linh dao nha truong

1. Chiu trach nhiém trudc Lanh gao cép trén vé viée chi dao va td chire thuc
hién Quy dinh nay tai Truong Cao dang Ky thuat Cong nghé Nha Trang.

2. Guong mau thyc hién viéc quan ly, diéu hanh cong viéc qua mang; chi dao
cac ca nhan, don vi minh quan 1y ting cuong trao doi vin ban dién tir qua cac hé
thong thong tin nham tiét kiém chi phi in 4n, sao chup tai lidu, vin ban hanh chinh;
wu tién nguodn luc dé trién khai cong tac nay.

3. Thuong xuyén kiém tra, danh gia viéc str dung vin ban dién tir trong cong
viéc; xac dinh day la trach nhi¢ém va quyén han ciia moi can b, vién churc va nguoi
lao dong nham nang cao hiéu qua hoat dong, thuc hanh tiét kiém, cai cach hanh
chinh. Quy dinh cu thé ti€u chi danh gia, phuong thirc theo doi va cac hinh thurc
khen thuong, ky luat doi vai don vi, ca nhan trong viéc thuc hién quy dinh vé st
dung van ban di¢n tu.

Pi¢u 11. Trach nhiém cia Trwéng phong To chirc — Tai chinh

Truéng phong T6 chitc — Tai chinh ¢6 trach nhiém theo ddi, don ddc viée xir
1y van ban trén HE thong Quan 1y van ban E-Office cia cac don vi, ¢4 nhan theo
tham quyén. Pong thoi, chiu trach nhiém chi dao viéc tham dinh van ban vé hinh
thtrc, thé thirc van ban khi da ky ban hanh.

Pi¢u 12. Trach nhiém ciia Truéng cac don vi thude truong

1. Truéng don vi c6 trach nhi¢m tiép nhan vin ban dén hoic cong viéc dugc
phan cong trén HE thong; can ctr ndi dung van ban, cong viéc dé thyc hién xr Iy kip
thoi va ding quy dinh.
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2. Trudng don vi co thé truc tiép xtr Iy hodc phan cong cho cip pho, ci nhan
trong don vi thyc hién; dong thoi hudng dan, kiém tra, don doc qua trinh thuc hi¢n.

3. Truong hop van ban, cong viéc duoc chuyén nham hodc khong thudc chuc
nang, nhi¢m vu cia don vi thi Truong don vi phai phan hoi, bao lai cho nguoi
chuyén dé di€u chinh kip thoi.

4. Truong don vi ¢o6 trach nhi¢m theo doi, giam sat viéc xu ly van ban, cong
vi€c trén H¢ thong; chiu trach nhi¢m toan di¢n vé tién dg, chat lugng xur 1y van ban,
cong viéc cua cé nhan thudc don vi minh; dong thoi tong hop bao cdo Lanh dao
nha truong khi cé yéu cau.

5. Truong don vi chiu trach nhiém vé noi dung, hinh thtrc, thé thirc van ban
do don vi tham muu, trinh ky, bao ddam dung quy dinh hién hanh.

Piéu 13. Trach nhiém ciia Phé Truéng don vi, ca nhan thudc trudng

1. Tiép nhan van ban dén va cong viéc do Trudng don vi phan cong, theo dung
chtrc ndng, nhiém vu chuyén mon. Truong hop van ban chuyén nham hodc khong
ding chirc ndng nhiém vu chuyén mon thi phai phan hoi, bao lai cho Truong don
V1.

2. Nguoi sir dung thuc hién dung quy trinh tiép nhan, xr 1y va quan 1y van
ban dién tr trén phan mém E-Office, ting cuong xur ly van ban trén E-Office,
khong str dung van ban gidy trur cac truong hop quy dinh tai Diéu 9 ciia Quy ché nay.

3. Chép hanh su phan cong nhi¢m cua lanh dao don vi va lanh dao nha truong;
kip thoi xtr 1y cac van ban, y kién chi dao, diéu hanh cua lanh dao dugc chuyén dén
tai khoan ca nhan trén H¢ thong.

4. Quan 1y va luu trit ho so céng viée ctia ca nhan theo quy dinh.

5. Chju trach nhiém vé noi dung thong di€p dién tir ciia minh khi gui qua hé
thong.

Pi¢u 14. Trach nhiém ciia Vin thw

1. Van ban dén:

- Vin thu ¢6 trach nhiém vao sd vin ban dén (s6 ding ky van ban dén) day du,
chinh xac thong tin ctia van ban dén trén H¢ thong (trtr van ban mat).

- Cudi ngay in ban théng ké van ban dén, c6 ngay thang va ky nhéan cta cac don
vi dé luu lai.

- Pinh ky thang, quy, nim thong ké va lap s6 van ban dén cua co quan.

2. Van ban di:

- Vin thu c6 trach nhiém cap nhat day du, chinh xac thong tin ctia vin ban ban
hanh vao H¢ thong quan 1y van ban (trir van ban mat). S6 hoa (quét) van ban ban
hanh dudi dang tap tin (.pdf) va dinh kém tdp tin vao van ban ban hanh dé Iuu hanh
trén mang.

- Pinh ky thang, quy, nim thong ké va lap s6 van ban di ciia co quan.
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3. Van thu c6 trach nhiém theo doi viéc xur ly van ban trén Hé théng Quan 1y
van ban (E-Office) cua cac don vi, ca nhén, dong thoi tong hop bao cao Truong
phong T6 chirc — Tai chinh d6n ddc viée xir 1y van ban theo tham quyén.

4. Van thu chiu trach phlem tham dinh vin ban vé hinh thire, thé thic va chiu
trach nhi€m hinh thtrc, thé thirc van ban khi da ky ban hanh.

Piéu 15. Trach nhiém ciia ngwoi quan tri Hé thong Quan Iy vin ban E-Office

1. Huéng dan, hd tro k¥ thuat cho céac ca nhan trong don vi str dung H¢ théng
Quan ly van ban E-Office; kip thoi thong bao dén S¢ Khoa hoc va Cong ngh¢ tinh
Khanh Hoa khi phat hién 161 khong thé tu khac phuc.

2. Bam béo duy tri hoat dong on dinh, an toan va lién tuc cua Hé théng.

3. Tao lap, cung cip va quan Iy cac tai khoan, mat khau ding nhap Hé théng
cho cac ca nhan thudc co quan.

4. Thuc hién phan quyén cho c4 nhan hoac nhom ngudi st dung phu hop voi
yéu cau cua cong viéc chuyén mon.

5. Theo dai, phéi hop va lién hé voi S Khoa hoc va Cong nghé tinh Khanh
Hoa d¢€ kip thoi diu chinh, kién nghi, d€ xuat cac van dé phat sinh (néu co) trong
qua trinh st dung va khai thac phan mém.

Piéu 16. Nhirng hanh vi khong dwoc thwe hién
1. Tuy truy cap, sir dung tai khoan ctia ngudi khac dudi bat ky hinh thirc nao.
2. Cung cép, chia sé hodc dé 16 mat khau tai khoan cho nguoi khac.

3. Su dung H¢ thong Quén 1y vin ban E-Office cia Truong nham hd tro hodc
chuan bi tién hanh cac hanh vi vi pham phap luét.

4. Can tro, gdy gian doan hodc chin trai phép qua trinh truyén, gii va nhan
thong di¢p dir li¢u trén HE thong.

5. Ty két thiic, thay doi, x6a, sao chép, tiét 10, hién thi, di chuyén trai phép mot
phan hoac toan by thong di¢p dit liéu nham tron tranh trach nhiém.
Chuong IV
TO CHUC THUC HIEN
Pi¢u 17. Khen thwéng, xir Iy vi pham

1. Khen thuong: Cac don vi, ca nhan thugc Truong thyc hién t6t Quy ché nay,
dem lai hiéu qua thiét thuc hodc co nhiéu cai tién, sang kién dong gop cho hoat
dong cua Hé thdng, tuy theo thanh tich dat duoc s& dugc xem xét, dé nghi khen
thudng theo quy dinh hién hanh.

2. Xu 1y vi pham:

- Céc don vi, ¢4 nhan thugc Truong c6 hanh vi vi pham Quy dinh nay, tiy theo
tinh chat, mic do vi pham s€ bi xem xét xtr Iy theo céc hinh thic: nhac nho, phé
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binh, trir diém thi dua, xir Iy ky luét theo quy dinh cua Trudng va phéap luat hién
hanh.

- Truong hop vi pham giy hau qua nghiém trong, c6 thé bi xir phat vi pham
hanh chinh hodc truy ctru trach nhi¢m hinh sy theo quy dinh phép luat.

- Néu gay thiét hai, don vi hoac c4 nhan vi pham c¢6 trach nhi€ém boi thuong
theo quy dinh ctua phap luat hién hanh.

Piéu 18. Td chirc thuc hién

1. Trudng cac don vi thudc truong c6 trach nhiém phd bién Quy ché nay dén
toan thé vién chirc, nguoi lao dong trong don vi dé biét va thuc hién.

2. Truéng phong To chitc — Tai chinh c6 trach nhiém theo déi, don dbc viée
thue hién Quy dinh; kiém tra, giam sat két qua giai quyét, xu ly van ban trén phan
mém; dinh ky hodc khi co yéu cau, bao cao két qua giai quyét vin ban di, dén, clng
nhu viéc xur 1y van ban. Dong thoi tong hop cac khé khan, vudng méic dé dé xuat
bd sung, chinh sira Quy ché.

Trong qua trinh thyc hién, néu phat sinh van dé hoic vuong méc, cac don vi
thudc Truong kip thoi bao cao vé Phong T6 chirc — Tai chinh dé tong hop, trinh
Lanh dao Nha truong xem xét, quyét dinh./.
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