UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
HUYEN TUAN GIAO DPéc 1ap - Tw do - Hanh phuc

S6: 1495/UBND-VP Tudn Gi&o, ngay02 thang 12 nam 2020

V/v huéng dan sir dung hé thong
Quan 1y van ban va Hb so cong viéc
huyén (TD Office)

Kinh gui:
- UBND céc x4, thi tran;
- Cac co quan, don vi trén dia ban huyén.

Trong thoi gian qua, UBND huyén Tuan Gido di dua hé théng TD Office
vao hoat dong di nang cao dang ké hiéu qua chi dao diéu hanh, gai nhan van
ban dién tur, ing dung chit ky so trén h¢ thong. Tuy nhién trong qua trinh van
hanh, thao tac phat sinh mot s6 VAn dé can phai thong nhat, vi vay UBND huyén
yéu cau céc co quan, don vi va UBND céc x4 thi tran thuc hién mot s viéc sau:

1. Viéc cap nhat viin ban dén qua hé théng TD Office

- Moi van ban dén co quan, don vi va UBND cac xa, thi tran (sau day
goi chung la co quan, don vi) déu phai vao so trén hé thong TD Office — trix
van ban MAT, cu thé:

+ Van ban dén theo duong coéng van: thuc hién vao sé van ban dén trén
hé thong theo quy dinh; truong hcyp da dugc trang bi may scan thi thuc hién
scan vdn ban va dinh kem 1€n h¢ thong khi vao so; truong hop chua dugc trang
bi may scan, van thyc hién vao s6 va dien day du cac thong tin lién quan trén
hé thong TD Office.

+ Vin ban dén noi bo (vin ban do cac co quan, don vi trén dia ban huyén
phat hanh va gui trén hé thong TD Office): thuc hién vao so van ban trén hé
thong theo quy dinh, dong dau PEN trén vin ban bang chirc nang cua hé thong.

+ Vin ban dén qua mang (vin ban do cac co quan, té chirc ngoai huyén

gui dén heé théng TD Office cua huyén) dugc lanh dao phan cong, giao xu ly
Vvé co quan don vi: thuc hién vao sb van ban dén theo quy dinh’.

- Mot véan ban dén co quan, don vi (trir van ban MAT) phai dugc chuyén
cho nguoi ding dau co quan, don vi bang chic ndng cua hé thong, khong
chuyén van ban giay véi cac van ban dugc luan chuyén trén hé thong TD Office.

2. Viéc cap nhat vin ban di qua hé théng TD Office

- Moi van ban di cua co quan, don vi déu phai vao s trén hé théng TD
Office — trir vin ban MAT, cu thé:

! Qua quéa trinh klem tra CCHC tai mot sé xa va theo ddi téng hop trén h¢ thong TD Office cua huyén da s6 cp
xd khong thc hign viéc vao sb cac van ban ndy din dén viéc 1anh dao khong nim duoc dy dii cac vin ban chi dao cia cac
cap c6 tham quyén bén ngoai huyén dwoc gui dén hé théng TD Office cia huyén.
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+ Truong hop 1anh dao chua duoc cap chit ky s6 ca nhan: st dung chi
ky so cua to chic dé ky van ban? trén hé thong, thuc hién vao so van ban theo
quy dinh.

+ Truong hop van ban duoc ky ban gidy: phai dugc s6 hda® trudc khi
thuc hién gui trén hé thong.

+ Vin ban duoc ky sé trén hé théng phai duoc vao s6 theo dung quy
trinh, nghiép vu van thu luu trir.

3. Viéc thwe hién giri, nhan van ban di€én tir, sir dung chir ky so trén
hé thong quan ly van ban va ho so cong viéc

- Két qua gui nhan van ban trén hé théng TD Office tinh tir ngdy
01/01/2020 dén ngay 30/11/2020:

+ Céc phong chuyén mon chua thuc hién ky s vian ban, hodc ty 1¢ ky thap
dudi 2%: Noi vy, Tai nguyén — Moi truong, Y té.

+ UBND céc x4, thi tran: chua thuc hién ky sb van ban, hodc ty 1€ ky thép
dudi 2%: Téa Tinh, Ta Ma, Rang Dong, Na Tong, Quai Cang, Mudong Khong,
Quai Té, Phinh Sang.

(Chi tiét két qua cé trong biéu kém theo)
- Yéu ciu thu truong cac co quan, don vi, UBND cac xa, thi tran tiép tuc:

+ T6 churc huong dan, tap huan cho can bo, cong chirc trong co quan, don
vi st dung thanh thao HE thong quan 1y van ban va ho so cong viéc cuia huyén.

+ Thyc hién nghiém tac quy dinh vé theo ddi vin ban, phan cong cong
viéc qua ho so cong viéc. St dung chit ky s6, gui van ban dién tur (da ky so)
qua hé thong hé so cong viéc theo quy dinh.

+ T6 chirc nghién ctru, quan triét t6i can bd, cong chirc thuc hién ding quy
dinh vé quan 1y vin ban di, dén, nghiép vu vin thu — luu trir tai Nghi dinh
30/2020/ND-CP ngay 5/3/2020 ciia Chinh phil va cong vin sd 1217/SNV-
CCVTLT ngay 17/8/2020 ctia s& Noi vu vé viéc huéng dan thuc hién mot sb
noi dung theo nghi dinh s6 30/2020/ND- CP ngay 05/3/2020 cua Chinh Phu vé
cong tac van thu.

4. Viéc xir ly van ban, tao du thio, trinh ky van ban trén TD Office
- Quy trinh xir 1y viin ban dén:

+ Budc 1: Van thu vao s6 van ban dén (tich vao dau van ban dén trong
danh sach “Van ban dén nd1 bo” hoac “Van ban dén qua mang” — van ban dén
2 myc nay déu phai vao so .

2 C4c ¢4 nhan soan thao vin ban du thao, trinh ky trén hé thong, 13nh dao kiém tra noi dung va in nut “Ky duyét”
rdi 4n nut “Chuyén van thu CQ” hodc “Chuyén VT don vi” trén hé thong, van thu c6 trach nhiém chén hinh anh chit ky
caa lanh dao vao vin ban phét hanh, st dung chit ky cia co quan té chirc dé ky vao vin ban phét hanh

3 Thyc hién theo Muc 1, Phan 11, Phu luc 1, Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cia chinh phit.
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+ Budc 2: Vian thu chuyén vin ban cho lanh dao phan cong xir 1y vin ban
(chi chon 1 lanh dao x1r Iy van ban tai muc “Nguo1 xtr Iy van ban”.

+ Budce 3: Lanh dao dugc van thu chuyén van ban dén mé muc “Van ban
xUr Iy ctia ¢4 nhan”, nghién ctru ndi dung van ban dén co quan dé xir Iy*.

+ Budc 4: Cac ca nhan dang nhép vao tai khoan ctia minh, néu muc “Van
ban xur Iy ciia ¢4 nhan” ¢6 van ban do lanh dao giao cho thi tién hanh xur 1y van
ban (twong tu nhu Budc 3).

+ Budc 5: Tao dy thao van ban, lya chon ngudi ky van ban, dién day du
thong tin trich yéu van ban, dinh kém tép vin ban®

+ Budc 6: Lanh dao (hoac ca nhan) dang nhap vao tai khodn c4 nhan, muc
“Xir Iy cong viéc” s& thay tinh trang c4c cong viéc phai xtr 1y trén do°.

+ Budc 7: Tai khodn van thu dang nhap vao hé thong, muc “Van ban di”
néu thdy muc “Van ban cho ban hanh” c¢6 hién 1€n so thi tién hanh vao s6 van
ban’

- Quy trinh xir ly van ban di: vao muc “Xu ly cong viéc” an nut “Tao
mo&1 VBDT” 1am theo cac budc tir bude 5 dén budce 7 phan trén.

- Quy trinh giao viéc®: vao muyc “Xir Iy cong viéc” an vao nut “Tao moi
PYC” dé tao cong viéc mdi va yéu cau co quan, don vi, ca nhan thyc hién.

Luwu y: viéc dat tén file van ban dinh kem ngan gon, khéng dau (khong

copy nguyen trich yeu van ban dé ddt tén nhw mét s6 co quan, don vi da thuc
hién — c6 thé gay 16i trong qud trinh xik Iy van bdn).

Moi kho khan vieong mdc trong qud trinh thao tac thuc hién lién lac Van
phong HPDND-UBND huyén:

1. Ong Nguyén Vin Bich — PCVP HPND-UBND huyén, SPT:
0912836966.

4~ Néu vin ban ca nhan lanh dao xt Iy ludn thi 4n vao nut “Xir Iy van ban” -> “Tao du thao”

- Néu vin ban lanh dao thdy khéng cin xu Iy thi 4n vao niit “Khong can xir Iy dé két thuc vin ban, truong hop vin ban
d3 xir Iy ban hanh thanh van béan di phai 4n nut “Khong can xir 1y thi vin ban d6 méi két thic.

- Néu vin ban cin chuyén cho céc ca nhan khac xir ly thi 4n vao nat “Chuyén xi 1y

5 Néu vin ban soan thao xong khdng trinh cho ai duyét noi dung truge khi trinh ky thi gén tép vin ban s& phat hanh 1&n
0 noi dung van ban phat hanh, 4n nit chuyén ky duyet.

- Néu vin ban soan thao xong phai trinh qua nguoi dugc giao nhigm vy kiém duyat vin ban thi chon tén ngudi kiém
duygt ndi dung tai 6 “Nguoi chiu trach nhiém ve néi dung” va 4n niat “Chuyén xir Iy, khi d6 van ban dy thao s& dugc
chuyén dén nguoi duyét noi dung. Néu vin ban d6 ngudi chiu trach nhiém vé néi dung thiy ¢am bao rdi thi 4n nat
“Chuyén ky duyét” néu chua dam béo thi ngudi duyét noi dung s& chuyén tra lai cho ngudi soan thao vin ban du thao.

- Luu y khi dt tén tép viin ban du thao: Cac van ban du thao khong dwoc dit tén qué dai, 1anh dao méi thuc hién ky sé
dugc.

6 Neu nit viin ban cho ky duyét sang 1én thi nhay vao d6 dé ky van ban -> tién hanh ky s6 vin ban -> 4n niit “Ky duyét”
-> 4n nut “Chuyén VT don vi” @& chuyén vin ban sang tai khoan van thur.

- Néu nut “VBDT cho xtt Iy sang 1én thi nhay vao d6 dé xir 1y cac vin ban dy thao do c& nhan ban than hoidc ngudi khéc
soan thao chuyeén cho phai xir Iy.

7-Vao sb van ban: tich vao 6 vudng trudc van ban can vao sd, 4n nut “Vao sb

A”

> dién day du thong tin trich yéu vin

ban, noi nhan van ban -> 4n nit “Ghi lai” -> 4n ndt dé dong diu co quan -> chén sé, vin ban -> chén ngay ban
hanh van ban -> an nat ghi lai -> an ndt gui van ban

8 Ap dung trong truong hop giao viéc cho co quan, don vi, c4 nhin ma khong theo ludng xur 1y van ban dén
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2. Ong Ly Xuan Thanh — Chuyén vién VP HDND-UBND huyén, SPT:
0984948543.

Nhan duoc Vir} béq nay, UBND huyén yéu ciu cac co quan, don vi,
UBND cac x4, thi tran trién khai thuc hién nghiém tic./.

Not nhén: TL. UY BAN NHAN DAN
Pl e KT. CHANH VAN PHONG

PHO CHANH VAN PHONG
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