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Dinh gui: 
- Truong cac phong, ban, don vi trt.ic thuO:c CIBND Thi xd, 
- UBND cac xa, phuang. 

Thgc 	Quy6t dinh so 28/2018/QD-TTg ngdy 12/7/2018 cua Thu 

-Mang Chinh ph6 ye 	nh4n van ban din gift cac co.  quan trong he 

thong hanh chinh nha 	Quy6t dinh s6 4764/2017/QD-UBND ngdy 
11/12/2017 cua UBND tinh Thanh Hoa. ve vil& Ban hanh Quy ch6 quan ly, van 
hanh va khai thac su° clung phri n- m quan 1/ van ban va ho so cong viec trong 

cac coquan hanh chinh nha. nu& tinh Thanh H6a; Con van s6 4679/UBND-
CNTI ngdy 19/4/2019 cua Ch6 tich UBND tinh Thanh Hoa. viec vi& Oat hanh 
van ban dien tLr tren N thong phan rnem quail 17 van ban va ho so cong 

Nham tiep tuc tang cu.e.n ung dung cong ngtic, thong tin, nang cao hiu qua 

cong tac chi 4o, diL hAnh cua UBND, Chu tich UBND Thi xa, nham giam 
gi`ky ta, van ban hanh chinh, tir ngay 01/6/2019, Ch6 tich UBND Thi x'a ye`u c'au 
Twang cac phOng, ban, don vi truic thuOc UBND Thi xa., Chtl tich UBND xd, 

phuong, thuic hic7n mOt s6 not dung cong vi& sau: 

I. Giao Van phang HDND&UBND Thi xa phat hanh cac van ban thuOc 
thamquyen cua UBND, Chutich UBND Thi xa. có chf.ric);T so, chang thu so tren 

he thou ph'an meal Quail 17 van ban va so cong vilec den UBND 	phixeng, 

cac phong, ban UBNI) Thi 	va cac don vi dung chungh tho'ng (trix cac van 

ban he mat).  
Hang ngdy, cac dun vi phai truy clap vao phan mem Quan1 van ban va ho 

so cong Vic va thu din to de kiem tra, nhan van ban den va chiu trach nhim neu 

khong tie p nhldn thong tin kip thoi. Trong trueng hop khong ke't not dugs m4ng (du 

biAtl(S7 ski co nao), cac don vi phai thong bao ngay N7, Van pheng HDND&UBND 
Thi xa de có bien phdp idlac phtjc, nham duy tri thong tin thong suot. 

T'L ca cac van ban cua UBND cac xd, phueeng trinh UBND Thi xd, Chu 

Lich UBND 	xa deu phai gui clOng alai ban giay va ban din ttr tren N thong 

phin 	Quanly7 van ban 	so cong viec (ban di(m, phai ducfc 1(Y/ s6). 

2. Clic van ban dtroi dily plliti trao doi hoan town dtroi dkIng van ban 

dien 



- Van ban cung c p thong tin, van ban plivc vg chi ciao, di'eu hanh cua lath 
ciao; lick cong -lac; lich lam v*; cong 	cac chu'ang trinh, k hoach, bap cat), 
phan cong 	cua LTBNI); is mei h9p, tai lieuphpc vu hpp; van ban de 

bi6t, d bao cao; thong bao chung; cac tai Ru can trao doi trong qua trinh 

cong vi&; van ban sao y. 

3. Cac van ban trao d6i dtroi Ong van ban din kern van ban giAy: 
- Van ban quy plwm phap 

- Van ban, ho SG, tai lieu trinh UBND, Chu tich UBND Thi xa.; 
- Cac van ban lien quan den to cht:rc, can blO, khieu n4i, 	cat); guy& dinh 

lienquan den tai chinh, dau 

- Van ban trao doi trong qua trinh xt:r 1)7 cong vi 
4. Van pi-long FIDND&UBND Thi >cA to chdc tot viec guri, nNn van ban qua 

he th6ng ph'dn mein Quail 1)"/ van ban va 11') 	cong vic, hang thang bao cao ke't 
qua giri ye so' Thong tin va Truyen thong trtroic ngay 03 ctia tilling tie'p theo. 

5. Phong Van boa - IT chi:t tri, có trash nhimphei ho' 	cac don vi 
lien quan dam bao ha tang mgng, phan mem dO vilec 	n1-14n van ban duvc 
thong su6t, lien thong va, an town, an ninh thong tin. 

Yeu cau Truong cac phong, ban, don vi trtrc thuOc UBND rrhx xd, Ch6 

tich UBND xa, phtrOng nghiem t6c trien khai, thvc hi "(n./. 

Noi 
- 	trent, 
- Chu tich, cac PCT UBND TX (b/c),  

Lira: VT. 
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