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Sb: 44 [2025/QD-CTUBND Théai Nguyén, ngay 26 thang 12 nam 2025
QUYET PINH

Ban hanh Quy ché quan 1y, sit dung chir ky sé chuyén dung cong vu,
chieng thw chir Ky s6 chuyén dung céng vu, thiét bi lvu khéa bi mat va
dich vu chieng thuc chir ky sé chuy@n diing cong vu trong cic co quan

nha nwoc tinh Thai Nguyén

Can cir Ludt Té chirc chinh quyén dia phwong so 72/12025/QH15;

Can cir Ludt Cong nghé thong tin s 67/2006/QH11;

Can cir Ludt Giao dich dién tir s6 20/2023/QH15;

Can cir Nghj dinh sé 68/2024/ND-CP ngay 25 thing 6 nam 2024 cua
Chinh phu quy dinh vé chi ky s6 chuyén diing cong vu;

Can cir Nghi dinh sé 30/2020/NB-CP ngay 05 thing 3 nam 2020 cua
Chinh phu quy dinh vé céng tic Van thie;

Can cir Quyét dinh sé6 28/2018/0OP-TTg ngay 12 thing 12 ndm 2018 cua
Thai teéng Chinh phui vé viéc giri, nhédn van ban dién tir gisa cdc co quan trong
hé tho”'ng hanh chinh nha nwoc;

Theo dé nghi ciia Gidm déc S6 Khoa hoc va Céng nghé.

Chui tich Uy ban nhén dan ban hanh Quyét dinh Quy ché quan Iy, sir dung
chiz ky so chuyén ding cong vu, chitng thir chir ky sé6 chuyén ding cong v, thiét
bi luu khéa bi mdt va dich vy chiing thuc chiz ky sé chuyén dung cdng vu trong
cac co quan nha nwoc tinh Thai Nguyén.,

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché quan 1y, sir dung chi
ky s6 chuyén ding cong vu, ching thu chit ky sé chuyén ding cong vy, thiét bi
lru khoa bi mat va dich vu chang thuc chit ky s6 chuy@n ding céng vu trong cac
co quan nha nudc tinh Thai Nguyén.

Piéu 2. Quyét dinh nay cé hiéu luc ké tir ngay 10 thang 01 nim 2026.
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Piéu 3. Chanh Vin phong Uy ban nhan dan tinh; Giam déc S¢ Khoa hoc
va Cong ngh¢; Thu truong cac s, ban, nganh; Chu tich Uy ban nhan dan cac xa,

phudng va cac don vi co lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

T

Noi nhin: KT. CHU TICH
- Van phong Chinh phu ; 8 i
- B6 Khoa hoc va Cong nghé; ,,_,.,/,,.::nEEO CHU TICH

- Cuc Kiém tra van ban va Quan ly xu ly
vi pham hanh chinh - B6 Tu phap;

- Thuong tryc Tinh uy;

- Poan Pai biéu Qudc hai tinh ;

- Thuong truc HDND tinh;

- Chu tich, cac PCT UBND tinh;

- UBMTTQ Viét Nam tinh;

- C4c s, ban, nganh, doan thé cua tinh;

- HBND, UBND cac x4, phuong;

- B0 va phat thanh, truyén hinh Théai Nguyén;
- LbVP UBND tinh;

- Trung tdm Thdng tin tinh;

- Luu: wa.
Thaidh/OP.
—
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QUY CHE
Quan ly, sir dung chir Ky sé6 chuyén dung céng vu, chirng thw chir Ky so
chuyén dung céng vu, thiét bi lvu khéa bi mat va dich vu chieng thuc chir
Ky so chuyén diing cong vu trong cic co quan nha nwéc tinh Thai Nguyén
(Ban hanh kém theo Quyér dinh sé 44 /2025/0H-CTUBND ngay 26thang
12 nam 2025 cua Chu tich Uy ban nhan dan tinh Thai Nguyén)

Chwong I
QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh mot s6 noi dung vé viéc quan ly, sir dung chir ky s6
chuyén dung céng vu, chimg thu chir ky s6 chuyén dung céng vu, thiét bi luu
khoa bi mat va dich vu chirng thuc chir ky s6 chuyén dung cong vu trong cac co
quan nha nudc thuoc pham vi quan ly caa Uy ban nhan dan tinh Thai Nguyén.

Picu 2. Péi twong ap dung

Quy ché nay duoc ap dung dbi voi cac co quan, to chirc, ca nhan thudc
cac co quan nha nudc; to chirc chinh tri - xa hoi; don vi s nghi€p cong lap co
lién quan dén hoat dong quan 1y, sit dung chit ky s6 chuyén dung cong vu trén
dia ban tinh Thai Nguyén, bao gom:

1. Uy ban nhan dan (UBND) cép tinh, cap xa.

2. Cac s0, ban, nganh, cac don vi su nghiép cong lap thuoc UBND tinh.

3. Cac phong, ban, co quan chuyén mon, don vi su nghiép cong lap thudc
s0, ban, nganh, UBND céc cap.

4. Céc t6 chure chinh tri - x4 hoi thudc co quan nha nudc.

5. Cac ca nhan la lanh dao, can bd, cong chirc, Viép chirc, nguoi lam viéc
trong cac co quan, don vi quy dinh tai khoan 1, 2, 3, 4 Bi€u nay.

Piéu 3. Giai thich tir ngir

Trong Quy ché nay, cac tir ngit dudi day duoc hiéu nhu sau:

1. Chung thu chir Ky s chuyén ding cong vu I théng diép dit liéu nham

xac nhan co quan, to chtrc, c4 nhan dugc chung thuc 1a ngudi ky chir ky sb
chuyén dung céng vu.

2. Vin ban dién ta duoc ky sb 1a vin ban duogc thé hién duéi dang thdng
diép dir liéu duoc tao 1ap hoic dugc sb hda tir van ban gidy va trinh bay diung thé
thire, ki thuat, dinh dang theo quy dinh, dugc Ky s6 béi nguoi ¢6 tham quyén va
ky s6 cua co quan, to chirc theo quy dinh cua phap luat.
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3. Thué bao 13 co quan, t chic, ca nhan duoc cip ching thu chit Ky s6
chuyén dung cong vu, chap nhan ching thu chir ky s6 chuyén dung cong vu va
gitt khoa bi mat twong ung véi khoa cong khai ghi trén ching thu chit ky s6
chuyén dung céng vu duogc phat hanh do.

Piéu 4. Nguyén tic quan ly va sir dung chir ky sé chuyén diing céng vu

1. Chit ky sb chuyén dung céng vu duoc sir dung rong réi cho tat ca cac
loai van ban, ho so, tai liéu dién tir trong cac co quan, to6 chic quy dinh tai Bieu 2
Quy che nay; khéng ap dung doi vaéi cac van ban thudc pham vi bi mat nha nuéc.

2. Van ban dién tir duoc ky sé phai dam bao tinh xé&c thuc, tinh toan ven
XUyén suot trong qua trinh trao doi, xtr 1y va luu trir van ban dién tir dugc ky so.

3. Chit ky sb chuy@n ding c6ng vu ciia co quan, don vi, ¢4 nhan chi dugc
sur dung dé thuc hién céc giao dich theo dting tham quyén cua co quan, don vi va
chuc danh dugc cap ching thu so.

4. Viéc quan ly, st dung chix ky s6 chuy@n ding céng vu phai bao dam an
toan, an ninh théng tin.

Piéu 5. Cac loai vin ban ap dung chir ky s6 chuyén dung cong vu

1. Tat ca cac van ban dién tir thudc tham quyén ban hanh va giai quyét
clia cac co quan trong hé théng hanh chinh nha nudc (trir van ban thuéc pham vi
bi mat nha nuéc), duoc ky bang chit ky s6 chuyén dung céng vu dé trao doi gitra
cac co quan nha nudc va trong ndi bd ctia mdi co quan nha nudc qua hé thdng
Quan 1y vin ban va diéu hanh.

2. Cac van ban cung cap cac thong tin trén Trang thong tin dién tir hodc
Céng thong tin dién tir cia co quan nha nudc theo quy dinh tai Diéu 4 Nghi dinh
s6 42/2022/ND-CP ngay 24/6/2022 cua Chinh phti quy dinh vé viéc cung cép
thong tin va dich vu céng truc tuyén cia co quan nha nude trén moi truong mang.

3. Ngoai céac loai van ban ap dung chu: ky sb chuyén dung cong vu tai
khoan 1, khoan 2 Diéu nay, tiiy theo yéu ciu, cac co quan, don vi xem xét quy
dinh them cac loai van ban khac dé ap dung chir ky sb, giri qua mang, khong gui
van ban gidy trong ndi by ctia co quan, don vi minh.

4. Trudng hop cac vin ban quy pham phap luat dugc vién dan, ap dung tai
Quy ché nay duoc stra doi, bo sung hoac thay theé thi thuc hién theo van ban stra
doi, bo sung hoac thay the do6.

Piéu 6. Gia tri phap ly cia chir ky sé chuy@n ding cdng vu va vin ban
dién tir dwoc ky so

1. Gia tri phap 1y cta chit ky s6 chuyén dung cong vu duoc quy dinh tai
bicu 23 Luat Giao dich dién tir s6 20/2023/QH15 ngay 22 thang 6 nam 2023.

2. Gia tr1 phap ly cua van ban dién tir dugc ky s6 duge quy dinh tai Piéu 5
Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu vé
Cong tac van thu.
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Piéu 7. Giri, nhan viin ban yéu cau chieng thuc, thiét bi lwu khéa bi mat

1. Gui, nhan van ban yéu cau chung thuc, thiét bi luu khoa bi mat gitra co
quan, t0 chirc quan 1y tryc tiép va Cuc Chiung thuc sé va Bao mat thong tin
(thuoc Ban Co yéu Chinh phu) dugc thuc hién theo quy dinh tai Diéu 4 Nghi
dinh s6 68/2024/ND-CP ngay 25 thang 6 nim 2024 ctia Chinh phi quy dinh vé
Chir ky s6 chuyén ding cong vu.

2. Gui, nhan van ban yéu cau chimg thuc cac dich vu theo uy quyén cta
Cuc Chung thuc s6 va Bao mat thong tin tryc thugc Ban Co yéu chinh phu giita
thué bao, co quan, to chirc quan 1y tryc tlep va So Khoa hoc va Cong ngh¢ duoc
thue hién bang vin ban dién tir d3 ky s6 theo quy dinh cua phap luat vé cong tac
van thu qua hé théng Quan 1y van ban va diéu hanh.

Chuong I1

QUAN LY VA SU DUNG CHU KY SO, CHUNG THU CHU KY SO,
THIET BI LUU KHOA Bi MAT VA DICH VU CHUNG THUC CHU' KY
SO CHUYEN DUNG CONG VU

Piéu 8. Quan ly va sir dung chir ky sé chuyén dung cong vu

1. Viéc quan 1y, str dung thiét bi lru khoa bi mat va chimg thu chit ky so
chuyén dung cong vu cua co quan, t6 chirc trong cong tac van thu dugc thuc
hién theo quy dinh tai Bi€u 32 Nghi dinh s6 30/2020/ND-CP.

2. Chir ky s6 chuyén dung cong vu ctia co quan, to chirc, ca nhin phai
dugc ching thuc béi Cuc Chung thuc s6 va Bao mat thong tin (thudc Ban Co
yéu Chinh phu) va chi duoc sir dung dé thuc hién cac giao dich theo dung quy
dinh vé quan 1y va st dung con dau.

3. Van thu co quan la nguoi duge lanh dao co quan giao quan ly va sur
dung chimg thu chir ky s6 chuyén dung cong vu cua co quan, t6 chuc; cd trach
nhiém thyc hién cac quy dinh tai Quy ché nay d6i v6i chimg thu chir ky sb
chuyén ding cong vu cho co quan, to chirc dugc giao quan 1y va sir dung.

4. Chtng thu chit ky s6 chuyén dung cong vu dugc cap cho ca nhan ngudi
c¢6 thAm quyén cua co quan theo quy dinh cua phap ludt vé quan 1y va st dung
con dau chi duoc st dung dé thuc hién cac giao dich theo dung churc danh cua
nguoi do.

5. Vigc ky thay, ky thira Iénh theo quy dinh cua phap luat dugc thyc hién
boi ngudi co tham quyén va nguoi ky thay, ky thira Iénh phai s dung chimg thu
s6 chuyén dung cong vu duoc cap cho ca nhan dé ky.

Pieu 9. Kiém tra chir ky sé chuyén ding cong vu va sw hep Ié cia
dwong dan ching thuc

Quy trinh k1em tra chir ky s6 chuyén dung cong vu; kiém tra hiéu luc cia
chtng thu chit ky s6 chuyén dung cong vu va kiém tra hop 18 cua duong dan
ching thuc duogc thyc hién theo cic quy dinh tai biéu 30, Piéu 31, Piéu 32
Nghi dinh s 68/2024/ND-CP.
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Pié¢u 10. Hinh thirc ky so va thoi gian giri/nhan vin ban dién tir

1. Chit ky s6 trén van ban dién tir ciia co quan, to chirc, ca nhan ban hanh
a) Chir ky s6 cua ngudi co tham quyén

Hinh anh: L& hinh anh chit ky cta ngudi c6 tham quyén trén vin ban gidy,
mau xanh, dinh dang Portable Network Graphics (.png) nén trong suot.

Vi tri: Bat canh gitra chic vu caa nguoi Ky va ho tén nguoi ky.
b) Chit ky s6 cta co quan, to chirc ban hanh vin ban

Hinh anh: L& hinh anh dau cua co quan, t6 chirc ban hanh vin ban trén
van ban, mau do, kich thudc bang kich thudc thuc t€ cua dau, dinh dang (.png)
nen trong suot.

~ Vitri: Tram 1&n khoang 1/3 hinh anh chir ky s6 ciia nguoi ¢6 tham quyen
vé bén trai.
2. Hinh thtc chit ky s6 caa co quan, to chtc trén ban sao dinh dang dién tir
Vi tri: Goc trén, bén phai, trang dau cua vin ban.
Hinh anh: Khéng hién th.

Thong tin: Hinh thic sao, tén co quan, t6 chirc sao van ban, thoi gian Ky
(ngay thang nam; gio phat gidy; mui gio Viét Nam theo tiéu chuan 1SO 8601)
duogc trinh bay bang phdng chir Times New Roman, chit in thuong, kiéu chir
dang, ¢o chir 10, mau den.

3. DAu gidp lai: Trong méi truong dién tir, chit ky sé dam bao tinh toan
ven cda van ban dién tu, thay thé hoan toan dau giap lai.

4. Chit ky sb cua co quan, t6 chic trén vin ban kém theo van ban chinh,
duoc thé hién nhu sau:

a) Van ban kém theo cung tép tin vai ndi dung van ban dién tir, Van thu
co quan chi thuc hién ky so6 van ban va khong thuc hién ky so 1én van ban kém theo.

b) Van ban khong cung tép tin vai ndi dung van ban dién tir, Van thu co
quan thuc hién ky so cua co quan, to chuc trén van ban kém theo.

Vi tri: Goc trén, bén phai, trang dau cua vin ban kém theo.

Hinh anh chit ky s6 cta co quan, to chic: Khong hién thi.

Thong tin: S6 va ky hiéu van ban; thoi gian ky (ngay thang nam; gio phat
gidy; mui gio Viét Nam theo tiéu chuan ISO 8601) dugc trinh bay bang phong
chir Times New Roman, chtr in thuong, ki€u chir ding, ¢ chir 10, mau den.

5. Chir ky sb cua co quan, to chirc trén Phu luc cua van ban dién tir, dugc
thé hién nhu sau:

a) Pbi véi Phu luc cung tép tin vai ndi dung van ban dién ta, Vin thu co
quan chi thuc hién ky s6 van ban va khéng thuc hién ky so6 Ién Phu luc.
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b) Béi véi Phu luc khdng ciing tép tin véi ndi dung van ban dién tir, Van thu
co quan thuc hién Ky so6 cta co quan, to chirc trén tirng tép tin kém theo, cu thé:

Vi tri: GOc trén, bén phai, trang dau cua mdi tép tin.

Hinh anh chit ky s6 cta co quan, to chic: Khong hién thi.

Théng tin: S6 va ky hiéu vin ban; thoi gian ky (ngay thang nim; gid phat
gidy; mdi gio Viét Nam theo tiéu chuan ISO 8601) duoc trinh bay bang phong
chit Times New Roman, chit in thuong, kiéu chix dang, ¢& chit 10, mau den.

6. Thoi gian gui/nhan van ban dién tor dugc can cir trén nhan thoi gian
gui/nhan cua hé thong Quan Iy van ban va diéu hanh.

Piéu 11. Quy trinh ky sé va miu chir ky trén vin ban dién tir
1. Quy trinh ky s

Vin ban dién tir trude khi phat hanh phai duoc ky sé bang chimg thu sd
chuyén ding cong vu c& nhan caa nguoi co tham quyén ky vian ban va chang
thu s6 chuyén dung cong vu co quan do Cuc Chung thuc s6 va Bao mat thong
tin truc thudc Ban Co yéu Chinh phii cap trong thoi gian con hiéu luc. Quy trinh
ky s trén vin ban dién tir dugc thuc hién theo trinh ty sau:

a) Soan thao, kiém tra noi dung, thé thuc, ky thuat trinh bay van ban

Budc 1. Ca nhan dugc giao nhiém vu soan thao van ban thuc hién: Du
thao van ban; dua du thao vin ban vao hé thong Quan 1y van ban va diéu hanh;
cap nhat c4c truong thong tin ctia vin ban (Trich yéu, tén van ban, du kién do
khan (néu c6)); xin y kién (néu cd); tiép thu va hoan thién du thao, trinh lanh
dao phong, ban, don vi xem Xét.

Budc 2: Lanh dao don vi chu tri soan thao vin ban xem xét, cho y kién va
chiu trach nhiém vé noi dung du thao. Trudng hop van ban thuc tham quyén ky
ban hanh thi thuc hién ky sb theo quy dinh tai budc 1 diém b khoan 1 Diéu nay.
Truong hop khéng thudc tham quyén ky ban hanh vin ban thi chuyén dy thao dén
ngudi dugc giao trach nhiém kiém tra thé thirc va ki thuat trinh bay vin ban.

Budc 3: Nguoi dugc giao trach nhiém kiém tra thé thirc va ki thuat trinh
bay van ban cho y kién va chiu trach nhiém vé tinh chinh xac vé hinh thac, ky
thuat trinh bay, chuyén du thao vé dinh dang .pdf (phién ban 1.4 tro 1én) trudc
khi trinh ngudi ¢6 tham quyén ky ban hanh van ban.

b) Duyét vin ban va thyuc hién Ky s6
Budc 1: Nguoi ¢6 tham quyén duyét vin ban trudc khi ky sd.

Budc 2: Nguoi c6 tham quyén ky van ban bang chimg thu sé chuyén
dung cbng vu cé nhan caa minh va chuyén dén Van thu co quan.

¢) Pang ky vao sb va phat hanh van ban dién tir
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Budc 1: Vin thu co quan tiép nhan van ban da dugce ngudi ¢ tham quyén
ky sb, kiém tra lai thé thirc va ki thuat trinh bay van ban; néu phét hién sai sot
thi bao céo ngudi ¢ trach nhiém xem xét, giai quyét. Truong hop van ban dién
tar da hop 1é thi thuc hién ky sé bang chimg thu sb chuyén ding cua co quan.
Viéc cap nhat cac truong thdng tin: S6 vin ban; ngay, thang, ndm vin ban; tén
co quan, t6 chirc ban hanh vin ban; s trang cua van ban; mi dinh danh cua co
quan, to chiic nhan van ban duogc thuc hién bang chic ning cta hé théng Quan
Iy van ban va diéu hanh.

Budc 2: Van thu co quan dang ky van ban dién tir da ky s6 vao s6 dang
ky van ban di trén hé thong Quan 1y vin ban va diéu hanh. Pong thoi thuc hién
phat hanh van ban trén moi trudong mang.

Budc 3: Truong hop co quan, don vi ¢6 nhu cau phat hanh vin ban dién
tr va van ban gidy, thi Vin thu in van ban dién tar da duoc ngudi c6 tham quyeén
ky s ra van ban giay, dong dau, phat hanh. Van ban gidy phai dam bao cling so,
ngay, thang, ndm va cung chir ky ciia ngudi co tham quyén.

Chuong 111
TRACH NHIEM CUA CAC CO QUAN, TO CHUC, CA NHAN
Piéu 12. Trach nhiém cia Sé khoa hoc va Cong nghé

1. Quan ly, hudng dan céc thué bao trong qua trinh trién khai, quan ly, st
dung chit ky sé chuyén ding cdng vu, chimg thu chir ky sé chuyén dung cong
vu, thiét bi luu khoa bi mat va dich vu chiing thuc chit ky sé chuyén dung cong
vu trén dia ban tinh Thai Nguyén.

2. Chu tri hoic phdi hop véi cac co quan, don vi lién quan t6 chic tap
huan trién khai, st dung chit ky sé chuyén dung céng vy, chimg thu chit ky s6
chuyén ding cong vu, thiét bi luu khoa bi mat va dich vu chang thuc chir ky sb
chuyén dung cbéng vu cho cac thué bao trén dia ban tinh Thai Nguyén,

3. Phdi hop véi cac co quan, don vi lién quan kiém tra viéc quan ly, st
dung chit ky so chuyén dung cong vu, chimg thu chir ky s6 chuyén dung cong
vy, thiét bi luu khoa bi mat cia cac co quan, ca nhan trong pham vi quan ly.

4. binh ky hodc d6t xuat bao cédo Uy ban nhan dan tinh, Bo Khoa hoc va
Cong nghé, Ban Co yéu Chinh phu, 6 (sau) thang, 01 (mot) nam vé tinh hinh
cdng tac quan ly, st dung chir ky s, chimg thu chit ky s6, thiét bi luu khoa bi
mat va dich vu chtng thuc chir ky sé chuyén dung céng vu trén dia ban tinh;
ddng thoi xay dung ké hoach, nhu cau sir dung ctia nam tiép theo cho thué bao
thudc quyén quan 1y theo hudng dan caa Cuc Ching thuc s va Bao mat thong
tin dam bao tiét kiém, hiéu qua.

5. C trach nhiém theo déi, don doc, chi tri, phdi hop voi cac co quan, don
vi lién quan trién khai, kiém tra, giam sat viéc thuc hién Quy ché nay.
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Piéu 13. Trach nhiém cia co quan, té chiic quan ly truc tiép

1. T6 chic trién khai sir dung c6 hiéu qua chix ky sé chuy@n dung cong
vu, chtng thu sé chuyén ding cong vu di cap cho co quan, ca nhan thudc pham
vi quan Iy nham ting cuong trao d6i van ban dién tir duoc ky bang chit ky sé da
cap théng qua hé thong Quan 1y vin ban va diéu hanh; hé théng Théng tin giai
quyét thu tuc hanh chinh; hé théng Thu dién tir; Cong thong tin dién tir cua tinh;
cac Trang thong tin dién tir clia co quan va cac hé thong ung dung khéc co lién
quan dén viéc sir dung chit ky sb dé xac thuc.

2. Phéi hop véi Sé Khoa hoc va Cong nghé va cac co quan, don vi c6 lién
quan trong cong tac thanh tra, kiém tra viéc quan ly, st dung chix ky sé chuyén
ding cong vu, ching thu sé chuyén ding céng vu cua co quan, ca nhan thudc
pham vi quan ly.

3. Thuc hién cac nhiém vu khac theo quy dinh tai Biéu 37 Nghi dinh s6
68/2024/ND-CP.

Piéu 14. Trach nhiém caa thué bao

Thué bao c6 trach nhiém thuc hién cac nhiém vu duoc quy dinh tai Diéu
39 Nghi dinh so6 68/2024/ND-CP.

Piéu 15. Trach nhiém ciia Vin thu co quan

1. Tiép nhan, quan 1y va st dung chit ky s6 chuyén dung cong vu co quan,
to chirc, thiét bi luu khoa bi mat khi dugc phan cong, dam bao theo ding céc
quy dinh ctia Quy ché nay va cac quy dinh khac c6 1ién quan.

2. Tryc tiép thuc hién ky s6 bang chung thu s6 chuyén dung coéng vu cua
co quan, t6 chirc va phat hanh vin ban dién tir theo ding quy trinh tai Quy ché
nay, khong giao chit ky s6 chuyén dung cong vu ctia co quan cho ngudi khac khi
chua dugc phép bang van ban ciia ngudi 6 thim quyeén.

3. Kiém tra, xac thyc tinh hop 1& cta chir ky s6 trén van ban dién tir trudc
khi tiép nhan, xu ly. Truong hop van ban dién tir, chit ky s6 khong hop 1€ hodc
khong day du theo quy dinh thi tir chdi ti€p nhan va thong bao lai don vi gui van
ban biét 1y do tir choi van ban.

4. Chiu trach nhiém trudc Thu truéng co quan, don vi vé viéc dam bao an
toan va xac thuc thong tin van ban dién tr cia co quan; chiu trach nhi€ém trudc
phép ludt khi vi pham cac hanh vi nghiém cam lién quan dén quan 1y, sit dung
chit ky s6 chuyén dung cong vu ctia co quan theo quy dinh.

Piéu 16. Trach nhiém cia bd phan/ca nhan chuyén trach/phu trach
quan ly chir ky so tai cac co’ quan, don vi

1. HO trg ky thuat, cai dat va cap nhat phﬁn Phan mém ky ) chuyén dung
cong vu, hudng dan str dung chir ky so chuyén diung cong vu cho ca nhan dugc
cap ching thu s6 chuyén dung cong vu tai co quan.
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2. Tiép nhan va ban giao chimg thu sé chuyén dung cong vu, thiét bi luu
khoa bi mat cua thiét bi, dich vu, phan mém khi dugc phan cong, dam bao theo
ding cac quy dinh ctia Quy ché nay va cac quy dinh khéc ¢6 lién quan.

3. Tham muu quan 1y, st dung chit ky s6 chuyén dung cong vy, ching thu
chit ky s6 chuyén dung cong vu, thi€t bi luu khda bi mat va dich vu chiing thuc
chir ky s06 chuyén dung cong vu tai co quan, don vi (cap mdi, gia han, thay doi
thong tin, thu hoi va khoi phuc...) theo quy dinh.

4. Tham muu cho lanh dao co quan thuc hi¢n cac bién phap dam bao an
toan, an ninh tai co quan do6i véi van ban dién tir dugc ky so.

5. Tham gia cac chuong trinh dao tao, tap huan, chuyén giao cong nghé,
huéng dan tmg dung chit ky s6 chuyén dung cong vu do co quan cap trén hoic
S¢ Khoa hoc va Cong nghé t6 churec.
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