
15Y BAN NHAN DAN 	CQNG HOA XA HOI CHU NGHIA VItT NAM 
TINH TAY N1NH 	 DO lap - Tir do - Hunh phtic 

Tay Ninh, ngay 09 thing 3 nam 2016 

QUYET DINH 
Ban hanh Quy the quail 15r, sir dung chit kk so chuyen ding trong viec 

nhan vi sir dung van bin din tit cita cac ca quan Nha ntrik 
teen dia bin tinh Tay Ninh 

t• 

UY BAN NHAN DAN TLNH 

Can cir Lust TO chirc chinh quyL dia phuong nam 2015; 

Can cir Luat Giao (Lich din tir nam 2005; 

Can cir Nghi dinh s6 26/2007/ND-CP ngay 15 thing 02 nam 2007 ctla Chinh 
phu quy dinh chi ti6t thi hanh Lust Giao dich dign tir ve chit 1(3",  so Ira dich vu 
chirng thtrc chit 14 so; 

Can cir Nghi dinh s6 106/2011/ND-CP ngay 23 thing 11 nam 2011 cim 
Chinh phu sira d6i, b6 sung mot so dieu cua Nghi dinh so 26/2007/ND-CP ngay 15 
thing 02 nam 2007 dm Chinh phu quy dinh chi tiet thi hanh Lust Giao dich din to 
ye chit 14 so va dich vu chimg thtrc cha14 so; 

Can cir Nghi dinh s6 43/2011/ND-CP ngay 13 thing 11 nam 2011cila Chinh 
phu quy dinh ye yiec cung cap thong tin va dich vu cong tnrc tuyL tren trang 
thong tin din tir hoc cong thong tin din to dm co quan nha ntrefc; 

Can cir Thong to s6 05/2010/TT-BNV ngay 01 thing 7 nam 2010 dm BO 
truing Bo NOi vu htrang din ve cung cap, quan 11 va sir dung dich vu chirng thtrc 
chit 14 so chuyen dung phuc vu cac co quan thu(ic he thong chinh 

Theo 6 nghi cua Giam d6c So Th6ng tin va TruyL thong tai Ta trinh so 
14/TTr-STTTT ngay 19 thing 02 nam 2016, 

QUYET DINH: 

Dieu 1. Ban hanh kern then Quye't dinh nay Quy che quan ly, sir dung chit 
14 so chuyen dung trong yiec giri, nhan va sir dung van ban din tir cua cac co 
quan Nha nu& teen dia ban tinh Tay Ninh. 

Ditu 2. Quy6t dinh nay có hieu ltrc thi hanh sau 10 ngay, ke tir ngay 14. 

Dieu 3. Giao Sir Thong tin va Truyen thOng chi" tri, ph"Oi hop vii cac 
nganh lien quan htrang din thgc hien Quyet dinh nay. 

s6: O /2016/QD-UBND 



TM. ine.  BAN NHAN DAN 
TICH 

TI 

Nguy'n Thanh Nipc 

Ditu 4. Chanh Van phong Uy ban nhan dan tinh; Giam d6c Soy Thong tin va 
Truyen thong, Thil trixOng SO., ban, nganh thuOc Uy ban nhan dan tinh; Chit tich 
Uy ban nhan dan cac huyen, thanh ph6; Chu tich Uy ban nhan dan cac xa, phtrang, 
thi tan va cac to chirc, ca, nhan có lien quan chiu trach nhiem thi hanh Quyet dinh 
nay" 

Noi nht:in:144 
- Chinh phii; 
- BO Thong tin va Truyen th6ng; 
- Cuc kiem tra van ban QPPL — BO Tu phap; 
- MU; TT.HDND tinh; 
- Doan Dai bieu Qu6c h6i tinh; 
- CT, cac PCT UBND tinh; 
- Nhix diL 4; 
- LDVP; CVVX; 
- Trung tam ding bao tinh; 
- Luu: VT VP.UBND tinh. 

-TO 
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DAN 	CQNG HOA X.A HQI CHU NGHIA VItT NAM 
D(ic lap - Tkr do - Hunh pink 

QUY CHE 

sir dung chit. 14,  s6 chuyen dung trong viec giri, nh4n 
va sir dung van ban dien tit cua cac quan Nha ntro'c 

tren dia ban tinh Tay Ninh 
(Ban hanh kem theo Quyit cl.inh so C;9--  /2016/QD-UBND ngrayOg/ 3 /2016 

cua Uy ban nhein dan tinh  Tay Ninh) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Ph#m vi dieu chinh 

Quy ch6 nay quy dinh ve quan ly, img dung chi( ky so chuyen dung (chir kY 
so) de xac thvc thong tin, chimg thvc chit kr so, bao mat va an town thong tin trong 
viec giri, nhan van ban dien tir qua mang giira cac ca quan Nha mac tinh Tay Ninh; 
danh muc cac loai van ban phai sir dung van ban dien tir ap dung chit 1(3',  so chuyen 
dimg de giri qua mang, Ichong giri van ban giAy. 

Dieu 2. D6i ttryng Ap dung 

1. Quy ch6 nay ap dung d6i vai cac ca quan to chirc, ca nhan thu6c cac co 
quan nha mac bao g'6m: Uy ban nhan dan tinh, cac ca quan trkrc thu6c Uy ban 
nhan dan tinh, cac dan vi sir nghiep trisc thu'6c so nganh tinh, Uy ban nhan dan cap 
huyen, cac ca quan chuyen mon thu6c Uy ban nhan dan cap huyen, Uy ban nhan 
dan cap xa (sau day goi tat la ca quan, dan vi). 

2. Can b6, tong chirc, vien chirc &roc cap chirng thu so gang lam viec trong 
cac ca quan, don vi quy dinh tai Khoan 1 Dieu nay. 

Dieu 3. Nguyen tAc thtyc hien chit kS7 s6, van ban dien tir 

1. Khi ap dung chit ky s6, van ban dien tir thay the van ban giAy, chit ky tay 
va con dau theo quy dinh cua Luat Giao dich dien dr. 

2. Ap dung chit ky s6 de giri, nhan van ban qua cac he th6ng thong tin: he 
th6ng thu dien tir tong vu cua tinh, he thong quan 13',  van ban va dieu hanh, 
Cong/Trang thong tin dien tit thanh vien va cac he th6ng thong tin chuyen nganh 
khac. 

Dieu 4. Gia tri phap ly ctia van ban dien tir 

1. Van ban dien tir dtroc 14 so (giri qua mang kh6ng giri van ban giAy) c6 gia 
tri phap ly ngang yeti van ban có chit 1(3',  tay va con dau ten van ban giay. 

2. Cac ca quan, don vi nhan van ban dien tir duoc ky s6 phai thtrc hien dAy 
du cac not dung trong van ban da 14 so nhu van ban giAy (bao g6m ca cac ca quan, 
dan vi chua cap chimg thu so). 



3. Ngay hieu lure dm van ban &roc kY,  so can cur vao ngay dm van ban. 

Chuang II 
PHIAING THfit CHUYEN DOI CHI' KY TAY-

VA CON DAU SANG CHI' KY SO 

Dieu 5. Phtrang thin chuyen cloi chic ky tay va con dAu sang:cher 4 so 
1. Viec chuyen chit' 14 tay va con du teen van ban gidy sang chir 4 so teen 

van ban dien dr sir dung cha 14 so &roc thuc hien nhu sau: 
, 	a) Chu tay 	ngtred 4 tren van ban dien,tir dugc the hien bang chi/ 4 

s6 ben kheia bi mat tuang ling vai chi:mg thu so cap cho nguai 14 vai to each ca 
nhan (sau day ggi la "Khoa bi mat 14"). 

b) Con ddu dm co quan, don vi tren moi truemg dien to dugc the hien bang 
so 4 bed khoa bi mat tucmg irng vai chimg thu so cap cho ngtroi c6 tham 

quyen 4 so vai to each dai dien elm co quan, don vi (sau day ggi IA "Khoa bi mat 
con dau"). 

2. Cac throng hop khac ve sir dung con ddu tren van ban gidy khi chuyen d6i 
sang moi twang dien tir se tuong urng nhu sau: 

a) Ddu giap lai: trong moi truems dien tu, chu ky s6 dam bao‘tinh toan yen 
dm van ban dien . Van ban dien c6 chit 14,  so hop phap khong can co the dam 
boo tinh toan yen bo sung tuong img vai dau giap lai. 

b) Ddu treo: trong moi twang dien td, neu tai lieu di kern vai van ban chinh 
nom trong cling mot t'ep dien tir va van ban chinh c6,chrr 14 so hop phap thi kh6ng 
can ca che bo sung de,dam boo tai lieu di kern la phan khong the tach red not dung 
dm van ban chinh. Neu tai lieu di kern voi van ban chinh khong thu0c ding mot 
tep dien tlr thi tai lieu di kern can &roc k 'Y so bgi Ichoa bi mat con &du. 

Chtrcrng III 
DANH MIX CAC LO/NI VAN BAN PHAI DUNG VAN BAN DIEN Tfr 

DUVC KY SO DE GO, NHAN TRONG CAC CO QUAN NHA NtreiC 

Dieu 6. Danh muc cac loci van ban ap dung chit 4 so chuyin dung 

L Cac loci van ban sau day girl, nhan bang van ban dien to ap dung chit 4 
so chuyen dung va girl qua mang, khong girl van ban giay: 

a) Cong van (trlr van ban mat). 

b) Gidy mad h9p, thu moi, gidy triu tap hop (kern tai lieu hop neu c6, trir tai 
lieu chua &roc cong bo hoac thu6c danh mtic bi mat Nha ntr6c). 

c) Bao coo thang, quy, 06 thang va cac boo coo theo yeu cau (khong thu6c 
danh muc bi mat Nha nu6c). 

d) Van ban girl cac co quan a bi6t, a ph& hop; van ban girl lanh dao de 
boo coo (cac van ban girl boo coo lanh dao tai nwc "Noi nhan"). 

d) Cong van xin y kien g6p y (dinh kern van ban du thao). 
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e) Thong bao: y kien ket luan cua lanh dao ca quan, clan vi, gi6i thieu con 
dau, chit 14/, trp sa lam viec. 

g) Lich cong tac. 

2. Cac van ban sau day. dtwc 14,  s6 dua len C6ng/Trang thong tin dien tit 
thanh vien: 

a) Lich cong tac. 

b) Van ban phap quy, van ban chi dao, dieu hanh (trir van ban mat). 

c) Cac thong tin quy dinh tai Nghi dinh s6 43/2011/ND-CP ngay 13/6/2011 
cua Chinh phu Quy dinh ye viec cung cap thong tin va dich vu cong trvc tuyen tren 
Trang thong tin dien tir hoac Cong thong tin dien tfr dm co quan Nha mac. 

3. Ngoai danh mpc cac loai van ban ap dung chit 14 s6 tai Khoan 1 Dieu nay, 
tuy theo yeu cau, cac ca quan, don vi xem xet quy dinh them cac loai van ban khac 
de ap dung chit kST so, giri qua mang, khong giri van ban giay trong not b6 dm co 
quan, don vi minh. 

Chuang IV 

QUY TRINH KY SO, GfrI/NHO VA LU'I.J TRff VAN BAN DIN TO' 

Dieu 7. Quy trinh so tren van ban dien ter 

1. Cac loai van ban thuOc Dieu 6 dm Quy the nay, &roc thpc hi'en ky s6 
theo trinh to nhtr sau: 

a) Chuyen vien soan thao van ban di, trinh lanh dao phong. 

b) Lanh dao phOng xem va coy kien chinh sira trvc tiep vao van ban, sau do 
trinh lanh dao don vi. Neu lanh dao ph6ng khong chinh sua trpc tiep vao van ban 
ma chi cho y kien chi dao va tra van ban ye cho chuyen vien, chuyen vien tiep thu, 
chinh sira van ban. 

c) Lanh dao don vi ma h6 so trong mpc "Van ban di ch6 xtir 	chon va ma 
file van ban can 14 so va chuyen van thu phat hanh. Lanh dao giri lai van ban dien 
ttir da ky so cho bo phan van thu. Van thu dung kh6a bi mat con dau (con hieu 1pc) 
thuc hien 14 so van ban dien 

d) Khi lanh dao chuyen van ban den van thu, van thu chon va ma file van 
ban da &RN lanh dao ky so (.pdf) de 14 chit 1c)',  cila co quan, sau do luu so va phat 
hanh. 

2. Ngay k5T s6 (khoa bi mat k5,  va khoa bi mat con &du) tren van ban dien tit 
phai kS,  dung theo ngay ban hanh van ban. 

Dieu 8. Geri/nhan van ban dien tir da ky so 

1. Van ban dien tir sau khi 14 s6 gui den not nhan qua cac he th6ng thong tin: 
he, th6ng thu dien tir 	tinh, he th6ng quan ly van ban va dieu hanh va cac he 
thong thong tin chuyen nganh khac. 

2. Thai gian giri/nhan van ban dien tit duoc can dr ten nhan thai gian 
giri/nhan dm he thong thong tin. 
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Dieu 9. Ltru trit, khai that sir dung van ban din tir da k5r SO 
1. Ltru trCt van ban din to dalc9 so 

.a.) Van ban 	tir da 	s6 khi ltru tra phai la clang nguyen ban, khong bi 
thay dOi sai tech theo quy dinh cua phap lust ve giao dich dien tit. 

b) Van ban d* phai clugc luu trit c6 t6 chirc, khoa h9c dam bao cho viec 
tim kiem, tra ciru duge de dang va thuan tier.. 

c) Van ban din tit da l4 s6 sau khi nhan phai dive hien sao Km dinh k9 sang 
cac thiet bi Km trir chuyen dung nhtr o dia cirng, dia ter hoac cac thiet bi 
khac va phai doge cat gift tai not dam bao ve an town, an ninh. 

2. Khai that, sir dung van ban dien tit ltru tra 

, a) Van ban 	da 	s6 clang km 	dugc chuy'n d6i thanh chimg,tir 
giay de phut cho cong tac chuyen mon dm cac co.  quan, don vi (neu can thiet). 
Ban in ciia van ban dirt tir c6 chit 14 so c6 gia tri phap 19 tuong clucmg voi van 
ban giay c6 chit k9 tay va con dau. 

b) Viec khai that sir dung van ban din phai tuan thit theo cac quy dinh 
cua Nha ntx6c va cac hu6ng dan dm BO N6i vu va B6 Thong tin va Truyen thong. 

Chuang V 

TO ClieC THVC HItN 

Dieu 10. Trach nhiem ctia Thu trtf&ng cac ca quan, don vi 
, 	1. Chu trach rthim tnrac Uy ban nhan dan tinh trong 	img dung chit 14 

trong quy trinh hanh chinh cua don vi mirth. 

2. Thuc hien dAy du cac quy dinh, quy trinh quan 19, sir dung chi:mg thu s6 
va tuan thu cac quy dinh cua phap lust ye quart 19 sir dung chimg thu so. 

3. Tri6n khai thuc hi'n ky s6 cac loai van ban theo quy dinh tai DiL 6 cila 
Quy the nay. 

4. Phan cong nhan six phu trach CNTT trim khai cai dal phan mem ky s6 va 
huong clan sir dung a ks, so cho can b6, cong chirc, vien chirc duce cap chimg thu 
s6. 

5. Trang bi may tinh c6 ke't n6i internet a thuc hien 1(9 s6, dam bao ltru trir 
van ban din tit, phgc vu khai that, sir dung van ban din tir theo quy dinh. 

6. Thuong xuyen ki6m tra, don d6c viec irng dung chit 14 s6 trong quy trinh 
hanh chinh cua ca quan, don vi, bao dam thong nhat, bao mat, an town va an ninh 
thong tin tren moi tnr6ng mang. 

7. Thong bao kip thad cho So Thong tin va. Truyn th6ng de thu h6i chimg 
thu so cua thue bao trong cac trumg h9p dugc quy dinh tai Diem b, d, e, g, Khoan 
1, Di'eu 9 dm Thong to so 05/2010/TT-BNV ngay 01/7/2010 dm B6 NOi vu huang 
dan ve cung cap, quan ly va sir dung dich va chirng thuc chit ky so chuyen dung 
phuc vu cac co quan thuc h" thong chinh tri. 
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,Dieu 11. Trach nhiem mia can be, tang chirc, vien ch ic duvc cap chting 
thu so 

1. Quan 15,  va sir dung thiet bi luu khna bi mat theo the di) quart ly bi mat 
Nha nuac a cap d6 "T6i mat". 

2. CO trach nhiem thtrc hien day du cac quy dinh, quy trinh quan ly, sir dung 
chirng thu so va tua.n thti cac quy dinh cita phap luat ve,quan 1)% sir dung Chang thu 
so. Khi phat hien Ching thu sokhong con thu6c sir kiem soat oh mirth, phai kip 
thai bao cao cho lanh dao co quan, don vi biet de bao cao So. Thong tin va Truyen 
thong. 

3. Nguai ky s6 phai chiu trach nhiem trtrac phap luat ve hau qua do kh8ng 
tuan thin cac quy dinh cua Nha nuac. 

4. Tham gia cac Chuang trinh tap huin, huang dart ve Ung dung chit so do 
ca quan cap tren va Sa Thong tin va Truyen th8ng to chirc. 

Dieu 12. Trach nhiem cim can be, cong chirc, vien chirc lam cong tac 
van thu 

1. Can b6, cong chirc, vien chirc lam cong tic van thu cita cac ca quan, don 
vi can cir theo Dieu 7, Dieu 8 dm Quy the nay de thirc hien 14 so van ban diet' ter 
va giri van ban dien tit da V so qua mang. 

2. Thuc hien ltru tilt van ban dien to theo quy dinh tai Khoan 1, Dieu 9 dm 
Quy dinh nay. 

3. Chill trach nhiem theo Dieu 11 cua Quy the nay. 

Dieu 13. Trach nhiem ala can be phu trach cong nghe thong tin 

, 1. Chiu trach nhiem cai dat phan mem V s6, cap nhat phien ban phan mem 
14 s8 mai (neu co), he, trg ky thuat va huang dan trong gua trinh sir dung cha 1c)',  so 
cho can b6, cong chtic, vien chirc dugc cap Ching thu so. 

2. Thuang xuyen trienskhai cac bin phap dam bao an town, an ninh thong tin 
cho cac may tinh cai phan mem chi( 14 so. 

3. Tham gia cac chuong trinh tap huan, huang,  dan img dung chit s6 do 
ca quan cap ten va Si Thong tin va Truyen th6ng to chirc. 

Dieu 14. Trach nhiem cua Sor Th8ng tin va Truyen thong 

1. B6 tri can b6 theo dOi, that hien trach nhiem cua nguai quan ly thue bao 
theo quy dinh. 

2. T6 chirc tap huan, huang dan sir dung chimg thu s6 cho can b6, cong chirc, 
vien chirc dugc cap chimg thu so. 

3. HE, trg to van, huang dan cac thit tuc co lien quan cho cac ca quan Nha 
nuac có nhu cau trien khai Ching thu so, &Ong thai ho tro. xir 1$,  str co cho cac ca 
quart, dan vi trong qua trinh sir dung chimg thu s6. 

4. Quan 1S,  Ching thu s6 cua tat ca can b6, cong chirc, vien chirc trong cac ca 
quan Nha mac tren dia ban tinh (bao gom cac thit tuc tao mai va thu hoi thing thu 
so cila cac can b6, cong chirc, vien chirc trong ca quan Nha nuac tinh Tay Ninh). 
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TM. UY BAN NHAN DAN 

U TICH g4.11  
HU TI H 

Nguyt'n Thanh Ng9c 

5. Thong bao, de nghi kip thei t6 eh& cung cap dich vu chimg thkrc chit ky 
so chuyen dung thuOc Ban Ca yeti Chinh phu thu h6i chimg thu so trong cac 
truang hop dugc quy dinh tai Diem b, d, e, g, Khoan 1, Dieu 9 dm Thong to so 
05/2010/TT-BNV, ngay 01/7/2010 cua BO NOi vu hung dan ye cung cap, quan ly 
va sir dung dich vv. chimg that chit s6 chuyen dung phut vu cac co quan thuOc 
he thong Chinh tri. 

6. Quan 1y cac dich vu ky thuat chit 14 s6, chirng thu so; ph6i hop vai cac co 
quan lien quan nghien ciru tich hop chit 14 so vao cac phan mem img dung. 

7. Bao cao ve Bo Th6ng tin va Truyen thOng, Ban Ca yeti Chinh phu va 
UBND tinh Tay Ninh ve tinh hinh trien khai va sir dung chiing thu so theo dinh 

8. Chu tri, ph6i,  hop voi 	NOi 	Ttr phap ra sok, cap that va trinh 
UBND tinh sira doi, bo sung quy dinh nay khi có yeu cau. 

Di&I 15. Ditu khoan thi hanh 

1. Thu truong cac co quan, don vi va can bO, tong chirc, vien chdc có trach 
nhiem that hien nghiem tut Quy the nay. 

2.,Trong qua trinh that hien, neu có nhung vuong mac phat sinh can dieu 
Chinh, bo sung, cac co quan, don vi phan anh ye SO Thong tin va Tniyen thong de 
tong hop, bao cao Uy ban nhan clan tinh xem xet, sira doi, bo sung Quy the cho 
phu hop./. 
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