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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH PAK LAK DPoc 1ap - Tw do - Hanh phtc
S6: 30/2019/QD-UBND Pak Lak, ngay 24 thang 12 ndam 2019
QUYET PINH

Vé viéc ban hanh Quy ché quan ly, khai thac va sir dung phan mém
quan ly hd so can b, cong chic, vién chirc tinh Pik Lik

UY BAN NHAN DAN TiINH
Can cir Ludt Té chire chinh quyén dia phwong ngay 19/6/2015;
Can cir Lugt Cong nghé thong tin ngay 29/6/2006;
Can cir Lugt Can bg, cong chuc ngay 13/11/2008;
Can cwr Lugt Vién chuc ngay 15/11/2010;
Can cir Nghi dinh sé 64/2007/NP-CP ngay 10/4/2007 cua Chinh phi vé viéc
ung dung cong nghé thong tin trong hoar dong cua co quan nha nuoc;

Can cir Théng tw s6 11/2012/TT-BNV ngay 17/12/2012 cia B Néi vu quy dinh
vé ché dé béao cdo thong ké va quan Iy hé so céng chirc; Théng tr sé6 06/2019/TT-
BNV ngay 01/6/2019 cia Bé Ngi vu sita doi, bé sung mét sé diéu cua Théng tir s6
11/2012/TT-BNV ngay 17/12/2012 cua B Néi v quy dinh vé ché dé béo céo thong
ké va quan Iy ho so cong chirc;

Can cir Théong tw so 07/2019/TT-BNV ngay 01/6/2019 ciia B Néi vu quy dinh
vé ché dg bao cao thong ké va quan 1y ho so vién chuc;

Theo dé nghi cua Giam doc Sé Néi vu tai To trinh sé 783/TTr-SNV ngay
04/11/2019.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché quan ly, khai thac va sir
dung phan mém quan Iy hd so can bo, cdng chic, vién chuc tinh Dak Lik.

Picu 2. Giao S¢ Noi vu chu tri, phdi hop vaéi Sé Thdng tin va Truyén thong va
cac co quan, don vi cd lién quan trién khai thuc hién. T6 chac thanh tra, kiém tra va
bao cao dinh ky hang quy, nam vé két qua thuc hién Quyét dinh nay cho Uy ban nhan
dan tinh biét, theo ddi va chi dao.

Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay 02/01/2020.

Chanh Vin phong Uy ban nhan dan tinh; Thu truéng cac s, ban, nganh cua
tinh; Chu tich Uy ban nhan dan cac huyén, thi x4, thanh phé; cac don vi su nghiép
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cong lap truc thudc Uy ban nhan dan tinh; Cha tich Uy ban nhan déan céc xa, phuong,
thi trin va céc to chirc, ca nhan c6 lién quan, chiu trach nhiém thi hanh Quyét dinh
nay./.

TM. UY BAN NHAN DAN TINH
CHU TICH

Pham Ngoc Nghi
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH PAK LAK DPgc 1ap - Tw do - Hanh phuc
QUY CHE

Quan ly, khai théac va sir dung phan mém quan ly ho so
can b, céng chikc, vién chic tinh Pak Lik
(Ban hanh kém theo Quyé dinh sé 30/2019/0P-UBND
ngay 24/12/2019 cia Uy ban nhan dan tink Pak Ldk)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh vé quan ly, khai thac va st dung phan mém quan ly ho so
can b, cong churc, vién chire trong cac co quan, don vi thuoc Uy ban nhan dan tinh Pak
Lik quan ly.

Piéu 2. Poi twong ap dung

Co quan, don vi va c& nhan c6 trach nhiém quan ly, khai thac va sir dung phan
mém quan ly ho so can bg, cbng chuc, vién chic, gom co:

1. C4c s, ban, nganh; cac don vi su nghiép cong lap truc thuoc Uy ban nhan dan
tinh; Uy ban nhan dan cac huyén, thi x&, thanh phd.

2. C4c hoi cd tinh chat dic tha quy dinh tai Quyét dinh s6 68/2010/QD-TTg ngay
01/11/2010 cua Thu tudéng Chinh phi vé viée quy dinh Hoi c6 tinh chat dac tha.

3. Can bg, céng chuc, vién chic lam viéc tai cac so, ban, nganh; cac don vi sy
nghiép cong lap truc thuoc Uy ban nhan dan tinh; Uy ban nhan dan cap huyén; cac hoi
c0 tinh chat dac thu va can bg, cong chirc cap xa.

S Noi vu bao cao Uy ban nhan dan tinh vé viéc thay doi, bo sung, diéu chinh doi
tuong trong trrong hop co yéu cau va dicu kién quan ly méi.

biéu 3. Giai thich tir ngir

1. Phan mém quan 1y hd so can bo, cdng chic, vién chac (viét tit 12 phan mém) 1a
cbng cu phuc vu viéc quan ly, khai thac va sir dung théng tin vé ho so can bo, cong
chtrc, vién chuc, la thanh phan trong hé thong mang thong tin cta tinh, dugc dat tai
Trung tam Coéng nghé thdng tin va Truyén thong truc thudc So Thong tin va Truyén
thong va duoc trién khai théng nhét trén dia ban tinh. Bia chi truy cap phan mém:
http://cbceve.daklak.gov.vn.
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2. Ly lich dién tu: L& ly lich dwoc thé hién dudi dang dién tir duge luu trit Va cap
nhat trén phan mém quan ly thdng tin can bg, céng chic, vién chic kém theo 1y lich, hd
so gidy cua ting can bo, céng chuc, vién chic. Tha trudng co quan, don vi chiu trach
nhiém va dam bao 1y lich dién tir ¢6 gié tri nhu 1y lich hop 18 bang gidy da luu trix.

3. Tai khoan don vi: Bao gom tén ding nhap va mat khau; chtic ning ding dé truy
cap phan meém sir dung va quan ly, khai thac thdng tin can bd, cong chirc, vién chuc theo
phan cap.

4. Tai khoan ca nhan: La tai khoan duogc giao cho mot can bo, céng chirc, vién
chire dai dién co quan, don vi, dia phuong cir ra d@é quan ly, sir dung va truy cap phan
mém dé quan Iy théng tin caa can bo, cong chic, vién chic thude co quan, don vi, dia
phuong. Tai khoan ca nhan bao gom: Tén dang nhap va mat khau.

Chuong 11
NGUYEN TAC, NOI DUNG QUAN LY, SU DUNG PHAN MEM
QUAN LY HO SO CAN BQ, CONG CHUTC, VIEN CHUC
Piéu 4. Nguyén tic quan ly, khai thac va sir dung phan mém

1. Co quan, don vi ¢6 tham quyén theo phan cap quan Iy hién hanh c6 trach nhiém
quan ly hd so can bo, cdng chic, vién chic clia co quan, don vi minh va cd trach nhiém
cap nhat nhiing bién dong vé doi ngii can bd, cdng chic, vién chirc do co quan, don vi
minh quan ly vao phan mém.

2. Thong tin vé hd so can b, cong chic, vién chirc da dugc cap nhat vao phan
méem phai thong nhat véi ho so giay hop 1€ dang dugce Iuu trit tai co quan, don vi.

3. Ho so can b, cdng chiic, vién chiic phai dugc cap nhat, bd sung thuong xuyén,
kip thoi, day du, chinh xac va dugc quan ly, sir dung, bao quan theo ché d6 mat do Nha
nude quy dinh, chi nhiing ca nhan dugc co quan, don vi ¢d tham quyén quan ly hd so
can b, cong chic, vién chirc dong y bang van ban méi dugc sir dung, nghién cau, khai
thac ho so can bd, cong chic, vién chuc.

4. Thuong xuyén theo ddi, kiém tra va co bién phap bao dam an toan thong tin ddi
Véi ho so can b, cong chuc, vién chirc; dam bao tinh twong thich trong toan hé thong
khi ¢ su thay doi vé cdng nghg, thiét bi.

5. Cén b, cdng chuc, vién chic dai dién co quan, don vi duoc cap tai khoan dé
khai thac va str dung phan mém cé trach nhiém bao quan, bao dam an toan tai khoan
duoc cap.

6. Viéc quan ly tai khoan phai dugc t6 chic chat ché, khi co su thay d6i vé to
chirc, nhén sy quan ly tai khoan phai bao cao vé So Noi vu bang van ban.

7. Nghiém cam moi t6 chiic, c& nhan c¢d hanh vi truy cap vao tai khoan phan mém,
khai thac thdng tin ho so can bg, cong chuc, vién chuc trai phép va phat tan thong tin
trong ho so can bo, cong chiec, vién chrc.
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8. Mbi co quan, don vi duoc cip 01 tai khoan dé cap nhat, quan ly, khai théc st
dung phan mém quan ly ho so can bo, cong chuec, vién chirc.

biéu 5. Quan ly, sir dung tai khoan phan mém

1. Co quan, don vi theo phan cap vé cong tac quan ly can bo, cdng chic, vién
chtrc duoc cap tai khoan nguoi dung dé cap nhat, quan ly, khai thac st dung phan meém
quan ly ho so can b, cdng chic, vién chic.

2. S& Noi vu 13 co quan duoc str dung tai khoan quan tri phan mém dé quan ly tai
khoan ding nhap sir dung phan mém; cap tai khoan va phan quyén sir dung tai khoan
ngudi ding cho co quan, don vi dugc phan cip vé cong tac quan Iy hd so can bo, cong
chirc, vién chic; thuc hién chic niang nghiép vu vé cong tac quan 1y hd so can bg, cong
churc, vién chure trén dia ban tinh.

3. Co quan, don vi 6 nhu cau cap tai khoan cho cac don vi truc thudc can théng
nhat véi S Noi vu bang van ban dé dugc cap bo sung tai khoan don vi.

4. Can bg, cong chuc, vién chuc dugc giao nhiém vu quan ly, khai thac, st dung
phan mém c6 trach nhiém bao quan, bao dam an toan vé tai khoan phan mém, an toan
thdng tin dit liéu hd so can bd, cdng chic, vién chic caa co quan, don vi cap cho ca
nhan phu trach va chiu trach nhiém truéc phap luat, Tha trudng co quan, don vi minh.
Khi can bg, cong chic, vién chac khong con thuc hién nhiém vu quan ly, khai thac, sir
dung phan mém, thi co quan, don vi quan Iy phai co trach nhiém bao cao S¢ Noi vy dé
thu hoi tai khoan da cap va thuc hién viéc cap tai khoan cho can bg, cong chuc, vién
chirc méi duoc phan cong quan ly, khai thac, sir dung phan mém caa co quan, don vi
minh theo quy dinh.

5. Khi cac co quan, don vi duoc cap tai khoan da chuyén ddi, sap nhap, hop nhét.
S& Noi vu ¢ trach nhiém thu hoi tai khoan da cap cho co quan, don vi da chuyén doi,
sap nhap, hop nhat va thuc hién cap tai khoan cho co quan, don vi mai thanh Iap.

Piéu 6. M6 hinh té chic cap nhat, quan ly va khai thac hé so phan mém

Phan mém quan ly hd so can bg, cong chuc, vién chire dugc t6 chic theo mo hinh
cac cap quan tri dir liéu, cu thé nhu sau:

1. Cép co so la cap cd trach nhiém cap nhat, quan Iy va khai thac dit liéu, bao
gom:

- Céc co quan, don vi truc thudc cac sa, ban, nganh cap tinh.
- Céc co quan, don vi truc thudc cac Hoi dac thi cap tinh.

- Cac phong, ban, don vi truc thudc cac don vi sy nghiép cong lap truc thuoc Uy
ban nhan dan tinh.

- Céc co quan, don vi truc thuoc Uy ban nhan dan cap huyén.
- Uy ban nhan dan cap xa.
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2. C4c s6, ban, nganh cap tinh; don vi su nghiép thusc Uy ban nhan dan tinh, cac
Hoi dac thu cap tinh; Uy ban nhan dan cap huyén (goi tat 1a cip s, cap huyén) 1a cap c6
trach nhiém chi dao, kiém tra, dén déc, cap nhat, quan ly, khai thac hd so ciia co quan,
don vi minh va cac don vi thudc quyén quan ly.

Déi véi cap huyén, Chu tich Uy ban nhan dan cip huyén uy quyén lanh dao
Phong Noi vu thuc hién cac nhiém vu néu trén trong pham vi cap huyén. Truéng Phong
Giéo duc va Pao tao thuc hién cac nhiém vu néu trén trong pham vi cac don vi gido duc
thudc Phong Giao duc va Pao tao quan ly.

3. S& Noi vu 1a co quan duoc str dung tai khoan quan tri phan mém dé quan ly tai
khoan dang nhap, s dung phan mém; dong thoi truc tiép quan ly, to chuc trién khai
phan mém deén cap s, cap huyén va cap co so.

Piéu 7. Noi dung quan ly, khai thac, sir dung phan mém

1. Cap nhat va hiéu chinh hé so can bo, cong chiic, vién chiic va quan ly thdng tin
nhan than.

2. Tim kiém théng tin theo cac tiéu chi tiy chon.

3. B4o céo, thong ké va két xuat théng tin theo cac tiéu chi tly chon.

4. Quan ly t6 chirc va bién ché cua cac co quan, don vi.

5. Quan ly lwong va bao hiém xa hoi.

6. Quan ly dao tao, boi dudng.

7. Quan ly khen thudng, ky luat.

8. Quan ly qua trinh cdng tac, bién ché.

9. Quan 1y qu4 trinh cong tac Pang, doan thé.

10. Quan ly cong tac bd nhiém, b nhiém lai, diéu dong, biét phai, thuyén chuyén,
di hoc, nghi huu, nghi viéc caa can b, cong chac, vién chirc.

11. Nhap, xuat cac mau ly lich (cong chiic gdom mau la-BNV/2007, 2a-BNV/2007
va 3a-BNV/2007 theo Quyét dinh s6 06/2007/QD-BNV ngay 18/6/2007 cia Bo truong
Bo Noi vu; mau 2C-BNV/2008 theo Quyét dinh sé 02/2008/QD-BNV ngay 06/10/2008
cua Bo truong Bo Noi vu; vién chic theo Thong tu sé 07/2019/TT-BNV ngay
01/6/2019 cua Bo Noi vu), hd so dang vién; cac mau béo cdo chat lugng, sb lugng can
bo, cong chuc, vién chic; béo cdo nganh y té, gido duc; du thao céc quyét dinh (diéu
dong, thoi viéc, khen thudng, ky luat, nang luong, chuyén xép ngach, b6 nhiém, dao tao,
cong tac nudc ngoai) va cac mau khac theo quy dinh cta phap luat.

12. Thuc hién céc yéu cau quan Iy khac cia co quan va ca nhan c6 thim quyén
nham phuc vu cong tac to chuc, quan 1y nha nudc.

13. Thyc hién quan tri chitc ning hé thdng, phan quyén nhém ngudi ding va
ngudi dung, sao luu va phuc hdi hé thong.
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Piéu 8. Chirc niing quan ly, si dung phan mém
1. Quan ly danh muc:
a) Danh muc thong tin chung: Qué quan, ngay sinh, dia chi lién lac, s6 dién thoai, s6
ching minh nhan dan...
b) Danh muyc cbng tac: Khéi co quan, don vi, hinh thiic tuyén dung, vi tri tuyén dung,
nguon tuyén dung, trang thai ho so, hinh thirc nghi huu, cong viéc chuyén mén, nang luc
& truong;
¢) Danh muc chic vu: Chac vu, vi tri viéc 1am theo quy dinh cua phap luat, chac vu
bang, chirc vu doan the, chac vu trong luc lugng vil trang;
d) Danh muc lwong: Linh vuc, hinh thire nang luong, nang ngach, cac loai phu cap, hinh
thurc tinh phu cap khéc, hinh thurc chi tra lwong, hinh thirc huéng phu cap tham nién vugt
khung, nhdm ngach, tén ngach, chac danh, danh sach ngach, bac, hé s6 va bang luong;
d) Danh muc t6 chtic: Quan hé t6 chirc - chire vy, quan hé to chic - luong;
e) Danh muc dao tao: Loai hinh dao tao, chuyén nganh dao tao, loai trinh @6 dao tao va
boi dudng, hinh thuc tét nghiép, loai van bang, ching chi, truong dao tao, nguon kinh
phi dao tao, cap va linh vyc nghién cau khoa hoc;
g) Danh muc co quan, don vi: Cac thdng tin vé co quan, don vi; phong, ban, bo phan va
don vi truc thudc; thong tin kiém nhiém;
h) Danh muc théng tin khac: Hang thuong binh, stiic khoe, nhdm mau, khuyét tat, tinh
trang hon nhan, dan toc, ton gido, thanh phan xuat than, d6i tuong hudng chinh sach,
danh hiéu phong tang, quan hé gia dinh, danh hiéu thi dua va céac hinh thirc khen thudng,
ky luat.
2. Chtrc nang quan ly tin tac, dang tap tin.
3. Cé4c chirc niang hd trg nguoi dung: Trao doi truc tuyén cia ngudi dung, danh
sach nguoi dung dang truc tuyen, gt tin nhan ndi bg, thong tin, thong béo.
4. Cé4c chue nang khac theo yéu cau quan 1y nha nuéc va kha niang mé rong cua
phan mém trong timg giai doan.
Chuong I1I
CAP NHAT, KHAI THAC VA SU DUNG PHAN MEM
QUAN LY HO SO CAN BOQ, CONG CHUC, VIEN CHUC
Piéu 9. Cap nhat, diéu chinh, bo sung ho so can b, cong chirc, vién chirc vao
phan mem
1. Cap nhat méi héd so can bd, cdng chuc, vién chic vao phan mém
a) Co quan, don vi c6 tham quyén quan 1y hd so can b, céng chirc, vién chic cé trach
nhiém cap nhat day du, chinh xac théng tin vé ho so can bo, cbng chuc, vién chuc theo
bién che giao vao phan mem.
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b) Trong thoi gian 10 (mudi) ngdy 1am viéc, ké tir ngay cd Quyét dinh tuyén dung hosc
hop ddng 1am viéc, co quan, don vi c6 tham quyén quan ly hd so can bd, cdng chic,
vién chuc c6 trach nhiém hudng dan can bo, cong chic, vién chic tién hanh khai theo
mau “Phiéu thong tin can b, cdng chic, vién chie” theo quy dinh cua phap luat do So
Noi vu cung cap.

¢) Trong 02 (hai) ngay lam viéc, ké tir khi c& nhan ndp “Phiéu théng tin can b, cong
chirc, vién chirc”, don vi tien hanh nhap thong tin co ban (thdng tin chung, bién che,
chic vu - ngach bac, trinh @6 dao tao).

d) Trong 03 (ba) ngay lam viéc, ké tir khi duge don vi cap nhat thong tin co ban ca nhan
vao phan mém; cén b, cong chu:c vién chac co trach nhiém phéi hop voi can bo, cong
chic, vién chic quan ly phan mém nhap bd sung day da cac noi dung vé thong tin
chung, qué trinh dao tao, bdi dudng, qua trinh khen thudng, ky luat, qué trinh bao hiém,
ho so nhan than, qua trinh cong tac dang, doan thé va thdng tin khac cua ca nhan.

2. Biéu chinh, bo sung ho so da dugc cap nhat vao phan mém

a) Doi v6i thong tin thay doi ciia ca nhan nhu ho tich, dao tao, bdi dudng, khen thuong,
ky luat... thi c& nhan c6 trach nhiém ké khai Phiéu b sung Iy lich va cung cap tai liéu
(d6i chiéu ban chinh van bang, ching chi, quyét dinh,...) d& xac thuc noi dung. Bong
thoi, c& nhéan hogc don vi tién hanh cap nhat thong tin ngay vao phan mem va trong 01
(mot) ngay Iam viéc don vi phai tién hanh xac thuc hd so sau khi di c6 thong tin bd sung
vao phan mém.

b) Bdi véi thong tin thay ddi tir co quan quan 1y nha nude nhu bau cir, bo nhiém,
didu dong, luan chuyén, chuyén ddi vi tri cong tac, nang luong, dio tao, bdi dudng, khen
thuong, Ky luat... thi co quan, don vi ¢ tham quyén quan Iy hd so can bd, céng chuec,
vién chirc ¢d trach nhiém cap nhat, bo sung thdng tin ndy cho cén bo, cdng chuc, vién
chirc vao phan mém, thoi gian cham nhat 1a 03 (ba) ngay 1am viéc, ké tir ngay van ban
C0 hiéu luc.

3. COng tac ra soat thdng tin phai duoc thuc hién thudng xuyén dé dam bao moi
thong tin ludn chinh xac va tuy theo muc dich str dung thdng tin can bg, cdng chic, vién
chire theo quy dinh cua phap luat, S& Noi vu sé& trién khai théng béo vé viéc ra soat
thong tin can bg, cong chtrc, vién chuc cua don vi dugce dang tai tai giao dién chinh ciaa
phan mém va hop thu dién tir cong vu ctia don vi.

Piéu 10. Chuyén va tiép nhan hd so can b, cong chirc, vién chic trén phan

N
A

mem

1. Truong hop can b, cng chic, vién chirc duge diéu dong, luan chuyén dén bo
phan méi trong cing co quan, don vi thi to chiic clia co quan, don vi d6 c6 trach nhiém
didu chuyén ho so trén phan mém dén bo phan mai, thoi gian cham nhat 1a 02 (hai) ngay
lam viéc, ké tir ngay van ban c6 hiéu lyc,

2. Truong hop cén b, cdng chirc, vién chic chuyén cong tac dén co quan, don vi
mai thi co quan, don vi ¢6 tham quyén quan ly can bg, cdng chuc, vién chuc cap trén cé
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trach nhiém diéu chuyén hé so trén phan mém dén co quan, don vi méi, thoi gian cham
nhat 1a 05 (ndm) ngay lam viéc, ké tir ngdy van ban c6 hiéu luc; co quan, don vi tiép
nhan chuyén tiép hd so trén phan mém dén co quan, don vi truc tiép sir dung can bd,
cdng chuc, vién chic theo phan cap quan ly can b, cong chiic, vién chuc, thoi gian
cham nhat 12 03 (ba) ngay lam viéc, ké tir ngay tiép nhan dén trén phan mém. Luu ¥,
phai tai kém ban quét (scan) Quyét dinh theo nghiép vu diéu dong, luan chuyén trén
phan mém.

3. Truong hop cén b, cong chic, vién chic chuyén cong tac khoi pham vi quan
ly, nghi huu, théi viéc, tir trin thi co quan, don vi truc tiép st dung can bo, cong chic,
vién chirc thuc hién diéu chinh tinh trang hd so trong phan mém, thoi gian cham nhat 1a
05 (ndm) ngdy 1am viéc, ké tir ngay van ban ciia co quan c¢6 tham quyén cd hiéu huc.

Piéu 11. Luu trir dir liéu vé hd so' can bd, cong chiic, vién chirc

1. H6 so can b, cdng chac, vién chic phai dugc luu trir 1au dai trong di lidu dé
phuc vu viéc nghién cuiu, quan ly, khai thac stir dung va thuc hién ché do chinh sach, dao
tao, boi dudng va quy hoach doi véi can bg, cong chirc, vién chuc.

2. Viéc luu trir hd so can bd, cdng chuc, vién chic phai tuan tha cac nguyén tic an
toan thong tin theo quy dinh hién hanh.

3. Ho so can b, cng chic, vién chirc da nghi huu, thoi viéc, tir tran duogc luu triv
& co quan, don vi d¢€ theo doi.

4. Ngoai thao tac sao Iuu dinh ky hang ngay cua don vi quan ly phan mém (So
Noi vu) thi phai sao luu dinh ky hang ngay theo ché do sao luu cua Trung tm Tich hop
Dit liéu tinh Dék Lik, bao quan an toan va chi dugc sir dung khi ¢6 vin ban cua cap co
tham quyeén.

5. Pé dam bao cong tac bao cdo dot xuat, dinh ky theo thoi diém duoc yéu cau,
cac co quan, don vi phai to chire sao luu dit liéu theo dinh ky vao ngay 01 hang thang.

Piéu 12. Khai thac va két xuat thong tin tir phan mém

1. Khai thac thong tin vé hd so can bo, cdng chtc, vién chic dugc thuc hién theo
cac quy trinh nghiép vu, cac chic nang tim kiem, tong hop, thong ké va ket xuat théng
tin tr phan meém phuc vu cho cong tac bao céo theo quy dinh.

2. Quyén khai thac va sir dung phan mém quan Iy hd so can b, cong chuc, vién
chac bao gom: Quyén quan tri 1a quyén duoc cap nhat, hiéu chinh, tong hop, théng ké,
xu 1y, sao chép, loai bdo mot phan hoic toan bo hod so can bo, cdng chic, vién chuc;
quyén cap nhat 1a quyén dugc cap nhat, hiéu chinh, diéu chuyén hé so can bo, cong
chirc, vién chtc theo phan cap quan ly; quyén truy cap 1a quyén duoc ding nhap xem
Xét, chiét xuat dix liéu tir ngudn co so dit liéu duoc phan cap.

biéu 13. Bao c4o cdng tac quan Iy hd so can bd, cong chirc, vién chirc

1. Céc s, ban, nganh thugc tinh va Uy ban nhan dan cap huyén c6 trach nhiém
béo céo tinh hinh thuc hién cong tac quan ly ho so can bg, cong chirc, vién chac thudc
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tham quyén quan ly vé Uy ban nhan dan tinh (théng qua S& Noi vu) truéc ngay 25 théang
5 vangay 15 thang 12 hang nam.

2. S& Noi vu tong hop, bao cao Uy ban nhan dan tinh tinh hinh thuc hién cong tac
quan ly ho so can b, cbng chuc, vién chic trén dia ban tinh.

Chuwong IV
TRACH NHIEM, QUYEN HAN CUA CAC CO QUAN, PON VI
TRONG VIEC QUAN LY, KHAI THAC VA SU DUNG PHAN MEM
Piéu 14. Trach nhiém cia cac co quan, don vi, dia phwong

1. Phé bién va trién khai thuc hién quy ché quan ly, khai thac st dung phan mém
quan ly ho so can b, cong chuc, vién chie trong co quan, don vi €6 hiéu qua va dam
bao cac quy dinh caa phép luat vé Bao vé bi mat nha nudc.

2. Pugc cap tai khoan don vi dé thuc hién viéc cap nhat, quan ly va khai thac st
dung phan mém quan Iy ho so can bd, cdng chic, vién chic ciia co quan, don vi va cac
don vi truc thudc theo tham quyén quan ly, quyét dinh phan cong can bo, cong chuc,
vién chuc truc tiép dugc phép sir dung tai khoan don vi va theo dbi, phu trach phan
mem.

3. Bao vé thong tin ca nhan theo quy dinh cua Luat Céng nghé théng tin va cac
quy dinh khac cua phap luat co lién quan.

4. Theo dbi, kiém tra viéc cap nhat cac thong tin vé hd so can bo, cdng chic, vién
chtric thudc co quan, don vi quan ly va cac don vi truc thudc theo dinh ky hang thang.
Chiu trach nhiém vé tinh chinh xac, day du cua céc thong tin vé ho so can b, cong chic,
vién chac thudc tham quyén quan 1y da duoc cap nhat vao phan mém va dam bao tinh
thdng nhat vai hd so gidy luu trix tai co quan, don vi.

5. Str dung thdng tin vé hd so can bo, cdng chic, vién chire trong co quan, don vi
va cac don vi truc thugc dé lam co s thuc hién cong tac sir dung va quan ly can bg,
cong chuc, vién chac theo phan cap.

biéu 15. Trach nhiém ciia ngudi dwoc phan cong truc tiép quan ly, khai thac,
str dung phan mem

1. St dung tai khoan don vi dé thuc hién viéc cap nhat, b6 sung thdng tin vé hd
s0, tO chirc va can b, cbng chuec, vién chire trong co quan, don vi minh vao phén mém:
quan ly, khai thac hé so can bd, cong chic, vién chic theo phan cap quan ly; c6 trach
nhiém bao quan va bao mat tai khoan cia co quan, don vi.

2. Phai tuan tha cac quy dinh vé dam bao an toan, an ninh thong tin. Nghiém cdm
cac trudng hop ¢b ¥ pha hoai, c6 hanh vi 1am mat dit liéu hoac khong dam bao sy hoat
dong 6n dinh cua hé thdng phan mém.
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3. Ra soét, cap nhat, diéu chinh thong tin vé hd so can bd, cong chic, vién chic
kip thoi, day da ngay khi c6 thay doi; dinh ky kiém tra, cap nhat cac théng tin theo quy
dinh tai Chuong III Quy ché nay.

4. Bam bao tinh kip thoi, chinh xac va théng nhat caa cac thdng tin hd so can b9,
cong chiic, vién chirc da dugc cap nhat vao phan mém véi ho so gidy dang luu trix tai co
quan, don vi; khai thac, str dung c6 hiéu qua phan mém dé cung cap théng tin nhanh
chéng, chinh x&c phuc vu cdng tac quan Iy hd so can bo, cong chic, vién chic.

5. Ap dung cac bién phép bao dam an toan thong tin va van hanh théng sudt phan
mém ho so can bd, cdng chuc, vién chirc; dé xuat cac bién phap dé khai thac, sir dung
phan mém c6 hiéu qua; dong thoi nghién ctru, phéat hién va bao cao Tha trudng co quan,
don vi dé xem xét, xir ly cac van de trong cong tac quan ly ho so can bd, cdng churc, vién
chirc da cap nhat trén phan mém.

6. Tham muu Thu trudng co quan, don vi thuc hién viéc bao cao thuong xuyén, dot
xuat ket qua quan ly, str dung phan mém theo quy dinh cua Quy ché nay.

7. Trudong hop quén mat khau dang nhap phan mém phai béo cao Thu truong co
guan, don vi d¢ de nghi S& No6i vu cap lai mat khau méi.

Piéu 16. Trach nhiém cia Sé Thong tin va Truyeén thong

1. Phéi hop voi S& Nbi vu huéng dan viéc sir dung, nang cap tinh ning caa phan
méem quan ly ho so can bg, cong chic, vién chic va cac noi dung co lién quan dén cong
tac bao mat va an toan thong tin.

2. Cap méi dia chi thu dién tir cong vu @daklak.gov.vn cho cén bg, cong chic,
Vién chure khi cac co quan, don vi ¢ dé xuat.

Piéu 17. Trach nhiém cia Sé Noi vu

1. Chu tri, phdi hgp véi S¢ Thong tin va Truyén thdng bao dam viéc van hanh
thong suot phan mem quan ly ho so can bg, cong chirc, vién chuc.

2. Puoc phép cap tai khoan nguoi ding va phan quyén sir dung cho cac co quan,
don vi.

3. Chu tri, phdi hop véi S¢ Thong tin va Truyén thong va cc co quan, don vi ¢6
lién quan thuc hién:

a) Ra soat, diéu chinh kip thoi cac théng tin, danh muc, tinh ning trong phan mém
cho phu hgp véi quy dinh hién hanh caa Chinh pha, bg, nganh Trung wong va Uy ban
nhan dan tinh;

b) Str dung, két xuat théng tin tir phan mém dé bao cao dinh ky, dot xuat theo yéu
cau cua Chinh phu, b, nganh Trung wong, Uy ban nhan dén tinh vé cong tac quan ly
can bg, céng chuc, vién chuc;

c) Pé xuat nang cap cac tinh nang ctia phan mém bao dam yéu cau vé khai thac va
sur dung phan mém ho so can bd, cong churc, vién churc ¢6 hiéu qua.
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4. Str dung thong tin hd so can bo, cdng chuc, vién chac cua co quan, don vi da
dugc cap nhat vao phan mém dé thuc hién cbng tac sur dung va quan ly can bo, céng
chtrc, vién chuc.

5. Xem xét, dé xuat Uy ban nhan dan tinh biéu duong, khen thuéng co quan, don
vi va c& nhan tng dung phan mém trong viéc quan Iy hd so can b, cdng chuc, vién
chire; dwa viéc st dung hiéu qua phan mém 1a mét trong nhimg tiéu chi dé danh gia xép
hang cai cach hanh chinh hing nam.

6. Thanh tra, kiém tra viéc cap nhat, quan ly, khai thac va st dung phan mém ho
so can bg, cong chuc, vién chic cia cac co quan, don vi.

Piéu 18. Trach nhiém caa Sé Tai chinh

Chu tri, phdi hop véi So Noi vy, S& Thong tin va Truyén thong va cac co quan,
don vi lién quan tham muu, trinh Uy ban nhan dan tinh xem xét, quyét dinh kinh phi
phuc vu viéc dau tu xdy dung, hd tro ha ting Ky thuat, cai dit, huéng dan st dung, bao
tri thuong xuyén, nang cap, cng tac quan Iy va s dung phan mém, hoi nghi trién khai
tir nguén kinh phi tng dung va phat trién cong nghé théng tin caa tinh.

Chuwong V
PIEU KHOAN THI HANH
Piéu 19. Khen thuéng, Ky luat

1. Co quan, don vi va c& nhan co thanh tich xuat sac trong viéc thyc hién Quy
dinh nay dugc xét khen thuong theo quy dinh.

2. Co quan, don vi va ca nhan vi pham cac diéu, khoan trong Quy dinh nay, tly
theo tinh chat, mtrc d6 sé€ bi xt ly ky luat theo quy dinh.

Piéu 20. T6 chirc thuc hién

1. S& Noi vu huéng dan va phdi hop véi co quan, don vi cap nhat, khai thac va sir
dung phan mem.

2. Trong qué trinh thuc hién, néu c6 khé khin vuéng mac, Thi trudng cac co quan,
don vi va ca nhan co lién quan kip thoi phan anh vé Sé Noi vu dé tong hop, dé nghi, bao
cao co quan c6 tham quyen, Uy ban nhan dan tinh xem xét, quyét dinh./.

TM. UY BAN NHAN DAN
CHU TICH

Pham Ngoc Nghi



