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QUYETDINH:
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phdnm~rnqmin 1y hi>sa can bQ,cong chuc, vien chuc tinh H~uGiang.
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QUYCHE
Quan Iy, khai thac phin m~m quan Iy h8 SO' can bQ, cong chue,

vien chirc tinh H~u Giang
(Ban hanh kem thea Quyit dinh s6 44 120161QfJ-UBND ngayo5 thdng 12

ndm 2016 cua Uy ban nhdn dan tinh Hdu Giang)

Chuong I
QUY DfNH CHUNG

Di~u 1.Pham vi di~u chinh

Quy chS nay quy dinh nguyen t~c, nQi dung, trach nhiem, quyen han, mf,i
quan h~ gifra cac cc quan, dan vi va ca nhan trong viec quan ly, van hanh va
khai thac su dung phan mem quan ly h6 sa can bQ, cong chirc, vien chirc tinh
H~u Giang.

Di~u 2. DBi tuong ap dung

1. Quy chS nay ap dung df,i voi cac co quan hanh chinh nha mroc cac c§.p
(tnr cac co quan nganh doc trung irong dong tren dia ban tinh), dan vi S\l' nghiep
cua Nha mroc tren dia ban dnh H~u Giang.

2. Can bQ, cong chuc, vien chuc quy dinh t~i Quy chS nay bao g6m:
a) Can bQ, cong chuc, vien chuc thea quy dinh cua phap lu~t.

b) Nhung nguai lam vi~c thea chS dQ hqp d6ng quy dinh t~i Nghi dinh
sf, 68/2000/ND-CP ngay 17 thang 11 nam 2000 cua Chinh phu vS thvc hi~n
chS dQ hgp d6ng mQt sf, lo~i cong vi~c trong cO'quan hanh chinh nha nu6c,
dan vi sg nghi~p.

Di~u 3. Giai thich tir ngfr

1. Ph~n,mSm quan !y h6 sa can bQ, con~ chuc, vien chuc ti~ H~u Gian~
(sau day gQi tat la phan mem) la ~p hqp mQt so thong tin dugc chuyen hoa til ho
sa can bQ, cong chuc, vien chuc thanh kY thu~t sf, luu tm tren may tinh.

2. Tai khoan nguai dung la ten va m~t kh§u d~ dang nh~p van ph§n mSm
quan ly h6 sa can bQ, cong chuc, vien chuc tinh H~u Giang.

3. Quan ly tai khoan nguai dung la vi~c t~o mai, cAp phat, h~ chS, rna
rQng ho~c huy b6 quySn dang nh~p van ph§n mSm.

, 4. Quan ly ph~n mSm la vi~c ~o l~p, sua d6i nQi dung, thay d6i tr~g thai
ho sa can bQ, cong chuc, vien chuc tinh H~u Giang.

5. Khai thac ph§n mSm 1a vi~c thvc hi~n cac quy trinh nghi~p V\l, cac
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chirc nang tra ciru, tim kiem thong tin vS can bQ, cong chirc, vien chuc hoac t6ng
hop cac tieu chi thong tin, kSt xu~t cac thong tin, I~p cac bang biSu thong ke,
bao cao va in cac k~t qua xu Iy duoc ra man hinh hoac ra gi~y.

f)i~u 4. Ph§n m~m quan ly hB sa can bQ, cfmg 'chtfc, vien chuc tinh
H~u Giang

I. Phftn mem la mQt bQ cong cu dS phuc vu viec quan ly, sir dung, khai
thac cac thong tin tiI hB sa can bQ, cong chirc, vien clnrc.

2. Phftn mem la thanh phan trong h~ thong mang thong tin tinh Hau
Giang, duoc cai d~t tren may chu d~t tai Trung tam tich hop dfr lieu cua tinh.

3. Dia chi truy c~p phan mem quan ly h6 sa can bQ, cong clnrc, vien chirc
tinh H~u Giang t~i http://ccvc.haugiang.gov.vn.

ChU'O'ngn
QuANLY, KHAI THAC pHAN MEM

Di~u 5. Quan ly titi khoan dang nh~p phAn m~m

1. Ca quan, dan vi theo phan cap vS cong tac quan ly h6 sa can bQ, cong
chuc, vien chuc duqc cap tai khoan nguai dung dS dang nh~p, khai thac su d\lng
phftn m@mtheo quy dinh t~i Khoan 3, f)iSu 3 Quy chS nay.

2. Sa NQi V\l la ca quan tham muu cho Uy ban nhan dan tinh H~u Giang
v@cong tac quan ly phdn m@mva duQ'c Uy ban nhan dan tinh H~u Giang uy
quySn su d\IDg tai khoan quan tri dS cfip, phan qUYSntai khoan ngum dUng cho
cac ca quan, dan vi theo phan cap vS cong tac quan 1yhe, sa can bQ, cong chuc,
vien chuc; thvc hi~n chuc nang nghi~p V\l vS cong tac can bQ, cong chuc, vien
chuc trong tooo tinh. Cac ca quan, dan vi co nhu cdu phan cap tai khoan ngum
dung cho cac dan vi tr\l'CthUQCphai th6ng nhfit v6i Sa NQi V\l bfulg van ban dS
duqc c§.pb6 sung.

3. Ca nhan duQ'c giao nhi~m V\l quan ly, khai thac, su d\lng phdn mSm co
trach nhi~m bao dam bi m~t, an toan tai khoan nguai dung cua ca quan, dan vi.

Do). 6 M" b' h tl. h' h). ).leu. 0 m 0 c U'Cp an mem

Phftn mSm duQ'ct6 chuc theo mo hinh 3 cap nhu sau:

1. cap mQt 1acap co trach nhi~m c~p nh~t, quan 1yva khai thac phftn mSm
qu~m1yh6 sa can bQ, cong chuc, vien chuc thuQc cac xii, phuOng, thi tr§.n.

2. cap hai la cap co trach nhi~m c~p nh~t, quan ly va khai thac phdn m@m
thuQc cac sa, ban, nganh, dan vi S\l'nghi~p tT\fCthUQCUy ban nhan dan tinh H~u
Giang (gQi t~t 1a cac sa, ban, nganh tinh) va Uy ban nhan dan huy~n, thi xii,
thanhphB.

3. cap ba la cap co trach nhi~m quan ly, t6 chuc triSn khai phftn mSm; tbng
hQ'Pva 1uu trfr hB sa can bQ, cong chuc, vien chuc tinh H~u Giang cua cac dan vi
cap mQt.Uy ban nhan dan tinh thBng nhfit quan ly h6 sa can bQ, cong chuc, vie~
chuc tinh H~u Giang va uy quy@ncho Sa NQi V\l chiu trach nhi~m quan ly ho~t
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dQng cua phfin mem theo quy dinh cua Quy ehS nay va cac quy dinh khac cua
phap luat,

f)i~u 7. Nguyen tic quan ly ph§n m~m

1.Co quan, dan vi theo phan cap vS cong me quan ly h6 so can bQ, cong chirc,
vien chirc co trach nhiem c~p nh~t kip thoi, chinh xac va dfty du thong tin can bQ,
cong chirc, vien clnrc hien co m~t theo bien ehS duoc giao vao phfinmem.

2. Phfin mem diroc quan ly, sir dung va bao quan theo chS dQ tai lieu m~t
do.Nha n~6c quy dinh; chi ~Un~ nguoi _diroc co quan, dan vi hoac nguoi co
tham quyen quan ly phan rnem dong y bang van ban moi duoc nghien elm, sir
dung va khai thac phan.

3. Thong tin trong phsn mem phai th6ng nhdt voi h6 so gidy (h6 so luu).

Di~u 8. Quy trinh c~p nh~t ha SO' can bQ, cong chu-c, vien ch.rc tinh
H~u Giang

Co quan, dan vi duQ'c giao quan ly h6 so co trach nhi~m c~p nh~t nhUng
biSn dQng thuang xuyen vS dQi ngu can bQ, eong chuc, vien chuc do co quan,
dan vi minh quan ly vao phftn mSm, C\l thS nhu sau:

1. L~p h6 so m6i

Trong thai gian 30 (ba muoi) ngay, kS tir ngay co quySt djnh tuySn d\ffig,
co quan, dan vi co thfun quySn quan ly h6 so can bQ, cong chuc, vien ehuc tinh
H~u Giang co trach nhi~m c~p nh~t dfty du thong tin can bQ, cong ehuc, vien
chuc vao phftn mSm theo quy dinh.

2. C~p nh~t thong tin da co trong phfin mSm

a) E>6iv6i thong tin thay d6i tir phia co quan quan ly nha nu6e nhu: dao
t~o, b6i duOng, b6 nhi~m, diSu dQng, thuyen chuySn, luan chuySn, nang luang,
nang ng~ch luang, khen thu6ng, kY lu~t; co quan, dan vi co thfun quySn quan ly
h6 so can bQ, cong chuc, vien chuc tinh H~u Giang co trach nhi~m c~p nh~t
thong tin vao phftn mSm cua nguai do (thm gian ch~ nhdt khong qua 15 (muai
lam) ngay, kS tir ngay van ban co hi~u l\lc).

b) E>6iv6i thong tin thay d6i tir phia ca nhan nhu: ke khai tai san, thuS thu
nh~p ea nhan, kSt hon, ly hon, ca nhan co trach nhi~m ke khai vOi co quan, dan
vi theo dinh k.Y duQ'cth\lc hi~n d6ng thm cung vi~c ke khai phiSu b6 sung ly lich
hang nam ho~c theo yeu cAu quan ly cua co quan, dan vi dS tiSn hanh c~p nh~t
vao phftn mSm.

D'" 9 DO" h A t'A hA h" , bA A h' ." h 'leu . leu c uyen, lep n ,n 0 SO' can Q, cong C \fC, vlen C llC

t A h" "ren p an mem

Can bQ, cong chuc, vien chuc duQ'cdiSu dQng, luan chuySn dSn co qUan'
don vi khac ho~e dUQ'eb6 nhi~m chuc V\l thuQc co quan khae quan ly thi h6 so
can bQ, cong chuc, vien chuc cua can bQ, cong chuc, vien, chu~ do vful do co
quan, dan vi quan ly cong chuc do luu gift, bao quan tren phan mem va chi duQ'C
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chuyen giao cho cac co quan, dan vi khac quan Iy khi cac co quan, don vi do co
yeu c§.ubfu1gvan ban.

l)i~u 10. Khai thac ph&nm~m

1. Co quan quan ly can bQ, cong chirc, vien chirc, co quan sir dung can bQ,
cong chirc, vie~ chirc va co quan quan ly phdn mem duoc nghien ciru, sir dung
va khai thac ho sa can bQ, cong chirc, vien chirc de phuc vu yeu cau cong tac
(tuyen dung, nang ngach, nang luang, dao tao).

2. Ca nhan duoc giao nhiem vu quan ly, khai thac vS ph§.nm@m co trach
nhiem tuan thu cac quy trinh vS an toan bao m~t thong tin.

Di~u 11. Ltru trfr, bao quan hBso can b9, cong clnrc, vien chuc tren
~ ~ -phan mem

1. H6 sa can bQ, cong chirc, vien chirc phai duoc hru tru l§.udai tren ph§n
mSm d8 ph\lc V\l cong tac nghien CUu va thvc hi~n chinh sach d6i v6i can bQ,
cong chuc, vien chuc.

2. Vi~c luu tm h6 sa can bQ, cong chuc, vien chuc tren ph§.n mSm phai
thvc hi~n tuan thu nghiem ng~t cac nguyen ~c bao dam an ninh, an toan d6i vai
can bQ, cong chuc, vien chuc thea cac quy djnh hi~n hanh.

3. H6 sa can bQ, cong chuc, vien chuc tinh H~u Giang cua can bQ, cong
chuc, vien chuc da nghi huu, thoi vi~c, ill tr§.nvdn duQ'c luu tm tren ph§.n mSm
quan ly can bQ, cong chuc, vien chuc 0 ca quan, dan vi d8 thea doi.

4. Ca quan quan ly ph§.nmSm thuOng xuyen ki8m tra va co bi~n phap bao
dam an ninh, an toan h6 sa can bQ, cong chuc, vien chuc tinh H~u Giang; d6ng
thm bao dam tinh tuang thich trong toan h~ th6ng thong tin lien quan dSn h6 sa
can bQ, cong chuc, vien chuc tinh H~u Giang khi co sv thay d6i vS thiSt bi va
congngh~.

D'~ 12 ChJ. d" b' , A t' h~ ~leu . e (} ao cao cong ac p an mem

1. Bao cao cong tac su d\lng ph§.nmSm quy dinh nhu sau:

a) Hang nam, cac so, ban, nganh tinh, Uy ban nhan dan huy~n, thi xa, thanh
ph6 co trach nhi~m bao cao tinh hinh thvc hi~n sir d\lllg ph§.nmSm quan Iy h6 sa
can bQ,cong chuc, vien chuc vS Uy ban nhan dan tinh thong qua So NQiV\l.

Thai h~n gui bao cao dqt 1 truac ngay 15 thang 6; dqt 2 truoc ngay 15
thang 12 hang nam.

b) So NQi V\l co trach nhi~m t6ng hqp, bao cao vS Oy ban nhan dan tinh
va BQNQiV\l vS tinh hinh thvc tr~g cong tac quan Iy ph§.nm€m trong toan tinh.

2. NQi dung bao cao cong tac quan Iy ph§.n mSm g6m:

a) Danh gia vi~c thvc hi~n Quy chS quan Iy, khai thac ph§n mSm cua ca
quan, dan vi.

b) Bao cao thvc tr~g s6 IUQ'Ilg,chat IUQ'Ilgph§n mSm (cac thong tin duQ'c
k8t xuAt til ph§.nmSm).
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c) Tinh trang trang thiet bi phuc vu cong tac khai thac, van hanh va quan
ly phan mem,

d) Cong tac dao tao, b6i dirong can bQ, cong chirc, vien chirc true ti@plam
cong tac quan ly phan mem,

d) KiSn nghi (nSu co).

ChUO'DgIII
TRAcH NHI$M, QUYEN~ CUA cAc CO QUAN, DON VI

TRONG VI:¢C V~N HANH, KHAI THAC PHAN MEM

Bi~u 13. So' NQiv\l

1. Ph6i hQ'Pvoi Sa Thong tin va Truyen thong, Van phong Uy ban nhan
dan tinh tham muu cho Dy ban nhan dan tinh ban hanh cac van ban quy dinh v~
quan ly phdn mem; d~ xUdt viec nang cdp phdn mem bao dam yeu efiu v~ khai
thac, sir dung.

2. Ph6i hQ'Pvoi Sa Thong tin va Truyen thong, Van phong Uy ban nhan
dan tinh huang dful cac sa, ban, nganh tinh va Dy ban nhan dan cac huyen, thi
xa, thanh ph6 khai thac, sir dung phdn mem vao cong tac quan ly can bQ, cong
chuc, vien chuc (tuySn d\lng, nang ng~ch, nang luong, dao t~o).

3. fluQ'c phep sir d\lllg tai khoan qufm tri dS quan ly cac tM khoan nguai
dUng cua cac co quan, don vi.

4. KiSm tra vi~c xay d\IDg va quan l¥ h6 so can bQ, con~ chuc, vien chuc
tinh H~u Giang cua cac co quan, don vi; tong hQ'P,bao cao ket qua v6i BQNQi
V\l va Oy ban nhan dan tinh theo quy dinh t~i fliSm b, Khoan 1, fliSu 12Quy
chS nay.

5. Chu tri, ph6i hgp v6i Sa Thong tin va Truy~n thong thong bao b&ngvan
ban va tren Trang thong tin di~n til eua Sa NQiV\l cho cae co quan, don vi v~ vi~c
xay ra S\Ic6 ho~c nguy co xay ra S\Ic6 co anh huang xdu dSn vi~c quan ly va khai
thac sir d\lng phdn m~m (khi phdn m~m ngimg ho~t dQng trong 2 (hai) ngay lam
vi~c lien tiSp).

Di~u 14. So' Thong tin va Truy~n thong

1. Bao dam cae yeu cdu ky thu~t an toan, bao m~t eho vi~c v~n hanh phan
m~m dS duy tri S\Iho~t dQng thong su6t cua phan m~m tren moi truang m~ng.

2. Ph6i hQ'Pvai Sa NQi V\l xay d\IDg va thvc hi~n k@ho~ch b6i du5ng
nghi~p V\l cho nhilng nguai lam cong mc quan Iy phdn m~m.

3. Xay dvng d\I toan kinh phi hang nam dS dam bao vi~c quan ly, khai
thac phdn m~m hi~u qua.

, 4. C~u tr~, ph6i hQ'PSa NQ,iV\l xay d\IDg kS ho~?h dftu tu, nang cdp h~
tang va phan mem dap (rug nhu cau v~ hanh cua h~ thong duqc thong suot va
6n dinh.



6

5. Ph6i hop voi Sa NQi vu t6ng hop y kien dong gop tir ngiroi dung dS
xem xet sua d6i, nang cAp ph~n mem nham cai ti~n ph~n mem ngay cang hoan
thien va than thien voi nguoi su dung, dap irng t6t hon trong viec quan ly h6 so
can bQ, cong chirc, vien chirc tinh Hau Giang.

I)i~u 15. Cac sir, ban, npanh tinh, Uy ban nhan dan huy~n, thj xii,.
thanh phB,Uy ban nhfin dan cap xii

1. Thuc hien quan ly h6 so can bQ, cong chuc, vien chirc cua co quan, don
vi minh theo quy dinh tai Dieu 7 Quy ch~ nay. Truong hop uy quyen cho dan vi
cApduoi quan ly h6 so can bQ, cong chirc, vien chirc, don vi duoc ~Y quyen co
trach nhiem c~p nh~t thong tin can bQ, cong chirc, vien clnrc vao phful mem; co
quan uy quyen c6 trach nhi~m don d6c kiSm tra vi~c nh~p thong tin can bQ, cong
chuc, vien chuc d6i vOi don vi duQ'cuy quyen. Giao trach nhi~m timg ca nharr
sa, nganh, huy~n, thj xii, thanh ph6 va Uy ban nhan dan cApxii bao m~t thong tin
khai thac va c~p nh~t thuang xuyen.

2. DuQ'c cAp tai khoan nguai dUng dS th\lc hi~n vi~c c~p nh~t, quan ly va
khai thac phAn mem thuQc co quan, dan vi minh. Quy~t dinh phan cong cong
chuc trvc ti~p duQ'c phep su dl,mg tai khoan nguai dUng dS quan ly khai thac
phArrmem.

3. Xay dvng quy ch~ quan ly va khai thac phAn mem cua co quan, dan vi
mlnh theo quy djnh t~i Chuong IIQuy ch~ nay.

4. Ki~n nghi va de x:uAtvai co quan c6 thAm quySn sua d6i, b6 sung
nhfmg quy dinh lien quan d~n ch~ dQc~p nh~t, quan ly va khai thac phAn memo

5. Dam bao kinh phi trong vi~c quan ly va khai thac phAn m8m cua co
quan, dan vi illngu6n kinh phi chi thuang xuyen duQ'cgiao hang nam.

I)i~u 16. Trach nhi~m clla ngtrOi dtrQ'cphan cong tr,!c ti~p lam cong
tac qmin Iy, khai thac phin m~m

1. DuQ'c su d\lng tai khoan nguai dung cua co quan, dan vi dS th\lc hi~n
vi~c c~p nh~t, q~an ly va khai thac phArrmem theo phan cAp quan ly; thay d6i
m~t khau duQ'c cap va tv bao m~t mi khoan nguai dung cua dan vi.

2. Chiu trach nhi~m ve tinh kip thai, chinh xac cua cac thong tin trong
phAn mem, su d\lng co hi~u qua phArrmem dS cung cAp kip thai, nhanh ch6ng,
chinh xac ph\lc V\l yeu cAuquan ly va tac nghi~p chuyen mono

3. Ap d\lng cac bi~n phap bao dam an toan va bao m~t h6 so can bQ, cong
chuc, vien chuc; de xuAt cac bi~n phap bao dam su d\lllg va khai thac c6 hi~u
qua phArrmemo

4. Nghien cUu, phat hi~n va bao cao vai c&pco thAm quyen xem xet, xu ly
cac vAnde phat sinh trong cong tac quan ly phArrmemo

5. Dinh leY bao cao vai ngum dUng dAuco quan, don vi·

6. Truan~ hgp mAt m~t khAu phai b~o cao n~uai dUng d~u co quan, dan
vi va bao cao bang van ban ve SaNQi V\l de duQ'ccap lC:lim~t khau mai.
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ChU'O'ngIV
aitu KHoANTHI HANH

J)i~u 17. TB clnrc thuc hien. .
. 1. S6 NQi vu ph6i hop S6 Thong tin va Truyen thong huong d§n, kiem tra,

don d6c cac sa, ban, nganh tinh va Uy ban nhan dan huyen, thi xa, thrum ph6, Uy
ban nhan dan cftp xi}trien khai thuc hi~n Quy chS nay. T3ng hop, bao cao kSt qua
triSnkhai thirc hien voi BQNQivu va Uy ban nhan dan tinh theo quy dinh.

2. Day hi mQt trong cac tieu chi dS Chu tich Uy ban nhan dan tinh xem
xet, khen thuong hang nam cho cac sa, ban, nganh tinh, Uy ban nhan dan huyen,
thi xi}, thanh ph6, Uy ban nhan dan cftp xa va cac ca nhan co thanh tich xuftt s~c
trong viec thuc hien Quy chS nay.

3. Co quan, dan vi va ca nhan vi pham cac di~u khoan trong Quy chS nay,
tuy theo tinh chftt,mire dQse bi xu ly theo quy dinh cua phap lu~t.

Trong qua trinh thuc hien, nSu co vftn d~ gi vuOng m~c, phat sinh cac co
quan, t3 chuc, ca nhan kip thai phan anh v~ Sa NQi V\l dS t3ng hgp, trinh Uy
ban nhan dan tinh xem xet, quySt dinh.{r'
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TM. UY BAN NHAN DAN
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