
DANG BO TiNH LAM DONG 
HUN IJY BAo LAM 

S605 -QD/HU 

DANG CONG SAN WET NAM 

Bao Lam, ngaydi thango6nam 2022 

QUY DMIH 
viee quail 19, khai thác, sir dyng pilau mm 

Geri, nhY'n va xir 19 van ban tren !Jiang Internet (IDOC) 

Can cir Quyet dinh sa 586-QD/TU, ngay 25/4/2017 cila Ban Thui:mg vy 
Tinh ày Lam Deng Ve.  ban hanh Quy che quan 19, van hanh, khai thac, sir dung 
phan mm "Giri, nhan va xii• 19 van ban teen mang Internet',  trong cac co quan 
Dang tinh Lam. Dling; 

Can cir vao Quyat dinh s8:1‘QD/HU, ngay g thang 02 nam 2022 dm Ban 
Thuimg vu Huyen ày v viec Thanh lap Ban Bien tap trang thong tin din tir Dang 
b0 huyen Bao Lam; quan 19, van hanh cac h th8ng phan mem khoi Dang. 

Can cir Quy che lam viec dm Ban Chip hanh, Ban Thuerng vy, Thutng 
true Huyen ày khoa VI, nhiem k9 2020-2025; 

,
Nhain day manh va nang cao

‘  hieu qua img dung ding nghe thong tin trong 
he thong co quan Dang, chinh quyen, Uy ban MTTQ Viet. Nam va cac doan the 
huyen; cac T6 chirc ca ser clang; Ban Thuang vy Huyen fly Quy dinh viec quan 19, 
khai tilde, sir dung phan mm giri nhan va xir 19 van ban tren mang Internet (phan 
mm IDOC) nhu sau: 

Chuang I 

QUY DINH CHUNG 

Dieu 1. 06i ttrçrng va phym vi dieu chinh 

Quy dinh nay quy dinh cac nOi dung quan 19, van hanh, khai thac, sir dung 
phAn mm IDOC•degun, nhan va xir 19 van ban gift cac Ban xay dung Ding, Van 
phong Huyen ày, Trung tam Chinh tri :huy'en; HDND, UBND huyen; tly ban 
MTTQ Viet Nam, cac doan the huyen; the co quan, don viihuOc huyen Nvã the to 
chirc co so,  Dang veri nhau (goi tat la cc quan, don vi); girl, nhan va xir 19 van ban 
gitia can b0, dang vien, cling chirc.trong can don vi.. 

Dieu 2. Myc ten S dyng plan mm IDOC 

Phat buy hieu qua img dyng ding nghe thong tin trong vie trao d61 th8ng 
tin, xir 19 cong vie tren mang Internet cila cac ca quan, don vi duce nhanh ch6ng, 
kip thai, chinh xac; gap phan tich cue vao vie cai each hanh chinh trong cac co 
quan, don vi; phuc vy ngay cang tot hcm yeu du lath dao, chi do eüa cac cap 



Dieu 3. Ciãi thich tir ngit 

Trong quy dinh nay, cac tinier duth day dugo hieu nhu sau: 

1. Internet la mpg may tinh toan cau sir 'clung 
.giao thirc Internet va tai 

nguyen Internet de cung cap cac dh vi va img dunikhac nhau cho ngueri sir 
dung. . 

Ha,tang kp thuat la top hop may tinh (may chi', may tram), thi'et bi ngoai 
vi (usb, 6 dung cAm ngoai, may in, may tram), thiet bi ket nei mang, thiet bi 
chuyen dung, thiet bi ph y trg dien, camera, chang set, phat hien, phong, cheng 
chay nO), mang nOi be (LAN), mang dien rOng (WAN). 

Mang may tinh la tap hop caa ha tang kji thuat va cac he thong thong tin, 
co so dir lieu, cac phan mm ang dung. 

He theng thong tin la tap hop phAn mm va co ser cici lieu duqc thiet lap de 
phyc vu myc dich tao lap, thu thap, gin, nhan, luu till, hien thi hoac thuc hien cac 
xi: 19 khac dei yeti thong diep dci lieu. 

Co se di: lieu la tap hop cac dci lieu duce sAp xep, t6 chirc d truy cap, 
khai thac, quan 19 va cap nhat thong qua phucmg tien dien tir. 

6. Ma dec hai la met phan mem may tinh dugc ellen met cach bi mat vao he 
tiler-1g yeti muc dich lam ten hal den tinh bi mat, tinh toan yen hoc tinh start sang 
dm he theng. 

An toan thong tin bao gem cac hoat deng quan 19, nghiep vg va k thuat 
nham bao ye, khoi phuc cac he theng, cac dich vu va nOi dung thong tin dai wen 
nguy co tu nhien hoc do con ngtroi gay ra, bao dam cho cap he theng dive hien 
thing chirc nang met each san sang, On dinh va tin clay. An toan thong tin bao ham 
cac nOi dung bao ye va bao mat thong tin, an toan da lieu, an toan may tinh va an 
toan mang may tinh. 

Dieu 4. Cac ci4ng van ban dien tfr 
1. Cac clang van ban dien tit theo Quy dinh nay gem: 

- File dang van ban (txt, doe, rtf, odt,...), file dang bang tinh (csv, xis, 
ods,...) duce tao tir cac phan mm thong dung (Microsoft Office, Open Office...). 

- File dang anh thong dung (PDF,.0DF tao ra tir may quet, may scan...). 

2. Van ban dien tir girl, nhan tren phan mom IDOC c6 the la tep tin van ban 
hoAc tep anh, phai duce bao ye va cheng sira d6i bAng mat khau hoc bang chit k9 
dien tin. Van ban then tir kheng sir dung chit k9 then tin can c6 thong tin day da ve 
ncri gini, duce xac thuc bang dia chi thu then tit caa ncri giri. 
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Than& nhAt sir dung phong chit tieng Viet dm b0 ma k9 fir Unicode theo 
fief' chuan Viet Nam TCVN 6909:2001 cho viec son thao van ban teen may vi 
tinh, cap nhat va trao di dit lieu tit phan mem IDOC. 

Dieu 5. Nguyein tie to chat, pith trien va duy tri hot di)ng pilau 
A mem 

Phan mm IDOC c6 kien trite tap trung,.phan cap, dugc thiet lap tir Tinh 
.den cac ca quan, dun vi, cal dat teen may cilia' eUa Tinh üy va do Van pheng 

Tinh lay quan 19, van hanh. Phan mm dirge thiet ke de girl, nhan va xir 19 van ban 
tren mang Internet va duct phan quyen cu the cho timg d6i tugng sir dung tucmg 
(mg v6i chat trach, nhiem vu dirge giao. 

Cac ca quan, don vi có trach nhiem S ttrphat tri'en (may tinh, cdc that 
bi phy trg khoic de dam bao vi0c van hank phiin thuong xuyen sir dung pilaff 
mm a tac nghiep trong Ca quan, dun vi minh; bao dam an toan thong tin mang; 
bao dam khai thac hieu qua tai nguyen mang, g6p phan nang cao chat lugng, hieu 
qua (mg dung clang nghe thong tin va day manh cal each hanh chinh trong cac ca 
quan, dun vi. 

Chtrcrng II 

QUAN Lit, VAN HANK KHAI THAC, SITY DUNG PHAN MEM 

Dieu 6. Quan 1ST phan mem 

T6 chirc, cá nhan ,sir dung phan mem chiu trach nhiem v thiet bi, tai 
khoan clang nhap va mat khau dirge giao quan 19, sir dung;. n0i dung thong tin cung 
cap, khai thac, trao dM, km trit tit mang; bao ve bi mat cfla Wang \fa Nha nu6c 
theo quy dinh. 

Thu truong cac co quan, don vi quan 19 chat che ngued sir dung, thiet bi, 
ca so dit lieu, phan mm (mg dung; chiu trach nhiem ve n'Oi dung thong tin va bao 
mat thong tin cung -cap, trao doi, hitt tnt tren mang; dinh kiern tra, danh gia 
clang tac quan 19, van hanh, khai thác, sir dung. 

Dieu 7. Nra'n hanh, khai thác, sir dung phAn mem 

1. Thang nhat sir dung phan mm IDOC dugc cal dat, van hanh yen he 
th6ng may chii ket n& Internet dat tai Trung tam tich hop dit lieu cUa Tinh 
dia chi truy cap la http://vanban.lamdong.des.im  de giri, than va xi( 19 tep tin 
din tir cac ding van, tai lieu co nOi dung khong mat glib cac ca quan, don vi tren 
dia ban huyen. Nghiem cam khong duce girl tren phan mm cac van ban c6 nOl 
dung thuOc dO "Mat", "Toi mat", "Tuyet mat". 
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NJ veri cac van bin chi gOi tep tin din tit, khong girl van bin gray, Van 
dm co quan, don vi phai kiem tra tinh hop thire caa van ban, My so va (tang ky 
cong van den tren may tinh, sau do chuyen tep tin din tü do cho cac &Ong chi lanh 
clao,.ehuyen vien d xam19 qua man may tinh. 

IChi Van thu kiem tra tep tin din tcr giri den kitting hop thOc theo quy clinh 
thi de nghi co quan, don vi gài tep tin do b6 sung hoc gin lai bang van bin giay. 
Cac van ban giii

.qua duamg mang, CO quan, don vi phat hanh phai k9 ten, dong dau 
va km01 ban goc tai co quan, don vi minh, dong theist phat cap nhat vao co so dry 
lieu de quan 19, khai 

Trong truamg hop c6 skr Co v k9 thuat, khong gin duot van ban qua 
mang, cac camuan, don vi girl van ban theo clueing truyen theing (btru din); (long 
that bao Co bang van bin cho Van phong Huyen ay hoac cac co quan lien quan 
biet d ph6i hop khac phvc stir c6, dam bio mang hoat Ong thong su6t. 

Dieu 8. Vic gill van ban cila Huy0 tiy, Ban Thuirng vy Huy0 ay vi 
Van phong Huy0 ay den tic ccrquan, don vi teen dia ban huyen. 

1. Tat Ca the van bin cat nOi dung khong thuOc dO "Mat", "TM mat", "Tuyet 
mat" deu dugc gui bang t'ep tin din dr den the ea quan, don vi tren phan m6 gat 
nhan va xer19 van bin tren mang Internet, kh6ng gui van bin giAy. 

. 2. Cac quyet dinh, chi thi, ding van chi dao, huarng dan lien quan den the do 
chinh skit, nhan str cu the; cac van ban ve kiem tra, giam sat (ca it ban czia ccic 
ban chi dgo) ca nOi dung khong thuOc dO "Mat", "TM mat", "Tuyet mat" thi gcri 
tep tin din dr, Ong thari gin van ban .giay. 

Dieu 9. Vic gill van ban ctia cac co' quan, dolt vi thu(ic huyOn den Ban 
Thirivng vy Huys0 tiy, Thtrirng trip fluy0 ay, Van pining HuyOt ay vi the 
Ban cilia Huy0 ay. 

I. Gin tep tin din dr, khong girl van ban giAy, bao gm: nghi quyet, quyet 
dinh, ket Juan, quy che, quy dinh, thong bao, bao cao, kE hoach, quy hoach, 
chutmg trinh, c6ng van va van bin trao d61 nghiep Vii CO nOi dung khong thuOc the 
dO "Mat", "TM mat", "Tuyet mat". 

2. Girl van ban giAy, Ichong gui tep tin din tu bao gm: tar trinh, cong van ve 
cac vAn d cy the an xin cho trucrng, 9 kin chi dao; cac van bin ye &Ong tic t6 
chat, can b0; cac van ban CO nOi dung thuOc cac d6 "Mat", "TM mat", "Tuyet 
mat". 

Dieu 10. Van ban ctia Huy0 tiy, cac Ban ctia Huy§n ay gill Tinh 
Thirst hien Quy dinh s6 13-QD/TU, ngay 24/4/2013 cila Ban Thuarng vy 

Tinh ay v viec gui, nhan, xir 19 van ban tren mang th6ng tin din rOng dlla Pang 
va h th6ng thu din tit gong vu ctia tinh. 
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Chuang III 

BAO vt co sd DU' LIEU 

Dieu 11: An tohn thong tin 

Cac t6 chfre, cá nhan khi tham gia quan 19, van hanh, cap nhat, ltru gilt, trao 
dOi, khai tilde thong tin, du lieu tren phAn mm IDOC phai tuan thñ cac quy dinh 
cua Dang, Nha nuerc va cac you cau sau: 

, 1. Khong dua tai li'eu, van ban, thong tin cónOi dung thuOc cac dO "Mot", 
"Toi mat", "Tuyet mat" va cac tai lieu, van ban, thong tin chi dao mang tinh chat 
nOi b0 cua Dang len phAn mm. • 

2. Cam truy cap trai phep vao cac he thOng
,  thong tin, cung cap, sao chep, 

Itru gilt, trao cloi cac cla lieu Ich.ong
, thuOc tham quyen; khong duqc tit 10 thOng sO, 

tai lieu kjr thuat ve mang, phAn mm; phai có trach nhiem quan 19, bao vO hi mat 
tai khoan, mat khau, thiet bi km gift an toan. 

, 3. Cam sir dung phin mm IDOC d Ian trust& phat tan cac thOng tin nhAm 
chong pha the chtz truang, &Ong loi, chinh sach, phap luat cGa Dang va Nha nuac, 
My nhiem vi rut, gun thu rac,... 

Vic khai thac cac van ban, tai lie'u, thong tin khong clang theo chat nang, 
nhiem vu dugc phan cong phai duct sr cho pile]) dm Thu truang ca quan, don vi 
va sty thing 9 dm Lanh dao VAn phong Huyen 

Dieu 12. An toan he thong 

, Ha tAng k9 thuat phai tuan th6 cac tieu chuan thuat, cOng nghe tieu chuan 
Quoc gia va Ott& to; phai clugc xay dung, -quan 19, van hanh, duy tri hoat dOng, 
clap ling cac you ca'u an toan, bao mat theo quy dinh cUa phap 1114 va cUa Dang. 

Dieu 13. Sao kru, bao ve cla lieu 

D6i \raj thong tin, dit lieu frng dung, thong tin he thang, thong tin ngueri 
ding phai duce thkrc,hien: sao km dinh kSr; dilt lieu sao km phai clugc quan 19, bao 
ve clOc lap \Jai he thong hien hanh; dinh Icy kiem tra k& qua sao ltru, bao ve, khoi 
phuc dir liOu.. 

Sir dung Mat ma de bao dam an toan, bao mat cla lieu trong km trit va giao 
dich theo quy dinh cüa Ding Nha ntroc. 

Cac thiet bi luu gilt, cla lieu phai duge quan 19 va tiêu hay theo quy dinh. 

Dieu 14. Phat hien, diet vi rot, ma dOc hai 

Cac may tinh de ban, laptop, smart phone, sir dung phAn mm IDOC phai 
bao dam: 



I. Tat ca cac may dugc cai phan mm *diet vi rat, ma d'ac hal. Nhang may 
khi pith hien c6 vi rat, ma dee hat phai dugc co lap; phai diet vi rat, ma doe hai va 
kiem tra truck khi dua vao sir dung. 

2. Phan mm diet vi rat, ma dOc hai duqc cap that thuerng xuyen, kip then 
cac ban %Id thi, cac mu vi rat mei, ma dac hal mei. 

, 3. Chet dOng kiem tra, phat hien, kip theri va 16i phan mm he tilting vA phAn 
mm ang dung. 

Dieu 15. Khic phgc sv e6 may Huh, mang may tinh, phan mm 

Cac ea quan, dan vi thkrc hien t6t nhatig noi dung sau: 

Xay thing quy trinh, phan cong trach nhiem, phi hgp khac phvc sir ca, 
bao dam ski co dugc kit phgc trong theti gian ngan nhAt, giam thieu tai da kha 
nang lap lai ski co. 

Bao cart kip uteri vei van phong Ruyan üy khi c6 ski c6 vA kat qua IchAc 
phvc ski c6; nu can thiat de nghi van phong Huyen ay yá van pile:mg Tirth ay tham 
gia khac phgc skr ca. Qua trinh xcr 1Y, kat qua khac phvc sv e6 phai dugc xac nhan 
bang bran ban dm cac ben tham gia theo tham quyen. 

Chuang IV 

TO CHliC THI,Jt HItN 

Dieu 16. Trach nhiem cüa cac co quan, don vi 

, 1. Cac ccr quan, clan vi chuAn bi cac diau kien va ha tang ky thuat; clang theri, 
khuyen khich can b0, cong chac, vien chat ctia cac ca quan, don vi sa dung 
laptop, smart phone cá nhan sir dung phAn mm IDOC nham dam bao cho viec 
nhan va xa 15,  van ban ten phAn mm duqc chinh xac, thong suat, an toan, kip Uteri 
va &mg quy dinh. 

2. Van phi:mg Huyen ay c6 trach nhiem theo dôi, kiam tra viec thkrc hien quy 
dinh nay. Trail ccr ser tinh hinh thkrc te, da xuat Thlrerng trkrc Huyen ay, Ban 
Tilt:Ong vu Huyen ay ba sung, saa'doi cho phà hOp vdri ski phat trian cong nghe 
thong tin va viec (mg dung ceng nghe thong tin tren dia ban huyen. 

Dieu 17. Trach nhiem cüa ca nhan 

Tha twang cac ccr quan, don vi chiu trach nhiem truec Ban Throng vki 
Huyen ay va kat qua trian khai áp dyng phAn mm va viec dam bao dua thong tin 
len mang theo quy dinh. 

Can b0, cong chat, vien chat trong ca quan, don vi sa dung phAn mam 
IDOC c6 trach nhiem thvc hien nghiem tac quy dinh. Moi vi pham, tay theo mirc 
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- Van phong Tinh ay, 
- Thuerng trkre Huyen ay, 
- TT HDND va UBND huyen, 
- Cac Ban dm Huyen ay, 
- Uy ban MTTQ va cac doan the huyen, 
- Cac TCCS Bang, 
- Thanh vien Ban Bien tap, 
- Luu VPHU. 

Nui nhan: TM BAN THU'ONG \TV 
PHO 13i THU 

do, au bi xem xet, xir I kj,  luat hoc truy cCru trach nhiem theo quy dinh cUa phap 
luat. 

Elieu 18. Dieu khoan thi hanh 

Quy dinh nay c6 hieu lye k tir ngay 

Trong qua trinh trien khai thuc hien net' c6 vuong mac hoac chua ro, cac 
co quan, don vi trao doi true tie!) veri Van phong Huyen üy de phoi hop giai quyet 
hoe bao cao bang van ban cho Thu&rig truc Huyen tay, Ban Thuerng vu Huyen ity 
xem xet guy& dinh..4 
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