UBND TINH BINH DUGNG CONG HOA XA HQI CHU NGHIA VIET NAM

SO KHOA HQOC VA CONG NGHE Déc 1ap - Tw do - Hanh phic
86:4.5 /QD-SKHCN Binh Duong, ngayutthang® nim 2019
QUYET PINH

Quy ché sir dung chir ky s trén viin ban dién tir ciia S& Khoa hoc va Cong nghé

GIAM POC SO KHOA HQOC VA CONG NGHE

Cin ctr Nghi dinh sé 64/2007/ND-CP ngay 10/4/2007 ciia Chinh pha vé ung
dung cong ngh¢ thdong tin trong hoat ddng clia co quan nha nudc;

Céan ct Thong tu s6 01/2019/TT-BNV ngay 24/01/2019 cia Bo Noi vu Quy dinh
quy trinh trao déi, Iuu trir, xt Iy tai lidu dién t trong cOng tac van thu, cac chirc ning
co ban cua H¢ thdng quan Iy tai liéu dién tir trong qud trinh xr Iy cong viéc cua cac co
quan, td chirc;

Cén cur Quyet dinh sb 12/2017/QD-UBND, ngay 05/6/2017 cua Uy ban nhéan dan
tinh Binh Duong vé viéc ban hanh quéan ly va st dung chimg thu s chuyén dung trong
co quan nha nudce tinh Binh Duong;

Cian ct Quyét dinh s6 51/2015/QD-UBND, ngay 10/11/2015 cua Uy ban nhan
dan tinh Binh Duong vé chtrc nang, nhiém vu, quyén han va co cdu td chtc clia S&
Khoa hoc va Cong ngh¢ tinh Binh Duong;

Xét dé nghi ciia Chanh Vian phong,
QUYET PINH:

Piéu 1. Ban hanh kém theo quyét dinh nay Quy ché st dung chir ky sb trén van
ban dién tr ctia S& Khoa hoc va Céng nghé.

Picu 2. Quyét dinh nay c6 hidu luc ké tir ngay ky.

Piéu 3. Chanh Vin phong, tha truéng cac phong, don vi va ca nhén c6 lién quan
chiu trach nhiém thi hanh quyét dinh nay./.

Noinhgn:
-NhuDiéu3;
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UBND TIiNH BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM _
SO KHOA HQC VA CONG NGHE Péoc lap - Tw do - Hanh phic

QUY CHE
St dung chir ky s6 trén viin bin dién tir cia S6' Khoa hoc va Cong nghé
(Ban hanh kém theo Quyét dinh $6: 4&/QD SKHCN ngay.20thang 3 nam 2019
ciia Gidm déc S¢ Khoa hoc va Céng nghé)

N Chwong 1
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va d6i twong 4p dung

Quy ché nay quy dinh viéc quan ly va su dung chir ky s0, ching thu s6 chuyén
dung (sau ddy goi chung la chit ky so, chirng thu s0) ciia Ban Giam ddc So, lanh dao
cac phong, don vi truc thudc S& Khoa hoc va Cong nghé.

Diéu 2. Giai thich tir ngi

Trong quy ché ndy, cac tlr ngt duéi day dugce hiéu nhu sau:

1. “Ching thu s”’ la mdt dang ching thu dién tir do t6 chirc cung cdp dich vu
chimg thuc chit ky sb cép.

2. “Chir ky s6” 1a mot dang chir ky dién tu dugc tao ra bing su bién dbi mot
thong di€p dit liéu st dung hé théng mat ma khong déi ximng.

3. “Ky s6” 1a viéc dua khoa bi mat vao mdt chuong trinh phan mém dé tu dong
tao va gan chit ky so vao thong digp dir lidu.

4, “Ihéng dién dit liéu” 1a thong tin duoc tao ra, duge giri di, dugc nhén va dugc
luu trlt bang phuong tién dién tur.

5. “Nguoi ky” 1a thué bao dung ding khod bi mét cua minh dé ky sb vao mot
théng diép dir liéu tén clia minh.

6. “Vin ban di¢n tv”: 12 van ban thé hién dudi dang thong diép dir liéu (theo dinh

nghia cua Nghi dinh s6 64/2007/ND-CP ngay 10/4/2007 ctia Chinh phu vé ung dung
cong nghé thong tin trong hoat dong ctia co quan nha nudce).

7. “Ngudi ¢é thim quyen ky s67: 12 ngudi ¢6 thim quyén quan ly va st dung
khoa bi mat ciia co quan, to chirc dé ky.

. Chwong 11 )
SU DUNG CHUNG THU SO
Piéu 3. Cip méi, gia han, thay d6i ndi dung chirng thw sb

Viéc cdp méi, gia han, thay ddi noi dung chimg thu s6 thuc hién theo Quyet dinh
56 12/2017/Qb-UBND ngay 05/6/2017 cua Uy ban nhén dan tinh Binh Duong vé viéc
ban hanh quy ché quan Iy va st dung chimg thu sb chuyén ding trong cdc co quan nha
nudc tinh Binh Duong.

Didu 4. Chir ky s trén viin ban dién tir



1. Nhitng loai van ban sau day dugc sit dung ching thu s6 dé ky sb:

- Vin ban chinh thirc do co quan nha nudc phat hanh: Van ban quy pham phap
luat, van ban hanh chinh thong thuong.

- C4ac van ban ndi bg cua mdt co quan.

- Céc van ban khac gitra cac don vi giri/nhén trong cung hodc khong cing mot co
quan: bao céo, ho so ding ky, cung cap thong tin ca nhén.

Khong ap dung chir ky s6 ddi véi cac vin ban mat va cac van ban dugc quy dinh
tai Pidu 1 Luat Giao dich dién ti: Gidy ching nhan quyen sir dung dat, quyen s& hitu
nha va cac bét dong san khac, van ban vé thira ké, gidy dang ky két hon, quyét dinh ly
hon, gidy khai sinh, gidy khai ttr, hdi phiéu va cac gidy to c6 gia tri khéc.

2. Tt ca van ban di phai c6 01 ban gidy gbc (ky tay va déng déu) dé luu trit theo
dung quy dinh Luét Luu tr{.

3. Chir ky s6 cua cac chic danh, ngudi c6 tham quyén theo quy dinh ciia phép
ludt vé quan ly va st dung con dau chi dugc st dung d€ thuc hién cic giao dich theo
chirc danh cda ngudi do.

4. Vige ky thay, ky thira 1énh theo quy dinh coa phap luat thye hién bai ngudi ¢
tham quyén va ngudi ky thay, ky thira 1énh str dung chit ky s6 cua minh dé ky.

5. Chir ky sb thé hién con d4u cia co quan, t6 chirc phai duge chimg thuc va chi
dugc sir dung d€ thyc hién cdc giao dich theo ding quy dinh vé quan ly va st dung
con dau.

6. Trudng hop van ban cin nhiéu chit ky sé:
a) Str dung nhiéu chit ky sb, co phat hanh vin bén:

Khi loai van ban can nhiéu chir ky thi chit ky sé cta ca nhan duge thyc hién
trude, chir ky sd ciia co quan, to chirc phat hanh vin ban duge thuc hién sau. Truge khi
phat hanh vén ban, Vén thu c6 trach nhiém kiém tra, x4c thuc tinh dung din, hop 18
cta timg chir ky sb.

b) Sir dung nhiéu chit ky s6, khong phat hanh van ban:

Khi can xéc thuc ndi dung van ban trong qua trinh trao ddi tai liéu hodc xur ly
cong viéc nhung khong can phai phat hanh vin bén thi ¢6 thé sir dung nhiéu chit ky s6
loai cuia ca nhan dé ky trén van ban dé.

Piéu 5. Thong tin hién thi chir ky sb
Mau chit ky sé bao gdbm 2 phan: Hinh anh va thong tin
1. Chit ky sé co quan, td chic bao gom:

Hinh anh: D4u cua co quan, td chirc s6 hoa vin ban, mau do, kich thude béng
kich thudc thuc té cua dau, dinh dang Portable Netvvork Graphics (.png).

Tén co quan, t6 chire, thoi gian ky (ngay, thang, nam; gio, phut, gidy; mui gio
Viét Nam theo Ti€u chuan ISO 8601).

Email: Dia chi thu c6ng vu tinh Binh Duong cua co quan, td chirc;
2. Chit ky sb ciia nguoi ¢6 thim quyén ciia co quan td chiic bao gbm:
Vi tri: tai vi tri cia ngudi c6 thdm quyén ky ban hanh vin ban trén vin ban gidy.
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Hinh &nh: chit ky ciia ngudi c6 thdm quyén trén van béan gidy, mau xanh, dinh
dang (.png).

3. Chir ky s cta cong chire, vién chiic bao gdm:

Nhian (ky béi): Ho, tén nguoi ky; Chire danh (néu co);

Email: Dija chi thu cong vu tinh Binh Duong cua nguoi ky; Tén co quan, t6 chirc;

Thoi gian ky; Hién thi thoi gian ky theo xac thuc tir May chu cép dau thoi gian
ctia hé théng Chung thuc do Cuc Ching thuc sb va Bao mat thong tin cung cap.

Diéu 6. Vi tri ky sb

1. Dbi v6i Vin ban dén:

Vi tri ky s6 cta co quan, td chirc: La vi tri bén phai, trén cing trang thir nhét cla
van ban.

2. Déi v6i Vian ban di:

a) Chir ky s6 ctia ngudi co tham quyén ky ban hanh vin ban:

Vit tai vi tri ky cia ngudi c6 thAm quyén ky ban hanh vin béan trén van ban

gidy.

Hinh anh: chit ky cta ngudi ¢6 thim quyén trén vén ban gidy, mau xanh, dinh
dang (.png).

b) Chir ky s ciia co quan, t6 chirc ban hanh vin ban

Vi tri: trum 1én khoang 1/3 chit ky cia ngudi c6 thAm quyén vé phia bén trai

Hinh anh: d,éu cua €O quan, td chirc ban hanh vin ban, mau dé, kich thuéc bffmg
kich thudc thuc t€ cua dau, dinh dang (.png);

Théng tin: Tén co quan, t6 chuec, thoi gian 'ky (ngay, thang, nam; gio, phut, gidy;
mui gio Viét Nam theo Tiéu chuan ISO 8601).

Pidu 7. Quy trinh ky sb

Sir dung chimg thu s co quan dé phat hanh vin ban:

Buéce 1: BC) Rhefm dugc giao soan thao vén ban thuc hién theo chi dao cuia lanh
dao s& trén phan mém quan ly van ban hién hanh.

Luu y: Kiém tra vin ban gidy truéc khi trinh ky ban hanh

- Nguoi dimg dau don vi (hodc bd phén) chi tri soan thao van béan phai kiém tra

hinh thtrc vin ban va chiu trach nhiém chinh vé ndi dung véan ban, ky nhay/tit vao cubi
n6i dung vin ban (sau déu ./.), truéc khi trinh 1anh dao S& ky ban hanh.

- Chanh Van phong gitp Gidm ddc S& kiém tra 1an cudi va chiu trach nhiém vé
thé thire, ky thuat trinh bay, thii tuc ban hanh van ban cda S& va phai ky nhay/tit vao vi
tri cubi cling & “Noi nhan”.

Budce 2: Khi dd ¢6 van ban gidy duoc ky duyét (ky tay) b&i 1anh dao s¢, Van thu
cho sb van ban, ngdy thang nam vao vin ban giay da duoc ky duyét, dong déu, _phat
hanh vin ban gify va luu trit theo quy dinh. Déng thoi Van thu lay van ban gidy da
duge ky duyét (c6 sb hiéu, ngay thang ndm) chuyén vin ban gidy (scan) sang dinh
dang .pdf va thuc hién ky sb co quan trén vin ban.
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Budce 4: Vin thu thyc hién phat hanh van ban. Thong qua Phén mém quan Iy van
ban lién thong hodc hop thu dién tr cong vu cua co quan (@binhduong.gov.vn).

Dioéu 8. Quén ly va sit dung thiét bi lru khoa bi mit va chitng thw s6 ciia co
quan, to chirc trong cong tac vian thw .

1. Viéc quan ly va st dung thiét bi luu khoa bi mét va ching thu sé cia co quan,
td chuc trong cong tac vin thu dugce thyc hién theo quy dinh tai Thong tu s6 41
/2017/TT-BTTTT ngay 19 thang 12 ndm 2017 cua Bo truong Bo Thong tin va Truyén
théng quy dinh st dung chir ky sd cho van ban dién tir trong co quan nha nudc.

o2 Thiét bi luu khéa bi mat va chung thu sb clia co' quan, t6 chirc phai duge giao

bang van ban cho vin thu co quan quan ly va truc ti€p su dung.

3. Vin thu co quan ¢6 trach nhiém

a) Khong giao thiét bi luu khéa bi mat va chimg thu s6 ciia co quan, td chirc cho
nguoi khac khi chua dugce phép bang vin ban clia ngudi c6 thim quyén.

b) Phai truc tiép ky s cua co quan, t6 chirc vao vin ban do co quan, tb chirc
hanh.

b
=
z
>

¢) Chi dugc ky sb clia co quan, td chic vao véan ban do co quan, t6 chic b
hanh sau khi da c6 chir ky sb cia ngudi c6 thim quyén va vin ban do co quan, t6 c
truc tiép sé hoa.

~ ChwongIII
TO CHUC THUC HIEN

Piéu 9. T6 chirc thye hién

Lanh dao phong, don vi truc thudc S& c6 trach nhiém phé bién, quan triét dén
toan thé cong chire, vién chirc va nguoi lao dong trong don vi dé thuc hién cac quy
dinh tai Quy ché nay.

Trong qua trinh thuc hién Quy ché nay, neu c6 vudng mic, kho khin, cac phong,
don vi phan dnh klp thdi vé& Vin phong dé tong hop béo cdo Giam dbc S& xem xét,
quyét dinh sira doi, bd sung cho phil hop./.
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