UY BANNHANDAN  CONG HOA XA HQI CHU NGHIA VIET NAM
PHUONG DPUC PHO Poc 1ap - Tw do - Hanh phuc

Sé: 1966 /UBND-VHXH Pirc Pho, ngay 15 thang 10 nam 2026
V/v trién khai sir dung tai
khoan trén Hé thong quan 1y
van ban va diéu hanh
(iOffice) cho cac T6 dan phd
trén dia ban phuong

Kinh gtri:
- Van phong HDND va UBND phuong;
- Phong Van hoéa - Xa hoi phuong;
- To trudng céc t0 dan phd trén dia ban phuong.

‘Theo hudng dan cua S& Khoa hoc va Cong ngh¢ tinh Quang Ngdi tai Cong
Vefm 0 4990/SKHCN-BCVT&CDS ngay 29/9/2026 vé viéc phic dap Cong van
s0 1968/UBND-VX ngay 18/9/2026 cua UBND xd@ M¢ Duc; nham tang cuong
Ung dung cong ngh¢ thong tin, chuyen d6i so trong cong tac chi dao, diéu hanh
va bao dam viéc tiép nhan vin ban dén cac t6 dan phd duoc kip thoi, thong nhat,
UBND phuong Buc Phqo yéu cau cac co quan, ~don vi, T6 trudng cac t6 dan phd
trén dia ban phuong trién khai thuc hién mot s6 nd1 dung sau:

1. Van phong HDND va UBND phuwong

- Thye hién viéc gui cac van ban, thong tin can thiét dén cac t6 dan phd
thong qua HE thong quéan 1y van ban va di€u hanh (iOffice) theo chi dao cua
UBND phuong va quy dinh hién hanh.

- Theo ddi tinh hinh tiép nhan vin ban cua cac to dan phd; kip thoi phodi
hop v6i co quan chuyén mén va cac don vi lién quan xur Iy nhiing kho khan, vuéng
mac phat sinh trong qua trinh stir dung hé thong.

2. Phong Van héa - Xa hgi phuong

- Chu tri, phdi hop véi Vin phong HDND va UBND phuong va cac don vi
c6 lién quan hudng dan, theo doi vi€e trién khai sr dung Hé thong 10ffice tai cac
to dan pho.

- Tiép nhan, quan 1y danh sach tai khoan iOffice dugc Céflp cho cac to dan
pho trén dia ban phuong; thuc hién ban giao tai khoan, mat khau dang nhap cho
ding ngudi co trach nhi€ém quan 1y, str dung theo quy dinh.

- Hudng dan céc t6 dan phd dang nhép, quan ly va s dung tai khoan iOffice
duoc cip; bao dam tai khoan hoat dong 6n dinh, diing muc dich.

3.To treéng cac t0 dan pho trén dia ban phuong

- Tiép nhan tai khoan va mat khau iOffice do UBND phuong ban giao; thuc
hién dang nhap, ki€ém tra va sir dung tai khoan dugc cap theo hudng dan.
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- Phan cong nguoi co trach nhiém tryc tiép quan 1y, thudng xuyén kiém
tra tai khoan iOffice dé tiép nhan day du, kip thoi cac van ban do UBND phuong
gui dén.

- Khi nhan duoc van ban trén Hé théng 10ffice, c¢6 trach nhiém nghién ctru
ndi dung va to chirc trién khai thuc hién, thong tin, tuyén truyén dén Nhan dan
trén dia ban T6 dan phd theo yéu cau cia UBND phudng.

- Chu dong kiém tra hé théng, bao dam viéc tiép nhan van ban duoc thuc
hién thuong xuyén, khong dé xdy ra tinh trang bd so6t hodc cham ti€ép nhan van ban.

- Thyc hién nghiém viéc bado mat tai khoan, mat khau dang nhap; khong tu
¥ chia sé tai khoan, mat khau cho cd nhan khong c6 trach nhiém.

Luu y: Tai khoan ioffice cta cac T6 dan phd chi co6 quyén tiép nhén van
ban dén, khong co quyén khoi tao va phat hanh van ban di. Vi hién nay cap thon,
T6 dan phd khong c6 con diu to chirc va chit ky s6 dé dam bao viéc xur ly ho so
va phat hanh van ban trén méi truong mang (khi cdac Té dan phé thwe hién phat
hanh van ban di trén hé thong sé danh hwdng dén ty 1é ky sé vin ban cia dia
phuong va cua tinh).

Trong qua trinh thuc hién, néu phét sinh kho khan, vuéng méc, dé nghi cac
T6 dan phd kip thoi phan anh vé UBND phuong (qua ba Trdn Kim Nguyét, Phong
Vin héa - Xa hoi phiong; sé dién thoai: 0329437106) dé duoc hudng dan, xir 1y

UBND phuong Puc Phé yéu cau cac co quan, don vi, T trudng cac to dan
phd nghiém tic thuc hién./.

Noi nhén: KT. CHU TICH
- Nhu trén; ) [
- Thuong tryc Bang uy;

- Thudng tryc HDND phuong;

- CT, cac PCT UBND phuong;

- Cac co quan, don vi thugc UBND phuong;
- Van phong: Pho Chanh, CVVP;

- Luu: VT, VHXHyg,.

Hoang Hai
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