BO GIAO THONG VAN TAI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PH HANG HAI VIET NAM Poc lap - Tw do - Hanh phic
S6: /030 /QD-PHHHVN Hdi Phong, ngay 30 thdng 5 nam 2024
QUYET PINH

Vé viéc ban hanh bo sung Phu luc Quy dinh vé Sir dung hé théng quéin ly vian
ban va cong viée ndi bo VMU eOffice (Phu luc VII) cho Quy ché cong tic vin
thw, Ivu trir cua Truwong Pai hoc Hang hai Viét Nam
ban hanh ngay 30/12/2015

HIEU TRUONG TRUONG PAI HOC HANG HAI VIET NAM

Can cit Quyét dinh s6 1756/0P-HDT ngay 02/10/2020 cua Hoi dong
truong Truong Pai hoc Hang hai Viét Nam vé viéc ban hanh Quy ché Té chirc
va hoat dong cua Truong Dai hoc Hang hai Viét Nam,

Cdn cit Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cia Chinh phii vé
cong tac van thu;

Cdn cur Nghi dinh sg" 99/2016/ND-CP ngay 01/7/2016 ciia Chinh phi vé
quan ly va su dung con dau;

Can cu Thong tu s6 04/2013/TT-BNV ngay 16/4/2013 cia Bé truong B¢
noi vu huong dan xdy dung Quy ché cong tdc vin th, lwu tri ciia cde co quan,
16 chike;

Cdn cit Nghi dinh s6 ' 702/0D-VPCP ngay 15/9/2020 cua Van phong Chinh
phit ban hanh Quy ché mdu vé tiép nhdn, xit Iy, phdt hanh va qudn 1y vén ban tai
B9, co quan ngang Bé, co quan thuéc Chinh phu;

Cén cit Quyét dinh s6 2116/0P-BGTVT ngay 10/11/2020 cia B$ trucng
B¢ Giao théng van tai ban hanh Quy ché cong tac van thu cua Bo Giao théng
van tai;

Can cit Quyét dinh s6 3698/QD-PHHH VN-HC-TH ngay 30/12/2015 cua
Hiéu truong Truong Dai hoc Hang hai Viét Nam vé viéc ban hanh Quy ché céng
tac van thu, luu triv cua Truong Dai hoc Hang hai Viét Nam;

Theo dé nghi ciia Truong phong T6 chikc - Hanh chinh.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Phu luc Quy dinh vé St dung
hé théng quan ly van ban va cong viéc noi b6 VMU eOffice (Phu luc VII) b6
sung cho Quy ché cong tac vén thu, luu trit cia Truong Pai hoc Hang hai Viét



Nam (ban hanh kém theo Quyét dinh sé 3698/QP-PHHHVN-HC-TH ngay
30/12/2015 cua Hiéu truong Truong DPai hoc Hang hai Viét Nam).

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay 01/6/2024.

Piéu 3. Trudng phong Té chic - Hanh chinh, Thu trudng cac don vi
thugc Truong Dai hoc Hang hai Viét Nam va ca nhén co6 lién quan chiu trach
nhiém thi hanh Quyét dinh nay./. ,2-

Noi nhén:
- Nhu Diéu 3;
- Luu: VT, TCHC.

HIEU TRUONG



Phu luc VII
QUY PINH VE SU DUNG HE THONG QUAN LY VAN BAN
VA CONG VIEC NOI BQ VMU e¢OFFICE
(Kem theo Quyét dinh s6 /{OBO/QD~BHHH VN ngay 30 thing 5 nam 2024
cua Hiéu trieong Triwong Dai hoc Hang hai Viét Nam)

I. QUY PINH CHUNG

1. Pham vi diéu chinh va ddi twong 4p dung

a) Phu luc nay quy dinh v& quan 1y va sir dung chit ky sb, ching thu sd, thiét bi luu
khoéa bi mét cia Truong Pai hoc Hang hai Viét Nam (DPHHHVN).

b) Phu luc nay khéng quy dinh viéc sir dung chit ky s, chimg thu s6 cho van ban
dién tir chira thong tin thudc danh muc bi mét nha nudc.

¢) béi twong ap dung

Phu lyc nay ap dung dbi véi td chire, don vi, cd nhan thudc, truc thudc Truong
PHHHVN, td chire, don vi, ¢4 nhan c6 lién quan dén viée quan 1y van ban dén; soan thao,
trinh ky va ban hanh vén ban; quan ly vén ban di; sao van ban, 1ép hd so cong viée, ndp luu
ho so cong viée, quan ly va sir dung con déu, thiét bi luu khoa bi mat cia Trudong
DHHHVN.

2. Giai thich tir ngir
Trong Phu luc ndy, nhitng tir ngir dudi diy duoc hiéu nhu sau:

a) “Vin ban” 14 thong tin thanh van dwgc truyén dat bang ngdn ngir hodc ky hiéu,
hinh thanh trong hoat déng cta cac don vi va dugc trinh bay ding thé thire, ky thudt theo
quy dinh.

b) “Van ban dién ti” 1a van ban dugc ky sd boi ngudi ¢ thdm quyén hodc van ban
gidy dugc ky truc tiép, thuc hi¢n s6 hoa va ky s0 Truong PHHHVN theo quy dinh cta phéap
ludt c6 gia tri phap ly nhu ban gbc vin ban gidy.

c) H¢ thong quan ly van ban dién tir (Hé théng VMU eOffice): 1a tng dung cong
nghé thong tin dé chi dao diéu hanh, quan 1y vén ban, tao 1ap hd so cdng vi€e va tao ra co so
dir liéu dién tir trao d6i va xir ly van ban qua mdi trudng mang bao gom tiép nhan, quan ly
van ban dén; tién trinh x 1y, ky s6, phat hanh vin ban di, van ban ndi bd; quan 1y, luu trit
ho so cong viéc; quan ly phong hop va bao céo thong ké.

7 d) Giri, nhén van ban dién tu: la vi€e sir dung giai phap, thiét bi cong nghé thong tin
dé gtri, nhan van ban di¢n tir qua H¢ thong VMU eOffice.

@) "Chi ky s&" 1a mot dang chir ky dién tir dugce tao ra bang su bién ddi mot théng
diép dir liéu st dung hé thong mat ma khong doi xing, theo do, nguodi cé duge thong digp
dir liéu ban dau va khda cdng khai ctia ngudi ky c6 thé xac dinh dugc chinh xac:

- Viéc bién ddi néu trén dugce tao ra béng ding khoéa bi mit tuong ung véi khda cdng
khai trong cung mét cép khoa;
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- Su toan ven ndi dung cua thong digp dir ligu ké tir khi thuc hién viéc bién ddi néu
trén.

¢) Chir ky s6 ndi b 1a chit ky sé do Truong PHHHVN cung cép dich vu chirng thue
chit ky s6 noi bd st dung cho ca nhan thudc Truong, ding ky so cic van ban ndi bo cia
Trudng véi thong tin chimg thu gbe nhu sau:

Tén chung thu: VMU Root CA
T chire cap: Trudng Dai hoc Hang hai Viét Nam

S chimg nhan (Serial): 37 C9 4E EB A8 97 E6 08 05 B9 C5 D9 0A 09 B8 D8 4E
CD 29 CF

Ngay cdp: 11/03/2024
Ngay hét han: 11/03/2124

g) “Chung thu sb to chire” la mot dang chimg thu dién tir do td chirc cung cép dich
vu chimg thue chir ky s6 cdp nham cung cép thong tin dinh danh cho khoa cong khai cua
mdt co quan, t chirc tir d6 x4c nhan co quan, t6 chire 13 ngudi ky chi ky sb bang viéc sir
dung khoé bi mat tuong Gng.

h) “Ching thu so ca nhan” la mot dang chimg thu dién ti do t chirc cung cép dich
vu chimg thuc chit ky s6 nham cung cap thong tin dinh danh cho khod cong khai ctia mot cd
nhan, tir 46 xdc nhén c4 nhin 13 ngudi ky chit ky sb bang viée sir dung khoa bi mét tuong
ung.

i) "Thiét bj lwu khoa bi mat" 14 thiét bj vat Iy chira khoa bi mat va chimng thu sb.

- k) “Ky sé” la viéc dua khoa bi mat vao mét chuong trinh phé"m mém dé tu dong tao
va gan chit ky s vao thong diép dir licu.
II. SU DUNG HE THONG QUAN LY VAN BAN VA CONG VIEC NOI BO
VMU eOFFICE

1. Trach nhiém cua ca nhan

a) Str dung Hé théng VMU eOffice theo tai khoan dwgc cdp dé thuc hién chirc ning,
nhiém vu dugc phan cong theo quy dinh.

b) Thuc hién trinh ty xt ly cong vi¢c theo diing quy trinh nghi€p vu.

c)Lap hd so cong viéc trén Hé théng VMU eOffice dung quy dinh.

d) Bao mat tai khoan dugc cép, truong hop bi mét mét khéu tai khoan phai bao ngay
cho ngudi quan tri Hé thong (Phong To chirc — Hanh chinh, sau day v1et tat 1a Phong TC-
HC, Trung tam Ung dung va phiét trién Cong nghé théng tin, sau ddy viét tit 1a Trung tAm
CITAD) dé khic phuc kip thoi.

d) Ngudi dugc cép ching thu s6 phai dam bao bao mat chimg thw s6 da dugce cdp va
ban giao lai cho co quan khi chuyén cong tac, nghi viéc.

e) Céc c4 nhan tao chit ky mau theo quy dinh va tai 1én Hé théng eSign dé duoc phé
duyét.



2. Trach nhiém cua Trudng don vi

a) Chiu trach nhiém trude Hi¢u trudng vé viée sit dung Hé théng VMU eOffice; chi
dao, kiém tra, giam sat, don dbc cac ca nhan thudc don vi stt dung Hé thong VMU eOffice
trong xur ly cong viéc hang ngay.

b) Tiép nhan, chi dao va phan coéng xir ly vin ban truc tiép trén Hé théng VMU
eOffice.

¢) Phan quyén hodc ay quyén xi 1y cdc vin ban dén don vi qua Hé théng VMU
eOffice.

d) Dang ky phong hop qua Hé théng VMU eOffice.

d) Cap nhat danh sach ngudi sir dung ctia don vi, gui Phong TC-HC dé duge cp bd
sung tai khoan sir dung Hé thong VMU eOffice (khi cén thiét).

e) Ctr can b tham du céc khoa tap huén, huéng dan quan ly va sir dung Hé théng
VMU eOffice.

3. Trach nhiém cta Giam ddc Trung tim CITAD

Ngoai trach nhiém ctia Truéng don vi, Giam déc Trung tdim CITAD trong pham vi
quyén han dugc giao ¢6 trach nhiém chi dao thuc hién:

a) Vén hanh va quan tri H¢ thong VMU eOffice dam bao cac chirc ning co ban cua
Hé théng trong qua trinh xir ly cdng viéc.

b) Duy tri H¢ thong VMU eOffice hoat dong thudng xuyén, thdng sudt; thong bao
kip thoi cho cac don vi khi Hé thdng gip su ¢b va két qua khic phuc su cd.

¢) Pam bdo an toan co s& dit lidu, an toan an ninh théng tin cho Hé théng VMU
eOffice.

4. Trach nhiém cia Truong Phong TC-HC

Ngoai trach nhiém ctia Trudng don vi, Truéng Phong TC-HC trong pham vi quyén
han dugc giao co trach nhiém chi dao thyuc hién:

a) Cung cip tai khoan, phan quyén cho ngudi sir dung Hé théng VMU eOffice.

b) Hudng dan, hd tro, kiém tra, giam sat, don dbe viéc quan ly, sir dung H¢ théng E-
Office.

¢) Lam dau médi quéan 1y chir ky mau, bao mat an toan tuygt dbi cac chir ky mAu, thyuc
hién x6a hodc duyét chir ky mau vao Hé thong VMU eOffice theo dung trinh tu quy dinh
(viée thay ddi chit ky mau cua ca nhén phai do chinh ngudi ¢6 chir ky d€ nghi bang vén ban
va ty tai chit ky mau lén H¢ thong eSign).

d) Xt 1y tai khoan, chir ky s6 khi ca nhén thay dbi vi tri, chuyén céng tac, nghi lam
viéc.

5. Chir ky sé ctia nguoi ¢6 thim quyén ky ban hanh vin ban

a) Vi tri: tai vi tri ky ctia ngudi ¢6 thdm quyén ky ban hanh van ban nhu trén véan ban
gidy.

b) Hinh anh: nhu chit ky cta ngudi ¢6 thim quyén trén vin ban gidy, mau xanh, dinh
dang file anh (.png).
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_ ¢) Phong TC-HC la dau méi quan ly chit ky mau, dé xuit xéa hodc bd sung chir ky
mau vao Hé thong VMU eOffice theo ding trinh tu quy dinh.

d) Trung tdm CITAD chiu trach nhiém quan tri H¢ théng VMU eOffice, bao méit an
toan tuyét doi cac chir ky.

6. Chit ky sd cua co quan, td chirc ban hanh vin ban

a) Vi tri: nhu vi tri con déu trong ban gidy.

b) Hinh anh: déu’cﬁa co quan, to chtrc ban hanh van ban, mau do, kich thudc bang
kich thudce thuc té€ cua diu, dinh dang file anh (.png).

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

d) Céc yéu ciu vé ky thuét ddi voi phan mém ky sd, phan mém kiém tra chit ky sb
dugc thue hién theo quy dinh phap luét.

7. Quan ly va sir dung thiét bi luu khoa bi mat ctia Trudng

a) Viéc quan ly va sir dung thiét bi luu khoa bi mét cua Truong trong cdng tac van
thu duoc thgc hién theo quy dinh cia Nghi dinh s0 30/2020/ND-CP ngay 05/3/2020 cuia
Chinh phu vé c6ng tac vin thu va theo quy dinh cta phap lut.

b) Trudng Phong TC-HC chiu trach nhiém truée Hi€u trudng viée quan ly, s dung
cac thiét bi luu khoa bi mat cua Trudng.

¢) Thiét bi luu khoa bi mat ctia Truong duge giao bang van ban ciia Hiéu trudng cho
Van thu Trudng quan ly va sir dung. Vin thu Truong duoc giao st dung va bao quan thiét
bi Iuvu khoa bi mat, chiu trach nhiém trude Truong Phong TC-HC va trude quy dinh cua
phap luét v€ viéc quan ly va sir dung thiét bi luu khoa bi méat cua Truong.

d) Vin thu Trudng cé trach nhiém:

- Chiu trach nhiém quén ly, st dung, bao quan thiét bi luu khoa bi mét ctia Trudong
DHHHVN theo quy dinh cua phap luat;

- Khéng giao thiét bi Ivu khoa bi mat cia Trudng cho ngudi khic khi chua dugc
phép bang van ban cia nguodi co tham quyén;

- Phai truc tiép ky s6 vao cdc vin ban, tai liéu ctia Trudng ban hanh;

- Chi dugc ky s6 ciia Truong vao vin ban da 6 chit ky clia ngudi c6 tham quyén va
ban sao van ban do Trudng truc tiép thuc hién.

d) Thiét bi luu khéa bi mat ctia Truong dwoc sir dung dé ky s céc vén ban dién tir do
Trudng ban hanh, ban sao tir van ban gidy sang vin ban dién tu.

8. Gid tri phép 1y ctia van ban st dung chit ky sb

a) Vian ban st dung chit ky s& hop 18 c¢6 gia tri phap ly nhu vin ban ky truc tiép trén
gidy.

b) Trong truomg hop vin ban cin duoc dong du cta Truong thi yéu cau d6 dbi vdi
mot thong diép dit liéu duge xem la dép ing, ncu thong di¢p dix lidu dugce ky boi chir ky s6
cuia nguoi ¢6 tham quyen theo quy dinh cua phép luét ve quan ly, sir dung chir ky so duogc
dam bdo an toan theo quy dinh tai Di€u 9, Nghi dinh s6 130/2018/ND-CP ngay 27/9/2018
cia Chinh phu va céc stra doi bd sung, thay thé va huéng dan sau nay.
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9. Vin ban sir dung chit ky sb va khong st dung chi ky s6

a) Van ban khong bét budc ky truc tiép trén gidy thi yéu cau dugc ky bang chir ky sb
hoan toan, ¢6 chirc nang, gié tri nhu vén ban glay dugc phan phdi, luu trit trén HE thong
VMU eOffice, duge xudt ra dudi dang van ban gidy dé luu hanh khi can thiét.

b) Céc loai vin ban bit budc ky truc tiép trén ban gidy dwoc quy dinh chi tiét tai bang

sau:
TT Linh vue Tén loai viin ban va nhém ndi dung vin bin dé cip
Vin ban cdc cAp d0 | ;. . oa g a ; 5 A
1 i s NI Hxeoe Van ban tai liéu céc cap d§ mat theo quy dinh cia phap luét.
2 | Tai chinh ké toan Céc chimg tir thanh, quyét toan.
- Hop dong, thoa thuan ky két gitta Trudng, don vi véi cac
td chirc, c4 nhan.
Hop df‘)ng, - Bién ban ,thanh ly, Bién ban giao nhén va cgic loai Bién ban
., < khdc ky két gitra Truong, don vi vdi cac to chire, cd nhan
Thoa thuén, d by \ < - A
3 ) i trong va ngoai Trudong nham thyc hi¢n Hop dong.
Bién ban, -y A
iy i 5 - Gidy uy quyén.
ey iy quyen - Hop dong, Thoa thudn, Bién ban ky két giita cac don vi
thudc Trudng theo quy dinh cta phap luét cén phai thuc hién
bang ban gidy.
- Céc van ban, tai liéu thudc dién han ché cong bd theo y
kién chi dao ciia Lanh dao Truong, don vi va cac tai lidu,
4 | Tai liéu khac béo cdo bt budc bing ban gidy theo quy dinh cua phap lut.
- Céc van ban, tai liu ma hé théng ha ting k¥ thuét chua
dap ung duogc nhu cau ky so.

¢) Ty vao ndi dung van ban can luu trir hodc phat hanh ra bén ngoai cin c6 ban
gidy, don vi cht tri trinh ky ¢6 thé trinh ky vén ban gidy bd sung sau khi phat hanh van ban
dién tir thanh c6ng trén Hé théng VMU eOffice.

d) Can ctr ngudn géc hinh thanh, vén ban dién t&r dugc chia thanh cac dang sau:

- Dang 1: Vin ban dién tir duge tao ra truc tiép bang phan mém may tinh, duoc luu
duéi dang tép phi hop (ban mém);

- Dang 2: Van ban dién tir dugc tao ra tir van ban gidy (ban ctng) bing cach sé hoa
va ky s ciia co quan & phia trén goc phai trang dau ctia van ban.
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