BAN CHAP HANH TRUNG UONG PANG CONG SAN VIET NAM

VAN PHONG . )
* Ha Noi, ngay 04 thang 6 nam 2021

S4 03-HD/VPTW

HUONG DAN
quan Iy va sir dung chir ky sé trong hoat ddng ciia cic co’ quan, to chirc dang

- Can ctr Luat Giao dich dién tir s6 51/2005/QH11, ngay 19/11/2005;
- Can cir Luat Cong nghé thong tin s6 67/2006/QH11, ngay 29/6/2006;
- Can ctr Luat Co yéu s6 05/2011/QH13, ngay 26/11/2011;

- Can ctr Quyét dinh s6 171-QD/TW, ngay 16/01/2019 ciia Bo Chinh tri
khoa XII vé chirc ning, nhiém vu, t6 chirc bd may ctia Van phong Trung
uvong Dang;

- Can ctt Quy dinh sé 269-Qb/TW, ngay 25/11/2014 cua Ban Bi thu
khoa X1 vé thuc hién giao dich dién tir trong hoat dong cua cac co quan dang;

- Can cit Quy dinh s6 217-QB/TW, ngay 02/01/2020 cua Ban Bi thu
khoa XII vé quy dinh guri, nhan van ban dién tir trén mang thong tin dién rong
cua Dang va trén mang Internet;

- Can ctr Nghi dinh s6 130/2018/ND-CP, ngay 27/9/2018 ctia Chinh phu
quy dinh chi tiét thi hanh Luat Giao dich dién tir vé chir ky s6 va dich vu ching
thuc chir ky sb:

- Can ctr Thong tu sd 185/2019/TT-BQP, ngay 04/12/2019 ctia B6 Qudc
phong hudng dan viéc cung cap, quan 1y, sir dung dich vu chimg thuc chir ky sd
chuyén dung Chinh phu,

Vin phong Trung wong Pang hudng din quan 1y, sit dung chit ky s trong
hoat dong cua cac co quan dang nhu sau:

I- HUONG DAN CHUNG
1. Muc dich, pham vi diéu chinh va ddi twong 4p dung

1.1. Muc dich: Thong nhat quy trinh quan 1y, st dung chir ky s, pht hop
v6i quy dinh lién quan cua Pang, Nha nudc, gop phan bao dam tinh phap 1y,
thac déy viéc su dung, trao ddi van ban dién tir, thuc hién cai cach thu tuc hanh
chinh trong Dang.
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1.2. Pham vi diéu chinh: Vin ban ndy huéng dan quy tac, quy trinh,
tham quyén, trach nhiém cua cac to chirc, ca nhan ddi véi viéc quan 1y, sir dung
chir ky s6 trong hoat dong ctia cic co quan, to chic dang; quy dinh sir dung chir
ky s6 trong mot s6 hoat dong nghiép vu van thu, luu trit cta cac co quan, to
chtc dang. Viéc sir dung chir ky sb trong cac hé théng thong tin chuyén nganh
duoc cu thé hod tai quy dinh quan 1y, van hanh cta timg hé théng.

1.3. Péi twong dp dung: T6 chic va ca nhan trong cic co quan, to chirc
dang duogc cap quyeén stir dung chir ky so.

2. Giai thich tir ngir

- Co quan, t6 chirc qudn Iy truc tiép: La co quan, to chirc co tu cach phap
nhan, c6 con dau riéng thudc cac co quan, to chirc truc tiép quan 1y thué bao su
dung dich vu chirng thuc chit ky so.

- Khod bi mdt: La mot khod trong cap khoé thudc hé théng mat ma khong
doi1 xung, dugc dung dé tao chit ky so.

- Khoa cong khai: La mot khoa trong cip khod thudc hé théng mat ma
khong doi xung, dugc dung dé ki€ém tra chir ky so0 duoc tao bdi khod bi mat
tuwong ung trong cap khoa.

- Ky s6: La viée dua khoa bi mat vao mot chuong trinh phén mém dé ty
dong tao va gan chir ky s6 vao thong di€p dir liéu (van ban dién tir).

- Chitng thw s6: La mot dang chtng thu dién tir do to chtc cung cap dich
vu chimg thuc chir ky s6 cAp nham cung cap thong tin dinh danh cho khoa cong
khai ciia mdt co quan, td chirc, cA nhan, tr d6 xac dinh co quan, td chic, ca
nhan la ngudi ky s6 bang viée sir dung khoa bi mat twong ung.

- Chir ky s6: La mot dang chir ky dién tir duoc tao ra béng su bién d6i mot
thong diép dir liéu str dung hé thong mat ma khong d6i xung, theo d6 nguoi cé
duoc thong diép dir liu ban dau va khod cong khai cua ngudi ky co thé xac
dinh duoc chinh xac: @) Viéc bién ddi néu trén duoc tao ra bang dung khod bi
mat tuong ing voi khod cong khai trong cung mot cap khoa. b) Su toan ven ndi
dung ctia thong diép dir liéu ké tir khi thuc hién viéc bién d6i néu trén.

- Thiét bi lwu khod bi mat: La thiét bi vat 1y chira chimg thu sd va khoa bi
mat ctia thué bao do td chirc cung cip dich vu chimg thuc chit ky sb ctia Ban Co
yéu Chinh phu cép.

- Thué bao: LA t6 chiic, ca nhan dugc cap chimg thu s6, chap nhan ching
thu sd va giit khoa bi mat twong tng vai khoa cong khai ghi trén chimg thu s6
duoc cap.
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- Chung thuc chir ky so: La viéc kiém tra, dbi chiéu, bao dam tinh chinh
X4c cua chung thu sb lién quan dén chir ky s (thong tin vé& nguoi ky, chic vy,
co quan, hiéu lyc cta chit ky s6).

- Hé thong chirng thuc chir ky s6: La hé thong phan cing va phan mém
cung cip cac dich vu bao dam an toan, chinh xac cho viéc Ky sd, chimg thuc
chir ky s dbi voi van ban dién tir ciia ca nhan, to chirc theo tham quyén.

- Van ban di: La tat ca cac loai van ban do co quan, to chirc ban hanh.

- Van ban dén: La tat ca cac loai van ban do co quan, to6 chirc nhan dugc
tor co quan, to churc, ca nhan khac gui dén.

- Van ban dién tir: La tap hop thong tin dudi dang ky hiéu, chit viét, chit
sb duoc soan thao, trao doi, xur 1y, Tuu trit béng phuong tién di¢n tu.

- Ky so van ban dién tu: La viéc st dung thi€t bi luu khoda bi mat cua to
chtrc, ca nhan tao ra chitr ky so trén van ban dién tu.

3. Quy tic quan 1y, sit dung chir ky so

- Viéc quan 1y, str dung chit ky s6, chimg thu sd, thiét bi luu khoa bi mat
phai tuan thu cdc quy dinh hién hanh ctia Pang, Nha nudc va hudng dan cia
Vin phong Trung wong Dang. Thiét bi luu khoé bi mét cta co quan, t6 chirc
duoc quan 1y, sir dung thuc hién nhu véi con ddu ciia co quan, to chirc.

- Viéc xay dung, quan 1y hé théng chung thuc chit ky s6 bao dam cac tidu
chuan, quy chuin ky thuat cia Nha nuéc. Vin phong Trung uong Pang van
hanh, duy tri hoat dong hé thdng chtng thuc chit ky sb trong mang thong tin
dién rong ctua Pang.

- Chit ky s6 chi co gia tri phap 1y khi ton tai ¢ dang dién tir dé xac thuc
van ban dién tu.

- St dung thiét bi luu khoa bi mat cta co quan, t6 chirc dé ky sb cac van
ban cua co quan, to chic phat hanh va vin ban, tai liéu do co quan td chirc khac
giri dén duoc sé hoé theo quy dinh. Str dung thiét bi luu khoa bi mat cua ca
nhan dé ky s6 theo tham quyén. Uy quyén cho bo phan luu trit quan 1y, sir dung
thiét b luu khoa bi mat cua luu trit.

- Cé4c thanh phan thé thtrc ctia vin ban dién tir dugc Ky 6 thuc hién theo
quy dinh hién hanh vé thé thiac van ban gidy caa Bo Chinh tri, Ban Bi thu va
Vian phong Trung wong Dang.



ADMINHDVP0O3 4

- Piéu kién, trinh ty, thu tuc, bién ban, thoi gian thuc hién viéc dang ky cép
moi, gia han, thay doi thong tin, thu hdi chimg thu s6, khoi phuc thiét bi lvu khoa
bi mat dugc thuc hién theo cac quy dinh tai Thong tu s6 185/2019/TT-BQP, ngay
04/12/2019 ctia B4 Quédc phong hudng din viée cung cép, quan 1y, str dung dich
vu chtng thuce chit ky s6 chuyén ding Chinh ph.

I1- HUONG DAN CU THE
1. Vi tri, ni dung, hinh thic chir ky s6

1.1. Vi tri, ngi dung va hinh thirc chii ky so ciia cd nhén cé tham quyén
ky so:

- Vi tri k¥ s6 cua c4 nhan: Véi van ban dién tir phat hanh 13 vi tri ky tay
trén van ban gidy (vi tri 7b, Phu luc 1); vé1 cac truong hop khac 1a vi tri dugce
xac dinh cu thé theo tung truong hop.

- N6i dung va hinh thirc chit ky s6 cia ca nhan: Bao gom hinh anh chir ky
clia nguoi c6 thAm quyén trén van ban gidy, mau xanh, dinh dang portable
network graphics (.png) nén trong sudt (mau 01, Phu luc 2).

1.2. Vj tri, ndi dung va hinh thivc chi ky sé ciia co quan, té chiic:
- Vi tri ky sb cla co quan, to churc;

+ Vi van ban dién tir phat hanh: La vi tri déng déu cta co quan, to chuc
trum 1€n khoang 1/3 chit ky s0 ctia ¢4 nhan vé phia bén trai (vi tri 8, Phu luc 1).

+ Vian ban dién tir duoc s6 hod tir van ban gidy di/dén: La goc trén cung,
bén phai, trang dau cua tép tin (vi tri 7e, Phu luc 1); véi phu luc khong cung tép
tin v&i van ban dién tr da ky so thi thyc hién ky s6 véi mdi tép tin, vi tri 14 goc
trén cling, bén phai, trang dau cua tép tin (vi tri 7e, Phu luc 1).

+ Chumng thuc luu trir dbi voi tai liéu: L& goc trén cung bén trai, khu vuc
c6 khoang trong cta trang dau mdi tap tin tai lidu (vi tri 9, Phu luc 1).

- Nb6i dung va hinh thie chit ky s6 ciia co quan, to chirc: Bao gém hinh
anh diu cua co quan, td chitc ban hanh van ban, mau do, kich thuédc béng kich
thude cta du, dinh dang portable network graphics (.png) nén trong sudt va
thong tin vé tén co quan, to chic ban hanh vian ban, thoi gian ky gom ngay,
thang, nam; gid, phat, gidy; mai gid Viét Nam theo Tiéu chuin 1SO 8601
(mau 02, Phy luc 2).

- Noi dung va hinh thirc chimg thyc luu trir di véi tai liéu: Bao gdm hinh
anh diu cua co quan, to chirc chtig thuc, mau do, kich thudc bé“mg kich thudc
cta diu, dinh dang portable network graphics (.png) nén trong sudt, c6 théng tin
thoi gian ky s6 (mau tai Phu luc 3).
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- N6i dung va hinh thirc dau van ban dén qua mang: Trong truong hop in
ra gidy van ban dién tir dén qua mang can dong dau vin ban dén qua mang vao
vin ban in ra. DAu mau d6, co tén co quan, td chirc nhan van ban, dong chir
"VAN BAN DEN QUA MANG", s6 danh cho vin ban dén qua mang va ngay
thang nam tiép nhan xt 1y,... (mau 03, Phu luc 2). Vi tri déng d4u van ban dén
qua mang 13 tai phia trén ¢ trang dau vin ban.

2. Tham quyén ky so

- Tham quyén ky s vin ban dién tir thuc hién theo thim quyén ky, dong
dau van ban giay cua c4 nhan, co quan, to chiec.

- C4 nhan sir dung thiét bi luu khoa bi mat ciia minh dé ky s6 theo tham
quyén; co quan, to chirc st dung thiét bi luu khoa bi mat cua co quan, t6 chiic
de ky so cac van ban di¢n tu.

- B6 phan luu trir sir dung thiét bi luu khoa bi mat caa luu trir dé ky s6
ching thuc tai liéu luu trir.

3. Cac loai vin ban dién tir dwoe ky sb 13 vin ban dién tir c6 ndi dung
khong mat. Lanh dao cac co quan, to chirc quy dinh cu thé cac thé loai van ban dién
tir dugc ky sd clia co quan, t6 chitc minh can cr theo Quy dinh s6 217-QD/TW,
ngay 02/01/2020 cua Ban Bi thu khoa X1l vé quy dinh giri, nhan vin ban dién
to trén mang thong tin dién rong ciia Bang va trén mang Internet.

4. Quy trinh ky s0 v6i vin ban dién twr di, thuc hién cac budc sau:

- Bude 1: Kiém tra tinh chinh xéc ciia van ban dién tir ban hanh (thé thirc,
tham quyén ban hanh van ban); trinh nguoi c6 tham quyén ky tay 1 ban gidy dé
luu/phat hanh van ban giay (theo quy dinh), ky so van ban dién t.

- Budc 2: Kiém tra tinh chinh x4c cta ngu:(n ky, cap sb van ban, cip ngay
thang nam ban hanh vin ban va thuc hién ky sé cta co quan, to chirc 1én vin
ban dién tur.

- Budc 3: Cap nhat cac thong tin cdp 2, vin ban dién tir d3 ky sb vao hé
thong (Hé thong thong tin diéu hanh tic nghiép trén mang thong tin dién rong
ctia Pang; phin mém giri, nhan van ban trén mang Internet).

- Budc 4. Chuyén van ban dién tor da ky s6 theo dia chi noi nhan qua
mang may tinh.

5. Quy trinh xir ly van ban dién ti dén c6 Ky so, thuc hi¢n cac budc sau:

- Buée 1: Kiém tra tinh hop 1€ cua chir ky s6 bé"mg viéc thuc hién chung
thuc chit ky s6, kiém tra tinh toan ven cua vin ban dién tir, thuc hién tiép nhan
van ban dién ti. Truong hop van ban dién tir dén khong hop 1€ hodc co sai sot
thi guri tra lai co quan, to chirc giri van ban hoic thong bao ngay cho ngudi co
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tham quyén cho y kién xtr Iy. Trudng hop vin ban dién tir dén hop 18 thi chuyén
Budce 2.

- Bugc 2: Cap nhat cac thong tin cdp 2 va van ban dién tir dén co ky sd
vao hé thong.

- Budc 3: Chuyén xir 1y van ban dién tir ¢6 ky sd dén noi xir Iy qua mang
may tinh.

6. Quy trinh s6 hod vin ban gidy dén/di sang vin ban dién tir, thuc
hién cac buodc sau:

- Budc 1: S6 hoa van ban gidy dén/di dugc thuc hién cho tat ca tai lidu
kém theo van ban giay co6 chir ky tay va dau ctia co quan, t6 churc thanh van ban
dién tu.

- Budc 2: Sir dung thiét bi luu khoa bi mat cua co quan, t6 chirc dé ky s6
van ban dién tr dugc so6 hoa tir van ban giay.

- Budc 3: Cap nhat cac thong tin cap 2 va vin ban dién tir dugc s6 hoa
vao hé thong.

- Bu6c 4: Chuyén vian ban dién tir dén noi xir Iy/nhan qua mang may tinh.

7. Quy trinh chuyén d6i vin ban dién tir dén c6 chir ky s6 sang vin
ban giay (truong hop khong chuyén xu ly dugc qua mang may tinh hoac theo
yéu cau cua ca nhan, to chirc xtr 1y), thuc hién cac budce sau:

- Budce 1: In toan bd van ban dién tir ¢ chir ky s6 ra gidy: kiém tra, bao
dam tinh toan ven clia van ban dién tir dugc thé hién day du trén van ban gidy.

- Budc 2: Bong ddu van ban dén qua mang vao trang dau cta vin ban
duoc in ra gidy, dién cac thong tin: SO (sé danh cho vin ban dén qua mang),
Ngay (ngay, thang, nim nhén va in vin ban dién tir ra dé xir 1y), Chuyén (tén ca
nhan, don vi xit ly van ban).

- Budc 3: Chuyén van ban gidy dén noi xur 1y.
8. Sir dung chir ky s6 dé chirng thue lwu triv d6i véi tai liéu leu triv

- Hinh thire chung thuc luu trit bao gdm: Ching thuc ban sao nguyén van
va ching thyc ban sao mot phan cua tai licu luu tri.

- Viéc chung thyc luu trir thuc hién theo quy trinh sau day:

+ Budc 1: S6 hod van ban gidy dugc thuc hién cho tat ca tai liéu kém theo
tai li€u gidy c6 chir ky tay va dau cua co quan, t6 chirc thanh van ban dién tir.

+ Budce 2: St dung chit ky s6 cta luu trit hodc chit ky s6 co quan, to chiic
dé chung thyc luu trit do1 vai tai li¢u luu trir.
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9. Yéu cau ky thuit bao dam quan 1y, sir dung chir ky s6

- Pé bao dam quén 1y, sir dung chit ky s6, may tinh ctia lanh dao, chuyén
vién, can bo phai dap umg cac yéu cau nhu: (1) Cai dit phan mém ching thuc
chit ky s6 theo hudng dan ciia Ban Co yéu Chinh phi. (2) Két ndi mang may
tinh ndi bo cta tinh uy, thanh uy, co quan theo dung huéng dan vé t6 chirc két
ndi mang may tinh cua Van phong Trung wong Pang. (3) Két ndi v6i may chu
xéac thuc CA (Certification Authority) dat tai Trung tAm mién ctia mang thong
tin dién rong ctia Pang qua dia chi http: //ca.dcs.vn. Déi voi cac hé thong giri,
nhan van ban trén mang Internet thi két nbi voi may chu xac thuc CA dat tai
Cuc Chung thu s6 va Bao mat thong tin qua dia chi https: //ca.gov.vn.

- Trudng hop xdy ra sy cd k¥ thuat, to chirc chuyén trach cong nghé thong
tin phai thong bao kip thoi dén ngudi sir dung dé tam thoi khac phuc sy cd bang
viéc str dung chit ky tay va con diu ciia co quan, to chirc; dong thoi khan truong
khic phuc su cd ky thuat.

I11- TO CHUC THUC HIEN
1. Trach nhiém cua co’ quan, to chirc

- Céc tinh uy, thanh uy, co quan, to chic dang & Trung uong cd trach
nhiém trién khai thuc hién Huéng dan.

- Trén co s& Hudng dan ndy, céc tinh uy, thanh uy, co quan, to chitc dang
ban hanh quy dinh cu thé vé quan 1y, st dung chir ky s6 4p dung trong pham Vi
co quan, tO chtrc minh. Dinh ky bao cao viéc thuc hién Hudng dan theo yéu cau
cua Van phong Trung wong Pang.

- Trach nhi€m cua co quan, t6 chirc quan ly truc ti€p:

+ Can ctr yéu cau, nhiém vu cla co quan, td chirc minh xem xét, x4c nhan
van ban va chiu trach nhiém vé tinh chinh xac cua c4c thdng tin dé nghi cap, thu
hdi thiét bi lwu khod bi mat cho t6 chirc, ca nhan thudc quyén quan 1y.

+ Tiép nhan, ban giao, thu hoi thiét bi luu khod bi mat cua t6 chirc, ca
nhan duoc st dung theo quy dinh. Bién ban ban giao thiét bi luu khoa bi mat
duoc 1ap theo mau (Phu luc 4).

+ Théng bao kip thoi cho td chirc cung cap dich vu chimg thuc chit ky sb
vé viéc thu hoi thiét bi luu khoa bi mét.

+ Hudng dan, kiém tra viéc quan 1y, s dung thiét bi luu khoa bi mat d6i
v6i t6 chire, ¢4 nhan dugc cap, sir dung.
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+ Cap nhat, quan 1y, luu trit ho so lién quan dén dé nghi cap, gia han, thay
do6i ndi dung thong tin, thu hoi ching thu so, khoi phuc thiét bi luvu khoa bi mat
cua thué bao; cac bién ban giao, nhan gitra cac bén lién quan.

+ Chi dao, dén dbc viéc st dung chit ky s6 theo chirc nang, nhiém vy, ké
hoach trng dung cong ngh¢ thong tin cua co quan, to chuec.

- Trung tdm Coéng nghé thong tin - Co yéu, Vin phong Trung uvong Pang
giup lanh dao Van phong Trung wong Pang hudng dan, kiém tra, ho trg, bao
cdo viéc thuc hién Hudng dan va tiép thu, kién nghi nhiing van dé can bo sung,
stra doi.

2. Trach nhiém cia ca nhan

- Trach nhiém cua nguwoi co tham quyén ky so, bé phan dwoc giao quin
Y, si¢ dung chit ky sé ciia co quan, té chirc:

+ Cung cép thong tin day du, chinh x4c lién quan dén viéc cip, gia han, thay
d6i thong tin ctia ching thu sd theo quy dinh tai Thong tu sb 185/2019/TT-BQP,
ngay 04/12/2019 cia B6 Qudc phong huéng din viéc cung cip, quan 1y, su
dung dich vu chirng thyc chir ky sb chuyén dung Chinh phu.

+ Thiét bi luu khod bi mat cua co quan, t6 chirc duge giao cho bd phan 1am
cong tac van thu quan 1y va stir dung. Khi thay d6i ngudi quan 1y thict bi luu khoa
bi mat cua co quan, t6 chirc phai 1ap Bién ban ban giao theo mau (Phu lyc 4).

+ Thiét bi luu khoa bi mat ctia ca nhan do ca nhan quan 1y va st dung.

+ Thiét bi lvu khoa bi mat cua luu trir do bo phan 1am cong tac luu trit
quan ly va st dung.

+ Thiét bi luu khoa bi mat phai dugc quan 1y, st dung ding quy dlnh va
tuan thi quy trinh, quy dinh vé quan 1y, st dung chir ky so, chimg thu s, thiét
bi luru khod bi mat va dich vu chirng thuc chir ky ) chuyén dung Chinh phu.

+ Chi duoc phép st dung thiét bi luu khoa bi mat dé ky sb, xac thyc chir
ky so theo tham quyén, chirc nang, nhiém vu dugc giao.

+ Thong bao cho co quan, t6 chirc quan ly tryc tiép mot thang trudc Khi:
Chuyen vi tri cong tac, vé huu, nghi viéc, chuyen co quan cong tac... de dugc
thu hoi thiét bi luu khoa bi mat; ching thu sb hét han, c6 yéu ciu cip méi
chung thu 56, khoi phuc mat khau.

- Trach nhiém cua cdn bo Co yéu:

+ Can bo co yéu Vin phong Trung wong Pang va cac vin phong cip uy
phéi hop kiém tra hd so dang ky, quan 1y, cAp phat, thu hoi thiét bi luu khoa bi
mat; chuyén thiét bi luu khoa bi mat tir to chtic cdp phat ching thu sé ctia Ban
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Co yéu Chinh phu dén co quan, t6 chirc quan 1y truc tiép; chuyén thiét bi luu
khoa bi mat dugc thu hdi dén t6 chirc cip phat ching thu sb ctia Ban Co yéu
Chinh phu.

+ Phoi hop véi can bo chuyén trach cong nghé thong tin tap huan, hudng
dan st dung chimg thu sé.

- Trach nhiém cua can bo chuyén trach cong nghé thong tin:

+ Quan 1y, st dung thiét bi lvu khod bi mat cta dich vy, thiét bi, phan
mém ctia co quan, t6 chirc theo ding cac quy dinh ctia Pang va Nha nude. Khi
thay d6i ngudi quan 1y thiét bi luu khoa bi mat phai 1ap Bién ban ban giao theo
mau (Phu luc 4).

+ Tap huan, huéng dan, cai dit phan mém, hd tro ky thuat sir dung thiét
bi luu khoa bi mat doi véi to chirc, ca nhan duge giao nhiém vu st dung chit ky
s6 phuc vu cong tac.

+ Phoi hop v6i Trung tim Cong nghé thong tin - Co yéu, Van phong
Trung wong Pang bao dam k¥ thuat quan 1y, van hanh, bao vé hé théng ching
thuc chir ky sd trén mang mdy tinh ndi bd cta co quan va mang thong tin dién
rong cua Dang.

3. Hiéu lwc ciia hwéng din

Huéng dan nay thay thé Hudng din sé 08-HD/VPTW, ngay 16/11/2016
va c6 hiéu luc ké tir ngay ky. Trong qué trinh thyc hién néu c6 vuéng méic dé
nghi cac co quan phan anh vé Vin phong Trung wong Pang (qua Trung tam
Cong nghé thong tin - Co yéu) dé xem xét bo sung, sira doi cho phu hop.

Noi nhan: K/T CHANH VAN PHONG

- Céc tinh uy, thanh uy, PHO CHANH VAN PHONG

- Cac co quan, t6 chirc dang ¢ Trung uong, Neusi ky: Neuyén

- Cac don vi truc thudc Ping Binh
Vin phong Trung wong Dang, Email: nguyen dang
K , . binh@vptw
- Ban Co yé€u Chinh phu, /Gc Co quan: Vin phong
- 3 ‘ : xet the was Lrung uong Bing
Luu Vén phong Trung wong Dang. e o kg

08.06.2021 15:27:27
+07:00

Nguyén Ding Binh
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PHU LUC 1
Vi tri ky so trong viin ban dién tir ciia cic co quan, t6 chirc dang
0 & 7e 15™
—35"— E —>
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] ]
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1 |
— i
1
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Ghi chu:

7a. Thé thire dé Ky, chirc vu ngudi ky
7b. Chit ky cia ca nhan
7c. Ho tén nguoi ky

7e. Chit ky cua co quan, té chirc voi vin
ban kém theo khong cung tép tin vdi nodi

dung vin ban dién tir di ky so.
8. Chit ky cta co quan, to chirc.

9. Chit ky s6 dé chimg thuc luu tri.
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PHU LUC 2

1. Mau 01: Noi dung, hinh thirc chir ky s6 cta c4 nhan

2. Méu 02: Noi dung, hinh thirc chir ky sb cua co quan, to chire

Van phong Trung wong Pang
26.04.2021
15:32:56 +07:00

3. Mau 03: Noi dung, hinh thtrc dau vian ban dén qua mang

| VAN PHONG TRUNG UONG |
VAN BAN DEN QUA MANG

Sé'_’ Ngay_ /__/
Chuyen:
Luu ho so:
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PHU LUC 3
Mau chirng thue luu triv

- Sir dung cho hinh thirc trién 1am, trung bay tai liéu luu trit, gidi thidu tai

ligu trén cac phuong tién thong tin dai ching.

- Sir dung cho hinh thirc cdp ban sao tai liéu luu trit, chimg thuc luu trix;
trich dan tai liéu luu trit trong cac cong trinh nghién ctru.

Mau ndi dung va hinh thire chtng thuc luu trit:

[ CUCLLY TR VAN PEONG TRUNG UDNG DANG
XAC NHAN
Sao tai Kho Luu trif |
| Trung vong Dang

Thoi gian xac nhan: 26.04.2021 15:32:56 <07:00
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PHU LUC 4
Mau bién ban ban giao thiét bi lvu khoa bi mat

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Ty do - Hanh phiic

BIEN BAN BAN GIAO QUAN LY CHUNG THU SO

Hom nay, vao hoi ... gid... ngay ... thang ... ndm .....,tal ..............veee.
ching t6i gdm:

I. Bén giao:

C)ng (BA): e Ngay sinh: ....ccooevvvevevnnnenen,

S6 CMND/Can cude CONG AN co.iiniiiciti s
Ngay Cap:....ccovvvenns NOT CAD: oo s seeesesesens e

L0 14 (O ) OO
CO qUAN, t8 ChTC CONG TAC: .vvvvevveiveeeivriereessise e ssesssssssessssessssss s ssesssesesases +eeees
I1. Bén nhén:

Ong (DAY eeeieiet et e Ngay SINNG o

S6 CMND/Can cudc CONG AAN.oureiieiniisisi st rins
Ngay cAp:....ovvvnne. NOT CAD: cvvveerecerecteien e ess st ss et ereaessessenes

L3 511 oI E S
CO QUAN, 18 CHITC CONE TAC: ovrvveveeeeeeeeeeereee e see e esesseesasseseseresseeseseesseesesee oeeees

Hai bén td chirc ban giao trach nhiém quan ly céc ching thu sé ctia <co quan,td
chirc> trong danh sach dudi day:

S6 hiéu thiét Ngay hét han
Ténching | Séhiéu | biluukhda | Loaiching | sit dung chimg
TT| thusd | chingthu bi mét thu s& thur sb Ghi
s6 (néu co) (Ngay/thdang/n | chi
am)
1
2

Bén nhén x4c nhén ching thu sb, thiét bi lvu khéa bi mat (néu c6) dang hoat
dong binh thudng va dd duoc kiém dém didy di theo danh sach. Ké
tr.. gio....... ngdy..... thang...... nam........ , trach nhiém quén ly cac
chirng thu s6 néu trén thude vé Bén nhén.

Bién ban giao nhdn dugc lam thanh 02 ban, Bén giao giit 01 ban, Bén nhén gift
01 ban.

Pai dién bén giao Pai di€n bén nhin Xdéc nhén cia co quan,
. o K o ,
(KY tén) (Ky tén) don vi tryece tiep t]uan ly

(Ky, dong dau)
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