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QUYET DINH 

Ye vi"0 Ban hanh Quy the quan 13'7 va sir dung mang may tinh not bo 
cua UY ban nhan dan huy0 Bong Son 

IA( BAN NHAN DAN HUYEN BONG SON 

Can cir Luat to chirc HDND-UBND ngay 26/11/2003; 
Can cir Luat Cong nghe thong tin ngay 29 thang 6 nam 2006; 

Can dr Nghi dinh s6 64/2007/ND-CP ngay 10 thang 4 nam 2007 cua Chinh 

ve frng dung cong nghe thong tin trong hoat dOng cira co quan Nha mac; 

Can cir Quyet dinh s6 3129/QD-UBND ngay 07/10/2008 dm UBND tinh 
Thanh Hoa ve chirc nang, nhiem vu, quyen han va ca cAu to chirc co quan chuyen 

mon ve thong tin va truyen thong thu6c UBND tinh, UBND cap huyen; 
Xet de nghi dm van phong US,  ban nhan dan huyen, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay "Quy the quan ly va sir dung 

mang may tinh not 136 dm UY ban nhan dan huyen Dong San". 

rI 
	- Dieu 2. Quyet dinh nay c6 hieu ltrc ice tir ngay ky. 

• chanh Van ph6ng HDND-UBND, Throng cac phong chuyen mon UBND 

huyen, lthu tnrarng cac don vi va ca nhan co lien quan chiu trach nhiem thi hanh 

Quyet dinh 

Nai nhOn: 
- Nhu Dieu 2; 
- UBND tinh Thanh Hod; 
- So.  Thong tin lid Truyen thong thanh Hod; 
- TT HU- UBND huyn; 
- Ltru: VT, VHTT. 



QUY CHE 
QUAN LY VA STY DUNG M/NNG MAY TINH NQI BO 

(Ban hank kern theo Quyit clinh so /QD-S777T ngay / /2013 
LI)) ban nhcin &in huyOn Dong San) 

CHU'ONG I 

QUY DINH CHUNG 

Dieu 1. Pham vi, cloi turfing fip dung 

Quy the quan ly va sir dung mang may tinh not b0 cua US,  ban than dan huyen 
Dong San (goi tat let mang not ba) quy Binh viec quan 15T va sir dung tai nguyen 
mpg d6i vai cac dun vi va ca nhan thuOc US,  ban nhan dan huyen. 

Dieu 2. Tai nguyen mang 

Tai nguyen mang bao 
- He thing dia chi IP sir dung de giao tiep ten mang may tinh; 
- He thing cac co se( du lieu; 
- Cac phan mem N thing va phAn mem *rig dung: Phan mem Quan V,  van ban -

Ho so ding viec, phAn mem Mictsoft, phAn mem Simes, phAn mem an ninh, bao 

- He thing thu dien tir cua huyen; 
- Trang thong tin dien tir cua huyen; 
- Cac thong tin ducyc xir 1)"7, truyen tai, ltru trir tren mang nOi b0; 
- Cac phAn mem tin h9c khac hoat dOng tren mang not 130 da dugc Lanh ciao 

UBND huyen xem xet va ding y cho sir dung. 

CHVONG II 

QUY DINH YE TRAO DOI THONG TIN 

Dieu 3. Truy nhijp vao mang not 14 

1. Viec truy nhap vao mpg not b0 phai xuat phat tir yeu cau phuc vu cho viec 
quan 1St, dieu hanh va tac nghiep cua UBND huyen. 

2. Viec dat ten va danh dia chi IP cho may tinh phai tuan theo quy dinh tai 
khoan 6 Dieu 6 dm Quy chi nay. 

3. Trong trtreynghop co su thay 	chi lam viec dm don vi hoac ca than, viec giu , 
nguyen hoac thay 	cac tham so da cai tir truck phai &roc thong bao cho Van phong 
UBND huyen de phoi h9p thtrc hien va bao cao Lath dao UBND huyen sau khi that 
hien. 



4. Doi voi cac nut mang dau not vao mpg not bO tai cac don vi thi Lanh dao 
cac dcm vi phai giao trach nhiam cho cac ca nhan truc tiep quan ly va sir dung. 

5. Vic sir dung cac img dung tren mang not bO &roc quy dinh tai Dieu 8 dm 
Quy che nay. 

6. Doi voi cac nut mang va may tinh not mpg c6 nhiau ngued sir dung thi moi 
nguOi sir dung phai c6 tai khoan (Account) rieng bao 

- Ten ngtren sir dung rieng (Username). 

- Ma khoa vao mang rieng (Password). 

- Chirc nang va pham vi sir dung dtroc giao cu the rO rang de quan 

7. Vic truy cap vao mang not 1)0 thong qua wireless dm cac thiat bi di dOng 
(laptop, mobile phone...) chi phuc vu cho cac doi tugng trong not bO co quan 
UBND huyan. 

Trong trtrang hop can phuc vu HOi nght, Hoi thao, Van phong UBND thiat lap 
he thong kat not wireless rieng tach red he: thong mpg cua UBND huyan. Thong tin 
trao doi thong qua he thOng wireless phai &roc bao mat va cap quyen truy cap. 

Dieu 4. nit trien va ma Ong mang not bo 

1. Vic trien khai ma rOng mang nOi 1)0 se do Van phong UBND huyan to chirc 
thkrc hien sau khi dugc Lath dao UBND huyan phe duyat. 

2. Vic that trien va ma rOng mang not bO phai tuan theo cac quy dinh sau: 

- Quy dinh va truy nhap vao mang not bO cua huyan; 

- Quy dinh ve viac dat ten va dia chi teen mang not Ix); 

Vic pith trien va ma rOng phai gan ved viac dam bao an toan va viac chang 
truy nhap bat h9p phap, an toan ve nguon dian...theo quy dinh; 

Sau khi trien khai ma rOng, phong Quan ly CNTT va cac bi) phan lien quan phai 
thgc hien cac thu tuc nghiam thu, ban giao cho ben sir dung theo cac quy dinh hien hanh. 

Dieu 5. Truy nit4p ra ben ngoai 

1. Xuat phat tir nhu cau quan ly, diau hanh va tac nghiap cua UBND huyan, 
phOng Van hod ,va ThOng tin c6 trach nhi'am 	tri va tong hop trinh Lahti dao 
UBND huyan ve muc dich, V,  do, pham vi, ngoai chiu trach nhiam, dia diem thtrc 
hien va dia dram mang ben ngoai can truy nhap den. 

2. Vic truy nhap ra cac mang ben ngoai mpg not 1300 cua UBND huyan phai 
nghiem chinh tuan theo dung muc dich truy nhap da de ra. 

3. Vic truy nhap ra ben ngoai phai bao dam cac quy dinh sau: 



- Khong trao dOh i, truyen cac thong tin nghiep vu thu6c UBND huyen quail V 
clued bat k.ST hinh thirc nao ra ben ngoai khi chua dugc Lanh dap UBND huyen phe 
duyet. 

- Khong trao d6i cac thong tin, du lieu 14 tir ben ngodi vao mang n6i b6 cua 
huyen nen chua &lac phong Van hod va Thong tin, Van phong UBND huyen,kiem 
tra d6 an toan dm thong tin doi vii he thong mang n6i 136, va chua dugc sv do 3",  
cna Lanh UBND huyen. 

- DOi vii dich vu internet: Cac dan vi, ca nhan thu6c UBND huyen phai tuan 
theo cac quy dinh sir dung dich vu internet do cac ca quan nha nuac c6 tham quyen 
ban hanh. 

CHIA/NG III 

CAC QUY DINH YE ICHAI THAC 

Dieu 6. Sao dam host Ong cila 14 tilting 

1. Tdt ca cac thiet bi mang, may chit, cac may tinh, cac phan mem he thOng, cac 
phan mem img dung, cac thiet bi va phan mem khac hien dang hoat &Ong tren mang 
n6i b6 la a phuc vu cho cong viec quan ly, dieu hanh va tac nghiep cua UBND 
huyen. 

2. Cac don vi thu6c UBND huyen hien dang sir dung va quan ly cac thiet bi cna 
mang may tinh n6i b6 phai c6 trach nhiem bao quan cac thiet bi de bao dam hog 
d6ng tot phvc vu cho cong tac quan ly, dieu hanh va tac nghiep cna UBND huyen. 
Khong toy thay doi vi tri ket nOi, can hinh cna thiet bi. Khong sir ching cac thiet bi 
ngoai quyen han duce phep. 

3. Cac thiet bi tin h9c dugc giao cho dan vi, ca nhan nao sir dung va khai thac 
thi dan vi, ca nhan do phai c6 trach nhiem bao quan va thuemg xuyen lam ve sinh. 

4. Trong trtrang,h9p c6 	co, hong h6c xay ra thi ca nhan, dan vi quan VT, sir 
citing thiet bi phai tin hanh tack rai va c6 lap thiet bi khoi mang cua UBND huyen, 
&Ong thed th8ng bao cho Van Ph6ng UBND huyen a kip thai phi hap xi VT. 

5. Van Phong UBND chin trach nhiem quan ly kST thuat va dieu hanh chung 
mang n6i b6 va cac thiet 131 tin h9c cua UBND huyen. 

6. Cu hinh mang, vi tri thiet bi, qui hoach dia. chi IP, ten may tram, may chit, 
nhom lam viec (workgroup), vimg lam viec (domain) (iliac thong nhdt trong toan he 
thong theo huong dan cua Sa Thong tin va truyen th8ng va theo quy dinh cna 
UBND huyen. 

7. M9i sit thay d6i dugc de xuat tir cac dan vi phai dtrac Chu tich UBND huyen 
phe duyet truck khi thvc hien. 



8. Cac dcm vi, ca nhan khi tham gia khai thac Ung dung tren mang not bO phai 
chit &Ong dux hien sao luu so lieu theo yeu can khai thac cua timg thiet bi, Ung 
dung. Cac don vi c6 the de nghi van pheng UBND huyen phOi hgp thuc hien. 

Dieu 7. Bio dim an toil', hieu qua khi sir citing mang not hi) 

1. Tat ca cac may tinh not truc tiep hay gian tier) vai mang not bo d'&1 thuc 
pham vi hoat dOng thong nhat cua mang not 110. 

2. Ngu6i dugc giao sir dung may tinh not mang phai c6 trach nhiem dux hien 
dung cac quy trinh sir dung may tinh thong thu6mg va cac quy dinh ve viec sir dung 
may tinh tren mang nhu sau: 

- Khong toy them, bat cac chuong trinh hoc x6a, stia, thay dOi cac chuong 
trinh, cau hinh may hoc cac phan khac gay anh huang den chic nang sir dung 
chinh cua may tinh khi dat yeu cau not vat mpg not 13.9. 

- Khong toy di chuyen, thay dOi vi tri ket not cita may tinh da quy dinh. 

- Viec phong chOng virus teen cac may tinh thuc mang not 1)0 la trach nhiem 
cila ding ca nhan dugc giao truc tiep quan ly va sir dung may tinh do. 

- Khi khong can sir dung cac chic 'fang lien quan den mang thi can thoat ra khoi 
cac chuong trinh a khong anh huang den chat lugng va toe do mang chung. 

- M9i thay doi ve cat) hinh cita may tinh not mpg phai thong bao cho van 
ph6ng UBND huyen de phi hgp thuc hien. 

Dieu 8. Sir citing cac chuong trinh irng dung quan tryng tren mang 

1. Cac chuong trinh Ung dung c6 lien quan den cac link vue sau day dugc coi la 
cac chuong trinh ung dung quan trgng: 

- Cac chuong trinh lien quan den cac phan mem nghiep vu: Phan mem Quan ly 
Van ban - Ho so cong viec cua SO boat dOng tren mang not bO. 

- Cac chuong trinh lien quan den he thOng sao luu (Backup) du.  lieu. 

- Cac chuong trinh lien quan den N thOng bao mat va an toan mpg. 

- Cac chuong trinh lien quan den cac he thong Email Server. 

- Cac don vi có may tinh not mpg not No sir dung cac chuong trinh Ung dung 
phai dam bao viec sir dung dung so luting may tram da dugc (tang Icy. 

2. Thuc hien nghiem viec sao luu du lieu theo quy dinh. 

3. Ngu6i dugc giao quyen sir dung cac chuong trinh Ung dung teen mang nOi bo 
có trach nhiem tuan theo cac quy dinh a Dieu 7. 

Dieu 9. Quy dinh ye sir citing mot so dich vu va phan mem tren man not b9. 

1. Sir dung b(i ma 14 tly chi? Viet 



ThOng nhAt sir dung bt) ma 147 ttr chiic Viet theo tieu chuAn TCVN 
6909:2001 (130 ma Unicode, font: Times New Roman) trong viec sop thao, tan 
lap cac tep tin dien tir, cap that co sa du lieu, trao doi thong tin gitra cac don vi, ca 
nhan trong UBND huyen qua mang not b6 cUa UBND huyen. 

2. Sir dung dich vu "Thu dien tir" 

a) Dich vu thu dien tir duoc sir dung de giri thu, cac van ban, tali lieu dien tir can 
giri dich danh tai ngtr6i da ding 14 h8p thu dien tir, tham gia sir dung, trao doi 
thong tin tren mpg not b8 cua UBND huyen va Internet. 

b) Cac don vi, ca nhan c6 trach nhiem thfrorng xuyen kiem tra h8p thu dien tit 
cila don vi, ca nhan minh de tip than va xir 17 kip th6i cac thong tin, cac y kien cua 
Lanh UBND huyen, cac phong ban, don vi va ca nhan khac giri den Obi thieu mot 
ngay 021&n: buai sang vao lac 8h00, bu'di chieu vao Ific 14h00). 

3. Sir citing phOn mem "Quin 157 Van ban - HO so cong viec" 

a) Cac don vi, ca nhan phai to chirc trie'n khai va ling dung c6 hien qua phAri 
m6 "Quaff V7 Van ban - Ho so cong viec" de quan ly, giri, nhan va xir Vi van ban 
di, den. Thgc hien qui trinh xir 1ST van ban di, den va quan ly, ltru bit 116 so ding 
viec dia don vi minh tren mang may tinh. 

b) Cac don vi, ca nhan c6 trach nhiem thfromg xuyen truy cap, sir dung pilaff 
m6 "Quail 1ST Van ban - Ho so cong viec" theo quyen han da duoc phan cong de 
tiep nhan va xir 17 kip th6i cac van ban chi dao, van ban du thao cua Lanh ciao 
UBND huyen, cac phOng ban, don vi va ca nhan khac giri den (tai thieu mot ngay 
02 Ulm buJi sang vao luc 8h00, burn chieu vao luc 14h00). 

c) Tang cuing sir dung cac van ban, tai lieu dien tir Itru hanh trong don vi thong 
qua cac phan,  mem, CSDL tren mang thay cho van ban giay; han ch6 den mirc tai 
thieu viec in an, sao chup, nhan ban van ban giay. 

4. Cap nhlat, khai thac cac co so• du' lieu (CSDL) dung chung, CSDL chuyen 
nganh, dich vu hanh chinh cong, thong tin tren mang Internet 

Cac don vi can cir vao chirc nang, nhiem vu dm don vi, chi dao can 138 cila don 
vi minh cap nhat, sir dung va khai tilde cac CSDL dung chung, CSDL chuyen nganh 
cua So hien qua va dung muc dich; to chirc cung cap cac dich vu hanh chinh cong 
tren moi truing mang. 

Dieu 10. Xir ly sty co 

Trong qua trinh sir dung va khai thac mang not be?, khi co su ca xay ra cac don vi, 
ca nhan phai ngay lap tire tach red va CO lap thiet bi khoi mang cua huyen; lien he kip 
thai vii Van phong UBND huyen ve su c6. Van PhOng UBND huyen tin hanh lap 
Bien ban ve su co, tim hieu nguyen nhan su co &Ong thai bao cao lanh dao phuong an 
xirly  



CHVONG IV 

KHEN THIYONG, KY LUAT 

Dieu 11. Cac dan vi, ca nhan thuOc UBND huyen phai chap hanh nghiern cac 

qui dinh trong ban qui che. Neu vi pham thi tuY theo tinh chat, mirc dO se bi xir 151 

ky luat theo qui dinh hien hanh cua UBND huyen. 

Dieu 12. Cac don vi, ca nhan thvc hien tot qui che se dugc tinh vao xet thi dua 
khen thuang hang nam. Nguoi có cong phat hien va ngan chan kip thoi cac hanh vi 
vi pham se dugc khen thuang theo qui dinh hien hanh cua UBND huyen. 

CHU'ONG V 

DIEU KHOAN THI HANH 

Dieu 13. Qui che nay dugc ph6 bien den tat ca. can 130, cong chirc, vien chirc, 
nhan vien trong toan UBND huyen va có hieu lvc ke tir ngay ban hanh. 

Dieu 14. Trong qua trinh thvc hien neu co van de vuang mac va can xung, 
cac dan vi, ca nhan de suit kin nghi ve Van phong UBND huyen de tong hgp va 
trinh Lanh dao UBND huyen xem xet quyet dinh. 

Dieu 15. Truang cac ,phong ban, dan vi thuOc UBND huyen, trong pham vi 
chirc nang, nhiem vv, quyen han cua minh co trach nhiem chi dap, huang dan, thvc 
hien, kiem tra, giam sat va don ac thvc hien Quy che nay./. 
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