
QUYET DINH
V/v ban hhnh Quy ch6 quin ly, khai th6c, sfr'dgng hQ thting thdng tin,

,lphin m6m quin ly vIn bin vi h6 so'c6ng viQc

UBND PHUONG MY L9C
TRUONG TH MV THTJAN

56: 11I/QE-THMT

CQNG IIOA XA I{QT CIIU NGHIA VIET NAM
DQc lap -'I'u do - H4nh phric

M! L6c, ngdy 0l thdng l0 ndm 2025

E,U TRuONG

Hrpu rRrIoNG TRUoNG TH Uv rUUdX
Cdn c{r Th6ng ta 32/2020/TT-BGDDT ngay l5 thdng 9 ndm 2020 cila B0

trudng B0 Gido d4c vd Ddo tqo vO viAc Ban hanh di€u le tru'd'ng trung hgc co sd,
trud'ng trung hgc phri th6ng vd trm)'ng pho thong crj nhiin cap hoc;

,,:
Cdn c* k€ hoqch s6 4725/QD-BGDDT'ngdy 30 thdng l2 nam 2022 cila Bo

gido duc vi vi€c Ban hdnh Bo chi t6 ddrh gid mti'c do chuy€n atji sij ci)a co sd
gido dqc phii th6ng vd gido d4c thadng xuyAn;

Cdn cu Th6ng tu s6 09/202 1/TT'-BGDDT' ngay 30/3/202 t cua B0 Gido dtlc
vd Ddo tgo quy dinh vi quan ly va to' chti'c clqy hr2c trrc tuy€n trong cdc co so
gido d7c pho thong vd ccr so' giao dryc thud'ng xuyAn;

Thryc hi€n K€ hosch t6 ZZ/XU- SGD&DT ngity lg/g/2025 cita So GD&DT
tinh Ninh Binh vi viQc ban hirnh K€ hoach chuy€n atji sa ngdnh GD DT ndm
202s.

Thryc hi€n K€ hoach so 1601/UB\{D- I/lXll ngdy 24/9/2025 cua UBI'{D
phadng M! LQc tri€n khai KA hoach vd tri€n khai cac nhiQm rr., ri chuy€n aAi sA

ngdnh gido d4c ddo tqo ndm 2025.

Cdn crir vdo tinh hinh thuc t6 cua truong TH My ThuAn.

QUYl,ll'DINII:
Di6u 1. Ban hdnh Quy ch6 qudn ly, khai thac, su' dung hQ th6ng th6ng). ).

tin, phAn m6m qudn ly van ban vd h6 so c6ng vi6c trudng'l'FI M! Thupn, huy6n
M! LQc, tinh Nam Elnh ndm hoc 2025 - 2026.

. Didu 2. Quy ch6 co 7 chucrng,2l di6u, co hi6u luc ke tu'nghy ki d5n thcri
di6rn ban hdnh, chinh sua Quy ch5 m6'i.

Di6u 3. Nhe giito, c6n b6 qu6n ly gi6o duc, ngr-rdi lao d6ng trucrng TH My
Thufln co tr6ch nhiQm thi hdnh quydt {j

Noi nhQn:
- Ldnh tlgo nhd truo'ng (ae rcf);
- T6 chuyCn rn6n (dC t/h);
- Nhu Di6u 3;
- Luu: VT, VP.
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QUY CHri
Quin ly, khai thfc, sii'dgng hG thdng th6ng tin, phin -d* quin ly v5n

b:in vir hd so'c6ng viQc

(Ban hdnh kdm theo Quydt di,nh so I I I /QD-TIIMT
ngdy 0l thdng l0 ndm 2025 I'li€u tru'o'ng tru'clng T'f{ Mi Thuqn)

CIIU'ONG I

NI{UNG QUY DINII CTIUNG

Didu 1. Ph4m vi didu chinh, d6i tu'g'ng rlp dqrng

1.Quy ch6 ndy quy dinh vd vi6c QuAn ly, khai th6c vd su.dgng hQ th6ng
th6ng tin noi chung vd chi ti6t cua vi6c qudrn.li, s.u dUng PhAn m6m qu6n ly vdn

b6n vd h6 so c6ng viQc (sau day ggi t6t ld phAn rn6m QLVB&HSCV) cira trudng
THCS M! Titin.

2. Quy chti ndy dugc 6p dung cho todr-r thO nhd gi6o, can bo qual li gi6o dpc
vir ngucri lao dQng OIG, CBQLGD, NI-D) thuoc truo'ng 'fl-lcS M! Ti6n trong viQc

qu6n l1f, khai thdc, su dung h6 th6ng th6ng tin, phAn rndrrr QLVB&HSCV ctra

trudng phUc vu c6ng t6c chuy0n mdn.

Di6u 2. Giei thich tt'ngir
1. HC th6ng thong tin cucr tru'd'ng TH M, T'huan;le h9 th6ng bao g6m tQp

hqp thi6t bf phAn c[rng, phAn m6rn va co so' clil liQu du'oc thi6t lap phUc vu muc

dfch tAo lQp, cung c6p, truyen dua, thu thflp, xrr ly, lu'u trii' vd trao d6i th6ng tin
trong nQi b0 trudng vd phuc vu vi6c trao doi thong tin d6n cdp tr6n vir c6c co quan,

don vf kh6c co li6n quan.

2. Co so hg ti,ng Cong nghe thong tin; Bao gorn hQ th6ng m?ng m6y tinh
cr.rc bQ G-AN), ducrng,truy6n, c6c thiet b! mang, cac thi6t bi tin hoc 1i6n ktit vdi
nhau thdnh mQt he th6ng, bao gor"rr: n-riy chu, m6y trarr, mdy x6ch tay,may in,
m6y chi6u; c6c thi6t bi rrqrng nhu: Srvitch, I lub, modcm, thi6t bi an todn, bao mQt

vir c6c thi6t bi c6ng nghe thdng tin kh6c.

3. Tham s6 *qrg: Lit cdc tham rO t y thuQt dugc ciri dpt trong c6c thi6t bi
m?ng vd thitit bf m6y tinh d6 tao ra c6c dia chi k5t n6i trong mang. C6c m6y tinh
gui vd nhQn th6ng tin th6ng qr-ra cac ciia chi kOt noi nay.

4. Phin *i*, Ldr chuong trinh nriiy tf rrh du<rc rno ta bang hQ th6ng ky hiQu,

m5 ho{c ,rg^or ngir dO $i6: |nj:n th.i,el 
|i":6,thr,rc 

hiQn chu'c ndng nh6t dinh. Phdn

-Q* bao g-6m phAnmCrn hQ thon g&e diiu hdnh, qlt?n tri co'so'dir.li€u,...), phdn

m6m img dpng (phdn m€m vdn phdng, phdn mAm k€ todn, phdn m€m qudn |i...).

5. HA so c6ng vi€c;la mdt tpp van bAn, tai lieu co li6n quan voi nhau vd mOt
r -).v6n de, mQt sr,r viQc, mQt doi tuong cu thO hodc co rnot s6 dac diem chung hinh

thdnh trong qu6 trinh theo ddi, giAi quyOt c6ng viQc thuQc pharn vi chric ndng,

nhiQm vp cira mQt co quan, t6 ch[rc hodc cua mQt c6 nhAn.

6. Vdn ban di€n tu'; ld vdn ban dugc tao ra vir luu trfr'bdng c6c phucrng tiQn
diAn fr'rhnqf ritAno drvq tr6n cAno nohA r{i6n ,{i6n tri' ki thrrAt sA tirtinh tnIv6n d6n
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7. Du'd'ng cong vdn truyin th6ng;la nhfi'ng vdn b6n gui qua dich vp buu
chfnh cua c6c doanh nghiCp bu'u chinh chuyOn ph6t ho6c dugc chuy6n vdn bin.:
trq'c tiep ttr co quan gu'i den co'quan nhAn.

CIIU'ONG II

euAN Ly, KrrAr rrrAc, su'nqxc HE rHONG rn0Nc rrN
Diiju 3. Qurin li thi6t bi

1. Thi6t bi tin hoc duoc trang bi tai c6c phong hgc, phdng chric ndng le tei
sAn cua Nha nuo'c, du'o-c qudn l1r, su' dUng theo quy dinh cua trudng THCS My
Ti6n va cua Nha nr-Lo'c. C6c cton vi, c.an b6, c6ng chrlc, vi6n chric vd nguoi lao
dQng c6 tr6ch nhiem quan ly trang thi6t bi tin hoc dugc giao.

2. Giao cho d/c Bili Thi Trang - GV m6n Tin hgc vd d/c Mai Dinh Phir - GV
m6n Vqt li - T6 pho t6 KHTN ldm c6ng t6c quAn tri mpng, truc ti5p 9r16n lt ry
thupt vd duy tri hoat d6ng cua h0 th6ng th6ng tin c[ra trucrng; lA d6u m6i k6t n6i
mang LAN. nrang Intcrnct, mang c1fr' li0u chr-rydn dung cho c6c phong; ki6m tra
hiQn trqng, c10 xuat su'a chlr'a hodc rnua mo'i cdc chung loqi thi6t bi CNTT phu hqp,
an todn, b6o mft tkreo quy dinh v0 qudn ly, su'dUng tdi san co quan.

Di6u 4. Qurin Iy, khai thdc m4ng mdy tinh vi internet

l. ltrgttyAn kic qtran li; CB, GV, NV khi tharn gia vdo hQ th6ng m?ng (LAN,
intemet, clir li6Lr chuyOn <lirng) l<h.6ng duo-c tLl y lap dpt c6c thi6t bi nhu: Switch,
Hub, modern wilL...trurcrng ho-p cAn lirp dat phai duoc sp'd6ng y,cua Hi.eu truong
vd th6ng b6o cho d/c Phu qudn tri mang kicrn tra, cAu hinh thi6t bi (n6u c6n) dO

d6m b6o an toan bao rn{t th6ng tin, dfr'li6u vd h9 th6ng mAng.

2. Vqn hdnh mqng mdy tlnh:

a) Ban CNII- chu tri vAn hanh mang LAN, c6 tr6ch nhiQm phdn c6ng thdnh
vien qudn tri man,rr clO thong nhAt van hr\nh va l-ruong d6n nghiQp vu cho c6c GV,
NV su'dung, khai thirc rnang LAN, rnang Intcrnet vd mpng dfr liQu chuy6n ding.

b) CIl, GV, NV dugc phep truy cgp mang m6y tinh cria trucrng sE duoc c6p
tdi kho6n nguoi dung (Account) dd truy c4p vd ph6i chiu tr6ch nhiQm b6o d6m bi
mflt cira tdi khoan duoc c6p; dugc b6 phAn qu6n tri mang ph6n quy6n khai th6c ccy

so dir li6u, dich vu tr6n mang theo chti'c ndng, nhiQm vu cua minh vd chi c6 quydn
sir dpng nhilng th6ng tin rnA rn6y chr-r cld phAn qrydn.

c) Hdng ngdy, CB, GV, NV thuong xuyen truy cpp vdo mang m6y tfnh <Iti

khai th6c thdng tin phuc vu c6ng t6c; thgc hiQn viQc giri, nhpn, trao d6i, xtr l1i vin
bAn, gi6y to hdnh chfnh th6ng qua mang m6y tinh, c6c phAn mAm chuy6n nghnh,
ph6n m6m dung chung vd co tr6ch nhi6m v6i nhi6m vu ctra minh.

d) Khi khai thdc su'dr,rng c6c tdi nguy6n tr6n mang (phin *i*, co sd dfi ligu
vd cdc th6ng tin khdc) C[], GV, NV phai theo dung tr6ch nhiQm, quy6n han, chfc
ndng,.nhiCrn vu cluoc ph4n c6ng; khong dugc tU i di chuy6n dulng c6p, c6c thi6t
bi phdn cirng, cdi dat ph6n m6rn, khai th6c th6ng tin kh6ng thuQc pham vi xri ly
cua minh.
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d) qB, GV, NV kh6ng dugc su'dung m?ng m6y tinh, mang lnternet cria
trudng dO khai thdc,luu trir cac clii li0Lr, thongtin nhu'cac tro choi, c5c chuong
trinh giti tri kh6ng ldnh mqnh, cac trang wcb co noi dung x6u.

e) Thdnh vi6n qu6n ly trr,rc ti6p do lli6u truo'ng ph6n c6ng.

Didu 5. Quin ly, khai th6c, sii'dgng co s6'dir li6u vh phin mdm

1. Ban CNTT c6 tr6ch nhi6m cdri ctdt, quAn ly c6c phAn ,16. hQ th6ng vd
,l x ,phdn m6m img dpng trong he th6ng rxang rn6y tinh tai tru'ong; Nghidn ciru, dC

*uAt, ndng c6p c6ng nghe, phAn rnOm theo clinh hu'crng qudrn ly nhd nu6c cua ngdnh
vd tudn theo quy dlnh cua Nhd nuoc.

2. CB,GV, NV c6 tr6ch nhiem ph6i hqp v6i Ban CNTT trong qu5 trinh tri6n
khai, khai th6c vd sdr dung phAn -d,r.

Di6u 6. Phdng ch5ng virus miy tinh, bzio m$t co'so' clir IiQu vir an ninh
m?ng

1. Bdo mqt t6 lt1u;

a) CB, GV, NV phai co tr6ch nhi6m bao rn4t rO tig, nghiQp vu tr6n m6y tinh.

.b)ViQc chia s6 dt li6u tren mang do bQ phfln qu6n tri mang thyc hiQn theo
quy6t dfnh cua HiQu truong va thco phAn cAp su'dung tai ngr"ryOn mang.

2. Bao mqt truy cqp; Cac chuong trinh ung dung, phdr-r chia sri dung tr6n
m6y tinh ph6i dugc ddt mat kh6u, rnd kho6 bdro rn6t.

4. Bdo mqt h€ thring mqng vd trttyin tin;

a) MAng vd dudng truydn du'oc 6p dung cdc che d6 bao rnqt cAn thi6t, ch6ng
x6m nhpp bAt hqp ph6p.

b) BO phQn qudrn tri rnang co trach nhi6rn thuo'ng xLry0n theo d6i, ki6m tra
ph6t hiQn kip thoi c6c hogt dQng xdrn nl-r6p vd co bi0n phap xir ly k1p thoi.

5. An todn trong sa dqng: Khi khong ldrn viOc vcvi rn6y vi tinh trong thoi gian
dei, CB, GV, NV phai tat rnay tinh hoac ddt chO d0 [rAo vC d0 dam b6o an to]rn

cho dir liQu cua c6 nh6n.

6. Phdng, ch6ngvirtts;ClJ, GV, NV co tr6ch nhiern tuAn thu c5c biQnph6p
phong vd ch6ng virus cho rn6y tinh, dhrn bAo an todur dir li0u thuoc c6 nh6n quAn

Ly.

a) Ngucri quAn ly m6y tinh phai tu suro, luu dir liQu vd qudt, diQt virus cho
m6y tinh rninh qu6n ly.

b) Mgi dir liQu tir c6c thiet b! lrru trD bOn ngoAi (l.Jstl, dia m6m, dia CD...)
d6u phAi dugc qu6t, diet virus m6i t<tri dua vho mity.

.c) Nhirngmily tinh ph6t hi€n co virus phai dugc t6ch khoi nrang v6 mpt vpt
1)7 dC tr6nh tinh trpng 16y nhi0m sang cac may tinh khac.

d) Kh6ng truy cAp.vho cac trang web, c6c link li6n k6t kh6ng 16 rdng; kh6ng
click vdo c6c link, tai vd c6c lile tdi lieu tu'c6c dia chi ttru kh6ng ndm 16 th6ng tin,
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Diiiu 7. Nhirng diOu kh6ng tlu'g'c lhm

l. Khong cluoc lo-i dung vi6c su' dr;ng lntcrnet nh6m mpc dich: Ch6ng lai
Nhh nuoc CQng hoa xd h6i chu nghTa Viet Nam,g.6y phucrng hai d5n an ninh qutic
gia,trdt tu an toan xd h6i; kich dQng b4o luc, d6i trr,ry, tQ npn x5 hQi, m6 tin di
doan; ph6 ho4i thu6n phong m! tuc cua dAn tQc.

2. Khdng dugc ti6t 16 bf mflt nha nu6'c vir c6c bi mflt kh6c dd dugc ph6p lupt
quy dinh.

3. Khong ctu'oc chcri circ tro choi trgc tr-ryOn (game online) hodc c6c trd choi
kh6c tr6n Internet trong gio' lam vi6c.

4. Khong dugc truy cpp hodc tai cac trang Website c6 n6i dung'd6i trpy, phin
dQng, c6c chuong trinh kh6ng rd ngu6n g6c, c6c th6ng tin qu6ng c6o h6p d6n...

5. Khi su'dung hd thong thu diQn tu'(Ernail) kh6ng dugc kich chu6t vdo b6t
cri thu diOn tri, tOp clinh l<ern, cltro'ng linl<, thu' r6c, thu quAng c6o nio kh6ng 16

l;.
nguon goc vA lchong x6c dinh dr-Lcrc nguoi gu'i.

CHU'ONG III
euAN r.Y, stf DUNG PHAN nnEu

euAN r,v vAN nAN vA rro sO cOxG vlpc
Di6u 8.'Iinh hq'p phip cria vin bf,n tr6n phAn *dm QLVB&HSCV
1. Ngi dung v6n ban khi soan th6o phai darn b6o c6c y6u cAu sau dAy:

a) Phu hop v6'i chu truong, dudng l6i cua f)ing, chinh s6ch vd ph6p lupt cira

nhd nu6c;

b) Phn ho. p voi m9c dich, y6y cAu giai quy6t c6ng viQc; fh6 hien y kitin chi
dpo cua lSnh dao; Dung thArn quy6n.

2. I'hO thu'c va ky thuat trinh bdy van bin thgc hi€n theo Nghi dinh s6

30/2020ND-CP ngey 5BI2O2O cua Chfnh phu hu6ng d6n vd c6ng tdc vdn thu.

3. Su' dung phong chii': Ctic thong tin, dfr' liQu dqng ky tU dirng trong phAn
L.,.

m6m phai su'dUng bQ md ky tU chfr'Vi6t theo ti0u chu6n TC\N 6909:2001 vd
dung b0 g6 chir Vi€t lJnicode.

Di6u 9. Cic vin bfln kh6ng tlu'g'c c$p nhf t vho phAn m6m QLVB&HSCV
1. Vin bhn dong dAu mQt hodc vdn ban nQi dung co tinh ch6t mpt.

2. Do'n thu tranh chAp, ki6n nghi, khi6u nai, t6 c5o.

3. C6c loai vdn ban kh6c theo quy dlnh ve bi mpt cua ngdnh, linh ugc, q,r6c

gia.

Didu 10. Quin If, sti'dqng phAn md- QLVB&HSCV
1. Van thu nha tru'<rng cl-riu tr6ch nhi6m tfnh th6ng nh6t qu6n li nha nu6c d6i

vdi phAn,r.,, QLVB&IISCV; don d6c c6c C[], GV, NV sudpngvirqu6n lyhopt
dQng cua phAn mdrn theo quy dlnh cua quy ch6 ndy vi c6c quy dinh kh6c cria ph6p
l,.A+ ^A liA- ^,,^-
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2.Ydnthu th6ng nhAt sir dung phAn mCrn QI-VB&I ISCV trong Trulng ti6u
hgc M! Ti6n dC queg ly van bAr-r di, d6n, trao d6i th6ng tin, chia se d& liQu, xu ly
v{n b6n vd gi6i quy6t c6ng vi6c th6ng qua chirc ndng h6 so c6ng viQc cua ph6n

mem.

CITU'ONG IV

QUy rRiXlr xu'r,v vztx nAN vA IIo so coNG VIEC

Di6u 11. Ti{ip nh$n vin brin d6n

1. Vdn thu khi tii5p nhan vdn bdn d6n thong qLra mang m6y tinh ho{c theo
dudng c6.ng vdn truyA.rlnOng phai ki6rn tra, d6i chi5u ncri gf i, noi nh6n, d6u ni6m
phong, s6 vd ky hiQu vin ban ghi tr6n bi voi s6 giao nh4n.

2.Ti€nhdnh phdn loai vdn bdn d6n:

a) Cdc vdn b6n d6n co d6u "FIoa t6c", "KhAn", "I-huong khAn": Uu ti6n ldm
thir tpc titip nhQn, ding ky vd chuy5n v6n bdn Oe tip thoi xu' ly;

b) C6c vdn bdn co dong d6u "Mflt", "-l-6i Mflt", "'l'uyQt m6t": Chuy6n cA bi
vin b6n d6n Ldnh dpo xu'ly; truo'ng hcrp I-dnh dao di ,rang thi chuy6n cho ngudi

).
dugc uy quy6n xu ly;

c) Cdc vdn bAn d6n chi clich danh nguoi nhfln thi chuy6n ngay d5n ngudi c6

t6n; n6u ld vdn ban khAn mh nguoi nhAn di v6ng thi chuy6n cho tdnh dpo ho{c
nguoi dugc ry qry6., xu ly.

d) Nhfing vdn b6n dOn th6ng qua mang m6y tinh (Van ban di6n tu) dugc dua
tryc ti6p todn vin cua vdr"r bAn vho h0 th6ng va nhQp cac th6ng tin b6 sung cho
vdn birn do.

Di6u 12. Ki6m duyQt vir theo d6i tinh trpng xii'ly vin b:in tl6n

1. Hiqu trudng phan qry6n doc, phAn xu ly va phoi ho-p xu' ly (ntiu c6) kdm

theo y ki6n chi dao (n6u co) clio c6c ClJ, GV, NV cltroc phAn c6ng, trong trudng
hqp kh6n g c6 i ki6n chi dao thi duc;ng nhi0n C[], GV, NV dtLgc nh6n nhiQm vr,r

xu ly c6 tr6ch nhi6m chu tri phOi ng'p a6 tri6n khai vdn ban do.

2. ViQc chuy€n vdn bAn den tai khoAn dugc phAn d6 dgc, ph6n xu lif ho{c
phOi trqp xtr ly phai bao darn chinh x6c dO giir bi mAt n6i dung vdn b6n.

3. Theo d6i tinh trang xu' ly vdn ban den: Sau khi phAn xtr ly vdn b6n d6n,

I-Iiqu truong theo ddi tinh trang xri ly van ban cJ0n cua cac cii nhan du<vc phAn xu
ly duqc th6 hiQn tr6n ph6n m6m.

Didu 13. Xfr ty HO so'cdng viQc

1. M0 m6i hd so: Khi dugc phAn xu' ly chinh do hi6u truong giao hopc xu6t
ph6t nhu cAr.r giAi qry6t c6ng vi6c md nhAn vi6n rno ho so xu ly vdn bdn d5n hay

mo h6 so soan thao vdn bAn di, ho scv xu' 11, cong vi0c.

2. CdnbQ, r,i6n chri'c clugc cAp tdi khoarr xu' ly cdng viCc, hang ngey bit buQc

phii mo H6 so.c6ng viec it nh5t 01 l6n d6 xu ly c6ng vi6c.dugc phAn quyAn d_09,

ph6n quy6n ph6i hqp xu ly hO so c6ng vi6c dC trao d6i y ki6n v6i c6'c c6 nh0n ph6i
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dung tharn e)a giai qry5t c6ng vi6c va lap phieu trinh, du th6o vdn b6n trinh lSnh
dpo xin 1i ki6n chi dao hodc ban hdnh c5c nQi dirng gi6i quy6t h6 so c6ng viQc.

3. Theo ddi hoi bao: Khi c6n theo ddi c6c vdn bin trir lcyi tri c6c co quan nhfln
vdn bdrn di, vdn thu'xr.r ly chon ch[r'c ndng nhAn h6i b6o cho vdn bAn di vdr gin c6c
vdn birn d6n hoi b6:o vao ho scr c6ng vi6c do.

Di6u 14. Ban hirnh vIn bin tli
l. Tdt ca cdc vdn ban du thao trinh ky, sau khi lSnh d4o co quan ky - chuyi5n

ph6t hAnh, ,el thu c6p sO AC cAp nhAt vdo s6 vdn b6n; nh6n b6n, d6ng d6u vd luu
trir vdn bAn goc.

2.Ydn bdn di clu'o-c grri thong qua phAn ur6m QLVB&HSCV (vdn bin diQn
tri) cho c6c no-i nhAn co cung hO th6ng vd grri tl-reo phucrng thirc truyAn th6ng cho
c6c ccv quan chua lien thong he th6ng.

CTIU'ONG V

TRACTT NrrrH,M CUA rrrpt; 'r'RU'oN(;, pHO HIEU TRIIONG, VAN
THU'sC'opNc i,uax MEru euAN r,y vAN nAx ie no so'c6NC

VIEC

Ei6u l5: [IiQu tru'd'ng

Th6ng nhAt vi6c,qLrdn ly sir dung phAn rnem quin ly vdn bAn vd hO scy c6ng
viQc; NhiQm vU clr th6 nhu'sau:

1. Quan ly van bdn den, di, chuy6n nhfln vdn bin qua mang m6y tinh.

. 2. Xft ly van bdrn, giAi qry5t c6ng viQc th6ng qua hO scy c6ng vi6c tr6n phAn
m6m.

3. Su'dr-rng lich c6ng t6c; chia sc v6n ban, tdi liQu, b6o c6o th6ng kC vd c6c
tiri nguy0n kh6c. YOu cAr,r I'}ho hiOu truong, vdn thu b6o c6o hdng tuAn vA nhiQm
vu duoc giao.

Didu 16. Ph6 hiQu tru'6'ng

1. C6 tr5ch nhiCrn qu6n tri6t, chi dqo th6ng nh6t tO chirc tri6n khai thFc hi6n
c6c chilc ndng cua phAn rncm QLVB&I ISCV trong t6c nghiOp, xir ly c6ng viQc
hdng ng2ry;

2. Khi nhpn duoc ph6n c6ng vdn bdn c[ra Hi6u tru0ng thuQc linh vuc dugc
ph6n c6ng phu tr6ch thi sir dUng cht'c ndng xu'ly tr6n phAn mA-.

3. Ki6m so6t vdn ban di, duyQt, cho ph6p ph6t hdnh vdn b6n, ky cdc vdn b6n
di (theo phAn c6ng).

Di6u 17. Vi0n chri'c vi ngrrd'i lao tIQng
. ^;,1. Tat ca cac vi6n chilc vd nguoi lao dQng cria nhd trudng c6 tr6ch nhi6m

ph6i thuong xuy6n dane nhAp. ki6m tra phAn ,rArn dd xil lf kio thoi vdn b6n duoc
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2. Khi cdn b6o c6o can klp thcri, darn bAo thoi gian vd ch6t lugng b6o c6o,
chuy6n dirng dia chi.

Di6u 18: NhAn vi6n lhm cdng tic vin thu':

1. Vdn thu cua co quan co tr6ch nhiern cpp nhAt vdn ban d6n vd di vdo s5 vdn
b6n diQn tir de luu trfr, b5o c6o, thong ke.

2. Khi ti6p nh4n vdn bAn den, thuc hien nhap thdng tin tren phAn mem,
chuy6n vdn bin 16n HiQu trucrng (hopc lSnh clao dugc uy quy6n) sau khi cAp nhAt
xong th6ng tin;

3. Khi ph6t hdnh vdn bdn di da dr-rcyc ngucri co thArn q.,yAn duyQt bin th6o vir

\f b6n chinh thirc thi thgc hi6n c6p s6, ngey cua vdn bdn tu'PhAn mdm. Ldm thri
tpc d6ng ddu; clinh dang vdn ban di6n tu, ki rq chilng thr-L cua truong (n6u c6);
chgn phuong thric giri ld: DiQn tu hopc tlan gi6y vd di6n tu' de thu4n tiQn trong
viQc ti6p nh7n v[n b6n tr6n PhAn rndm.

Di6u 19. Ciln b0 phU tr6ch CNl"t-Quin tri hQ thting:

I " C6n bQ quin tri PhAn m6rn QI-VB&I-ISCV co trach nhi6m tao tdi kho6n
cho c6n bQ c6ng chfc, vien chri'c trong co quan vd phdn quydn su dr;ng, dfnh kj'
sao luu dir li6u phAn mArn a6 Aam bdo an todn dfr' liQu.

2.HuongdSn CB, GV, NV khai thac va sudUng PhAn m6m QLVB&HSCV
ihing quy trinh, {ung mr,rc df ch. I-I5 tro CIl, GV, NV gap kho khan trong qu6 trinh
su dgng ph6n m6rn;

3. Duy tri thgc hien cdc giai ph6p l<! thuAt; 6n <Jinh hQ th6ng mang nQi bQ

(LAN); m?ng internet; duong truydn rO tig, chuyen dung vd chu dQng phong
ngira, xil ly c6c tinh hu6ng ph6t sinh trong llnh vuc an todn, b6o mflt, an ninh
thdng tin; ring pho v6i xArn nh6p mang tr6i phep hoac t6n c6ng mang.

CTIU'ONG VI

KIIIM I'RA, BAO CAO

xtl r.f vAx sAx vA Ho so cOxc vrric rrrrlN pHAN urvt
Eidu 20. C6ng t6c ki6m tra, b:io c6o:

1. Ph6 HiQu truong co trdch r-rhi0rn tl-ruong xr-ryen kicrn tra, theo d6i, d6n d6c
cdc c/rnhdn dugc ph6n c6ng nhiQm vu, bao cao l-liQu truong tinh hinh, ti6n dQ gi6i

A,quy6t c6c vdn bAn vd h6 so c6ng vi6c.

2. C6c c6 nhdn khi nhAn y. ki5n chi dao truc ti6p tu' HiQu truong ph6i co tr6ch
nhiQm b6o c6o lai tinh hinh, ti0n dQ, thu'c hi6n xu' ly h6 so'cong vi6c d6.

3.Cdc vi6n chfc, nguo'i lao dong trong nha trrro'ng l<hi r-rhin ducvc vin b6n
chi dpo trgc ti6p tu HiQu trucrng (ho[c Pho hi€u tru'o'ng) phai co tr6ch nhiQm b6o
c5o lpi tinh hinh, titin dQ, thuc hi6n xu Iy h6 so c6ng vi6c do voi lSnh dpo.
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CITUONG VII
lO cttU'c lttfc HIEN

oiii, zt. oid, khorin thi hirnh

1. Circ c6n bQ, vi6n chirc vd ngudi lao d6ng tpo nhi trudrng c6 tr6ch nhiem
thpc hi6n nghidrn tuc Quy ch6 ndy.

2. Mqi hdnh vi vi pham c6c didu khoAn trong Quy ch6, tiry theo tinh ch6t,
mirc dQ s€ b! xu li ki luAt, xu'phat vi pham hanh chinh, b6i thudng vat chdt,khec
phUc hpu qua hoac truy c[r'u tr5:ch nhiQm hinh su theo quy dinh cua ph6p luflt hiQn

hdnh.

. 3- Trong qu6 trinh thuc hiQn, neu co ,re, dO ph6t sinh ho{c kh6 khdn, vu6ng
mdc cdn ph6n 6nh kip thoi vO Vdn thu d6 t6ng hqp b6o c6o HiQu tru&ng xem x6t
qrytit dinh di6u chinh, b6 sung cho phu hq'p./.


