UBND QUAN LONG BIEN CONG HOA XA HOI CHU NGHIiA VIET NAM

TRUONG TIEU HQC NGQC THUY Déc l1ap - Tw do - Hanh phc
S6: 57/QD-THNT Ngoc Thuy, ngay 04 thang 09 nam 2021
QUYET PINH

Ban hanh Quy ché quan 1y, sit dung hé thong thw dién tir cong vu
trong hoat dong cua trwong nam hoc 2021-2022

HIEU TRUONG TRUONG TIEU HQC NGQC THUY

Can cur Ludt Giao dich dién tw ngay 29 thang 11 nam 2005; Ludt Cong
nghé thong tin ngay 29 thang 6 nam 2006;

Can cir Nghi dinh s6 64/2007/NP-CP ngay 10 thang 4 ndam 2007 ciia Chinh
phii vé vmg dung cong nghé thdng tin trong hoat dong ciia co quan nha nudc;

Céin cir Chi thi s 34/2008/CT-TTg ngay 03 thang 12 nim 2008 ciia Thii
twémg Chinh phii vé viéc ting cwong sir dung hé thong thw dién tir trong hoat
déng cia co quan nha nuée; thyc hién Chi thi s6 15/CT-TTg ngay 22 thang 05
nam 2012 cua Thai tuwéng Chinh pha vé viéc tang cwong sir dung véin ban dién ti
trong hoat dong cua co quan nha nwoc;

Can cir Thdng ae sé 37/2020/TT-BGD DT ngay 05 thang 10 nam 2020 ciia
Bé Gi&o duc va Pao tao vé viée Quy dinh vé té chirc hoat dong, sir dung thu
dién tir V& cong thong tin dién tir tai S& 9i&0 duc va ddo tao, phong gido duc va
dao tao, CAC co s¢ §id0 duc mam non, gido duc phé thong va gido duc thiong
Xuyeén.

Xét theo dé nghi cua Hoi déng Sw pham Tiéu hoc Ngoc Thuy,

QUYET PINH:

Picu 1. Ban hanh Quy ché quan ly, str dung hé thong thu dién tir cong vu
trong hoat dong ctia Truong Tiéu hoc Ngoc Thuy nam hoc 2021 — 2022 gom 4
chuong 11 diéu.

Piéu 2. Quy ché co stra doi, bd sung khi co sy thay d6i nhan su va chuc
nang nhi¢m vu cua nha truong.

Piéu 3. Toan thé CBGVNV cuaa don vi cd trach nhiém thi hanh quyét
dinh. Quyét dinh c6 hiéu luc ké tir ngay ky./.
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QUY CHE QUAN LY, SUDUNG HE THONG THU PIEN TU CONG VU
(Ban hanh kem theo Quyet dinh so 57/0D-THNT ngay 04 thang 9 nam 2021 ciia
Truong tiéu hoc Ngoc Thuy)

Chuong |
QUY DPINH CHUNG

Pi¢u 1. Pham vi diéu chinh, @i twong ap dung

1. Pham vi diéu chinh

Quy ché nay quy dinh viéc quan Iy, van hanh va sir dung hé théng email
cong vu trong hoat dong cua Truong tiéu hoc Ngoc Thuy.

2. Bdi twong ap dung

Quy ché nay 4p dung d6i vdi cac can b, gido vién, nhan vién Truong tiéu
hoc Ngoc Thuy

Pi¢u 2. Hé thong email cong vu

Hé thdng email cong vu la thanh phan trong hé thong théng tin hanh chinh
dién tir Trudong tiéu hoc Ngoc Thuy. Viéc sir dung hé théng email cong vu nham
hd tro can bo, cong chire, vién chiuc (CBCC-VC) dang lam viée tai Truong tiéu
hoc Ngoc Thuy trong viéc gui, nhan thong tin gitta cdc CBCC-VC, gitra Truong
tiéu hoc Ngoc Thuy véi cac don vi khac, gitta Truong tiéu hoc Ngoc Thuy véi
phong GD&DT, dudi dang thu tin qua mang may tinh nd1 by don vi hodc mang
internet, phuc vu cong tac chuyén mon, nghi€p vu theo chic nang, nhiém vu
dugc phan cong.

Str dung hé thong email cdng vu trong hoat dong ctia Truong tiéu hoc Ngoc
Thuy nham nang cao hi¢éu qua hoat dong, nang suét lao dong, thuc hanh tiét
kiém, giam vin ban gidy to hanh chinh, thuc hién tot Nghi dinh s6 64/2007/ND-
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CP ctia Chinh phu vé viéc tng dung cong nghé thong tin trong hoat dong cta co
quan nha nudc; Thong tu 53/2012/TT-BGDDT ngay 20/12/2012 st dung email
cong vu trong cong tac hanh chinh diéu hanh ctua bo GD&PT.

Piéu 3. Quy dinh céac loai van ban sau dugc trao doi, g1 nhan qua hé théng
thu dién tu: thuc hién theo Thong tu 53/2012/TT-BGDDT ngay 20/12/2012 st
dung thu dién ttr trong cong tac hanh chinh diéu hanh cua bd GD&DT.

Piéu 4. Quy ché nay ap dung cho tat ca CBCC-VC cua Trudng tiéu hoc
Ngoc Thuy khi khai thac va sir dung hé théng email céng vu phuc vu cong tic
chuyén mon.

Chuong |1
TO CHUC HE THONG THU PIEN TU

Pi¢u 5. Pinh dang dia chi hop thw

Email cong vu Truong tiéu hoc Ngoc Thyuy gom 2 loai:

1. Hop thu cua nha truong: La hop thu st dung chung cia nha truong dugc
quy dinh dat tén theo dinh dang nhu sau: clngocthuy@Ilongbien.edu.vn

2. Hop thu ca nhan: La hop thu dung riéng cho tirng can bg, gido vién, nhan
Vvién.

Picu 6. Dé trién khai str dung c6 hiéu qua hop thu cong vu trong hoat dong
ctia co quan Truong tiéu hoc Ngoc Thuy qui dinh nhu sau.

1.D6i véi hdp thuw cong vu Truwong tiéu hoc Ngoc Thuy:

- Van phong PGD&DPT quan Long Bién c6 trach nhiém quéan ly hop thu
cong vu cua Truong tiéu hoc Ngoc Thuy (dia
chi: clngocthuy@Ilongbien.edu.vn) va hop thu nay chi dé giai quyét cong viéc
hanh chinh, chuyén mon cta Trudong tiéu hoc Ngoc Thuy, khong str dung vao
bat ky muc dich nao khac.

- Hiéu truong chi dao to chirc didu hanh, phan cong thanh vién trong to
theo ddi, kiém tra, thuc hién viéc gui cac loai van ban phat hanh cua truong di
cac to chitc va c4 nhan khac; nhan van ban tir cac t6 chitc va ca nhan khac gt vé
truong;

- Nhén vién van phong kip thoi thong tin bao cdo, giri ndi dung da nhan dén
Lanh dao nha trudng dé nim bt va chi dao giai quyét cong viéc.

- Khi thay ddi thu truéong don vi méi, thu truéng don vi cii co trach nhiém
phai ban giao hop thu, mat khau va toan bd nodi dung dir liéu ctia hop thu cong

vu cua don vi cho thu truéng maoi.
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- Khi nhan dugc thu dién tor gui vao hop thu don vi thi hi€u truéng nha
truong (hodc ngudi duge thil trudng Gy quyén) phai co trach nhiém xir Iy va
thuc hién.

2.D6i véi hdp thu ciia timg cd nhan:

- Mbi CB GVNV can ¢ email riéng clia minh dé dé giri, nhan thong tin,
cac loai van ban trong qua trinh cong tac.

- Mdi CBGVNV ty quan 1y noi dung hop thu ciia minh va giai quyét cong
viéc cu thé duoc phan cong.

- Chiu trach nhiém vé ndi dung thong tin cia minh giri 1én mang.

- Khong phat tan thu rac hoac cac thu dién tir khong dung muc dich trong
hé thong thu tin dién tir thong qua dia chi st dung ctia minh.

Piéu 7. Tat ca CBGVNV cia Truong tiéu hoc Ngoc Thuy phai thudong
xuyén kiém tra hop thu dién tir ciia c4 nhén, it nhat 1 1an trong ngay, dé hoi dap
kip thoi thu dién tir ctia cac t6 chitc va ca nhan khac, kip thoi nim bat noi dung,
xtr 1y cong viéc mot cach nhanh nhat, hiéu qua nhat. Riéng hop thu dién tir cia
co quan, can bd 1am cong tac van thu phai kiém tra thuong xuyén trong cac ngay
lam viéc trong tuan.

Chuong 111
SU DUNG HE THONG THU PIEN TU

Picu 8. Yéu cau quan ly théng tin trong hop thw dién tir

Céc thong tin, van ban phat hanh chinh thirc cia co quan, don vi phai dung
chu truong chinh sach ctia Nha nudce, phai dugc Lanh dao don vi duyét trude khi
gui di.

Nha trudng, ca nhan can phai tao nhiing thu muc riéng trén may tinh lam
viéc cia minh mét cach khoa hoc (theo loai vin ban, theo thing, ndm, ...), dé
luu tat ca cac loai van ban gtri, nhan. Phong khi duong truyén Internet hoac hé
théng thu dién tir ¢ su ¢d va dic biét 1a tim kiém lai céc loai van ban trudc day,
gitip giai quyét cong viéc dugc nhanh chong.

Khi soan thao van ban, phﬁn noi nhdn cua van ban di can ghi cu thé.

Str dung bd ma tiéng viét Unicode chuan TCVN 6909-2001 dé thé hién cac
ndi dung trao doi trong hop thu dién tir.

Piéu 9. Qui trinh xir 1y cdng viéc sir dung hé thong thw dién tir

1. Céac budc thyc hién khi nhan cac loai van ban tor hdp thu dién tu:
clngocthuy@Ilongbien.edu.vn cua nha truong.
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Buwée 1: Van thu ¢6 trach nhiém kiém tra hop thu, luu tat ca cac loai van
ban nhan dugc (trir cac thu rac quang cdo) vao may tinh lam vi¢c cua minh. Luu
tén file theo s cong van dén.

Buwée 2: In chuyén cong vian cho hiéu trudng.

Bwoc 3: Hiéu truong duyét ndi dung van ban va phan cong nhiém vu cho
cac bo phan, thanh vién trong nha trudng va vin thu c¢6 trach nhiém chuyén céac
van ban da dugc hiéu truong phé duyét dén cac bod phan, ca nhan c6 lién quan
dén cong viéc.

Luu v: Truong hop Hiéu trudng di ving, s& thong bao uy quyén cho Phé
hi¢u trudng chiu trach nhiém xtr 1y. Khi do, van thu thuc hién cac budc chuyén
van ban dén Phé hiéu truong duoc ty quyén.

2. Cac bude thyuc hién khi chuyén (gui) cc loai vin ban qua hop thu cong
vu chung cua truong:

Buwérc 1: T6 van phong phu trach viéc phat hanh (giti) cac loai van ban di,
cac loai vian ban di da dugc Lanh dao ky duyét va da dong dau, giri bang thu
dién tir van ban khong dong dau theo noi giri di thé hién trong cong van.

Buwoc 2: Chuyén cac loai van ban di theo ding dia chi noi nhan cu thé theo
quy dinh bang hom thu céng vu cia nha trudng.

Pi¢u 10. Nhirng hanh vi bi cam

Loi dung hop thu dién tir dé giri nhan:

1. Céc thdng tin c6 ndi dung x4u gay phuong hai dén an ninh quéc gia, trat
tu, an toan xa hoi; tuyén truyén kich dong bao luc, ddi truy, toi 4, té nan Xx& hoi,
mé tin di doan; pha hoai thuan phong my tuc cta dan toc.

2. Thong tin tiét 16 bi mat nha nuée, bi mat quan su, an ninh, kinh té, doi
ngoai vVa nhitng bi mat khac da dugc phap luat quy dinh.

3. Thong tin xuyén tac, vu khéng, xdc pham uy tin caa to chic, danh du,
nhan pham cua cong dan.

4. Quang b4, tuyén truyén, mua ban hang hoéa, dich vu thudc danh muc cim
theo quy dinh ctia phap luat.

5. Phét tan virus may tinh thdng qua hop thu dién tir ctia ca nhadn minh vao
hop thu dién tir cong vu.

Chwong IV
TO CHUC THUC HIEN
Piéu 11. T6 van phong, CBGVNV cua nha truong, co trach nhiém to chirc

thyc hién Quy ché nay. Giao Tb van phong c¢o6 trach nhiém theo daoi, kiém tra,
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don doc viéc thuc hién. Trong qua trinh thyc hién, néu c6 nhitng van dé vudng
mac, phat sinh yéu cau cdc ca nhan phan anh ve t6 Van phong nha truong dé kip

thoi bo sung hoan thién.



