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Chuong I
NHUNG QUI PINH CHUNG

Diéu 1: Pham vi diéu chinh

Quy dinh nay duoc ban hanh nhdm quy dinh viéc quan 1y va sir dung céc phong
may tinh phuc vy giang day, hoc tap va nghién ctru cua truong Dai hoc Kinh té va Quan
tri kinh doanh.
Diéu 2: Péi twong ap dung
1. Tét ca cac don vi thudc truong Pai hoc Kinh té va Quan tri kinh doanh.
2. TAt ca can bo, giang vién, sinh vién ctia Truong va nhitng nguoi sir dung tai san tai
cac phong may tinh cia Nha truong.
Piéu 3: Giai thich tir ngir
Trong qui dinh nay céc tir ngit dudi ddy duoc hiéu nhu sau:
1. Phong may tinh: 1a tat ca cac phong may tinh ciia Nha trudng phuc vu giang day,
hoc tap va nghién ctru.
2. Cac don vi gdm: cac Khoa, Phong va Trung tam thudc trudng Pai hoc Kinh té va
Quan tri kinh doanbh.
3. Nguoi str dung: Cac ca nhan duoc giao nhi€ém vu quan ly, cac can b, giang Vvién,
sinh vién ctia Nha truong str dung tai san tai phong may.
4. Phi bao tri, bao dudng: 12 phan kinh phi tra chi tra cho cong tac chuan bi k¥ thuat
trude khi str dung phong mdy (cai dit hé diéu hanh, cac phan mém tGng dung, ciu hinh
hé théng mang theo yéu cau ctia don vi str dung) va cac hoat dong stra chita khac.
5. Thu lao can bo ki thuat: 1a phén kinh phi chi trd cho can bd truc dam bao hé s6 ki
thudt cho phong may hoat dong trong thoi gian su dung.
6. Trung tdm Thoéng tin - Thu vién: TT TT-TV
Diéu 4: Qui dinh chung
1. Tuan thu quy dinh vé phap luét khi sir dung.
2. Phong may 1a tai san chung cta Nha trudng, moi t6 chirc, ca nhan khi st dung phai

cé trach bao quan, gilr gin tai san tai phong may.
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Chuong 11

QUAN LY PHONG MAY TiNH
Diéu 5: Muc dich sir dung phong may
Phong may dugc stir dung véi muc dich giang day, hoc tap va nghién ctru ctia Nha
truong; cac hoat dong dich vu do cac don vi trong truong td chirc theo churc nang
nhiém vu va duoc su déng y cua Hiéu trudng.
Diéu 6: Quyén va trach nhiém cia Trung tim Théng tin — Thw vién
1. Chiu trach nhiém quan 1y va khai thac hi€u qua tai san cua cac phong may.
2. Phan cong can bd quén 1y, sira chita, bao tri trang thiét bi cia phong mdy.
3. Can ctr ké hoach giang day cua cac don vi, lap ké hoach, bd tri phong may va phan
cong can bo ky thuat phuc vu.
4. Pé xuét voi lanh dao Nha truong ké hoach bao tri, nang cip, diéu chuyén trang thiét
bi cia phong may.
5. Pé xuit voi lanh dao Nha truong phuong an khai thac hiéu qua cac phong may.
6. La don vi ddu mdi to chire cac dich vu theo quy dinh.
Piéu 7: Quyén va trach nhiém cia cic don vi trong truong
1. Cac don vi trong truong
1.1 Péi véi cac Khoa st dung phong mdy dé giang day cic mon hoc do Khoa minh
phu trach, dau mdi hoc ky, truéc budi sir dung dau tién it nhat mot tuan phai gui ké
hoach (bao gom ké hoach giang day, thi, kiém tra) cho Trung tim Thong tin — Thu
vién.
1.2. Céac don vi c6 nhu cau sir dung dot xuét dé phuc vu cho nhitng hoat dong da duoc
Hiéu truong phé duyét, phai giri dé nghi kém theo ban sao ké hoach da duoc Hiéu
truong duyét (trude thoi gian sir dung it nhat 02 ngay).
1.3 Phong Ké hoach — Tai chinh: phdi hop véi Trung tim Thong tin — Thu vién thu va
quan ly cac khoan kinh phi theo qui dinh.
1.4 Phong Quan tri - Phuc vu: 1ap ké hoach stra chita kip thoi céc trang thiét bi cua
phong may khi c6 dé nghi ca Trung tdm Thdng tin — Thu vién.
1.5. Bbi véi cac don vi sir dung phong may phuc vu cac hoat dong c6 thu phi, phai xay
dung ké hoach str dung giri cho Trung tdm Théng tin — Thu vién trude budi st dung
dau tién it nhat mot tuan. Phai nop tién dién,khéu hao tai san, phi bao tri, bdo dudng,

thu lao can bd truc ngoai gio nhu sau:
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1.5.1 Tien dién:

. Tong  0.35KW S6 gio sir Sé may tinh Gid dién hién

tien dién phai = gio/mdy X e , X X
A ; dung/may tinh s dung hanh
nop tinh
1.5.2 Khau hao tai san:
Khdu _  Tong sé gio sir S6 hrong may Mirc kh,a u
hao TSCD ~~  dung may tinh X tinh sie dung X hao/may
' ' tinh/gio

1.5.3 Phi bao tri, bao duong, thu lao can bo ki thuat:

Phi bao tri, bdo dudng: 250d/may/gid

Thu lao can bd ki thuat: tra truc tiép cho can bd truc phong may theo ché d6
lam ngoai gio.
Diéu 8: Quyén va trach nhiém ciia can by quan Iy phong may
1. Chiu trach nhiém vé bao vé tai san trong phong may.
2. Thudng xuyén kiém tra tinh trang hoat dong cua céc thiét bi, chuong trinh may tinh
nham dam bao hiéu qua hoat dong cao nhat.
3. Hudng dan céc giang vién sir dung céc trang thiét bi trong phong may va hd tro k¥
thuat khi can thiét.
4. Chui dong stra chira, khic phuc nhitng su c¢d don gian. Trong truong hop khéng tu
khic phuc dugc phai bao cdo ngay véi lanh dao truc tiép dé c6 phuong an xir 1y kip
thoi.
5. Pau gid mo cira ban giao phong may cho gido vién, cubi gio nhan ban giao va dong
ctra phong may (trude khi nhan ban giao phai kiém tra k¥ trang thiét bi trong phong
may). Chi m& cira phong may khi c¢6 ké hoach da dugc phé duyét, khi mé ctra dot xuat
dé phuc vu phai dugc su d@)ng ¥ cta lanh dao truc tiép.
6. Pugc thanh toan thoi gian 1am ngoai gio néu phai truc phong may ngoai gio hanh
chinh theo quy dinh.
7. bé nghi gido vién dung viéc cai dat phén mém va bdo cdo lanh dao truc tiép, néu
phat hién phan mém d6 co thé phat tan virus hodc anh huong xau dén kha ning hoat
dong cua hé théng may tinh.
8. Dé xuat ké hoach, giai phap duy tu, bao dudng, sira chita cai tao phong may.
9. Lap sO quan 1y tai san, so nhat ky str dung va so nhat ky stra chita phong may.
10. V¢ sinh phong may.

Dicu 9: Quyén va trach nhiém cia gido vién
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1. Chi sir dung phong may theo muc dich duoc quy dinh tai Diéu 5 ctia Quy dinh nay.
2. Trong gio giang day tai phong may phai c6 trach nhi€ém bdo v¢ tai sdn ciia phong
may, néu phat hién bat thuong phai bao ngay cho can bo quan Iy phong mdy.

3. Phai c6 mit trude gio giang day dé nhan ban giao phong may, kiém tra k¥ tai san
ctia phong may va ky vao sé nhan ban giao.

4. Thudng xuyén kiém tra, giam sat sinh vién vé viéc chap hanh noi quy phong may.

5. Cha dong xu 1y nhitng su ¢b don gian, truong hop khong xtr 1y dugc phai bao ngay
cho can bd quan Iy phong may.

6. Khi c6 ké hoach day bu phai bio cho Trung tim Thong tin — Thu vién trudc it nhat
mot tuan.

7. Chap hanh nghiém ndi quy phong may. Sau mdi budi hoc phai ghi nhat ky sir dung
phong may va ky tén va ban giao phong may cho can bo quan Iy phong may.

Piéu 10: Quyén va trach nhiém ciia hoc vién, sinh vién (nguoi sir dung)

1. Peo thé sinh vién (hoc vién) khi vao phong may, cé trach nhiém bdo v¢ ta san cua
phong may, chap hanh sy hudng dan, diéu hanh cia gido vién va can bd quan 1y phong
may.

2. Khéng mang vao phong may nhitng vat dung dé chay, nd, khong hat thude, khong
mang nudc udng, dd an, khong vit rac trong phong may.

3. Chi st dung may tinh cho muc dich hoc tap va nghién ctru khoa hoc. Khong duogc
choi tro choi, khong dugc sir dung Internet khi chua dugc sy dong y cia gido vién
giang day.

4. Khong duoc tu ¥ di chuyén hodc thao, lap bat ky thiét bi nao trong phong may.

5. Khong dugc ty ¥ cai dit thém hodc xo4 bdt nhitng chuong trinh, phin mém, khong
dugc can thiép vao phan cting hodc phan mém di cai dit sin. Khong duoc xo04 nhimng
dir liéu dang luu trir trong may tinh.

6. Trudc khi ra vé phai tit may, xép chudt, ban phim va ban, ghé ngan nap.

7. Khi may c6 dau hiéu bt thuong phai bao ngay cho gido vién giang day.
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Chuong II1
BAO TRI, SUA CHUA PHAN CUNG VA CAI PAT PHAN MEM

Diéu 11: Quy dinh bio tri, sira chira phén ciing
1. Pau mdi ky hoc, Trung tdm Thong tin — Thu vién tién hanh kiém tra hé s6 k§y thuat
va ¢ ké hoach stra chita @& dam bao phong may hoat dong binh thuong phuc vu dao
tao va nghién ctru trong hoc ky do.
2. Nhitng may khong sir dung dugce néu Trung tdm Thong tin — Thu vién khong thé
khic phuc dugc phai phdi hop voi phong Tong hop (bd phan quan tri thiét bi) 14p bién
ban va trinh Ban Giam hiéu phuong 4n sira chita, thay thé.
3. Phong Quan tri - Phuc vu ¢6 trach nhiém phdi hop v6i Trung tam Thong tin — Thu
vién dé stra chita va thay thé kip thoi dam bao phong may tinh hoat dong 6n dinh.
Piéu 12: Quy dinh cai dit cac phan mém tai phong may
1. Trung tdm Théng tin — Thu vién chiu trach nhiém cai dat hé diéu hanh, cac phan
mém théng dung va cac phan mém hd tro quan Iy phong may.
2. Cac bd mén sir dung phong may dé giang day, cai diat phan mém phuc vu giang day
cadc mon hoc ctia bd moén minh, trude khi cai dat phai bado cho can bd quan ly phong
may. Khong duoc tu y cai dat cac phan mém la (khong phai phan mém phuyc vu giang

day) néu chua duoc sy dong y ctia Trung tim Thong tin — Thu vién.
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Chuong IV

TO CHUC THUC HIEN
Diéu 13: Thuc hién
Trong qua trinh t6 chirc thue hién, néu ¢ nhitng van dé kho khin, vudng mic, cac don
vi phan anh ngay v6i TT TT-TV dé tong hop, trinh Hiéu trudng xem xét, sira d6i, bd
sung Quy dinh cho phu hop.
Diéu 14: Xir Iy vi pham
Pon vi, to chire, can bo, gidng vién, sinh vién thudc truong Pai hoc Kinh té va Quan
tri kinh doanh vi pham Quy dinh nay, tuy theo tinh chat, mc do vi pham s€ bi xtr ly
ky luét theo quy dinh ctia Nha trudong va phap luat. Néu vi pham gy thiét hai dén tai
san, thiét bi ctia phong may phai chiu trach nhiém boi thudng theo quy dinh ctia Nha

truong va phap luat.

HIEU TRUONG
(Pa ky)
PGS.TS Tran Chi Thién
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