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PHI; I.AJC 

Quy dinh v cling tac scra chfra, bao dtritng trang thitt hi  CNTT 

(Kern theo Thong bcio sniff /TB-DHV ngaya /12/2020 ctha Trut'ing Dgi h9c Vinh) 

I. NQ! DUNG GONG VIK 

Vin K thuat \fa Cong nghe' dam nhan cong tic saa chaa, bao dtrang cdc trang 
thiet bi ding nghe thong tin trong tom n truang, bao gOm: 

1. Lap dat, cai dal, stia chaa, bao duang, thay the cac vat tu linh kin cho cac 
trang thiet bi CNTT nhu may tinh, may in, may photocopy, may chieu, dien thoai ban 
vi cac thiet bi crni khac; 

2. Cite nOi dung ding viec khac lien quan den cNri.  da dtryc Ban Guam hieu 
phe duyet chit truung cho Vin Ky thuat vi Gang nghe dam nhan. 

H. QUY TR1NH THUt HItN 

1. Khi c6 nhu eau sCra chfra, bao duang cac trang thief. bi  CNTT tai dun vi, ca 
nhan cc') nhu cau trut tier) lien he vdi "DOi ky thuot Tien Phong" thuec Vin Ky thuat 
vi Cong nghe, dia chi: Tang 1 - Nha 131, Twang Dai hoc Vinh, lien h d/c Quang phy 
trach (din thoai: 0983.682.662) hoac Hotline ky thuot (0826.232.527 hoac 
0982.012.357) de you eau sCra chaa. 

2. "DOi ky-  thuat Tien Phong" thgc hien kiem tra tinh gang cüa trang thiet bi, 
lap Phieu yeu cau )(Cr 19 sg cO CNTT vi de xuat phuung in xCr 19. 

3. "DOi ky thuat Tien Phong" tien hanh trien khai sCra chaa. Sau khi hoar' thanh 
viec &Cul chaa, k9 xac nhan the dun vi lien quan tren Phieu yeu cau xi/ 19 str co CNTT 
gem: Ngueri yeu cau sCra chaa, Lanh dao dun vi ducc siva chaa, NguOi trtrc tiCp sCra 
chaa, Lanh dao Vin KT&CN vi met can be phy trach thuec cac dun vi co chuyen 
mon ctia Nhi truing. 

-t  Doi voi the. hang myc cong viec nhu lap dal, cai 	chCra, bao duang, 
thay the the vat tu linh kin cho cac trang thiet bi CNTT (may tinh, ,may in,,  may 
photocopy, may chieu, din thoai ban N/A cac thiet bi CNTT khac) thi Phieu yeu cau 
19 sir ce CNTT can c6 sty xac nhan cda can be pity trach thuec PhOng QIDT. 

-,D6i vai cac hang rnyc cong viec nhu lap dat them cac he thongmng, dau nei 
met thiet bi mOri vao he thong tha Nha twang, thay cloi vi tri hoac cau hinh lai the 
thiet bi inking trong truOng thi Phieu yeu eau xCr 19 str co CNN' can c6 sty xac nhan tha 
can be phy trach thuOc Trung tam CNTT. 

Doi vai cac trang thiet bi, tai sin CNTT c6 gia tri Ion can phai sCra chin, bao 
duang, ca than \fa dun vi sir dyng phai lp  Bien ban xac nhan tinh gang tai sin c6 xac 



nhan càa K toan tai san, Trung tam CNTI WI PhOng QTDT. Vin KT&CN can cir 
I3ien ban tren de de xuit phuang an sira chfia. 

4. Cuei mAi thang Vin KT&CN tAng hgp cac Phieu yeu cAu tiA' lam quyet loan 
vat tu vai Phong KI I-TC de trinh Ban Giam hieu ph'e duyet truac ngay 10 cilia thang 
tier) thco. 

III. TRACH NHItM CAC DON VI 

I. Vin Ky thu'it vA Cong nght' 

- Lap danh sach car.: thanh vien va thong tin lien lac coa DOi thuc hien cong lac 
stia chira trinh PhOng KII-TC \fa Ban (Earn hieu phC duyet. 

- "[hut hien cong lac sCra chira, bao dung CN1 F theo dung Quy trinh, quy dinh 
da c6. Khong tham gia sira chCra, bac) duerng cac hang muc CNTT khong thuOc pham 
vi ma Vien KT&CN duce dam nhiem nhu cac hang muc lien quan den may chit, phan 
mem cila cac don vi,... 

Khong cai them bat dr Olin mem gi vao cac may tinh cda Nha truing ngoai 
cac phan mem thong dung (Windows. Office, b0 gO tieng viet, Driver may in, due file 
dpf, phan mem di@ virus) trix twang hap ce, yeu cu cda nguiri sr dung may tinh do. 

- Trong qua trinh stra chira bao duerng CNTT, Vien KT&CN c6 traeh nhiem 
phai tuyet din dam bao an than, bao mat cac tai lieu, thong tin dm cac don vi. Tuyet 

khong duce coppy bat dr er lieu gi tit may tinh cda nha truang ra ben ngoai. 
Trong twang hgp bi I61 hoe mat chi lieu khi cai dat de nghi gift nguyen hien trang bao 
ngay cho trung tam CNTT de dugc tu van. 

- CO trach nhiem bao dam an man. tranh vice gay mat mat, htr hong cho cite tai 
sin trang thiet bt cOa Nha truOng,,  chiu trach nhiem truck pan Clam hieu Nha truerng 
neu Lay ra cac van de lien quan den tai san ma 16i thuOc ve cac ca nhim tham gia cong 
tac sira ehira, bao duCyng. 

- hien bao quan an tom n cac d6 clUng, vat at dugc nhan ban giao tir PhOng 
KII-TC, quyet wan hang thing vai PhOng Kul-IC s6 dA cldng, vat tu tido hao trong 
de trinh Ban Giam hieu phe duyet. 

2. PhOng K hunch - Tii chinh 

- Cung cap kip theri cac trang thiet bi, vat tu, dA dang cho Vin KT&CN phut: 
vg cong tic stra chin, bao duerng trang thiet bi CNTT. 

- Thuc hien quyettomn v6i ,Vien KT&CN so c16 eking, vat tu da sir dung trong 
thing, Ion danh muc va , lugng do clang, vat ttr can mua sam bo sung. 

3. Inning Quin Id va Win tif 

- Timm gia dOi chieu, xac nhan ctic hang mix cong viec Vin KT&CN da thuc 
hien tai tirng clan vi thuec pham vi xir 132 dm pi-1011g QTDI. 



- Klein tra, xac nhan tinh trang hang hoc dm cac trang thiet, bi c6 gia tri 
tham mutt de xuat I3an Giam hieu the phuang an sfra chaa, thay the kip thai cho the 
dan vi. 

4. Trung tam Cling ngh0 thong tin 

- Tham gia doi chiau, xac nhan cac hang mpc c6ng viec Vin KT&CN da thue 
hien tai tirng dan vi thuOc pham vi xà 19 tha Trung tam CNTT. 

- Kim tra, xac nhan tinh trang h6ng h6c eUa the trang thiet, b1 co gia tri 
tham mini de xuAt Ban Giam hieu the phucmg an &int 	thay the kip thai cho the 
dan vi. 
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