SO GIAO DUC VA PAO TAO  CQNG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH DPoc 1ap - Tw do - Hanh phuc
TRUONG THPT
TAN PHUOC KHANH

S6:610/QD-THPTTPK Thanh phé Hoé Chi Minh, ngay 05 thang 10 nam 2026

, QUYETPINH
Ban hanh Quy ché quén ly, str dung h¢ thong van phong dién tir
Truwong THPT Tan Phuéc Khanh

HIEU TRUONG TRUONG THPT TAN PHUGOC KHANH

Can cit Ludt Giao dich dién tir s6 20/2023/QH15 ngay 22 thang 6 nam 2023;

Can cir Ludt Luwu trit s6 33/2024/QH15 ngay 21 thing 6 nam 2024,

Can cir Ludt An ninh mang sé 116/2025/QH15 ngay 10 thang 12 niam 2025;

Can cir Nghi dinh s6 30/2020/ND-CP ngay 05 thing 3 nam 2020 ciia Chinh
phu vé cong tac van thu,

Can cir Nghi dinh $6 23/2025/NP-CP ngay 21 thang 02 nam 2025 ciia Chinh
phu quy dinh vé chir ky dién tir va dich vu tin cay;,

Can cir Nghi dinh s6 113/2025/ND-CP ngay 03 thang 6 nam 2025 cua Chinh
phu quy dinh chi tiét mot so diéu cua Ludt Luu trit;

Can cir Théng tw s6 15/2026/TT-BGDDT ngay 24 thang 3 nam 2026 cua Bo
trwéng Bé Gido duc va Dao tao ban hanh Diéu 1¢ trurong tiéu hoc, truong trung hoc
co' s, truong trung hoc phé théng va triweong phé théng cé nhiéu cdp hoc;

Theo dé nghi ciia Phé Hiéu trudong phu trach chuyén doi sé va Té trudng To
Van phong.

QUYET PINH:

Pi¢u 1. Ban hanh kém theo Quyét dinh nay Quy ché quan 1y, str dung hé théng
van phong dién tor Truong THPT Tan Phudc Khanh.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Pho Hibu trudng, to trudng t6 chuyén mon, to truong TO Vin phong,
can bd, gido vién, nhan vién Truong THPT Tan Phudc Khanh chiu trach nhiém thi
hanh Quyét dinh nay./.
Noi nhin: /J_H_I‘EU TRUONG
- Nhu Piéu 3 (Email cong vu); ACTCRL
- Ban Giam hiéu; N2
- Website truong;
- Luu: VT.

Phﬂa'm Trong Sang
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QUY CHE
Quin ly, str dung hé thong vin phong dién tir
Truwong THPT Tan Phuwéc Khanh
(Ban hanh kém theo Quyét dinh s6 610/OD-THPTTPK ngay 05/10/2026
cua Hiéu truong Truong THPT Tdn Phudc Khanh)

Chuong I
QUY DPINH CHUNG
Piéu 1. Pham vi diéu chinh va ddi twong ap dung

1. Quy ché nay quy dinh viéc quan 1y, st dung hé thong vin phong dién tir
trong tiép nhan, xir Iy van ban dén; soan thao, ky sb, phat hanh van ban di; 1ap hd
s0, luu trir tai liéu dién tur; st dung thu dién tr cong vu, lich cong tac va trao doi
thong tin ndi b tai Truong THPT Tan Phudc Khanh.

2. Quy ché nay ap dung d6i véi can bd quan 1y, gido vién, nhan vién, ngudi
lao dong cua nha truong (sau day goi chung la nguoi st dung).

’ 3. Vian ban, tai liéu c6 nd1 dung thudc bi mat nha nudce khéng xu 1y trén he
thong van phong dién tir ma thuc hién theo quy dinh ctia phap luat vé bao v¢ bi mat
nha nudc.

Piéu 2. Giai thich tir ngir

Trong Quy ché nay, cac tir ngir dudi day duoc hiéu nhu sau:

1. H¢ thong van phong dién tir 1a tap hop cac phﬁm mém, ing dung phuc vu
cong tac chi dao, diu hanh, quan ly van ban va trao d6i thong tin cua nha truong
trén moi truong mang, gom cac thanh phan quy dinh tai Diéu 3 Quy ché nay.

2. Van ban dién tﬁ’,lé van ban du’c’riv dang thong diép dit liéu duogc tao 1ap hoac
duoc s6 hda tir van ban gidy theo ding thé thuc, k¥ thuat trinh bay quy dinh tai Nghi
dinh s6 30/2020/ND-CP.

3. Chir ky s0 la dang chtr ky dién tir theo quy dinh tai Nghi dinh 5O
23/2025/ND-CP, gdom chit ky sd ciia ca nhan c6 thim quyén va chit ky sé cua co
quan (nha truong).

4. H(‘A) so' dién tir la tap hop van ban, tai liéu dién tir ¢6 lién quan vdi nhau vé
mot yén de, mot sy viéc hoac c6 cung dic diém, dugc hinh thanh trong qua trinh giai
quyét cong vi¢c.

5. Tai khoan la tén dang nhép va mat khau (kém thiét bi, phuong thirc xac
thuc néu c6) duoc cap cho nguoi sir dung dé truy cap hé thong.

Pi¢u 3. Thanh phan hé thong van phong dién tir

1. Hé thong quan 1y van ban va diéu hanh do co quan c6 tham quyén trién khai
cho nha truong.

2. Hé thong thu dién tir cong vu.



3. Hé thong chit ky s6 chuyén ding cong vu (chung thu s6 ctia nha truong va
cua ca nhan).

4. Lich cong tac, gidy moi, thong bao ndi b dién tir; kho luu trit hd so, tai lidu
dién tr cua nha trudng.

5. Cac phﬁn mém, ung dung khéc phuc vu chi dao, diéu hanh do Hiéu trudng
quyét dinh dua vao st dung.

Piéu 4. Nguyén tic quan Iy, sir dung

1. Toan bd vin ban dén, vin ban di (trir van ban mét va van ban phap luat quy

dinh phai sir dung ban gidy) dugc tlep nhan, xir 1y, phat hanh, luu trit trén hé thong
van phong dién tir; van ban gidy dén duoc s6 hoa va cap nhat vao hé thong.

2. Van ban dién tir duoc ky sd dung tham quyén, dang quy dinh c6 gia tri phap
Iy nhu ban gbe van ban gidy; khong phat hanh song song ban gidy, trir trudng hop
phap luat quy dinh hodc theo y€u cau cua co quan nhan.

3. Viéc chi dao, giao viéc, bao cdo, xtr Iy van ban dugc thé hién trén hé théng,
bao dam cong khai, minh bach, truy vét dugc trach nhiém va dang thoi han.

4. Nguoi st dung chiu trach nhiém vé moi thao tac duge thuc hién bé“mg tai
khoan, ching thu s6 ctia minh.

5. Bdo dam an toan thong tin, an ninh mang; bao v€ dir liéu ca nhan theo Quy
ché quan 1y co s¢ dir liéu, bao vé dit liéu ca nhan cta nha truong.

Pi¢u 5. Cac hanh vi bi nghiém cam

1. Cho ngudi khac st dung tai khoan, thiét bi chir ky s, ma PIN cua minh; st
dung tai khoan, chir ky s6 cua nguoi khac.

2. Ky sb vin ban khong dung thAm quyén; tu ¥ stra d6i van ban sau khi da
dugc ngudi c¢6 thim quyén ky sb.

3. Xt ly van ban mat trén hé¢ théng; chuyén van ban, tai liéu cua nha truong
qua mang xa hoi, img dung nhan tin hodc thu dién tir cd nhan dé giai quyét cong viéc
chinh thurec.

4. Ty y x6a, lam sai 1éch van ban, ho so, nhét ky trén hé théng; cung cép thong
tin, van ban chua dugc phép cong bo ra bén ngoai.

5. Truy cap trai phép, phat tan ma ddc, can trd hoat dong binh thuong cia hé
théng.

Chwong IT
QUAN LY VAN BAN PEN
Piéu 6. Tiép nhin, diing ky vin ban dén

1. Van thu kiém tra, tiép nhan van ban dén trén hé thong it nhat 02 lan/ngay
lam vi¢c (buoi sdng va budi chiéu); van ban khan, hda téc dugc ti€p nhan va trinh
ngay khi nhan dugc.



2. Vian ban dién tir dén phai duoc kiém tra tinh x4c thuc, toan ven (chir ky so,
ngudn giri); truong hop vian ban khong ding thé thirc, sai sét hodc thiéu tai liéu kém
theo, van thu bao cdo ngudi co thim quyén hodc lién hé noi guri.

3. Vanban gidy dén (trur van ban mat) dugc van thu s6 hoa, dang ky vao hé
thong trong ngay lam viéc; ban gidy duoc quan 1y theo quy dinh.
4. Van ban guri dén hop thu dién tir cong vu ctia nha truong duge van thu dang
ky vao hé thong nhu van ban dén.

Piéu 7. Trinh, phan phdi vin ban dén

1. Van thu trinh van ban den cho Hi¢u truong trén hé thong trong ngay lam
viéc. Hiéu truong c6 thé iy quyén cho Phé Hiéu truong phan phdi mot sb loai vin
ban thudc linh vuc dugc phan cong.

2. Trong thdi han 01 ngay lam viée ké tir khi nhan duoc (ddi véi van ban khan:
ngay khi nhan duogc), nguoi c6 thaim quyén ghi ¥ kién chi dao, xac dinh don vi, ca
nhan chu tri, phoi hop, thoi han giai quyét trén h¢ thong.

3. Vin ban dé biét hodc can phé bién rong duogc chuyén dén céac ca nhan, to
co lién quan trén h¢ thong; to truong co trach nhiém pho bién dén thanh vién trong
to.

Picu 8. Giai quyét va theo dbi vin ban dén

1. C4 nhan dugc giao chi tri c6 trach nhiém nghién ctru, giai quyét, bao cdo
két qua trén hé thong diing thoi han; truong hop khong thé hoan thanh diing han phai
bao cdo, dé xuat gia han trudc khi hét han.

2. C4 nhan dugc giao phdi hop c6 trach nhiém phdi hop theo yéu cau cua
nguoi chu tri.

3. Vin thu theo di, d6n déc tién do giai quyét vin ban dén; hang tun tong
hop vin ban dén han, qua han bao cio Phé Hiéu trudng phu trach chuyén doi sd.

Chwong II1
QUAN LY VAN BAN b1
Piéu 9. Soan thao, trinh duyét viin ban di
1. Ca nhan duoc giao soan thao van ban bao dam dung thé thirc, k¥ thuat trinh
bay theo Nghi dinh s6 30/2020/ND-CP; can ctr phap ly chinh xac, con hiéu luc; tai

du thao (dinh dang .doc hodc .docx) va tai liéu kém theo 1én hé thong, trinh t6 trudng
hodc Pho Hiéu trudng phu trach linh vuc cho y kién.

2. Pho Hi€u truong phu trach linh vuc xem xét, cho y kién hodc trinh Hiéu
truong trong thoi han 01 ngay lam vi€e; truong hop can chinh stra, ghi 10 ¥ kién dé
nguoi soan thao hoan chinh.

3. Van thu kiém tra thé thuc, ky thuat trinh bay trude khi trinh ky; phat hién
sai soOt thi trd lai nguoi soan thao.



Piéu 10. Ky s6 vin ban

1. Hiéu truong ky s6 vin ban do nha trudng ban hanh; Pho Hiéu trudng ky
thay (KT. HIEU TRUONG) c4c vin ban thudc linh vuc dugc phan cong hodc duoc
Hi¢u trudng giao.

2. Van ban ky s6 dugc dinh dang Portable Document Format (.pdf); hinh anh,
vi tri chir ky s6 cuia nguoi co tham quyen va chir ky s6 cua co quan thyc hién theo
quy dinh tai Phu luc I Nghi dinh s6 30/2020/ND-CP.

3. Van thu dugc giao quan ly ching thu so cua nha truong, thuc hién ky sO

ctia co quan sau khi nguoi c6 tham quyén dé ky sd va van ban di duogc cép sb, ngay,
thang, nam.

4. Phy lyc, tai liéu kém theo vin ban chinh duoc ky sb ctia co quan theo quy
dinh.

Diéu 11. Phat hanh, theo ddi vin ban di

1. Van ban di duoc van thu cap sb theo thir tu trén hé théng va phat hanh ngay
trong ngay ky s, chdm nhat ngay lam viéc ti€p theo; van ban khan dugc phat hanh
ngay.

2. Van ban gui co quan, don vi co két nbi lién thong dugc gui qua h¢ thong
quan 1y van ban va di€u hanh; truong hop khong cé két ndi lién thong, giri qua thu
dién tr cOng vu.

‘ 3. Van ban phé biép ndi bd dugc gui vdén c4 nhan, to trén hé théng; van ban
can cong khai dugc chuyén Ban bién tdp Cong thong tin dién tir dang tai theo quy
dinh.

4. Viéc thu hoi, dinh chinh, thay thé van ban d3 phat hanh thuc hi¢n bang vin
ban theo quy dinh; khong tu y stra, x6a van ban da phat hanh trén hé thong.

5. Van thu luu ban gdc vin ban dién tur trén hé thong; truong hop phéat hanh
ban giay theo quy dinh, luu thém mdt ban gidy tai van thu.

Chuong IV
LAP HO SO, LUU TRU VA CAC TIEN iCH KHAC

Piéu 12. Lap ho so va ndp lwu hd so dién tir

1. Pau nam, van thu tham muu Hiéu tru’{)‘ng ban hanh Danh muc ho so cta
nha truong; Danh muc duogc cdp nhat trén hé thong.

2. Ca nhan duoc giao giai quyét cong viéc co trach nhiém lap ho so dién tir
trf:n hé thQng, gan van ban dén, van ban di, tai liéu lién quan vao hod so tuong ung;
két thuc ho so khi cong viéc hoan thanh.

3. Ho so dién tir da két thuc du:o’c,n(f)p luu vao luu trir ciia nha truong trong
thoi han 01 nam ké tir ngay cong viéc két thuc theo quy dinh cua phap luat vé luu
trtr; van thu thuc hién tiép nhan, quan 1y.
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Picu 13. Sir dung thu dién tir cong vu

1. Mdi can bo, gido vién, nhan vién duoc cap mot hop thu dién tir cong vu; sir
dung thu di¢n tir cong vu trong trao déi cong viéc voi co quan, don vi bén ngoai khi
khong str dung hé thong quan 1y van ban va diéu hanh.

2. Nguoi st dung lgiém tra hop thu it nhat 02 1an/ngay lam viéc; khong mo tép
dinh kém, duong lién két la; khong dung hop thu cong vu dé dang ky dich vu ca
nhan.

Diéu 14. Lich cdng tac, gidy moi, thong bao ndi bd

1. Lich cong tac tudn ctia Ban Gidm hiéu, nha truong dugc cap nhat trén hé
thng trude 16 gio 00 ngdy thir Sdu cta tuan trudc; khi ¢6 diéu chinh phai cap nhat
va thong bao kip thoi.

2. Giéy moi1 hop, tai liéu hop, thong bao nd1 by dugce g trén hé théng; han
ché in 4n tai liéu gidy. Nhom Zalo chi ding dé nhac viéc, thong tin nhanh, khong
thay thé van ban trén hé thong.

Piéu 15. Quan Iy tai khoan va chirng thu s6

1. Vién chirc cong nghé thong tin dé nghi cap, diéu chinh, khoa tai khoan theo
quyét dinh phan cong cuia Hi¢u trudng; khoa tai khoan va thu hoi quyén ngay khi
nguoi st dung chuyén cong tac, nghi viéc, nghi huu.

2. Nguoi st dung d6i mat khau ngay lan dau dang nhap; mat khau t6i thiéu 08
ky tu gom chit hoa, chir thuong, chir s6, ky tu dac biét; d6i mat khau it nhat 03
thang/lan; dang xuat khi khong sir dung.

3. Vin thu 1ap ho so dé nghi cap, gia han, thu hdi ching thu s6 ctia nha truong
va ca nhén theo quy dinh. Nguoi dugc cép thiét bi chit ky sb c6 trach nhiém bao
quan, gitr bi mat ma PIN; khi mat hong thiét bi hodc nghi 160 ma PIN phai bao ngay
dé tam dirng, thu hdi chtng thu sb.

Chuwong V
BAO DPAM AN TOAN THONG TIN
Piéu 16. Biao dam an toan thong tin

1. May tinh truy cap hé théng duoc cai dat phan mém phong, chdng ma doc,
cap nhat h¢ diéu hén}l; khong luu mat khau trén trinh duyét cia may dung chung;
khong truy cap h¢ thong tir mang Wi-Fi cong cong khong bao ddm an toan.

2. Dir liéu van ban, ho so do nha truong tryc tiép quan 1y duoc sao luu it nhat
01 lan/thang.

3. Khi phat hién su 6 (tai khoan bi chiém doat, van ban bi 1, hé thong bi tan
cong, thu dién tir Itra dao), ngudi str dung bao ngay cho vién chirc cong ngh¢ thong
tin va Pho Hiéu truong phu trach chuyén dbi s6 dé xur 1y, bao cao co quan cap trén
theo quy dinh.
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4. Truong hop hé thong gap su cd kéo dai, anh  huong dén viéc xtr Iy van ban
khan, Hiéu truong quyét dinh xtr Iy bang vin ban gidy; sau khi khic phuc, vin thu
cip nhat ddy du vao hé théng.

Chuwong VI
TRACH NHIEM VA TO CHUC THUC HIEN
Diéu 17. Hiéu truéng
Chi dao chung viéc quan ly, su dung hé thong van phong dién tur; phan ph01

chi dao xir 1y vin ban; ky s6 vin ban theo thAm quyén; bd tri kinh phi, trang thiét bi;
kiém tra, danh gid viéc thuc hién Quy ché.

Piéu 18. Phé Hi¢u truéng

1. Pho Hiéu truong phu trach chuyén doi s6 (ong Phan Minh Tai): giup Hi¢u
truong to chirc thuc hién Quy ché; chi dao bao dam ha tang, an toan thong tin; theo
do;, dén ddc tinh hinh xur 1y van ban dén han, qua han; t6 chuc tap huén st dung h¢
thong.

2. Pho Hiéu truéng phuy trach chuyén mon (ba Nguyén Thi Bich Nhuan) va
cac Phé Hiéu truong: xtr Iy van ban, cho ¥ kién du thao, ky thay vin ban thudc linh
vuc duge phan cong dang thoi han; don doc té chuyén mon, ca nhan trong linh vuc
phu trach.

Piéu 19. Vin thu (6ng Pinh Thé Anh)

Tiép nhan, dang ky, s6 hoa, trinh van ban dén; kiém tra thé thic, cép $0, ky )
ctiia co quan va phat hanh van ban di; quan ly chung thu s6 cua nha truong; theo doi,
tong hop tinh hinh xtr Iy van ban; huéng dan lap ho so, ti€p nhan ho so ndp luu; bao
cao thong ké cong tac van thu theo quy dinh.

Picéu 20. Vién chirc cong nghé thong tin (ba Pham Thi Pai Loan)

Quan tri, hd trg ky thuat cho nguoi sir dung; dé nghi cap, khoa tai khoan; cai

dat phan mém ky s, phong chong ma doc; sao luu dir liéu; theo doi, phat hién, bao
c40 sy ¢6 an toan thong tin; phdi hop don vi cung cap hé théng khic phuc 15i.

Piéu 21. To truéng, can bd, gido vién, nhan vién

1. T6 trudng to chuyén mén, t6 trudng To Vién phong: tiép nhén, phd bién vin
ban dén thanh vién trong t6; chu tri giai quyét, bao cao két qua cac van ban dugc
giao trén hé thong, nhéc nhé thanh vién thuc hién Quy ché.

2. Can b, gido vién, nhan vién: truy cap hé théng it nhat 01 lan/ngay lam viéc
deé tiép nhan van ban, lich cong tac, nhiém vu dugc giao; xu 1y, bado cédo ding thoi
han; bdo mat tai khoan; 1ap ho so cong vi¢c theo quy dinh.

Piéu 22. Khen thuéng, xir Iy vi pham

1. Két qua thuc hién Quy ché 1a mot trong cc cin ctr danh gia, xép loai vién
chtrc, xét thi dua, khen thuong hang ndm; viéc xir Iy van ban qua han trén hé thong
dugc tong hop lam co s¢ danh gia.
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2. Ca nhan vi pham Quy ché, tuy tinh ché‘g, muc d6, bi nhic nhd, phé binh
hodc xem xét xur 1y theo quy dinh cua phap luat vé€ vién chire; truong hop gay thiét
hai phai boi thuong theo quy dinh.

Dieu 23. To chirc thuc hién
1. Quy ché dugc phd bién dén toan thé can bg, gido vién, nhan vién va dang
trén Website cua nha truong.

2. Trong qua trinh thuc hién, néu c6 kho khan, vudng mac hoac c6 quy dinh
ma&i cla cap trén, cac b phan, cd nhan phan anh vé Ban Gidm hi¢u (qua van thu) dé
Hi¢u trudng xem xét, stra doi, bo sung cho phu hop./.
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