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rntIONc THPT rnAN ri, pHONC

S5: 75/QD-TKP

. QUYrr OlNn
V6 viQc ban hinh Quy ch6 quin lf, sfr dgng chil kf sii, chfilg thu chir kf s6,
thi5t bi luu kh6a bi mft vir dich vg chftng thr;c chii kf s6 chuy6n ding cdng

vg t4i Trudng THPT TrAn K) Phonng

HrEU TRTIONG TRUONG THPT rnAN KV PHONG

Cdn cu LuQt Giao dich di€n t* ngdy 22 thdng 6 ndm 2023;
Cdn c* NShi dinh s6 130/2018/ND-CP ngdy 27 thdng 9 ndm 2018 cila

Chinh phil quy dinh chi ti€t thi hdnh Luqt Giao dich di€n ttb vi chfi b!, sii vd dici
vqt chtbng thrc chil tE t6;

Cdn c* Nghi itinh tA SOZOZ1/ND-CP ngdy 05 thdng 3 ndm 2020 cila Ch{nh
phil v€ c6ng tdc vdn thu;

Cdn cth Thdng u s6 32/2020/TT-BGDDT ngdy 15 thdng 9 ndm 2020 crta
BQ trudng B0 Gido duc vd Ddo tqo ban hdnh Diiu lQ trudng ffung hgc co so,
trudng trung h7c ph6 th6ng vd trudng ph6 thdng c6 nhiiu ctip hgc;

Can c* C6ng vdn so 2333/SGDDT-VP ngdy.lS thdng 5 ndm 2026 cila So
Gido dqc vd Ddo tqo tinh Qudng Ngdi vi viQc bdn'giao vd qudn ly, str dltng thi€t
bi ch{mg thu chft ty tO chuyAn ditng c6ngvlt;

Xdt di ngh! cila Nhdn viAn Vdn thu - vd BQ phQn phtt trdch C6ng nghe th6ng
tin nhd trudng.

: QUYfT D[NH: (

Di6u 1. Ban hanh kdm theo Quytit dinh ndy "Quy ch5 quin 1;f, sri dgng chfi
ky si5, chimg thu chfi ky sti, thiet bi luu kh6a b.i mQt vd dich vp chimg thyc cht k;f
s6 chuy6n drrrg c6gg vU tai Trudrng TI{PT Trdn K},Phong".

Di6u 2. Quy6t ctfnh ndy c6 hiQu lgc thi hanh tC ttr ngdy ky.
Di6u 3. Cdc Ph6 HiQu truong, TO tru0n g cils TO chuy6n m6n, fO Van

phdng, Vi6n chric php tr6ch CNT, B0 phan Vdn thu vd toirn thiS c6n bQ, gi69
vi6n, nhdn vi6n Trudng THPT TrAn Kj,Phong chiu trSch nhiQm thi hanh Quytit
dlnh ndy./.

NoinhQn: .

- S0 GDDT tinh Qu6ng Ngai (dC b6o c6o);
- HT, PHT (d€ chi dag);
- CLc TTCM Dodn thri (d€ thuc hien);
- [,uu:VT.

CQNG HOA XA HQI CHO NGHIA VIET NAM
DOc lOp - TU do - Hanh phrfic

Binh Son, ngdy 20 thdng 5 ndm 2025 6
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Quf,n lf, sir dgng chil ki
vi dich vg chfng thgc cl

fr ky sii, thi6t b! Iuu kh6a bi mgt
dtng c6ng vg t4i Trudng THPT

(Ban hdnh kdm theo Quyiit di S/QD-TKP rySdy 20 thdng 5 ndm 2026
ctla Hi€i trudng Trudng filpf frAi kg fl,o"p

Chucrng I
QUY DINH CHUNG

Didu 1. Ph4m vi tlidu chinh vn tISi tugng 5p dUlg r
1. Ph4m vi tli6u chinh: Quy ch6 ndy quy dfnh vO viQc quin ly, sri dpng cht

ky si5, chimg thu chir ky rti, thi6t bi luu kh6a bi mat (uSB Token, SIu rkt) va
dich vu chimg thuc chfi ky to chuy6n dtng c6ng vp trong todn bQ c6c ho4t d.6ng
quin 1), hanh chinh, c6ng t6c chuy€n m6n dpy hgc, phSt henh vdn b6n di6n tu vd
cdc giaodich diQn tu tpi Trucrng TryT Tren Kj,Phong

2. D6i tugng rip dgng: Quy.chti ndy 6p dsng AOi vOi Ban Girim hiQu, T6
truong/Td ph6 chuy6n m6n, KO to6n, Thri qu!, Vdn thu, Vi6n chirc php tr6ch
CNTT vd toirn th6 c6n bQ, gi{o vi6n, nhan vi6n (sau ddy ggi chung ld vi6n chfc,
nguoi lao clQng) thuQc Jrucrng THPT Tran Kj, Phong dugc c6p c6 thdm quy6n
cdp chimg thu cht ky s6 chuy6n dung c6ng vp.

Di6u 2. Ciln crfr ph6p lf
1. Luft Giao dich dGn tu ngdy 22 thang6 nim 2023;
2. Nghi dinh sO l3Ol2Ol8n{D-CP ngey 27 thdngg ndm 2Ol8 cua Chfnh phu

quy tlinh chi ti6t thi henh Luft Giao dich <liQn tu vd cht ky sti vd dich vp 
"nu.rgthuc cht ky 16;

3. Nghi dinh sO 30/20204ID-CP ngdy 05 thang 3 ndm 2O2O cria Chinh phu vO
c6ng t6c vdn thu;-

4. Thdng tu s5 321}O}O1TT-BGDDT ngey 15 than'A 9 ndm 2020 cria BQ trunng
BQ GiSo dgc vh Dio tpo ban hanh DiAu lQ trucrng trung hoc co s6, trudng trung
hgc phd thdng vir truong ph6 th6ng c6 nhi6u c6p h9.;

5. C6ng vdn s6 2333ISGDDT-VP ngey 18 th6ng 5 ndm 2026 ctra S0 Gi6o duc
vd Ddo tpo tinh Quang NgAi 

"d 
,iet bdn giao thiiSt bi chimg thu cht b? ;o

chuyOn dung c6ng 4r.
Di6u 3. GiAi thich tir ngii vir nguy6n tic sfr dgng

1. Chil ky sii chuy6n ding cdng vg: Ld chfi ky sO dugc tqo rado Ban Coytlu
Chinh phri c6p cho c6c co quan, t6 chric, c6 nhdn thuQc hQ th6ng chinh tri dd st
dUng trong ho4t clQng c6ng vr,r.

. 2. rniiit bi luu kh6a bi mft: Ld thiiSt bi vQt ly (usB Token, sIM pKI...) dung
d6 luu trfi kh6a bi mpt vd chimg thu cht ky 16.

3. Gi6 tri phip If: vdn bin cliQn tu dugc ky so bcvi cht ky so chuyon dung
cong vp cira co.quan vd c6 nhdn c6 thAm quyAn theo quy dinh tpi Nghi dinh
30/20204ID-GP c6 gi6triph6p ly tu<rng duong v6i vdn bhn gidy c6 cht k1i tay vd
dong ddru.

4. Nguy6n tic quf,n lf: cht ky s6 phii tlugc quin ly chpl chE, b6o mpt tuyQt
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d5i, str durd ihing mpc dich, dring thAm quyCtt vd tr6ch nhiQm dugc giao. TuyQt

AOi khOng giao cho ngudi khSc quan l1i ho{c su dgng thay du6i Uat t9 hinh thftc
niro.

QUYDINH cU rHE 
"t a"rlx$Ti'r^ str ogNG cHu KY so

Di6u 4. Quf,n If vn sfr dgng chfr lcf s6 cfra co quan lCofrd6u tliQn tfr nhir
trudng)

l. Chu kli s6 cta co quan (Trucrng TFIPT TrAn Kj,Phong) giao cho NhAn vi6n
V6n thu tryc ti6p qu6n ly vd thpc hiQn theo dring quy dinb cdng t6c vdn thu.

2. Tr6ch nhiQm cfra Nhffn vi6n VIn thu:
a) B6o quin an toan tuyQt d6i thiCt bi luu kh6a bi mQt cria nhd trycrng tpi V[n

phong trudrng. Mpt khAu truy c4p thi6t bi ph6i cluqc b6o mQt tuyQt d6i.
b) Thgc hiQn kj sO ccy quan (d6ng d6u diQn tt) lOn vdn ban diQn tu sau khi vdn

ban de dugc ngudi c6 th6m quy6n (HiQu trudng ho4c Pho HiQu truOng dugc uy
quy6nn<y thay) ky sO c6 nhdn durrg guy dintl.

c) Ki6m tra.th6 thirc vdn b6n, thdm quy6n ky, tinh chinh x6c cria file di6n tu
tru6c khi ky s6 ph6t hdnh thep Nghi dinh sO ZOTZOZ0AID-CP.

d) Thgc hiQn ph6t hanh, luu trff v6n ban diQn tu tr6n HQ thting phan mAm quin
ly vAn bin vd diAu hdnh.(iOffice) vd Hp th6ng CSDTI nganhtheo dring quy trinh.

e) TuyQt ddi kh6ng dO ngudi kh6c ty y truy cfp, cdm giff ho{c sir dpng thi0t bi
lm kh6a bf,mflt ctra co quan.

Di6u 5. Quin lf vn sfr dgng chii kf s6 c5 nh0n
l. Ph4m vi sfr dung: Chtmg thu cht ky s6 c5 nh6n dugc cdp cho Ban Gi6m

hiQu, K6 to6n, Thu qu!, T6 truong chuy6n m6n, Gi6o vi6n vd Nhan vi6n di5 thgc
hiQn c6ng t6c qu6n ty, ph6 duyQt hgc b4 diQn ttr, sO cli6m diQn tir, gi6o SndiQn tir,
chimg tt tei chfnh vir ban henh vdn bin hdnh chinh theo nhiQm vU dugc phdn

c6ng. ''

2. .Tr6ch nhiQm cfra c6 nhin sO hfru chil kf s6:
a)Cht ki sO ti nnat chi dugc su dqng dring.f,,it danh, nhiQm vp chuy6n m6n

vd thdm quy6n c6ng vp dugc giao.
b) Trucrng hqp ky thay (KT.), ky thta lQnh (TL.) 6o?9 ky ty quy6n, bdt buQc

ph6i su dUng cht ky si5 c6 nhan cria chinh ngudi t4rc tii5p thUc'hiQn klf vln bin
<16. TuyQt AOi krOng muo-n ho{c su dpng cht kj sti c6 nhdn cira ngudi khdc.

c) Co trilchnhiQm ty b6o quan thiCt bi luu kh6a bi m$t (USB Token), chu dQng

thay d6i mgt khAu khoi tpo vd b6o mpt mpt khAu truy cpp. Khi roi kh6i m6y tinh
ldm viQc, ph6i th6o thiet bi luu kh6a bi mdt ra kh6i m6y tinh.

d) Kh6ng cho muqn, kh6ng ti6t 10 m4t khAu, kh6ng giao thi6t bi luu kh6a bi
m4t cho U6t ky ai.

j) Trucrng hqp phSt hiQn m6t, h6ng thi6t bi luu kh6a bi mdt ho{c bi l0 mOt

khdu, ph6i b6o c6o ngay bdng vdn ban cho Ban GiSm hiQu vd Vi6n chftc CNTT
Ae tam thtr tpc kh6a, thu h6i hoflc dA nghi c6p lai kip thdi.

Di6u 6. Quy trinh giao nhfn, thay adi thdng tin vir thu hdi chftng thu sii
1. Ti6p nh$n vi birn giao: B0 phfln Vdn thutitip nhfn thitit bitt S0 Gi6o dyc

vd Ddo tpo theo bi6n b6n giao nhpn; 10p 36 theo d6i cdp phdtthi6t bi ltru kh6a bi
mft vd bdn giao cho timg c6 nh6n ky nhan dAy dtr.



4

2. Thay'tldi th6ng tin: Khi c6 sg thay cl6i v6 th6ng tin c6 nh6n (hg t6n, chric
I ' r !,v , '

vU, tO chuy6n.m6n), c6 nh6n c6 tr6ch nhiQm thdng b5o cho Vdn phong ct6 thgc
hiQn thu tpc dO nghi So GDDT cliAu chinh th6ng tin chimg thu s6.

3. Thu hdi chftng thu s6:
a).Cbc trudrng hqrp thu hOi: ViCn chirc, nguoi lao dQng nghi huu, th6i viQc,

chuy6n c6ng t6c sang don vf kh5c, hoflc thay d6i vf tri c6ng t6c khdng cdn thuQc

doi iuqng rt dprrg .tit t y sti c6ng 4r. I'

b) Trong thoi hqn 03 ngdy ldm viQc te ttr khi c6 quytit cllnh nghi huu, chuy6n
c6ng t6c ho{c th6i viQc, c5 nhdn c6 tr6ch nhiQm bdn giag lai thi6t b! luu kh6a bi
mft cho B0 phan Vdn thu nhd trudng.

c) B0 phfln Vdn thu c6 tr6ch nhiQm kip thoi tham muu cho HiQu tru&ng ldm
vin bin tIC nghi.S0 GiSo dpc vi Ddo t4o vd Ban Co y6u Chinh phu thgc hiQn thu
h6i chimg thu sO theo quy dinh.

Chuong III
BAo DAM AN ToAN, AN NrNH THONG TrN vA n6 rng rY rHudr

Didu 7. Trrlch nhiQm cria Vi6n chrfrc phg tr6ch Cdng nghe th6ng tin
1. Chiu trdchnhiQm h5 trg k! thu4t, cdi dft phAn mAm kj sti, phAn mtim vSign,

trinh di6u khien (driver) thi6t bi luu kh6a bi mQt tr6n m6y tinh lim viQc cira nhd
trudng.

2. Thu.orpg xuy6n ki6m tra,.theo ddi tinh hinh su dUng chfr ky s6; ki6m tra an

todn hQ th6ng m?ng, phdng chting m5 dQc, vi-rut tr6n m6y tinh dugc dung dC thr,rc
T,

nlen Ky so.

3. Kip thdi tham muu c5c biQn ph5p ky thuat b6o dim an todn, an ninh th6ng
tin trong qu6 trinh qu6n ly, vfln henh vd ph6t henh v6n b6n ttiQn tu.

4. Hucmg d6n, h5 trg c6n bQ, gi6o vi6n, nhan vi6n khEc phuc c6c sg cO t y
thupt th6ng thucnrg ph6t sinh trong qu6 trinh su dpng chfi hj s6.

Di6u 8. C6c hirnh vi bi nghiGm c6m ''
l. :Cung c6p th6ng tin kh6ng trung thuc dC dugc c6p chimg thu chir ky s6.

2. Gian lqn, chi6m do4t, su dpng tr6i ph6p thi6t bi luu kh6a bi mQt cta co quan
ho[c cl0racdnhankh6c.

3. Titit lQ mQt khAu truy cQp, cho mucr,n ho{c giao thi6t Ui tuu mrOa bi mdt cho
ngudi kh6c sfr dpng.

4. Su dung cht kf sd chuy6n drng c6ng vU vdo c6c mpc dich c6 nh6n, gi6i
A.' ^quyet cong vrgc c6 nh6n ho{c c6c giao dich ndm ngodi pham vi nhiQm vg c6ng vp

dugc giao.

_ 
5. 

Tn V^.*lhiQp, ldm t\r, 
99t 

c6u hinh ky thu,4t, cai dEt c6c phAn mAm kh6ng
ro nguon goc gay mdt antoirn th6ng tin tr6n hQ thdng ky s6.

Chutrng [V
TO CHUC THU. C HIEN

Di6u 9. Tr6ch nhiQm cfia c6c bQ ph$n vir ci nhin
1. Ban Gi6m hiQu: Chi dpo todn diQn c6ng t6c tri6n khai, img dpng vd qu6n

ly chCr kj s6 trong nhd trucrng; dinh k! kiem tra viQc ch6p henh Quy chti.
2. B0 pha1 Vin thu - VIn pl.rdng
a) Tryc titlp quin ly cht ky s6 cta co quan; lfp sO theo d6i c6p phdt,ban giao

vi thu trOi tnitit bi ltru kh6a bi mdt.
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b) Luu trf dey dt hO so quin ly cht ky t6; lAp b6o c6o ctinh k) hopc dQt xu6t
vA tinh hinh su dung chfi ky s5 theo y6u cAu cua So GDDT.

3. Vi0n chrfrc phg tr6ch CNTT: Thyc hiQn tt6y dtr tr5ch nhiQm h6 trg k! thupt
vi b6o d6m an todn th6ng tin theo Di6u 7 Quy chi5 ndy.

.4. TO tnu&ng c6cTd chuy0n mdn, Eoin th6: Qu6n triQt Quy chti d6n todn
th€ thenh vi6n trong t6; d6n dtSc gi6o vi6n, nh6n vi6n thgc hiQn!f sO hgc bp diQn

ttr, s6 di6m diQn tu, gi6o SndiQn tu ching ti6n d0 vd thing quy di.nh.

Di6u 10. Khen thu&ng vir xir lf vi ph4m
l. .ViQc ch6p henh nghi€m tric Quy chti ndy ld mQt tiOgchi qu,an trgng de dann

gi6,x6p lopi thi dua, khen thuong h6ng nam d6i v6i tQp thi5 c6c t6 chuyCn m6n vh
c6 nhdn vi6n chric, ngudi lao dQng.

Z. TAp th€, cdnhen vi pham c6c quy dinh tai Quy ch€ ndy, tiry theo tinh chdt,
mric dQ vi ph4m se bi xir ly kj' luft, UOi tnucrng thiQt h4i theo quy clinh cua ph6p

lupt vd quy ctinh nQi b0 cria nhi trudrng.

Di6u 11. Di6u khofrn thi hirnh
l. Quy ch6 ndy c6 hiQu lUc thi henh tC ttr ngey ky Quy6t dinh ban hanh.
2. Trong qu5 trinh thpc hiQn, n6u c6 vucmg mic ho{c c6 nQi dung m6i ph6t

sinh, c6c bQ phQn, c6 nh6n phin 6nh kip thdi vO BQ phQn V5n phong di5 t6ng hqp,
tham muu HiQu trucmg xem x6t, sira ddi, b6 sung cho phir hqrp v6i thgc tiSn vir
quy ctfnh cua c6p l.r:}n.l.


