UBND TiNH KIEN GIANG CONG HOA XA HOQI CHU NGHIA VIET NAM

SO GIAO DUC VA PAO TAO Poc lap — Tw do — Hanh phic
S6: 12/SGDPT-CNTT Kién Giang, ngay 15 thang 6 nam 2011.

V/v: T chire quan ly thiét bj van
phong, may tinh.

Kinh giri: - Truwéng Phong GDDT;
- Thu trwéng cac don vi truc thuge.

Hién nay s6 luong thiét bi vin phong, méy tinh trang bi cho céc co s& gido duc
va dao tao trong tinh da kha nhiéu va chiém ti trong kha 16n vé gia tri tai san, tuy
nhién viéc t6 chirc quan ly trong thoi gian qua chua duge quan tdm ding muc, dan
den mot s6 don vi quan ly va sir dung khong hiéu qua, c6 noi con dé that thodat, lang
phi. D€ chan chinh tinh trang trén, S& Gido duc va Dao tao Kién Giang yéu cau thu
truong cac don vi quan tam chi dao thuc hién tot nhitng viéc sau day:

1/- Viéc to chirc quan Iy:

- Phan cong ca nhan phu trach quan ly, thdng ké, theo dai tai san noi chung
trong d6 c6 thiét bi van phong, may tinh theo danh muc riéng trong sO tai san cia
truong. Qui dinh ndi qui, trach nhiém dbi véi t6 chirc, nguoi st dung.

- C6 bién phap phong ngtra hu hong, thét thoat dit liéu nhu nhiém virus, su cb
dién... T6 chuc sao luu (bakup) dit liéu dinh ky, hang nam.

- T6 chirc bao tri, vé sinh may dinh ky dé bao quan, sir dung lau dai.

2/- Thue hién cac loai ho so' quan Iy sau:

a/ Tai Phong may :

- Niém yét ndi qui st dung va trach nhiém ca nhan, t6 chuec.

- Nhat ky str dung phong may. (mau 1)

b/ Pbi véi mdi don vi thiét bi: Mdi don vi thiét bi (may tinh, photo,
scan...) can co6 ly lich may véi céc yéu cau sau: (mau 2)

- CAu hinh ban déu tai thoi diém nhap tai san.

- Qua trinh theo ddi str dung, cap nhat, nang cap, bao tri, stra chira...

Ngoai ra dé viéc thong tin lién lac thong sudt, don vi can phan cong ngudi
trong ldnh dao, nhan vién phu trach thuong xuyén duyét website, kiém tra email lién
lac ctia B, S& dé nam bat thong tin chi dao kip thoi nhu da qui dinh trudce day.

Trén déay 1a mét s6 ndi dung dé nghi cac co s& gido duc trong tinh thuc hién tot.
Két qua thuc hién dugc xem 1a mot trong nhing tiéu chi danh gia két qua hoat dong
cua don vi.#,
Noi nhan:

- Nhu trén.
-Luu VT, CNTT




NHAT KY PHONG MAY

Mau 1

Phan 1/- So' @6 phong may:

Trang 1

2/- So d6 chd ngdi: (méi I6p mét so do, nén qui dinh ché ngoi ¢é dinh cho hs dé dé kiém tra theo doi bién cé trong qud

trinh su dung)
Trang 2

3/- Nhat ky sir dung:

Ngay S6 may . oK K s

2 Tinh t b B t o

thang Budi | Tiét | Lop hoe | dwa vao n (_;g:g ke codarong & Gv phu trach Ky tén

nam st dung Y
wuslwoch deiintn
Tong hop tinh trang trong thang ..../2010
Thi trudéng don vi Nguwoi phu trach

Trang ...




Mau 2

LY LICH MAY TINH

Tén may : (dat tén goi nhé nhu: may PC Thu vién)

M3 s6 tai san: (ma s duy nhat dé dinh
danh khéng tring 18p).........covueevenne....

1/- Cau hinh ban dau : Theo hd so may méi mua vé (c6 thé sir dung trinh msinfo
dé lay thong tin dién vao cac thong sd co ban nhu s hiéu mainboard, CPU, dung

luong HDD, dung lugng RAM, bus, ...

néu khong con luu hé so may tinh ban

dau) ké ca thiét bi gin kém: webcam, loa roi, headphone. ...

...............................................................................................................................

...............................................................................................................................

-------------------------------------------------------------------------------------------------------------------------------

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

2/- Qua trinh theo doi, bao tri, nang Cf’lp, stra chira...

Ngay Ly do bao tri, nang Noi dung, tinh Nguwoi ,
thang £ x . trang sau thuc il Ky tén
3 cap, sua chira) i thuc hién
nam hién
Mot $6 vi
du:
ot oo | VE sinh may My chay tot 76 tin hoc
woif ... | Khong lén man hinh dwgc | Thay card do hoa Cty tin hoc
do hw card dé hoa ... hiéu.... Két qua may XXX
chay tot. (Trwong hop
ndng cdp, thay thé
phan cimg can néu ro
hiéu, version... dé theo
doi vé sau)
May khong ghiCD duoc Gdn 6 dia DVD writer | (Nguoi mua...)
hiéu ...., théngsé...
Ban phim bi dinh, khong go | Thay ban phim (Nguoi mua...)
phim X dwoc




