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TRUGNG DAI HOC SAO B0

TL. BAN CHINH |

HUONG DAN CONG VIEC
QUAN LY PHONG HQC

Mai hoa . : HD/7.1.3/P. QT/01
Ban hanh lan - 04

Hiéu luc tirngdy : 0{/8 (280

Nguwoi soan thao Ngwdi phé duyét

Ho va tén | HOANG THI THU HIEN CAO VAN BIEN PO VAN DINH
Chire danh CAN BO KSTL TRUONG PHONG PHO HIEU TRUONG

Tai ligu nay dwge phan phéi dén cdc chire danh/don vj sau:

Chire danh/don vi Chire danh/don vi
Higu truong Phong Quan tri
Phé Hiéu trudng Céc don vi
Thu ky Ban QMS




Huwéng din cong viée:

QUAN LY PHONG HQC

Ma héa: HD/7.1.3/P.QT/01

Ban hanh lin: 04

Higu Iye tir ngay . mfﬂ&ﬂﬂ

Trang/ Tong s6 trang: 172

L. MUC PICH VA PHAM VI AP DUNG
- Huéng dén cong viée quan Iy phong hoc nhim dam bao tét hoat dong quan 1y,

sir dung trang thiét bi, vé sinh, doéng, mo cira phong hoc.
- Hu6ng din cong viéc ndy dugc dp dung cho don vi/ca nhan quan Iy, phuc v, sir

dung céc phong hoc ciia Nha trudmg.

IL. PINH NGHIA VA TU VIET TAT

1. Dinh nghia: Khong

2. Tir viét tit:

- TDV: Truéng don vi
- DVQLPH: Pon vi quén ly phong hoc
- NVQLPH: Nhan vién quén ly, vé sinh phong hoc

III. NOI DUNG
Luwru dé cic buée : =2 Ngudi chiju P
cing viéc Nji dung thye hién tréch nhiém Mau ho so
Phin cong TDV giao nhiém vy quan Iy co s& vét chat, | Truong
cong vige vé sinh phong hoc ciia don vi minh quanly. | DPVQLPH
- D6i v&i don vi/ca nhan sir dung phong hoc ) . |- Théi khoa |
véo céc hoat dong ddo tao clia Nha truong: | - PhOng Quén | pa, oy oo
1} Phong Quan 1y dao tao phdi hop véi|ly ddo tao;| yp cse tap,
Tiépnhan | | PVQLPH xép phong hoc theo thoi khod biéy, | PYQLPH
thong tin nhu gtri lich hoc vé PVQLPH dé thuc hién. -Gidy &
cAu sir dung - Doi véi don vi/ca nhan ¢6 nhu cdu sir dung - Pon vijcs |Nghi muon
phong hoc phong hoc vao viée khdc: lam gidy dé nghi | . . nhy | Phong hoc.
muon phong hoc, bdo cdo Ban gidm hiéu phé | cAu sir dung
duyét, gui cho DPVQLPH dé thyc hién, gui | phong  hoc;
cho phong Quan trj dé quan 1y an ninh trt ty | PVQLPH:
trong Nha truong. phong Quén tr
- D6i v6i cac phong hoc 1y thuyét (Phong
Quan tri quan [y):
+ Trude gid hoc 15 phit, nhan vién quén ly
4 phong hoc mé& clra cac phong hoc theo thoi
e khod biéu hodc gidgy dé nghi da duge Ban -NVQLPH
T6 chic giém higu phé duyét; Ban giao thiét bi trong | - Giang vién | S giao nhan
e hitn phong hoc cho ngudi st dung (LSp | Ién 16p: thiét bi
trudng/Giang vién ky nhén). - Sinh vién | phong hoc.
+ Khi két thiic budi hoc, giang vién kiém tra, | (16p truong).
don doc nhdc nhé sinh vién tit céc thiét bj
dién (trir Tivi, mdy chiéu); déng, cai chét cira
sO, cira ra vao phia sau, ban giao thiét bi,
phong hoc cho NVQLPH.

N\e? .\



Huéng din cong viéc: Ma héa: HD/7.1.3/P.QT/01
Ban hanh ldn: 04

QUAN LY PHONG HQC | Hiéu lye tingay : 1) /¢]200)

Trang/ Téng sb trang: 2/2

Luwu dd céc bwéec Nguwdi chiu

o1 13 x A
cong vie Noi dung thuye hién trich nhiém Miu hd so

+ NVQLPH kiém tra tinh trang, sé luong
thiét bi, ky nhan sé giao nhén thiét bi; lam
cOng tac v¢ sinh, tat tat ca céc thiét bi dién va
khoa cira phong hoc.

- Péi v6i céc phong hoc chuyén ding do céc
don vi khoa/phong chirc ning quan ly:

+ Truéng DVQLPH phén cong ngudi quan ly
phong hoc; xay dung ndi quy sir dung phong
hoc phu hgp véi timg phong hoc va dac diem
tinh hinh cua don vi.

+ DVQLPH chi mé cura cho don vi/ca nhan
sir dung phong hoc khi ¢6 lich hoc theo thoi
khoa biéu ctia Nha trudong hodc dé nghi muon
phong hoc cta don vi/ ca nhan d3 duge sy
dong vy ciia Ban Giam hiéu Nha trudng.

hd
Két thic
Luu ho

Nhénvién | S giao nhan
quan ly thiét bi
phong hoc phong hoc.

- Luu sb sach phuc vu cho cong tac kiém tra
va theo déi gid hoat ddng cua thiét bi.

IV. BIEU MAU AP DUNG

Thoi gian
i Tén biéu miu Ma hoa lwu tdi Noi luu
thiéu

1 [S6 giao nhén thiét bi phong hoc HD/7.1.3/P.QT/01-M1 01 ndm Phong Quan tri

Giay dé mghi muon phong hoc HD/7.1.3/P.QT/01-M2 01 ndm Phong Quan tri
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HD/7.1.3/P.QT/01-M2

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

GIAY PE NGHI
V/v mwon phong hoe

Kinh giri: Ban Giam hié¢u Truong Pai hoc Sao Do

LT DO, 1. L O o GHE WAL s vsnivinissieniausnnsvate
DON VECBAE tIC:.. v v renvarnmnsmmunsscresenossnsyenssosarsanansssnsossoessensnnaosons
Dé nghi Nha truong cho muon phong .............cccovvvviveevvvieiineeeeeenn.
Thoi gian: Tir.....gior ...ngay ..../.../202... dén.....gio..... ngdy..../.../202...
5TEE R T TR RRTRE B U R (DR Su el S e (R
Téi xin cam két:

- Str dung phong hoc, co sd vt chat ding muc dich; sau khi sir dung tra lai
nguyen trang co s& vat chat nhu trudc khi mugn; chiu trach nhiém boi thudng
néu dé xay ra hu hong hodc mat mat tai san, thiét bi; vé sinh sach s& toan bd bén
trong, bén ngoai phong hoc duge cho mugn.

- Pam bao an ninh trét tu va chap hanh cdc quy dinh cia Nha truong.
Kinh d& nghi Nha truong tao diéu kién./.
Hai Duong, ngay..... thang.... nam 20....
Y KIEN CUA BAN GIAM HIEU PON VI/CA NHAN MUOQN




