UBND THANH PHO CAN THO ~ CONG HOA XA HOI CHU NGHIA VIET NAM

_ TRUONG PAIHQC Poc lap - Ty do - Hanh phiic
KY THUAT - CONG NGHE CAN THO
$6:60{/QP-PHKTCN Cén Tho, ngay <6 thang 8 nim 2022
QUYET PINH

V& viée Ban hanh Quy dinh quén 1y dia chi E-mail
Truong Dai hoc Ky thuit - Cong nghé Can Tho

HIEU TRUGNG TRUONG PAI HQC KY THUAT - CONG NGHE CAN THO

Cdn cik Quyét dinh_ 56 249/0P-TTg ngay 29 thing 01 ndm 2013 cia
Thii twéng Chinh ph vé viéc thanh ldp Truong Pai hoc K¥ thudt - Céng
nghé Can Tho;

Céin cit Quyét dinh 56 70/201 4/QD TTg ngay 10 thang 12 nam 2014 cia
Thii tuéng Chinh phii vé viéc ban hanh Diéu 1¢ truomg dai hoc;

Céin cit Quyét dinh s6 166/QP-PHKTCN ngay 02 thdng 4 nam 2021 cia
Hiéu truong Truong Dai hoc Ky thudt - Cong nghé Cdn Tho vé viéc thanh Igp
Ban Qudn trj hé thong théng tin;

Xét dé nghi ciia Trudng ban Ban Qudn tri hé thing thong tin,
QUYET PINH:

Dicu 1. Ban hanh kém theo Quyét dinh nay “Quy dinh quén ly E-mail Trudng
Dai hoc K thudt - Cong nghé Can Tho”.
) Pidu 2. Quyét dinh nay c6 hiéu lyc thi hanh k& tir ngay ky. Ban Quan trj Hé
thong tl‘l(“mg tin, cadc khoa va cac don vi thuC)q Trudong Pai hoc K§ thuit - Cong
ngh¢ Cén Tho chiu trach nhiém thi hanh Quy¢t dinh nay./.

Noi nhin: H}EU TRUONG /..
- Nhu Diéu 2, - ' Zh—THIN fér
- Luu: VP, BDuy.
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QUY PINH
vé viéc quan ly dja chi E-mail
Trudng Pai hoc K§ thuit - Cong nghé Can Tho
(Ban himh kém theo Quyét dinh s6:608/QD-DHKTCN ngénbh thing 8 nim 2022
ciia Hiéu truomg Truong Dai hoc Ky thudt - Céng nghé Can Tho)

CHUONG I
NHUNG QUY PINH CHUNG
Pidu 1. Pham vi va d6i twong didu chinh

1. Quy dinh nay quy dinh vigc cAp mdi, phuc hdi (cip lai) va tam ngung dia
chi E-mail tén mién ctuet (goi chung 14 dia chi E-mail Truong).

2. Quy dinh nay 4p dung ddi v6i céc don vi, t§ chirc, ca nhan true thude
Trudng, toan thé vién chirc, gidng vién, sinh vién dang cdng tac va dang hoc tip
tai Truong. Trong d6 néu rd trach nhiém, nghia vy chia cac dbi tugng lién quan
vé cong tac sir dung dija chi E-mail Truong phyc vu cho hoat dong quén ly.

CHUONG 11
NHIEM VU VA TRACH NHIEM
Didu 2. Ddi tugng 4p dung, bao gdm:

- Ban Quan tri Hé thdng thong tin (Ban QT HTTT)
- Phong Cong téc chinh trj & Quan ly sinh vién (Phong CTCT&QLSV)
- Phong Té chirc hanh chinh (Phong TCHC)
- Cac don vi
- Cb van hoc tap (CVHT)
- Vién chirc
- Giang vién
- Sinh vién.
Piéu 3. Tao méi, phuc hdi va tam ngung st dung dia chi E-mail Trudng
cho vién chirc, giang vién.
1/ Tao méi

Ngudi phy trach (nguoi duoc g1ao nhiém vu) thuc phong TCHC gii dé
nghi (theo mau 01) thong bdo tao mdi E-mail dén nguoi phy trach quan trj E-
mail thudc Ban QT HTTT.

Khi E-mail duge tao méi hoan tit, ngudi phuy trach tao E-mail thudc Ban
QT HTTT gti lai danh sich E-mail d4 tao dén ngudi phu trich bén phong
TCHC, truéng Ban QT HTTT, lanh dao don vi phy trach vién chirc, giang vién
ném (lanh dao don vi chuyén cho vién chirc, giang vién nim). /é,




2/ Chp lai mat khéu

Khi ngudi str dung E-mail quén mét khiu _trong qua trinh sir dung, ngudi
dung lién hé ngudi phu trach tao E-mail (theo miu 02) d& dugce cip lai.

3/ Tam ngung

Tai khoan E-mail tam ngung sit dung véi cac ly do nhu: nghi viéc, truyén
ba tu tuong, chinh sich sai lam, st dung sai myc dich...viél} chirc ducjg phén
cong thuc hién nhiém vu tai don vi thyc hién theo hudng dan (theo mau 03).
Ban QT HTTT sé& gtri E-mail dén tai khoan chi dinh va s& thyc hién tam ngung
sau 30 ngay.

Pidu 4. Cép mai, phuc hdi va tam ngung st dung dia chi E-mail Trudng
cho sinh vién.

1/ Cép méi

Pau kho4 hoc, sau khi phong CTCT&QLSV ra quyét dmh thanh 18p 16p,
Ban QT HTTT s€ tao E- mail cho sinh vién va tao cac nhom dé quan ly va guri vé
CVHT dé trién khai cho sinh vién sir dung.

2/ Cép lai mét khau

- Khi sinh vién quén mat khiu trong qua trinh st dung E-mail, sinh vién
lam dé nghi cap lai E-mail (theo mau 04).

- Sinh vién gui d& nghi cho nguoi quan tri E-mail.
- Sinh vién nhan lai tai khoan tir 1 dén 3 ngdy sau khi gui.
3/ Tam ngung

Tai khoan E-mail tam ngung st dung voi cac ly do nhu: vi pham chinh
sdch ctia trudng, truyén ba cac ndi dung tu tudng khdng lanh manh, vi pham céc
chinh sach cua nha nude. Phong CTCT&QLSV 14p danh sach va d& xuét xvr Iy
(Theo miu 05).

Céc truong hop E-mail sau kh1 t6t nghiép hoic hét thoi gian hoc s& dugc
Nha truong thu hdi lai.
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Biéu mau 01

UBND THANH PHO CAN THO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQ Poe Lap — Tw do — Hanh phiic
KY THUAT - CONG NGHE CGANTHO
e
TRUONG \ -
PAIHOC \%)
KY THUAT
CONG NGHE /%)) DPE NGHI

TAO TAI AN TU CHO VIEN CHUC, GIANG VIEN

Kinh giti: - Phong Té chirc Hanh chinh;
- Ban Quan trj Hé théng thong tin.
DB EBELL, .o.oonmmsmmmmmen smamnnmesemn ssnnst A4 AT SRR TS AN R U AT Wa s s S am s SR E s om v
Pon vi: Phong Té chirc Hanh chinh.

Nay t61 lam d& nghi nay kinh gii phong Td chtrc hanh chinh va Ban Quan tri Hé théng
thong tin tao tai khoan thu dién tir (email t€n mién ctuet) cho vién chire, giang vién sau:

STT Ho va tén Pon vi Ghi chu

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

Kinh mong phong Té chitc Hanh chinh va Ban Quén tri H¢ théng thong tin chép thuan.
Cén Tho, ngay  thdng ndm 20

Y kién phong TCHC | Nguwdi dé nghi
(Ky, ghi rd ho tén)

Y kién Ban QT HTTT



Biéu mau 02

UBND THANH PHO CAN THO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC Poc Lip — Ty do — Hanh phiic

KY THUAT - CONG NGHE CAN THO

PAIHOC

KY THUAT
HECAK f2#

:
DIOM Vi: cvvveserserersnssnesensnsnssssessiosssstsesarsssssssssnessios sinssssonssssbssspasst sosarsssssiassasasssssisssssassnsens

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

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

E-mail ¢4 nhan nhan mAt KDAU: ...oceveeeiieiiiise s

] : Can Tho, ngay thang  ndm 20
Y kién ciia lanh dao don vi Ngudi dé nghi
(Ky, ghi rd ho tén)

Duyét Ban QT HTTT



Biéu mau 03

UBND THANH PHO CAN THO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG bAI HOC Pic Lip — Tw do - Hanh phic

KY THUAT - CONG NGHE CAN THO

/, THAR )
Sy
/s TRUBNG
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PO VIS cxosisvormemviuvsnnemssnnsnisssigatovassonnasionngssd srdsdassasabs Sbigss 0 T LT T

Nay t6i lam d& nghi nay kinh giri phong T4 chirc Hanh chinh va Ban Quén tri Hé
théng thong tin tam ngung st dung thu dign tir (email t€n mién ctuet) cho vién chirc,
giang vién sau:

STT Ho va tén Don vi Ghi chu

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

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

_ Cén Tho, ngay  thdang  ndm 20
Y kién ciia linh dao don vi Ngudi dé nghi
(Ky, ghi r3 ho tén)

Duyét Ban QT HTTT



Biéu mau 04

UBND THANH PHO CAN THO CONG HOA XA HOI CHU NGHIA VIET NAM
i TRUONG PAIHQC Poc Lap — Tw do — Hanh phiic
KY THUAT - CONG NGHE _THO
7 6’53"‘:1-11_{ PN
72/ TRUBNG \ 0
/ 7/ DAIHOC )
sl OKY THuf\TA NGHI

YHU PIEN TU CHO SINH VIEN

SRS

N e _.o\as\’
Kinh gtri: - Pho Ednetac Chinh tri va Quan ly sinh vién;
- Ban Quan tri Hé thong thong tin.

Don vi: Phong Céng tac Chinh tri va Quan 1y sinh vién.
‘Nay t6i 1am d& nghi nay kinh giri phong Cong tdc Chinh tri va Quén ly sinh vién va

4

Ban Quén tri Hé thong thong tin tam ngung st dung tai khoan thu dién tir (email tén mién
ctuet) cho sinh vién theo danh sich dinh kém.

Kinh mong phong Céng tic Chinh trj va Quan ly sinh vién va Ban Quén trj Hé théng
thong tin chip thuan.
Céan Tho, ngay thdng ndm 20
Y kién phong CTCT va QLSV Ngudi dé nghi
(Ky, ghi rd ho tén)

Y kién Ban QT HTTT
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, CAn Tho, ngdy thang nim 20
Phong Cong tac Chinh tri va Quan ly sinh vién ~ Nguoi lap



Biéu mau 05

UBND THANH PHO CAN THO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAT HQC Poc Lap — Tw do — Hanh phic
KY THUAT - CONG W THO
TRUONG \

bA| HOC
Y THUAT

PR F@ARLAVMAT KHAU TAI KHOAN THU BIEN TU

Kinh gitri: Ban Quén tri H¢ thong thong tin.

T6i tén:
(oS IR = s SO P L LA LETRD

LS S N o eveenarmnsionninssasnias o ssiassins dabsiniuaisnis sasessisrsveniesvsiunivnsransarrensesssrsredsavasengboieiitionessrsy

Kinh mong Ban Quan tr1 Hé thdng thdng tin cho phép t6i duge cap lai mét khiu tai
khoan thu dién tir tén mién @student.ctuet.edu.vn
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.....................................................................................................................................
.....................................................................................................................................

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

E-mail c4 nhdn nhin mat khéu: ........ et te e +eeereeeasreeeeseseeiirenteeeasibaeesas iR rare e bt e e s
Can Tho, ngay  thdng  ndm 20

Y kién ciia Khoa Nguwdi dé nghi
(Ky, ghi rd ho tén)

Duyét Ban QT HTTT



