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BO GIAO THONG VAN TAI. 	CQNG HOA XA 1191 CIIU NGHIA VICT NAM 
TRVONG DH HANG HAI VIVT NAM 	DOc lap — Tty do — 11#nh ph& 

so: 446  /TB-DHHHVN 	 Hai Phong, ngay 14 thong 9 nom 2020 

THONG BAO 
Ve viec phan tong nhiem vu quail IS,  cong tac ve sinh cong nghiep, quan Iy 

giang 	phong hoc, phong lam viec 	Phong To chtic - Hanh chinh va 
Phong Quart tri - Thiet bi 

Kinh giri: Thu tru6ng cac dun vi trong toan Tru6ng 

Can cir chirc nang, nhiem vu cua Phong T6 chirc - Hanh chinh, Ph6ng Quan tri -
Thiet bi; can cir tinh hinh thuc to va tren ca so de xuat cua cac dan vi; de nang cao hieu 

qua cong tac quan 13'7, chi dao dieu hanh, to chirc thuc hien nhiem vu cua mot s6 dun vi 
trong Throng, ngay 11/09/2020, Hieu tru6ng Nha tru6ng chn tri cu6c hop vori lanh dao cac 
don vi: Phong T6 chirc - Hanh chinh, PhOng Quan tri - Thiet bi. Tham du cu6c hop cc') dai 
dien lanh dao cac dun vi: Phong Dao tao, PhOng Thanh tra & DBCL, Phong Ke hooch -
Tai chinh, Ban Bao ve. Tai cu6c hop, sau khi nghe cac don vi thao Juan, trao d6i, th6n 
nhat, Hieu truong ket luan chi dao phan cong nhiem vu quart 17 cong tac ve sinh con 
nghiep, quail 1)",  phong hoc, phong lam viec gifra Phong T6 chirc - Hanh chinh va PhOnI 0 
Quan tri - Thiet bi, cu the nhu sau: 

1. Nguyen tic Chung ye phalli cong nhiem vu 

Viec phan cong, sap xep lai nhiem vu cua cac dun vi tranh ch6ng cheo chirc nang, 
nhiem vu gicra cac dun vi, dam boo tinh hieu qua cong viec, trach nhiem cua tap the va ca 
nhan trong that thi nhiem va do lanh dao Nha tru?Yng giao. 

2. Phan cong, to chin thtyc hien nhiem vu 

2.1. Phong To chirc - Hanh chinh: 

- Chiu trach nhiem ve cong tac ve sinh cong nghiep tai cac too nha lam viec, giang 
duemg, phong hoc, canh quan san, dung trong toan Truemg; 

- Chiu trach nhiem ve cong tac quan 1)"7, cham sOc cay xanh trong toan Truong; 

- Chiu trach nhiem b6 tri, sap xep cac phong hoc, ph6ng lam viec; guar' ly, sir (king 
thiet bi trong phOng hoc. La dau moi tier) nhan cac yeu cau tir cac don vi trong viec 136 tri 

phong hoc, phong lam viec; cac yeu cau ve boo duOng, sfra chita, thay the, cap moi thiet bi 
tai cac phOng hoc, phOng lam viec; 

- Chiu trach nhiem xay dung de an quan ly, sir citing tai san cong la phOng hoc, van 
phOng vao mac Bich cho thue, kinh doanh, lien doanh, lien ket. 
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Ve viec bao hong hOc, sira chira he thong dien, name, may moc, trang thiet 
 N 

kien trite ngoai phong h9c: de nghi lien he vai Phong Quan tri - Thief bi. 	tiN 
1-1 

Yeu cau cac don vi va Ca nhan nghiem tuc thgc 

Nai nhfin: 
- Nhu kinh girl; 
- DU, HDT, BGH; 
- Liru: VT, TCHC, QTTB. 
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2.2. Phdrig Quail tri - Thi"jt bi 

- Chiu trach nhiem ve cong tac quan tri thiet bi trong toan Twang; 

- Chiu trach nhiem bao duftg, sira china, thay the, cap mei trang thiet bi theo de 
nghi cua cac dun vi trong TrirOng; be tri sap xep cac phong thane hanh thi nghiem theo ke 
hoach tang cirOng cu so vat eh& hang nam; 

- Chiu trach nhiem xay Ong de an quan ly, sir dung tai san cong la trang thiet bi, 
may mOc vao rn9c dich cho thue, kinh doanh, lien doanh lien ket. 

3. Phai luyp girra cac don vi 

- Phong Dao tao, Phong Thanh tra & DBCL, PhOng T6 chirc - Hanh chinh, Ph6ng 
Quan tri - Thiet bi, Ban Bao ve phei Op chat the trong viec be tri, sap xep, quan ly, sir 
dung cac phong h9c, phong lam viec va cac trang thiet bi kern theo met each hieu qua, tiet 
kiem, an toan. 

4. Dan mil lien he hirerng dan, tiep nh(an cac de nghi, yeu can 

Ve be tri phOng h9c, phOng lam viec, cong tac ve sinh cong nghiep, bao sira china trang 
thiet bi trong ph6ng h9c, phOng lam viec: de nghi lien he veri Phong T6 chirc - Hanh chinh. 
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