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CHINH SACH SU DUNG CONG CU Al

Al Tools Usage Policy

Al Tools Usage Policy
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Phé duyét béi: Ban Giam Doc Chu s6 hiru: IT Department

1. Muc dich
Trong bdi canh cac cong cu Al (Artificial Intelligence) ngdy cang duoc sir dung rong rai
trong cong viéc, chinh sach ndy duoc ban hanh nham:
e Thiét 1ap khung quan Iy rd rang cho viéc sir dung Al trong Cong ty.
e Bado v¢ dir liéu khach hang va ndi bd trudc nguy co ro ri thong tin qua nén tang Al
e Dam bao chat luong, d0 chinh xac va trach nhi¢m ddi vai ndi dung c6 str dung Al.
e Hudng dan nhan vién tan dung Al hiéu qua nhung an toan.

e Chuan bi nén tang cho chién luoc Al dai han ctia Cong ty.

2. Pham vi ap dung
Chinh sach ap dung cho toan b cac cong cu Al tao sinh (Generative AI), bao gdm nhung

khong gidi han:
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CONG CU LOAI TRANG THAI PIEU KIEN

External . Khong nhép dir li¢u cong
ChatGPT 1. Cho phép co diéu kién

Cloud ty/khach hang

| External . Khong nhép dir li¢u cong

Google Gemini 1. Cho phép co diéu kién

Cloud ty/khach hang

External . Khong nhap dit li¢u cong
Claude 1. Cho phép co diéu kién

Cloud ty/khach hang
Microsoft Internal Theo chinh séch M 365

A eo chinh sach Microsoft
Copilot (M365) Uu tién st dung
. Khong str dung ndi dung cua
Canva Al External 1. Cho phép co diéu kién
khéch hang
_ _ . Khong dung code chtra dir liéu
GitHub Copilot | External 1. Cho phép co diéu kién
cong ty/khach hang

Al khac External 9 Phai xin phép Béo cdo IT trudce khi stir dung

3. Nguyén tic sir dung chung
3.1. Nguyén tic 1: Bao vé dir liéu
Nhén vién khong duoc phép nhap bat ky thong tin nhay cam nao vao cac cong cu Al bén
ngoai, bao gom:
e Thong tin khach hang (tén, email, sb dién thoai, hop déng)
e Dit liéu tai chinh (gi4, béo gia, ké hoach kinh doanh)

e Dir li€u nhan sy
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e Thong tin chién luoc

© TUYET POI KHONG nhap thong tin khach hang, dir liéu hop dong, thong
tin tai chinh, hodc bat ky dit liéu cia khach hang/cong ty vao cac cong cu Al. Moi
dir 1i€u nhap vao Al bén ngoai dugc xem la c6 nguy co bi luu trit hodc st dung boi
bén thu ba.
3.2. Nguyén tic 2: Trach nhiém c4 nhan
e Alchilacongcu hd tro
e Nhan vién 1a nguoi chiu trach nhiém vé noi dung cudi cting dugc giri di hodc str dung
trong cong viéc
e Moi Output Al phai dugc kiém tra, chinh stra truéc khi st dung
3.3. Nguyén tic 3: U'u tién cong cu ndi bd
e Microsoft Copilot 1a cong cu Al dugc uu tién str dung, vi:
o Dit liéu ndm trong hé théng Microsoft 365
o Tuan thi phan quyén truy cip
o (6 logging va kiém soat biao mat
3.4. Nguyén tic 4: Minh bach
e Khi sir dung Al dé hd trg soan théao tai liéu ndi bod (bdo cdo, phan tich, dé xuét) can phai
ghi cht “c6 stir dung Al hd tro” trong tai licu dé dam bao tinh minh bach trong ndi bo.
e Khong bat budc ghi chi véi tai liu giri khach hang, nhung van phai dam bao chat luong

ndi dung.

4. Cac hanh vi bi nghiém cim
Céc hanh vi bi nghiém cdm va c6 thé xur 1y ky luat theo quy dinh cta Cong ty:
1.Nhéap, sao chép hoac tai 1én cac cong cu Al:
o Thong tin khach hang

o Noi dung hop dong, bao gia va cac dé xuat thuong mai

IT Support 365°

www.ntt-supercare365.com IT IT HELP & CLOUD INFORMATION
CONSULTING MANAGEMENT SERVICE SECURITY



sy NEW TECHNOLOGY TELECOM COMMERCIAL AND INVESTMENT CORPORATION ©
m Add: 1D Nguyen Duy, Gia Dinh Ward, Ho Chi Minh City, Vietnam
Tel: 028 7302 7365 Website: www.ntt-supercare365.com
o Dir liéu tai chinh va dir li€u nhan su
o Thong tin chién lugc va ké hoach kinh doanh
2.Str dung truc tiép ndi dung do Al tao ra (khong kiém tra, khong chinh sira) dé:
o Guri cho khach hang
o Cong bd ra bén ngoai
o Lam céan ct phép ly
3.Su dung Al dé:
o Tao nodi dung gia mao hoic gy hiéu nham
o Vipham ban quyén hoac dao van
o Tao thong tin sai 1éch, khong kiém chung
4.Chia sé tai khoan Al (c& nhan hodc cong ty) cho nguoi khac stir dung.
5.Str dyung tai khoan AI c4 nhan (mién phi) dé xir Iy cong viéc c6 lién quan dén dir liéu

noi bg hodc dir li¢u nhay cam.

5. Quy dinh vé Output tir Al
Nguyén tic chung

e Output do Al tao ra khong dugc xem la nd1 dung chinh thirc ciia Cong ty.
e Al chi dong vai trd hd trg, khong thay thé con ngudi trong viéc:

o Danh gia

o Quyét dinh

o Chiu trach nhiém

Cic truomg hop Al dwge phép hd tro

e Vi diéu kién khong nhap dir licu that, Al dugc phép st dung dé hd tro cong viéc trong
pham vi:
o Goi ¥ ciu trac, dan v tai liéu

o Brainstorm y tudng, thong diép
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o Kiém tra ngit phap, dién dat
o Dich thuat dé tham khao
o Tém tit tai liéu ndi bo

o Hb trg nghién ctru va hoc tap

6. St dung Al cho muc dich ngi by
Dbi voi cac cong viée ndi b, khong lién quan dir liéu khach hang; nhan vién dugc phép st
dung Al linh hoat hon, bao g@)m:
e Soan thao email ndi bo
e Chuan bi bdo cdo, slide trinh bay
e Tom tit cudc hop (di 4n thong tin can bao mat)
e Viét kich ban (khong chira dir liéu that)
o Thiét ké hinh anh, d6 hoa luu hanh ndi bo
e Tra ctru va cap nhat kién thirc chuyén mén

© Luu y quan trong: Ngay ca véi tai liéu ndi bo, nhan vién khong duoc nhap

thong tin cu thé nhu Tén khach hang, S6 hop dong, Dir liéu tai chinh, Thong tin
nhan su...

7. Microsoft Copilot 1a cong cu Al wu tién st dung
Microsoft Copilot for Microsoft 365 1a cong cu Al dugc uu tién st dung do:
e Dit liéu duogc xit 1y trong méi trudng Microsoft 365 di dugc kiém soat
e Tuan thi phin quyén truy cip
e Khong st dung dir liéu ngudi dung dé huin luyén mé hinh Al

~ Nhén vién duoc khuyén khich st dung Copilot trong Word, Excel, PowerPoint,
Outlook, Teams...
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8. Tuéan thu va xir ly vi pham
e Vipham lién quan dén o ri dir liéu khach hang qua AI dugc xem 13 vi pham nghiém
trong va c6 thé xtr Iy ky luat theo quy dinh ctia cong ty.

e Nhan vién phat hién dong nghiép vi pham c6 trach nhiém bao cao cho quan Iy tryc tiép
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