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QUY TRINH
THU'C HIEN PUA THONG TIN LEN WEBSITE
I. Muc dich

Quy dinh thu tuc va trinh tu cac budc can thuc hién khi yéu cau ding tai thong tin 1én

website Truong tiéng Viét va tiéng Anh tai 2 dia chi: hitp:/hcmute.edu.vn/,

http://en.hcmute.edu.vn/.

II. Pham vi ap dung
1. Thong tin diing tai Ién website tiéng Anh va tiéng Viét cia trueong

- N6i dung ding tai do Phong Truyén thong chu dong cap nhat khi c6 su thay doi trong
ndi bd trudng: co cdu td chire, nhan su, thong tin gidi thiéu vé Nha truong. .. va sau khi cac

su kién t6 chirc trong vong 3 ngay lam viéc.

- Nbi dung do céc don vi yéu cdu duoc dang tai trong vong 1 ngay néu thong tin phi hop.

2. Website cap don vi tiéng Anh va tiéng Viét

- Thuong xuyén ra soat thong tin gidi thiéu don vi, danh ba dién thoai, dia chi cua don
vi, thong tin vé can bo vién chirc di dugc dang tai trén Website don vi, thanh tich va cac hoat

dong cua don vi, v.v dé cap nhat thong tin tdi cac bén lién quan.

- Céc don vi phai cip nhat dinh ky mdi thang 1 lan.
III.  Giai thich tir viét tit

-  BGH: Ban Giam hiéu

- BBT: Ban Bién tap website

- PTT: Phong Truyén thong

- CVQT website: Chuyén vién quan tri Website

- CTV: Cong tac vién
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IV. N§i dung quy trinh

a. Luu trinh

- Website cip Truong:

Budre Trinh ty thye hién Trich nhi¢m
1 [ Tiép nhan vin ban, tin, bai, éth<—- - Nguoi yéu cau
ﬁ'igg - BBT Website truong
- ) phit hop W

2 Kiém duy¢t - BGH (Néu virgt qud
tham quyén BBT website,
PTT phdi xin y kien BGH)

Phit hop
3 ( Dang tai thong tin J - CVQT website truong
4 [ Tra két qua J - BBT website truong

- Website cap don vi:

Buéc Trinh tw thye hi¢n Trach nhi¢m
1 4 e ol o S ok - Nguoi  yéu cidu hoic
Tiép nhén van ban, tin, bai, anh ! cong téc vién clia don vi
Khéng phi:
hop
2 - Trudng, pho don vi hodc
nguoi duge uy quyén
Phit hop
Ding tai thong tin . :
3 [ & & ] - CVQT website don vi
A 4
4 [ Tra két qua J - BBT website don vi
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b.

M3 ta chi tiét
Website cip Truong:

Buéc Trinh tw thwe hién Trach nhiém
Tiép nhin vin bén, tin, bai, anh: Truong,  pho
T Tiép nhén yéu cau dua thong tin ciia cic don vi qua dia chi gﬁ? ‘d“ b hfa
email ciia Phong Truyén thong: pmo@hcmute.edu.vn cégg il LU
- Thoi gian thyc hién: Gio hanh chinh
Kiém duyét:
2 |- Kiém tra théng tin tiép nhan c6 pha hop hay khong (theo Lruong, pbo
BBT  website
qui dinh), néu thong tin khong phu hgp thi phan hoi lai .
truong
cho nguoi yéu cau.
Pang tii thong tin:
3 |- Phén loai thong tin, ding tai thong tin 1én website truong CVQT website
; trudon
- Thoi gian thuc hién: Téi da 1 ngay lam viée &
Tra két qua:
- Goi duong link qua email cho nguoi yéu cdu va dé nghi
kiém tra lai thong tin da dang trén website truong.
4 | . Bio cdo véi Truong, Phé Ban bién tap Website cdc thong | CVQT  website
tin da dang trong ngay, ghi nhén thong tin vao nhét ky truong

cOng viéc hang ngay.

- Thoi gian thuc hién: Sau khi ding

1

Website ciAp don vi:

Bude Trinh ty thwe hién Trach nhiém
Tiép nhin viin ban, tin, bai, 4nh: Nguoi yéu cau
- Tiép nhan yéu chu dua thong tin ciia CBVC don vi hogc | 193¢ . e
I tiép nhan thong tin tir cac cong tac vién clia don vi qua dia vicmeua dop ¥
chi email cia don vi.
- Thoi gian thyc hién: Gio hanh chinh
Kiém duyét:
Truong pho
- Kiém tra théng tin tiép nhén c6 phi hop hay khong (theo ) =
2 g p p p hay g ( dir i

qui dinh), néu thong tin khong phu hop thi phan hoi lai
cho nguoi yéu céu.

nguoi dugc uy
quyén
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Piing tai thong tin:

3 |- Phan loai thong tin, dang tai thong tin 1én website don vi. gVQT website
. on vl
- Thoi gian thuc hién: Toi da 1 ngay lam viée \

Tra két qua:

- Goi duong link qua email cho nguoi yéu cdu va dé nghi
kiém tra lai thong tin da dang trén website don vi.

4 | . Béo cdo véi Truéng, Pho don vi cac thong tin da dang | CVQT website
trong ngay, ghi nhan thong tin vao nhat ky cong vi¢c hang Ao i
ngay. '
- Thoi gian thyce hign: Sau khi ding
Ngwoi soan thio Nguwoi xem xét ' z Ngwoi phé duyét

PGS. TS. P6 Vin Diing

KS. Nguyén Nam Thiing S. TS. Lé Hiéu Giang
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