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Mi sé: QT . TT&QHDN.01
QUY TRINH Lin ban hanh:
XU LY KHUNG HOANG TRUYEN THONG | Neay ban hanh:
TT&QHDN Trang: 3/7

1. MUC PiCH

- Théng nhét nhitng cong viéc phéi thuc hién trong cong tac xir ly khing hoang truyén
thong tai Truong PH KHXH&NV, DPHQG-HCM.

2. PHAM VI AP DUNG

- Phong Truyén thong va Quan hé Doanh nghiép, cic don vi/ca nhan ¢6 lién quan.

3. TAILIEU VIEN DAN
- Quy dinh phét ngdn va cung cip thong tin cho bao chi ciia Trudng Dai hoc Khoa hoc
Xa hdi va Nhan van, Pai hoc Quéc gia Thanh phé H6 Chi Minh, ngay 28/8/2018.
4. PINH NGHIA/THUAT NGU/CHU VIET TAT
4.1 Pinh nghia
Khing hoang truyén thong la nhitng su kién xay ra ngoai tim kiém soat ciia mot don
vi, t chue khi ¢6 thong tin bét loi vé don vi hay hoat dong cua don vi. i voi mot don vi
su nghiép gido duc, su bét loi nay de doa dén qua trinh tu vin tuyén sinh, hodic lam gidm uy
tin, hinh anh ctia Nha truong.
4.2 Chir viét tit
TT&QHDN: Phong Truyén thong va T chire sy kién
KHTT: Khung hoang truyén thong
BGH: Ban Giam hiéu
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5. NOI DUNG QUY TRINH

5.1 Lwu d6 quy trinh

Buée | Trach nhiém Tién trinh Tai liéu/Biéu
mau
TT&QHDN it chéi Qlét hign thong tin, KHD
1 TT&QHDN . 4
Lap va trinh ké hoach, phuong in
xi ly khiing hodng
A
2 Trinh . Déng y
Hiéu trudomg Duyét
hé duyét ‘
p ’ biéu chinh
3 TT&QHDN
va cac ca
A oA y
nhin lién T A < 1 Ko T
quan ién hanh xi Yy ung noang
4 TT&QHDN Quy dinh phét
va cac cd ngdn va cung cap
nhin lién v th("?ng }in cho ‘béo
quan Ban hanh théng tin bio chi (néu cin thiét)/ Ban chi cua Truong
hanh cdng viin, thong bio. Pai hoc Khoa
Quyét dinh ngudi phit ngon hoc Xa hoi va
Nhéan vin, Dai
hoc Quoc gia
Thanh pho HO
Chi Minh, ngay
28/8/2018
5 TT&QHDN i
va cac ca Té chire Giip g& bio chi/ Hop béo
nhan lién (néu cin thiét)
quan
6 A

Trang 4




5.2 Dién giai quy trinh

5 Pl Don vi/ca nhin Thoi gian Ho so
Buge : PIQI e cuchien chiu trach nhiém thue hién lién quan
- Bé xuat, tbam muu véi BGH chon - Bao cz’lo, tudong
lya thoi diém va hinh thic xt ly |- TT&QHDN thuat vé khung
khung hoang truyen thong. hoang thong tin,
- Lap va trinh ké hoach td chuc va KHTT trén mang
du‘ tru lglnh' phi; dang ky muon |- TT&QHDN Wigay s Ik xa hoi, cong
phong (néu co). hat hién dong.
1 |- Xem xét va phé duyét ké hoach. - BGH iruaml D hoach.
thong tin va B i
- - TT&QHDN  gi6i| pguyco | ¢ 4 X0
- Thanh lap Ban cd van vé xu 1y | thiéu nhén su; khting hoang. phi. . B
khing hoang va Ban cong tac|- BGH ra quyét dinh - Quyet 'dml}
(nguoi xur ly khung hoang). thanh 1ap Ban ¢b vén thfmh ‘lE_lp B el co
va Ban cong tic van va Ban cong
- Lap bang phan cong nhan su. - TT&QHDN tac.
- Ban hanh théng béao, cong vin, | - TT&QHDN
thong tin bao chi vé su viéc. - HC-TH :
£, A i Ay p Ngay sau khi £ ar \
» |- Quyét dinh vé nguoi phat ngon. 12 hissch Quyét dinh vé
_ " .| nguot phat ngon.
dugc duyét = =
- Guri thu moi bao chi tham du.
- Thong tin 1én cac kénh truyén - TT&QHDN
thong (website, fanpage, youtube).
- Theo doi tién do va xac nhan bao - TT&QHDN
3 chi tham du.
- Hop ndi b ve cong tac chuan bito | o o .
chirc gép g& bédo chi/ hop bao. &
Tién hanh gap g bao chi/ hop bao:
- bon khach, diém danh, phat tai Kodvtd slitee
4 | liéu bao chi. - TT&QHDN s st
- MC cua gip g0 bdo chi/ hop bdo. | - Nguoi phat ngdn <P 89 ba:
Sx i h " chi/ Hop béo
- Nguoi phat ngon.
- Chup hinh, ghi am, quay video.
- Gui thu cam on dén phong vién,
blenw tap vién bao d.al, kh:ach moi - TT&QHDN Trong vong 2
5 |- Dang thong tin Ién website, tuan sau Gap
fanpage, youtube... g0 béo chi/
- Hop rtit kinh nghiém - TT&QHDN g e
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- Két thuc

5.3 Quy dinh trach nhiém phéi hop thwe hién quy trinh

Trdch nhiém cua cdac don vi duoc ghi ro trong Ké hoach té chitc va phan céng nhiém vu

6. DANH MUC BIEU MAU

gpy | Tén Tai lié}u/Bi:éu mau/ NIE EiSa
huong dian

Béo cdo vé khing hoang
1 | thong tin, khung hoang | BMO1- QT.TT&QHDN.01
truyén thong

, | Rehoachtd chire Gap | py 61 T TT&QHDN.02
g0 bao chi/ Hop bao
3 | Du tru kinh phi BMO1- QT.TT&QHDN.03

Quyét dinh thanh lap
4 | Ban cb vin - Ban cong | BMO1- QT.TT&QHDN.04
tac

Quyét dinh v€ nguoi BMO1- QT.TT&QHDN.05

phat ngon

7. HO SO LUU TRU

A s " B¢ phin
STT Tén van ban Thoi gian luu triv . i N .
chiu trach nhiém luu trir
Quyét dinh thanh 1dp Ban P.TT&QHDN (gbc)
I cd van - Ban cong tac; P.HCTH (ban sao)
Quyét dinh vé nguoi phat
ngon Theo quy dinh cua Nha
K& hoach 5 chirc Giip g0 nude va don vz Zm‘c hién P. TT&QHDN
2 | Béo chi/ Hop béo quy trin
5 | To trinh dy tri kinh phi td P TT&QHDN

chuce

8. PHU LUC KHAC (Néu c6)
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STT | Tén khiing hoing |

Mirc dd

|

Cach xirly | Hinh thive | Thoi gian

Khiing hoing c6 thé dw bao

01 | Tin that thiét Xudt hién & |DPinh  chinh | Bai  viét, | Ngay  sau
mot sd trang | thong tin trén | hinh  anh, | khi phat
mang, chua lan | cdic  phuong | video clip | hién thong

02 | Tin ndi qua toa trén cdc | tién truyén tin
kénh  bdao/dai | thong truc
chinh théng tuyén

(Fanpage,
Website)

03 | Tin tiéu cuc Xuit hién o |Dinh  chinh |Bai  viét, [ Ngay  sau
mdt sd trang | thong tin trén | hinh  anh, | khi phét
mang, chua lan | cdic  phuong | video clip | hién  thong
toa trén cac | tién truyén tin
kénh  bao/dai | thong truc
chinh théng tuyén

(Fanpage,
Website)
Xuat hién & | Dinh chinh | Van  ban; | Ngay  sau
mdt sb trang | théng tin trén | Bai  viét, | khi phat
mang, lan toa |cac  phuong | hinh anh, | hién  nguy
trén cac kénh | tién truyén | video clip; | co  khung
bdo/dai  chinh | thong truc | Su kién | hoang
théng tuyén (Hop
(Fanpage, bao/Gap go
Website); Vian | Bao chi)
ban; T chirc
Hop bao/Gép
20 Bdao chi
Khiing hoing khéng thé du bio
04 | Thién tai/tai nan/su Thong tin vé|Vin  ban|Ngay sau
viéc khac thuong... van dé trén cac | (néu  can); | khi vén dé
phuong  tién | Bai  viét, | xayra
truyén  thong | hinh  anh,
truc tuyén video clip;
(Fanpage, Su kién
Website), Van | (Hop
ban (néu cén); | bao/Gap gd
T chitc Hop | Bao chi)

bao/Gip  go
B‘éo chi (néu
can)
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