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NOI DUNG
1. MUC PiCH

Quy trinh nay dugc ban hanh va ap dung nhim:

- Théng nhat cac budc thuc hién viéc thiét ké va ban hanh 4n phém truyén thong truc
quan nhu: Khung nén (Backdrop, background), Bang rén (bandroll), to roi (Poster, flyer),
bang dirng (standee, panel..).... dam bao tinh thdm my, ding ndi dung truyén tai va mang lai
hiéu tng truyén thong cao.

Lam 1o trach nhiém cua cac don vi va ca nhén co lién quan trong viée phéi hop thuc
hién cac 4n pham truyén thong.

2. PHAM VI AP DUNG

Quy trinh nay ap dung i vai:

- Cac 4n pham truyén thong dudi dang ban in gdm: Khung nén (Backdrop,
background), Bang ron (bandroll), to roi (Poster, flyer), bang dimg (standee, panel..)...

- Céc don vi thudc va truc thudc Truong Dai hoc Bach khoa, PHDN khi thuc hién/
yéu cdu thuc hién cac 4n phdm truyén thong truc quan cho cac hoat dong quang bé cua
Truong/ don vi.

- Céc c4 nhan, td chirc trong va ngoai Trudng tham gia thuc hi¢n 4n pham truyén thong
truc quan.

3. TAI LIEU THAM KHAO VA VIEN DAN

- Tiéu chudn Quéc gia TCVN ISO 9001:2015 Hé théng quan 1y chat lugng-céc yéu
cau;

- Luét Béo chi s6 103/2016/QH13 nim 2016.;

- Quyét dinh sé 1474/QD-DHBK ngay 21/5/2021 ban hanh Quy ché to chirc va hoat
dong cua Trung tdm Hoc li¢u va Truyén thong, Truong Dai hoc Bach khoa, Dai hoc Da Ning;

- Quy ché hoat dong truyén thong cua Truong Dai hoc Béach khoa, Dai hoc ba Ning
do Hiéu truong ky ban hanh tai Quyét dinh s 2352/Qb-DHBK ngay 12/10/ 2021.

4. TU VIET TAT VA PINH NGHIA

- BGH E Ban Giam hi¢u
-CBTT : Chuyén vién truyén thong
-DVIK Pon vi thiét ké

~CBTK : Céan b thiét ké
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5.NOI DUNG
5.1. Luwu d6
5 Thoi 5 -
TT Trach nhiém Luu do ] Biéu mau
gian
TTHLTT
1 | Cac don vi, BVTK 2 ngay
CBTT ]
v
CBTT ) ‘ 1 - 01
2 Xay dyng y tuwdng "
DVTK ngay
CBTT ' 01-02
3 ' Thiét k& &n ph3m 5
DbVTK ngay
!
4 TTHLTT, Cac don _ Phé duyét i vy
vi lién quan, BGH | khong duyét »nea
l Duyét
CBTT Xuat ban va ban giao dn . .
’ DVTK At Gogy
Y
DVTK .
¢ Pon vi yéu céu . i

5.2. Dién giai

Quy trinh tiép nhan va hop tic voi cac ddi tac truyén thong bao gdm 06 budc, chi tiét

ndi dung di¢n giai ciac budc nhu sau:
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5.2.1. Tiép nhén yéu ciu

- Can clr vao ké hoach truyén thong nim hoc, yéu cau tr BGH hodc tir phiéu yéu cau
(Mau TT-04) ctia cac don vi trong Truong, TTHLTT ti€p nhan yéu cau thuc hién an pham
truyén thong truc quan.

- Thoi gian giri phiéu yéu cAu (Mau TT-04) vé TTHLTT chim nhat 03 ngay trude thoi
gian can sir dung an pham bang email hodc truc tiép.

- Can ct theo tinh chét, mirc do phic tap cla 4n pham yéu cau, CBTT sé& phan hoi thoi
gian thuc hién va ban giao san pham cho don vi yéu cau.

Thoi gian thye hién: 0.5 ngay

5.2.2. Xay dung y twong

- Dwa vao yéu cau ndi dung cin truyén thong, CBTK, DVTK thuc hién viéc thu thap
thong tin can thiét dé 1én y tuong cho APTT.

- X4c dinh ndi dung truyén tai trén an pham, hinh thirc 4n pham, loai an pham, kiéu
dang 4n pham, phong cach truyén tai d¢ thuc hién an pham.

Thoi gian thuc hién: %> ngay — 01 ngay

5.2.3. Phé duyét én phiam

- Sau khi hoan thanh xong 4n pham, CBTK, DVTK gtri én pham cho phu trach truyén
thong phé duyét, tiep theo giri cho céc don vi lién quan dong gop v kién. Khi APTT da dugc
phu trach truyén thong, cac don vi lién quan dong ¥ vé ndi dung va hinh thire s& giri cho BGH
phé duyét (néu cén).

- Néu phu trach truyén thong, cac don vi lién quan hogc BGH yéu cdu chinh sira in
phidm, CBTT, DVTK sé thiét ké lai an phdm (budc 5.2.2) theo nhu gop y.

Thoi gian thue hién: /2 ngay.

5.2.4. Xudt béin va ban giao dn phim

Sau khi da duoc phé duyét 4n phdm, CBTT, PVTK tién hanh xuét ban 4n pham hoan
chinh (file mém hodc thuc hién in an file cimg).

TTHLTT tién hanh ban giao san pham cho don vi yéu cau/ str dung 4n phdm cho viéc
thuc hién truyén théng su kién.

Thoi gian thiee hién: 1/2 ngay

5.2.5. Bdo cdo, lwu dit li¢u, ho so

- Phiéu yéu cdu thiét ké (néu c9).

- Hop ddng thiét ké (néu co).
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- Hop ddng thanh 1y san pham (néu co)
Thoi gian thuc hién: > ngay
6. HO SO LUU
" . . Hinh thire | Thoi gian | Hinh thire
TT Tén ho so Noi lru triv ’
lueu luru huy
Phiéu yéu cau thiét s
1 ké/ké hoach hoat dong TTHLTT Ho so giay 5 ndm May huy
Quyét dinh chi dinh Sk § g ALK
2 5 ; P.TCHC H 5 Miy h
thiu/ chon nha thiu 0808 e o
Ban thuong thao hop
d(?ng, hop dong thiét TTHLTT ‘ ’
3 | két, bién ban nghiém Ho so gidy 5 ndm May huy
. . P. KHTC
thu va thanh 1y hop
dong
7. BIEU MAU BAN HANH
TT| Ma hiéu Tén biéu miu
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