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1. Nguoi lien quan phai nghién ciru va thyuc hién dung cac noi dung cua
quy trinh nay.

2. Noi dung trong quy trinh nay co hiéu lyc thi hanh nhu sy chi dao cua
Tong Giam doc Trung tam.

3. Méi don vi dwoc givi 01 ban (cé dong dau kiém sodt). File mém dwoc
cung cap trén Website cua Trung tam.

NOI NHAN
X | Ban TGD (05) Ban Quan 1y cac khu ché thu
X | Ban ISO (Thu ky ISO) Thanh tra QP
X | Véan phong UBKT BUTT
X | Phong KHKH Van phong Dai dién Matx-co-va
X | Phong Chinh tri Vién bBND
X | Phong HC-KT Vién YSND
X | Phong Tai chinh Vién STND
X | Phong Dao tao Phan vién CNSH
X | Phong QLCGCN Phan vién Hoa-MT
X | Phong TTKHQS Chi nhanh Phia Nam
X | Ban CNTT Chi nhanh Ven Bién
X | Van phong PBVN Trung tdam CGCNM
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SUA POI TAI LIEU
I. MUC PiCH

II. PHAM VI AP DUNG

I1l. CO SO PHAP LY - TAI LIEU THAM KHAO

IV. THUAT NGU, BPINH NGHIA VA CHU VIET TAT
1. Giai thich thuat ngft, dinh nghia

2. Chir viét tat

V. QUY BINH CHUNG

1. Viéc cung cap thong tin

2. Kiém tra, giam sat thong tin sau khi dang tai, cap nhat
3. Hinh thirc cung cip thong tin

4. Hinh thtrc nd1 dung thong tin

5. Thoi han cung cép va cap nhat thong tin, dir lidu

6. Tai khoan quan tri Website

VL. NOI DUNG QUY TRINH

1. So d6 quy trinh

2. M6 ta quy trinh

VI. BIEU MAU

VII. HO SO LUU TRU

VIII. PHU LUC

TriCh Soan thio Soat xét Phé duyét

nhi¢m

Chicvu TP. TTKHQS Pho TGD - TB.CD Tong Giam dbc
Chirky

Hottn | DaitiléVanLong | DaitaNguyén Phi Long | Thiéu tudong Dang Hong Trién

Tai lieu nay va cdc thong tin trong tai liéu nay la tai san cua Trung tam Nhi¢t doi Viét - Nga;
Khéng dieoc sao chép, copy, in dn dwdi bat cir hinh thirc ndo néu khéng diroc sie cho phép ciia Thii
truong Trung tam Nhiét doi Viét - Nga.
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SUA POI TAI LIEU
Yoéu ciu sita Trang/th‘*m . Lan bap Naav ban
ke lién quan | Mé ta ndi dung siva déi | hanl/Lan | oY
doi/ Bo sung hanh

viéc stra doi stra doi




QUY TRINH

NGR Fﬁg%,f.@>
)

‘.

Mi sb: QT.24

L ~ .. | Lanban hanh: 1
Pang tin, bai trén Trang thong tin " _an o
o . . n Noay: ... /... /2024
dién tw (Website) cua Trung tam Trang: 5/14
Nhiét déi Viét - Nga fang:

AN NH
S0 700,
&
e &
o
o

I. MUC PiCH

Huéng dan trinh tyu, tha tuc gui, tiép nhan, bién tap, trinh duyét, dang tai
tin, bai, anh, video trén Trang thong tin dién tir trén Internet (Website) cia Trung
tam Nhiét d6i (TTND) Viét - Nga (ap dung cho ca ndi dung trang tiéng Viét, tiéng
Anh va tiéng Nga) phuc vu hoat dong ctia Website theo quy dinh; lam rd trach
nhiém cua ca nhan, co quan, don vi trong timg cong vi¢c lién quan dang tai tin,
bai, anh, video trén Website cua Trung tam.

II. PHAM VI AP DUNG

- Ban bién tap Website TTND Viét - Nga;

- Cac co quan, don vi, cd nhan lién quan dén hoat dong dang tai tin, bai,
anh, video, vin ban, mau biéu trén Website cia Trung tam.

I11. CO SO PHAP LY - TAI LIEU THAM KHAO

- Tiéu chuan quoc gia TCVN ISO 9001:2015;

- Nghj dinh s 27/2018/ND-CP ngay 01/3/2018 cua Chinh phu Stra doi, bd
sung mot sd diéu ciia Nghi dinh sb 72/2013/ND-CP ngay 15/7/2013 ciia Chinh
phu vé quan 1y, cung cp, st dung dich vu Internet va thong tin trén mang;

- Quy ché quan 1y, cung cép, st dung dich vu Internet trong Quan d6i nhan
dan Viét Nam ban hanh kém theo Thong tu s6 110/2014/TT-BQP ngay 22 thang
8 nim 2014 cta Bo trudng B6 Qudc phong;

- Quyét dinh s 1834/QD-CT ngay 07/9/2015 vé viéc cho phép thiét 1ap
trang tin dién ti trén Internet ctia Chu nhiém Téng cuc Chinh tri;

- Quyét dinh s6 5075/QD-TTNDVN ngay 29 thang 12 nam 2021 cua Tong
Giam d6c TTND Viét - Nga ban hanh Quy ché T6 chirc, quan 1y va hoat dong
Trang thong tin dién trt TTND Viét - Nga.

IV. THUAT NGU, PINH NGHIA VA CHU VIET TAT

1. Giai thich thuit ngir, dinh nghia

- Website TTND Viét-Nga tai dia chi https://trungtamnhietdoivietnga.com.vn

1a noi cung cép, trao ddi thong tin chinh thirc cia TTND Viét - Nga duoc cong
khai trén mang Internet.

- Tin: 12 thong tin vé chi truong, dudng 16i ciia Pang, chinh sach phap luat
ctia Nha nudc; thong tin hoat dong ciia B Qudc phong va TTND Viét - Nga, hoat


https://trungtamnhietdoivietnga.com.vn/
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dong nghién ctru khoa hoc, d6i méi sang tao, chuyén giao cong nghé trong va
ngoai nudc.
- Bai viét: 1a noi dung chuyén sau veé két qua, san phém nhiém vu khoa hoc
va cong ngh¢ hoac cac mat hoat dong khac.
- Anh: 1a nhirng hinh anh minh hoa kém véi cac tin, bai viét hodc céc tai
liéu anh dugc ghép dang phu hgp vi ton chi, muc dich cua Website Trung tam.
- Video: 1a nhiing video clip, phéng sy, phim tai li¢u phan 4nh hoat dong
Trung tdm hodc linh vuc hoat dong cé li€n quan.
- Vin ban, mau biéu: Cac vin ban quy pham phép luat va cic van ban quan
Iy, biéu mau dugc phép luu hanh trén mang Internet.
2. Chir viét tat
- PTTKHQS: Phong Thong tin khoa hoc quan su
- BBT: Ban bién tap
- TG: Tac gia
- CTV: Cong tac vién
V. QUY DINH CHUNG
1. Viéc cung cap thong tin
- Lanh dao, chi huy, can by, nhan vién céc co quan, don vi truc thudc Trung
tam c6 thé suu tAm thong tin tir cc ngudn phi hop voi ndi dung va muc dich cua
Website, trén co s& tuan tha ban quyén ctia ngudn tin trich dan, tuan theo quy dinh
phap luat vé bao chi, s¢ hitu tri tué.
- Tt ca cac ndi dung cung cap cho BBT dé ding tai hodc cap nhat 1én
website phai duoc thu trudng co quan, don vi ky xac nhan thong qua.
2. Kiém tra, giam sit thong tin sau khi ding tai, cAp nhat
Nguoi thyc hién kiém tra, giam sat noi dung thong tin ngay sau khi dang
tai, cap nhat bao gém: Thu ky BBT, quan tri vién, lanh dao, chi huy co quan, don
vi ¢0 thong tin duoc dang tai, cap nhat.
3. Hinh thirc cung cip thong tin
- Bang van ban hanh chinh.
- Qua thu dién tor trén mang truyén s6 liéu quan su cua BBT
(bbtttndvn@ttndvn.bgp).
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4. Hinh thirc noi dung théng tin

Thong tin dang tai, cap nhat 1én Website 1a céc tin, bai, anh, video, van ban,
mAu biéu da c6 dau, chir ky ciia co quan ban hanh dudi dinh dang: word, excel,
pdf, jpg hoac 1a moét file nén (*.rar, *.zip) gém cac van ban, danh muc, sd liéu,
bao cao di c6 sb, ddu cua co quan ban hanh dudi dinh dang giéng nhu trén. Dinh
dang font chit unicode, c& chit phu hop.

5. Thoi han cung cip va cip nhat thong tin, dir liéu

- Cac thong tin ¢ tinh thoi su lién quan truc tiép dén hoat dong cua Trung
tam duogc cap nhat mudn nhat sau 24 gio tinh tur khi két thiac sy kién.

- Cac don vi gti dé nghi dang thong tin vé két qua, san pham cac dé tai,
nhiém vu khoa hoc va cong nghé¢, thoi gian mudn nhét sau 10 ngay lam viéc ké tir
khi dugc hoi dong cap chii quan nghiém thu.

- Cac thong tin khac duoc cap nhat mudn nhét sau 03 ngay lam viéc ké tur
khi BBT nhén dugc vin ban dé nghi ding tin cta cac co quan, don vi.

6. Tai khoian quan tri Website

- Tai khoan ding nhap Website dugc phan thanh 02 cip, mdi cip c6 quyén
tuong tng véi chuyén muc duogc giao quan ly trén Website. Trong d6 tai khoan
quan trji Website (admin) 1a tai khoan toan quyén, duy nhat.

- Tai khoan admin do quan tri vién quan ly.
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1. So' 6 quy trinh

TT | Trach nhi¢m Luu dd Tailigu/ l;:f;‘nma“ lien
, Bi¢u miu QT.24.01: Phiéu dé
Céc co quan, A nghi diang tin, bai trén
don v} tryc Thu thp, cung Website; QT.24.03: Phicu dé
1| thudc Trung cap thong tin nghi ding tai van ban, miu
tam, cong tac biéu trén Website.
vién
Tiép nhan thong gi_?um 03'm?’1t11' . dQTA'ZA('i'PZ’
2 | Thu kv BBT tin 24.035: 1eu duyet dang
o tin, bi, 4nh, video, van ban,
B mau biéu trén Website.
£ | | Bidu miu QT.24.02: Phiéu
q , Kiém B duyét_ dang tiIAl, bai trén
3 Trudéng/Pho duyét Website Trung tam.
Truéng BBT
Bidn tap tin. bai Biéu mau QT.24.02: Phiéu
4 | Thuky BBT en lfl p .151’ al, duyét dang tin, bai trén
anh, video Website Trung tam.
v . ,
L Biéu mau QT.24.02: Phiéu
5 | Thuky BBT ang t{n, bai lenA duyét dang tin, bai trén
WebSIte cua Trung tam WebSIte Trung tam
¢ —
Biu  mau QT.24.01,
6 BBT Q.T.‘24.02, QT.24.03 va cac
tai liéu khac c6 lién quan.
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2. Mo ta quy trinh
2.1. Thu thap, cung cép tin, bai, anh, video

- Cac co quan, don vi truc thugc Trung tdm phan cong cac tap thé ca nhan
thudc quyen thu thap, bién soan, viét tin, bai, anh, video, vin ban, mau biéu dé
cung cap thong tin cho BBT thong qua Phiéu d¢é nghi dang thong tin (QT.24.01
dbi véi tin, bai; QT.24.03 dbi véi van ban, biéu mau).

- Thu trudng co quan, don vi truc thudc Trung tdm c6 trach nhiém xem xét,
ky thong qua nd1 dung thong tin trudce khi giri cho BBT.

- TG/CTV thudc co quan, don vi gui Phiéu dé nghj déng thong tin cho BBT:
ban giay vé PTTKHQS, file dién tir vao dia chi email: bbtttndvn@ttndvn.bgp

2.2. Tiép nhan, bién tap thong tin

- Tiép nhan, bién tap tin, bai:

+ Thu ky BBT tiép nh4n tin, bai, anh, video tir TG/CTV va théng béo t6i
TG/CTV veé viéc da nhan tin, bai, anh, video. Ra soat, stra 161 chinh ta, nglr phap;
guri tin, bai, anh, video cho thanh vién BBT Website theo linh vuc dugc phan cong.

+ Thanh vién BBT tham dinh, bién tip, chinh stra tin, bai va gui két qua
cho Thu ky BBT.

+ Thu ky BBT phdi hop voi TG/CTV hoan thién tin, bai theo ¥ kién tham
dinh cua thanh vién BBT; 1ap phi€u duyét dang tin, bai (QT.24.02).

+ Thu ky BBT chuyén phiéu duyét dang tin, bai trén Website Trung tim
cho Trudéng/Pho Truéng BBT.

- Tiép nhan vin ban, mau biéu:

+ Thu ky BBT tiép nhan Phiéu dé nghi kém theo van ban, mau biéu tir CTV
thudc cac co quan, don vi va thong bao té1 CTV vé viéc da nhan da thong tin.

+ Thu ky BBT chuyén phiéu duyét dang vin ban, mau biéu trén Website
Trung tam cho Trudng/Pho Truéng BBT.

2.3. Kiém duyét

N "I:ru’é‘ng/Ph(') Truong BBT kiém duyét ndi dung tin, bai, anh, video, van ban,

mau biu c6 phu hop voi chirc nang nhiém vu cua Website hay khong va cho y
kién vao phi€u duy¢t tin, bai trén Website Trung tam:

- Ky duyét néu dong y dang va chuyén Thu ky BBT thuc hién ding tai tin,
bai, vin ban, mau biéu 1én Website ctia Trung tam.
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- Ghi nhiing yéu cau chinh stra tin, bai vao phiéu duyét tin, bai va chuyén
Thu ky BBT dé phoi hop véi TG/CTV hoan thién.

- Khéng duyét dang ghi Iy do va chuyén Thu ky BBT dé thong bao cho
TG/CTV.

2.4. Bién tap tin, bai, anh, video

- Thu ky BBT tién hanh bién tap, hoan chinh tin, bai, anh, deeo, van ban,
mau biéu theo dinh dang ky thuat ciia Website sau khi nhan phiéu duyét dang
thong tin cua Trudng/Pho Truéng BBT.

- Thu ky BBT gtri Truéng/Phd Truéng BBT sau khi hoan thién ndi dung
chinh stra theo yéu cau.

2.5. bang thong tin 1én Website cua Trung tam

7 Thu ky BBT chiu trach nhiém ding tai tin, bai, anh, video, vin ban, mau

biéu da dugc duyét dang vao cac chuyén muc tuong ing cua Website, dam bao
ndi dung day dua theo thong tin dugc phé duyét.

2.6. Luu ho so

Thoi gian thuc hién: Ngay sau khi hoan thanh viéc dang tai thong tin 1é€n
Website.

Hb so luu trit thong tin gdm: ban ctng, bén~mémqphiéu dé nghj dang, phiéu
duyét dang tin, bai, anh, video, van ban, mau bi¢u (QT.24.01, QT.24.02,
QT.24.02) va céc tai liéu khac co lién quan.

VI. BIEU MAU
TT Tén biéu miu Ky hiéu
1 | Phiéu dé nghi dang tin, bai trén Website QT.24.01
2 | Phiéu duyét dang tin, bai trén Website QT.24.02
3 | Phiéu dé nghi dang tai van ban, miu biéu trén Website QT.24.02
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VII. HO SO LUU TRU
3 Thoi Tréch
TT Tén ho so Ky hiéu han oA Ghicha
: : nhiém luu
luu *
1 |Phiéudénghidangtin,| QT.24.01 | 05nam | PTTKHQS | Ban
bai trén Website chinh
2 | Phiéu duyét dang tin, QT.24.02 05 nam | PTTKHQS Béan
bai trén Website chinh
3 | Phiéu dé nghi ddng tai| QT.24.03 | 05nam | PTTKHQS | Ban
van ban trén Website chinh

VIIL. PHU LUC
- Phiéu d¢ nghi dang tin, bai trén Website.
- Phiéu duyét ding tin, bai trén Website.

- Phi€u dé nghi dang tai van ban, mau bi€u trén Website.
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TRUNG TAM NHIET POI  CONG HOA XA HQI CHU NGHIA VIET NAM

_ VIET-NGA Péc 1ap - Tw do - Hanh phic
TEN CO QUAN, PON VI
PHIEU PE NGHI

PANG TIN, BAI TREN WEBSITE

Kinh gtri: Ban Bién tap Website

HO VA T8I tAC ZIAL ..o
CAP DAC! oo ChlIC VU oo
D O VI e e
Noi1 dung tin bai:

Tiéu dé tin, bai (chir thwong, dam, ding)
No1 dung: GOm ndi dung tin, bai, &nh minh hoa (Chir thuong, ding; mdi bai
dung luong khong qua 02 trang A4)
Tdc gid, nguén trich (chit thwong, dam, nghiéng)

TAC GIA/NGUOI PENGHI ... ngay ... thang ... nam......
(Chit ky, ho va tén) THU TRUONG DON VI

(Chit ky, ho va tén, déng ddau néu c6)
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TRUNG TAM NHIET POl CQONG HOA XA HQI CHU NGHIA VIET NAM
VIET - NGA Doc lap - Tw do - Hanh phuc
BAN BIEN TAP WEBSITE

PHIEU DUYET
PANG TIN, BAI TREN WEBSITE

1. Tin, bai da duogc chinh stra, bién tap, dé nghi duyét dang:

Tiéu dé tin, bai

Tac gida, nguon trich

2. BIEN AP VIEN: oiiiiiiiiiie ittt ettt

Ngay .... thang ... nam......
TRUONG BAN BIEN TAP DUYET DANG
(Chir ky duyét dang vao 6 twong ung)

TIENG VIET TIENG NGA TIENG ANH




QT.24.03

TRUNG TAM NHIET POI  CONG HOA XA HQI CHU NGHIA VIET NAM

_ VIET-NGA Doc 1ap - Tw do - Hanh phuc
TEN CO QUAN, PON VI
PHIEU PE NGHI

DPANG TAI VAN BAN TREN WEBSITE

Kinh gtri: Ban Bién tap Website

...(Tén co quan)... & nghi Ban Bién tap Website dang tai vin ban sau:

I QY § V21 4 T o | o
2. S6, ky hiéu, ngay ban hanh VAN DAN: .......c.co.cveeeeeeeeeeeeeeeeeeeeee e,
3. THCH YU VAN DAN ..ot
4. Co quan ban hanh/ Nguo1 ky van ban: ........ccoeeeieiiiiniiiiieceeceeeee,
5. Tai 1i6u GInh KSM (EU CO): cvrverveeeeeeeeeeee ettt

Noinhén: , ngay ... thang ... nam....
- PTTKHQS; THU TRUONG PON VI
o (Chir ky, ho va tén, dong dau néu co)

DUYET PANG
Ngay .... thang ... nam....
TRUONG BAN BIEN TAP



