THANH DPOAN TP. HO CHi MINH POAN TNCS HO CHI MINH
BAN CHAP HANH POAN
TRUONG PAI HQC QUOC TE ‘
Fkk TP. Ho Chi Minh, ngay 21 thang 9 nam 2023

S6: 02-HD/DTN-VP

HUONG DAN
Mt s6 ndi dung vé cong tac tai Vin phong Poan — Hdi nim hoc 2023 - 2024

Nham tao diéu kién thuan tién cho cac co s& Poan va don vi truc thudc trong viéc
t6 chirc cac hoat dong sinh vién, Ban Thuong vu Poan trudng thong bao dén cac co s
Poan va don vi truc thudc mot sé ndi dung sau day:

I. PANG KY SU DUNG PHONG VA CO SO VAT CHAT PHUC VU CHO VIEC
TO CHUC HOAT PONG

1. P6i véi viéc @it phong hop/ té chikc hoat dong:

- Thoi gian dang ky: trwée 12h00 trwa thir 4 hang tuan (ding ky dé su dung
phong tir th 2 tuan tiép theo) tai website: https:/iuyouth.edu.vn/dat-phong-thiet-bi/

(VP Dién tir — Dt phong/Thiét bj)

- Két qua dang ky: 16h00 chiéu thir 6 tuan truc tuyén tai website Poan truong.

Céac don vi dang ky sau thoi gian néu trén (12h00 trua thir 4 hang tuan) s& khong
duoc xur 1y hoic diéu chinh dang ky.

- Mdi don vi dugc ding ky toi da 3 phong/tuan.

* Pieu kién dé dwoc xem xét duyét phong:

- bat phong cho t6 chtic chuong trinh (khong phai hop noi bo) thi phai c6 ma hoat
dong. (VP Dién tir — Dat phong/Thiét bj — Tab tra md hoat déng)

- Céc hoat dong t6 chirc dd duoc dua 1én lich hoat dong tai website.

Luu y:

- Viéc tap dot, duyét chuong trinh (rehearsal) ciing phdi dat phong va chi thuc hién
tir 15h30 dén treéc 19h45, néu dat phong dé duyét truréc 15h30 thi VP sé khong hé tro
dat phong cho cac don vi.

- Cdc don vi han ché dat phong vao khung gio hoc tir 8n00 — 15430 vi phong dwroc
st dung cho viéc hoc, wu tién dét phong té chirc hoat déng vao khung gio 15h30 — 18h00.

- Néu dat sai phong hodgc muon déi phong thi hic dat phong lai phdi chii thich d@é
B/c phu trach nam duwoc tinh hinh va hiy phong da dit sai cho don vi.

2. Poi véi viéc sir dung thiét bi:

- Thiét bi sir dung trong phong hoc: ding ky dong thoi khi diang ky phong tai
website truc tuyén (chon room & facilities).

- Thiét bi sir dung bén ngoai phong hoc: dang ky tai website truc tuyén (chen
facilities).



https://iuyouth.edu.vn/dat-phong-thiet-bi/

Vi s6 luong thiét bi c6 han, nén ddi véi cac yéu cau st dung thiét bi cling luc tir cac
don vi, Van phong s& Xt ly theo tht tu wu tién trude sau. Bong thoi, Van phong sé khdng
hd tro cac thiét bi nhu: chan standee, binh hoa... trong muc thiét bi.

Luu y:

- Cdc don vi sir dung phong luu ¥ khéng dan bang keo cdc logi 1én co so vt chat
trong phong - vi muc dich bao qudn co sé vt chat cho viéc hoc tdp va giang day; khdng
dwoc stk dung ghim 1én mét bang va tran trong phong.

Pon vi ndo Vi pham thi sé khéng diroc hé tror cho cac hoat déng sau.

3. Poi véi viée ding ky dit ban truyén thong:

- Hinh thtrc dang ky: dang ky tai website truc tuyén (chon Request for Booth &
Information Desk).

- Khi dang ky, yéu cau phai c6 ké hoach dinh kém (ban pdf).

4. Piang ky sir dung Zoom té chic hoat dong truc tuyén:

Xem tal website: https://iuyouth.edu.vn/vanphongdoan/ - TB152021
(VP Dién tir — VB POAN — Tab théng bdo)
I1. SU DUNG WEBSITE POAN -HOI
1. Tra cwru thong tin phuc vu cong tac tai website
Xem cac thong bao, hudng
dan, biéu mau cua VP
Dit phong/thiét bi, xem két
qua, tra cau ma Hb

VP Pién tt — VP DPOAN/ VP HOI

VP Dién tr — Dat phong/thiét bi

VP bién tir — VP DPOAN — Cong nhan hoat déng

Cong nhan hoat dén : A
g nhan hoat dong VP Pién tt — VP HOIl — Cdng nhan hoat dong

Y&u cau cip gidy xac nhan
hoat dong, rit sé6 Poan
2. Pang tai thong tin hoat dong don vi
- Mdi don vi dugc cap 1 account dang nhap website Poan — Hoi
- Trang dang nhap dé dang bai: iuyouth.edu.vn/admin
- Noi dung dang tai:
+ Cac chuong trinh 16n (cudc thi, chudi hoat dong..vv): 1 bai thong tin va 1 bai
téng két hoat dong sau chuong trinh.
+ Céc chuong trinh ngan han khac: 1 bai tong két sau chuong trinh.
- Mét sé luu y:
+ CO thé sir dung kém hinh anh/ video trong bai post. Size anh duéi 2 MB va dinh
dang “save for web”.
+ Nén soan noi dung va dinh dang bai viét trudc trén file google docs dé dé thao
tac, sau d6 copy 1én bai viét trén website.
+ Str dung van viét theo kiéu viét bao, van xudi, thong tin trong bai viét can day
du ndi dung (VD: két qua cua cudc thi, nhitng diém ndi bat ciia chuong trinh, sé luong

Trang chi — Giri yéu cau
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ngudi tham gia....vv). Tranh st dung bai ding tai trén fanpage/facebook dé ding truc
tiép 1&n website.
+ Cac bai d3 dang tai website thi nén dan link bai viét dé thong tin trén fanpage,
gilip céc ban sinh vién tiép can website va cd thé tham khao thém nhiéu thong tin hon.
Xem hudng dan tai website: https://iuyouth.edu.vn/vanphongdoan/ - TB052122
3. Pang tai lich hoat dgng tai website
Ping tai thong tin cac hoat dong dé sinh vién theo doi va ding ky tham gia.
Khi ding tai cac bai truyén thdng trén fanpage va cac nén tang MXH khéc, yéu
cau dé duong dan ding ky tai website, khong dé link rat gon (tinyurl, bitly, sum.vn,..)
Xem hudéng dan tai: https:/iuyouth.edu.vn/vanphongdoan/ - TAB Huéng dan
I11. QUY TRINH THANH TOAN KINH PHI

Poan — Hyi Khoa/BM, CLB truc thugc Poan — H$i Khoa/BM
- NOp KH trinh ky Doan truong/HSV truong

- Nop KH trinh ky BCN Khoa/BM

- Nop KH trinh ky BGH

CLB - Dgi truc thugc Poan trweong/HSV trwong

- Nop KH trinh ky DPoan truong/HSV truong

1. DUYET KE
HOACH

- Trinh ky BGH
2. DPANG TAI | Mdi hoat dong yéu cau it nhat 5 hinh hoat dong, hinh anh
HINH ANH | poster/backdrop/standee néu céd tai folder:

HOAT DPONG | https://tinyurl.com/minhchunghoatdong2324

Poan — Hoi Khoa/BM, CLB truc thugc Poan — Hoi
Khoa/BM:
- Thuc hién thanh toan tai Khoa/BM

3. THANH CLB - Dgi truc thugc Poan trweong/HSV trwong:
TOAN KINH | - Nop hé so thanh toan tai VP HSV

PHI - Nhan du s tién da thanh toan ¢ hd so hop 16

Luwu y: SAU 2 TUAN t6 chikc chwong trinh ma chwa nép ho so
thanh toan thi sé KHONG dwgc nhin kinh phi cho chuwong
trinh do nira.

1. Heéng dan thanh toan: Phéi thanh toén theo dung du tru kinh phi d3 dwoc duyét

- Thanh toan bang héa don:

+ Duwéi 200.000d: co thé st dung hoa don ban 1 (O in san tén, dia chi ciia don vi ban
hang hogc c6 mgc tron/vudng cua don vi ban hang)

v Noi dung mit hang/dich vu trong hoa don phai chi tiét/cu thé

v Khong dugc xuat nhiéu hoa don 1é ¢6 tong trén 200.000d tai ciing 1 co s& mua ban,
trong cung chuong trinh

v Khong duoc lay hoa don ban 1é sau ngay té chirc chuong trinh
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v Khong dugc st dung hoa don ban 1é khéng hop 1€ (hda don tu in trén mang, héa don
photoshop, hoéa don chup man hinh,..)
+ Tar 200.000d tré 1€n: Phai c6 hoa don VAT (hoa don dién tr GTGT)

Théng tin xuét héa don:
- Tén: Truong Pai hoc Quéc té
- Pia chi: Khu phé 6, Phudng Linh Trung, TP. Tha Bic. TP.HCM
- MST: 0303844612
- Thanh toan bang danh sach ky nhan (giai thuong, thi lao giam khao, thu lao dién
gia, thu lao BTC...vv): Pon vi lam DS ky nhan theo mau.
2. Ho so thanh toan:
1. Ké hoach da duoc BGH phé duyét
2. Minh ching thanh toan (héa don, DS ky nhan céc loai) dung vai dy tra kinh phi
trong ké hoach

3. Céc luu y ho so hop Ié:
- Ba nop hinh anh tai folder theo quy dinh
- Hoa don dién tir dung theo ndi dung tai thong tin xuat hoa don, du hoic thiéu
chir déu sai.
- Ky tén va ghi rd ho t&n tai cac gidy to thanh toan:
+ Hoéa don: Ky va ghi ho tén tai chd nguoi mua hang
+ Danh sach: Ky day du tai cac 6 theo mau
Trén day 1a ndi dung thong béo, trudong hop co su thay d6i Ban Thuong vu Poan
truong sé c6 théng bao bang vin ban dén cac don vi ¢6 lién quan. Cac van ban ban hanh
trude day co lién quan dén nodi dung nay s& khdng con hiéu lc thi hanh.

Trong qua trinh thuc hién, néu c6 van dé thac mac, cac co sd vui 1ong lién hé truc
tiép VP Poan truong 01.106 hoic qua email office@iuyouth.edu.vn

TM. BTV POAN TRUONG
Noi nhan: PHO Bi THU
- BCH Doan truong;
BCH HSV truong; (da ky)
Céac Ban — VP Doan truong;
BCH boan — Hoi Khoa/BM;
BCN CLB/P6i/Nhém; Lé Thi Quynh Mai

Luu VP.
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