BO GIAO DUC VA BPAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG PAI HQC LUAT TP. HCM Poc lap- Ty do- Hanh phic

Sb: 532 /DPHL-NCKH Thanh phé Hé Chi Minh, ngay 22 thang 7 nam 2021

VIV huéng dan té chirc Hoi thao truc tuyén
(Online) qua phan mém Zoom

Kinh giri: Cac Lanh dao Khoa, Phong, Trung tam

Trudc tinh hinh dich bénh Covid-19 dang dién bién phuc tap; nham thyc hién tbt cac quy

dinh ctia Nha nudc va cta Truong vé phong chéng dich, dam bao cac hoat dong cia Trudng

duoc dién ra binh thuong va co6 hiéu qua; theo chi dao cua Ban Giam hiéu nha truong, Phong

QL NCKH & HTQT xin dugc hudng din cac Khoa, Phong, Trung tim cta Trudng vé quy trinh

t6 chirc Hoi thao/Toa dam (sau ddy goi chung 1a “Hgi thdo™) cua don vi bang hinh thirc truc

tuyén (online) qua phin mém Zoom nhu sau:

1.

Lap Ké hoach té chirc Hoi thao gtri vé Phong QL NCKH & HTQT dé trinh Ban Giam
hi¢u phé duyét;

Gui thu moi viét bai tham luan cho Hoi thao va thuc hién viéc tham dinh bai tham
luan;

Cham nhét nam (05) ngay trudc khi Hoi thao dién ra, Chu toa Hoi thao hodc nguoi chu
tri (host) ctia Hoi thao (do Ban T chirc Hoi thao chi dinh) lién hé véi Trung tim Cong
nghé Thong tin (thiy Pao Qudc Hung, email: dghung@hcmulaw.edu.vn) dé duoc cap

quyén st dung Zoom ban quyén cho Hoi thao;

Thong bao cong khai trén Lich lam viéc ctiia Truong (dang trén website chinh thirc cuia
Truong) vé tén hoi thao, thoi gian, thanh phan tham dy, link Zoom meeting kém ID va
passcode cua link Hoi thao;

Gtri Tai liéu Hoi thao qua e-mail cho Phong QL NCKH & HTQT va/hodac cho nhiing
ngudi diang ky tham du (Luweu y: néu giri file Tai lidu cho khach moi thi Ban T6 chirc
Hoi thao ty quyét dinh cach thirc dam bao quyén tac gia dbi véi Tai liu);

Khi Hoi thao bat dau, Chua toa Hoi thao hodc ngudi duoc cip quyén chu tri (host) clia
Hoi thao tién hanh ghi 4m, ghi hinh qua Zoom dién bién ctia Hoi thao va luu giir tai
don vi dé 1am minh chung;

Trong thoi gian Hoi thao dién ra, Chu toa Hoi thao yéu cau cac thanh vién du Hoi thao
phai m¢ camera dé thé hién réng ho c6 tham du HoOi thao mot cach nghiém tic. Thu
ky Hoi thao thuc hién viéc chup anh man hinh Hoi thao ¢6 cac thanh vién tham du va

lap bién ban Hoi thao day di;
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8. Sau khi két thic Hoi thao, cac don vi thuc hién viéc quyét toan Hoi thao theo thi tuc
tuong tu nhu d6i véi cac Hoi thao tién hanh truc tiép. Theo huéng dan ciia Phong Tai
chinh — K& toén, th lao cho khach tham du (néu c6) phai thanh todn bang hinh thirc
chuyén khoan dua trén danh sach ngudi tham du dugc chup lai, ¢6 chitr ky x4c nhan

cua Thu ky va Chu toa Ho1 thao.

Trong qua trinh thuc hién quy trinh trén, néu c6 vuong mac, dé nghi cac don vi phan hoi

vé cho Phong QL NCKH & HTQT dé duogc hd tro xir 1.

Tran trong./.

Noi nhin: _ KT.HIEU TRUONG
- BGH (dé bdo cdo); TRUONG PHONG QL NCKH & HTQT
- Cac Khoa, Phong, TT (dé thuc hién);
- Luu VT, NCKH.

(d4 ky va dong dau)

Lé Thi Thiy Hwong



