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HUONG DAN
Nghiép vu cong tac truyén thong

PHAN I
QUY DPINH CHUNG
I. NHIEM VU HOAT PONG TRUYEN THONG CUA HOQI

1. Thwe hién Luit Hoat dong Chir thap dé (Piéu 12, Chuwong II)

- Tuyén truyén muyc dich, y nghia cdc gid tri nhan dao, truyén tl‘nc")ng tuong than
tuong ai cia dan tdc. Pho bién chinh sach, phap luat ctia Nha nudce veé hoat dong Chix
thap do.

- Phd bién Luat nhan dao q,uéc’té', cac nguyén téc’cor‘ ban cua Phong trao Chix
thap do va Trang ludi liem doé quoc te, Pieu udc quoc té vé hoat dong nhan dao ma
Viét Nam la thanh vién.

2. Tuyén truyén két qua nhitng hoat dfng: Phan anh kip thoi cac phong trao,
cudc van dong theo Diéu 1€ Hoi va ké hoach trong tam ctia Thanh Ho1
II. CUNG CAP THONG TIN HOAT PONG TRUYEN THONG

1. Thanh Hji: Cong thong tin dién tir (website), Trang fanpage, Ban tin Nhan
dao Hoi Chit thap do Thanh pho HO Chi Minh.

2. Tai don vi: Trang fanpage, ban tin dia phuong va bang dién tir, bang tin...
cua don vi.

3. Don vi truyén thong: Pai Phat thanh va Truyén hinh Thanh phé H6 Chi
Minh; Bao chi (bao in, dién tir, ban tin dia phuong).

PHAN IT
BIEN TAP NOI DUNG VA THE LOAI
L. YEU CAU DOI VOI TIN, BAI

1. Tiéu dé (Tit): Ngin gon, chira tir khéa chinh, phan anh ding noi dung,
tranh "giat gan" sai sy that.

2. No§i dung tin, bai phai dim bao diy di cac thong tin co ban, gom:

- Thoi gian, dia diém, don vi t0 chirc, thanh phan tham dy, ni dung hoat dong,
ket qua thyc hién. Khuyén khich trich dan phat bi€u cta lanh dao, y kién cua ngudi
tham gia hodc ngudi hudng loi (n€u ¢6) nhdm téng tinh chan thuc, lan téa thong diép
cua hoat dong; Vai tro cua to 7Ch1:1‘0 Hoi trong cong tac nhan dao dong thoi, kéu goi
su quan tdm, dong hanh cua to chirc, c4 nhan trong thoi gian téi.



- Pam bao tinh Chinh xéc - Trung thyc - Khach quan. Van phong ngin gon, dé
hiéu, phu hgp véi thuan phong m¥ tuc.
3. Anh minh hoa: Phai rd nét, ding chu d&, c6 chu thich. Uu tién anh thé
hién mau 4o Hoi va cac khoanh khac xtc dong.
4. T4c gia: Ghi r6 ho tén/bat danh hodc "Ban Bién tap".
II. CAC THE LOAI CO BAN
1. Tin ngén (150 - 250 chi¥): Cap nhat nhanh sy kién.
2. Tin twdng thuft (250 - 500 chir): Phan anh dién bién chi tiét, ¢6 trich din
phat bicu.
3. Bai phan 4nh (400 - 800 chi¥): Viét v& guong ngudi t6t viée tét, md hinh
nhan dao hiéu qua.
4.,Th6ng c4a0 bao chi: Van ban chinh thure guri bao dai \{é cac su kién 1on. Su
dung cau trac "Hinh thap nguge" (Thong tin quan trong nhat dat 1én dau).
PHAN III
| QUAN TRI FANPAGE VA KY NANG TAC NGHIEP
I. VAN HANH FANPAGE FACEBOOK
i - Tén trang: Theo cu phap: Hgi Chit thap do [Tén don vi], TP Ho Chi Minh.

- Nhin dién: Anh dai dién (Avatar) 1a logo Hoi; Anh bia (Cover) theo miu
chung cta h¢ thong.
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- Tén suét: Duy tri 2 - 3 bai/tuan.
- Khung gio vang: 07h00 - 08h00; 11h30 - 13h00; 19h00 - 21h00.
- Bao mit: Bat xac thuc 2 16p (2FA), khong chia s¢ mat khiu cho nguoi
khong co trach nhiém.
I1. KY NANG CHUP ANH, QUAY PHIM BANG DPIEN THOAI
1. Thiét 1dp: Ludn quay, chup bing khung hinh ngang (ty I¢ 16:9) dé phu
hop v&i Website, phong su truyén hinh va fanpage.
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2. B6 cuc: RS chui thé, tranh mat chi tiét (dau, tay, chan).

3. NGi dung: Phan anh 1 quang canh, quy mé va y nghia hoat dong, vu tién
khoanh khac hanh dong (dang trao qua, dang so ctru...) thay vi anh chup dan hang
ngang nhan giay khen.

4. K¥ thuat: Gitr dién thoai béng hai tay hodc c6 diém tya dé tranh rung; Lau
sach ong kinh trudc khi quay/chup.

5. Luwu triv: Gui file anh gdc (HD), khong nén qua cac ing dung 1am giam chat
lugng.

I1I. CHIA SE VA LUU TRU DU LIEU
- Dat tén thw muc (Folder): 2026 Thdng Tén hoat dong Don vi (Vi du).
Luru trit dam may: Khuyén khich ding Google Drive, OneDrive dé dong
bo dir licu.
- Email tiép nhén ciia Thanh Hdi: bantruyenthongtphcm@gmail.com.
PHAN IV
TO CHUC LUC LUQNG TRUYEN THONG
I. CO CAU TO TRUYEN THONG CO SO
M&i don vi thanh 1ap T truyén thong (ti thiéu 03 thanh vién):
- 01 Tb trwéng: Phu trach dinh hudng, duyét ndi dung va didu phdi chung.
- 01 Thanh vién ndi dung: Viét tin, bai, thong céo.
- 01 Thanh vién k§ thuit: Chyp anh, quay phim, dung clip don gian.
I1. CONG TAC PHAT TRIEN MANG LUOI

- Phét huy vai trd ciia Tinh nguyén vién tré, sinh vién c6 nang khiéu do hoa,
dung phim.

- T4 chire tap huén dinh ky va khen thudéng kip thoi cic ca nhan c6 déng gop
xuét sic.

Can c tinh hinh thue té, cac Hoi co s& chi dong van dung, trién khai Hudng
dan nghiép vu cong tac truyén thong phu hop véi diéu kién cia don vi, bado dam hiéu
qua cong tac Truyén thong tai don Vi;l'\u‘z/

Noi nhin: ‘ TM. BAN THUONG VU
- Ban D6i ngoai-Truyén thong TW Hoi; ;

- Thuong truc Thanh Hoi;

- VP, céac Ban, trung tam,

- Hoi CTD P, X, DK, cac BVTT Thanh Hoi;
- Luu: VT, BTT. ‘ ’







