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QUI PINH GU'l VA NHAN EMAIL
I. QUI PINH CHUNG

Pja chi Email c6 phan tén mién 1a @hcmulaw.edu.vn 14 tai san cua Truong Pai hoc Luat
Tp.HCM. Do d6, mdi can bo cong nhan vién trong truong phai ¢ trach nhiém st dung hop ly,
dang phap luat.

1. Khdng sir dung dia chi Email cua truong vao viéc tuyén truyén, kich dong chéng phé
bang va nha nud6c CHXHCN Viét Nam.

2. Khong phét tan noi dung Email caa truong cho bat ky ai bén ngoai.

3. Khéng str dung dja chi Email cta trudong dé phat tan van hoa pham doi truy.

4. Cach dit tén dia chi email nhu sau : Vi du : nhan vién c6 tén 1 : Nguyén Thanh Tuan,

c6 dia chi mail 12 : nttuan@hcmulaw.edu.vn; phan username 1a chit cai dau tién cua ho +

C4c chir cai dau tién cua tén 16t + tén riéng (ghi day du khong dau). Password mat dinh
14 hemulaw, sau khi vao kiém tra mail 1an dau tién, vao muc ‘Cac lua chon’, sau d6 vao
muc ‘Thay d6i mat khau’ dé doi lai mat khau mai.
I1. QUI PINH GUI/NHAN MAIL
1. Phwong thirc géi/nhan Email ( Thunderbird hoac Webmail tai

http://mail.hcmulaw.edu.vn ).

- Str dung chuong trinh Thunderbird (phan mém truy cap hop thu) dé gui (smtp) va
nhan (pop3) email hoic WebMail dbi vai can b cong nhan vién khi 1am viéc tai vin
phong .

- Str dung Webmail ( http://mail.hcmulaw.edu.vn ) d& giri va nhan Email d6i véi can

b6 cdng nhan vién cua truong khi dang ¢ truwong hogc di cong tac bén ngoai.

2. Quy dinh nhan Email.
- Tat ca c&c can bo cdng nhan vién khi nhan dugc Email cua 1anh dao hay cap trén truc
tiép giri dich danh thi phai tra loi Email d6 ngay.

- Trong truong hop chua cé giai phap cu thé thi ciing can xac nhan cho nguoi gui biét



d& nhan Email va hen thoi gian tra 10i cy thé vé van dé do.

-Tat ca cac bo cong nhan vién phai co trach nhiém kiém tra Email thuong xuyén dé cap

nhat thong tin,théng b&o cua khoa,phong va nha truong.

. Quy dinh gwi Email.

- Khi giri, noi dung Email can rd rang ranh mach tranh ding nhitng tir ngit mo ho, kho

hiéu, phai thé hién chinh xac noi dung can chuyén tai (g6 c6 dau khi can thiét).

- Tt ca cac nhan vién khong giri tai lidu, thdng tin dy &n, cong trinh va cac thong tin

noi b ra ngoai khi chua co su ddng y cua cap trén.

- Gui Email ¢6 noi dung c6 tinh chat chung cho cac don vi, phong ban(public) vao dia

chi Email dai dién cho cong viéc, phong dé cac ca nhan lién quan nam thong tin.

- Danh sach cac dia chi Email dai dién nhom.

STT

Nhom

bia chi Email dai dién

Cé& nhén lién quan

1

Lién h¢ thong tin
chung

info@hcmulaw.edu.vn

4 |TOCNTT guantrimang@hcmulaw.edu.vn

5 |Ban Bién tap noi | banbientap@hcmulaw.edu.vn
dung website

3 |Phong bao tao | daotaocq@hcmulaw.edu.vn

6 |Khoa Khoa hoc | khoacoban@hcmulaw.edu.vn
Co ban

7 |Khoa Dan su khoadansu@hcmulaw.edu.vn

8 |Khoa Luat Hanh | khoahanhchinh@hcmulaw.edu.vn
chinh - Nha nudc

9 |Khoa Luat Hinh | khoahinhsu@hcmulaw.edu.vn
Su

10 |Khoa Luat khoathuongmai@hcmulaw.edu.vn
Thuong mai

11 |Phong CTCT-SV | ctctsv@hcmulaw.edu.vn

12 |Phong Pao tao | daotaokcg@hcmulaw.edu.vn
Khéng chinh quy

13 |Phong Pao tao | daotaosdh@hcmulaw.edu.vn

Sau Pai hoc
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Phong Ké hoach
- Tai chinh

Phong Quan ly
NCKH&HTQT

Phong Quan tri -
Thiét bi

phong Thanh tra

Phong T4 chuc -
Hanh chinh

Thu vién

T4 Tin hoc -
Ngoai ngir

Trung tdm dam
bao chét lugng
va phuong phap
giang day

Trung tam Pao
tao ngan han

Trung tam ung
dung va pho bién
phép luat

Phong Bién tap
Trisu

Van phong Doan

Hoi Sinh vién

khtc@hcmulaw.edu.vn

nckh htgt@hcmulaw.edu.vn

gttb@hcmulaw.edu.vn

thanhtra@hcmulaw.edu.vn

tchc@hcmulaw.edu.vn

thuvien@hcmulaw.edu.vn

tinhocngoaingu@hcmulaw.edu.vn

agac@hcmulaw.edu.vn

daotaonganhan@hcmulaw.edu.vn

phobienphapluat@hcmulaw.edu.vn

bientaptrisu@hcmulaw.edu.vn

vanphongdoan@hucmulaw.edu.vn

hoisinhvien@hcmulaw.edu.vn




