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1. Muc dich

Quy trinh dugc xay dung nhim thdng nhét cong tac to chure hoi nghi, hoi thao khoa
hoc (viét it HN-HT. KH) cac cép tai Truong Dai hoc Vian Hién.
2. Pham vi ap dung

Quy trinh 4p dung cho qué trinh t§ chitc HN-HTKH céc cap dugc t6 chie tai
Truong Dai hoc Vin Hién, do Trudng ding cai t chire. Cu thé gdm cac HN-HTKH nhu
sau:

- Cac HN-HTKH 9§p quéc té',ﬂ cip quéc gia, cip bo, nganh, cip thanh phd... do
Trudng Dai hoc Vin Hién dang cai to chic; ‘ 7

- Cac HN-HTKH cap Truong, cac HN-HTKH do céc khoa trong Truong dé nghi t6
chrtrc.
3. Trach nhiém

Phong Quan Iy khoa hoc (QLKH) va cac don vi lién quan c¢6 trach nhi¢m thuc hién
theo quy trinh nay.
4. Noi dung thwe hién
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4.2 Dién giai

Buéce 1: Phong QLKH lap ké hoach t& chire HN-HTKH (mdu 01.HNHT) trinh
Hiéu truéng phé duyét. V&i cac HN-HTKH do khoa t6 chirc, khoa lap ké hoach va
chuyén vé phong QLKH.

Budc 2: Hi€u trudng cdn cr vao ndi dung HN-HTKH, tinh hinh thuc tién xem xét
phé duyét cho trién khai thuc hién hodc yéu cau sira doi, bo sung.

Buére 3: Sau khi ké hoach t6 chire HN-HTKH duoc phé duyét, phong QLKH/khoa
soan thao trinh Hiéu trudng ky ban hanh Théng béo td chirc HN-HTKH (mdau 02. HNHT)
guri dén cac ca nhan/don vi lién quan. Phong QLKH/Khoa du thao cic quyét dinh thanh
lap Ban t6 chuc dé trién khai HN-HTKH.

Budéc 4: Ban t6 chirc va cac don vi lién quan trién khai t6 chire HN-HTKH, gém
mdt sO cong viéc nhu sau:

- Phéan cong nhiém vu cho céc don vi li€n quan trién khai t& chirc HN-HTKH;

- Chuén bi tai liéu: nhan bai viét (néu khong diing thé 18, yéu ciu tac gia chinh sira
hodc tir chdi), chinh stra morasse, tong hop va phan loai, gtri phan bién (néu can), hoan
thién tai liéu, in 4n;

- Thiét ké chuong trinh (mdu 03. HNHT), thu moi;

- Lap danh sach khach moi, gtri thu moi;

- Chuén bi hoi truong, am thanh, trang tri, vdn ngh¢ (néu c0) va cac cong tac hau
can khac nhu nudc udng, teabreak, chup hinh...;

- Lién hé v6i céc co quan bao chi dé quang ba thong tin (néu can).

Bude 5: Ban td chire va cac don vi lién quan thuc hién mot sd cong vi¢c nhu: Pon
tiép dai biéu, bd tri chd ngdi; tién hanh HN-HTKH theo chuong trinh, ghi bién ban to
chtc (mau 04.HNHT).

Buée 6: Ban t6 chirc, phong QLKH/khoa thuc hién téng két HN-HTKH gom cac
cong viéc sau: bdo cdo téng két; hoan tat thu tuc thanh toan chi phi phuc vu HN-HTKH.
Noi dung bdo cdo téng két phai néu can cu td chire HN-HTKH, két qua dat dugc, han ché,
nguyén nhan va giai phap.

4.3 Céc bicu miu

01. HNHT: K¢& hoach t6 chirc HN-HTKH

02. HNHT: Thong béo té chice HN-HTKH

03. HNHT: Chuong trinh HN-HTKH

04. HNHT: Bién ban HN-HTKH

Noi nhdn:

- Ban Diéu hanh (dé b/c);

- Cac don vi trong Truong (dé t/h);
- Luu: VT, QLKH.
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MAu: 01.HNHT (Ké hoach 16 chize HN-HTKH)

BO GIAO DUC VA PAO TAO

TRUONG PAI HQC VAN HIEN

S6: /KH-DHVH

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phuc

Tp. Ho Chi Minh, ngay

KE HOACH TO CHU'C HQI NGHI/HQI THAO

thang nam 20

I. LYDO-MUCPICH
II. THOI GIAN VA PIA PIEM
- Thoi gian: ..o
- biadiém: ...l
1. NOIDUNG
IV. THANH PHAN VA SO LUQNG
- Béao cao vién
- Khach moi
V.  BANTO CHUC
Stt Tén cong viée Pon vi Vai tro
1
VI. DU TRU KINH PHi
Stt Noi dung cong viée S6 lrgng | Pon gia Thanh tién
1
Tong:
BANG CHIE: ..ot
VII. LO TRINH THUC HIEN
Stt NOi dung cong viéc Thoi gian Ca nhan/don vi thuc hién
1
GIAM POC PIEU HANH TRUONG PON VI NGUOI LAP KE HOACH
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. WIEGTE S S b b TEAT LPTLRT
Maw: 02 HNHT (Thonge bao 16 chive HN-HTKH)

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HQC VAN HIEN Poc lap - Tu do - Hanh phic
Sé: /TB-DPHVH Tp. Ho Chi Minh, ngay — thdng  ndm 20

THONG BAO

Veé viéc t6 chirc hdi nghi/hgi thio..........evvvneeennn..n..

1) Muc dich, 1y do & chttc héi nghi/hoi thao

2) Thoi gian, dia diém t5 chic, thoi gian nhan bai bao/tham luan, dia chi lién hé,
hudng dan trinh bay bai bao/tham ludn khoa hoc .........ccooeveeiiiiiiiiiiiiie

KT. HIEU TRUONG N,
GIAM POC PIEU HANH
Noi nhin: *
Ban Diéu hanh (dé b/c); —
Céc don vi trong Trudng (dé t/h);
- Luu: VT,...

PGS.TS. NGUYEN MINH bUC



Mau: 02.HNHT (Théng bdo 16 chitc HN-HTKH)

HUONG DAN TRINH BAY BAI BAO/THAM LUAN KHOA HQC

1.  Céhu tric cia bai bao/tham luin

Bai bao/tham luan duoc trinh bay theo thir tu sau:.

» Tén bai bao/ tham luan

» Tén tac gia

= Tom tit

» Tu khoa

= Noi dung bai viét

» Tai liéu tham khao

* Thong tin tic gia
2.  Hudéng din trinh bay bai bao/tham luin

» Bai bao/tham luédn viét béng tiéng Viét, font chit Times New Roman, d¢ dai
khong dugc vuot qua 12 trang A4, canh 18 trai 3cm, 18 phai 2cm, 18 trén 2cm va 1é
dudi 2cm.

= Tén bai bao/ tham ludn: tir 10 —15 tir, phan anh ndi dung chinh cua bai viét, co
chit 16, khong gidn dong, cach doan trén dudi 6pt, canh giita, chit in hoa, dam.

» Tén tac gia: ghi ho va tén tac gid, khong bao gém chttc danh khoa hoc, hoc vi.
Truong hop bai bao/tham luan do nhiéu tac gia thuc hién, tén tac gia chinh duoc lict ké
& tha tu dAu tién, ¢& chit 13, khong gidn dong; cach doan trén dudi 6pt, canh phai, chiv
thuong, dam, nghiéng.

= Tom tit: tir 100 dén 200 tir, néu tom tit muc dich ctia bai viét, dir liéu trinh
bay va két luan chinh cta tac gia, c& chit 13, gidn dong 1.15 line; cach doan trén dudi
6pt, chit thuong, canh déu.

= Tu khoa: gdm khong qué 5 tir khoa, ¢& chit 13, gidn dong 1.15 line; cdch doan
trén dudi 6pt, chit thuong, canh déu.

= Noi dung bai viét: gdm giéi thiéu ly do nghién ctru, phuong phap nghién cuu,
két qua dat dugc thong qua qua trinh nghién ctu va két luan chinh cua cong trinh
nghién ctru. NoOi dung dugc trinh bay theo cac muc va tiéu muc nhu sau:

o P& muc chinh: c¢& chit 13, gian dong 1.15 line; cach doan trén dudi 6pt, chir
in hoa, ddm, canh trai.
o Tiéu muc: c& chit 13, gidn dong 1.15 line; cach doan trén dudi 6pt, chir

thuong, ddm, nghiéng, canh trai.
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Mau: 03.HNHT (Chieong trinh HN-HTKH)

................................................

No6i dung chwong trinh:

Theoi gian

Noi dung

T.... dén ...

Tiép dén dai biéu

Tir.... dén ...

Khai mac
Tuyén bé ly do - Gidi thiéu dai biéu
Gidi thiéu Chuong trinh
Phat biéu khai niac cGa Hiéu trwdng/Trudng BCT

M&i chl toa doan Ién diéu phéi chuong trinh H6i thao

Ti.... dén ...

Chuwong trinh
D& dan HN-HT (néu cd)

B0 A0 Chuy8N d€ ....ooevvvvieiieecieeeeeeceeeee e Tén tac gia

B0 C40 Chuy@n dé ......oovvvivieieeceececee e Tén tac gia

Thao luan

Giai lao — tea break

B30 A0 ChUYBN A8 ....oocvvieiiieececeee e Tén tac gia

BE0 CAG CHUYBI (8 ......oonoarsmnnosinsons sinmmssssnsinommnnis s Tén tac gia

TU.... dén ...

K&t ludn HNHT
Phéat biéu cua dai biéu (néu cd)

665-667-669 D

BAN TO CHU'C

TRUONG DA HOC VAN HIEN
Bien Phy, Phudng 1, Quan 3, Tp. HS Chi Minh - Bién thoai: (08)
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MAu: 04 HNHT (Bién han HN-HTKH)

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HOC VAN HIEN Poc 1dp — Tw do — Hanh phic
S: /BB-DHVH : Tp. Ho Chi Minh, ngay  thdng ndm 20

BIEN BAN HQI NGHI/HQI THAO KHOA HQC

Tt koL fg 0] NG e sosmmonsonsiitessesissse o o000 00830 e, 03
DA GIEIM 1O CHTIC: vttt ettt ettt ettt s s s s es s es e eeenes
Thoi gian: Bat dAu .....cocoeveveeveeeeeranen, K& thUIC: .o,
Thanh vién Hoi ddng khoa hoc hdi nghi/hdi thao:

Stt | Chirc danh khoa ‘ Ho tén Chirc danh
hoc, hoc vi trong hgi dong

1. Chu tich

2 Pho chu tich

£ Uy vién thu ky \

4. Uy vién Q\
\ O))

3 Uy vién 1 );’/

\&ﬂ

Tém tit thao luin

N

...............................................................................................................................................

...............................................................................................................................................

Ip. HCM, ngay thdng ndm
CHU TICH HQI PONG UY VIEN THU KY

Noi nhin:
- Ban Diéu hanh (dé blc);
- Luu: VT, ...



