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Quy trinh 6 chire Héi nghi - Hoi thao OT.06/QLKHPBCL
Ma sb:
= QUY TRINH QT06/QLKH&DBCL
(%52 TO CHUC HQINGH] | Ngay ban hanh:
HOQI THAO 20/06/2017
Lan ban hanh: 01

1. Pon vi va ca nhdn ¢ lién quan phai nghién ciu va thue hién dung cac ngi dung

cua quy trinh nay.

2. Ngi dung trong quy trinh nay c6 hiéu luc thi hanh theo su chi dao cua Hiéu
truong Truwong Cao Pang Céng nghiép Nam Dinh.
3. MGi don Vi dwgc phét 01 ban (c6 dong dau kiém soat). Cac don vi khi cd nhu cau
bé sung thém tai lidu, dé nghi lién hé véi thur ky 1SO dé c6 ban dong dau Kiém soat.
Can bg, vién chire dwoc cung cap file mém trén mang néi bg dé chia sé théng tin khi

can.
NOI NHAN: (ghi rd nei nhdn rai danh dau X 6 bén canh)
X Hi¢u truong
X Pho Hi¢u trudng
X Cac don vi Phong, Khoa, Trung tam

THEO DOI TINH TRANG SUA POI (tinh trang sira déi S0 véi bén triwde do)

Trang

Hang muc sira doi

Toém tat n¢i dung hang muc
stra doi
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Quy trinh 6 chire Héi nghi - Hoi thao

QT.06/QLKHDBCL

1. MUC PiCH:

Quy trinh duoc xay dyng nham thong nhit cong tac tiép nhan, hudng dan, xtr

ly ding ky va t6 chirc cac hoi nghi, hoi thao khoa hoc cip truong, cip don vi nhim

danh gid hoat dong giang day va nghién ctru khoa hoc cua giang vién trong qué trinh
quan 1y chat lugng dao tao ctia Truong Cao Pang Cong nghiép Nam Dinh.
2. PHAM VI AP DUNG:

Quy trinh nay ap dung cho qué trinh t6 chirc hoi nghi, hoi thao khoa hoc hang

nim cua Nha truong (do phong Quan 1y khoa hoc va Pam bao chét lugng to chic)

va cua cic Phong, Khoa, B6 mén (do don vi ty to chirc) thude Truong Cao Diang

Cong nghiép Nam Dinh.

3. TAI LIEU VIEN DAN:
4. THUAT NGU VA TU VIET TAT:
4.1 Giai thich thuat ngir:

Céc thuat ngir, dinh nghia c6 lién quan duogc str dung theo

Tiéu chuan ISO 9001:2008.

4.2 Tir viét tit:

- BM Biéu mau

- KHCN & HTQT Khoa hoc cong nghé va hop tac quoc té
-Qb Quyét dinh

-CV Cong van

-VB Van ban

- Vu HTQT Vu Hop tac Qudc té

- Vu TCCB Vu T6 chirc Can bg

-TC-HC T6 chute - Hanh chinh
-TC-KT Tai chinh - Ké toan

-HT Hi¢u truong

-TP Trudéng phong

-CV Chuyén vién

-BTC Ban t6 chirc

- HNHT Hoi nghi - Hoi thao khoa hoc
- NbUQ Nguoi duoc uy quyén
-QTTB Quan tri thiét bi
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Quy trinh 6 chire Héi nghi - Hoi thao OT.06/QLKHPBCL

5. NOI DUNG QUY TRINH:

Chiu triach nhiém
Thuc Phéi Cac budéc thue hién Tai li¢u lién quan
hién hop
Trudéng
phong/ Lap ké hoach t6 chirc 5.1
Khoa/ Bo HNHT va kinh phi (ncu c6) M.01-QT.06/QLKH&DPBCL
mon
R No | Két
HT Duyét thic 5.2
Yes
Trudng
don vi \ 4 -
t6 chire/ VT Phan cong nhi¢m vu t6 chirc 53.
. n N - M.03.QT.06/QLKH&DPBCL
nhiém dé
tai
Ponvité | Phong Tam g kinh phi thuc hién 5.4
chirc TCKT (néu C(’))
55
, A _, ) ) . M.04.QT.06/QLKH&DPBCL
Pon vi to C‘ac. fi on Tién hanh Ho1 nghi/Ho1 Q Q
chite vi lién thé
quan a0
A\ 4
bon vi t6 Bio céo két qua va thanh 5.6
chire quyét toan tai chinh (néu co)
Phong v
bonvito | QLKH Luu hd so 5.7.
chuce &DPBC
L

ar7




Quy trinh 6 chire Héi nghi - Hoi thao OT.06/QLKHDBCL
* Mo ta Quy trinh dang bang:
A ‘n Nguoi thuc .
STT Cong viéc hién Quy trinh
Lap k % hoach - Thuc hién tién do theo Hop dé)ng NCKH, hoac nhan nhiém vu té,
¢ (;). chite HNHT Trl\Ic"rng chitc HNHT cua lanh dao nha truong, Tru’(fmg Khoqa, B6 mon dang kN}'/ ké
51  bao gbm kinh phong/ hoach HNHT Truong don vi xay dung ké hoach t6 chuc HNHT. Mau
ohi (néu co) Khoa, Bg M.01.QT.06/QLKHPBCL ,
mon - Lap du tru va xin duyé¢t kinh phi theo Quy trinh thanh quyét toan tai chinh
va cac dé nghi cac don vi chirc ning lién quan dé phéi hop t6 chirc HNHT.
Duyét Giam Truéng don vi ’ ,
5.2 i hi¢u/Truong | Hiéu Truong duyét ( néu 1a hdi thao cap Truong hoac trén co so).
Pon vi - Mau M.02.QT.06/QLKHPBCL
Phan cong - Truéng don vi phan géng trach nhiém thuc hién c_:ho cac can bg, giang vién
Ahiem vu Tm?ng don | trong Khoa, .]?{) mfm Ve Viéc s'oan Thu moi that}l glg tham luan va thao luan
53 | & chfrc t.hu’c vi t0 chtre, ‘ VE:l gui truc tiep dén cac don vi va céqnhén; chuan b1wcéc tham luan, chuyén
hien : c\h.ﬁ nhiém dé | d¢ khoa hoc béf) cao tai HNHT,V chuan bi cong tac to chuc, phuc vu. hoac ,
HNHT tai thanh 14p ban t6 chirc HN{IT deé phan cong trach nhiém ( néu la HNHT cap
co sO hoac trén co s¢) -Mau M. 03.QT.06/QLKHDPBCL
Tam tng kinh | Pon vi to Tam Ung kinh phi thuc hién tai phong TCKT, phan ra kinh phi cho cac muc
5.4 | phi thuc hién | chuc, chi theo diing Quy ché chi tiéu ndi bd, Quy trinh thanh quyét toan tai chinh
(néu co) P.TC-KT va cac quy dinh hién hanh ctia Nha nude. QT...../TCKT
- Tién hanh HNHT theo chuong trinh. Mau M. 04.QT.06/QLKHDPBCL
Tién hanh Pon vi to - Chuan bi chuong trinh HNHT
5.5 | Hoinghi/Hoi | chiic, - Phan thu tuc t6 chic chuong trinh HNHT: Tuyén b 1y do, gi6i thiéu dai
thao biéu, gidi thiéu chi tri, thu ky HNHT;

- Phan diéu hanh HNHT cua chu toa: Giéi thiéu - b4o cdo - chat van — trao
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Quy trinh 6 chire Héi nghi - Hoi thao OT.06/QLKHDBCL

d6i - tong két.

B , kA’ t i ) , p
a0 a0 & Sau khi két thic HNHT, Trudng don vi t chire HNHT tong két va guri bién

ban HNHT cho BGH. Lam thu tuc thanh quyét toan tai chinh theo qui ché
tai chinh ctia nha nuéc va qui ché thu chi noi bo cua Truong

5.6 qua va thanh Pon vi t6
' quyét toan tai | churc

chinh (néu c9)

- Thu mo1
£7 | Luubd so Pon vi to - Danh sach dy HNHT
' chirc - Bién ban hoi nghi, hdi thao

- Céc chtng tur thanh toéan
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Quy trinh 6 chire Héi nghi - Hoi thao

QT.06/QLKHDBCL

6.HO SO:
A TTA Pon vi/ ca nhan . Thoi
STT Tén Ho so 1wy Noi luu gian lru
. . . Pon vi t chirc
1 Keé hoach t6 chuc HNHT | D i t0 chy j a
¢ hoach t6 chuc on vi to chirc P.OLKH&DBCL 5 nam
5 The méi Pon vi t6 chirc Pon vi t6 chiic 5 nim
Tp.QLKHDBCL P.QLKH&DPBCL
. R IO - Van thu -P.TC-HC .
3 QD thanh 13p Ban t6 chirc | Pon vi t chire - P.OLKH&DBCL 5 nam
4 Danh sach hoi nghi Ho1 Pon vi to chirc Pon vi t6 chirc 5 nim
thao Tp. QLKHPBCL | P.QLKH&DBCL
Pon vi to chirc Pon vi to chirc
5 | Bién ban Hoi nghi i j 5na
fen ba Hol ngh Tp. QLKHPBCL | P.QLKH&PBCL |~ ™M
6 | Cac chimg tir thanh toan Truéng vi té chic | P.QLKH&DBCL | 5 nam

7. PHU LUC:

STT M3i s

Tén biéu mau

1 | M.01- QT.06/QLKH&DBCL

Mau diang ky ké hoach Hoi thao

2 | M.02-QT.06/QLKH&DBCL

Mau ké hoach t6 chirc HNHT

3 M. 03 - QT.06/QLKH&DPBCL

Mau Quyét dinh thanh lap BTC HNHT

4 M. 04 - QT.06/QLKH&DPBCL

Mau Chuong trinh HNHT
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