DAl HOC THAINGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PH KINH TE VA QTKD DPjc l4p - Tir do - Hanh phiic
Séé}?fﬁ./QD-DHKT&QTKD-TTKT Thdi Nguyén, ngay Zd. thang 5 ndm 2013
QUYELT PINH

V/v ban hanh huéng din quy trinh’té chire sy kién, hoi nghi, hi thao
tai tredmg Pai hoc Kinh té va Quan tri Kinh doanh

HIEU TRUONG TRUONG PAI HQC KINH TE & QUAN TRI KINH DOANH

Cén cir Nghi dinh sb6 31/CP ngay 04 thang 4 nam 1994 cia Chinh phu vé viéc thanh
18p Pai hoc Thai Nguyén;

Cén ct Quy ché t6 chuc hoat dong cia Pai hoc Thai Nguyén ban hanh kém theo
Quyét dinh s6 3647/QD-BGDBT ngay 10/7/2007 ciia B6 Gido duc va Dao tao;

Cin ct Quyét dinh sb: 136/2004/QD-TTg ngay 02 thang 8 nim 2004 cia Chinh phu
vé viée “Thanh lap Trudong Pai hoc Kinh té va Quan trji kinh doanh thudc Pai hoc Thai
Nguyén”;

Xét d& nghi ciia 6ng Trudng phong Thanh tra - Khao thi va Pam bao Chét lugng
Gido duc,

QUYET PINH:

Diéu 1. Ban hinh kém theo Quyét dinh nay ban huéng dén quy trinh td chirc su kién,
hdi nghi, hoi thao tai truong Pai hoc Kinh té va Quan tri Kinh doanh.

Piéu 2. Quyét dinh nay c6 hidu luc ké tir ngay ky.

Piéu 3. Lanh dao cic Khoa, Phong, Trung tdm, cic td chirc doan thé trong Nha
trurong chiu trach nhiém thi hanh Quyét dinh nay./. Leampe

Noi nhin: HIEU TRUONG
- Ban Giam hiéu (dé chi dao);

- Nhur diéu 3 (t/hién);

- Piang Website; W

- Lwu: VT, TTKT. —

PGS.TS Tran Chi Thién



PHIEU PE NGHI BAN HANH/SUA POI TAI LIEU

Phén 1: P& nghij ban hanh/sira dbi tai lidu

Tén tai liéu: Huéng din Quy trinh td chirc su kién, hdi nghi, hdi thao tai
trewong Pai hoe Kinh té va Quan tri Kinh doanh

S6 hidu tai lidu:.. H0.04.

Ngi dung bién soan/sika déi: Hudng din Quy trinh t§ chirc céc s kién, cic hdi
nghi, hoi thao tai Trudng.

Nhiing b phdn chiu tac dong boi swa ddi: Tét ca cdc Khoa, Phong, Trung tam,
cdc to chiee doan thé trong Truong.

Ngudi d& nghi: Trin Vin Cwong
Ky: 7. Ngay: L5204 3

Phu trach bd phan: Tran Cong Nghiép

Ky: ...Mﬁd@géy: WEDATEINE
Phén 2:

Phé duyét ctia Hiéu trudng hodc nguoi dugce uy quyén:

Phan 3: (do bd phan vin thu luu)

S thir tr ctia phidu y8u cu: ...oeeeeeeeeeeeeeneeneee, Ngay nhan: .....cccoveveenene
Ky hidu tai Héu: .....covune..... S6 ban hanh/stra d6i: 1/0 NgAY: ce.vcveevrevrecvnnnnne,

Quy trinh tb chirc sy kién, hoi nghi, hdi thdo



1. Muc dich

- Nhim théng nhét cach thirc tién hanh cbng tac td chire céc su kién, céc
hoi nghi, hoi thao dién ra tai truong Pai hoc Kinh té va Quan tri Kinh doanh.

- Néng cao tinh chuyén nghiép trong céc hoat dong t chirc sy kién cia
Nha truong, giup quang ba hinh anh, ning cao thwong hiéu ctia Nha trudng véi

cdng ching.
2. Pham vi ap dung

Quy trinh nay &p dung dbi vai viée td chire cac su kién, hoi nghi, hoi thao
do Nha trudmg truc tiép t6 chirc hodic Nha trudng phdi hop véi cac dbi tac khac
@ t6 chire thyc hién.

3. Giai thich tir ngir

- S kién: 13 c4c sy kién do Nha trudng t§ chirc hodic phéi hop v6i cac dbi
tac khac d& thuc hién nhr: Hoi nghi v6i Nha tuyén dung, Cyu sinh vién, cac T
chirc nghé nghiép; Hoi nghi tir vin tuyén dung va hd tro viéc lam; Hai nghi tiép
sinh vién dAu khéa hoc; Hoi nghi véi céc chuyén gia tu van, cc Sy kién v& vin
nghé, thé dyc thé thao...

- Pon vi c¢6 d& xuét: 13 don vi ¢6 dé xuit t§ chirc su kién va dugc Hiéu
trudng Nha trudng phé duyét

- Bon vi dugce phéan céng: 1a don vi duge Hiéu trudng Nha truong phén
cong lam d4u méi cho hoat dong t6 chtre sy kién.

- Ban chi dao: 14 nhitng nguoi chiu trach nhiém t6 chirc mét su kién. Tiy
thudc vao quy md va tim quan trong ciia sy kién @& d& xuét cac thanh vién trong
Ban chi dao.

- Trudng ban chi dao: 13 ngudi chiu trach nhiém chinh, 14 d3u méi lién hé
@& giai quyét cc viéc lién quan dén viéc t6 chirc mét su kién cu thé. Tuy thude
vi0 quy mé va tAm quan trong cta su kién, trudng ban chi dao c6 thé 1a Hisu
trudng, Phd Hiéu truong, Trudng cac Phong, Khoa, Trung tam, Tb chirc doan

thé...
4. Noi dung

Quy trinh t6 chirc sw kién



So dd hru Ngudi thue . Théi gian hoan 2
trinh hi¢n Noi dung thinh Ho so
Tru'c'l‘rng QO'n vj D& xuét td chic sur kién, xdy dung Quyét Cham nhét 12 ngay
co dé xuat hodc | dinh thanh 1ap ban chi dao trinh Hiéu trude khi tién hanh Phu luc 01
dugc phan cong trudng phé duyét su kién
Tang donvi | Xay dyng dy thao ké hoach t5 chie sur Cham nhit 10 ngay Phu luc 02:
c6 dé xuit hodc kién va dyr thao phan cdng chi tiét céng trude khi tién hanh Phu 1110 03
dugc phan cong | viée sur kién e lue
Ban chi dao Hop Ban chi dao thong qua ké hoach t4 Cha_}m nl?at. ? 9 neay
P A A trudc khi tien hanh
theo quyet dinh | chic va phén céng nhiém vu on
su kién
» . Y X \
ISUOB QO Vi | prh Higuw truong ky ban hanh ké hoach | Ch&m nhat 07 ngdy
cO dé xuathodc | x SR AN o trude khi tién hanh
d P t0 chirc sy kién va phan cOng nhiém vu i
ugc phén cong sur kién
Lép danh sach khach mai, dai bidu
Chuén Xay dung dy tru kinh phi
bi Gtri gidy mdi tham du cho dai bidu Phu Iuc 04
Chudn bi tai liéu, kich ban chi tiét chuong
trinh
Phén c6ng nguoi din chuong trinh
Chuin bj cac bién chi dén, bang zon tai
céc vj tri dugc yéu ciu
Chuin bj cét chir
Ca nhan/Pon vj | Phin cong ngudi chup anh, viét bai
duoc phén cong | Phan cong ngudi chuén bj may chiéu, loa
dai, 4m thanh, anh sdng Theo ké hoach da
Phejm cc‘zng tranvg trl"l.léi‘truc‘mg, hoa tuoi, dugc phé duyét
nuoc udng, khan trai ban
Phén cong nguoi tiép khach, dén tiép dai
biéu
B4 tri phong dén tiép dai biéu, 4m pha tra,
chén udng nuéc
Phan cong ngudi phét kinh phi h3 trg
tham gia hdi nghj, phat tai lidu
Phén cong ngudi viét bién ban
Dén tiép dai bidu, khach moi
Caccd Phit tai liéu, kinh phi hd trg Phu Iuc 05
T3 chi nhin/Pon vi T "
o chirc dugc phén cong Ti€n hanh t5 chirc sir kién
Ghi bién ban Phu luc 06
. .
, .. 1| Canhdn/Donvi | LAyy kién d4nh gia tir nhimg ngudi tham Ngay sau khi két
Danh gi4 duoc phén cong | gia sy kién ) thic sy kién Phy Iyc 07
A z A . A ~
Ca nhan/Pon vi - . Theo ké hoach d3
, A 1o Phu Tuc 08
Sau sir dugc phan cong Giri thy cam on dugc phé duyét i lwe
kién. Ca nhan/Pon vi | Téng hop bién ban, phiéu danh gi4 t6 chirc | Theo ké hoach da Phu luc 09
) dugc phin cong | sy kién; Bio cdo két qua to chire sy kién dugc phé duyét T
Céa nhan/Pon vij I , Theo quy dinh ctia
dugc phin cong Thanh toan kinh phi Nha trudng




Ghi chu:

Phu luc 01:
Phu luc 02:
Phu luc 03:
Phu luc 04:
Phu luc 05:
Phu luc 06:
Phu luc 07:
Phu luc 08:
Phu luc 09:

Mau Quyét dinh thanh 14p Ban chi dao

Mau ké hoach td chirc su kién

M3u Phan c6ng cdng viéc chi tiét

Mau gidy moi

Bang ké phat tai lidu

Mau bién ban

M3&u phiéu 14y y kién danh gia t§ chuc su kién
Mau thu cdm on

Mau bao cdo két qua td chirc su kién



PAI HOC THAI NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PH KINH TE&QTKD Djc 1ap - Ty do - Hanh phic

S6: ..../QD-DPHKT&QTKD-........ Théi Nguyén, ngay ... .... thdng .... nam 201..
QUYET PINH

V/v thanh lip Ban chi dao, To thw ky hoat d0ng .....cccoeeiiniiniiniiaiiiirniinreececcecennn

HIEU TRUONG TRUONG PATHQC KINH TE VA QUAN TRI KINH DOANH

Cin ctr vao Nghi dinh sb 31/ CP ngay 4 thing 4 nam 1994 ctia Chinh phi v& viéc
thanh 14p Dai hoc Thai Nguyén;

Can ci Quyét dinh sé 3647/QD - BGD&PT ngay 10 thang 07 nim 2007 cta B
truéng B6 GD&DPT quy dinh chirc ning nhiém vu va t8 chirc bd mdy cia Pai hoc Thai
Nguyén va cdc truong thanh vién;

Cin cir quyét dinh s6 136/2004/QD — TTg ngay 02 thang 8 nim 2004 cta Chinh phu
vé viéc “Thanh lap Truong Pai hoc Kinh t€ va Quan tri kinh doanh thudc Pai hoc Thai
Nguyén”;

QUYET PINH:

Piéu 1. Thanh 1ap Ban chi dao, Té thu ky hoat dong ..oovviiiiiiiiininnn.. gbm cic
Ong (ba) c6 tén trong danh sich kém theo.
Piéu 2. Ban chi Ga0 CONNIEM VU 1.viviiiiit i i e e

Piéu 3. Cac dng (b) ....ovvvvennennnnnne. va céc Ong (ba) co tén trong Diéu 1 chju trach
nhiém thi hanh Quyét dinh nay./.

Noi nhin: HIEU TRUOGNG
- BGH (c/dao);

- Nhur diéu 3 (t/hién);

- Dang website;

- Luu: VT, TTKT.

Quy trinh té chtbc sy kién, hdi nghj, héi thao Phuy luc 01



DANH SACH BAN CHI PAO

Hoat dfng .......cccuveeennneens T TP
(Kém theo quyét dinh so: ..... /OD - DHKT&QTKD- ... ... ngay...... /.../20....
cua Hiéu truong truong DH Kinh té & QTKD)
TT Ho va tén Chirc vu Nhiém vu

1. Trudng Ban
2. Phoé trudng Ban
3. Thu ky
4. Uy vién
5. Uy vién

Danh sdach an dinh gém: ......... nguoi./.

Quy trinh t& chire sw kién, hdi nghi, hi thao Phy luc 01




DANH SACH TO THU KY
HOAt AONE c1vviriiniineiiniiniiiriiceiierietsateriesetsissntinrentessssssensosssesssssssensesscasensens
(Kém theo quyét dinh s6: ..... /OP — PHKT&QTKD-...... ngay...... /..../20....
ctia Hiéu trucng truong DH Kinh té & QTKD)

TT Ho va tén Chirc vu Nhiém vu
Tb trudng
2. Thu ky
Uy vién
4. Uy vién
Uy vién

Danh sdch dn dinh gom: ... ..... ngudil.

Quy trinh td chire sy kién, hdi nghi, hdi thdo Phu luc 01




PAI HOC THAI NGUYEN CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PH KINH TE & QTKD Pic 1ap - Tw do - Hanh phiic
Sé: ..../KH-PHKT&QTKD-......... Thai Nguyén, ngay ....... thang .... ndm 201..
KE HOACH
VWV tieetnnneeessecceseosssessscssssensescososcssssssscsasssansasssnans

1. Tén su kién:
Thoi gian, dia diém t6 chirc sy kién:
Muc dich:
Quy mo:
Phuong phép trién khai:
Thanh phén tham du:
a) Pai bidu
b) Khach moi
7. Du tru kinh phi:
8. Chuwong trinh du kién:

9. Tai lidu:

S

10. Phan cong nhi€ém vuy:

Noi nhin: HIEU TRUONG
- BGH (c/dao);

- Céac don vi lién quan (t/hién);

- Dang website;

-Luu: VT, ...oneeeeeee.

Quy trinh t chire sy kién, hdi nghi, hdi thdo Phu lyc 02
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DAI HQC THAI NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PH KINH TE&QTKD Déc l4ap - Tw do - Hanh phic
S6: ...... /GM-DHKT&QTKD-...... Thai Nguyén, ngay ....... thang .... ndm 201..
GIAY MOI
VIV tetteninieniiensisenssscssssssccccennsersssnncenes
Kinh gl cooveeiiiiiiiii e

HIEU TRUGNG TRUONG PAI HQC KINH TE VA QUAN TRI KINH DOANH

TROL AN oottt st asresas st s e s s e st s saesaaesesraesesresneesnenssbarsenseseenen

. 3
Dia diém:
1  ereheseeteratatttsntreteuioeressttaorustettattaeitoiestasoesonsarestussanssentonnsastenssonsotesetestenssntrtnrensisrattrons
................................................................................................................................................ /.

Noi nhén: HIEU TRUGNG
- Nhur trén;
-Luu:.........

Quy trinh t§ chirc sy kién, hdi nghi, hoi thao Phu luc 04



TRUONG PHKINH TE VAQTKD  CQONG HOA XA HOI CHU NGHIA VIET NAM
DPON VI: covinirninncrnnnennens Déc ldp - Tw do - Hanh phiic

Thdi Nguyén, ngay .... thdang .... ndm 20...

BANG KE PHAT TAI LIEU

B 111 4 S 1S ¢ TR
Thoigian to chire: ..vovvevviiiii i,

Diadiemtochlrc: ....ccvviviiiiiieeiiiiiiieeeenn,

STT | Ho tén ngwdinhin Pon vj S6 trang Ky nhén
ciia tai liéu
1
2
3
4
5
Thdi Nguyén, ngay .... thang ....nam 20..
PHU TRACH BQ PHAN NGUOI LAP

(Ky, ghi ré ho tén) (Ky, ghi ré ho tén)

Quy trinh t6 chdc sy kién, hdi nghi, hdi thdo Phy luc 05



DAI HOC THAINGUYEN CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PH KINH TE VA QTKD Déc 1ap - Tw do - Hanh phiic
S6: ...... /BB-......... Thai Nguyén, ngay .... thang ...... ndm 20...
BIEN BAN
VIV e
Hém nay, ngay......... théng.......ndm 20... tai ......., Nha truong tién hanh t6

chiec hoi nghi ... ... ... ...
I. THANH PHAN THAM DU

1.1. V& phia Pai biéu:

(1).Hovatén......... , chirc vy, don vi cong tac.
() e e

1.2. V& phia Khach moi:

(1).Hovaten......... , chirc vy, don vi cOng tac.

() i e

1.3. V& phia Nha truong:

(1). Ho vateén......... , chtrc vy, don vi cOng téc.

(2): oo

...................................................................................................................................
...................................................................................................................................
...................................................................................................................................
...................................................................................................................................
66800800 80000000000000800008000030000r00000E000200000400T0000000000000sc0atrororettetssiertertenssosiarenteerensesnsessreessessanse

------------------------------------------------------------------------------------------------------------------------------------

CHU TQA THU KY
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

Quy trinh tb chirc su kién, h6i nghi, hoi thio Phu luc 06



DAI HOC THAI NGUYEN
TRUGNG PH KINH TE VA QTKD

S\

HEEA

PHIEU PANH GIA TO CHUC SU KIEN

TEN S KIEN: uvveeirvieieireeierierceteseesareeressressanersseesssaeesseesssnessseesessseessassssssesssnesonsesssens

ThOi GIAN 18 CHTC: w.vvuveeeeeeereeeee st sssssessssessesesessssssrasssseresessenesens

DA GIAIM: cerveeeeeeeeeeeeeeee e eee e et eetsesseas e seeasesseesseassesassesssessssssesesasessenseraes
R , . . | TRUNG ,

STT TIEU CHI TOT KHA BINH KEM

1 Heé théng bién chi din 16 rang

2 Heé théng thiét bi phuc vu

3 Tai liéu

4 Nudc udng

5 Théi d6 ngudi tb chirc

6 An tuong chung ctia quy vi

Céc y kién dong gop cu thé khac:

---------------------------------------------------------------------------------------------------------------------------------

Tran trong cam on!

Quy trinh t8 chirc sw kién, hdi nghj, hoi thao Phy lyc 07



DAI HOC THAI NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH KINH TE&QTKD Doc lap - Ty do - Hanh phiic

Thdi Nguyén, ngay ... .... thang .... ndm 201..

THU CAM ON

Kinh glri: coveeeeeinieiiiiii i

Thay mat Ban Giam hiéu Nha truong, t6i xin dugce gui 161 cdm on chén
thanh va sAu sic nhit téi ............ vi sy quan tdm tham du tai hdi nghi
................. dién ra tai trudng Pai hoc Kinh té va Quan tri Kinh doanh vao
ngay ......... vira qua.

------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------

Nha trudng rat mong nhn duge sy thong cam tir ....... néu c6 nhiing so
suft trong qué trinh t& chirc. Pdng thdi, Nha truong cling rit mong nhén dugc
nhimg ¥ kién gop ¥ tir Quy vi @& c6 thé tiép tuc cai thién va néng cao chét lugng
chwong trinh vao nhitng 14n tb chirc sau.

Mot 14n nita, Ban Gidm hiéu Nha truong xin giri 161 cam on chén thanh va
sdu sic t61 Quy vi vi sy ing hd va quan tdm nhiét thanh ma Quy vi danh cho
Nha truong.

Trong nhitng ndm t&i, Nha truéng mong mubn tiép tuc nhan duoc su quan
tAm va hop tac nhidu hon nita ciia Quy vi d8i véi su nghiép gido dyc ctia Nha
tredng. Xin kinh chic Quy vi strc khoe, hanh phuc, thanh dat va thanh céng hon
trong cuong vi cong tac cia minh.

Tran trong,

HIEU TRUONG

Quy trinh t& chirc sw kién, hdi nghi, hdi thdo Phu luc 08



PAI HOC THAI NGUYEN CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PH KINH TE & QTKD Péc lap - Ty do - Hanh phiic
S6: ..../KH-PHKT&QTKD-......... Thdi Nguyén, ngay ... .... thing .... ndm 201..
) BAO CAO
V/vKet QUA t0 ChITC cvvuviiiineiniieiiiiiiiieiiniiiensasiisisnsoncsnsconsnesns

1. Tén sy kién:
2. Thoi gian, dja diém t5 chirc su kién:
3. Muc dich:
4.Thanh phén tham dﬁ:
4.1. Pai biéu
4.2. Khach moi
5. Két qua:
5.1. Két qua dat dugc cia su kién:
5.2. Két qué danh gia sau sy kién:
6. Nhimg diém manh va ton tai:
7. Kién nghi, d& xuét:
Noi nhin: HIEU TRUONG
- BGH (c/dao);
- Céc don vj lién quan (thién);

- Dang website;
-Lwu: VT, .............

Quy trinh tb chirc sy kién, héi nghi, hoi thdo Phu luc 09



