_ TRUONG PAI HOC TAI CHINH - MARKETING
PHONG QUAN LY KHOA HQC VA HQP TAC QUOC TE

TRUGNG DA HOC

TAI CHINH - MARKETING

QUY TRINH CHAT LUQONG
TO CHUC HOQI NGHI,
HOI THAO KHOA HQC, TQA PAM
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1. Nguwoi co lién quan phai nghién ciru va thuc hién dung cdc ngi dung cua quy trinh nay.

2. Noi dung trong quy trinh nay co hiéu lyc thi hanh nhw sw chi dao cua Hiéu truong.

3. M6i don vi dwge cung cdp 01 ban file dién tir. Cdc don vi khi c6 nhu cau bé sung thém tdi
liéu, dé nghi lién hé voi Ban bao dam chat lwong dé ra soat va cdp nhat theo thuc tién. Can

bo, giang vién va nguoi lao dong dwoc cung cap file mém trén mang noi bg dé chia sé thong

tin khi can.
Ngay Noi dung R n s A
TT siva déi thay aéi Trang | Muc Phé duyét Ngay hi¢u luc
1.
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1. Muc dich
Quy trinh duoc xay dung nhim théng nhét cong tac quan 1y cac hoat dong ding ky,
phé duyét va td chirc cac hoi nghi, hdi thdo khoa hoc, toa dam tai truong DPai hoc Tai
chinh — Marketing.
2. Pham vi ap dung, trach nhiém
2.1. Pham vi ap dung
Quy trinh nay 4p dung cho qua trinh t6 chirc hoi nghi, hoi thao khoa hoc, toa dam
duge to chuc tai Truong Pai hoc Tai chinh — Marketing, do Truong td chirc. Cu thé gém
cac hdi nghi, hoi thao, toa dam (goi tat 1a hoi thao) nhu sau:
- Céc hoi nghi, hoi thao cip qudc té, cAp qudc gia, cdp Bo, nganh, cap thanh phd ...
do Truong Pai hoc Tai chinh — Marketing ch tri to chirc;
- Cac hoéi nghi, hoi thao khoa hoc, toa dam cép truong;
- Céc hoi nghi, hoi thdo khoa hoc, toa dam do cac don vi trong truong Pai hoc Tai
chinh — Marketing dé nghi to chic.
2.2. Trach nhiém
- Pon vi thue hién: Phong Quan 1y khoa hoc va Hop tac quc té
- Pon vi phdi hop: Cac don vi c6 lién quan
3. TAI LIEU THAM KHAO

- Nghi dinh s6 109/2022/ND-CP ngay 30 thang 12 nim 2022 cia Chinh phil ban
hanh Quy dinh vé hoat dong khoa hoc va cong nghé trong co s¢ gido duc dai hoc;

- Quyét dinh sd 1855/QD-DHTCM ngay 26 thang 10 nim 2021 cua Hiéu truong vé
td chuc hoi nghi, hoi thao khoa hoc, toa dam tai Truong Pai hoc Tai chinh — Marketing.

4. Khai niém va chir viét tit

4.1. Khai niém

Khong cé

4.2. Chir viét tit

- BGH: Ban Giam hiéu

-QLKHHTQT: Quan 1y khoa hoc va Hop tac quoc té

5.NOI DUNG

5.1.1. Lwu dé qua trinh
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Bwore

Pon vi thuc hién

Luwu dd thwe hién

Biéu mau/

Hb so
1 |Cac don vi be :}‘ﬁ IEIZ f‘;;coh 0 BM/QLKHHTQT/03/01
2 |Phong ——»| Tiép nhan d& xudt BM/QLKHHTQT /03/02
QLKHHTQT p nhar
Khong dong y
3 |BGH BM/QLKHHTQT /03/03
Pong ¥
4 |Céc don vi Lap K& hoach chuan bj BM/QLKHHTQT/03/04
5 | Céc don vi, Phong A l T BM/QLKHHTQT/03/05
QLKHHTQT Léap Ké hoach t6 chuc BM/QLKHHTQT/03/06
v BM/QLKHHTQT/03/07
6 Cac don vi Chuén bi t6 chirc Hoi thao BM/QLKHHTQT/03/08
BM/QLKHHTQT/03/09
7 |Cac don vi T8 ohie o1 thio BM/QLKHHTQT/03/10
l BM/QLKHHTQT/03/01
BM/QLKHHTQT/03/02
Té)l’lg két bao cao va BM/QLKHHTQT/03/03
hoan thanh th tuc BM/QLKHHTQT/03/04
- BM/QLKHHTQT/03/05
8 |Cac don vi BM/QLKHHTQT/03/06
BM/QLKHHTQT/03/07
BM/QLKHHTQT/03/08
BM/QLKHHTQT/03/09
BM/QLKHHTQT/03/10

BM/QLKHHTQT/03/11
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5.1.2. M ta ndi dung chi tiét

Bi€u mau mo ta qua trinh nhu sau:

Bwoc

Noi dung

Don vi chiu
trach nhiém

Thoi gian

Két qua

Biéu mau

- Can ctr theo nhiém vu
khoa hoc cong ngh¢ cua
nam hoc, cac don vi dé
xuat t6 chic hoi thao
khoa hoc cap Truong va
gui vé Phong
QLKHHTQT. Thoi gian
thuc hi¢n: thang 11-12
hang nam.

- Phong QLKHHTQT
phan bod thoi gian to
chic hoéi thao cép
Truong va thong bao
dén cac khoa.

DP6i v6i ké hoach phat
sinh trong nam, thoi
gian 1ap ké hoach thuc
hién: t6i thiéu 02-03
thang trudc khi dién ra
hoi1 thao khoa hoc.

Cac don vi,
Phong
QLKHHTQT

Thang 11-
12

Danh
muc Hoi
thao

BM/QLKHHTQT/03/01

Phong QLKHHTQT
trinh K& hoach trién khai
hoéi thiao cac cap lén
BGH.

Phong
QLKHHTQT

Thang 12

Dé xuat

BM/QLKHHTQT/03/02

BGH can ct vao tinh
hinh thuc tién xem xét
phé duyét k& hoach
chung t6 chirc cic hoi
thao khoa hoc

BGH

Thang 12

Ké
hoach

BM/QLKHHTQT/03/03

Khoa soan thao K&
hoach chuan bi hoi thao

Cac don vi
chu tri

Trong
nam

Ké
hoach
chuan bi

BM/QLKHHTQT/03/04

Sau khi duoc Ban Giam
hiéu ddng v t6 chirc hoi
thao, Phong
QLKHHTQT phéi hop
cac don vi c6 nhiém vu
1ap ké hoach t6 chirc hoi
thao trinh Ban giam hiu
phé duyét.

Cac don vi
chu tri,
Phong

QLKHHTQT

Trong
nam

Ké
hoach t6
chuc

BM/QLKHHTQT/03/05
BM/QLKHHTQT/03/06
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Cac don vi thyc hién Phong BM/QLKHHTQT/03/07
cac cong viéc duoq QLKHHTQT BM/QLKHHTQT/03/08
phan cong theo Ké€ | (ac don vi
hoach cu thé cua timg phéi hop. BM/QLKHHTQT/03/09
hoi thao. i BM/QLKHHTQT/03/10
-Chuan bi ky yéu hoi BM/QLKHHTQT/03/11
thao: Bién tdp va hoan
thién ky yéu; xin chi s6
ISBN (néu co), in 4n.
- Chuan bi dy tru kinh
phi hoi thao
-Xay dung chuong
trinh, 1ap danh sach dai
biéu, khach moi, chuan
bi tai li¢u hoi thao
- Gui thu moi tham du
-Chuan bi hoi truong,
sip xép ban ghé, san
khadu, am thanh anh
sang, van nghé (néu
co)
- Phan cong Thu ky viét
bién ban hdi thao
-Lién hé véi cac co
quan bao chi dé quang
ba thong tin hdi thao
(néu yéu cau)
- Chuan bi cac cong tac
hau can phuc vu hoi
thdo
To chic hoi thdo theo | Céc don vi BM/QLKHHTQT/03/10
chuong trinh. phéi hop
- Tong két cong tac hoi Phong BM/QLKHHTQT/03/01
thao. QLKHHTQT BM/QLKHHTQT/03/02
- Hoan tat cac bién ban, gﬁigiggigggggi
thu tuc thanh toan cho BM/QLKHHTQT/03/05
hoi thao. BM/QLKHHTQT/03/06
BM/QLKHHTQT/03/07
BM/QLKHHTQT/03/08
BM/QLKHHTQT/03/09
BM/QLKHHTQT/03/10
BM/QLKHHTQT/03/11

6. Biéu mau
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Thoi

TT Noi dung M;a ho? Noi luu gian
biéu mau
luu
Cac don vi chu 10
1| Thong bao dang ky Hoi thao BM/QLKHHTQT/03/01 tri, Phong im
QLKHHTQT
Cac don vi chu 10
2 | Pé xuit dang ky Hoi thao BM/QLKHHTQT/03/02 |  tri, Phong -
QLKHHTQT
3 | Ké hoach Hoi thao toan truong | BM/QLKHHTQT/03/03 Phong 10
ach T & QLKHHTQT | nim
4 K? hoilch chl‘lan bi t6 chirc hoi BM/QLKHHTQT/03/04 Cac dO’l’l‘ vi chu IVO
thao cap Truong tri nam
Phong
. ) . LKHHTQT, 10
5 | Ké hoach t6 chirc hoi thao BM/QLKHHTQT/03/05 Q .Q ; 3
cacdonvichu | nam
tri
Duy trti kinh phi ph t 10
6 |V U RN PRATPAUE VR IO BM/QLKHHTQT/03/06 | Phong TC-KT | .
chure hoi thao nam
Phong
Thu moi viét tham luan th LKHHTQT 1
7 | Thumotvict tham luan tham oo wmroT/03/07 | © Qr. 10
du ho1 thao cac donvichu | nam
tri
Nhan xét, phan bién bai tham Phong 10
8 C ' BM/QLKHHTQT/03/08
luan hoi thao Q Q QLKHHTQT nam
Phong
: : LKHHTQT, 10
9 | Thu moi tham dy hoi thao BM/QLKHHTQT/03/09 Q .Q , .
cac donvichu | nam
tri
Phong
, LKHHTQT, 10
10 | Chuong trinh hoi thao BM/QLKHHTQT/03/10 Q .Q ; 3
cacdon vichu | nam
tri
Phong
B4o cao két qua, bién ban hoi LKHHTQT 1
11 | Béocdoketqua, binbanhoi | gy oy p o0z | Q QT | 10
thao cacdon vichu | nam

tri
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BM/QLKHHTQT/03/01

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HQC Doc 1ap - Tw do - Hanh phiic
TAI CHiNH - MARKETING
Sé: /TB-PHTCM Thanh phé Ho Chi Minh, ngdy — thing  ndm
THONG BAO

Ve viéc dang ky ke hoach to chirc hoi thao cac cap nam .......




BM/QLKHHTQT/03/02

TRUONG DAI HOC CONG HOA XA HOQI CHU NGHIA VIET NAM
TAI CHINH - MARKETING Doc 1ap — Tw do — Hanh phic
(PON VI)

Thanh phé Hé Chi Minh, ngay — thdng — ndm

PANG KY
KE HOACH TO CHUC HQI THAO CAC CAP NAM ........

Kinh gui: - Ban Giam hi¢u Truong Pai hoc Tai chinh — Marketing;
- Lanh dao Phong Quaén 1y khoa hoc va Hop tac quoc té.
Thuc hién Thong bao s6 /TB-DPHTCM-QLKHHTQT ngay  thang nam
cua Truong Pai hoc Tai chinh — Marketing vé viée dang ky ké hoach td chirc hoi théo cac

cAp nam ....... , (Pon vi) dang ky nhu sau:

STT Tén chii dé QBy mé Thoi gian to Don vi phoi
hoi thao chire hop

Kinh trinh Ban Giam hiéu, Phong Quan 1y khoa hoc va Hop tac qudc té xem xét va
phé duyét.
Tran trong./.
TRUONG PON VI



BM/QLKHHTQT/03/03

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
. TRIIO’N G DATHQC Poc 1ap - Tw do - Hanh phic
TAI CHINH - MARKETING
Sé: /KH-DHTCM Thanh phé Ho Chi Minh, ngdy ~ thing  ndm
KE HOACH

Ve viéc to chirc hoi thao khoa hoc ciia cac don vi thu¢e Truwong nam .....

I. MUC PiCH VA YEU CAU
1. Muc dich

2. Yéu ciu

IL. NOI DUNG

111 TO CHU'C THUC HIEN

Noi nhén: HIEU TRUONG
- Ban Giam hiéu;

- Cac Khoa, Vién;

- Luu: VT, QLKH.



BM/QLKHHTQT/03/04

~ TRUONG BATHOC CONG HOA XA HQI CHU NGHIA VIET NAM
TAI CHINH — MARKETING Déc 1ap — Tu do — Hanh phiic
KHOA...............
Sé: /KH-(Tén don vi) Thanh phé Hé Chi Minh, ngay — thing — ndm
KE HOACH
Chuan bi to chire hi thio cap .........
Chu de: “................ ”?

I. Thanh phin tham du, thoi gian, dia diém, ndi dung
1. Thanh phin tham dy

STT Pai biéu S6 lwong
Pai biéu: nguoi
1
2

Chii tri héi thao

1
2
2. Thoi gian:
3. Pia diém:
4. Noi dung: Hoi thao tap trung vao cac nhom van dé sau:

II. Cac cong viéc can chuan bi

STT NOi dung cong viéc Van ban Thoi gian
thue hién
1
2

BAN GIAM HIEU TRUONG KHOA
Duyét e



BM/QLKHHTQT/03/05

BO TAI CHINH CONG HOA XA HQOI CHU NGHIA VIET NAM
_ TRUONG PAIHQC DPoc 1ap - Tu do - Hanh phiic
TAI CHINH - MARKETING .
Thanh pho Ho Chi Minh, ngay thang nam
KE HOACH
Vé viéc t6 chirc Hoi thao khoa hoc
Chua dé: “.......... ”

I. MUC PiCH, YEU CAU:
1. Muc dich:

II. THANH PHAN, THOI GIAN, PIA PIEM, NOI DUNG:
1. Thanh phan:
TT PAI BIEU SO LUQNG

Dai biéu:

1

2

3

Chu tri Hoi thao:

1

2

2. Thoi gian:
3. Dia diém:
4. NOi dung:

III. BANTO CHUC



STT BAN TO CHUC PHU TRACH CONG VIEC
1 Truong Ban
2 Pho Trudng ban
3 Ban Noi dung
4 Ban Thu ky
5 Ban Tai chinh
6 Ban Co s vat chat
7 Ban Truyén Thong
8 Ban K¥ thuat
IV. TIEN PO THUC HIEN:
STT | THOI GIAN NOI DUNG KE HOACH GHI CHU
1
2
3
4
5
Noi nhin: HIEU TRUONG

- Ban Giam hiéu;
- Céac don vi thudc truong;
- Luu: VT, QLKH.




BM/QLKHHTQT/03/06

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
. TRUONG DATHQC Poc 1ap - Tw do - Hanh phic
TAI CHINH - MARKETING

Thanh phé Ho Chi Minh, ngdy  thdng  ndm

DU TRU KINH PHI TO CHUC HQI THAO

Can ct Ké hoach s ........ /KH-DHTCM ngay ..... thang ... ndm ....... cua Hi¢u
truong Truong Pai hoc Tai chinh — Marketing vé viéc to chirc Hoi thao khoa
hoc........oviiiiin. Pon vid).oooiiiiii lap du tru kinh phi phuc vu t6 chirc
“HO1thao ..., ” nhu sau:

STT Noi dung S6 lwong Pon gia Thanh tién

N | Wl —

Tong cong

Bi‘mg L] 1L

PON VI DU TRU PHONG TC-KT BAN GIAM HIEU



BM/QLKHHTQT/03/07

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
. TRUONG DATHQC Doc 1ap - Tu do — Hanh phiic
TAI CHINH — MARKETING
Sé: /GM-DHTCM Thanh phé Ho Chi Minh, ngay — thing  ndm
GIAY MOI

Vé viéc tham gia viet bai hdi thao khoa hoc
(0111 1 (R ”?

KANN UL et et

Muc dich Hoi thao

1. NOI DUNG HQI THAO

2. THOI GIAN, PIA PIEM

3. THE LE GUT BAI HQI THAO

Tran trong cam on./.

Noi nhén: HIEU TRUONG
- Nhu trén;

- Luu: VT, .....



BM/QLKHHTQT/03/08

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC Poc 1ap — Tw do — Hanh phic
TAI CHINH - MARKETING

Thanh phé Hoé Chi Minh, ngay thang nam

NHAN XET PHAN BIEN BAI THAM LUAN

HQI THAO KHOA HQC
“Chu de...... ”
TEN THAM LUAN:
Tiéu chi Khong | Trung | Kha | Giéi | Xuat

dat binh sac
1. Hinh thtrc va két ciu ctia bai tham luan O O O O O
2. D6 phu hop cua co sd 1y thuyét sir dung
trong nghién ctru u O O O
3. Phuong phap nghién ctru 0 N n 0 0
4. B0 tin cdy cua dir li¢u nghién ctru n m m m ]
5.Y nghia khoa hoc va thuc tién cta bai
tham luan O O O O O
6. Tinh chinh xac trong cac trich dan trong
bai viét M U = = =

(Vui 10ng nhan vao 6 vudng dé danh gia)
1. Nhéan xét tém tat:

2. Piém manh (theo cic tiéu chi néu trén):

3. Piém can khic phuc va gép ¥ (theo cac tiéu chi néu trén):
4. Két luan (Vui 10ng nhan vao 6 vudng dé danh gia):
[O0Pong y cho dang khong can chinh stra
[O0Pong y cho dang sau khi chinh sira mot s6 16i nho
[IStra cac phan can thiét theo ¥ kién phan bién va gui lai cho ban bién tap
LIKhong nén dang



BM/QLKHHTQT/03/09

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
. TRUONG DAI HQC Poc 1ap — Tw do — Hanh phic
TAI CHiNH - MARKETING
Sb: /GM-DHTCM Thanh phé Hé Chi Minh, ngay — thdng — ndm
GIAY MOI

Vé viéc tham du hdi thao khoa hoc

Kinh guri:

Ban T6 chuc tran trong kinh moi Quy dai biéu téi tham du va dong gop y kién tai
Hoéi thao.

Thoi gian:

Dia diém:

Pé thuan tién trong cong tac to chirc, dé nghi quy dai biéu vui 1ong x4c nhan tham du
v61 Ban To chitc qua email ... trwGC NEAY .ceveenecne.

Tran trong cam on./.

Noi nhén: HIEU TRUONG
- Nhu trén;

-Luu: VT.



BM/QLKHHTQT/03/10

BO TAI CHINH

TRUONG PAI HQC TAI CHINH — MARKETING

CHUONG TRINH HOI NGHI/ HQI THAO KHOA HQC

“Chu de.....”

Thoigian: ..............................
Piadiém: ..............................

STT | THOI GIAN NOI DUNG THU'C HIEN
1 Pon tiép dai biéu khach moi
2 Tuyén bd li do & Gidi thiéu dai bicu
3 Phét biéu khai mac Hoi thao
4 Bao cao tham luan.............
5 Bao cao tham luan.............
6 Trao dbi va hoi dap
7 Giai lao - Tea break
8 Bao cao tham luan.............
9 Bao cao tham luan.............
10 Trao dbi va hoi dap
11 Két thiic Hoi thao

BAN TO CHUC




BM/QLKHHTQT/03/11

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
. TRUONG DAITHQC Doc 1ap - Tw do - Hanh phuc
TAI CHINH - MARKETING

Thanh phé Ho Chi Minh, ngdy  thang  ndm

BIEN BAN HOI NGHI/HQI THAO KHOA HQC

“Chu dé...... ”
I. Thoi gian, dia diém, thanh phin tham dy
- Thoti gian:
- Diadiém:

- Thanh phan:

I1. No§i dung

II. Toéng két

THU KY CHU TICH



