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I. Muc dich

Quy trinh nay huorng dan trinh ty, cach thu'c thue hién va céc yeu cau théng nhét
d6i voi viéc xin phép tb chire hoi nghi, hoi thao quéc té nhdm thong nhét trong trinh ty thi
tuc va phan cong trach nhi¢ém cta Truong va cia don vi khi td chirc hoi nghi, hoi thao
quoc té.

II. Pham vi

- Pham vi 4p dung: 1ap ké hoach t chirc, ndp hd so xin phép co quan hiru quan, t6
chirc hoi nghi, hoi thao va béo cdo két qua
- Péi tuong ap dung: can b, giang v1en hodc don vi thudc Truong tham gia td chirc

hay dong t6 chirc tt ca hoi nghij hoi thao c6 yéu té nudc ngoai trong va ngoai Truong Dai
hoc Y Duge Can Tho.

III. Cin ci phdp 1y va tai liéu tham chiéu

- Quyét dinh sé 76/2010/QD-TTg ngay 30/11/2010 cua Thu tuéng Chinh phu vé viée
t6 chirc va quan 1y hoi nghi, hdi thao quéc té tai Viét Nam;

- Thoéng tu 09/2013/TT-BYT, ngay 29/3/2013 cuia B Y té vé viéc Hudng din viéc td
chirc, quan ly hoi nghi, hoi thdo quic té v& y té tai Viét Nam;

- Nghl dinh s6 78/2008/ND-CP, ngay 17/7/2008 cua Chinh pht vé quan ly hop tac véi
nuéce ngoai vé phép luat;

- Thong tu s6 10/2008/TT-BTP, ngay 31/12/2008 cua B Tu phap hudng din thuc
hién mdt s6 quy dinh cia Nghj dinh s6 78/2008/ND-CP ngay 17/07/2008 cta Chinh phu
vé quan ly hop tac véi nude ngoai vé phap lut.

- Quyét dinh 1257/DPHYDCT.QHQT ngay 24/10/2016 cua Truong PHYDCT ban
hanh quy dinh quan ly cong tac QHQT Truong PHYDCT;

- Cong van 569/ DPHYDCT ngay 21/7/2014 cua Truong PHYDCT vé théng nhat cac
biéu miu str dung trong HTQT.

IV. Thuit ngit, dinh nghia, chir viét tit

- Thuat ngft, dinh nghia:

Hpi nghi, héi thdo quéc té bao gdm:

Ho1 nghi, hoi thao quoc té thudc thAm quyén quyét dinh ctia Thu tudéng Chinh phu:
Hoi nghi, hoi thao quéc té cip cao (thanh vién tham dur 1a nguoi ding déu hodc quan chirc
la cap b truong hodc tuong duong tr¢ 1én cua céc nude, cac ving lanh thd, céc t6 chirc

quoc te) Hoi nghi khoa hoc quéc té c6 nhidu ngudi nude ngoai tir nhidu td chire khac nhau
trén thé gidi tham dur;

Hoi nghi, hi thao quéc té thudc thdm quyén quyét dinh cia B Y té: Héi nghi, hoi
thao quéc té tai Truong PHYDCT td chirc c6 moi nguoi nude ngoai tham gia; Hoi nghi,
hoi thao ¢6 sir dung kinh phi tai trg ctia nude ngoai hodic ngudn thu hop phap khéc.

- Chir viét tit:

+ BGH: Ban Giam hiéu;

+ HN, HT: Hoi nghi, hdi thao;

+P. NCKH-HTQT: Phong Nghién ctru Khoa hoc-Hop tac Qudc té;




+P. HCTH: Phong Hanh chinh Téng hop;

+P. TCKT: Phong Tai chinh Ké toan;

+ TTDTTNCXH: Trung tim Pao tao theo Nhu ciu X héi.
V. Trach nhiém

5.1. Phong NCKH-HTQT:

-’Tié’,p nhan hd trg don vi thuc hién cac quy trinh xin phép té chirc héi nghi, hoi
thédo quoc té;

- Chuan bj viin ban trinh BGH phé duyét;

- Lién h¢ véi cac don vi hitu quan dé theo ddi tién do hd so.

5.2. Phong Hanh chinh Téng hop

- Trinh ky va luu trit c6ng vén di xin phép t6 chirc hoi nghi, hoi thao qudc té.
5.3. Cdc don vi c6 lién quan khéc:

- D& xuét xin phép t6 chirc hoi nghi, hdi thao quéc té;

- Béo cdo theo yéu ciu clia co quan c6 thdm quyén sau khi két thuc.

5.4. Trung tim Pao tao theo Nhu ciu Xa hdi: cap gidy chimg nhan DTLT khi
don vi c6 nhu cau

5.5. Phong TCKT: Thyc hién quy trinh tam tmg va thanh toan t chirc héi nghi,
ho1i thao theo quy dinh tai chinh;

5.6. Ban Giam hiéu:
- Quan ly chung;

- Xem x¢€t va phé duyét.




VI. N¢i dung quy trinh

6.1. So d6 quy trinh
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6.2. Mo ta cic bu’crc thue hién
Bueée 1: Lip ké hoach té chirc HN, HT :

Pon vi td chic 1am cbng vin xin phép Truong PHYDCT (qua Phong NCKH-
HTQT hodc Trung tdm Dao tao theo Nhu cau Xa hdi) it nhat 20 ngay trude khi té chire déi
voi HN,. Cong vin bao gdm:

(1) T& trinh, d& nghi;

(2) Chuong trinh chi tiét;

+ Ly do, danh nghia t6 chirc, myc dich hdi nghi, hoi thao;

+ Thoi gian, dia diém td chirc; dia diém tham quan, khao sét (néu c6);

+ Hinh thirc va cong nghé t6 chire (trong trudng hop td chite truc tuyén);

+ Noi dung, chuong trinh 1am viéc, hoat dong bén 1¢;

+ Thanh phan tham gia t4 chuc (co quan Viét nam, co quan nudc ngoai, co quan tai
trg);

+ Thanh phan tham dy: sb luong va thanh phan (Pai bidu Viét Nam, Pai biéu nude
ngoai)

+ Ngudn kinh phi

(3) Danh sach khach qudc té;

(4) Tém tét bai bao co

(5) Y kién (bing van ban) cta Bo Ngoai giao va céc co quan, dia phuong lién quan
(néu co).

Rui ro: Pon vi lam don dé nghj hodc cung cép tai liéu dinh kém tré
Buworc 2: Phé duyét:

i Ban Giam hiéu xem xét phé duyét cho td chirc HN, HT; duyét chuong trinh, kinh
P Phong HCTH giri két qua cho don vi lién quan.

Rui ro: Ngi dung HN, HT khong pht hgp phép luat Viét Nam, khong thé phé duyét

dong
Buwoc _¥ Ngp hé so xin phép co quan hitu quan:

Khi Ban Gidm hiéu dong ¥,

Phong NCKH-HTQT: ndp hd so dén co quan hitu quan (BYT, S¢& Ngoai vy, S Y
té...) (g thém fax néu khin cdp) va chd nhan két qua, chuyén cac co quan, don vi lién
quan:

- Hoi nghi, héi thao quéc té thude thdm quyén quyet dinh cua Thu tuong Chinh
phu xin ¥ kién Vu HTQT xem xét, tham muu cho B Y té dé BYT xin y kién Bo Ngoai
giao va trinh Thu tuéng Chinh phu;

- Hoi nghi, hoi thao qudc té thudc thim quyén quyét dinh cia Bo Y té: xin y kién
VuHTQT, B6 Y té va cac co quan ¢6 thim quyén lién quan.

Rui ro: bon vi t& chirc hoan tit hd so tré
Budc 4: Té chive HN, HT:

- Pon vi ¢6 lién quan td chirc hoi nghi, hoi thao theo ké hoach;

- P. NCKH-HTQT va P. HCTH: H3 trg xe dua dén (tiy truong hop), 1am cong vin

doan vao giri cdng an, gri thu moi tham dy, cdp gidy chimg nhan (néu co);

- TTPTNCXH: cip gidy ching nhan DTLT khi don vi ¢6 nhu cau

- Phong TCKT: hd trg don vi tam tng kinh phi theo quy dinh.




Rui ro: Ké hoach c6 thay doi
Buwérc 5: Bdo cdo két quad va quyet todn:

- Pon vj giri bdo cdo ket qua td chirc HN, HT cho P. NCKH-HTQT va BGH;

- P. NCKH-HTQT gtri bdo céo cho céc co quan hitu quan (15 ngay ddi véi BYT

SNV);

- Phong TCKT h trg thanh toan tam tmg, quyét toan.

Rui ro: Cac don vi ndp tré han hoic khong ndp béo céo theo qui dinh

VIL. Hb so (Théi gian lwu trit: 05 niim)

2

Thoi gian ot
TT H) so Noi luu triv Iru g-ﬁ Solehe
1. [T® trinh, dé nghi - P. NCKH-HTQT; i
- Don vi t6 chire 5 ndm
2. Chuwong trinh chi tiét - P. NCKH-HTQT; ]
- Pon vi tb chuc 5 nam
3. |Danh sach khach quic t& - P. NCKH-HTQT; 5 3
o 2% , nam
- Pon vi t0 chirc
4. (Cong viin xin phép co quan hiru- P. HCTH;
quan - P. NCKH-HTQT; 5 ndm
- Pon vi td chirc
5. [Théng bao moi dai biéu - P. NCKH-HTQT; 5
Sk 5 nam
- Pon vi t0 chirc
6. [Bdo cdo két qua to chic HN, HT | P. HCTH;
- P. NCKH-HTQT; 5 nam
- Pon vi t chirc
7. (Gidy chimg nhan PTLT - TTPTLT; & st
- Ca nhén tham du
8. [Ho so thanh toan kinh phi -P. TCKT;, S nim
- Pon vi t0 chirc.

VIIL Phy luc (biéu miu, hwéng din)

Miu 16- HTQT T& trinh, dé nghi
Mau 17-HTQT: Chuong 'trinh chi tiet

Mau 18-HTQT: Danh sach khach quéc té
Mau 19-HTQT: Céng vin xin phep co quan hiru quan
Mau 20-HTQT: Théng bao moi dai bidu

Mau 21-HTQT: Béo céo két qua té chirc HN, HT




Mau 16-HTQT: To trinh, dé nghi

TRUONG PH Y DUGC CAN THG  CQNG HOA XA HOI CHU NGHIA VIET NAM

) Pon vi: ‘Dg“c lip — Tw do — Hanh phiic
So: / Can Tho, ngay thang  ndm 20
TO TRINH

(V/v t6 chirc Hdi thiao qubc té vé...)

Kinh giri: Ban Gidm hiéu Trwong Pai hoc Y Dwgc Cin Tho
Phong NCKH-HTQT

Trong khuén khé hop téc gita Truong Pai hoc Y Duge Can Tho va ..., Khoa/ Pon
vi s& t& chirc Hoi thao quéc té vé.... Théng tin cu thé nhu sau:
Tén Hi nghi/ hji thao:
Thoi gian:
Pia diém:
Chu tri:
Nguwdi trinh bay:
Thanh phan tham du:....covvinininnnnnn,
. Kinh phi t6 chirc Hdi théo tir: ...............
(Bmh kem: Ch:rong trinh Hoi thao, CV nguoi trinh bay, Danh sdach khdch Quéc té
tham dy Héi thao, Tém tdt bai bdo cdo...)

"-‘?\S"P':"!"!"

Pon vi... xin kinh béo ké hoach t6 chitc hoi nghi, hdi thio, mong BGH va Phong
NCKH-HTQT hd trg dé héi nghi, hoi thao dat két qua tét.

Noi nhn: LANH PAO PON VI

- Nhu trén;
- Luu VP Khoa...

PHONG NCKH-HTQT HIEU TRUONG




Méu 17-HTQT: Chuong trinh chi tiét

TRUONG PH Y DUGC CAN THO CQNG HOA XA HQI CHU NGHIA VIET NAM
Pon vi: Doc lip — Tw do — Hanh phic

CHUONG TRINH HOQI THAO
(Tén HN, HT)

(Dinh kém céng van s6: / ngay  thdng ndm 20 )

Ngay / /20...
Thoi gian N§i dung lam viéc Cin b§ phu trach
8:00-8:30
8:30-9:00
9:00-10:30
10:30-11:30

Mau 18-HTQT: Danh sdch khdch quéc té

TRUCONG PH Y DUQGC CANTHO CONG HOA XA HOI CHU NGHIA VIET NAM
Don vi: Doc lap — Tw do — Hanh phiic

DANH SACH KHACH QUOC TE DU HQI THAO

(Dinh kém cong vin sé: / ngay  thang ndm 20 )

Giéi| Qudc So hd Noi lam

TT Ho Tén Ngay sinh tinh Tich chibu Thoi han vide

Noi & cia doan tai Can Tho:




Mau 19-HTQT: Céng vén xin phép co quan hitu quan

‘ BOY TE ‘ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH Y DUQC CAN THO DPjc lap - Tw do - Hanh phic
S6: /PHYDCT Can Tho, ngay  thang  ndm 2018

V/v 16 chirc Hpi thao khoa hoc
chuyén khoa Tdm than

Kinh giri: Vu Hop tic Quoc té —Bj Y té
S&'Y té Thanh phé Can Tho
S& Ngoai vu Thanh ph6 Cin Tho

V6i myc tiéu cap nhat kién thirc, gép phin ning cao hiéu qua ..., Truong Pai hoc
Y Duoc Can Tho phéi hgp véi ... t6 chirc Hoi théo ... véi thong tin cu thé nhu sau:
1. Tén co quan/don vi: TRUONG PAI HOC Y DUGC CAN THO
- Dia chi: 179 Nguyén Vin Cir, Phuong An Khénh, Quan Ninh Kidu, TP Cén Tho.
- Dién thoai: 0292.3739730 - Fax: 0292.3740221
- Quyét dinh thanh lap sb: 184/QD — TTg ngay 25/12/2002.
2. Pon vi phdi hop: ...
- bia chi: ....
3. Tén héi thao: “....”
4. Muc dich: .....
5. Chuong trinh du kién:
- 8:00-8:30: .....
- 8:30-9:00: ...
- 9:00-10:30: ...
- 10:30-11:30:...
6. Hinh thirc t5 chirc: bao céo, thao luan...
7. Thoi gian va dia diém: ngay ( / /20 )tai..., Truong PH Y Dugc Céan Tho
8. Thanh phin tham du:
a. Bdo cdo vién: ..., Quéc tich: ..., s6 ho chiéu: ..., chirc danh: ..., noi cong

b. Dai biéu tham dy dy kién: ...(sé lwgng) bac si, giang vién, hoc vién sau
dai hoc, can bd y té c6 nhu cau.
9. Kinh phi té chirc hoi thao: .....
Kinh d nghi Quy co quan xem xét, giai quyét.
Trén trong.

Noi nhdn: HIEU TRUONG
- Nhu trén;
- Lwvu HCTH, NCKH-HTQT.




Mau 20-HTQT: Théng bdo mai dai biéu

BOYTE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH Y DUQC CAN THO Péc lap - Ty do - Hanh phiic
S6:  /DHYDCT Can Tho, ngay  thdng 5 nim 2018

V/v dang ky tham du Hoi thao

Nhim muc dich cap nhat kién thirc trong linh vuc ... cho ..., Truong Dai hoc Y
Dugc Can Tho t6 chirc Hoi thao voi chii d& “...” cho ... dang 1am viéc tai cac Bénh
vién/Co s¢ y t€ khu vue Dong bang Séng Ciru Long,

Bdo cdo vién: ... (Noi lam viéc)

Thoi gian: Thir..,ngay / /20 (tr g dén g )

Dia diém: ..., Truong PH Y Duge Can Tho, s 179 Nguyén Van Cir, Phudng An
Khanh, Quéan Ninh Kiéu, TP Cn Tho.

S6 lwgng dai biéu (dy kién): ... dai biéu.

Chuong trinh dy kién:

- 8:00-8:30: .....

- 8:30-9:00: ...

- 9:00-10:30: ...

- 10:30-11:30....

- Trao Gidy chimg nhén tham dy Héi thao.

Truong Pai hoc Y Duge Cin Tho kinh dé nghi Quy co quan guri danh sach dang ky
can by tham dyu chuong trinh (theo miu dinh kém) vé ..., DT, email:..., trudc ngay /
/20

Thong bao nay thay cho Thu moi.

Lé phi cap Gidy ching nhan tham du Hoi thao:  ddng/hdi thao vién.

Tréan trong.

Noi nhin: HIEU TRUONG
- Nhu trén;
- Luu: HCTH, Don vi 16 chike.




CUFQUIAN: iocomisvrssvssvinisssvarinsssi shsiensansise
Piachi: ...
Piénthoai: ..o

DANH SACH DPAI BIEU PANG KY THAM DU’

CONG HOA XA HOI CHU NGHIA VIET NAM
Djc ldp - Tw do - Hanh phiic

.......

Hbi thao "..."
Tai Truong Pai hoc Y Duge Cin Tho

ngay ... thang ... nam 2018

Ngay / /20
TT Ho va tén Niam sinh Hoc ham, hoc Chirc vu Pon vi cong tac DT lién hé
vi
1 Vi du: Nguyén Thi A 1970 CNDbD Diéu dudng trudng Bénh vién PK TPCT
2
3
4
5
6
7
8
PAI DIEN CO QUAN

Ghi chii: Vui long cung cép thong tin chinh xac dé in Gidy chimg nhan.




Mau 21-HTQT: Bdo cdo két qua t6 chirc HN, HT

TEN CO QUAN/ PON VI CQNG HOA XA HQI CHU NGHIA VIET NAM
NS S Doc lap - Ty do - Hanh phic

Sé: Can Tho, ngay thang  ndm 20 ...
V/v béo céo két qua td chirc
hoi nghi, héi thao quéc té

Kinh giri: S& Ngoai vu thanh phé Cén Tho
Vu Hop tac Quéc té - Bo Y té

Puoc sy dong y va cho phép ciia (tén co quan c6 thAm quyén cip phép) tai Cong

S S S . ngay thang ndm va cic co quan ban nganh chic ning trén dia
ban thanh phé, (Tén don vi chu tri tb chic HNHT) da tb chitc hoi thao/hdi nghi ....... tai
........... vao luc ........ ngdy..... thang..... nim ...

I. N§i dung

II. Thanh phan tham gia t) chirc
1. Nguoi chu tri:
2. Ngudi thuyét trinh:

Thanh phin tham du:
1.
¢

II1. Két qua héi thao

Kinh bio cdo Quy Co quan dugc biét./.

Noi nhan: Thi truémg co quan, td chirc
- Nhu trén; (ky, ghi ré ho tén, chic vu va dong dau)
- Luu.




