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I. Muc dich

Quy trinh ndy huéng din ngi dung, trinh ty, cach thirc va trach nhiém thyuc hién
viéc quan 1y tét viéc tham dy hoi nghi, hdi thao, tap huin cta can bod, vién chirc thudc
Truong Pai hoc Y Duoc Cén Tho (sau day goi tit 1a Truong) nhim nang cao chat luong
ctia d6i ngli CBVC, dép tng yéu cau ngdy cang cao cdng tac cua Nha truong.

II. Pham vi

- Pham vi ép dung: Quy trinh nay ap dung cho CBVC dang cong tac tai cac don vi
thugc Truong va cic hoat dong lién quan dén viéc tham du hoi nghi, hoi thao, tap huin
cua CBVC.

- béi tugng ap dung: tat ca CBVC thudc Trudong Pai hoc Y Dugc Cén Tho.

I1L. Ciin ctr phap Iy va tai liéu tham chiéu

- Cén ctr Nghi dinh s6 29/2012/ND-CP ngay 12/4/2012 ctia Chinh phu v& viée tuyén
dung, sir dung va quan ly vién chic;

- cdn ¢t Nghj dinh 101/ND-CP ngay 01/9/2017 ctia Chinh pht vé viéc déao tao, bdi
dudng can bg, cong chirc, vién chirc;

- Can ctr Thong tu s& 15/2012/TT-BNV ngay 25/12/2012 ctia B& Ngi vu huéng din
vé viéc tuyén dung, ky két hop ddng lam viéc va dén bu chi phi dao tao, bdi dudng dbi
Vi vién chuc;

- Can ctr Quyét dinh s6 1020/QD-DHYDCT cua Hiéu truéng Truong Dai hoc Y
Duge Can Tho ngay 19/9/2017 vé ban hanh Quy ché Té chirc va hoat dong ctia Trudng
Pai hoc Y Dugc Cén Tho;

- Cén ctr Quyét dinh s6 32/QD-PHYDCT ngay 10/01/2014 v& viéc ban hanh “Qui
dinh vé tuyén dung, dao tao, sir dung va quan ly can b tai Truong Pai hoc Y Duoc Cén
Tho.

IV. Thuit ngir, dinh nghia, chir viét tit

- Thuat ngfr, dinh nghia:

+ Vién chire: 1 cong dan Viét Nam duoc tuyén dung theo vi tri viée lam, lam
viéc tai don vi sy nghiép cong lap theo ché d¢ hop dong lam viéc, hudng lwong tir quy
luong ctia don vi sy nghi€p cong lap theo quy dinh cua phap luat.

+ Pon vi tryc thuéc Truomg: gdm cac khoa, phong chirc ning, trung tdm, don
vi, Bénh vién tryc thugc Trudng.

- Chit viét tat:

+ HT: Hi¢u trudng

+ P.TCCB: Phong T6 chirc Cén bd

+ P.TCKT: Phong Tai chinh ké toan

+ BGH: Ban Giam hiéu

+BM: B§ mon




+ HN, HT, TH: H¢i nghi, hoi théo, tap huén
+ CBVC: Can bd vién chirc
+ HS: Hb so
+ TB: thong bao
V. Trich nhiém
- Trudng céc don vi: tao diéu kién cho can bd vién chirc dugce di tham HN,HT, TH.

- Hi€u trudng phé duyét cho CBVC di tham dy HN,HT, TH.

- P. TCCB c¢6 trach nhiém tiép nh4n, tong hop, tham muu, theo ddi CBVC tham
du HN,HT,TH trinh Hiéu trudng phé duyét.

- P.TCKT: Thanh toén tién cac ché do va hd tro kinh phi cho CBVC dugc cir di
HN,HT,TH theo quy dinh.




VI. N6i dung quy trinh
1. So d6 quy trinh
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2. M6 ti cic budce thye hién

Budce 1: Can bg lam don xin di HN, HT, TH trinh Lanh dao don vi quan Iy truc
tiép (B6 mon, Khoa, Phong, Trung tdm, Pon vi)

Budére 2: Trudng Bo mon 6 ¥ kién giri Trudong Khoa, Trudng Khoa c6 v kién gui
P.TCCB

Budéce 3: P. TCCB (chuyen vién phu trach) tiép nhan hd so, tong hop, kiém tra
thong tin, cac biéu miu va yéu cdu chinh stra, bd sung hoan thién hd so (néu c6) trinh
Lénh dao Phong.

Buéc 4. Phé duyét: P.TCCB trinh Hiéu trudng phé duyét don, dé nghi duoc tham
du HN, HT, TH cho CBVC.

Bude 5. CBVC duoc cur di HN, HT, TH c6 trach nhiém tuén tht cdc ndi dung theo
quyét dmh cua Hi¢u trucmg, céc quy dinh cua HN, HT, TH; kip thoi bao cdo Nha trudng
nhitng van d& phat sinh (neu c6) dé Nha truong giai quyét.

Budc 6. Bio cdo két qua: sau khi két thuc HN, HT, TH phai béo cdo bing vin
ban két qua dat dugc sau khi tham duy HN, HT, TH va ndp gidy ching nhén (néu c6) cho
P. TCCB dé cap nhat théng tin.

Bude 7. Luwu hd so

P. TCCB luu trit hd so theo dung quy dinh

VIL Hb so
STT Hb so Noi luwu triv Thoi gian Ghi cha
lvu triv
1 | Pon, dé nghi, quyét dinh P.TCCB Vinh vién
HN,HT,TH
BM:01.TCCB.HNHT
4 | Béo cdo két qua dat dugcsau | P.TCCB Vinh vién
khi tham duy HN,HT,TH
BM:02.TCCB.HNHT

VIIL Phu lyc (biéu miu, hwéng dén)

- Biéu mau:
+ BM:01. TCCB.HNHT
+ BM:02. TCCB.HNHT




BM.01.TCCB.HNHT

) BOYTE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC Y DUQC Djc lap - Tw do - Hanh phic
CAN THO
DON XIN PI HOI NGHI

Kinh gtri: - Ban Giam hiéu
- Phong T4 chirc Can bd
- Ban Chu nhiém Khoa (Phong, Trung tdm, DPon vi)................
-Ban Chinhi€ém BOmoOn..........ooooeeeei

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

KENR PRI © oo

Kinh mong sy chép thuén cia Ban Giam hiéu, Phong T chirc Cén bd, Ban chii nhiém
khoa (Phong, Trung tdm, Pon vi) va Ban chi nhiém Bd mén.

Xin chén thanh cam on.

Can Tho, ngay  thdng  nim 201
Y kién ciia Khoa (Phong) Y kién ciia B§ mén Nguoi lam don

Phong T chirc Cén b HIEU TRUONG




BM.02.TCCB.HNHT

CONG HOA XA HQI CHU NGHiA VIET NAM
Djc 1dp - Ty do — Hanh phic

BAO CAO
KET QUA THAM DU HOQI NGHI, HOI THAO, TAP HUAN

(danh cho CBVC di nuéc ngoai)

Kinh gtri: - Ban Gidm hi¢u
Phong T6 chirc Can bo

Theo quyét dinh sé: ......... /QD-DHTDCT.TCCB, ngay .... Thang .... nim
........ V& viéc cir vién chirc di HN, HT, TH tai nudc ngoai va thuc hién ché do béo

céo sau khi két thiic chuyén cong tic/hoc tap tai nudc ngoai, tdi xin bdo céo két qua
chuyén di cu thé nhu sau:

Ho tén: ..., s BHOUE WO iiiisesn mesomanen , don
') PO STTTTTTRTRROR Trudng Pai hoc Y Dugc Cén Tho,

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

BN PUE oo mrmnmmonsnseesnmmmmemmm s mmmsss 5 s S s s s it s

Noi dung chi tiét cia chuyén di:
T T
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Trén day 1a ndi dung bao céo két qua hoc tap, chuyén cong tac clia c4 nhan. Dé
nghi Nha truong thu nhén lai t6i tré lai cong tac tai don vicl ...ooovvvvvviiiiiniiiininnnnen.
Xin trén trong cdm on.

Can Tho, ngay  thing  nam 20

Xdc nhén cia don vi Nguoi bdo cio
(ky tén va ghi rd ho tén)




BM.03.TCCB.HNHT

CONG HOA XA HOI CHU NGHIA VIET NAM
Dic lap — Ty do — Hanh phuc

) ) BAO CAO ] ) )
KET QUA THAM DU HOI NGHI, HOI THAO, TAP HUAN
(danh cho CBVC tham du HN, HT, TH trong nuéc)
Kinh gtri: - Ban Gidm hi¢u
Phong To chitc Cén b

Theo don, dé nghi vé viéc ctt vién chuc di HN, HT, TH trong nudc ngay...

than... nim....... va thyc hién ché db bao cao sau khi két thuc chuyén HN,HT,TH
trong nudc toi xin béo céo két qua chuyén di cu thé nhu sau:
Ho tén: ..o, , chic wvu .................. , don
N i Tl s mmimemi o Trudmg Pai hoc Y Duge Can Tho,
Dia diém HNHT,TH: ..o,
MUC GICh: Lo
Thoi gian: tir ngay ....... thang nim ......... dén ngay ...... 1hang .o
nam.........
Kinh phi: oo,
Nbi dung chi tiét ctia chuyén di:
SR 5 (0T 7 R
= Tham gia: ..o
- Trong quatrinh:........oooiiii
- Kt QUANOC AP, oo e

Trén day 1 ndi dung béo cao két qua hoc tap, chuyén cong tc ctia cd nhan. D&
nghi Nha truong thu nhén lai t6i trd lai cong tac tai don vicll .....oooovivviiiiniiiiiinnnnnn,
Xin trdn trong cam on.

Can Tho, ngay  thdng  ndm 20

Xdc nhén cia don vi Nguoi bao cao
(ky tén va ghi rd ho tén)




