DAIHOC QUOC GIATPHCM  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HOC QUOC TE Pic lap - Tw do - Hanh phiic

sé: -4t /QP-PHQT-QLKH
Thénh phé H6 Chi Minh, ngay 44 thang 01 ndmod018

QUYET PINH
Vé viée ban hanh Quy dinh, quy trinh, biéu miu t6 chirc, thye hién, quan ly
Hoi nghi hoi thao khoa hoc quéc té vé khoa hoc & cong nghé
do Truong Pai hoc Qubc té (ddng) t6 chire

HIEU TRUONG TRUONG PAI HQC QUOC TE

Can ctr Quyét dinh 56 260/2003/Qb-TTg ngay 05 thang 12 nam 2003 cta Chinh phu vé
viéc thanh lap Truong Dai hoc Quéc té truc thude Dai hoc Qubc gia TP.HCM;

Can cu Quyet dinh s6 190/Qb/PHQG/TCCB ngay 16 thang 04 nam 2004 cua Giam
dbc Pai hoc Québc gia Tp.HCM vé viéc ban hanh Quy ché vé td chirc va hoat dong cua
Truong Dai hoc Qubc té;

Can cir Quyét dinh s6 76/2010/QD-TTg ngay 30 théng 11 nam 2010 cta Thu tuéng
Chinh phu quy dinh vé viée tb chuc, quan ly hdi nghi, hdi thao quéc té tai Viét Nam;

Can cr Quyét dinh so 117/QD-PHQG ngay 07 thang 03 ndm 2017 cua Giam Péc Dai
hoc Quéc gia Tp. HCM ve viéc ban hanh Quy dinh thuc hién, t6 chire, quan ly hoi nghi hoi
thao khoa hoc qudc té vé gido duc va khoa hoc céng nghé cia Dai hoc Quéc gia Thanh phd
Hb Chi Minh;

Xét dé nghi ciia Trudng phong Quéan ly Khoa hoc,

QUYET PINH:

Pidu 1. Ban hanh kém theo Quyét dinh nay 1a Quy dinh, quy trinh, biéu miu té chirc,
thuc hién, quan 1y hoi nghi hoi thao khoa hoc qudc té vé khoa hoc & cong nghé do Trudng
Dai hoc Quéc té (dong) t6 chuec.

Pidu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky. Cac quy dinh truéc day trai voi quy
dinh ban hanh kém theo Quyét dinh nay déu bi bai bo.

Piéu 3. Cac 6ng, ba Truong cac phong Quan ly Khoa hoc, phong Ké hoach Tai chinh,
phono Quaén tri Thiét bi, phong Quan hé Péi ngoai, phong T chirc Hanh chinh, Trudng cac
don vi va can bd, giang vién Truong Dai hoc Quéc té chiu trach nhiém thi hanh quyét dinh
nay./.

Noi nhin:
- BGH:
- Nhu Diéu 3:
- Luu VT.




DAIHOC QUOC GIA TPHCM ~ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC QUOC TE Poc 1ap - Tw do - Hanh phiic

QUY PINH
Vé viée té chirc, thue hién, quan Iy
Hoi nghi hdi thao khoa hoc qudc té vé khoa hoc & cong nghé
do Tru'img Pai hoc Quéc té (d0ng) td chirc

(Ban hanh kém QD sé.: -1 /OD-PHOT-QLKH, ngay 41thdng 01 ndm201¥ )

Piéu 1: Pham vi diéu chinh

Vén ban nay quy dinh chung vé viéc t chirc, thuc hién, quan ly Ho1 nghi héi thao khoa
hoc qubc t€ vé khoa hoc & cong nghé do Truong Dai hoc Qubc té (ddng) t6 churc.

Diéu 2: P6i twong ap dung

1. Ponvi {5 c{u}c bao g?)m cac Khoa, B6 mén, Phong, Trung tdm truc thuc Truong Dai
hoc Quoc té;

2. Giang vién, Nghién ciru vién, Chuyén vién lam viéc tai Truong Dai hoc Quéc té;
3. Doi tdc t6 chirc bao gdm cac co quan, t6 chuc d& xuat ph01 hop v6i Khoa, B6 mon,

Phong, Trung tim tryc thudc Truong Dai hoc Quéc té t§ chirc Hoi nghi hoi thao khoa
hoc qudc té vé khoa hoc & cong nghé.

Piéu 3: Giai thich tir ngir

1. Héi nghi héi thao khoa hoc qudc té vé khoa hoc & ~cbng nghé theo Quy dinh nay la
mdt hinh thirc sinh hoat khoa hoc da muc tiéu c6 yéu to nude ngoai dugce t6 chuc dé
théo luén, tranh luén mot hoac mot s6 van dé khoa hoc, duoc t6 chuc dinh ky hoac dot
xuét theo hinh thirc gip g& truc tiép hodc theo hinh thic truc tuyen do cac Khoa, B§
moén, Phong, Trung tdm tryc thudc Trudng Dai hoc Quoc té t6 chirc hoac dong tb
chirc va co sy tham gia tai tro cia nudc ngoai; gbm 04 (bbn) loai sau:

- Loai 1: T4 chuec tai Trudng Dai hoc Qudc té, do Truomg lam dau méi quén ly thu
chi, c6 thu phi tham dy cta khach moi va c¢6 hodc khéng c6 ngudn thu tir cac
nguon tai trg khac.

- Loai2: Té chirc tai Truong Pai hoc Quéc té, do Truong lam dau mobi quan ly thu
chi, khong thu phi tham dy ctia khach maoi va c6 hodc khéng c6 ngudn thu tir cac
nguon tai trg khac.

- Loai 3: T4 chuc tai Truong Pai hoc Quéc té, do dbi tac t chirc 1am ddu mdi quan
ly thu chi, c6 hodc khong thu phi tham du ctia khach moi va c6 hodc khéng co
ngudn thu tir cac nguon tai trg khac.

- Loai4: T chirc ngoai khudn vién Truong Dai hoc Quéc té, do ddi tac t6 chirc lam
d4u mbi quan ly thu chi, ¢6 hoac khong thu phi tham dy ctia khach mdi va c6 hoac
khong c6 nguodn thu tir cac ngudn tai trg khac.



Cac Hoi nghi hdi thao khoa hoc quéc té vé khoa hoc & cong nghé quy dinh tai Khoan
1 Pidu 3 Chuong II Quyét dinh 76/2010/QD-TTg, hop bao quéc té, cac sy kién van
héa, giao luu van hoa, giai tri khéng thudc pham vi diéu chinh cta quy dinh nay.

Tir viét tat:

- DPHQG-HCM: bai hoc Quéc gia Thanh phd Ho Chi Minh

- Trudong DPHQT: Trudng Dai hoc Québc té

— HNQT: Héi nghi hdi thao khoa hoc quéc té vé khoa hoc & cong nghé
~ Phong QLKH : Phong Quan ly Khoa hoc

- Phong QHDN: Phong Quan hé Déi ngoai

- Phong KHTC: Phong Ké hoach Tai chinh

_ Phong QTTB: Phong Quan trj Thiét bi

— Phong TCHC: Phong T4 chuc Hanh chinh
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Pidu 4. Yéu ciu doi véi don vi to chire

1.

Co trach nhiém gui ké hoach va dy tri kinh phi so bo vé viée td Ch‘L'l‘C HNQT theo
mau C01 va miu C02 dugc quy dinh tai Phu l'uc 92 Quy dinh nay vé Phong QLKH
trong thoi gian 08 (tam) thang trudc ngay du kién t0 chirc HNQT;

Cé trach nhiém phéi hop véi Phong Quan hé DPoi ngoai va Phong Quan ly Khoa hoc
trong viéc soan thdo va trinh ky cac thoa thuén hop tac hodc cac vidn ban lién quan
dén viéc phén cong t& chirc, thuc hién, quan ly HNQT trong thoi gian 06 (sau) thang
truée ngay du kién tb chirc HNQT;

C6 trach nhiém 1én ké hoach chi tiét theo diing cac ndi dung d& duoc Ban Giam Hiéu
phé duyét theo mau CO3 duge quy dinh tai Phu luc 02 Quy dinh nay trong thoi gian
06 (sau) thang trudc ngay du kién t6 chirce HNQT;

Cé trach nhiém phéi hop Phong KHTC lap dy tru kinh phi chi tiét vé viée td chuc
HNQT theo ding cac ndi dung da dugc Ban Giam Hiéu phé duyét theo mau C02
duge quy dinh tai Phu luc 02 Quy dinh nay trong thdi gian 06 (sau) thang trudc ngay
du kién tb chic HNQT;

Cé trach nhiém cung cdp So yéu ly lich va Bai phat biéu cla cac dai biéu khach moi
(bao gdm ban dich tiéng Viét dbi voi cac bai phat biéu bang tiéng nudc ngoai) vé
Phong QLKH dé phuc vu cong tac xin gidy phép tb chic HNQT trong thoi gian 04
(bbn) thang trude ngay du kién t6 chirc HNQT;

. Cb trach nhiém phéi hop véi Doi tac 10 chire va cac don vi chirc ning lién hé véi dia

phuong xin y kién td chirc HNQT da dugc PHQG-HCM cap phép trong truong hop
HNQT duge t6 chirc ngoai khudn vién cua Truong PHQT va PHQG-HCM trong thoi
gian 04 (bon) thang trude ngay du kién to chic HNQT;

C6 trach nhiém phdi hop Phong QLKH trong viéc dé xgét nhan sy tham gia t& chuc
Héi nghi trong thdi gian 02 (bon) thang trudc ngay du kién t6 chirc HNQT;

8. Cé trach nhiém tim tai tro va phéi hgp Phong QLKH lam cac hd so thi tuc xin tai trg;

Cé trach nhiém tim dia diém t6 chirc, khach san cho khach tham duy, thiét ké va xay
dung website cho hoi nghi; kéu goi ndp bai bao cao, tiép nhan bai va thAm dinh ndi
dung bai; thiét ke, in an & giri thu moi va cac cong tac khac cé lién quan dén viéc tb
chirc HNQT;
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10.Co trach nhiém phdi hop Phong QTTB trong cac cong tac hau cén c6 lién quan dén

viée t6 chirc HNQT bao goém thiét ké, in 4n ap phich, tai liéu, qua téng, chuan bi xe
dua rudc, thic an, thuc uong va cac cong tac khac co lién quan dén viéc t6 chuc
HNQT;

11.C6 trach nhiém dén tiép va cham séc doan dén;

12. C6 trach nhiém Phdi hop véi cac don vi khac trong cong tac quan ly t6 chirc HNQT

theo su phan céng cua Ban Giam Hiéu nha truong;

13.C6 trach nhiém phdi hop Phong KHTC trong céac thi tuc thu phi tham dy, thanh quyét

toan sau HNQT;

14, C6 trach nhiém trong viéc in an, phat hanh ky yéu HNQT (vé6i su phdi hop cia

Phong QLKH, néu co);

15.C6 trach nhiém béo céo theo mau quy dinh tai mau C06 dugc quy dinh tai Phu luc 02

Quy dinh nay vé Phong QLKH trong thoi gian 20 (hai muoi) ngay ké tir ngay két thiic
HNQT;

Diéu 5. Trach nhiém quan Iy HNQT

L
a.
b.

Phong Quéan ly Khoa hoc

La don vi dau mdi tiép nhén céc hd so lién quan dén HNQT tir don vi td chc;

C6 trach nhiém xin gidy phép t6 chirc HNQT tir DHQG-HCM,;

H3 tro don vi td chuc trong viéc Xin tai trg va cac thu tuc khéc lién quan dén HNQT;
Phéi hop don vi td chirc trong viéc théng béo, kéu goi ndp bai béo cdo, tiép nhén bai
va tham dinh ndi dung bai trong Hoi nghi;

Phéi hop véi Pon vi t6 chic va Phong QHDN trong viéc soan thao va trinh ky cac

thoa thuan hop tac hodc cac van ban lién quan dén viéc phan cong t6 chirc, thuc hién,
quan ly HNQT trong thoi gian 06 (sau) thang trudc ngay du kién t6 chirc HNQT;

Phbi hop véi cac don vi khéc trong cong tac quéan ly t6 chirc HNQT theo su phan
cong ciia Ban Giam Hi¢u Nha trudng.

Co trach nhiém bao cao DHQG-HCM trong thoi gian 30 (ba muoi) ngay ké tir ngay
ket thac HNQT;
. Phong Ké hoach Tai chinh

La don vi chiu trach nhiém quan ly thu-chi lién quan dén Hoi nghi bao gdm viéc mé
cbng thanh toan truc tuyén, thu phi tham du hdi nghi, thanh toan cac chi phi phat sinh
lién quan dén hoi nghi va cac cong tac khac;

C6 trach nhiém phdi hop véi don vi t6 chirc 14p Bang Dy tri Kinh phi tb chirc Hoi
nghi;

C6 trach nhiém phéi hop v6i don vi td chirc trong viée thanh quyét toan chi phi sau
HNQT;

Phbi hop véi cac don vi khac trong cong tac quan ly t6 chirc HNQT theo sy phan
cong cua Ban Giam Hi¢u Nha truong.
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. Phong Quan tri Thiét bi

a. La don vi chiu trach nhiém trong viéc chuén bi co s& vét chét va cac cong tac hdu can
lién quan dén HNQT;

b. C6 trach nhiém phéi hop don vi td churc trong cac cdng tac lién quan dén HNQT bao

gom thiét ke, in an 4p phich, tai liéu, qua tang, chuan bi xe dua rude, thic an, thirc

udng va céac cdng tac khac co lién quan dén viéc to chire HNQT;

W

c. Phéi hop véi cac don vi khac trong cong tac quan ly td chirc HNQT theo sy phan
cong ctia Ban Giam Hiéu Nha truong.

. Phong Quan h¢ Péi ngoai

>N

a. La don vi hd trg xin visa dbi véi cac dai biéu va khach mai quéc té theo yéu clu cla
don vi t0 chuc;

b. La don vi déu méi trong viéc lam thong céo bao chi va moi bao dai tham dy HNQT
(néu cd);

c¢. Phéi hop voi Pon vi t& chirc va Phong QLKH trong viéc soan thao va trinh ky cac
thoa thudn hop tac hodc cac van ban lién quan dén viéc phén cong td chure, thuc hién,
quéan ly HNQT trong thoi gian 06 (sau) thang trudc ngay du kién to chirc HNQT;

d. Phéi hop véi cac don vi khac trong cong tac quan ly td chirc HNQT theo su phén
cong ciia Ban Giam Hi¢u Nha truong.

. Phong Té chire Hanh chinh

a. La don vi hd trg bd tri phong 8¢ (ngoai phong hoc); ban hanh cac van ban, quyét dinh
vé nhan su td chire hdi nghi, xac nhan céac cong lénh cong tac cho khéch trong nudec,
thdng bao ndi bo;

91}

b. Phéi hop véi cac don vi khac trong cong tac quan ly td chirc HNQT theo su phéan
céng ciia Ban Giam Hiéu Nha truong.

6. Cac Phong, Ban, Trung tim khac

a. Phdi hop trién khai cong tac t4 chirc HNQT theo sy phdn cong cua Ban Giam Hiéu
Nha truong.

Piéu 6. Quyén va trach nhiém cia Péi tac to chire

1. La don vi phéi hop Trudng {DHQT trong cOng tac td chirc, thuc hién, quan ly Hoi
nghi hdi thao khoa hoc quoc té vé gido duc va khoa hoc cong nghé;

2. Dugc quyén td chire quén ly, khai thac két qua cia HNQT va dugc huong cac quyén
loi tll}' cac hoat dong nay theo quy dinh cua Nha nudc va :[heo Thoa thuin hop tac da
ky két. Trong truong hop khéng ky Thoa thudn hop tac, can c6 su phin cong to chirc,
thue hién, quan ly HNQT gitta hai bén biang van ban;

3. C6 trach nhiém thyc hién dung theo Thoa thuén hgp tac da ky két. Trong truomg hop
khong ky Théa thuén hop tac, can coO sy phéan cong td chire, thuc hién, quan ly HNQT
gitra hai bén bang vin ban;

4. Co trach nhiém thong bao dén Trudong bHQT bat ky thay ddi nao dién ra trong qua
trinh td chirc, thuc hién, quan ly HNQT bang van ban;

5. Cotrach nhiém cung gép d\ﬁy du thong tin vé HNQT dén Truong DPHQT bao gbm van
d3 tai chinh va cac van dé khac lién quan dén cong tac t6 chire, thuc hién, quan ly
HNQT.
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Pidu 7. Quyén va trach nhiém cia Truong PHQT

1.

T chic quan 1y, khai thac két qua ctia HNQT va dugc hudng céc quyén loi tir cac
hoat dong nay theo quy dinh ctia Nha nuéc va theo Thoa thuan hop tac da ky két.
Trong truong hop khong ky Thoa thuan hop tac, can c6 su phan cong tb chire, thuc
hién, quan ly HNQT gifta hai bén bang van ban;

. Puoc quyén thu phi t6 chure, quan ly, thuc hién cac loai HNQT:

a. Thu 10% phi quan ly trén tong kinh phi thu dugc (phi quan ly nhim phuc vu cho
viéc quan ly thu-chi lién quan dén Hoi nghi bao gom co s& vat chét, m& cong
thanh toan truc tuyén, thu phi tham dyu hoi nghi, thanh toan cac chi phi phat sinh
lién quan dén hoi nghi va cac cong tac khac) déi voi:

- Loai 1: Té chirc tai Trudng Pai hoc Qubc té, do Truong lam diu mébi quan ly
thu chi, c6 thu phi tham du ciia khach moi va c6 hodc khong c6 ngudn thu tur
cac nguon tai trg khac.

b. Thu phi sir dung co s& vat cht theo Biéu phi dinh kém déi véi:

- Loai 2: T4 chirc tai Trudng Pai hoc Québc té, do Trudong lam dau méi quan ly
thu chi, khong thu phi tham du cta khach mdi, va cé hoac khéng c6 nguén thu
tir cac nguon tai trg khac.

- Loai 3: T chic tai Truong Pai hoc Quéc té, do dbi tac to chic lam dau moi
quan ly thu chi, ¢6 hoac khong thu phi tham dyu cta khach moi, va c6 hodc
khéng c6 ngudn thu tir cic nguon tai trg khéc.

c. Thu 3% phi quan ly trén téng kinh phi thu dugc ddi véi:

- Loai 4: T6 chue ngoai khu6n vién Truong Dai hoc Qudc té, do dbi tac té chirc
lam dau mdi quan ly thu chi, c¢6 hodc khong thu phi tham du cua khach moi, va
¢6 hodc khéng co ngudn thu tir cac ngudn tai trg khac.

C6 trach nhiém thyc hién dung theo Thoa thuén hop tac da ky két. Trong trudng hop
khéng ky Thoa thuén hop tac, can co su phan cong t chirc, thuc hién, quan ly HNQT
gitra hai bén bang vin ban;

Co trach nhiém thong bao dén Déi tac td chuc bét ky thay dbi nao dién ra trong qua
trinh t& chic, thuc hién, quan Iy HNQT béng van ban;

Co trach nhiém cung cap day du thong tin vé HNQT dén Déi tac té chirc bao gém vén
d tai chinh va cac van dé khac lién quan dén tac t chirc, thuc hién, quan ly HNQT;

Tao diéu kién thuan loi vé thi tuc, co s& Vit chét, trang thiét bi va nguon nhan luc
trien khai t6 chirc HNQT mot cach hiéu qua;

Yéu cdu céc Phong, Ban, Trung tAm lién quan hd trg don vi td chirc trién khai t6 chirc
HNQT dang tién do.

Diéu 12. Hiéu lwc thye hién Quy dinh

1

Quy dinh nay c6 hiéu luc ké tir ngay ky. Quy dinh nay thay thé cho cac vin ban trude
déy lién quan dén viéc t6 chure, thuc hién, quan ly Hoi nghi hoi thao khoa hoc quéc té
vé gido duc va khoa hoc céng nghé do Truong Dai hoc Qubc té (ddng) t6 churc.



2. Trong qua trinh thye hién, Quy dinh nay c6 thé dugc xem xét va sira dbi cho phu hop
vai thuc té. Viée stra dbi, bd sung Quy dinh nay do Hiéu trudng quyet dinh.

3. Moi trudng hop ngoai Quy dinh nay s& do Hiéu trudng xem xét va quyet dinh.

TRUONG




Qa;{ ungketungay 10 thang 9 n&m 2014)

< QuEt 1)
\/b'n\__/_):‘sf"
S X
STT GIANG PUONG - Don gid/budi Pon gla/bu61
PHONG HOQC (Ap dung doi v6i cac don (Ap dung d01 véi cac don vi
vi trong hé théng PHQG) | ngoai hé théng PHQG)
I Cos¢ 3B Ly Ty Trong
Giang duong 77 chd 1.000.000 dong 1.500.000 dong
Phong hoc 40 ché 500.000 dong 1.000.000 dong
Phong hoc 23-29 chd 300.000 d6ng 500.000 dong
II |KLH-TN 1 &KLH-TN 2
Giang dudng 174 chd 1.000.000 ddng 1.500.000 dong
Giang dudng 154 chd 900.000 dong 1.300.000 dong
Phong hoc 90 chd 700.000 d{)ng 1.000.000 déng
Phong hoc 50 chd 500.000 dong 700.000 dong
Phong hoc 25 chd 300.000 dong 500.000 dong
III | Phong hoc tai Thu vién
trung tim
Phong hoc 90 ché 700.000 dbng 1.000.000 dOngpw,
Phong hoc 63 chd 500.000 dong 800.000 déng \’3‘“\‘
Phong hoc 40 chd 400.000 dong 600.000 dong*a{ 3.
Ghi chu:

+ Cac trudng hop khac do Ban gidm hi¢u quyét dinh.

+ Trudng hop s dung phong hoc tai TVTT cho céng tac in sao d2 thi tuyén sinh dai hoc

khoéng 4p dung mirc gia trén.
+ Gi4 trén di bao gdm thué, nhén sy tryc k¥ thuét, hé théng trang thit bi: may chiéu + man

chiéu, may tinh, 4m thanh + 01 micto.
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* DATHOC QUOC GIA TP.HCM
TRUONG PAI HQC QUOC TE

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phic

QUY TRINH

Ve viéc to chirc, thuc hién, quan ly

Hoi nghi hoi thao khoa hoc qudc té khoa hoc & cong nghé

do Trwong Pai hoc Qubc té (ddng) t6 chirc

(Ban hanh kém OP s6: -4F---/0D-DHQOT-QLKH, ngay # théng 0f ndmsL018)

TT ;‘;‘;‘ dliilg Thye hién Chi tiét Ghi Chi
I. CONG TAC CHUAN BI
Xin § Bor vt Sm To ’trmh,AKeNhoac}'l t(i chuc‘ & Du tru Miu COl &
, S 2 ; inh phi so b héi nghi dén Phong
| | Trude | kien to chire QLKH C02
8 thang | chirc 2 ' =1 3 = =
hdi nghj | P.QLKH Tong hO’p ndi Slung,ﬂtrmh Ban Giam Hiéu
xem xét va phé duyét.
Pon vi t6 = e mk )
Xae ol - Soan thao va trmh, ky cac thoa thuén
dinh hop tac lién quan dén HNQT;
5 Trude thanh P.QLKH | . Trong truong hop khong ky Thoa thuan
6 thang hin tb | P. QHDN hop tac, can c6 su phén cong to
ey = = chitc,thuc hién, quan Iy HNQT gitta hai
e Do1tactd | pap bang van ban.
chuc
DG’n vi td Dl_::a vaoy kl.er}gphe duyét cua BGH, Ién Mau CO3
Lén ké churc Ké hoach chi tiét.
Trucge H3 tro don vi to chire lap bang du tru 5
3 ; hoach : ; : . a
6 thang chi tidt LG kinh phi chinh thirc. Tt
P.QLKH Téng hop ndi dung va trinh BGH xem
' xét va phé duyét.
Pi Don vi t6 , o
4 Trudce d'!? € chirc Tim kiém dia diém t6 chirc, khach san
6 thang l‘f,m © ™P&itactd | cho khéch tham du
i chuec *
Pon vi t - Thiét ké va xay dung website cho hi N
chuc nghi. " P. QLKH ho
5 Truée | Call for | Dditactd | -Tien hanh nhén bai, tham dinh bai. tro
6 thang | paper chuc * - Gui Call for Papers.
PKHTC |- Mo tii khoan (thanh toan va chuyén

o~ |
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el - wk khoan)
boi tac to . .
e ® -Thu phi tham du Hoi nghi
" l]1)1,1'a vao dtu tol?n kinh phi ?01& nghi, lén | Luuy: Mot
Bonvith | P uong an tim kiém nguén tai trg ¥ g Vi tai
gt (Nafosted PHQG...)
chuc C trg yéu cau
- Cung cap Thu ngd/ Hop dbng v/v xin o g
Xin tai tai trg (neu co) nghiém ngat
Trudce tro Hbi viéc tug‘m thu
4 thang nrqhi v H& tro ra soat Hop ddng/Chimg tir,... v/v thoi diém nop
gl P.KHTC el L hd so dé dam
Xin tai tro (néu co) g
bao ho so
Téng hop ndi dung va trinh BGH xem wage P
P.QLKH . e " duyét.
xét va phé duyét
1. b6i voi Hoi nghi té chirc trong khuén vién ciia cia Truong
PHQT va PHQG- HCM
’ Cung cap So yeu ly lich va Bai phat biéu
Don vi to cla cac dal biéu khach moi (bao gom
Xin gidy chirc ban dich tleng Viét dbi voi cac bai phat
.| phép t bidu bing tiéng nudc ngoai)
Troe 17 chige Téng ! dung va lam hd so
Athin - ong hop ndi dung va 1am hd so xin gidy
®| Hai PQLEH phép t chirc ¢én PHQG
mgiy 2. Déi v6i Hoi nghi té chirc ngoai khudn vién cia cua Truwong
PHQT va PHQG-HCM:
Pon vi to
chuc Co tréch nhiém lién hé vai dia phuong (Céac don vi~
. — xin y kién t6 chuc HNQT dé dugc chirc néng ho
Pbitactd6 | PHQG-HCM cap phép. tro)
chue *
- Tong hop danh sach khéach tham du
- Lén ké hoach chi tiét cac cong viéc: In
o Proceeding, qua tang H6i nghi, phuorng
i tién van chuyén, van phong pham, qua
tang cho hdi nghi, tiéc tra, an trua, gala
. dinner, welcome reception.
Truée lf;h“af{ - Giri bang tong hop dén P.QLKH.
4 thang | 22 ¢ i Téng hop ndi dung va trinh BGH xem
vat chat | P-QLKH 1o 3 phe duyét.
P.KHTC - Chuyén khoan thanh toan cho céac cong
ty, khach san.
P.QTTB - Chuén bi teabreak, an trua, gala dinner,
Dditac 1o | welcome reception va phong cho héi
chuirc * nghi (IU)
y Ponvitd |Ponvi dé xuét danh sach nhén su tham x
Truée Ql‘)ag:n chitc gia 16 chic HNQT Lk
2 thang | &%, oo P. QLKH D& xuit danh sach nhan sy dén Ban
’ Giam Hiéu




Thi tuc | Don vi to
Truée visa cho | chuc 3
10 7 than khach HOo tro xin visa cho khach tham du
€| tham |P.QHDN
du
Trude HQp BTC H61 X 5 o 58, &k 2 ” X
11 I théng | BTC ol Lén chi tiét ké hoach t6 chuc Mau C05
Truse | PO | Bonvith :
12 , danh . Chot danh sach khach moi tham du
1 thang | _, chue
sach
Bon vi o - Bé xuét danh sach khach moi
Trude | Gii thw | chic £ .. P. QLKH hd
1311 thang | moi PG | D Ll trg
o e O1tact0 | _ Giri Thu mdi cho Khach tham dy :
chuce *
] P.QLKH Chiu trach nhlerr{ soan\ 'Wel?orn-e
Chuin Message trong va ngoai truong:
bi - P. QLKH cung cap thong tin chung cua
14 | Trudc | Welcom Péitactd | Truong, thong tin quan ly khoa hoc;
2 tuan | e chire - Pon vi t6 chitc cung cap théng tin don
Messag vi/ chuyén mér/ lién quan dén Hoi nghi;
e ;
P.QHDN Bién/ phién dich (n€u co)
Thong
. | cao bao ; . - R :
15 Truc:c chi va P.QHDN Lagn tlfong cdo bao chi va moi bao chi
1 tuan e % (néu co)
moi bao
chi
- Thong bao trén website IU chuong
trinh,HN.
- In an banner, backdrop, standee.
- Trang tri hdi trudng, phong hop va khu
vuc trung tdm, khu vuc tiép tdn don
khach. N .
- Dén céc ban chi dan, so do. Céac Phong,
- Chuan bi may in, may scan, giay in. Ban, Trung
.| Chuén .+ | - Kiém tra lai phong héi nghi (may Tam phdi hop
16 ngc bi truwdc Do’n vito chiéu, 4m thanh, anh sang, nguon dién, 6 | thuc hién theo
1 tuan > chirc ‘ ; s
HN cam, may lanh). su phan cong

- Chuén bj hoa, qua ting, cac 4n phém
lién Quan cho khach moi va khach tham
du.

- Chuén bi nu6c udng (chai) cho phong
HN.

- Phén cong cong viéc.

- Hop tong dot.

cua Ban Giam
Hiéu.




1. TO CHUC HOQI NGHI

1

1

p

3

4

Trong

5 cac
ngay
dién

ra

6 Hoi
nghi

7

8

9

D Pon vi t6
tra hirc 2
ruéc £ - Chuan bi xe dua rudc khach moi
khach PIOTTH
- Doén tiép khach moi tai ban tiép tan;
Pon vi to - Cho khach dang ky tén
Pon churc - Phat bang tén cho khach & qua tang
khach (n€u co)
P. KHTC | Thu phi tham du (néu c6)
VAR - Chiéu video clip giéi thiéu vé TU trude
nghé hoi nehi
trudc Pon vi tb BLOES
khi higs : -Trinh bay tiét muc van nghé (danh dan,
Khai nhac cu, mua hat dan ca) trong thoi gian
. khéach cho 6n dinh trude héi nghi
. - MC giéi thiéu va mdi dai biéu phat
Khai R . R
mac Héi DPon vi t6 biéu.
nohi churc - MC moi dai dién nha trudng trao qua
g cho phia khach moi, chup hinh Juu niém.
Group |DPonvitd | Diéu phdi huéng dan khach moi tép
photo chirc trung chup hinh (trudc sanh cua IU).
Trinh | 27"V | phy trach noi dung ctia Hoi nghi
« s ax | CHIFC
bay hoi
nghi P.QTTB Ho6 trg 4m thanh, anh sang cho Héi nghi
sk - Chuén bj cac ban dé thirc an & nuéce
Pon vi td £
’ uong
chuc <R poo A A
z - Kiém tra mon dn & uong dua trén thuc
Chuan
bi Tea 4om, )
Break - Kiém tra cach bai tri thirc &n (bao gém
P.QTTB Bang gidi thiéu tén mon an)
- Kiém tra cac bg do dung (chén, dia,
muong, khan giay hop)
- Diéu phéi vién don vi t6 chirc hudng
.2 dan khach mai tham du budi Tea Break.
Tea Pon vi té g X . E
- -Sap xép nhan luc thu don ngén nép.
Break | chuc A ; o i e 2
-Tép trung khach moi vao Hoi truong dé
tiép tuc tham du Héi nghi.
Pon vi td - ?huén bi cac ban dé thure an & nudc
chuc uong .
-3 - Kiém tra moén an & udng dya trén thuc
Chuan
bi éin it ;
i - Kiém tra cach bai tri thirc an (bao goém
P.QTTB | Bang gi¢i thiéu tén mon an)

- Kiém tra cac bd d6 ding (chén, diia,
muong, khan giay hép)

- Déi tac t6
chue phdi hop
trong cac
mang cong
viéc theo
Thoa thuan
hop tac hoac
véan ban phan
cong.

- Cac Phong,
Ban, Trung
Tam phdi hop
thuc hién theo
su phén cong
ctia Ban Giam
Hiéu.

10




Ponvitd |- Diéu phoi vién don vi tb chirc huéng
chire dan khach moi tham du bu6i Lunch
10 An trua Ogatlnsolety, |
P.QTTB -Sap xép nhén luc thu don ngéan nap.
-Tép trung khach moi vao Hoi truong dé
tiép tuc tham dy Hoi nghi.
D . t}’\
Gala |chie |- Liénhé nhahing khichsan.
11 B - Huéng dan khach moi dén dia diem dé
" |P.QITB | tham du.
I11. CAC CONG TAC SAU HQI NGHI
1 2
ngay Thu |Donvitd . %
1 sau don chirc Don dep phong 6c, standee, backdrop,...
HN
Donvito | pe5 cs0 Hoi nghi MAu C06
20 . churc
s | Tong - Thanh quyét toan kinh phi
ngay hanh quy€t toan kinh phi
2 | TSV hep, |PRHTC | p5s bio cio sau Hoi nghi
HN Bao cao - "
P.QLKH B4o cao BGH, DHQG, bao céo tong ket
' cho céc nha tai trg (Nafosted, ...)
Don vi t I T P. QLKH hd
chure In an ky yeu Hoi nghi trg (néu co)

* -ty vao thoa thudn trong MOA/MOU véi cdac doi tdc

11

-



DAIHQOC QUOC GIATP.HCM ~ CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG PAI HQC QUOC TE Péc lap - Tw do - Hanh phiic

BIEU MAU

Veé viéc tb chirc, thye hién, quan ly
Hoi nghi héi thao khoa hoc qudc té vé khoa hoc & cong nghé

do Truong Pai hoc Quéc té (ddng) té chirc

(Ban hanh kém OP s6. A/ OP-DHOT-QLKH, ngay M thdang 01 ndm 018 )
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Miu C01

TRUONG PAI HOC QUOC TE CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA/BO MON Doc lap — Ty do — Hanh phic

Tp. Ho Chi Minh, ngay  thang  nam 20
Kinh giti: Ban Giam Hiéu Trudong Pai hoc Qubc té
Phong Quén ly Khoa hoc
(Téndonvi) ............ kinh giri ké hoach té chire Hoinghi ........ nhu sau:

1. Ly do t chirc:

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

3. Thoi gian, dia diém t6 chire:

Thoi gian t6 chic: ...... Thir ....., ngdy .../.../20....
Diadiémté chic: ...
Dia diém tham quan/khao sat (néu GIITS: s v 5350 o o e v e s S 55 5 e

4. Hinh thire t§ chirc:

[[] T6 chire Hoi nghi tryc tiép [L] Tiép nhén va xét duyét bai béo ctia ngudi tham du
[L] T6 chirc Héi nghj truc tuyén [ ]In &n Ky yéu (toan van)

[ JInén Ky yéu (phan t6m tit)

[ JISBN

Danh sich Hji dong khoa hoc xét duyét bai bio (dw kién):

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

1/...



Mau CO01

5. N¢i dung chwong trinh 1am viéc va cdc hoat ddng bén 1é hi nghi/hgi thio:
Hoéi nghi/ Hoi thao tap trung thao ludn cac nhém vén dé:

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

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

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

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

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

6. Thanh phin td chirc:
- Co quan phia Viét Nam
- Co quan phia nudc ngoai
- Co quan tai trg (néu cd)

7. Thanh phin tham du:
(Sé' lwong va co cau thanh phcin dai biéu, bao gém cd dai biéu Viét Nam va dai biéu cé quo"c tich
nudc ngoai)

8. Chuwong trinh ciia hdi nghi/hdi thao (di kién):

9. Dy tri kinh phi té chirc hi thao (cdn ci Bang dv tru kinh phi dinh kem):

Kinh phidy kién la ................... (Bdng chik......................), trong d6 gdbm:
1)) T ot —— d, gbm

& eemwmagms T et d
O, d
——— e, d
e d

2/...



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

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

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

Mau C01

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

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

Kinh d& nghi Ban Giam Hiéu xem xét va cho y kién chi dao.

Trén trong cam on.

Dinh kém:
1. Bang du tru kinh phi

LANH PAO PON VI
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 MauCo2|
TRUONG PAI HQC QUOC TE CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA/BQ MON Dac 14p - Tu do - Hanh phic

TP. HCM, ngay ... thang ... nam 201

DU TOAN KINH PHI HQI NGHI

Thoi gian té chirc: ngay .... thing .....ndm.....
Dia diém t6 chirc:
DPVT: 1.000 VND
Ti gia thang ..../20...: 000 Pdng/USD

i Vuz long dzen day duva dzeu chmh nhung thong tm can thlet

Ponvi | S6 | Pon |  Thanh tién

STT Ngi dun .
v & tinh | Jugng gia Tién mit Chuyén khoin

Ghi chu

1 |DPja diém t6 chirc

a Bandroll Chao mimng dai biéu tAm

b Backdrop trong Héi trudng khai mac tAm

c Backdrop trong phong Hoi nghi (cac session) tAm

d Standee + Chan Standee (Lobby, cac 16i huéng din) bo

e Poster dé thong bao Conference Site cai

f Hoa tuoi trang tri (Reception, Hoi trudng, phong HN) tron goi

g Banner dén trén xe Bus dua d6n khach cai
2 |HOb trg cho Invited Speaker

a Taxi dén tir sin bay vé Khach san lugt

b Phi luu trG & Khach san 3 sao (4 dém) Nguoi
3 [An udng

Ngay trude Hoi nghi

a An t6i vé6i Invited Speakers : Nguoi

Ngay thir nhét ciia Hoi nghi

b Tea Break budi sang tai H§i trudng khai mac Phan

c An trua cho tét ci céc khich Phén

d Tea Break budi chiéu tai cac phong HN Phin

e An t6i cho Invited Speakers Ngudi

Ngay th{r hai ciia Hoi nghi

f Tea Break budi sang tai cac phong HN Phén




STT Noi dung Bauvj [ 80 | Bou - L Ghi chi
tinh lrgng gid Tién mit | Chuyén khoin
g An trua cho tt ca cac khach Phén
h Tea Break budi chiéu tai cic phong HN Phin
i Banquet tai nha hang cho tt ca cac khach HN Ngudi
Ngay thir ba cia Hji nghi
k Tea Break budi sang tai cdc phong HN Phin
1 An trua cho tét c& cac khach Phén
m  Antdi cho Invited Speakers Ngudi
Nudc ubng
n Nuéc sudi thung
4 |Di lai va city tours
a T4 chirc Saigon city tour Nguoi
xe Bus dua d6n khéch tir N§i thanh <-> DHQT, 3 lugt
b . A luot
di vé, 3 xe
5 |Inan
a Poster Call for Paper to
b Proceeding dé phét tai HN cubn
c Ghi dia CD va in bao dia CD dé phat tai HN bd
d Théng céo bao chi, gidi thiéu IU va Khoa/BM to
e Thu moi HN to
f Béng tén Ban td chirc va Khach HN cai
Photo tai liéu chuong trinh HN,danh sich tham dy, ban N
& 4, busline,.. b0
h In A0 (tring den) chuong trinh HN theo budi/phong to
i In AO (mau) céc Poster gidi thi€u Khoa/BM va IU to
6 |Vin phong phim
a Gidy tring ram
b Gidy mau (4 mau) ram
c Gidy Decal sdp
d Bia l& to
e But bi hop
f Gia gb khd A0 treo chuong trinh HN cai
7 |Chi phi Kho#n truc tiép
HG trg lién lac dién thoai cho BTC trong 4 ngay chuin Ngudi

bi va dién ra Hdi nghi




STT Noi dung t)o:n V1 D0 t}(?'n - Lrudnn uex: Ghi chi
tinh | lwgng gia Tién mit | Chuyén khoén

b Thu lao trd cho chuyén gia duyét bai Nguoi

c Thu lao tra cho chuyén gia phan bi¢n bai Nguoi

d Thu lao Edit Proceeding Ngudi

e Th lao thiét ké toan bd 4n phdm cua Hoi nghi Ngudi

f Thu lao tao, quan ly website va kénh thong tin HN Nguoi

g Boi dudng cho nhin vién vé sinh, phuc vu Nguoi

h Bdi dudng sinh vién lam Cong tac vién tai HN Ngudi

i Bbi dudng cho sinh vién d6n khach & San bay Nguoi
8 |Phi kich hoat va duy tri hé thong thu tién qua Internet

a Phi kich hoat hé théng dot

b Phi hang thang (Thang 1->6 /2014) thang
9 |Mua sach Springers

Séach Ky yéu Héi nghi do Springer xuét ban cubn

10 |An phim quéng b4 hinh dnh IU

a Ao thun cho Cong tac vién 4o

b Ti/Cap dung tai liéu cai

c DAy deo+ Thé bang tén bo

d Qua ting Invited Speakers, Khach moi, Bao chi phin
11 |Bao chi, thong tin

a B4o chi truyén hinh dua tin don vi

b Quay phim khai mac va Tutorial cua Hji nghi lan

c Sao chép 5 B§ DVD chuong trinh HN (8 DVD/B9) DVD
12 |Lién lac, giri thw

a Bao thu F4, F5 cai

b Gai thu/call4dpaper nuwdc ngoai cai

c Gdi calldpaper trong nudc cai

d Gdi invitation trong nudc (ndi tinh) céi

e Gdi invitation trong nudc (ngoai tinh) cai
13 |Khac

o |la|lo |o|e




Ponvi | S6 | Pon Thanh tién
tinh i Tién mit

STT Noi dung Ghi chu

Chuyén khoén

Thanh tid
STT Noi dung chi BORsE] o e Ghi chi
tinh | lwgng gia Tién mit| Chuyén khoan

D kién thu tién Registration
1 .
diing ky hoi nghi ddy di - khdch quéc té S
ddang ky hoi nghi ddy dii - sinh vién quéc té ngusl
3 i
dang ky hoi nghi day du - khach Viét Nam i

Xin tai trg

5 DHOG don vi
Nafosted don vi

seeees srvene

BTC HQI NGHI

P.KHTC P. QLKH BAN GIAM HIEU



TRUONG PAI HQC QUOC TE

Thoi gian t chire: .............

Dia diém t0 churc:

KHOA/BO MON

CHUONG TRINH CHI TIET

Mau C03

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc l1ap — Tw do — Hanh phic

Tp. H6 Chi Minh, ngay

thang

HOI NGHI/HQI THAO.................. SR st

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

ndam 20

Ngay

Dia diem

Thoi gian

Hoat dong

Ghi chu

Ngay 1
(THL s,

LANH PAO PON VI



MAu C04

TRUGNG PAI HOC QUOC TE CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA/BQ MON Poc 1ap — Tw do — Hanh phiic

Tp. H6 Chi Minh, ngay ~ thdng  ndm 20

PE XUAT DANH SACH NHAN SU’
HOINGHI/HOI THAO......cccceveeeeeeiirirnnnnnnnns

Thoi gian td chie: .............

bia diém t6 chuc: ............

1. Ban Chi Pao Hgi nghi

T T Trr— , Truéng Ban
R , Phé Trudng Ban
B o e e R BB AT , Uy vién

S gk e B S R , Truéng Ban
s S S AR S , Ph6 Trudng Ban
By g mopie wii SR § B SRR , Uy vién

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

W R w RS B e , Trudng Ban
T (A —————— , Pho Trudong Ban
SRR T ——— , Uy vién

B e s it B TR , Truéng Ban
S o e SR SR ARSI , Phé Trudong Ban
O e e vk SR S RS , Uy vién

LANH PAO PON VI



M|

TRUONG PAI HQC QUOC TE CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA/BQ MON Péc lap - Ty do - Hanh phiic

TP. HCM, ngay ... thing ... niim 201

CONG TAC CHUAN BI TRUOC, TRONG VA SAU HQI NGHI

1. Trudéc Hoi nghi:

PHAN — . " Phéi hop/ o
STT LOAI MO ta cong vige Thoi han | Trach nhiém chinh Kiém tra Ghi chi
1
2
2. Trong Hoi nghi:
PHAN T » | Phéingp/ o
STT LOAI MG ta cong viée Théi han | Trach nhiém chinh Kiém tra Ghi chi
1
2
3. Sau Hdi nghi:
PHAN st st ] - Phéi hop/ .
STT LOAI Mo ta cong vige Thoi han | Trach nhiém chinh Kiém tra Ghi cha
1
2




Mau C06

TRUONG PAI HOC QUOC TE CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA/BO MON Poc lap — Tw do — Hanh phiic

Thanh phé Hoé Chi Minh, ngay ... thdng ... ndm

o BAO CAO o
Toém tat két qua hdi nghi, hi thao quoc té ve...

Kinh giri: Ban Giam Hiéu Truong Pai hoc Quiéc té, PHQG-HCM
Phong Quan ly Khoa hoc

1. Tén hoi nght, hoi thA0: .eiemmmsesussuns
2. Mue dich hdi nghi, hidi Thao! sesesssosessssomssasessy
3. N¢i dung, chuong trinh cua hdi nghi, hoi thao? ...
4. Thoi gian va dia diém t6 chirc hdi nghi, Qi thA0: oo
5. Cac co quan, don vi chiu trach nhiém t6 chuc (phia Viét Nam va phia nudc ngoai):
6. Thong tin vé bao c4o vién ngudi nude ngoai (ghi 1d ho tén, chirc danh, co quan cong
tac):

S ———

B2 cosesmransssssumyseasssparpm ey e i 68
7. Thanh phan tham du, s6 lugng dai biéu Viét Nam va dai biéu ¢ quoc tich nudc ngoai:
...................................................................... (kém theo danh sach dai biéu).
8. Ngudn kinh PhI: e, ‘
9. Panh gia tom tat ket qua hoi nghi, hOi thA0: oo

10. Nhitng vuéng méc, vAn d& phat sinh trong hoi nghi, hoi thdo da hodc chua duge xir ly
010 1) o

11. Nhitng dé xuét, Kién nghi (NEU CO): wuvvvveivereriiieeeeeseeeieeiei et sassssssesae s

LANH PAO DON VI



