
DArHOC ouoc GIA TP.HCM
TRUONG f)~I HQC ouoc TE

S6: -.:i:t--IQD-DHQT -oixn

CQNG HOA XA H(H CHU NGHiA VI~T NAM
f)Qc l~p - TI! do - Hanh phuc

Thanhph6 H6 Chi Minh, ngay 41 thang 01 namc2013

QUVETf)INH
v~vi~c ban hanh Quy djnh, quy trinh, bi~u miu tA chirc, thuc hi~n, quan ly

HQi ngh] hQi thao khoa hoc qu6c t~ v~ khoa hoc & cong ngh~
do Truong f)~i hoc Qu6c t~ (dBng) tA chirc

HI~U TRU'ONG TRUONG f)~I HQC ouoc TE
Gin cir Quyet dinh s6 260/2003/QD- TTg ngay 05 thang 12 nam 2003 cua Chinh phu v~

V1~Cthanh lap Truong Dai hoc Quoc tS true thuoc Dai hoc Quoc gia TP .HCM;

Gin cir Quyet dinh s6 1901QDIDHQG/TCCB ngay 16 thang 04 nam 2004 cua Giam
d6c Dai hoc Quoc gia Tp.HCM vS viec ban 113.11hQuy ch~ vS t6 chirc va heat d9ng cua
Truong Dai hoc Quoc tS;

Can cir Quyet dinh s6 76/20101QD-TTg ngay 30 thang 11 nam 2010 cua Thu tu6ng
Chinh phu guy d~nh v~ vi~c t6 chuc, quim I)' h9i nghi, h9i thao gu6c tS t~i Vi~t Nam;

Can cu QuySt dinh 86 117/QD-DHQG ngay 07 thang 03 nam 2017 cua Giam D6c D~i
h9C Qu6c gia Tp. HCM v~ vi~c ban hanh Quy dinh thl,l'chi~n, t6 chuc, quan Iy h9i nghi h9i
thflOkhoa hQc qu6c tS vS giao d\lc va khoa hQc cong ngh~ cua D~i hQc Qu6c gia Thanh ph6
H6 Chi Minh;

Xet dS nghi cua Truong ph6ng Quan Iy Khoa hQc,

QUYET f)lNH:
f)i~u 1. Ban hanh kern thea QuySt dinh nay la Quy djnh, guy trinh, biSu rn~u t6 chuc,

thl,l'chi~n, quan Iy h91 nghi h9i thao khoa hQc gu6c tS vS khoa hQc & cong ngh~ do Truemg
D~i hQc Qu6c tS (d6ng) t6 chuc.

f)i~u 2. QuySt dinh nay co hi~u Il,l'ckS rir ngay kyo Cac guy dinh truac day trai vai guy
dinh ban hanh kern thea QuySt dinh nay d&ubi hai bo.

f)i~u 3. Cac ong, ba TruOng cac phong Quan Iy Khoa hQc, ph6ng KS ho~ch Tai chinh,
ph6ng Quan tT~ThiSt bi, ph6ng Quan h~ D6i ngo~i, ph6ng T6 chuc Hanh chinh, TruOng cac
dan vi va can b9, giang vien TruOng D~i hQc Qu6c tS chiu trach nhi~m thi hanh quySt d~nh
nay./.

( ._

NO'inh~n:
- BGH;
- Nhu Dibu 3;
- Luu VT.



DAr HOC ouoc GrA TP.HCM
TRUONG D~I HQC ouoc TE

CONG HOA XA HOI cnu NGHiA VIET NAM. . .
DQc l~p _T1}'do _Hanh phuc

QUYDJNH
VS vi~c tA chirc, ,th1}'chi~n, quan ly

HQi ngh] hQi thao kboa hoc qu6c t~ vS kboa hoc & cong ngh~

do Truong D~i hoc Qu6c t~ (dAng) tA clnrc

(Ban hanh kernQfJ s6: _£t_-IQfJ-fJHQT-QLKH, ngay 11thang 01 narncJ018)

DiSu 1: Pham vi diSu chinh

Van ban nay quy dinh chung vS viec t6 chirc, thuc hien, quan Iy HQi nghi hQi thao khoa
hoc quoc t~ vS khoa hoc & cong nghe do Truong Dai hoc Quoc t~ (dong) t6 chirc.

DiSu 2: D6i tuong ap dl}ng

1. Don vi t6 chuc bao g6m cac Khoa, BQmon, Phong, Trung tam tnrc thuoc Truong Dai
hoc Quoc t~;

2. Giang vien, Nghien CUu vien, Chuyen vien lam viec tai Truong Dai hoc QU6c t~;

3. fJ6i tac t6 chuc bao g6m cac co quan, t6 chuc dS xu&t ph6i hqp vai Khoa, BQ mon,
Phong, Trung tam tnrc thuQc TruOng D<;tihQc QU6c t~ t6 chuc HQi nghi hQi thao khoa
hQc qu6c t~ vS khoa hQc& cong ngh~.

DiSu 3: Giai thich til' ngii'

1. HQi nghi hQi thao khoa hQc qu6c t~ vS khoa hQc & cong ngh~ theo Quy dinh miy hi
mQt hinh thuc sinh ho<;ttkhoa hQc da m\lc tieu co y~u t6 nuac ngoai duQ'c t6 chuc dS
thao lu~n, tranh lu~n mQt ho~c mQt s6 v&ndS khoa hQc, duQ'c t6 chuc dinh kY ho~c dQt
xu&t thea hinh thuc g~p gO' tnrc ti~p ho~c thea hinh thuc tnrc tuy~n do cac Khoa, BQ
mon, Phong, Trung tam tnrc thuQc TruOng D<;tihQc Qu6c t~ t6 chuc ho~c d6ng t6
chuc va co Sl,ltham gia tai trQ'Clla nuac ngoai; g6m 04 (b6n) lo<;tisau:

- Lo<;ti1: T6 chuc t<;tiTruOng D<;tihQc Qu6c t~, do Truerng lam d~u m6i quan Iy thu
chi, co thu phi tham dl,l cua khach meri va co ho~c khong co ngu6n thu tit cac
ngu6n tai trQ'khac.

- Lo<;ti2: T6 chuc t<;tiTruOng D<;tihQc Qu6c t6, do TruOng lam d~u m6i quan Iy thu
chi, khong thu phi tham dl,l cua khach meri va co ho~c khong co ngu6n thu tit cac
ngu6n tai trQ'khac.

- LO<;ti3: T6 chuc t<;tiTruOng D<;tihQc Qu6c t6, do d6i tac t6 chuc lam d~u m6i quan
ly thu chi, co ho~c khong thu phi tham dl,l cua khach meri va co ho~c khong co
ngu6n thu tir cac ngu6n tai trQ'khac.

- Lo<;ti4: T6 chuc ngoai khuon vien Truerng D<;tihQCQU6c t6, do d6i tac t6 chuc lam
d~u m6i quan ly thu chi, co ho~c khong thu phi tham dl,l cua khach meri va co ho~c
khong co ngu6n thu tit cac ngu6n tai trQ'khac.
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2. Cac HQi nghi hQi thao khoa h9C quoc t~ v~ khoa h9C& cong nghe quy dinh tai Khoan
1 f)i~u 3 Chuong II Quyet dinh 7612010/QD-TTg, h9P bao quoc t~, cac su kien van
h6a, giao hru van h6a, giai tri khong thuoc pham vi di~u chinh cua quy dinh nay.

3. Til' vi~t t~t:
_ DHQG-HCM: Dai h9C Qu6c gia Thanh ph6 H6 Chi Minh

_ Truong DHQT: Truong D?i h9C Quoc t~
_ HNQT: HQi nghi hQi thao khoa h9C quoc t~ v~ khoa h9C& cong nghe

_ Phong QLKH : Phong Quan Iy Khoa h9C

_ Phong QHDN: Phong Quan h~ D6i ngoai

_ Phong KHTC: Phong K~ hoach Tai chinh

_ Phong QTTB: Phong Quan tri Thi~t bi

_ Phong TCHC: Phong T6 chirc Hanh chinh

f)i~u 4. Yeu cAu dAi vo; don vi tA chirc
1. C6 trach nhiem giri k~ hoach va dir tru kinh phi sa bQ v~ viec t6 chirc HNQT theo

mfiu COl va mfiu C02 duoc quy dinh tai Ph\1 h)c 02 Quy dinh nay v~ Ph6ng QLKH
trong thai gian 08 (tam) thang truac ngay dl,!'ki~n t6 chuc HNQT;

2. C6 trach nhi~m ph6i hqp vai Ph6ng Quan h~ D6i ngo?i va Ph6ng Quan ly Khoa h9C
trong vi~c so?n thao va trinh ky cac th6a thu~n hqp tac ho~c cac van ban lien quan
d~n vi~e phan cong t6 chuc, tlwc hi~n, quan Iy HNQT trong thai gian 06 (sau) thang
truac ngay dl,!'ki~n t6 chuc HNQT;

3. C6 trach nhi~m len k~ ho?ch chi ti~t thea dung cac nQi dung d1'lduqc Ban Giam Hi~u
phe duy~t thea miu C03 duqc quy dinh t?i Phl,l ll,lc 02 Quy dinh nay trong thai gian
06 (sau) thang truac ngay dl,lki~n t6 chuc HNQT;

4. C6 trach nhi~m ph6i hqp Ph6ng KHTC I~p dl,!'tru kinh phi chi ti~t v~ vi~c t6 chuc
HNQT thea dUng cae nQi dung d1'lduqc Ban Giam Hi~u phe duy~t thea miu C02
duqc quy dinh t?i Phl,l Il,lc02 Quy dinh nay trong thai gian 06 (sau) thang truae ngay
dl,!'ki~n t6 chuc HNQT;

5. C6 trach nhi~m cung dp Sa y~u ly Hch va Bai pMt bi~u cua cac d?i bi~u khach l11ai
(bao g6m ban dich ti~ng Vi~t d6i vai cac bai phM bi~u bfing ti~ng nuac ngoai) v~
Ph6ng QUO-l d~ phl,lc Vl,lcong tac xin gifry phep t6 chuc HNQT trong thai gian 04
(b6n) thang truac ngay dl,!'ki~n t6 chuc HNQT;

6. C6 trach nhi~m ph6i hqp vai D6i tac t6 ChtTCva cac don vi ch(rc nang lien M vai dia
phuang xin y ki~n t6 chuc HNQT d1'lduqc DHQG-HCM dp phep trong truang hqp
HNQT duqc t6 chuc ngoai khuon vien cua Truang DHQT va DHQG-HCM trong thai
gian 04 (b6n) thang truac ngay dl,l'ki~n t6 chuc HNQT;

7. C6 trach nhi~m ph6i hqp Ph6ng QLKH trong vi~c d~ xufrt nhan Sl,!'thal11gia t6 ChtfC
HQi nghi trong thai gian 02 (b6n) thang truac ngay d\f ki~n t6 chuc HNQT;

8. C6 trach nhi~m tim tai trq va ph6i hqp Ph6ng QLKH lam cac h6 sa thu tl,lc xin tai trq;

9. C6 tnich nhi~m tim dia di~m t6 chuc, khach s?n cho khach thal11dl,l',thi~t k~ va x§y
dl,l'l1gwebsite cho hQi nghi; keu g9i nQP bai bao cao, ti~p nh~n bai va th&m dinh nQi
dung bai; thi~t k~, in ftn& gui thu mai va cae cong tac khac c6 lien quan dSn vi~c t6
chuc HNQT;
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10. C6 trach nhiem phoi hQ'PPhong QTTB trong cac cong tac hau dn c6 lien quan dSn
viec t6 chirc HNQT bao gom thiSt kS, in ~n ap phich, Uti lieu, qua tang, chuan bi xe
dira nroc, thirc an, thirc uong va cac cong tac khac c6 lien quan dSn viec t6 chirc
HNQT;

11. C6 trach nhiem don tiep va cham s6c dean dSn;

12. C6 trach nhiern Ph6i hQ'Pvoi cac don vi khac trong cong tac quan ly t6 chirc HNQT
theo sir phan cong cua Ban Giam Hieu nha tnrong;

13. C6 trach nhiem phoi hQ'PPhong KHTC trong cac thu tuc thu phi tham du, thanh quyet
toan sau HNQT;

14. C6 trach nhiern trong viec in ~n, phat hanh ky ySu HNQT (voi su phoi hQ'P cua
Phong QLKH, nSu c6);

15. C6 trach nhiem bao cao theo mgu quy dinh tai mgu C06 duoc quy dinh tai Phu luc 02
Quy dinh nay vS Phong QLKH trong thai gian 20 (hai muai) ngay kS tU ngay kSt thuc
HNQT;

f)i~u 5. Tnich nhi~m quan Iy HNQT

1. Phong Quan Iy Khoa hQc

a. La don vi d~u m6i tiSp nh~n cac h6 so lien quan dSn HNQT tU don vi t6 chuc;

b. C6 trach nhi~m xin gi~y phep t6 chuc HNQT tU DHQG-HCM;

c. H6 trg dan vi t6 chuc trong vi~c xin tai trg va cac thli tl,lckhac lien quan dSn HNQT;

d. Ph6i hQ'Pdon vi t6 chuc trong vi~c thong bao, keu gQi nQP bai bao cao, tiSp nh~n bai
va th~m dinh nQi dung bai trong HQi nghi;

e. Ph6i hQ'P v&i Don vi t6 chuc va Phong QHDN trong vi~c sO<;lnthao va trinh kY cac
thea thu~ hQ'Ptac ho~c cac van ban lien quan dSn vi~c phan cong t6 chuc, thvc hi~n,
quan ly HNQT trong thai gian 06 (sau) thang tru&c ngay dv kiSn t6 chuc HNQT;

f. Ph6i hQ'P v&i cac don vi khac trong cong tac quan ly t6 chuc HNQT thee sv phan
cong cua Ban Giam Hi~u Nha truOng.

g. C6 trach nhi~m bao cao DHQG-HCM trong thai gian 30 (ba muai) ngay kS t11ngay
kSt thuc HNQT;

2. Phong K~ hOlilchTai chinh

a. La dan vi chiu trach nhi~m quan ly thu-chi lien quan dSn HQi nghi bao gam vi~c rna
c6ng thanh toan trvc tuySn, thu phi tham dv hQi nghi, thanh toan cac chi phi phat sinh
lien quan dSn hQi nghi va cac cong tac khac;

b. C6 trach nhi~m ph6i hQ'Pv&i dan vi t6 chuc l~p Bang Dv tm Kinh phi t6 chuc HQi
nghi;

c. C6 trach nhi~m ph6i hQ'Pv&i dan vi t6 chuc trong vi~c thanh quySt toan chi phi sau
HNQT;

d. Ph6i hQ'p v&i cac don vi khac trong cong tac quan ly t6 chuc HNQT theo sv phan
cong cua Ban Giam Hi~u NM truOng.
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3. Phong Quan tr] Thi~t b]
a. La dan vi chiu trach nhiern trong viec chuan bi co sa v~t ehfit va cac cong tac h~u can

lien quan dSn HNQT;
b. Co trach nhiern ph6i hop dan vi t6 chirc trong cac cong tac lien quan dSn HNQT bao

g6m thiet kS, in fin ap phieh, tai li~u, qua tang, chuan bi xe dira nroc, tlurc an, thirc
uong va cac cong tac khac e6 lien quan dSn viec t6 chirc HNQT;

e. Ph6i hop voi cac dan vi khac trong cong tac quan ly t6 chirc HNQT thea S\I phan
cong cua Ban Giani Hieu Nha tnrong.

4. Phong Quan h~ nBi ngo~i
a. La dan vi h6 tro xin visa d6i voi cac dai bieu va khach moi quoc tS thea yeu cau cua

dan vi t6 chirc;
b. La dan vi dllu moi trong viec him thong cao bao chi va moi bao dai tham d\I HNQT

(n~u co);
e. Ph6i hgp vai Dan vi t6 ehue va Phong QLKH trong vi~e sO:;1nthao va trinh ky cae

th6a thu?n hQ'ptae ho~e cae van bim lien quan d~n vi~e phan eong t6 ehue, th\Ic hi~n,
qUlin ly HNQT trong thai gian 06 (sau) thang truac ngay d\I kiSn t6 ehue HNQT;

d. Ph6i hgp vai cae dan vi Id1ae trong eong tae quan ly t6 ehue HNQT thea SI! phan
eong eua Ban Giam Hi~u Nha truang.

5. Phong TAchuc Hanh chinh
a. La dan vi h6 trQ'b6 tri phong be (ngoai phong hoc); ban hanh eac van ban, quySt dinh

v~ nhan S\I t6 ehue hQi nghi, xae nh~n cae eong l~nh eong tae eho khlkh trong nuae,
thong bao nQi bQ;

b. Phbi hgp vai cae dan vi khae trong eong tae quan ly t6 ehue HNQT theo SI! phan
eong eua Ban Giam Hi~u Nha truang.

6. Cac Phong, Ban, Trung tam khac
a. Ph6i hgp triSn khai eong tae t6 ehue HNQT theo S\I phan eong eua Ban Giam Hi~u

Nha truang.

ni~u 6. Quy~n va trach nhi~m cua nBi tac tAchuc
1. La dan vi ph6i hgp Truang DHQT trong eong tae t6 ehue, th\fe hi~n, qwin ly HQi

nghi hQi thao khoa hOCqube tS vS giao d\le va khoa hoc eong ngh~;

2. DUQ'equySn t6 ehue quan ly, khai thae k~t qua eua HNQT va dUQ'ehuang cae quySn
lQ'itu cae hO:;1tdQng nay thea quy dinh eua Nha nuae va thea Th6a thu~n hgp tae da
ky kSt. Trong truang hgp khong ky Th6a thu~n hQ'ptae, can co S\I phan e6ng t6 ehue,
thl!e hi~n, quan ly HNQT gifra hai ben b§ng van ban;

3. Co traeh nhi~m th\Ie hi~n dung thea Th6a thu?n hgp tae da ky k~t. Trong truang hQ'p
kh6ng ky Th6a thu~n hQ'ptae, can co S\f phan eong t6 ehue, thl!e hi~n, quan ly HNQT
gifra hai ben b~ng van bi'm;

4. Co traeh nhi~m thong bao d~n Truang DHQT bAt ky thay d6i nao di~n ra trong qua
trinh t6 ehue, th\Ie hi~n, quim ly HNQT b~ng van ban;

5. Co traeh nhi~m eung dp dlly du thong tin vS HNQT dSn Truang DHQT bao g6m vAn
dS tai ehinh va cae v&n dS khae lien quan dSn eong tae t6 ehue, tlWe hi~n, qmin ly
HNQT.
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Di~u 7. Quyen va trach nhi~m cua Truong DHQT
l. T6 chirc quan ly, khai thac kSt qua cua HNQT va diroc huong cac quyen loi ill cac

hoat dong nay thea quy dinh cua Nha mroc va thea Thoa thuan hop tac da ky kSt.
Trong tnrong hop khong ky Thoa thuan hop tac, c~n co S\I phan cong t6 chirc, thirc
hien, quan ly HNQT gitra hai ben bang van ban;

2. Duoc quyen thu phi t6 chirc, quan ly, thuc hien cac loai HNQT:

a. Thu 10% phi quan ly tren tong kinh phi thu duoc (phi quan ly nhAm phuc vu cho
viec quan ly thu-chi lien quan dSn Hoi nghi bao g6m C(J sa v~t chat, rna cong
thanh toan tnrc tuyen, thu phi tham dir hoi nghi, thanh toan cac chi phi phat sinh
lien quan dSn hoi nghi va cac cong tac khac) d6i voi:

- Loai 1: T6 chirc t<:tiTruang D<:tih9C Qu6c tS, do Truang lam d~u m6i quan ly
ti1U chi, co thu phi tham d\I cua khach mai va co ho~c khong co ngu6n thu ill
cac ngu6n tai trq khac.

b. Thu phi S11d\lng C(J sa v~t ch~t thea BiSu phi dinh kern d6i vai:

- Lo<:ti2: T6 chilc t<:tiTruang D<:tih9C Qu6c tS, do TruOng lam d~u m6i quan ly
thu chi, khong thu phi tham d\I cua khach mai, va co ho~c khong co ngu6n thu
illcac ngu6n tai trq khac.

- Lo<:ti3: T6 chilc t<:tiTruOng D<:tih9C Qu6c tS, do d6i tac t6 chilc lam d~u m6i
quan ly thu chi, co ho~c khong thu phi tham d\I cua khach mai, va co ho~c
khong co ngu6n thu illcac ngu6n tai trq khac.

c. Thu 3% phi quan ly tren t6ng kinh phi thu duqc d6i vai:

Lo<:ti4: T6 chilc ngoai khuon vien Truang D<:tih9C Qu6c tS, do d6i tac t6 chilc
lam d~u m6i quan ly thu chi, co ho~c khong thu phi tham d\I cua khach mai, va
co ho~c khong co ngu6n thu illcac ngu6n tai trq khac.

3. Co trach nhi~m th\Ic hi~n dung thea Th6a thu~n hqp tac dii ky kSt. Trong truOng hqp
khong ky Th6a thu~n hqp tac, ck co S\Iphan cong t6 chilc, th\Ic hi~n, quan ly HNQT
gifra hai ben bAng van ban;

4. Co trach nhi~m thong bao dSn D6i tac t6 chilc b~t kY thay d6i nao di~n ra trong qua
trinh t6 chilc, th\Ic hi~n, qufm ly HNQT bAng van ban;

5. Co trach nhi~m cung c~p d~y du thong tin vS HNQT dSn D6i tac t6 chilc bao g6m v~n
dS tai chinh va cac v~n dS khac lien quan dSn tac t6 chilc, th\Ic hi~n, quan ly HNQT;

6. T<:todiSu ki~n thu~n lqi vS thu tI,lc, C(J sa v~t ch~t, trang thiSt bi va ngu6n nhan l\Ic
triSn khai t6 chilc HNQT mot cach hi~u qua;

7. Yeu c&ucac Phong, Ban, Trung tam lien quan h6 trq dan vi t6 chilc triSn khai t6 chilc
HNQT dung tiSn dO.

Di~u 12. Hi~u l\fc th\fc hi~n Quy dinh
1. Quy dinh nay co hi~u l\Ic kS illngay kY. Quy dinh nay thay thS cho cac van ban truac

day lien quan dSn vi~c t6 chilc, th\Ic hi~n, quan ly Hoi nghi hoi thao khoa h9C qu6c tS
vS giao d\lCva khoa h9C cong ngh~ do TruOng D<:tih9C Qu6c tS (d6ng) t6 chile.
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2. Trong qua trinh thirc hien, Quy dinh nay co th~ diroc xem xet va sua d6i cho phu hop
voi thirc t~. Vi~c sua d6i, b6 sung Quy dinh nay do Hieu tnrong quyet dinh.

3. MQi tnrong hop ngoai Quy dinh nay se do Hieu tnrong xem xet va quyet dinh.
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GIANG fH1ONG­
PHONGHQC

, Don ~iaJbu6i
(Ap dung doi voi cac dan
vi trong h~ thong DHQG)

<,
7

I CO'sCr3B Ly TV TrQng

Don giaJbu6i
(Ap dung d6i voi cac dan vi
ngoai h~ th6ng DHQG)

Giang dirong 77 ch6 - 1.000.000 dong 1.500.000 dang

II KLH-TN 1 &KLH-TN 2

Phong h9C40 ch6
Phong h9C23-29 ch6

500.000 dong
300.000 dang

1.000.000 dong
500.000 d6ng

Giang dirong 174 ch6 1.000.000 dong 1.500.000 dong

Giang dirong 154 ch6 900.0bO dong 1.300.000 dong

Phong'h9c 90 ch6 700.000 dong 1.000.000 dong

III Phong hoc tai ThO' vi~n
trung tam

Phong h9C 50 ch6
Phong h9C25 ch6

Phong h9C 90 ch6
Phong h9C 63 ch6
Phong h9C40 ch6

500.000 dang
300.000 dong

700.000 dong
500.000 dong
400.000 dong

700.000 dang
500.000 dang

TF
FJJ.

U

1.000.000 d6n~,

Ghi chu:
+ Cac tnrong hop khac do Ban giam hieu quyet dinh.

+ Truong hop sir dung phong h9C tai TVTT cho cong tac in sao d~ thi tuyen sinh d~i h9C

khong ap dung mire gia tren.
+ Gia tren da bao gam thue, nhan SlJ true Icy thuat, h~ thong trang thi~t bi: may chieu + man

chieu, may tinh, am thanh + 01 micro.



" DAl HOC ouoc GlA TP.HCM CONG HOA xA HOI CHU NGHiA VI.tT NAM
TRUONG D~I HQC ouoc TE DQc l~p - T1! do - Hanh phuc

QUYTRiNH
V~vi~c tA chirc, thuc hi~n, quan ly

HQi ngh] hQi thao khoa hoc quBc t~ khoa hoc & cong ngh~

do Truong D~i hoc QuBc t~ (d6ng) tA chirc

(Ban hanh kern QD sb: -El:--IQD-DHQT-QLKH, ngay 11 thang 01 niirnc20I{S)

TT
Th.('yi NQi l'li;\f~';hi~n. eM ~i~t GbiChu.:
ghm dung,' ':,"

I. CONG TAc CHUAN BJ
Xin y Dan vi t6

Gui To trinh, Ke hoach t6 chirc & DV tru M~u COl &
kinh phi sa bQ hoi nghi dSn Phong

Truce ki~n tA chuc CO2
1 8 thang chirc

QLKH.
T6ng hop noi dung, trinh Ban Giam Hieu

hQi ngh] P.QLKH xem xet va phe duyet.
Dan vi t6

- Soan thao va trinh ky cac thoa thuan
Xac chuc
djnh P. QLKH

hop tac lien quan dSn HNQT;
Truce - Trong tr:rang hop kh6ng ky ~h6a thuan

2 thanh6 thang ph§n tA P. QHDN hop tac, can c6 sir phan c6ng t6
chuc,thvc hi~n, qufm ly HNQT giua hai

chifc D6i tac t6 ben b~ng van b<'m.
chuc
Dan vi t6 Dva vao y kiSn phS duy~t cua BGH, len M~u C03

Len k~
chuc KS hO<;lchchi tiSt.

Truac H6 trq dan vi t6 chuc l~p bang dv tm3 ho~ch P.KHTC M~u CO2
6 thang chi ti~t kinh phi chinh thuc.

P.QLKH
T6ng hqp nQi dung va trinh BGH xem
xet va phe duy~t.

Dja Dan vi t6
Truac chuc Tim kiSm dia di~m t6 chuc, khach s<;ln

4 6 thang di~m tA D6i tac t6 cho khach tham dV
chifc chuc *

Dan vi t6 - ThiSt kS va xay dvng website cho hQi
chuc nghi. P. QLKH h6

-TiSn hanh nh~n bai, th§.m dinh bai.
-

5
Truac Call for D6i tac t6 trq
6 thang paper chuc * - Gui Call for Papers.

P.KHTC - M6 tai khofm (thanh toan va chuy~n

7



D6i tac t6 khoan)

chirc * -Thu phi tham du H9i nghi

_Dira vao dir toan kinh phi H9i nghi, len * Luu y: M9t

Dan vi t6
phirong an tim kiem nguon tai tro
(Nafosted, DHQO ... )

s6 dan vi tai

chirc _Cung c~P Thir ngo/ HQ"pd6ng v/v xin
tro yeu cau
nghiern ngat

TIUac
Xin tai tai tro (neu co) viec tuan thu

6 4 thang
tro HQi t~ai diS~ n9P
ngh] H6 tro ra soa~Hop d6ng/Chung nr, ... v/v

P.KHTC ho sa de dam
xin tai tro (neu co) bao h6 So'

T6ng hop n9i dung va trinh BOH xem
ducc phe

P.QLKH xet va phe duyet
duy~t.

1.D8i VO; HQi ngh] tA clnrc trong khuon vien cua cua Truong
DHQT va DHQG-HCM:

Dan vi t6
Cung cap So' );'Suly lich va Bai ph~t bieu
cua cac dai bieu khach moi (bao gorn

Xin giiy chuc ban dich tieng Viet d6i voi cac bai phat

TIUac
phep tA biSu b~ng ti~ng nuac ngoai)

7 4 thang
chtfc T6ng hqp n9i dung va lam h6 So' xin gi~y
HQi P.QLKH phep t6 chuc d~n DHQO
ngh! 2. D8i v6'i HQi nghi tA chtfc ngoai khuon vien clla ctia TrU'o'ng

DHQT va DHQG-HCM:

Dan vi t6
chuc Co trach nhi~m lien M vai dia phuO'l1g (Cac dan vi

D6i tac t6
xin y kiSn t6 chuc HNQT da dUQ"c chuc nang h6

DHQG-HCM dp phep. trq)

chuc *
_Tong hQ'pdanh sach khach tham d\l'
_Len k~ ho.;tch chi ti~t cac cong vi~c: In

Dan vi t6
Proceeding, qua t~ng H9i nghi, phuO'l1g
ti~n v~n chuySn, van ph6ng ph&m, qua

chuc t~ng cho h9i nghi, ti~c tra, an trua, gala

Chu§n
dinner, welc?me recep~ion.

Truac
- Gui bang tong hqp den P.QLKH.

7 4 thang
bi CO' sO' Tong hqp n9i dung va trinh BGH xem
v~t chit P.QLKH xet va phe duy~t.

P.KHTC _ChuySn khoan thanh toan cho cac cong
ty, khach s.;tn.

P.QTTB - Chucln bi teabreak, an trua, gala dinner,

Doi tac to welcome reception va phong cho h9i

chuc * nghi (IU)

Thanh
Dan vi t6 Dan vi d~ xu~t danh sach nhan Sl! tham Mgu C04

9
Truac l~p Ban

chuc gia t6 chtl"cHNQT

2 thang tA chu-c P. QLKH
De xuat danh sach nhan Sl! den Ban
Giam Hi~u

8



-. , Thu tuc Dan vi t6

Truce visa cho chirc
10 khach H6 tro xin visa cho khach tham du

2 thang
tham P.QHDN
du

11 Truce HQp BTC H9i Len chi ti€t k€ hoach t6 chirc M&u COS
1 thang BTC nghi

Truce ChBt Dan vi t6
12 danh Ch6t danh sach khach moi tham du

1 thang chilc
sach

Dan vi to - D~ xuat danh sach khach moi
13 Truce Gfri thu chilc - In ~n Thu moi

P. QLKHh6
1 thang mo'i Doi tac to - Giri Thu moi cho Khach tham du

tro
chirc *
P.QLKH

Chiu trach nhiem soan Welcome

ChuAn Message trong va ngoai tnrong:

bi - P. QLKH cung dp thong tin chung cua

14 Tnroc Welcom U6i tac t6 Truong, thong tin quan ly khoa hoc;

2 tu~n e chilc - Dan vi t6 clnrc cung c&pthong tin dan

Messag vii chuyen mon!lien quan d€n H9i nghi;

e
Bien! phien dich (neu co)P.QHDN

Thong

Tnroc cao bao Lam thong cao bao chi va moi bao chi
15 1 tuan chi va P.QHDN (neu co)

miri bao
chi

- Thong bao tren website IU chuang
trinh HN.
- In ~n banner, backdrop, standee.
- Trang tri h9i tnrong, phong hop va khu
V\l'Ctrung tam, khu V\l'Cti€p tan don
khach.
- Dan cac ban chi d&n, sa d6. Cac Phong,
- Chu§.n bi may in, may scan, gi~y in. Ban, Trung

Truac ChuAn Dan vi t6
- Ki~m tra l~i phong h9i nghi (may Tam ph6i hQ'P

16 1 tu~n hi truO'c chuc
chi€u, am thanh, anh sang, ngu6n di~n, 6 th\l'Chi~n theo

HN c~m, may l~nh). S\l'phan cong
- Chu§.n bi hoa, qua t~ng, cac in ph§.m cua Ban Giam
lien Quan cho khach mai va khach tham Hi~u.
d\l'.
- Chu§.n bi nuac u6ng (chai) cho phong
HN.
- Phan cong cong vi~c.
- HQP t6ng dqt.

ri
I,
(

9



II. TO CHUC HOI NGHI

Dira Dan vi t6

1 rurrc chuc - Chu§.n bi xe dira nroc khach moi
khach P. QTTB

- D6n tiep khach moi tai ban tiep tan;
Dan vi t6 - Cho khach dang ky ten

1 Don chirc - Phat bang ten cho khach & qua tang
khach (neu c6)

P. KHTC Thu phi tham du (neu c6)

Van - Chieu video clip gioi thieu v~ IU tnroc
ngh~
trmrc Dan vi t6

hQi nghi.
2 -Trinh bay ti~t muc van nghe (danh dan,

khi chuc
Khai

nhac cu, mila hat dan ca) trong thai gian
khach cho 6n dinh truce hQi nghi

mac
- MC gioi thieu va moi dai biSu phat - D6i tic t6

Khai Dan vi t6 bieu, chirc phoi h9'P
3 mac Hi)i chirc - MC moi dai dien nha tnrong trao qua trong cac

ngh] cho phia khach moi, chup hinh hru niem. mang cong

Group Dan vi t6 Di~u phoi huang dftn khach moi t~p viec theo
4 photo chirc trung chup hinh (truce sanh cua IU). Th6athu~n

Trong Dan vi t6 h9'P tac hoac

cac
Trinh chirc

Phu trach noi dung cua HQi nghi van ban phan
5

ngay
bay hi)i congo

di~n
nghi P.QTTB H6 tr9' am thanh, anh sang cho HQi nghi - Cac Phong,

ra Dan vi t6
- Chuan bi cac ban de thlrc an & nuac Ban, Trung

6 HQi uong Tam ph6i h9'P

nghi
chuc - KiSm tra m6n an & u6ng dva tren thvc thvc hi~n thea

ChuAn dan sv phan cong
bi Tea - KiSm tra cach bai tri thuc an (bao g6m cua Ban Giam

7 Break P.QTTB Bang giai thi~u ten m6n an) Hi~u.

- KiSm tra cac bQ d6 dUng (chen, dua,
mu6ng, khan gi~y hQp)
- Di~u ph6i vien dan vi t6 chuc huang

Tea Dan vi t6
dftn khach mai tham dv bu6i Tea Break.

S -S~p x~p nhan lvc thu dQn ngan n~p.
Break chuc -T~p trung khach mai vao HQi truang dS

f-----
ti~p tl,lCtham dVHQi nghi.

Dan vi t6 - Chu§.n bi d.c bim d~ thuc an & nuac
A •

chuc uong

ChuAn
- KiSm tra m6n an & u6ng dva tren tlwc

9 bian
dan
- Ki~m tra cach bai tri thuc an (bao g6m

trtra P.QTTB Bang giai thi~u ten m6n an)
- K~~m tra cac b9 d6 dUng (chen, dua,
muong, khan giay hQp)

10



" Dan vi t6 - DiSu phoi vien dan vi t6 chirc huang
chirc: d&nkhach moi tham du bu6i Lunch

10 An tnra
(hoac ki~m soat ve).

P. QTTB -Sap xep nhan hrc thu don ngan nap,
-Tap trung khach moi van HQi tnrong d~
ti~p tuc tham du HQi nghi,

Dan vi t6 - Lien M nha hang, khach san.
Gala chilc

11 Dinner
- Huang d&nkhach moi dSn dia diem d~

P.QTTB tham du.

III. CAC CONG TAC SAU H(H NGHI
1

1 ngay Thu Dan vi t6 D9n dep phong 6c, standee, backdrop, ...
sau dQn chirc
HN

Dan vi t6 Bao cao HQi nghi M&uC06
chilc

20 TAngngay - Thanh quyet toan kinh phi
2 hep, P.KHTC - H6 tro bao cao sau HQi nghisau Bao caoHN Bao cao BGH, DHQG, bao cao tong k~t

P.QLKH cho cac nha tai tro (Nafosted, ...)

Dan vi t6 In ~n ky ySu HQi nghi
P. QLKHh6

chilc tro (neu co)

* : tuy vaa thoa thudn trang MOAIMOU voi cac d6i tac

•,

11



DAI HOC ouoc GIA TP.HCM CQNG HOA XA HQI CHU NGHiA VItT NAM
TRUONG D~I HOC ouoc TE Dqc l~p - TV do - Hanh phuc

BIEUMAu
V~ vi~c tA chirc, thuc hi~n, quan ly

Hqi ngh] hqi thao khoa hoc quBc t~v~ khoa hoc & cong ngh~
do Truong D~i hoc QuBc t~ (dAng) tA clnrc

(Ban hanh kern QD s6: -_rt--IQD-DHQT-QLKH, ngay41 thang 61 niirncJOf'8,J
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I M~u COl I

TRUONG f)~I HQC ouoc T:E
KHOAIBO MON

CONG HOA xA HOI CHU NGHiA VI~T NAM
DQc I~p - TI}'do - H~nh phuc

Tp. H6 Chi Minh, ngay thang ndm 20

Kinh gfri: Ban Oiam Hieu Truong D~i hoc Quac t~

Phong Quan Iy Khoa hoc

(Ten dan vi) kinh giri ke hoach t6 chirc H9i nghi nhu sau:

1. Ly do t6 chirc:

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

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

2. Muc dich, yeu cAu:

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

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

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

3. Thot gian, dja di~m t6 chirc:

Thai gian t6 chirc: Thu , ngay .. .1 120 ., ,
Dia diem to chirc: .

Dja diem tham quan/khao sat (neu co): .

4. Hinh thirc t6 clnrc:

DT6 chirc H9i nghi tnrc tiep
DT6 chtrc H<)inghi tnrc tuyen

DTiep nhan va xet duyet bai bao cua ngiroi tham du
D In in Ky yeu (toan van)
D In ~n Ky yeu (phan tom t~t)
DISBN

Danh sach HQi dAng khoa hoc xet duyet bili bao (dl}' ki~n):

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

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

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

11...



I M~u COl I

5. NQi dung chuong trinh lam vi~c va cac hoat dQng ben I~ hQi nghi/hQi thao:
Hoi nghi/ Hoi thao t~p trung thao luan cac nh6m v~n d~:

Chuang trinh lam viec g6m:

Cac heat dong ben l~ hoi nghi/hoi thao:

6. Thanh ph§n ta clnrc:
- Co' quan phia Viet Nam
- Co' quart phia ruroc ngoai
- Co' quan tai tro (neu e6)

7. Thanh ph§n tham d.,:
(s6 IU(1ngva CO' cdu thanhphdn dai bieu, baa g6m ca dai bieu Viet Nam va dai bidu co quoc tich
nutrc ngoai)

8. Chuong trinh cua hQi nghi/hQi thao (dt! kien):

9. n., tru kinh phi tA clurc hQi thao (din cu Bang du tru kinhphi dinh kem):
Kinh phi dl}' kiin la (Bang chit ), trong do gAm:

TAng Chi: d, gom:
..................d
.................. d
.................. d
.................. d

2/ ...



I M~uCOl I

TAng Thu: d, g6m:
.................. d
.................. d
.................. d
.................. d

10. D~ xu§t h6 trQ' cua cac phong ban

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

• ••••••• •••• ••••• •••• •••••••••••••••••• II •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Kinh d~ nghi Ban Giam Hieu xem xet va cho y kien chi dao,

Tran trong cam on.

Dinh kern:
I. Bang du tru kinh phi
2 .

3 ..

LANH D~O DON VI

3/...



TRUONG D~I HQC QUOC TE
KHOAIBO MON

" '/ • __ 4 .. "........., ,~/ T- _

~~~_~?~i
CONG HoA xA HOI CHU NGHiA VI".E:TNAM

D9C l~p - TI,Tdo - Hanh phuc

TP.HeM, ngay ... thang ... nam 201

DU ToAN KINH PHi HOI NGHI. ..
Tho; gian tA clnrc: ngay .... thang ..... nam .....
D· d·A tA h'Ja tern 0 c uc:

Ti gia thang ... .120 •.• :
DVT: 1.000 VND

000 D8nglUSD

1 D,a

NQi dung

a
clnrc

Backdrop khai macb
c Backdrop trong phong H9i nghi (cac session)
d Standee +Chan Standee

f Hoa tiroi
g Banner dan tren xe Bus dua d6n khach

2 H6 trQ' cho Invited S

3

a Taxi d6n tir san bay v~ Khach san
Phi hru tru (J Khach san 3 sao

khai mac
c
d Tea Break HN
e An t6i cho Invited Speakers

tinh

tAm

Ghi chu

Ngay tlnr hai cua H9i nghi

tAm
tAm

Ti~n m~t

f Tea Break bu6i sang tai cac phong HN

b9

Ph5.n

Ngiroi

Ph5.n



DO'nvi sa DO'n Thanh tien
STT NQi dung

tinh Ti~n m~t Chuy~n khoan
Ghi chu

hrong ghi
g An trua cho tAtca cac khach Ph~n
h Tea Break bu6i chieu tai cac phong HN Ph~n
i Banquet tai nha hang cho tAt ca cac khach HN Ngtroi
Ngay thir ba cua HQi nghi

k Tea Break bu6i sang tai cac phong HN Ph~n
1 An trua cho tAtca cac khach Ph~n
m An t6i cho Invited Speakers Nguoi
Nuoc uong
n Niroc su6i thung

4 Di h,liva city tours
a T6 chirc Saigon city tour Ngum

b xe Bus dira d6n khach tir NQi thanh <-> DHQT, 3 hrot
hrotdi v~, 3 xe

5 In in
a Poster Call for Paper to'
b Proceeding d~ phat tai HN cUc3n
c Ghi dia CD va in bao dia CD d~ phat tai HN bQ
d Thong cao bao chi, gioi thieu IU va KhoaIBM to
e ThumaiHN to
f Bang ten Ban t6 chirc va Khach HN cai

g Photo tii li~u chuang trinh HN,danh sach tham dir, ban
bQdb, busline, ..

h In AO (trang den) chuang trinh HN thea bU6i1phong to
i In AO (mau) cac Poster gioi thieu KhoaIBM va ru to

6 Van phOng phim
a GiAytrang ram
b GiAymau (4 mau) ram
c GiAyDecal sAp
d Bia la to
e But bi hQp
f Gia g6 kh6 AO treo chuang trinh HN cM

7 Chi phi KhOlin tr1!c ti~p

a H6 trQ'lien ll,\cdi~n thol,\icho BTC trong 4 ngay chuAn
Nguoibi va di~n ra HQi nghi



NQi dung
tJo'n VI ~o rron ananu ueu

STT tinh Ti~n m~t Chuyen khoan
Ghi chu

hrQ'ng gia

b Thu lao tra cho chuyen gia duyet bai Ngiroi

c Thu lao tra cho chuyen gia phan bien bai Nguoi
d ThU lao Edit Proceeding Nguoi

e Thu lao thi~t k~ toan bQAnpham cua HQi nghi Ngub'i

f Thu lao tao, quan ly website va kenh thong tin HN Ngiroi

g Bbi dirong cho nhan vien v~ sinh, phuc V\I Nguoi

h Bbi duong sinh vien him Cong tac vien tai HN Ngiroi

i Bbi dirong cho sinh vien don khach a San bay Nguoi

8 Phi kich hoat va duy trl h~ thang thu ti~n qua Internet

a Phi kich hoat h~ thong dQt

b Phi hang thang (Thang 1->6/2014) thang

9 Mua sach Springers
Sach Ky y~u HQi nghi do Springer xuAtban cudn

10 An ph§m quang ha hinh anh IU
a Ao thun cho Cong tac vien ao

b TuilC~p dung tai li~u cai

c Day deo+ The bang ten bQ

d Qua tang Invited Speakers, Khach moi, Bao chi phAn

11 Bao chi, thong tin

a Bao chi truyen hlnh dua tin dan vi

b Quay phim khai mqc va Tutorial cua H(Ji nghi IAn

c Sao chep 5 BQDVD chuang trinh HN (8 DVDIBQ) DVD

12 Lien l\lc, gUi.thtr
a Bao thu F4, F5 cai

b Gai thuica1l4paper nuac ngoai cai

c Gai ca1l4paper trong nuac cai

d Gai invitation trong nuac (n(Ji tinh) cai

e Gai invitation trong nuac (ngoqi tinh) cai

13 Khac
a ....
b ....
c ....

d ....
e ....



1

2

NQidung

NQi dung chi

Ghi chu

Ghi chii

ngum

au - sinh vien ti ngtroi

au - khdch Vi?t Nam
ngiroi

don vi
don vi
don vi

Xin tai

BTC HQI NGHJ KHOAIB<) MON P.KHTC P.QLKH BAN GUM HI:¢U



I !

I M~uC03!

CQNG HOA xA HQI CHU NGHiA VI~T NAM
DQc l~p - TV do - H~nh phuc

Tp. H6 Chi Minh, ngay thang ndm 20

TRUONG D~I HQC ouoc TE
KHOAIBQMON

CHUaNG TRINH CHI TIET

HOI NGHI/HOI THAo .. ..
Thai gian t6 chirc:

Dia diem t6 chirc:

Ngay Dja di~m Thoi gian Ho~t dQng Ghi chii

Ngay 1
(Thu ...,
ngay .... .)

Ngay 2
(Thu ...,
ngay .... .)

Ngay 3
(Thu ...,
ngay .... .)

...

LANH D~O DON VI

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



TRUONG D~ HQC ouoc TE
KHOAJBQMON

I M~uC041

CQNG HOA xA HQI cnu NGHiA VItT NAM
DQc l~p - Tv do - H~nh phuc

Tp.H6 Chi Minh, ngay thdng nam 20

DEXuATDANHSAcHNHANSrr .
HOI NGHI/HOI THAo .. ..

Thai gian t6 chirc:

Dia diem t6 chirc:

1. Ban Chi D~o HQi ngh]
........................ , Tnrong Ban

- , Ph6 Truong Ban
- , Uy vien

2. Ban T6 clnrc HQi ngh]
- , Truong Ban
- , Ph6 Truong Ban
- , Uy vien

3. Ban NQi dung:
- , Truong Ban
- , Ph6 Truong Ban
- , Uy vien

4. Ban tlnr ky:
- , Truong Ban
- , Ph6 Truong Ban
- , Uy vien

LANH D4.0 DON VI



M~u cosi
TRUONG D~I HQC ouoc TE
KHOAIBO MON

CONG HOA xA H(H CHU NGHiA VIl]:TNAM
DQcl~p - TV do - Hanh phuc

TP. HCM, Dgay ••• thang ... Dam 201

CONG TAc CHuAN Bl TRUaC, TRONG vA SAU HOI NGHI

1 Trurrc Hoi nzhi:. .
STT PHAN Mo tii cong vifc ThiYihan Trach nhifm chinh Ph6i hllP/ Ghi chu

LO~I Ki@mtra

1

2

2 T HA• h'. ronz QI n~ I:

STT PHAN Mo tii cong vifc ThiYih~n Trach nhifm chinh Ph6i hllP/ Ghi chu
LO~I Ki@mtra

1

2

3 S HA• hi. au QI ne;1 I:

STT PHAN Mo tii cong vi~c ThiYih~n Trach nhi~m chinh Ph6i hllP/ Ghi chu
LO~I Ki@mtra

1

2

. .



TRUONG D~I HQC ouoc TE
KHOAIBQMON

CONG HOA xA HOI CHi; NGHiA VIET NAM. . .
D{}cl~p - TV do - Hanh phuc

Thimh phi>H6 Chi Minh, ngay .., thang ... ndm ...

BAocAo
Tom t~t k~t qua hQi ngh], hQi thao quBe t~ v~...

Kinh giri: Ban Giam Hieu Truong Dai hoc Quoc tS, DHQG-HCM
Phong Quan ly Khoa h9C

1 T~ h~' hi h~' h'· en 91 ng 1, 91 tao: .
2. Muc dich hOi nghi, hOi thao: .
3 N ~· d h ' h ' hoi hi h~' h'· 91 ung, c irong trm cua 91 ng 1, 91 tao: .
4. Thai gian va dia di~m t6 chirc hOi nghi, hOi thao: .
5. Cac co quan, dan vi chiu trach nhiem t6 chirc (phia Vi~t Nam va phia mroc ngoai):
..................................................................
6. Thong tin v8 bao cao vien nguoi mroc ngoai (ghi ra ho ten, chirc danh, co quan cong
tao):

6.1 .
6.2 .

................................................................
7. Thanh phan tham dir, s61uqng dai bieu Vi~t Nam va dai bieu co quec tich mroc ngoai:
...................................................................... (kern thea danh sach dai bieu).
8. Nguon kinh ph~: ~ ..
9 I'\' h ." ~ k~ , h~' h' h~' h'· van gla tom tat et qua 91 ng 1, 91 tao: ..
10. Nhfrng vuang m~c, vftn d8 phat sinh trong hOi nghi, hOi thao da:ho~c chua duqc xu ly
(n~u co): ..
11. Nhfrng d8 xuftt, ki~n nghi (n~u co): ..

LANH D~O DON VI


