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Huiéng din cong viéc:
TO CHU'C HQI NGHI/HOI THAO

KHOA HQC CAC CAP

M hod: HD/8.5.1d/P.QLKH&HTQT

Ban hanh lin: 03

Higu lye tir ngay: 01/8/2020

Trang/ téng sb trang: 1/2

I. MUC PiCH VA PHAM VI AP DUNG
- Huéng din phéan dinh trach nhiém va trinh tu thuc hién viéc t6 chirc Hoi nghi/hoi
thao khoa hoc ¢ap truong, cip khoa, cip bd mon.
- Huéng dan cong viée ndy dp dung cho qué trinh 1ap Ké hoach nghién ciru khoa hoc
hing nim ciia Trudong do phong QLKH&HTQT tb chire thue hién.

II. PINH NGHIA VA TU VIET TAT

1. Dinh nghia:
2. Tir viét tit:

- BGH: Ban Giam hiéu
- P.QLKH&HTQT: Phong Quan 1y khoa hoc va Hop tac qubc té
- HBKH&DT: Hoi dﬁng khoa hoc va dao tao
- HN/HTKH: Héi nghi/hdi thao khoa hoc
- HS: Hb so
III. NOQI DUNG

(khéng c9)

A . - .
RH B EhE e Ngi dung thure hién RV i Miu hd so
edng viée trach nhiém
Can cir Ké hoach hoat ddng
Cong tac KH&CN h%ng nam, xac dinh thoi
gian t6 chirc hoi nghi/hdi thao Al
cac cap
v i
Lap Xay dung ké hoach to chirc héi|- P. QLKH&HTQT |Ke hoach héi nghi/
Ké hoach =|| nghi/hdi thao khoa hoc nim hoc |- Céc don vi hdi thao khoa hoc
E
v 5 - .
Duyét va trién khai ké hoach toi 4 as :
e ye : -BGH Ké hoach h¢i nghi/

phé duyét

cac don vi.

- P. QLKH&HTQT

hoi thao khoa hoc

duoc duyét
Hop, lira chon Té chirc hop lua chon cha dé hoi| -P. QLKH&HTQT |Bién  béan h:j:op
chi dé HN/ HTKH nghi/hgi thao céc cap - Céc khoa/bd mon |HDKH&DT cac cap
: iy dung Ké hoach hdi nghi/h¢i
Xiy dyng mfjiap“frimeg/kii‘;boo;ﬁ VRO b QLKH&HTQT |Ké hoach HNHT cip
ké hoach ; ; : - Céc khoa/bd mo ¢ Omo
Shoach ol st i hirpitia | oW o0 EER jidpkiotom
:g
" BGH
Xem xét, = Y = Ké HN A
phé duyét Duyét va trién khai ké hoach - Céc khoa ‘hﬁﬁ ek .ﬁ;fl;lcap
- P. QLKH&HTQT :

Pat




Hwéng din cong viéc:
TO CHUC HOI NGHI/HQOI THAO

Ma hod: HD/8.5.1d/P.QLKH&HTQT

Ban hanh lin: 03

Hiéu lyc tir ngay: 01/8/2020

KHOA HOC CAC CAP Trang/ thng b trang: 272
Luu d6 cac bude & 1 DV/CN chiu x .2
cong vike NGi dung thue hién tréch nhigm Mau ho so
y . . - Ky yeu
Tochic HNHTKH | | Shudn bi ho so HNATIRH 1 ¢ khoabo mon [P lont
-Té  chac  HN/HTKH theo| P. QLKH&HTQT |- Bién ban t6 chirc
Ké hoach. : HN/HTKH cap
truong/khoa/bd mén
S i Luu hdé so lién quan dén
uu A " P a a
HI:UHTKH cap truéfng/khoa{bo - Céc khoa, bd mon Céc HS lién quan
mon theo quy dinh va quy trinh|- P. QLKH&HTQT
Kiém soat ho so.

IV. BIEU MAU AP DUNG

Tén biéu mau M3 hoa Thb}.gla.lrl. Noi luu
lwu toi thiéu
Ké hoach hdi nghi/hdi b P. QLKH&HTQT
ko khisa hoe nliin hoe HS/8.5.1d/P.QLKH&HTQT-1 05 ndam
K& hoach hoi nghi/hdi théo :
chp trudmg/khoa HS/8.5.1d/P.QLKH&HTQT-2 05 ndm
Ké hoach hdi nghi/héi .
théo bé mén HS/8.5.1d/P.QLKH&HTQT-3 05 nam
Thé 1&, mau dinh dang bao e N
céip, tharh Tusn Khong ma hoa 01 nam -P. QLKH&HTQT
Bitn b 5 i b - Céc khoa/by mén
ién ban td6 chuc hoi
nghi/ hoi thao khoa HS/8.5.1d/P.QLKH&HTQT-4 05 nam
Bién ban t6 chirc hdi nghi/ " ; i
héi thio b6 mén HS/8.5.1d/P.QLKH&HTQT-5 05 nam
Ky yéu hoi thao HS/8.5.1d/P.QLKH&HTQT-6 05 nam




BO CONG THUONG ,
TRUONG PAI HOC SAO PO

Sé: /KH-PHSP

HS/8.5.1d/P.QLKH&HTQT-1
CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phiic

Hai Dwong, ngay....thing .....ndm 20

KE HOACH

Té chirc Hji nghi/ hi thio khoa hoc niim hoc 20... - 20...

1. MUC PICH, YEU CAU
1. Muc dich

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

2. Yéu ciu

Il. THOT GIAN, PIA PIEM, THANH PHAN

1. Théi gian : Tur.... dén......

2. Pia diém: ............
I1I. KE HOACH THU'C HIEN

Thoi gian

Noi dung

Thuye hién

IV. TO CHUC THU'C HIEN

1. Phong Quin ly khoa hoc va Hop tic quéc té

Phong Quan trj

Cac khoa
Céic by mon

il SR L

Noi nhén:
- Céc phong, khoa, TTGDNNSD;

- Cac ¢/ 5 Hiéu trudong;
- Lru: VT, QLKH&HTQT.

Phong Quan ly dao tao
Phong Céng tac sinh vién

Phong Tb chirc - Hanh chinh

HIEU TRUONG



HS/8.5.1d/P.QLKH&HTQT-2

BO CONG THUONG ~~ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAl HOC SAO PO DPoc lap - Tw do - Hanh phic
Sé: /KH-DHSD Hai Dwong, ngay....thdng .....ndm 20.....
KE HOACH
T chire Hdi nghi/thdo khoa hoc cip Truwong/khoa
Niam hoc 20... - 20...

L. MUC PIiCH, YEU CAU
1. Muc dich

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

1. Cha dé:

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

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

I1I. THOT GIAN, PIA PIEM, THANH PHAN
1. Thoi gian
2. Pia diém
3. Thanh phin
IV. KE HOACH THU'C HIEN
1. Thanh lip cac tiéu ban (cd danh sdich kém theo)
2. Ké hoach thue hién

Thi ei Néi d Pon vi/ca nhin
01 glan 01 dung thure hién
IV. TO CHUC THUC HIEN

1. Khoa........
2. Céc don vi phoi hgp thue hién

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



Tit chir

Noi nhan:
- Céac phong

HS/8.5.1d/P.QLKH&HTQT-2

TRUONG PAI HOC SAO BO

KHOA.............
NGHI/HQI THAO KHOA HQC
................. (CHUDE)...............”

- Cac d/c Phé Hiéu trudng;

- Luu: VT,

HIEU TRUONG



HS/8.5.1d/P.QLKH&HTQT-2

DANH SACH CAC TIEU BAN HQI NGHI, HOI THAO
Kém theo Ké hoach sé /KH-DHSD ngay ... thang ... ndm ...
1. Ban tb chirc

TT Ho va tén Chire vu Chire danh

|

2

2. Ban bién tip

TT Ho va tén Chire vu Chirc danh
1
2
3. Ban thu ky
TT Ho va tén Chire vu Chire danh
1
2
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HS/8.5.1d/P.QLKH&HTQT-4

BO CONG THUONG CQONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC SAO PO Déc lap - Ty do - Hanh phic

BIEN BAN HQI NGHI/ HQI THAO

A. Théng tin chung vé hdi nghi/hdi théo

2 R

-DPia didm: oo, eReyaas :

7 BRI e sbisins s AN R R A R T SR S S e R e s aya s
- Tong sb: ... nguoi, CO mit: ... nguoi, Véng mat: ... nguoi.

-Khach moi du .coveveeeevieceesecceeccins

B. N¢i dung lam viéc

Ong (Ba).......coovveniennenn... Chu tri khai mac Hdi thao.

1. Trinh bay bdo cdo

1.1.ONg/Ba ..vveveeeeeeea (Chtrc danh) — trinh bay béo cdo vé ...
1.2.0ng/Ba ..., (Chirc danh) — trinh bay béao cdo vé ...

2. Thao luin
- Céc thanh vién trong Hoi nghi/ hdi thao dua y kién thao luan, trao dbi
- Dai biéu, khéch mdi (néu ¢6) phat biéu
3. Két lugn
Chu tri Hoi nghi/ hoi thao két luan vé thanh cong cia Hoi thao, nhimg ton tai va
hudng giai quyét

CHU TRi THU KY

(Ky, ghi ré ho va tén) (Ky, ghi ro ho va tén)

Ghi chu:

Van ban ddnh mdy trén khé gidy A4, font chit Times New Roman, C& chit 13.

Z \\

\ €



HS/8.5.1d/P.QLKH&HTQT-6

BO CONG THUGONG
TRUONG PAI HQC SAO PO

KY YEU
HQI NGHI/HQI THAO KHOA HQC

“(CHU PE)”

Hai Duong, thang....nam

(Bia ngoai mau xanh blue)

\ e oo\



Sé6:  /KH-(BO MON)

HS/8.5.1d/P.QLKH&HTQT-3

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phiic

KE HOACH
T6 chire Hgi nghi/ hi thio khoa hoc - B§ mén...................
Nim hoc 20... - 20...
L. MUC PICH, YEU CAU
1. Muc dich

2. Yéu ciu

1. CHU PE

I11. PIA PIEM, THANH PHAN

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

1. Pia diém
2. Thanh phan
IV. KE HOACH THUC HIEN
§ i Noi dung Thoi gian Ghi chi
1 Théng .../20...
2

V. TO CHUC THUC HIEN
= KHOB. oo oovcarnioinss

“BOMON....oe e

- GHANE VICN «...ccviioesismnsenss

Noi nhdn:

- Phong QLKH&HTQT;
Bo mén:....... :
Luu:....

TRUONG KHOA



HS/8.5.1d/P.QLKH&HTQT-5

KHOA.................. CONG HOA XA HQI CHU NGHIA VIET NAM
BOMION. ..o covenssoncass = Déc lap - Ty do - Hanh phiic

BIEN BAN HQI NGHI/HQI THAO

A. Thong tin chung vé hdi nghi/ h{i thio

=T BHINE siciisiicinimsiiinnmmmsesermmessnssioninsésaesssesssmtamssesaendssemonsonssatsms s ssssonmssns sussoasusbonsis
T e T
L% g W

- Trf)ng $6: ... nguoi, CoO mat: ... nguoi; Véng mat: ... nguoi.

<EBRSCh MR Y oociivociiniiiiiininnios

B. N§i dung lam viéc

Ong (Ba)......ccoveeeeeeeeenn, Chu tri khai mac Hoi nghi/ hoi thao.

1. Trinh bay bdo cdo

1.1.Ong/Ba ..o, (Chirc danh) — trinh bay béo céo vé ...
1.2.0ng/Ba ..o, (Chirc danh) — trinh bay béo céo vé ...

2. Thdo lugn

- Cac thanh vién trong Hoi nghi/ hdi thao dua y kién thao luan, trao doi

- Pai biéu, khach moi (néu c6) phat bidu

3. Két lugn

Chu tri Hgi nghi/ hi thao két luan vé thanh cong ciia Hoi nghi/ hoi thao, nhimg ton
tai va huéng giai quyét./.

CHU TRi THU KY
(Ky, ghi ré ho va tén) (Ky, ghi ré ho va tén)

Ghi chu:
Viin ban dénh mdy trén khé gidy A4, font chit Times New Roman, C& chir 13.



(Bia ngoai mau xanh blue)

KY YEU

“(CHU PE HOI THAO)”

Hai Duong, thang....ndm.....

HS/8.5.1d/P.QLKH&HTQT-6
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HS/8.5.1d/P.QLKH&HTQT-6

I. V& bé cyc trinh bay ciia Ky yéu héi thio

1,

W

S B b

Trang biangoai (mau xanh blue)

Trang phu bia

Muc luc

Chuong trinh Héi thao

Béo cdo d& dan

Céc bai tham luan

Tai li¢u tham khao (dar ngay sau méi bai tham ludn)

IL. Soan thio vin béin

1.

Bdo cdo dugc danh may bang Font unicode kiéu Times New Roman, ¢& chit 13,

mdt d§ chir binh thudng, khéng nén hoic kéo dan khoang cach giira céc chir.

oY oE W

Cén 1é trén + dudi + phai 1a 2cm, 18 trai 13 3cm.

In trén mot mat gidy khd A4 (210mmx297mm)

Tén béo céo/bai tham lugn: IN HOA, CHU DAM, cin gitra trang gidy.

Tén tac gié/nhém tac gia: In dam, nghiéng, can phai, dat phia dudi tén bai tham luén.
Viéc dénh sd bang biéu, hinh anh va cong thirc: Panh theo sb thir tu (Bang 1,

Bang 2,... Hinh 1, Hinh 2...) theo tirng bai tham luén.

- 86 thir tw cua Bang biéu dugc dat phia trén va can 1é trai.
- S6 thir ty cia Hinh vé, d6 thi duoc dat phia duéi va can giira.

9. Tai ligu tham khao: Trinh bay theo thir tyr tai liéu tiéng Viét, tiéng Anh (hodc
ngon ngir Khac), tai li¢u tham khao mang Internet.

- $6 thir ty tai liéu tham khao dugc dit trong ngodic vudng va sép xép ting din.
- Tén tac gia (ndm cong bd), Tén bai bdo/ bdo cdo/ Sach, Tén Tap chi/ Ky yéu
Hoi nghi/ Nha xuat ban, S6, trang.

Vidu:

[1] Ngo Hiru Manh, Bui Van Hanh, Nguyen Thic Ha (2013), Nghzen curu anh hwong
cua cwong do dong han va chiéu dai hé quang dén sw tham gia cua kim logi co ban
vao moi han khi han bang cong nghé han plasma bét, Tap chi Co khi Viét Nam, sb
11/2013, trang 22-26, ISSN: 0866-7056.

[2] Nguyén Van Tu (1999), Xir Iy bé mar, NXB DPH QG Ha Noi.

[3] http://certification.altairuniversity.com
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86:  /KH-(BO MON)

HS/8.5.1d/P.QLKH&HTQT-3

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

Hai Duong, ngay...thang ...ndm 20.....

KE HOACH

To chire Hi nghi/ hi thio khoa hoc - B§ mén...................

I. MUC PICH, YEU CAU
1. Muyc dich

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

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

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

I11. PIA PIEM, THANH PHAN

1. Dia diém
2. Thanh phan
IV. KE HOACH THU'C HIEN

Nam hoc 20... - 20...

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

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

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

T Noi dung Thoi gian Ghi chi
1 Théng .../20...
2

V. TO CHUC THU'C HIEN

3 I

IR . o smsrmmsmmesisessmmmmasm et

= R VBN .cviivnvcriinasiinis

Noi nhin:

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

TRUONG KHOA
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HS/8.5.1d/P.QLKH&HTQT-2

BOCONG THUONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC SAO PO Poc ldp - Ty do - Hanh phiic
Sé6: /KH-DHSD Hai Duwong, ngay....thdng .....ndm 20.....
KE HOACH

Té chirc Hoi nghi/thio khoa hoc cp Trwong/khoa
Nam hoc 20... - 20...

L. MUC PiCH, YEU CAU
1. Muc dich

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

II. CHU PE, NOI DUNG
1. Chu dé:

2. Noi dung:

[11. THOI GIAN, PIA PIEM, THANH PHAN
1. Théi gian
2. Pia diém
3. Thanh phin
IV. KE HOACH THU'C HIEN
1. Thanh Idp cic tiéu ban (cé danh sdch kém theo)
2. Ké hoach thye hién

Pon vi/ca nhin

Thi gian N6i dung foyc kit

IV. TO CHU'C THUC HIEN
| B0 4 T —
2. Céc don vi phoi hop thwe hién

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

W\ 9\



HS/8.5.1d/P.QLKH&HTQT-2

Tit chir
TRUONG PAI HQC SAO PO
KHOA.............
HQI NGHI/HQI THAO KHOA HOC
AR S, ECRBR..cooiciiiiis »
Hai Duong, ngay.....thdng.....ndm.....
Noi nhn: RSEHIEU TRUONG
- Céc phong............ : PHOHIEU TRUONG
- Céc d/c Pho Hiéu trudong;
- Luu: VT,.......



HS/8.5.1d/P.QLKH&HTQT-2

DANH SACH CAC TIEU BAN HOI NGHI, HQOI THAO
Kém theo Ké hoach sé ~ /KH-DHSP ngay ... thang ... nam ...

1. Ban t chire

TT Ho va tén Chire vu Chirc danh

1

2

2. Ban bién tip

i 7 Ho va tén Chire vu Chirc danh
1
2
3. Ban thw ky
TT Ho va tén Chire vu Chirc danh
1
2

\



HS/8.5.1d/P.QLKH&HTQT-1

BO CONG THUGONG ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG DPAI HQC SAO PO Poc ldp - Ty do - Hanh phiic
S6:  /KH-DHSDP Hai Dwong, ngay....thdng .....ndm 20.....
KE HOACH
Té chire Hdi nghi/ hdi thiao khoa hoc niim hoc 20... - 20...

I. MUC PiCH, YEU CAU

1. Muc dich

2. Yéu cau

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

II. THOI GIAN, PIA PIEM, THANH PHAN
1. Théi gian : Tir.... dén......
2. Pia diém: ............

I11. KE HOACH THUC HIEN

Thoi gian N§i dung Thuye hién

vvvvvv

IV. TO CHUC THUC HIEN
1. Phong Quin Iy khoa hoc va Hop tic quée té
Phong Té chirc - Hanh chinh
Phong Quan tri
Phong Quan ly dao tao
Phong Cong tac sinh vién
Cac khoa
Cac by mon

b i LU 5

Noi nhin: }ﬂHIEU TRUONG
- Cac phong, khoa, TTGDNNSD: " ;
- Céc d/c Phé Hiéu trudng;
- Luu: VT,QLKH&HTQT.

[



