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TL. BAN CHINH

HUONG DAN CONG VIEC
TO CHU'C HQI NGHI/HQI THAO KHOA HQC CAC CAP

Ma hoa

Ban hanh lan

: HD/8.5.1d/P.QLKH&HTQT
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Hiéu lyc tir ngay : 04 (§/:2040

Nguwoi soan thao Ngudi kiém tra Nguoi phé duyét
Chir ky W W
Ho va tén DPAO THI VAN NGO HUU MANH DO VAN DINH
Chirc danh CBKSTL TRUONG PHONG PHO HIEU TRU .
R

Tai li¢u nay dwge phan phdi dén cic chire danh/don vi sau:

Chire danh/don vi

Chire danh/don vi

Higu trudng

Phong QLKH&HTQT

Pho Hiéu truéng

Céc don vi

Thu ky Ban QMS
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Hwéng din cong viée:

TO CHUC HQI NGHI/HQI THAO

KHOA HQC CAC CAP

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

Ban hanh lan: 03

Higu lue tir ngay: 01/8/2020

Trang/ tong s6 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/hdi
thao khoa hoc cip truong, cip khoa, cap bo mon.
- Huéng dan cong viéc nay ap dung cho qua trinh 1ap Ké hoach nghién ctru khoa hoc
hing nam cta Trudong do phong QLKH&HTQT td chirc thuc hién.

II. PINH NGHIA VA TU VIET TAT
1. DPinh nghia: (khéng cd)

2. Tir viét tit:

- BGH: Ban Giam hiéu
- P.QLKH&HTQT: Phong Quan Iy khoa hoc va Hop tac québc té
- HDKH&DT: Hoi df)ng khoa hoc va dao tao
- HN/HTKH: Hoi nghi/hdi thao khoa hoc
- HS: Hb so
III. NOI DUNG
A . - .
Liru do ciac buée Ngi dung thyc hign PV/CN chiu Miu b so

cong viée

trach nhiém

Cin cit Ké hoach hoat dong

Cong tac KH&CN hing niam, xac dinh thoi
chuan bi gian to chirc hoi nghi/hi thao| - LRHEHTQT
R, - cap
A
Lap Xay dung ké hoach t chirc hdi|- P, QLKH&HTQT |Ké hoach hoi nghi/
Ke hoach =/l nghi/hdi thao khoa hoc nam hoc |- Cac don vi hi thao khoa hoc
=
Y :g ) '
| Duyét va trién khai ké hoach téi £ s
Xem xét, ye J -BGH Ké hoach hdi nghi/

phé duyét

cac don vi.

- P. QLKH&HTQT

hdi thao khoa hoc

dugce duyét
g
=y : g . - ;
Hop, lua chon To chirc hop lua chon chu de héi| - P. QLKH&HTQT (Bién ban  hop
chi @& HN/ HTKH | | nghi/hdi théo céc cap - Céac khoa/bd mén |HPKH&DT cic cap
B ey dg Kb bosh Mgy
Xay dung Frabrn b o o ma |- P. QLKH&HTQT |Ké hoach HNHT cip
ké hoach uong/kl A - Cac khoa/bd mén | trud dmdn
e gl - Lap Ban th chirc hoi nghi/hdi thio : tudngkhoabd
2
2
g BGH
Xem xét, . = g Ké HN X
phé duyét Duyét va trién khai ké hoach - Céc khoa gl lm}“ﬂjrm -
' - P. QLKH&HTQT :
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Huéng din cong viée:

TO CHUC HQI NGHI/HQI THAO

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

Ban hanh lin: 03

Hi¢u lyc tir ngay: 01/8/2020

KHOA HQC CAC CAP Trang/ tong sd trang: 2/2
A _r - .
AR dhe Bne Noi dung thye hién . Miu hd so
cong viéc trach nhiém
! i i - Ky yéu
e - Chuan bj ho so HN/HTKH : ~ . |HN/HTKH
TOchiwHNHTKH | |-T6 chic HN/HTKH theo| g%ﬁg‘gﬁ%’? - Bién ban 6 chitc
Ké hoach. : HN/HTKH cap
trudong/khoa/b) mén
. "HS Luu hd so lién quan dén
uu A \ Al , ~ A
HI?I/HTKH cap truc‘mg/khoa{bo Cac khoa, by mon Céc HS lién quan
mon theo quy dinh va quy trinh|- P. QLKH&HTQT
Kiém soat ho so.
IV. BIEU MAU AP DUNG
TE Tén biéu miu Mai hoa Tho}.gla.g Noi luvu
lwu toi thiéu
Ké hoach hdi nghi/hoi : P. QLKH&HTQT
1 thdo khoa hoe niim hoc HS/8.5.1d/P.QLKH&HTQT-1 05 nam
K& hoach hdi nghi/héi thao .
2 oo trotigkion HS/8.5.1d/P.QLKH&HTQT-2 05 nam
3 |[Ke hoach hdi nghihdi| yog 5 1 4p L KHEHTQT-3| 05 nim
thao by mon
Thé 1&, miu dinh dang béo . i >
- 6o, tham Tud Khong ma hoa 01 ndm -P. QLKH&HTQT
o T - Céc khoa/by mon
ién ban t0 chuc hoi =
5 sghi/ i thisd khoa HS/8.5.1d/P.QLKH&HTQT-4 05 nam
Bién ban t6 chirc hdi nghi/ j .
6 hoi thio bd mdn HS/8.5.1d/P.QLKH&HTQT-5 05 nam
7 |Ky yéu hoi thao HS/8.5.1d/P.QLKH&HTQT-6 | 05 nim




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

BO CONG THUONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC SAO PO Déc 1dp - Ty do - Hanh phic
S6: /KH-DHSD Hai Duong, ngay....thdng .....ndm 20.....
KE HOACH
T6 chire Hyi nghi/ hi thao khoa hoc nim hoc 20... - 20...

I. MUC PiCH, YEU CAU

1. Muc dich

2. Yéu cau

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

I1. THOI GIAN, PIA PIEM, THANH PHAN
1. Thoi gian : Tir.... dén......
2. Pia diém: ............

I11. KE HOACH THU'C HIEN

Thoi gian N§i dung Thuwe hién

......

IV. TO CHUC THUC HIEN
1. Phong Quan ly khoa hgc va Hop tac quéc té
Phong T6 chirc - Hanh chinh
Phong Quan trj
Phong Quan ly dao tao
Phong Cong tic sinh vién
Cac khoa
Cac by mén

N R w N

Noi nhin: HIEU TRUONG
- Céc phong, khoa, TTGDNNSD;

- Céac dA 5 Hi¢u trudng;
- Luu:"\VT,Q KH&HTQT.



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

BO CONGTHUONG  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DPAI HQC SAO PO Dic 1ap - Tw do - Hanh phiic
S6:  /KH-DHSP Hai Dwong, ngay....thdng .....ndm 20.....
KE HOACH

Té chire Hoi nghi/thao khoa hoc cip Truong/khoa
Nim hoc 20... - 20...

L. MUC PICH, YEU CAU
1. Muc dich

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

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

1. Cha dé:

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

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

I1I. THOT GIAN, PIA PIEM, THANH PHAN
1. Thoi gian
2. Pia diém
3. Thanh phén
IV. KE HOACH THUC HIEN
1. Thanh lap céc tiéu ban (cé danh sdch kém theo)
2. Ké hoach thue hién

Pon vi/ca nhan

Thaoi gian N¢i dung thyre hién

......

IV. TO CHUC THUC HIEN
1. EB0n. oo
2. Céc don vi phoi hgp thye hién

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

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



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

Tit chir
TRUONG PAI HQC SAO PO
KHOA.............
HOI NGHI/HQI THAO KHOA HQC
® ... "
Hai Duong, ngay.....thdng.....nam.....

Noi nhén: HIEU TRUONG
- Cac phong............;

- Cac d/c Phé Hiéu truong;

- Luu: VT,



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

DANH SACH CAC TIEU BAN HQI NGHI, HOI THAO
Kem theo Ké hoach sé /KH-DHSD ngay ... thang ... nam ...

1. Ban tb chire

TT Ho va tén Chire vu Chirc danh

1

2

2. Ban bién tap

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

BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC SAO PO Doc lap - Tw do - Hanh phiic

BIEN BAN HQI NGHI/ HOI THAO

A . A A . A 2
A. Thong tin chung vé hi nghi/hdi thiao
SV ST e Lrshes ot e oo ot R T e Yo Tt B B
ORI NDRIE s oo S i ema pm el e L et b st opsrssoss ol

- Thu ky:
- Téng s6: .... nguwoi; CO mat: ... nguoi; Vang mat: ... ngudi.
- Khach moi du
B. N§i dung lam viéc

C)ng S i Chu tri khai mac Hdi thao.

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

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

EROREIE . ihari (Chtre danh) — trinh bay béo céo vé ...
1.2.0ng/Ba ... (Chtre danh) — trinh bay béo cdo vé ....

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

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

2. Thao luin
- Céc thanh vién trong Hdi nghi/ hoi thao dua y kién thao luan, trao déi
- Dai biéu, khéach moi (néu c6) phat bidu
3. Két lugn
Chu tri Hi nghi/ héi thao két luan vé thanh cong cua 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:

Van ban ddanh may trén khé gidy A4, font chit Times New Roman, C& chi 13.
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HS/8.5.1d/P.QLKH&HTQT-6

BO CONG THUCONG
TRUONG PAI HQC SAO PO

KY YEU
HQI NGHI/HQI THAO KHOA HQC

“(CHU DE)”

Hai Duong, thang....ndm

(Bia ngoai mau xanh blue)

\e?d o\



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

REQA it CONG HOA XA HQI CHU NGHIA VIET NAM
BOMON........co0s Doc 1ap - Ty do - Hanh phic
Sé6:  /KH-(BO MON) Hai Dwong, ngay...thdng ...ndm 20.....
KE HOACH

T6 chire Hji nghi/ hdi thio khoa hoc - By mén
Niam hoc 20... - 20...

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

L. MUC PiCH, YEU CAU
1. Muc dich

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

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

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

I11. PIA PIEM, THANH PHAN
1. Dia diém
2. Thanh phan

IV. KE HOACH THUC HIEN

TT Noi dung Thoi gian Ghi chu
1 Thang .../20... &
2 Al
A1
V.TO CHUC THUC HIEN =
0 o oL I S P T O UL, S
N5 LTSI WP SL UORAOAL. |l | SRRt e e D

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

Noi nhin: TRUONG KHOA



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

2 &7 CONG HOA XA HQI CHU NGHIA VIET NAM
BTN s coinssncnibin Doc lap - Tw do - Hanh phic

BIEN BAN HQI NGHI/HOI THAO

A. Thong tin chung vé hdi nghi/ héi thio
i T SN N S S 0| SR =R

- Pia diém:
- Chu tri:

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

- Tong s6: .... ngwoi; CO mat: ... nguwoi; Vang mat: ... nguoi.
- Khach moi du

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

Ong (Ba)....ccovvveeaeeeeeae, Ch tri khai mac Hoi nghi/ hdi thao.

1. Trinh bay bdo cdo

ORI it (Chirc danh) — trinh bay béo céo vé ....
1.2.00g/BA ..o, (Chirc danh) — trinh bay béo céo vé ....

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

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

2. Thao lugn

- Céc thanh vién trong Hoi nghi/ hdi thao dwa y kién thao luén, trao déi

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

3. Két lugn

Chu tri Hoi nghi/ hdi théo két luan vé thanh cong cia Hoi nghi/ hoi thao, nhimg tdn
tai va huéng giai quyét./.

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

Ghi chu:

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



TRUONG DAI HOC SAO PO

KY YEU
HOI THAO KHOA HQC

“(CHU PE HQI THAO)”

Hai Duong, thang....nam

(Bia ngoai mau xanh blue)

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

L Vé b6 cuc trinh bay ciia Ky yéu hi thio

[a—

.

SOl e e 19

Trang biangoai (mau xanh blue)

Trang phu bia

Muc luc

Chuong trinh Héi thao

Béo cdo dé dan

Céc bai tham luin

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

I1. Soan thao vin ban

1.

Béo cdo dugc danh may bﬁng Font unicode kiéu Times New Roman, ¢& chir 13,

mat do chir binh thuong, khong nén hoic kéo dan khoang cach giira cac chir.

v s W

Can 1é trén + dudi + phai la 2cm, 18 trai 1a 3cm.

In trén mot mit gidy khd A4 (210mmx297mm)

Tén béao cao/bai tham luan: IN HOA, CHU DAM, cin giira trang gidy.

Tén tac gié/nhc')m tac gia: In dam, nghiéng, can phai, dat phia dudi tén bai tham luan.
Viéc danh sb bang biéu, hinh anh va cong thirc: Panh theo sb thir tyu (Bang 1,

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

- S thir tu cua Bang biéu dugc dat phia trén va cin 18 tréi.
- S6 thir tr cua Hinh vé, do thi duoc dat phia dudi va can giira.

9. Tai li¢u tham khao: Trinh bay theo thir tur tai li¢u tiéng Viét, tiéng Anh (hodc
ngdn ngir khac), tai liéu tham khao mang Internet.

- SO thr tur tai liéu tham khao dugc dit trong ngodc vudng va sip xép ting dan.
- Tén tac gia (ndm cong bd), Tén bai bdo/ bdo cdo/ Sich, Tén Tap chi/ Ky yéu
Hoi nghi/ Nha xut ban, S§, trang.

Vidu:

[1] Ng6 Hiru Manh, Bui Van Hanh, Nguyen Thac Ha (2013), Nghzen curu anh huong
cua cuong do dong han va chiéu dai hé quang dén sw tham gia cia kim logi co ban
vao moi han khi han bdng cong nghé han plasma bét, Tap chi Co khi Viét Nam, s
11/2013, trang 22-26, ISSN: 0866-7056.

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

[3] http://certification.altairuniversity.com
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$6:  /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...thdng ...ndm 20

KE HOACH

Té chire Hgi nghi/ hji thio khoa hoc - B4 mén...................

I. MUC PICH, YEU CAU

I11. PIA PIEM, THANH PHAN

1. Muc dich

Niam hoc 20... - 20...

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

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

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

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

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

1. Pia diém

2. Thanh phén

IV. KE HOACH THUC HIEN

i i N§i dung Thoi gian Ghi chu
1 Théng .../20...
2

V.TO CHU'C THUC HIEN

TRUONG KHOA

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

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

P il



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

BO CONG THUONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC SAO PO Poc ldp - Tw do - Hanh phuc
S6: /KH-DHSD Hai Duong, ngay....thdng .....nam 20.....
KE HOACH

T6 chirc Hdi nghi/thdo khoa hoc cip Trwong/khoa
Nam hoc 20... - 20...

I. MUC PiCH, YEU CAU
1. Muc dich

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

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

1. Chu dé:

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

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

I11. THOT GIAN, PIA PIEM, THANH PHAN
1. Thoi gian
2. Pia diém
3. Thanh phén
IV. KE HOACH THUC HIEN
1. Thanh ldp cac tiéu ban (¢ danh sdch kém theo)
2. Ké hoach thuc hién

Pon vi/ca nhian

Thoi gian N¢i dung thwe hién

IV. TO CHUC THUC HIEN
1. Khoa........
2. Céc don vi phéi hop thue hién

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

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

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

Tit chi
TRUONG PAI HOC SAO PO
o RS
HOQI NGHI/HQI THAO KHOA HQC
o= e B (CHU DPE)............... »
Hai Duong, ngay.....thang.....ndm.....
Noi nhgn: RSEHIEU TRUONG
- Céc phong............ ; PHO HIE U TRUONG"
- Céc d/c Phé Higu trudng;
e Vo



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

DANH SACH CAC TIEU BAN HQI NGHI, HQI THAO
Keém theo Ké hoach sé /KH-DHSD ngay ... thang ... nam ...

1. Ban tb chire

T Ho va tén Chire vu Chirc danh

1

2

2. Ban bién tap

™ Ho va tén Chire vu Chirc danh
1
2
3. Ban thw ky
% Ho va tén Chirc vu Chirc danh
1
2

\



BO CONG THUONG
TRUONG PAI HOC SAO PO

S6: /KH-DHSP

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

Poc lip - Tw do - Hanh phiic

Hai Duong, ngay....thdng .....nam 20

KE HOACH

T chirc Hdi nghi/ hdi thao khoa hoc nim hoc 20... - 20...

1. MUC PiCH, YEU CAU
1. Muc dich

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

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

II. THOT GIAN, PIA PIEM, THANH PHAN

1. Théi gian : Tur.... dén......
2. Pia diém: ............

I11. KE HOACH THUC HIEN

Thei gian

N§i dung

Thue hién

------

IV. TO CHUC THUC HIEN

Phong Quan tri

Phong Quan ly dao tao
Phong Coéng tac sinh vién
Cac khoa

Cac by mon

B

Neoi nhin:

- Céc phong, khoa, TTGDNNSD;
- Céc d/c Phé Hiéu trudng;

- Luu: VI, QLKH&HTQT.

Phong Quan Iy khoa hoc va Hop tac quoc té
Phong T6 chirc - Hanh chinh




