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MUC DICH
Quy trinh nay quy dinh cac birdc chuan bi, to chuc thuc hien gidi thieu nhan 
sir tham gia cac lop tap huan kiem dinh ben ngoai nha tnrbng dugc nhanh, 
gon va co hieu qua tai cac don vj trong nha trubng.
Mfri dung va du nhan sir tham gia cac lap tap huan kiem dinh.

Cung cap day du thong tin khoa tap huan cho nhan su tham gia.

Han che sir phan nan tir cac nhan sir, dan vi trong nha trubng khi tham gia tap 
huan.

Phuc vu cong tac tir danh gia, kiem djnh chat lugng va dam bao chat lugng 
giao due Nha trubng.

PHAM VI AP DUNG

Doi tugng ap dung: tat ca cac don vj trong nha trubng.

Dan vi thuc hien: dan vi to chuc co trach nhiem chii tri, phoi hgp vbi Ban to 
chuc lop tap huan va cac don vi co lien quan thuc hien quy trinh nay.

Thuc hien hang nam theo ke hoach tap huan cua don vi.

TAI LIEU VIEN DAN

Cong van so 1398/BGDBT-KTKDCLGD ngay 05/3/2013 cua Bo Giao due 
va Dao tao ve viec Trien khai cong tac dam bao va kiem djnh chat lugng giao 
due trubng Dai hgc, Cao dang va Trung cap chuyen nghiep nam 2013.

Qui che chi tieu noi bo trong nam cua nha trubng.

Thong bao chieu sinh lap tap huan kiem djnh ben ngoai nha trubng.

Ke hoach tap huan trong nam cua dan vi.
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Cac tai lieu tham khao khac. 

IV.CHU VIET TAT 

BD: Bat dau 

BGH: Ban Giam hieu 

BM: Bieu mau 

Khoa/TT: cac khoa/trung tam 

- KT: Kit thuc 

QT:Quytrinh

Trang 2/8



HE THONG QUAN LY CHAT LUQfNG 
ISO 9001:2015

Md so: QT05/BDCL
Ldn ban hanh: 01

QUY TRINH GIOI THIEU NHAN SI/ 
THAM GIA CAC LOP TAP HU AN 

KIEM DINH BEN NGOAI NHA TRlTONG

Ngdy hieu lire: 27/9/2021

Trang: 3/8

V. NOI DUNG

5.1 LlTU DO CUA QUY TRINH

QUY TRINH GIOI THIEU 

NHAN SIT THAM GIA CAC LOP TAP HU AN 

KIEM DINH BEN NGOAI NHA TRUONG

rm/i
HIC-Buoc 1: Cong tac 

chuan bi tap huan HUGS

Hi

Bitoc 3: C6nj» tac 
sau tap huanBuoc 2: Trien khai tap huan

Biruc 4: Lap ho so" tap huan

l
Biro’c 5: Lu-u ho so1

5.2 DIEN GIAI QUY TRINH

Bieu mau/tai li^u 
dfnh k^m

Don v|/Ca nhan, 
chiu trich nhifm

Thoi gian 
thyc hi§n

GhiSTT Ngi dung cong vi§c
chu

Biro-c 1: Cong tac chuan b| tap huan

Nhan thong bao chieu sinh cac 
lap tap huan tir Phong Hanh 
chi'nh quan tri giri qua mail don 
vj bao gom noi dung, thanh phan, 
thoi gian, dia diem va du toan

Don vi chu tri to 
churc tap huan

Thong bao chieu sinh 
khoa hoc

1 1 ngay
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Bieu mau/tai lieu 
dinh kem

Don vi/Ca nhan, 
chju trach nhiem

Thoi gian 
thyc hien

GhiNoi dung cong viecSTT
chu

kinh phi cu the dang ky tham gia 
lop hoc.

Trinh xin y kien Lanh dao don vi 
ve xet duyet chu tnromg tham du 
khoa tap huan va dir thao cac van

Dan vj chu tri to 
chuc tap huan2 1 ngay

)an:

Ta trinh (Phieu de xuat) trinh 
BGH xem xet phe duyet chu 
truemg tham dir lap tap huan.

Dan vi chu tri to 
chuc tap huan

1-33
ngay

Sau khi dugc BGH phe duyet, 
don vi dugc phan cong scan cong 
van kem giri cac don vi lien quan 
de phoi hgp thuc hien.

Don vi chu tri to 
chuc tap huan4 1 ngay

Tap hgp danh sach (tap tin Word 
theo bieu mau dinh kem thong 

5 bao) tir cac don vj giii de xuat 
nhan sir tham gia lap tap huan 
theo thai gian qui dinh.

Don vj chu tri to 
chuc tap huan

BM danh sach theo 
thong bao1 tuan

Lap ta trinh trinh BGH va Phong 
Tai chinh ke toan xem xet phe 
duyet danh sach nhan sir tham gia 
tap huan. (Da co kem theo kinh 
phi khoa hoc)

Don vi chu tri to 
chuc tap huan

1-36
ngay

Giri Danh sach tham du khoa hoc 
da dugc phe duyet cho Ban to 
chuc lop tap huan.

Don vj chii tri to 
chuc tap huan7 1 ngay

Giri thong bao khoa hoc qua mail 
cho cac nhan sir tham gia khoa Don vj chu tri to 

chuc tap huan8 1 ngay
igc.

Truong hgp tong kinh phi khoa 
hoc tren 20 trieu dong tra len, 
dan vj chu tri soan trinh BGH va 
Phong Tai chinh ke toan phe 
duyet cac van ban sau (***):

> Ta trinh chi djnh dan vj 
to chuc lap tap huan.

> Quyct djnh chi djnh dan

Dan vj chu tri to 
chuc tap huan9 1 tuan
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Bieu mau/tai lieu 
dinh kem

Don vj/Ca nhan, 
chiu track nhifm

ThM gian 
thuc hien

Ghi
chuNoi dung cong vi?cSTT

vi to chuc lap tap huan.

> Hap dong to chuc lap 
tap huan va gui cho Ban 
to chuc ky ten dong dau. 
(4 ban, moi ben giu 2 
ban)

> Bien ban nghiem thu, 
thanh ly hap dong to 
chuc lap tap huan va gui 
cho Ban to chuc ky ten 
dong dau (4 ban, moi 
ben giu 2 ban, sau khi 
ket thuc khoa hoc).

> Hoa dan.

«'G
• KH-

Co trach nhiem chi dao, kiem tra 
va xu ly cac van de phat sinh 
trong qua trinli chuan bi tap huan.

Don vj chu tri to 
chuc tap huan10 1 tuan

Cap kinh phi tap huan theo to 
trinh cho dai dien nhan sir tham 
du khoa hoc. Nguai dai dien co 
trach nhiem nop lai hoa dan cho 
Phong Tai chinh ke toan sau khi 
hoan thkih khoa hoc. (Neu khong 
chuyen khoan thanh loan)

Phong Tai chinh 
keloan

1-311
ngay

Buac 2: Trien khai tap huan

Huong dan cac dai bieu du tap 
luan ve thai gian, dia diem tap 
man, dja diem do xe, di l?i tvr tiic 

hay lien he trude Ban to chuc lap 
hoc ve phuang tien dua rude dai 
bieu tham du khoa hoc (neu cd).

Dan vj chu tri to 
chuc tap huan

1-312
ngay

Theo
thong

Tiep don, diem danh, phat tai 
li?u, tong hgp thanh phan va so 
luong dai bieu tham du tap huan

Ban to chuc 
lap hoc13

bao
khoa

Trang 5/8
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Bieu mau/tai lieu 
dinh kem

Dtm vi/Ca nhan, 
chju trach nhiem

Then gian 
thyc hi^n

GhiNoi dung cong vi?cSTT
chu

vao dau gia. hoc

Theo
thongVan hanh cac thiet bi tin hoc, am 

thanh, anh sang phuc vu buoi tap 
huan theo yeu cau.

Ban to chuc 
lop hoc

14 bao
khoa
hoc

Theo
thongBan to chuc 

lop hocTheo doi dien bien buoi tap huan.15 bao
khoa
hoc

Theo
thongBao cao ve don vi chu tri de xu 

ly cac van de phat sinh dot xuat 
(neu co).

Ban to chuc 
lop hoc16 bao

khoa
hoc

Biruc 3: Cong tac sau tap huan

Scan thao bao cao ket qua tap 
huan (neu co).

Don vj chu tri to 
chuc tap huan

1-317
ngay

Don vi chu tri to 
chuc tap huan

Xem xet, trinh lanh dao duyet 
bao cao (neu co).

1-318
ngay

Phoi hop va chuyen ho so cho 
Phong Tai chinh ke toan lam thu 
tuc thanh quyet toan chi phi to 
chuc khoa tap huan trong cac 
trubng hop tong kinh phi khoa 
hoc nhu sau:

> Diroi 20 tri£u dong: Ho 
so quyet toan gom co To 
trinh, Danh sach nhan su 
tham du khoa hoc da phe 
duyet, H6a don.

> Tren 20 tri^u dong: Ho 
so quyet toan theo nhu 
muc (***) 6 Buoc 1.

Don vi chu tri to 
chuc tap huan;

19 1 tuan
Phong Tai chinh 

ke toan

Don vi chu tri to20 Lien he Ban to chuc lop hoc lay 1 tuan
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Bieu mau/tai lieu 
dinh kem

Don vj/Ca nhan, 
chju trach nhieni

Then gian 
thuc hien

Ghi
chiiNgi dung cong vifeSTT

chuc tap huan;Quyet dinh cap chung chi hoan 
thanh khoa hoc cho hoc vien 
hoac ghi nhan lai so chung chi 
cap bang.

Ban to chuc 
lop hoc

To chuc hop nit kinli nghi?m sau 
khi ket thiic cac boat dpng ciia 
tap huan (neu can).

Don vi chii tri to 
chuc tap huan

1-321
ngay

Birdc 4: Lap ho so* tap huan

Lap ho so tap huan va ban giao 
cho Van phong (Van thu - Luu 
tru luu).

Dan vi chii tri to 
chuc tap huan

1-322
ngay V.

23
Buac 5: Luu ho so1

23 Luu ho sa tap huan Theo muc VII quy trinh

VI. HO SO Liru

Ten ho saSTT Hinh thuc luu Noi luu Thoi gian luu

Thong bao, chuang trinh tap huan 1 nam1

Ta trinh tham du khoa tap huan 1 nam2 File mem (may tinh); 
Van ban (Ho sa)

Dan vi chii tri to 
chiic tap huanDanh sach nhan sir tham gia khoa tap 

huan____________________________
Bao cao ket qua tap huan, Quyet dinh 
cap chung chi hoan thanh khoa hoc 
cho hoc vien neu co.

1 nam3

1 nam4

Phong Tai chmh 

ke loan
Cac hoa don chung tu lien quan Van ban (Ho sa) Theo qui dinh5

Trang 7/8



HE THONG QUAN LY CHAT LlTQfNG 
ISO 9001:2015

Maso: QT05/BDCL
Ldn ban hdnh: 01

QUY TRINH GIOITHIEU NHAN SU' 
THAM GIA CAC LOfP TAP HU AN 

KIEM DINH BEN NGOAI NHA TRlTONG

Ngdy hieu lire: 27/9/2021

Trang: 8/8

VII.QUAN LY RUI RO

NQi dung rui ro Bien phap khac phucTT
Lien tuc goi dien, nhSc nha den cac dem vi co 
lien quan de viec giii danh sach dirge dung then 
ban.

Gin danh sach de xuat nhan su tham gia cac lap tap 
huan kiem djnh ben ngoai nha tnrbng khong dung 
thai han.

1

Nhan sir dirge de xuat tham gia cac lap tap huan 
kiem djnh ben ngoai nha tnrcmg khong dung doi 
tirgng tham dyr._______________

Phoi hgp, nhac nha va giai thich cho cac don vj 
co lien quan hieu va de xuat dung thanh phin 
tham dg khoa hoc.______________

2

»*
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