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1. MUC PiCH

Quy trinh nay quy dinh trinh tu t6 chirc hoi nghi, hoi thao tap huan chuyén mén tai
bénh vién nhim lam rd cac budc chuan bi, ndng cao chat luong cac cudc hop trong hoat
dong caa bénh vién; thuc hanh tiét kiém, chdng lang phi trong viéc té chic, gop phan doi
méi, nang cao hiéu lec, hiéu qua chi dao, diéu hanh caa Lanh dao.

2. PHAM VI AP DUNG

- Ap dung cho cac hai nghi, hoi thao, tap huan chuy@n mén té chic tai Bénh vién.

- Bdi twong ap dung la khoa, phong trong bénh vién; phong Chi dao tuyén 1a dau
méi t6 chuc cac hoi nghi, hoi thao, tap huan.

3. TRACH NHIEM

- Chju trach nhiém chinh: Ban t6 chic

- Nguoi ¢6 lién quan: Céc can bo tham gia trién khai ké hoach t6 chac hoi nghi,
hoi thao, tap huan.

4. KHAI NIEM/ CHU VIET TAT

BM: Biéu maiu

DKHT: Pang ky hoi truong

CDT: Chi dao tuyén

TCHC: T6 chirc hanh chinh
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5. NOI DUNG QUY TRINH
5.1 Luu dd
BUOC | TRACH NHIEM LUU PO BIEU MAU
Lanh dao khoa, Xac dinh
L | phong @ BMT.01.CDT.02
\ 4
2 | Phong CPT Tiep nhan don dé nghi BMT.0L. CDT.02
Lanh dao phong Chi )
3 dao tuyén > Xem xét BMT.01.CDT.02
4 | Giam déc Phé db BMT.01.CDT.02
BMT.02.CDT.02;
Ban t chirc i BMT.03.CDT.02;
s | Phong Chi dao tuyén Chuan :} notdung g R
) a a va nhau can
Khoa phong dé xuat ' BMT.04.CDT.02:
To phuc vu
BMT.05.CDT.02;
v
6 | Giam déc Phé d@
A
. Ban T chiic T chirc thyuc hién
To phuc vu
Ban T6 chirc —Y _
8 Phong Chi dao tuyén Tong ket, danh gia
Pon vi dé xuat
A 4
9 | Phong CPT @
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5.2 Dién giai luu do
Bwéc | Trach nhiém Mo ta T_h0’| Ho SOZ Bieu
gian mau
Xac dinh nhu cau
. Lanh dao céc khoa, phong xac
Budc 1 k#;;hpﬁgzg dinh nhu cAu lam don dé nghi dén n(g);y BMT.01.CPT.02
’ phong Chi dao tuyén theo mau
BMT.01.CDT.02
Tiép nhan don dé nghi
. .| Can bo phong Chi dao tuyén tiép
Buac 2 Phong Cihl nhan don dé& nghi kiém tra cac tha 0? BMT.01.CDT.02
dao tuyén N B R ngay
tuc va trinh lanh dao phong xem
Xet.
Xem xét
Lanh dao phong CDT xem xét cho
y kién bang vin ban vao Don dé
Lanh dao nghi: ‘ 01
Budc 3 phong C,hi + Truong hop khong dépg y: gh‘i gy BMT.01.CDT.02
daotuyén | rd ly do va tra lai don dé nghi ve
don vi yéu cau.
+ Truong hop doéng y: Ky xac
nhan va trinh giam déc phé duyét.
Phé duyét
Busc4 | Giamdse | Jidm doc Bénhvien phe duyét | O1 | gyir o)
d¢ nghi. Yéu cau giai trinh hoac | ngay
diéu chinh néu can.
Ban t6 chuc Chuan bi ngi dung va hau can BMT.02.CDT.02;
Phong CBT | Phong Chi dao tuyén phdi hop véi BMT.03.CDT.02:
. \ . . A Ca 01 ’
Budéc 5 Khoa ’phong khoa, phong co (?on de ngh; xay ngdy | BMT.04.CPT.02;
deé xuat dung ke hoach to chuc hoi thao
2 o . un A x A A BMT.05.CBT.02;
T6 phuc vu hoi nghi, tap huan va hau can.
Y Phé duyét
Budc 6 Glam doc Giam d6c phé duyét noi dung ké nggy

hoach
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Bwéc | Trach nhiém Mo ta T_h0’| Ho So’i Bieu
gian mau
Té chic thuc hién
, Ban T4 chic Tf?n ny SO An-Ql du.ng,Achu:cr?g trinh ‘Tuy )
Budc 7 T4 phuc vu hoi thao, hoi nghi, tap huan dugc | tung ke
PIUCVU | ohe duyet cac bo phan lién quan | hoach
trién khai thuc hién.
Ban T chirc lgngh:(g :: nléfffi'l i4 rat kinh
Phong  Chi nahiem P 8
Budgc 8 | dao tuyén ghem. -~ o 01 ngay|
. » | POi v&i nhiing su viéc xay ra
Pon wvi dé .. ) N Lea .
Uit ngoai du dinh can co bién ban ghi
chép y kién cua moi ngudi.
Luu hd so
Budc 9 | Phong CDT Ho so dugc luu theo muc 06 cua
quy trinh nay
6. LUU HO SO
STT Mai ho so Tén hd so Trach nhiém | Thoi Hinh
luu gian luu | thire luu
A . Phong .
1 | BMT.01.CDT.02 | Don dé nghi TCHE 01 thang
2 | BMT.02.cpT.02 | Phicu dang ky hoi Phong CPT | 01 nam
truong
BMT.03.CPT.02 | K& hoach td chirc Phong CDT | 01 nam | D4n 814y
4 | BMT.04.CDT.02 | Danh s&ch tham du Phong CPDT | 01 ndm
5 | BMT.05.CDT.02 | Miu Phang hoi trudng Phong 1 01 thang
D - TCHC
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7. PHU LUC, BIEU MAU

STT M3 biéu miu Tén biéu miu
1 BMT.01.CDT.01 | Pon dé nghi
2 BMT.02.CDT.01 | Phiéu dang ky hoi truong
3 BMT.03.CDT.01 | Ké hoach t6 chirc
4 BMT.04.CDT.01 | Danh sach tham du
5 BMT.05.CDT.01 | Mau Phong hi truong

8. TAI LIEU THAM KHAO

STT

Tén van ban Ghi chu

Thong tu s6 40/2017/TT-BTC cua Bo Tai chinh quy dinh ché
d6 cong tac phi, ché do chi tiéu hoi nghi ddi voi cac co quan

1
nha nudc va don vi céng lap
Can ct quyét dinh sb 13/2017 QD-UBNN ngay 11 thang 8
2 | ndm 2017 cua Uy ban nhan dan tinh Thai Binh quy dinh ché
d6 cdng tac phi ché @6 chi hoi nghi
, Bénh vién Nhi Thai Binh: Quy ché chi tiéu ndi bo cong doan

nam 2018




BMT.01.CDPT.02

BENH VIEN NHI CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA (PHONG)........... Péoc lap - Tu do - Hanh phac

Thai Binh, ngay....... thang ....... nam....

PON PE NGHI
Kinh gui:
(Ngi dung)

LANH PAO KHOA (PHONG) PE Y KIEN CUA TRUONG PHONG CHI
NGHI PAO TUYEN

PHE DUYET CUA GIAM POC



BMT.02.CDT.02

BENH VIEN NHI CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA (PHONG): ................ Péc 1ap - Tw do - Hanh phtc
Thai Binh, ngay......thang......nam ......

PHIEU PANG KY HQI TRUONG

No6i dung Hoi nghi:

bon vi dang ky: Nguoi chu tri:

Thoi gian: Dia diém:

S6 nguoi tham du:

Yéu cau chuan bi hau can:

Phong hop Thiét bi va tai liéu Khéac
Nuscubng ] Phong hoi truong [_]
Hoa tuoi [] Micro []
Trai cay ] Man chiéu ]
Banhkeo [ May chiéu []

Bang, bt viét [ ]

NGUOI PE NGHI TP TO CHUC HANH CHINH
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SOY TE CONG HOA XA HQI CHU NGHIA VIET NAM
BENH VIEN NHI Pic 1ap - Tu do - Hanh phtc

Thai Binh, ngay....... thang ....... nam....

KE HOACH TO CHUC HQI THAO, HQI NGHI, TAP HUAN
I. MUC TIEU

1. NOI DUNG

1. Thoi gian

2. dia diém

3. Thanh phan

I11. TO CHUC THUC HIEN
1. Ban t6 chuc

2. T6 phuc vy

3. Phan cong nhiém vu

IV. DU KIEN KINH PHI

GIAM POC
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Pon vi: Bénh vién Nhi Miu s6: 40b-HD (Ban hanh theo
B§ phan: PCPT Thong tw s6:185/2010/TT-BTC
Ma don vi ¢6 quan hé v6i ngan sach: 1027184 Ngay 15/11/2010 cia B¢ tai chinh)

DANH SACH CAN BO THAM DU

- Noi dung: Chi tap hudn dao tao lai cap ctru Nhi khoa co ban.

- Bia diém: Ho1i truong Bénh vién.

- Thot gian: Ngay......... thang......nam........

TT Ho va Tén Dia chi Tai li€u Ky nhan
Téng s6 ngudi tham dy: ngudi
NGUOI CHI TIEN KE TOAN TRUONG  THU TRUONG PON VI

Dwong Thi Thao

Nguyén Thi Minh Chinh




BMT.05.CDT.02

LOGO

KHAU HIEU
(Chix in hoa)

Thai Binh, ngay.... thang......nam......




