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\ ( ,(),41  CIAO 
1. M1JC DICH 	 TAt 	SOAT 

HQC vin Ngoai giao xay dung va duy tri viec áp dung quy trinh nay am dam 
bao cac hoat dOng to chirc hi nghi hOi thao quoc te tai Viet Nam do H9c vin Ngoai 
giao luon ducic tin hanh trong dieu kin có kiem soat. 

2. PHAM VI 

Tai lieu nay dugc áp dung cho cac hoat d'Ong tt) chirc hi nghi hi than qu6c te 
theo chirc nang cUa cac don vi trong Hoc vin Ngoai giao. 

3. TAI LIEU VIN DAN 

- SO' tay Chit lucmg BNG/STCL phan 7.5.1 Kim soat qua trinh cung cap dich vu; 

- S tay Chit lugng BNG/STCL phan 7.5.3 Nhan biet va xac dinh nguen gt)c san pham; 

- S tay Chat lugng BNG/STCL phan 8.2.3 Theo dai va do luong qua trinh; 

- St) tay Chat luong BNG/STCL phan 8.2.4 Theo d'Oi va do luerng san pharn; 

- Quy che lam vi'ec cüa HQC vin Ngoai giao ban hanh kern theo Quyet dinh so 
423/2010 ngay 07/12/2010 cila Giam (Ric Hoc vin Ngoai giao; 

- Quyet dinh so' 1787/2008 ngay 15/07/2008 dm BO truerng Ngoai giao quy dinh 
chirc nang, nhiem vu, quyen han vã co cau t chirc cila Van phong HQC vin Ngoai giao; 

- Quy ch 295 ve Quan 17thng nhat hoat Ong di ngoai ngay 23/10/2010 dm 
BO Chinh tri; 

- Quyet dinh se) 76/2010/QD-TTg ngay 30/11/2010 ve viec t chirc quan l hi 
nghi, hi thao quoc te tai Viet Nam dm thu tuang Chinh phil; 

- Nghi dinh s 58/2013/ND-CP ngay 11/06/2013 quy dinh chirc nang, nhi01 vu, 
quyen han va co eau to chirc cila BO Ngoai giao; 

- Quy ch'e lam viec cüa BO Ngoai giao ban hanh kern theo Quyet dinh s6.../2014 
ngay .../ .../ 2014 cila BO truang BO Ngoai giao. 

4. DINH NGHTA / VIET TAT 

- HVNG: Hoc vin Ngoai giao 

- LDHV: Lanh dao HVNG 

- VP: Van phong HVNG 

- HTQT: Hop tac qu6c te 

- HNHT: Hi nghi hi thao 

- LDB: Lanh dao BO Ngoai giao 

- QTTV: Civic Quan tri Tai vu, BO Ngoai giao 
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BQ NGOAI CIAO 
HOC \TIEN NGOAT GIAO 
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TO CHIIC HO! NGHI HO! THAO QUOC TE TAI VIET NAM DO 
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5. NO! DUNG QUI TRiNH 

Hi ngh lii thao quiic Ve do Hoc vin t chirc Om 2 truirng 
- TH 1: do phia doi tac nu& ngodi chi tra toan bO kinh phi 
- TH 2: Hoc vin Ngoai giao (BO Ngoai giao) chi mOt phan hoac toan b kinh phi 

Bp NG0:11 CIAO 

TAI LLU 	SOAT 

STT Ni dung cong viec Trach nhiem Tai lieu, bieu mail  
ap dung 

01 Bulk 1: Lap ke' hoach, du thao de an to chirc trinh LDB: 

- 	Tip nhan a nghi dm di tac ye' to' chirc HNHT, 

- 	Nghien dm kha nang t6 chirc HNHT can cir vao Diu 3 Quy6t dinh sO 
76/2010 dm Thu Wang Chinh phil, chia lam 2 loai sau: 

a) Hi nghi, hi thao queic te' cap cao, thanh vien tham du la nguai 
dang dAu ho.ac quan chirc cap BO truang ho4c tucmg ducmg tra len dm cac 
nuac, cac \ding lanh filo, cac to chirc quoc te. 

b) Hi nghi, hi thao quOc te' do nOi dung lien quan an cac van a 
chinh tri, an ninh, quoc phOng, dan tOc, ton gido, nhan quyen, bien giai lanh 
filo hoc thuOc pham vi hi mat nha nuac. 

- 	Bao cao LDHV xin phe duyOt va xin Si kin chi do. 

- 	Sau khi co Quy'et dinh mai trie'n khai cong tac t6 chirc, trao di cu the' 
va thOng nhat vai phia ban ve cac van de lien quan den to chirc HNHT 

P.HTQT 

Cac dan vi phoi 
hop 
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BQ NGOAI GIAO 
HOC VIEN NGOAI GIAO 

QUY TRiNH 
TO cHec HOI NGHIE HOI THAO QUOC TE TAI VIETNAM DO 

HOC VIEN NGOAI GIAO CHU TRI 

IC) hieu tai lieu BNG/HVNG- 
HTQT-HNHT 

Ngdy ban hanh 25/11/2014 

Trang 5/8 

STT Ni dung cOng viec Trach nhiem Tai lieu, bieu mu  a 
ap dung 

(d 	an, tai chinh, thoi gian, dia diem, thanh plfn...) 

- 	Lam t6 trinh, lap de an chi tiet, chucmg trinh va danh sach khach moi 
(tieng Anh + tieng Viet) 

- 	Phoi hop NI& cac dan vi lien quan dm BO truOc khi trinh LDB (VP, 
Cuc Ngoai vu, cac Vu chirc nang). DOi voi TH2, phai ph& hop ngang 
ye du tra kinh phi voi Cuc QTTV cila BO. 

- 	Trinh LDB phe duyet va 14 guy& dinh di voi nhang HNHT thuOc 
tham quyen phe duyet dm BO trong thoi han 20 ngay. Doi voi nhang 
truemg hop phai trinh Thu Wang, du thao san to.  trinh ThU tuang de 
LDB 14 gin. 

l 	89 NGO,..9 CIAO 

TAI Li .._ U .- 	!--‘ 	SOAT 

02 Bulk 2: Chuan bi t6 chirc HNHT: 

- 	Thong bao vai phia ban ve quyet dinh dm LDB, trao doi va thong nhat 
vai ban cac btrac trien khai to chirc HNHT. 

- 	Xin tam img kinh phi (nu cAn) 

- 	Girl thu m6i dai bieu 

- 	Lien he nha thAu a ot cac dich vu: phOng hop, phong, thiet bi, tiec 
chieu dai, xe dua &in...) 

- 	T'Ong hop cac yeu cAu dm dai bieu (nu có): visa, dim don, at phong, 
lien he vai cac co quan khac de thu xep lam viec... 

P.HTQT 

Cac clan vi phOi 
hop 
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BO NGOAI GIAO 
HOC VIN NGOAI GIAO 

QUY TRiNH 
TO ClIfiC HO NGHI HO! THAO QUOC TE TAI VIETNAM DO 
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STT N6i dung cling viec Trach nhiem Tai lieu, bleu mAu 
ap dung 

_ 
- 	Len kich ban chuang trinh 

- 	Chuan bi cac tai lieu phuc vu HNHT: bai viet/phat bi'eu dm 
LDB/LDHV, tai lieu Oat cho dai bieu...; kiem tra bai phat bieu va 
nhan than dm dui bieu nguai nu& ngoai 

- 	Thu xep mai phien dich (nu can) 

- 	Phan cong cong viec cu the cho timg don vi/ca nhan lien quan theo de 
an dä dtrov duyet. 

- 	Lien he lied cac don vi ph6i hop (nett co) nhu Le tan, Bac) chi, ... 

Ltru y: D6i voi truong hop phai trinh Thii tuang CP, trong qua trinh chuAn bi 
neu có van de nhay cam phat sinh phai bao cap VPCP. 

I 	
Bo N(;0:11 GIAO 

' TAI  LIEU 'X: -. M SOAT 

03 Bulk 3: Qua trinh t6 chirc HNHT 

- 	Truac ngdy din ra sir kin, cir ngu6i den dia diem t6 chirc de kiem tra 
toan b6: phong, ban ghe, bang r6n,... 

- 	Sap dat ch-6 ng6i, dat place-card nu co. 

- 	Dang ky dai Neu, pita the, tai lieu va huang an thu xep chting6i cho 
dai biehu 

- 	Neu co lanh dao cap cao (Chinh phi'', B6...) den khai mac, thu xep le 
tan dOn ti6n. 

- 	Phi hop vai cac don vi chirc nang (Bao chi, L6 tan...) trong cac cong 

P.HTQT 

Cac don vi phi 
hop 



6,-  
. ..4k 

_ - 

BO NGOAI GIAO 
HOC VIN NGOAI GIAO 

QUY TRiNH 
T6 CllifC HO! NGHI HO! THAO QUOC TE TAI VIETNAM DO 

HOC VIEN NGOAI GIAO CH U TRI 

1‹,)',  hieu tai lieu 

Ngay ban hanh 

 	HTQT-HNHT 
BNG/HVNG- 

25/11/2014 

Trang 7/8 

STT Nei dung cong viec Trach nhiem 'A Tai lieu, bieu mu  
ap dung 

tac thong tin tuyen truyen, re tan, hau can. 

04 Bufat 4: Sau hi dia.°, WO nghi 

- 	Lam thanh guy& toan 

- 	Thnc day 130 phan dugc giao viet bao cao hoar' thin bao cao de' trinh 
lanh ciao theo quy dinh (trong veng 15 ngdy ke tir khi k6t thfic hi 
nghi, WO thao) 

- 	Hop tOng ket va rut kinh nghiem t6 &ire, bac) cao LDHV lid LDB (nu 
can). 

- 	Luu hii so (ban cimg va ban mm) 

P.HTQT 

Cac don vi phi 
hop 

I 	
Bo NG0.,■1  GIAO 

' TAI LIEU 1<:EINI SOAT 
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BO NGOAI CIAO 

HOC VIEN NGOAI GIAO 

QUY TRiNH 
TO ClItt HO! NGHI HOT THAO QUOC 

TE TAI VIET NAM DO HOC VIN 
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8/8  

1(57  hieu tai lieu 
N. 	B G/HVNG- 

HTQT-HNHT 

Ngay ban hanh 25/11/2014 

Trang 

6. BIEU MAU: 
Bo 	(Am) 

- Ap dung cac bieu tau, th6' thirc van ban hien hanh cua B'g 	1A1 	U 	SO AT 

7. HO SO CAN LUt 

STT Ten Bi.eu mAu 

1.  Thu de nghi dm di tac 

2.  T6 trinh Kir 13'7 c6ng viec trinh LDB 

3.  De An t6 chirc 

_4. Chuang trinh lam vi4 

5.  Danh sach khach mei 

6.  Du trii kinh phi 

7.  Y kin phi hop ngang ctia cac don vi 

8.  Gidy mai (cong ham mai) 

9.  Cac bai tham luan 

10.  Chirng tir thanh guy& toan 

11.  Ban cao k6t qua 

Chn 3'7: I-16 sci dugc km tai don vi x11 lyr chinh, twc tip, then gian km (cac don vi ty 
xac dinh cu the). Sau khi het han, chuyen Ito sa xtiong b6 phAn luu tit.' dm ccr quan 
va luu tilt theo quy dinh hien hanh. 


