HOI SINH VIEN VIET NAM TP.HCM
BAN CHAP HANH HOI SINH VIEN
TRUONG PAI HQC QUOC TE

- TP. Ho Chi Minh, ngay 04 thang 9 nim 2024
S6: 04/HD-HSV

HUONG DAN
Thé thitc vin ban va Quy trinh tiép nhan yéu cau
Van phong Héi Sinh vién truwong va cac co sé Hoi truc thugc

|. THE THUC VAN BAN

1. Pinh dang van ban

1.1. Pinh 1€ viin ban

Vin ban (VB) dugc danh may va in trén gidy tring, kich thuéc 210 x 297mm (tiéu chuan A4), sai s6 cho phép +2mm. Ving trinh
bay van ban nhu sau:

- Pinh dang 1 vin ban: cach mép trén 20 - 25mm, mép dudi 20 - 25mm, mép trai 30 — 35mm, mép phai 15 - 20mm.

- Noi dung vin ban phai duoc canh 1& déu hai bén (Justify Ctrl+]).

- Khoang cach dong: 1.15 hoac 1.25.

1.2. Phong va c& chir

- Phong chir tiéng Viét: Times New Roman

- Co chu:

+ Tén loai van ban (VD: KE HOACH, THONG BAO...vv): ¢& 15 hodc ¢& 16;
+ Trich yéu ndi dung vin ban: ¢& 13 hodc c& 14;

+ Noi nhan: co 11;

+ Céc phan con lai: ¢& 13 hoic 14.



2. Trinh bay céc phan vin ban:
2.1. Tiéu dé viin ban

Tén cip bo Hoi cap trén truc tiép quan 1y;
Tén don vi ban hanh van ban;

S6 va ky hiéu vin ban;

Noi va ngay thang nam ban hanh van ban.

- Tén co quan ban hanh vin ban 13 thanh phan xac dinh tac gia van ban, gom tén cac cap bd Hoi cap trén va tén cip bo Hoi ban
hanh vin ban, dugc viét béng chir in hoa.
- 86 va ky hi¢u VB:

S6 vin ban 1a sd thir ty duoc ghi lién tuc tur 01 cho mdi loai van ban cua Hoi ban hanh trong mot nhi¢m ky. S6 vin ban
duoc viét béng chit s& (01, 02, 03...).

Ky hiéu vin ban: Bao céo (BC), Thong bao (TB), Ké Hoach (KH), Chuong trinh (CTr). Riéng cong van thi khong viét ky
hiéu van ban...

+HSV trudng: Gom hai nhom chit viét tat c6 dau gach ndi (-) gitta tén thé loai vin ban va tén co quan (hodc lién co quan)
ban hanh vin ban, ky hiéu vian ban duoc viét bang chit in hoa, gitta s6 va ky hiéu c6 dau gach chéo (/). Vi du: S6 01/KH-HSV.

+ Céc co sé Hoi (LCH va CLB/D/N): Gom ba nhém chir viét tit c6 dau gach ndi (-) giita tén thé loai van ban, tén t6 chirc
hoic co quan (hoic lién co quan) ban hanh vin ban, tén co sé ban hanh vin ban, ky hiéu vin ban dugc viét bang chir in hoa, giita
s6 va ky hiéu c¢6 dau gach chéo (/). Vi du: S6 01/KH-HSV-QTKD, Sé: 03/KH-HSV-GC.

- Noi va ngay thdng ndm ban hanh VB dugc trinh bay bén phai, chit in nghiéng va khong viét in hoa. Vi du: TP. H6 Chi Minh,
ngay 11 thang 9 nam 2024.



* Mau:

> Déi véi Hpi Sinh vién trwong:

HOI SINH VIEN VIET NAM
TP. HO CHI MINH
BCH TRUONG PH QUOC TE

SH: 01/TB-HSV

TP. Ho Chi Minh, ngay 11 thang 9 niam 2024

> Déi véi LCH Khoa/Bj mén:

HOI SINH VIEN VIET NAM
TRUONG PH QUOC TE
BCH LIEN CHI HOI SV
KHOA CONG NGHE THONG TIN

S6: 01/TB-HSV-CNTT

TP. Ho Chi Minh, ngay 11 thang 9 niam 2024

> Doi vdi cdc CLB/Dji/ Nhéom trwe thujc HSV truwong:

HOI SINH VIEN VIET NAM
TRUONG PH QUOC TE
BCN CLB TIENG PHAP

S4: 03/KH-HSV-FC

TP. H6 Chi Minh, ngay 11 thang 9 nam 2024




> Déi véi CLB/Pji/ Nhém true thugc LCH Khoa/Bj mén:

HOI SINH VIEN TRUONG PH QUOC TE
BCH LCH SV KHOA KY THUAT Y SINH
CLB THE THAO KHOA KY THUAT Y SINH

SH: 01/KH-HSV-KTYS

TP. Ho Chi Minh, ngay 11 thang 9 niam 2024

> Lién tich giita cdc don vi trong ciing mot té chirc:

- Van ban lién tich voi cac co quan nha nudce, cac doan thé chinh tri — xa hoi phai ¢6 quoc hiéu.

- Tén co quan ban hanh vin ban ghi ddy du cac co quan cing ban hanh vin ban, lién két bang dau gach ndi (-).
- Ky hiéu van ban can ghi thém chi lién tich kém véi tén loai vin béan.

- SO van ban dugc danh so tiép theo cua cung loai van ban tai mdt trong hai don vi.

HOI SINH VIEN VIET NAM
TRUONG PH QUOC TE
BCH LCH SV KHOA PIEN TU VIEN THONG
BCH LCH SV KHOA KY THUAT Y SINH

S6: 01/KHLT-HSV-KTYS-DTVT

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TP. Ho Chi Minh, ngay 11 thang 9 nam 2024

HOI SINH VIEN VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH QUOC TE Péc lap - Tu do - Hanh phiic
BCN CLB HAN QUOC
BCN CLB NHAT BAN

S6: 01/KHLT-HSV-JC-KYG

TP. Ho Chi Minh, ngay 11 thang 9 nam 2024




> Lién tich giita cdc don vi khdc té chire:
- Van ban lién tich voi cac co quan nha nudce, cac doan thé chinh tri — x3 hoi phai co quéc hiéu.
- Tén co quan ban hanh vin ban ghi ddy du cac co quan cing ban hanh vin ban, lién két bang dau gach ndi (-).
- Ky hi€u van ban can ghi thém chir lién tich kém vai tén loai van ban.
- S6 vin ban dugc danh sd tiép theo cua cung loai van ban tai mot trong hai don vi.
POAN THANH NIEN — HOI SINH VIEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH QUOC TE Péc 1ap - Tw do - Hanh phiic
BCH KHOA PIEN TU VIEN THONG

. TP. Ho Chi Minh, ngay 11 thang 9 nam 2024
S6: 01/KHLT-DTN-HSV-DTVT

2.2. N§i dung van ban

2.2.1. Tén goi va trich yéu ndi dung viin ban

- Tén loai van ban 1a tén goi ctia thé loai vin ban. VD: KE HOACH, THONG BAO, BAO CAO...vv duoc trinh bay ngay giita,
phia dudi tiéu dé& VB. Chir viét in dAm va in hoa tit ca chit c4i, c& chit 15 hodc 16.

- Trich yéu ndi dung vin ban I phan tom tit ngan gon, chinh xac ndi dung chinh ciia van ban mudn thé hién. Chir viét thuong,
in dam, c& chir 13 hoac 14.

KE HOACH
T6 chirc Hdi thi Thii linh Sinh vién IU The Leader 2024

THONG BAO
V/v Ping ky tham gia Tuin 1& Chao dén Tan Sinh vién Freshers’ Week nim 2024




Riéng trich yéu ndi dung cong van duoc ghi dudi phan s, ky hiéu van ban bang chir in nghiéng.
HOI SINH VIEN VIET NAM
TRUONG PH QUOC TE
BCH LCH SV
KHOA QUAN TRI KINH DOANH

, — TP. Ho Chi Minh, ngay 11 thang 9 nam 2024
S6: 05/HSV-QTKD

V/v Kién toan nhan sw BCH LCH SV Khoa
Quan tri Kinh doanh nhiém ki 2025 - 2028

2.2.2. N§i dung van ban

No6i dung van ban 1a phﬁn thé hién cu thé toan bo ndi dung van ban, phu hop voi ting thé loai ciia vin ban.

- Riéng ddi véi vian ban Ké hoach to chirc chuwong trinh trong nam hoc 2024-2025, don vi bd sung phan “Tiéu chi hoat dong”
trong phén ndi dung van ban, nham xéac dinh rd tiéu chi gitp sinh vién dat dugc Danh hi€u Sinh vién 5 t6t ma hoat dong hudng
té1 (Pao duc tot, Hoc tap tdt, Tinh nguyén tdt, Thé luc tot, HOi nhép tét). Néu hoat dong duoc td chuc khong hudng té1 01 trong
05 tiéu chi ké trén, don vi khong dién. (Lwu y: Cac hoat déng khong huéng t6i 05 tiéu chi trén sé khong duoc sir dung khi
sinh vién ndp ho so xét chon Danh hiéu Sinh vién 5 tot).

2.2.3. Dy tru kinh phi

Du tru kinh phi 1a viéc udce tinh chi phi cta tirng hang muc trong mot du an, hoat dong cu thé.

- Tung hang muc can duoc néu chi tiét, théng ké r0 rang sb luong, don gia, thanh tién,.. trong bang dy tru kinh phi nham xéc dinh o
n6i dung chi tra trong Hoa don va Ho so thanh toan. VD: Teabreak (Binh, keo, nuwée uong,...), khong ghi mdi “Teabreak”

- Khi lap bang du tru kinh phi can c6 chit ky, ho va tén ciia ngudi 1ap bang, chi c6 gia tri khi duoc phé duyét, dong ¥ cia BGH nha
truong, HSV truong

- Du tru kinh phi dugc tach thanh 01 file méi va dinh kém theo Ké hoach.

- Cach ghi nguén kinh phi:

+ Kinh phi nam 2024, muc KH1541, hoat dong cac CLB/D§i/Nhom thudc HSV.



+ Kinh phi Khoa/BM.

+ Kinh phi Quy CLB/D6i/Nhom
+ Kinh phi tai tro.

+ Kinh phi thu tir Sinh vién.

2.2.4. Noi nhén vin ban, chir ky, déng diu va ho tén nguéi ky vin ban
- Chir ky:
+ Chir ky thé hién trach nhiém va thAm quyén cta ngudi ky ddi v6i vin ban duoc ban hanh. Vian ban phai ghi dung, da chic vu,
ho va tén ngudi ky. Poi véi vin ban cia co quan lanh dao ciia Hoi (Ban Chap hanh, Ban Thuong vu, Ban Thu ky), thé thtc ky
la "Thay mat", viét tit 1a "TM". Chir ky ctia don vi thuc hién van ban dugc dat phia dudi néi dung VB va trinh bay vé phia bén
phai.
+ Chir ky cta co quan quan 1y dé xac nhan, cho y kién vé viéc to chtic chuong trinh, hoat dong hodc gop y, duoc trinh bay phia
dudi chir ky ctia don vi ban hanh van ban.
+ Trwéng don vi bat budc phai 1a ngudi Ky tit ca cac vin ban ciia don vi. Khong dwoe ndp vin ban vé VP HSV truong
néu chwa cé chir ky ciia truéng don vi.
- Noi nhdn van bdn 1a co quan, t6 chirc, c4 nhan c6 lién quan dén van ban véi muc dich cu thé: dé bao céo, dé biét, dé theo doi,
dé thi hanh, dé phdi hop thuc hién va dé luu, noi nhan vin ban - dwegc trinh bay ngang hang véi chire vy ciia nguoi ky vin ban,
canh trdi, ¢& chir 11, cham phcfy sau moi noi nhan.
-Luwuy:  + Phan chii ky va noi nhin khong dwoc tich ra dé ¢ mét trang riéng biét.

+ Phén chivc vu ciia ngwoi ky vin bin khéng dwoc in dgm.

* Mau:



> Déivéi HSV truong:

Noi nhan:

-BTK HSV TP;

- Ban Giam hiéu;

- BTV Doan trudng;
- BTC Chuong trinh;
- Luu VP.

TM. BTK HOI SINH VIEN TRUONG
CHU TICH

Lé Thi Phwong Huyén

Y KIEN BAN GIAM HIEU

> Déivéi LCH Khoa/BM:

Noi nhan:

- Ban Giam hiéu;

- BCN Khoa/BM.. .;

- BTK HSV truong;

- BTC Chuong trinh;
- Luu VP.

Y KIEN
BTK HOQI SINH VIEN TRUONG
CHU TICH

Lé Thi Phwong Huyén

TM. BCH LIEN CHI HQI SV KHOA/BM...
LIEN CHI HOI TRUONG

Nguyén Thi A
Y KIEN
BCN KHOA/BO MON ..........cuuueeee.

Y KIEN BAN GIAM HIEU




> Déi véi CLB/Dji/Nhom truc thudc HSV truwong:

Noi nhan:
- Ban Giam hiéu;
- BTV DPoan truong;
- BTK HSV trudng;
- BTC Chuong trinh;
- Luu VP.
Y KIEN
BTK HQI SINH VIEN TRUONG
CHU TICH
Lé Thi Phuwong Huyén

TM. BCN CLB/POL...
CHU NHIEM/DOI TRUONG

Nguyén Vin B
Y KIEN
BTV POAN TRUONG
Bi THU

Nguyén Ping Quang

Y KIEN BAN GIAM HIEU




> Déi véi CLB/Pji/ Nhém true thugc LCH Khoa/Bj mén:

TM. BCN CLB...
Noi nhan: CHU NHIEM
- Ban Giam hiéu;
- BCN Khoa/BM.. ;
- BTK HSV trudng;
- BCH LCH SV Khoa/BM...; o
- BTC Chuong trinh; Nguyén Vin B
- Luu VP.
Y KIEN Y KIEN
BCH LCH SV KHOA/BM... BCN KHOA/BM...
LIEN CHI HOI TRUONG
Y KIEN Y KIEN BAN GIAM HIEU
BTK HQI SINH VIEN TRUONG

CHU TICH

Lé Thi Phwong Huyén




3. Vin ban miu:
3.1. Ké hoach:
3.1.1 Phén Nbi dung:

HOI SINH VIEN VIET NAM
TRUONG PH QUOC TE
BCN POI CONG TAC XA HOI

, — TP. Ho Chi Minh, ngay 11 thang 9 niam 2024
S6: 01/KH-HSV-SWT

KE HOACH
T6 chirc chwong trinh “Nang buéc dén trwong” nim hoc 2024-2025

I. MUC PiCH - YEU CAU
1. Muc dich:

2. Yéu cau:

- Tiéu chi hoat dong (néu c6):

II. THOI GIAN — PIA PIEM - POI TUQNG THAM GIA
- Thoi gian:
- Dia diém:

- P6i tuong tham gia:

I11. NOI DUNG CHUONG TRINH
C6 thé chia thanh cdc phan cu thé vé néi dung chiong trinh (VD: vong 1, vong 2, chicong trinh chi tiét...).




1. Noi dung chwong trinh:
- Chuirong trinh chi tiét: (timeline)
2....

IV. THANH LAP BAN CHI PAO, BAN TO CHUC
1. Ban Chi dao: (Béi voi LCH Khoa/BM)
LCH Khoa/BM Trén trong kinh moi cac thay, c6 tham gia Ban Chi dao:

- Truong/Pho Khoa/BM;
- TLTN Khoa/BM;
-blc .. - churc vy, phu trach don vi.

2. Ban T chirc:

-blc.... Chu nhiém Trudng ban
-blc ... Phé Chu nhiém Pho ban
-blc ... Phé Chu nhiém Thanh vién

Cung céac cac b/c 1a BCH/thanh vién va CTV........
3.Phan cong nhiém vu (c6 hoiac khong)

V.TIEN PQ THU'C HIEN

- Ngay 12/9 — 20/9/2023: Lén ké hoach t6 chirc, trinh xin y kién Ban Giam hiéu, BCN Khoa/BM (Déi véi LCH) hodc BTV
Poan truong (Bdi véi CLB/D/N), BTK HSV truong;
- Ngay.....—Ngay...... ............ ;




-Ngay........ T chtrc chuong trinh;

- Ngay.......: Hop rat kinh nghiém.
TM. BCN PQI CONG TAC XA HOI
Noi nhan: POl TRUONG
- Ban Giam hiéu;
- BTV Doan truong;
- BTK HSV trudng;
- Luu VP. Pham Ngoc Linh
Y KIEN Y KIEN
BTK HQI SINH VIEN TRUONG BTV POAN TRUONG
CHU TICH Bi THU
Lé Thi Phwong Huyén Nguyén Ping Quang

Y KIEN BAN GIAM HIEU




3.1.2. Phan Dy tru kinh phi:

HOI SINH VIEN VIET NAM
TRUONG PH QUOC TE
BCN POI CONG TAC XA HOI
TP. Ho Chi Minh, ngay 11 thang 9 nam 2024

Bang Du tru kinh phi
(Kém theo ké hoach s6 01/KH-HSV-SWT ngay 11/9/2024)
Pon vi tinh: VND

STT NOI DUNG PON GIA SO LUQONG THANH TIEN GHI CHU

TONG

Bang chii:... (Nguon kinh phi trich tir...)
TM. BCN PQI CONG TAC XA HOI

Noi nhén: DOI TRUONG
- Ban Giam hiéu;
- BTV Doan truong;
- BTK HSV truong;
- Luu VP. Pham Ngoc Linh
Y KIEN BTK HOQI SINH VIEN TRUONG Y KIEN BTV POAN TRUONG
CHU TICH BI THU
Lé Thi Phwong Huyén Nguyén Diing Quang

Y KIEN BAN GIAM HIEU




3.2. Gidy chirng nhan hoat dong:

- Quy dinh vé khé gidy ching nhan:

+ In khé gidy A5: d6i v6i GCN cho BTC/ngudi tham gia hoat dong.

+ In kho gidy A4: dbi voi GCN 1a Gidy khen Cudc thi/ Giai thuéng, thanh vién ciia don vi (cdp 1 nam 1 lan).

- Trudng don vi ky gidy ching nhan bing biit xanh va in gidy chimg nhan vdi loai gidy phu hop dé VP HSV truong
c6 thé déong moc do, ky tén,. ...

- GCN phai c6 logo Hoi, logo don vi, tén chwong trinh, thoi gian to chitc va sd quyét dinh cap GCN cho chuong trinh.

e Maiu gidy chirng nhgn cdc LCH Khoa/B$ mon:

Vietnam National Union of Students of International University, VNU — HCMC
School of Business

No: ..../QDb-HSV
Date: ..... /....12024

Ms. Lé Thi Phuong Huyén Mr. Nguyén Phiic Minh Nhat
President, Vietnam National Union of Students Head, Vietnam National Union of Students
International University, VNU - HCMC School of Business




HOI SINH VIEN VIET NAM TRUONG PAI HOC QUOC TE
Lién Chi héi Sinh vién Khoa Quan tri Kinh doanh

Sb /QD-HSV
Ngay: ...../ 12024

TM. BTK HOI SINH VIEN TRUONG TM. BCH LCH SV KHOA QUAN TRI KINH DOANH
CHU TICH LIEN CHI HOI TRUONG

Lé Thi Phuong Huyén Nguyén Phiic Minh Nhat




e Mdiu gidy chirng nhin cic CLB/D$i/Nhém:

Vietnam National Union of Students of International University, VNU — HCMC
IU SOCIAL WORK TEAM

No: /Qb-HSV
Date: ..... /12024

Ms. Lé Thi Phwong Huyén Ms. Pham Ngoc Linh
President, Vietnam National Union of Students Head, Vietnam National Union of Students
International University, VNU - HCMC IU Social Work Team




HOI SINH VIEN VIET NAM TRUONG DAI HOC QUOC TE
Doi1 Cong tac Xa hoi

Sb /QD-HSV
Ngay: .../ 12024

TM. BTK HOI SINH VIEN TRUONG TM. BCN BOI CONG TAC XA HOI
CHU TICH DOI TRUONG

Lé Thi Phuong Huyén Pham Ngoc Linh




I1. QUY TRINH TIEP NHAN VA XU LY YEU CAU
1. Trinh ky, xin y kién Ban Thuw ky Hdi Sinh vién Truong

kién vé thé thirc KH.

STT | QUY NOQI DUNG NOI DUNG PHOI HOP THOI GIAN PON VI
TRINH THUC HIEN THUC HIEN THUC HIEN
Pon vi ndp ké hoach (KH) Khi nop KH, don vi phai gutri
qua email: dong thoi dén UV BTK phu
hsv@iuyouth.edu.vn trach don vi (TB042425), b/c
Ban Ké hoach: Chu tich HSV truong va|jt nhat 30 ngay
Buéc | Nop ké -File Noi dung (01 file PDF, | Thay/Cé Tro 1i Thanh nié’n truge thoi diém du LCH/ CLB/Doi/
1 hoach 01 file Word) (TLTN) cua @oa/BM minh (d0i | kién t6 chuac hoat Nhom
-File Dy trit Kinh phi (01 file | véi LCH). Déi véi KHLT cua | dong theo ké hoach.
PDF, 01 file Word) LCH, don vi phai gui kém dén
email ciia Poan truong
Tieu d& mail: (office@iuyouth.edu.vn).
[MA DON VI] KH_Tén KH.
- Thay/C6 TLTN cho ¥ kién vé
hoat dong, décv biét 1a kinh phi - Thiy/Cé TLTN
hoat ddng ,dé phu hop voi (d6i v6i LCH);
Khoa/BM (doi voi LCH); ) | - Chu tich HSV va
Budc | Phanhdi | Phan hoi vé ndi dung ké hoach| ~ U\,/ BTK phu trach don vi cho lC‘ham.rAlhell:RO‘f ngz}y Thuong tryc phu
2 ké hoach | va thé thuc vin ban. y kién vé ndi dung KH; dam V.l gcA © trngdy trach co so;
- Vin phong Hoi Sinh vién cho y | don Vi nop KH. _ VP HSV truong.



mailto:hsv@iuyouth.edu.vn
mailto:office@iuyouth.edu.vn

Cham nhat 05 ngay
Khi nép lai KH, don vi phéi tiép | k& tir thoi diém nhan
Pon vi nop lai k& hoach di | tuc giri ddng thoi dén can bo | duoc phan hoi.
Chinh chinh stra qua ludng email | HSV phu trach don vi, B/c Chu
suava | truge d6 tich HSV truong va Thay/Co | Néu sau 5 ngdy, don
Bude népxlai Ban Ké hoach: Tro 1i Thanh nién ’(TLTN) cua | vi chua ndp lai ké LCH/ CLB/ Déi/
3 ké -File No1 dung (1 file PDF, 1 | Khoa/BM minh (d6i véi LCH). | hoach, Van phong Nhém
hoach | file Word) Dbi v6i KHLT ctia LCH, don vi | HSV trudng s& dong
(néu cé) | -File Dy tri Kinh phi (1 file | phai gii kém dén email cua | quy trinh d& don vi
PDF, 1 file Word). Doan truong. trinh ky KH lai tr
budce 1.
Thyc hién theo quy trinh trinh
Trinh ky chit ky s6 trén phan mém.
Buoc | KV C4C | Trinh ky chit ky s6 theo quy | Trinh ky HSV eruong
4 cap dinh chung ctia trrong — Trinh ky Doan truong VP HSV truong
(néu co) — Trinh ky BCN Khoa/BM
— Trinh ky BGH
Duy kién 10-14 ngay
VP HSV phan hdi qua email. lam vige ké tir thoi
Budc Tra ké Thong bao ké hoach da duoc BO’HA vi r.1h£1n ké hogch da duge diéfn Vli HS,V
5 hoach duyét/ khong duoc duyét duyét t2_1-1 ) truong - thong bdo | VP HSV trudng
https://tinyurl.com/kehoachdonvi| quy trinh  dugc
2425 chuyén qua budc 4.

Luwu y: Tat ca cac ké hoach déu dugc thuc hién ndp va phan hdi qua email co s& Hoi (*@iuyouth.edu.vn) ddi v6i cac don vi da

dugc cap email, cac ké hoach ndp tir email ¢4 nhan s€ khong dugc phan hoi.



https://tinyurl.com/kehoachdonvi2425
https://tinyurl.com/kehoachdonvi2425

2. Quy trinh Ping ky vin ban hanh chinh va Hb tro truyén thong

- Vian ban hanh chinh 14 vin ban hinh thanh trong qu4 trinh chi dao, diéu hanh, giai quyét céng viéc cua cac co quan, to chirc.

- M6t s6 loai van ban hanh chinh bao gdm: quyét dinh, céng vin, gidy gi6i thiéu. ..

- Khi t6 chtc chuong trinh, can Pang k¥ vin ban hanh chinh trong cac truong hop nhu sau:

STT NOI DUNG NOI PANG KY
1 Muon phong, thiét bi, co sd vat chat tir nha trudng
2 | Muon IU Bookzone Website IUYouth https://iuyouth.edu.vn/dat-phong-thiet-bi/
3 Muon tai khoan Zoom (tai khoan khong gidi han)
4 Dit ban truyén thong hodc ban gay quy Thong bédo sau
5 Muon cac sanh to chirc chuong trinh
6 Pua trang thiét bi, co s& vat chit, vat dung cua ca
nhan hodc ctia cac td chire tir bén ngoai vao trudong
. Xin vao trudng ddi voi cac hoat dong dién ra vao
ngay Chu nhat
g | Xin0laiquadém tai truong doi véi sinh vién 1a Ban | - Biéy miu dang ky tai https:/tinyurl.com/dang-ky-yeu-cau
to chue hodc 1a nguoi tham gia chuong trinh
Xin véao truong d6i véi cac ca nhan, sinh vién bén
9 ngoai trudng 14 Ban to chuc hodc 13 nguoi tham gia
chuong trinh.
10 H0 tro truyén thong cac bai ding trén fanpage IU
Union of Students, man hinh LCD tai thang may



https://iuyouth.edu.vn/dat-phong-thiet-bi/
https://tinyurl.com/dang-ky-yeu-cau

- Quy trinh dang ky:

BUOC NOI DUNG HUONG DAN GHI CHU
Buéc 1: Nop yéu ciu Ding ky vin ban hanh chinh hoiic HS trg truyén thong
DPon vi dién thong tin vé thoi
s . gian, dia diém t6 chirc chuwong Ding ky cham nhat 07 ngay trude khi chuong trinh
1.1 | Thong tin vé€ chuong trinh . s 2| x
trinh theo yéu cau trong biéy| dién ra.
mau.
. \ ) Pon vi chuan bj tép theo yéu caul A N . .
NOp ndi dung truyén thong 2 ox . A | Luu tén t€p: Ma HD Tén hoat dong LCD/PAGE
o X N trong bi€éu mau va luu trén may| .
va an pham truyén thong 48 n6 (VD: GC232401_Carol of the strings_PAGE)
¢ nop.
MGdi loai vin ban hanh chinh dugc yéu cau cap loai
1.2 | Nop danh sach theo yéu cau | Pon vi chuan bi tép theo mau da danh sach khac nhau. Bit budc phai thuc hién dung
cla ting loai van ban hanh | dugc hudng din trong biéu mau theo mau ting loai vin ban yéu cau.
chinh (néu c6) va luu trén may dé nop. Luu tén tép: Ma HD M4 Yéu cau_Tén hoat dong
(VD: GC232401_02_Carol of the strings)
Buéc 2: VP HSV duyét yéu ciu

Bwoec 3:

Sau khi da dwoc duyét yéu cau

HSV 1én lich ding bai HS trg
truyén thong

Du kién 4-6 ngay lam viéc ké tir thoi diém VP HSV

tryc tiép tai VP O1.111

kiém tra cac thong tin, bao cac

sai sot. (néu co)

31 HSV soan thao va trinh ky truong duyét yéu cau.
cac van ban hanh chinh
Pon vi chi dong theo ddi email | Phan hoi cac sai sot trong vong 03 ngay sau khi
HSV tra yéu cdu qua email | cic théng bao tr HSV va | dugc tra yéu cau tir VP HSV trudng.
2 hoic thong bao tra yéu cau | fanpage IU Union of Students, | Déi v6i vian ban hanh chinh, don vi chu dong chuan

bi, in 4n cac gidy to can thiét phuc vu cho cong tac
t6 chic chuong trinh.




e Luuy:

- Pon vi doc ki hudng dan, luu y dé thyc hién ding va du khi dién thong tin dang ky, tranh nhiing sai s6t dé quy trinh ding ky,

tiép nhan va xr Iy dang ky duoc dién ra nhanh chéng, thuan loi.

- Dbi v6i chuong trinh can hd trg nhiéu hon 01 vin ban hanh chinh, don vi thyc hién ding ky méi cho mdi tredng hop can hd

tro.

- Vian phong s& khong xir 1y yéu cau déi véi cac don vi khong cap nhat day du thong tin cac muc va bao dam thdi han quy dinh

6 Buoc 1.1.

- Pon vi xem M3 Yéu cau (MYC) va thuc hién ding ky yéu cau tai: https:/tinyurl.com/dang-ky-yeu-cau

3. Quy trinh Cong nhin hoat dong sinh vién

- Thoi gian: Trong vong 07 ngdy sau khi hoat dong két thuc.

BUOC

NOI DUNG

HUONG DAN

GHI CHU

Bworce 1:

Nop Cong nhan hoat dong tai website (VPHSV - Cong nhan hoat dgng)

Danh sach sinh vién to chuc

Don vi ndp danh sach dudi

Phai ghi chii SV nhan GCN hoic giai thudng (néu

mau.

1.1 R
va tham gia. dang file Excel (Mau). o).
. . Don vi chuan bi va luu bai ~ . .
bang bai tong két hoat dong | .=~ T x Moi don vi dugc cap tai khoan dé dang bai trén
. ) . . dang nhap, lay duong dan tinh )
1.2 | trén website Poan - Hoi. . website.
dé nop.
) . . . . Bat budc phai thuc hién khao sat sy hai long cua
Nop bao cédo danh gia i . x. T .
) ] ) . p . .. . |sinhvién sau moi hoat dong t6 chirc, hinh thirc don
(feedback) hoat dong cua | Binh kem file két qua phan hoi | | o p . , o
1.3 , o = ) . vi tu chu dong. SO lugng ngudi tham gia khao sat
sinh vién/ nguoi tham gia. dudi dang excel. N T X .. , )
phai dat it nhat 50% s6 ngudi tham gia hoat dong.
) s .z . .| Mau GCN phai c6 day du cac ndi
Nop mau gidy ching nhan o,
. A . .. | dung nhu da hudng
1.4 | tham gia hoat dong (Néu co). |
dan.
Pon vi ndp 10 hinh anh hoat o . ) ) , )
o ) ) , x .. | Luu tén hinh: Ma HD _ Tén hoat dong_Thu tu cta
Hinh anh hoat dong. dong theo hudng dan trong biu | | = : —
1.5 anh (VD:PC212201 Chuong trinh Chop 1.0.1 1)



https://tinyurl.com/dang-ky-yeu-cau
https://docs.google.com/spreadsheets/d/104Vw1U9SqCbWHrATO4wyJNe6c7TdxfyyywC3aQsoxLo/edit?usp=sharing

1.6

Thuc hi¢n bao cdo hoat dong

Pon vi bao cao ndi dung hoat
dong theo huéng dan trong biéu
mau va cung cip duong link bai
dang poster va bai dang recap

cua hoat dong

Bit budc co toi thiéu 01 bai Poster gioi thiéu

chuong trinh va 01 bai Recap téng két chuong trinh

Budc 2: VP HSV duyét CNHD

Budce 3: Sau khi da duwgc duyét CNHD

Nop giéy ching nhén hoat c g R g A L: o g . . S a1, 1
) o _ ., . | bon vi co thé chi cap GCN cho |- P61 vé1 GCN ban cting, truéng don vi phai ky chiy
dong da c6 chit ky cua N . \ ) oz . ,
) L2 nhiing SV c¢6 nhu cau nhan GCN | ky song bang but xanh.
truébng don vi dé HSV x. A . . .
3.1 . o ) . sau moi chuong - Nop GCN trong vong 07 ngay sau phan hoi ctua
truong ky xac nhéan, kem trinh VP HSV trud
rinh. ruong.
danh sach SV nhan GCN 8
HSV truong ky GCN va ra . ) oo
3.2 L. 07 ngay sau khi don vi nop GCN.
Quyét dinh CNHD
33 Nhan GCN da c6 mgc va Qb Sau 14 ngay thong bdo ma don vi khong 1én nhén
' CNHD tai VP HSV truong. GCN thi VP sé¢ huy.
e Luuy:

- Vin phong s& khong xtr Iy CNHP dbi voi cac don vi cap nhat sai Ma hoat dong cua chuong trinh.

- Pon vi ¢o thé chi cdp GCN cho nhiing sinh vién c6 nhu cdu nhan GCN sau mdi chuong trinh. Hinh thirc 1ay thong tin sinh vién
can cap GCN do don vi tw quy dinh (form thong tin sau chuong trinh, form thong tin khi dang ky, dang ky nhan GCN khi check
in...v.v). Pon vi chit dong in GCN theo dung sé lwong sinh vién yéu cau va trinh ky.

- Khi sinh vién c¢6 nhu cau lam gidy xac nhan tat ca hoat dong da tham gia tai truong do cac don vi tryc thuoc HSV trudng to
chire, cac ban dén VP HSV truong dé yéu cau gidy xac nhan.
- Thuc hién CNHD tai: https://iuyouth.edu.vn/cong-nhan-hd-hsv/



https://iuyouth.edu.vn/cong-nhan-hd-hsv/

4. Quy trinh Thanh toan hoat dong

STT NOI DUNG THOI GIAN GHI CHU

Nop cac minh chtng can thiét dé thanh

i Tré nhét 07 ngay sau khi VP HSV ) .. e A
Bude 1 | Nop hd so thanh toan, thong biio da duyét CNHD todn theo du tru kinh phi da nop tai VP
i ' HSV.

Budc 2 | VP HSV trudng tién hanh duyét ho
so thanh toan cua don vi.

L Trong vong 10 ngay ké tir thoi diém
Budc 3 | VP HSV truong phan hoéi vé ho so

nhéan hd so thanh toan tir don vi.

thanh toan.
Budc 4 | Pon vi ndp lai ho so thanh toan Trong vong 3 ngay ké tir thoi diém
(Néu c6 sai sot). nhan dugc phan hoi.

Budc 5 | VP HSV trudng chuyén giao ho so

thanh toan ctia don vi qua cac cap.

> Luuy:
- VP HSV sé& khong tién hanh thanh toan véi cac don vi khong hoan thanh day du cac muc thanh toan trong thoi han quy dinh
nhu ¢ Bude 1.

- Hb so thanh toan bao gom:

STT |Ni dung hd so thanh toan Luuy

1 |01 ban photo K& hoach d3 duoc duyét In 2 mat.

2 |Ban goc danh sach ky nhan Ky but xanh. Tai biéu miu tai VP Dién tor HSV trudng.

- Han ché sir dung hoé don in trén giéy in nhiét. Néu sir dung hoéa don in nhiét,

, e don vi vui 1ong photo lai hoa don.
Hoé don bén 1¢ (61 voi gid tri hang ) o . ~ . s ) A N
o o - Hoéa don bén 1¢ mua cung 01 cho s€ dugc tinh tong tién bang cach cong don.
hod/dich vu dudi 200.0004d)

- Héa don c6 du thong tin ctra hang, chit ky ngudi ban va chir ky ngudi mua.

(néu co)




) <. .. . . |-Khuyén khich xuit hoa don dién tir, c6 du chit ky nguoi ban va ngudi mua.
Hoda don GTGT (do1 voi gia tri hang . o . . . ) i
4 oo . o - Ho4 don véi gia tri tor 3.000.000d, truong s€ chuyén khoan truc ti€ép cho
hoa/dich vu tir 200.000d tré 1€n) o
nguo1 ban.
- Noi dung ho so thanh toan yéu cau:
Pbi v6i noi dung du tri kinh phi trén 5| 1. Thuchao gia
5 A aA 2. Hoa don GTGT
tri¢u dong I
3. Béogia
4. Bién ban xdc nhan ban giao

- Thong tin xuat hoa don GTGT (VAT):

Pon vi

Truong Pai hoc Quéc té

MST

0303844612

bia chi

Khu phé 6, phwong Linh Trung, Thanh phé Thi Pire, TP. H6 Chi Minh

Trén day 1a huéng din quy trinh tiép nhan va xir 1y yéu cau nim hoc 2024 — 2025 cua BTK HSV truong, dé nghi cac don

vi truc thudc t6 chirc thyc hién nghi€ém tiac. Trong qua trinh thyc hién, néu c6 thdc mac, cac don vi vui long lién h¢ vdi Van

phong HSV truong dé c6 phuong an huéng dan phu hop.

Noi nhan: TM. BTK HOI SINH VIEN TRUONG
- BTK Hoéi Sinh vién trudng; CHU TICH
- Cac don vi tryc thuoc HSV;
- Luu VP.
(da ky)

Lé Thi Phwong Huyén




