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TRUONG DAI HOC Y KHOA CONG HOA XA HOI CHU NGHIA VIET NAM
_ PHAMNGOC THACH Poc ldp - Ty do - Hanh phac
PHONG HANH CHINH QUAN TRI

S6: A4 /HCQT ‘ Thanh phé Ho Chi Minh, ngay6¥ thang 8 nam 2022
V/v lay v kién doi véi dy thido Dé an
Thanh 14p “Van phong Truong Dai hoc

CONG VAN BEN*m Heve Theet

So/ﬁ’ ............................... h i : . :
Ngay. (Yhang...nam. L Kinh giii : Cac don vi thude Truong.

_BLP Thuc hién T 1,2(1 4bao :c@/i B-HCQT ngay 13 thang 7 nam 2022 ctua Phong
aw/trive Iget {ln clia Hiéu trudng Nguyén Thanh Hiép tai cude hop

Tt (HW fr

giao be Can bo‘quén ly ngay 11 thang 7 ndam 2022: “ Giao Phong Hanh chinh Quan
e tu tham muu xdy dung D& dn Vin phong Truong dé dua vao hoat dong”.

— Tean hé Phong Hanh chinh Quén trj kinh gti dy thao Dé an Thanh lép “Van phong

Trudong Pai hoc Y khoa Pham Ngoc Thach” trén co s¢ tich B phidn Hanh chinh
thudc Phong Hanh chinh Qudan tri va hop nhit voi Vin phong Dang uy - Hbi dong
truong - Coéng doan - Doan Thanh nién - Hoi Sinh vién (goi tit la D& 4n Thanh 1ap
‘Van phong Trudng Dai hoc Y khoa Pham Ngoc Thach”) dén cac don vi thudc

Trudng dé co y kién gop y (dinh kém dy thdo).

- Hinh thte gop v: bang Phiéu gop ¥ (dinh kém).

- Thoi gian thuc hién gop y: cc don vi gui Phiéu gép v vé Phong Hanh chinh
Quaén tri tr udc ngay 19 thang 8 nam 2022 bing file scan ¢6 chif ky cta Truong don vi
va file mém qua dia chi email:  phamthibichhuong@pnt.edu.vn (thoéng tin lién hé: Chuyén
vién Pham Thi Bich Huong, s6 dién thoai: 0909.65.28.05).

Sau thoi gian néu trén, don vi ndo khong giri gop y xem nhu thong nhét voi du thao.

Kinh mong cdc don vi thuc hién ding thoi gian va day dt noi dung trong Phicu
gop y dinh kem.

Trén trong cam on./.

Noi nhin: KT. TRUONG PHONG
-Nhu teén; - PHO TRUONG PHONG
- Ban Giam hiéu (d¢ b/c); ) , e

- Luu: VT, P.HCQT-Hg,

"’MThS BS. Pham Cong Danh
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Péc lap - Tw do - Hanh phic
TRUONG DAI HOC Y KHOA

PHAM NGOC THACH

Sé: /PA-TDHYKPNT Thonh phé H6 Chi Minh, ngay — thdng 8 ndm 2022
- Thanh 14p “Viin phong Trudng Pai hoe Y khoa Pham Ngoc Thach”

trén co sé' tdch BO phan Hanh chinh thuge Phong Hanh chinh Quan tri
va hop nhat véi Vin phong Déng iy - Hoi dong truong - Cong doan -
Poan Thanh nién - Hji Sinh vién

I. CAN CU PHAP LY

- Luét Giao duc ngay 14 thang 6 ndm 2019;

= Luét Giao duc Pai hoc ngay 18 thang 6 ndm 2012 va Ludt sua dbi, bd sung
mot sé didu cua Ludt Gido duc Dai hoe ngay 19 thdng 11 nam 2018;

- Nghi dinh s6 60/2021/ND-CP ngdy 21 thang 6 nim 2021 ctia Chinh phu quy
dinh co ché tu chi tai chinh cta don vi s nghiép cong lap;

- Nghi quyét sb 77/NQ-CP ngay 24 thang 10 nam 2014 cta Chinh phu vé thi
didm dbi méi co ché hoat dong dbi véi co sé gido duc dai hoc cong ]ap giai doan
2014 -2017;

- Nghl quyét sO 18-NQ/TW ngay 25 thang 10 nam 2017, Héi nghi lan thir sau
Ban Lhap hanh Trung vong Dang khéa XTI v& Mot sb vén dé vé tlep tue d6i moi, sAp
xép t6 chiic by mdy cua hé théng chinh tri tinh gon, hoat dong hi¢u luc, hiéu qua;

- Ngh1 quyet s6 19-NQ/TW ngay 25 thang 10 nam 2017, Hoi ngh1 Ian thir sau
Ban Chép hanh Tr ung vong Dang khéa XII vé& Tiép tuc dbi méi hé thong 6 chirc va
quan ly, ndng cao chit luong va hidu qué hoat dong ctia cde don vi sy nghiép cong 1ap;
- Quyét dinh s6 24/QD-TTg ngay 07 thang 01 ndm 2008 cia Thii tuéng Chinh
phti vé thanh 1ap Truong Pai hoc Y khoa Pham Ngoc Thach;
- Nghi quyet s6 45/NQ-HDT-TDHYKPNT ngay 28 thang 01 nam 2022 cua
Hoi ddng truong Truong Dai hoc Y khoa Pham Ngoc Thach vé ban hanh Quy ché
Té chite va hoat dong ctia Truong Dai hoe Y khoa Pham Ngoc Thach.

II. MUC TIEU

- Sap xép 1o chtc tinh gon, hoat dong hiéu luc, hiéu qua cua by may hanh
chinh, tham muu, gitip viée cho lanh dao Trudng;

- Pam bdo su 1dnh dao, chi dao chit ch& cua Dang ty, Hoi dong truong va
Ban Gidm hiéu doi véi moi hoat dong ctia truong dai hoc;

- Tang cuong sy phm hop, hd tro, gidm sat trong cong tac hanh chinh khi trién
khai thuc hién cac nhiém vy, cac hoat dong doan thé cua truong Dai hoc.
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111 TEN GOI, VI TRI, CHUC NANG, NHIEM VU.
1. Ten goi
“VAN PHONG TRUONG DAI HQC Y KHOA PHAM NGOC THACH”
2. Vi tri
Van phong Truong Dai hoe Y khoa Pham Ngoc Thach [a don vi thudce Trudng
Bai hoc Y khoa Pham Ngoc Thach trén co s¢ tdch B phan Hanh chinh thuée Phong

Hanh chinh Quan trj va hop nhét véi Van phong Diang uy - Hoi dong tr uong - Coéng,
doan - Doan Thanh nién - Ho1 Sinh vién,

3. Chirc nang

I. Tham muu, gitip viéc cho Dang ty Truong vé cong tac Dang va cédc hoa
dong khac do Pang uy Trudng giao;

2. Tham muu, gitp viée cho Hoi Do ng truong, Ban Giam hiéu thuc hién chire
nang (6ng hop, phuc vu su chi dao, didu hanh cong {LIL

3. Giup vige cho Cong doan, Doan Thanh nién, Hoi Sinh vién vé cong tac
Cong doan, cong tdc Doan Thanh nién, cong tdc Hoi Sinh vién.

4.T6 chirc thue hién cong tac hanh chinh - tong hop, van thu - luu tri.
4. Nhi¢m vu

. Phéi hop véi cée ban cia Dang ty tham muu cho Dang uy vé chuong trinh,
é hOdL]] cong tdc ciia Ban Thuong vu Pang ty, Ban Chap hanh Déang uy.

2. Gitp vi¢e cho Péang uy, Hoi Dong truong, Ban Gidam hiéu, Ban Chép hanh
Cong ¢ 1oan Ban Chap hanh Doan Thanh nién, Ban Thu ky F6i Sinh vién trong viéc
trién khai thuce hién cac hoat dong theo diéu ¢, chuong trinh, ké hoach céng tac.

3. Lam dau mol thong tin va to chire, phan cong, su dung hop ly, hiéu qua
ngudn luc theo yéu ciu cua Dang uy, Hoi D()m, truong, Ban Giam hiéu, Ban C hap
hanh Cong doan, Ban Chép hanh Doan Thanh nién, Ban Chép hanh Hoi Sinh vién.

4. Chuén bj noi dung, tai li¢u, thu ky cdc cude hop (khi duge phan cong), hoi
nghi cua Dang ty truong, Hoi Ddng, trudng, Ban Giam hiéu, Ban Chip hanh Céng
doan, Ban Chip hanh DBoan Thanh nién, Ban Thu ky Ho1 Sinh vién.

- Dau mbi phéi hop, trién khai thuc hién cdng tac bio cdo, tong hop, thong,
& ldp lich cong tdc tuan; thu ky Hiéu trudng va cdc Phé Hiéu trudng; thong tin,
theo ddi hoat dong va ké hoach cong téc clia cac don vi trong Truong.

6. Phéi hop voi cdce don vi trong cdc cong tdc To 6 chire su kién va cac dai hoi,
hoi nghi, 1& ky niém cap Truong, Lé khai p giang, L& tot nghiép nhu lién hé dai biéu,
phat hanh thu moi...

7. Thay médt nha Truong trong quan hé véi chinh quyén dia phuong tai cac
co s cua Truong va cac doi tac trong nudce.

8. Thuc hién cong tdc van thu; quan ly con dau, chit ky theo quy dinh; cp
gidy di dudng, gidy gidi thiéu; sao luc cc van ban do Truong ban hanh va van ban
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clia ¢dp trén theo quy dinh; xur ly van ban di, dén va cap nhat lén phdn mém E -
Office. Xay dung va trién khai thuc hién Pé an Cai cdch hanh chinh, Pé an Co s

di liéu.

9. La dau mbi giao tiép, sap xép lich lam viéc, tiép don khéach ctia Truong (trix
khach qudc té);

10. Thyc hién céng tac Bao dam chat luong gido duc va Quén tri Dai hoc
trong linh vuc hanh chinh.

IV. NHAN SU CUA VAN PHONG TRUONG

Nhan sy ctia Vian phong Trudng Pai hoc Y khoa Pham Ngoc Thach gom 20
nhan sy, cu thé:

1. Lanh dao Vin phong: 04 nhén sy

- 01 Chanh Vin phong: tham muu, gitip viée truc tiép cho Hiéu truong; diéu
hanh chung cong viéc ctia Van phong.

- 03 Ph6é Chéanh Vin phong: tham muu, gitp viée tryc tiep cho 03 Pho
Hiéu trudong;

2. Céc chuyén vién va nhén vién: 16 nhéin sy (s6 luong ¢6 thé thay doi tay
theo khdi lugng céng viéc). Puge chia thanh 03 td cong tac nhu sau:

- T6 cong tac Dang dy - HOI dong trwémg - Cong doan - Doan Thanh nién
- Hgi: 08 nhan su.

+ Phu trach Pang ty: 03 nhan sy

-+ Phu trach Hoi dong truong: 02 nhan su

+ Poan thé: 03 nhan su (phu trdch Poan Thanh nién: 01 nhan sy, Cong doan:
01 nhan sy, Hoi Sinh vién: 01 nhan sy)

- T6 Hanh chinh (tham muu cho Ban Giam hi¢u): 05 nhén sy

+ 01 thu ky riéng gitp viéc cho Hi¢u trudng;

+ 01 nguoi nhan sy kiém tra hod so cta cac don vi do cho Hiéu trudng phu
trdch, thye hién nhiém vu do Chéanh Vian phong phan cong; phu trich cong tac tong
hop bdo cdo.

+ 03 nhan su vira thuc hién nhiém vu kiém ho so vira lam thu ky riéng gitp
viéc cho 03 Pho Hiéu trudng; thuc hién nhiém vy do Phé Chanh Vin phong truc tiép
cia minh phén cong;

- To van thu: 03 nhan sy

+ Phuy trach cong tdc van thu ctia Pang Uy: 01 nhén su;

+ Phu trach cong tac van thu Hanh chinh (van ban do Ban Gidm hiéu ky) va vin
thu Hoi dong truong: 01 nhén su;

+ Phu trach cong tac vin thu ctia Cong doan - Doan Thanh nién - Hoi: 01 nhan sy.



V.CO SO VAT CHAT

- Co 50 vit chat bao gobm van phong lam viée va cic trang thiét bi khac duoc
thue hién theo quy dinh chung cta Truong.

- Van phong 71uong dat tai Khu ATruong Dai hoc Y khoa Pham Ngoc Thach,
s6 02 Duong Quang Trung , Phuong 12, Quén 10, Thanh phd 1 Chi Minh.

VI. TAI CHINH

Vin phong Truong Dai hoc Y khoa Pham Ngoc Thach la don vi thudc truong,
kinh phi hoat dong theo Quy ché chi tiéu ndi bd cua Truong va cic quy dinh hién hanh.

VIL QUY TRINH, TIEN DO THUC HIEN

- Bude 1: T ngay 10/8/2022 dén ngay 19/8/2022: Lay ¥ kién gop y ctia cdc
don vi thudce Truong,.

- Bude 2: T ngay 22/8/2022 dén ngay 26/9/2022: Hoan chinh du thao Dé 4n
(rén co s0 cdc y kién gop y cua cac don vi ¢o lién quan.

- Bude 3: TU ngay 29/8/2022 dén ngay 09/9/2022: Xin y kién Dang Uy vé du
thao D¢ an thanh 1ap Van phong truong.

-Buwée 4: T ngay 12/9/2022 dén ngay 30/9/2022: Xin y kién Ho: ddng trudng
vé dy théo D& 4n thanh 1ap Vian phong truong. Ban hanh Nghi quyét ciia Héi dong
Uuom vé viée thong qua Dé an thanh lap Van phong truong va giao Hi¢u trudng
trién khai thue hién.

- Bude 5: Turngay 03/10/2022 dén ngdy 31/10/2022: thuc hién cac quy trinh
lién quan dén viée bd tri nhan su cua Van phong trudng,

- Bude 6: Tu ngay 01/11/2022 dén ngay 15/11/2022: Ban hanh quyét dinh
cua Hiéu trudong vé viéce thanh lap Van phong truong; B nhiém, bd tri nhan su va
trién khai céc bude thanh 1ap Van phong truong.

- Bude 7: TU ngay 16/11/2022 dén ngay 30/11/2022: Chanh Vian phong co
trach nhiém xay dung, trinh Ban Thuong vu Dang ty, Hoi dong truong, Ban Giam
hiéu phé duyét Quy ché lam viée va mbi quan hé cong tac.

Trén day 1a Dé an Thanh lap “Vin phong Truong Pai hoc Y khoa Pham Ngoc
Thach” trén co s¢ tach B phan Hanh chinh thudc Phong Hanh chinh Quan tri va
hop nhat vai Vin phong Dang vy - FHoi dmw truong - Cong doan - Doan Thanh nién
- H6i Sinh vién./

Noi ndigin: ) HIEU TRUONG
- UBND Thanh phé (dé b/c);

- Déang ay Truong;

- Hoi ddng Truong;

- BGH Truong:

- Che don vi thude Truong;

- Luw VT, HCQT-Hg.,

PGS.TS.BS Nguyén Thanh Iiép



TRUONG DAI HOC Y KHOA CONG HOA XA HOI CHU NGHIA VIET NAM
PHAM NGOC THACH Poc ldp - Ty do - Hanh phuc
TEN DON VI

Thanh phé Hé Chi Minh, ngay — thdang ndm 2022

PHIEU GOP Y
Pé an Thanh Jap “Viin phong Truomg Pai hoc Y khoa Pham Ngoe Thach”

1. G6p ¥ du thio D& an:

Noi dung (goc)
trong quy trinh
STT | Tai muc, Noi dung gép y diéu chinh Ghi chd
diém, Noi dung
Kkhodn....

1

2

3

4

5

(i
r 7 A r A r
ac {aen Knac (neu ¢o
. <

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

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

TRUONG DON VI
(Ky va ghi rd ho tén)
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TRUONG DAI HOC Y KHOA CONG HOA XA HOQI CHU NGHIA VIET NAM
PHAM NGOC THACH Doc lap - Tu do - Hanh phic
TEN PON VI

Thanh phé Ho Chi Minh, ngay — thing nédm 2022

PHIEU GOP Y
Pe an Thanh lap “Van phong Truong Dai hoc Y khoa Pham Ngoc Thach”

1. Gop y du thio Pé an:

Noi dung (gbc)
trong quy trinh
STT | Tai muc, Noi dung gop y diéu chinh Ghi chu
diém, Noi dung
khodn....

I

2

3

4

5

2. Cac y kién khac (néu cd)

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

TRUONG PON VI
(Ky va ghi ro ho tén)
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