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Nh~m nang cao chal luqng cong tac l~ tan clla Nha trucmg, ,-Ii~u truang ban hill1hQuy
dinh v~ cong tac t6 chuc va ph6i hqp t6 chuc cac Sl,f ki~n, hQi nghi. hQi thao, don ti~p cac

doan khach d~n lam vi9C t(li truang nhtr sau:

I. M\lc dich va ph\ll11vi ~lPd\lIIg

I. M\IC dich.
- Quan ly s6 lUQ11gvit nl\lc dich doan vilO.
- Nang cao chat luqng don ti~p khach theo huang ehuyen nghi~p-viin minh-lieh Sl,f.

- Huang diln, phan djnh trach nhi~m trang vi~c ph6i hqp giiIa eac dan vi khi don ti~p

cae doan khach trong va ngmii nuac d~n tham va lam vi~c vai tnrang.

2. Ph\lm vi ~lPd\lI1g:
Quy djnh mlYehi ap d\lng cho cac Sl,f ki~n, hQi nghj, hQi thao t6 chuc trang truang vai

chuO'llg trinh, nQi dung duqe Ban giam hi~u phe dUY91.

II. Til eh(l'c th\l'c hi~n
Tuy thea d~c di~m clla cac doill1khach duqc chia lam 3 tmang hqp nhu sau:

1. Khaeh Clla Truang do Ban giam hi~u chll tri lam vi~c; Cac I-IQithao cap truang

(Trm'mg hqp I)
2. Khaeh tl'\rc ti~p lam vi~e ehuyen mon t(li DO'Ilvj (c6 hO(ICkhong co Ban giam hi~u

chao xii giao); '-'{Ii thao cap dun vi (Trucmg hqp 2)
3. Khach d~n lien h~ cong tac dQt xu<1t(Truang hqp 3)

TrJI'irng ho'p 1: D6i vo'j doan kh~lch ciia TrJI'irng do Ban Gial11 hi~u chii tri buili

lam vi~c

1.1 D6i vo'i cac doan khach trong IIU'O'C:
.:. Do'n vi chi" tri til chfrc: Phung Hanh chinh - Ti\ng hQ'p

Lien h~ d~ bi~t thOng tin doill1khach, s6 luqng khach, m\ICdich, nQi dung, chuung

trinh linn vi~c.

S~p x~p thai gian, dia di~m, thanh phiin lam vi~c.

Diing ky Ijch cong tac tuiin.

Thong baa cha d6i lac thanh phiin ti~p, don va lam vi~c.



136tri xe 0 to di don doim khach (nEu din),
Chuan bi cac di~u ki~n din thiEt nhu: am thanh, anh sang, may chi€u, hoa trang tri,

nuac u6ng, banh ngQt, trai cay",
Chiu trach nhi~m trang tri ph6ng cho bu6i don ti€p (Chufrn bi bang ron, pano,

brochure, cO' thea yeu diu)
Tuy theo nQi dung va nwc dich d€n tham, lam vi~c ma chufrn bi t~ng phfrm, danh
sach nh~n qua cho phil hgp (d6i tugng nh~n qua la cac ca nhan, dan vj co quan h~
hgp tac va gfrn bo vai s\r phat trien clla Nhil Trutmg),

Chll tri nghi l~ don, ti€p khach chu dao, lich sv
86 tri d~t cam ti€p khach, thue ph6ng nghi cho khach (nEu din)

L~p dv tru va thanh quy€t toan kinh phi don, tiEp kh{IChtrinh Hi~u trm'mg phi:

duy~t.
.:. Do'n vi phBi hQ'p t6 ehire: cae dOll vi lien quan (theo chi d(lo clla BGH) chiu

trach nhi~m chufrn bi n(\i dung, chU011gtrinh lam vi~c, thong tin, tai li~u theo kE
hO(lch lam vi~c (thong tin va tai li~u phai trinh Hi~u truang phe duy~t truac 02

ngay),

1.2 OBi vo; cae doan klllieh quBe t~:
.:. 0011 vi ehll tri t6 ehire: Phung Quan Iy khoa hQe va Quan he quBe t~

Chiu trach nhi~m va thong qua Ban giam hi~u v~ nQi dung, kE hO(lch va chuang

trinh lam vi~c,

Dang ky lich cong tac.

Chufrn bi bang ron, cO', brochure, t~ng phfrm

Don va ti~n khach, b6 tri nai a (nEu din), phien dich

L~p dV tru va thanh toan kinh phi.
.:. Do'n vi phBi hQ'p t6 ehire: PhOng Hilllh ehinh t6ng hQ'p

Chuan bi va trang tri ph6ng hQp, nuac u6ng,

Chufrn bi am thanh, may ehi~u, may Hnh (n~u din)

Chufrn bi banh ngQt, trai cay (n~u elin),

Ph6i hgp t6 ch(rc cong tac I~ tan, ph\!c V\!,

MQt s6 cong tae khac khi co d~ nghi tir ph6ng Qwin Iy khoa hQe va quan h~ qu6c
t~,

1.3 OBi vo; cac h!)i thao cfip tru'o-ng:
.:. Do'n vi ch" tri t6 ehirc: Do'n vi dU'Q'cBan gi:11Ilhieu giao nhielll V~It6 chirc hi}i

thao
Chiu trach nhi~m va th6ng qua Ban giam hi~u v~ nQi dung, kE hO(lch va chuang

trinh lam vi~c

Dang ky lich cong tac, dang k)' qua t~ng (trinh BGH duy<;t)



Chufrn bi bang ron, ca, brochure, don va ti~n khach, b6 trf nai 0 (n~u dn), phicn

dich (n~u dn)

L~p d\f tru va thanh toan kinh phi.
.:. Do'n vi ph6i hQ'p t6 chu'c: Phong Hllllh chinh t6ng hQ'p

Chufrn bi va trang tri phong h9P, mrac u6ng.

Chufrn bi am thanh, may chi~u, may tinh (n~u din).

Chufrn bi banh ng9t, trai cay (n~u din).

Chufrn bi qua t(ing (n~u dn)

Ph6i hQ'pt6 chuc cong tac I~ tan, ph\ICv\l.
MQt s6 cong tac khac khi co d~ nghi tli dan vi chti tri hQi thao.

Tnro'ng ho'p 2: D6i vo'j doan khaeh tr\l'e ti~p lam vi~e ehuyen mon t~i de do'n vi;

H(ii thao cAp uo'n vi

.:. Do'n vi chii tri t6 ehu'c: flo'n vi co uoan khaeh d~n lam vi~e
Chiu tn\ch nhi~m v~ chuang trinh, nQi dung, d\f tru va thanh quy~t toan kinh phi t6

ch(rc. Trong truimg hQ'pdin S\l ph6i hQ'pella I'hong Hanh chinh T6ng hgp thi din goi

v~ phong HCTH cac thong tin nhu:
Thong tin v~ doan khach, s6 IUQ'ngkhach, thai gian, m\lc dich, nQi dung, chuang

trinh lam vi~c.
D~ xufrt thanh phiin tham gia don, ti~p va mai cae dan vi lien quan tham gia don

ti~p, lam vi~c vai khach.
D~ xudt di~u ki~n don, ti~p: phong lam vi~c, am thanh, may chi~u, hoa trang tri,

nuac, banh ng9t, tnii cay, d(it ti~c, t(ing phfrm..

Dang ky lich cong tac tuiin (n~u co Ban giam hi~u tham d\f)

Thong bao vai Phong Hanh chinh T6ng hQ'pn~u co sv thay d6i v~ s6 lUQ'ngkh{ICh,
thai gian, di~u ki~n pll\lc V\I,va nhung phat sinh khac.
I'hong Hilnh chinh - T6ng hQ'pcan cu vilo k~ hO(lchdii duQ'c BGH phe duy~t ph6i

hQ'pvai cac dan vi t6 chuc sv ki~n.
Tnrirng ho'p 3: D6i vo'i khaeh u~n lien h~ eong hie d(it xlldt

.:. Khach Iii ca nhan, t6 chuc d~n lien h~ cong tac dQt xudt d~u phai thong qua Phong

Hanh chinh T6ng hQ'p(bO ph~n L~ tan) va thvc hi~n theo quy dinh sau:

Xudt trinh gidy ta (gidy giai thi~u cua ca quan/t6 chuc cli' d~n lien h~ cong tac,
The Nha bao, The Cong an ... ) trinh bay ro nQi dung, m\lc dich Mn lam vi~c.

Truong (Pho) Phong Hanh chinh T6ng hQ'p can cu nQi dung, m\IC dich d~n lam
vi~c cua khach d~ bao cao Hi~u truong, cac Pho Hi~u truong, ho(ic Truong cac

dan vi ti~p khach va gilli quy~t cong vi~c thco quy djnh.



.:. D6i v6i khach d1ico lich lam vi~c v6i Hi~u tmang ho~c cac Pho Hi~u tmang:

Phong Hanh chinh - T6ng hqp b6 tri dia di~m tiEp khach, elf can bl) ghi chep nl)i

dung, bien ban ghi nh6, bien bim lam vi~c (nEu din);
Thong bao cho cac ca nhan, dan vi co lien quan cung liun vi~c theo yeu diu Clla

l1inhdl:loNhil tmang .
•:. D6i v6i khach do Tmang cac dan vi tiEp va giili quyEt cong vi~c:

Tmang cac dan vi phai elf can bl) cua dan vi ghi chep, ltru gifr cac tili li~u din
thiEt, bao cao Hi~u tmang bAng van ban nl)i dung, kEt qua lam vi~c (nEu din).

Quy dinh nay ap d\lI1gkE tir ngay ky.

l

No'i ,,!I(i":
BGH (o~bi~t);

Cae don vi;

Luu HCTH. TS. Lam Mai Long



DANH sAcH cAc DAU MVC CONG vr~tc CHuAN HJ DON TIEl' KHAcH

Checklist:

TT Ni}i dung cong vi~c Tick Do'n vi th I}'C h i~n Ghi chu

l. Gui thu mai ~ Dan vi chu tri

2. Bang ron :I Phong HCTH

3. Phong san khau 'iii Phong HCTH
Chi ap dl)ng d6i

4. Ca ~ Phong CTHSSV

5. Xe don ~ Phong HCTH
vai cac doim quan

6. Xe dua ~ Phong HCTH
trQng

7. Hoa t;:ing tnremg do an ~ Phong HCTH

8. Hoa trang tri e: PhongBCTH

9. Phong hQp '5 Phong HCTB

10. May chieu 5 Phong BCTH

11. Laptop 'i5 Phong BCTH

12. SIide giai thi~u e Dan vi chu tri

13. Brochure ~ Phong HCTH

14. Tai li~u ~ Dan vi chu tri

15. Ghi bien ban '5 HCTH/Dan vi chu tri

16. Nuac uong e: Phong HCTH

Chi ap dl)ng doi

17. Chl)p anh 'iiI Phong CTHSSV vai cac doan quan

trQng

TTDVSV/Phong
Chi ap dl)ng doi

18. Qua t;:ing 5 vai cac doan quan
QLKH

trQng

19. Tea - break '5 Phong HCTH

Chi ap dl)ng doi

20. Mai cam tnralt6i 'IS Phong HCTH/DVCT vai cac doan quan

trQng
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