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1. PURPOSES
Describing the steps of constructing the legal documents in training and scientific research management in the field of health. 
2. SCOPE
Applying at the Administration of Science Technology and Training on constructing activities of the legal documents in training, scientific research management in the field of health.
3. REFERENCES
ASTT.16: Procedure of conference organization
4. DEFINITION / TERMINOLOGY AND ABBREVIATIONS
- ASTT: Administration of Science Technology and Training
-  Focal department: Department of Administration of Science Technology and Training has already been assigned as a focal to organize composing the legal documents.
- LD: Legal document
5. CONTENT
5.1. Guidelines of the Ministry leaders
The Administration presents the Ministry leaders for fuideline of constructing the legal documents.
5.2. Planning 
Focal department detailed planning on constructing the legal documents to submit to the Administration leaders to approve.
5.3. Requesting for nominating representative participated in composing board

ASTT sends the dispatch to the organizations related to request for nominating  representative participating in composing Board. 
5.4. Submiting the decision on establishing the composing board
ASTT presents to Ministry leaders for approving the decision on establishing the composing Board (BM.TNLS.03.03).
5.5. Composing Board meeting
- The expert has been assigned by focal department leaders to notify meeting calendar to the members of composing board.
- The first meeting of composing Board
+ Unifying the guidelines to compose the legal documents, purpose of constructing document and the frame of document
+ Leader of composing Board assigned the task to the members of the composing Board. 

- The second meeting of composing Board
+ Exchanges and contributes the opinions about the draft document.
5.6.  Getting the opinion of the organization related
- Organizing the conference to get the opinions from the organization related follow QT.K2ĐT.09.

- Sending the dispatch referred to request for contributing the opinions to the organizations follow BM.TNLS.03.04.

- Sending the final draft document to The Legal Department and The Ministry of Health Portal in 45 days. 
5.7. Submiting to Ministry leaders to approve
Submiting to Ministry leaders to approve the completed draft of document. 
5.8. Announcing the administrative procedures in the document
Organizing the conference to announce the administrative procedures in the documents follow QT.K2ĐT.09.

6. DOSSIER
- Components of profile
+ Plan for composing documents

+ Decision on constructing composing Board
+ The versions of composing documents
+ Dispatch referred to get opinions of the organizations
+ Dispatch referred to contribute the opinions of the organizations related
+ Documents were approved
 -  Place and time to archive
+ 01 year at focal department of composing the legal documents
+ the next 03 years at the ASTT
+ forever at the archiving room of the MOH
7. APPENDIX
- BM.TNLS.03.01: Submission form to the Ministry leaders to request a guideline for constructing the legal documents,

- BM.TNLS.03.02: Dispatch referred to nominate the representative participating in construction composing Board
- BM.TNLS.03.03: Submission form to the Ministry leaders to seek an approval for composing board.
- BM.TNLS.03.04: Dispatch referred to get the opinions of the organization related
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