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1. PURPOSES
Discribe all step to build the technical instruction materials.

2. SCOPE
Apply for activities related to building legal document in clinical trial field in Administration of Science Technology and Training.
3. REFERENCE
QT.K2ĐT.09: Workshop holding procedure.
4. DEFINITIONS/ TERMINIOLOGY AND ABBREVIATIONS
- Coordination Unit: Unit undre Adminstration of Science Technology and Training assigned as the coordination for preparing technical materials 
- ASTT: Administration of Science Technology and Training
5. CONTENT
5.1. Request for Ministry’s opinions: 
Administration proposes for the opinions of  building technical materials about training, science research on medical fields. (BM.TNLS.04.01)
5.2. Planning:
Coordination Unit detaily plan about building the technical material to the review and approval of  the Administration. 
5.3. Nominating people to join the drafting board:
 ASTT send document to relating units to request to nominate people join the drafting board  (BM.TNLS.04.02)
5.4. Submission for approval of establisment of drafting board:
ASTT submit to get approval from MOH about establisment of drafting board (BM.TNLS.04.03).
5.5. Drafting board meeting:

- Specialists will be informed by the Chief of Coordination Unit  the schedule with member of the board 
- Meeting 1:

+ Unify the requirements of drafting the technical instruction materials, purpose of the materials and document framework
+ Chief of the Board will assign tasks to all members.

- Meeting 2:

+  Exchage and contribute opinions to draft the materials.

5.6. Get opinions from relating units:

-  Hold the workshops to get the opinons from relating unites QT.K2ĐT.09.

-  Send  suggestions to relating units  accorinding to BM.TNLS.04.04.

5.7. Submission for Approval from Ministry Management.
Submit for the approval to the completed draft from Ministry Management.
5.8. Announce all adminstration process mentioned in the document: 
Hold the meeting to announce all adminstration process mentioned in the document according to QT.K2ĐT.09.

6. DOSSIER
- components:
+ Planning of drafting materials.

+ Decision of the establishment of Drafting Board.

+ All versions of the drafting.
+ Documents to get opinions from units.

+ Documents to contribute opinions from relating units.

+ Approval documets.
 - Archiving place, period
+ 01 year at the Coordination Unit  
+ 03 successive years at ASTT
+ Permanent at storage of Mininstry of Health.
7. APPENDIX
- BM.TNLS.04.01: Request for instruction of drafting the technical materials.
- BM.TNLS.04.02: Dispatch referred to nominate the representative participating in construction composing board
- BM.TNLS.04.03: Proposal to get approval the drafting from Ministry.
- BM.TNLS.04.04 – Dispatch referred to get the opinions from the organization related
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