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Theo dbi sira chira/bo sung tai liéu
Ngay Vi tri Noi dung sira doi Ghi chu

12/12/2022 | TAat ca vin ban

Ban hanh 1an diu

01/01/2025 | Mau mdi

Céap nhat theo mau maoi

Phan phoi tai liéu

TT

Don vi

Ban Khoa hoc va hop tac qudc té

Tét ca don vi thudc, truc thude Truong
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1. MUC PiCH

Quy trinh dugc x4y duyng nhim thong nhét trinh ty, tht tuc va phan cong trach

nhi€ém trong vi¢c thuc hién cong tac doan vao nudc ngoai.
2. PHAM VI AP DUNG

Quy trinh nay 4p dung cho tt ca c4 nhan, don vi trong Trudng trong cong tac tiép
doén cac doan vao nudc ngoai.

3. TAI LIEU THAM CHIEU

+ Cong van s6 952/DPHTDM-BKH&HTQT ngay 25/10/2024 cta Truong Dai hoc
Thu Dau Mot vé viéc tang cudng cong tac quan ly hoat dong hop tac qudc te;

+ Can cir Quyét dinh s6 793/QD-DHTDM ngay 28 thang 6 ndm 2024 ciia Hiéu
trudng Truong Pai hoc Thu Déu} Mot vé viéc ban hanh Quy ché chi ti€u ndi bo nam
2024 cua Truong Pai hoc Thu Dau Mat;

+ Can ctr Quyét dinh sd 36/NQ-HDTr ngay 01 thang 7 ndm 2024 cua Ho1 dong
truong Truong Dai hoc Thl:l Dau Mgt vé viéc ban hanh Quy ché to6 chirc va hoat dong
cua Truong Pai hoc Thu Dau Mdt;

+ Can cit Quyét dinh sd 79/Qb-HDT ngay 17 thang 7 nam 2024 cua Hoi dong

truong Truong Pai hoc Thu Dau Mot vé viéc thanh 1ap Ban Khoa hoc va hop tac qudc
té.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT
4.1. Thuit ngir va dinh nghia
DPoan vao nudc ngodi (sau day goi tat 1a doan vao): cac doan khach nudc ngoai dén
tham va lam viéc v&i1 Nha truong.
4.2. Tir viét tit

LDTr Lanh dao Truong
BKH&HTQT Ban Khoa hoc va hop tac quéc té
VP Vian phong

BTCNSTT&PC Ban T6 chuc nhan sy, thanh tra va phap ché

BTCKT Ban Tai chinh — K& toan

5. NOI DUNG QUY TRINH
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5.1. Luu do

Don vi chu tri xay dung to trinh, ké

hoach tiép doan trinh LDTr

Giri h6 so vé BRH&HTQT trude t6i thiéu 14 ngay lam viée  |q———

!

(thdne aua VP)

l

BKH&HTQT chuan bi cong vin
va ho so lién quan trinh LDTr

BKH&HTQT giri ho so da dugc phé duyét dén cac co quan
chirc nang c6 lién quan (trudc 10 ngay)

'

Sau khi c6 Quyét dinh cta co quan chirc ning, VP chuyén cho

cac don vi c0 lién quan

’

Chuan bj cac cong tac td chirc chuong trinh va thyc hién tiép
doan khach nudc ngoai theo ké hoach

|

Thuyec hién bao cio két qua tiép khach nudc ngoai

l

Thyc hién thanh todn kinh phi va

két thiic chuong trinh




quan trudc thoi diém tiép khach
10 ngay lam viéc.
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5.2. Mo ta
DU}I: vi Biéu
phu i | mau/
N Thoihan | trach/ | Dont |
Noi dung cong viéc . R ‘. phoi ho so
hoan thanh nguol h )
thue op ernh
hién chung
Cép don vi: Pon yi chu tri xa}y
dung to trinh, ké hoach tiép
khach nudc ngoai trinh Lanh
dao Truong phé duyét.
Sau khi dugc Lanh dao Truc‘mg
phé gluyét, don vi chu tri gui ho
s0 vé Ban Khoa hoc va hop tac Pon Vi
quoc t& trudc thoi diém ti€p cha  tri QT/BK
khéCh to1 thi€u 14 Ilgé,y lam 1-3 ngéy (dlI(_)’C BKH& H&HT
viee. ‘ lam viéc giao chu | HTQT | QT/03/
- H6 so gom: To trinh xin phép tri hodc tu BMO1
tiep khach nude ngoai; Xin tiép)
+ K¢é hoach tiép doan ctia don vi
+ Thu tr, email trao d6i giita
don vi va doan khach
+Danh sach ngudi nudc ngoai
tham du va trang thong tin ho
chiu cua khach (ban scan);
BKH&HTQT soan thao cong
van xin phep tiép khach nude
ngoai, chuén bi ho so lién quan | 1 - 3 ngay BKH&H VP
chuyén cho VP trinh LDTr phé | lam viéc TQT
duyét.
VP phat hanh van ban.
Sau khi nhan dugc van ban da
dugc phé duyét cua LDTr tur VP:
VP,, BKA’H&H,TQT gui ho 50'Xin BKH&H | Co quan
phép tiép khach nude ngoai cho 01 ned TQT chite
cac co quan chuc ning co lién ngay niing
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DUllll vi Biéu
phu i | mau/
A A Thoi han trach/ Don vi o
Noi dung cong viéc . . ‘e phoi ho so
hoan thanh nguwol .
thue hop Minh
hién chirng
Sau khi ¢6 Quyét dinh cho phép
doan vao cua co quan chuc .
ning, VP chuyén cho cac don vi 01 ngay VP
o lién quan.
Cép don vi: Pon vi chuén bi ndi
dung, chuong trinh tiép, hau
can, cac cong tac t6 chirc tlep Pon vi
khach nu6e ngoai khac va thue | 1 - 3 ngay chu tri;
hién ti€p khach nudc ngoai theo | 1am viéc
ké hoach
BKH&HTQT huéng dan don vi
chuan bi.
Cép truong: BKH&HTQT phdi
hop voi cac don vi lién quan
g}}uan 131 1ot dung, ch}r ong t rmlg 1 - 3 ngay BKH&H
tiep, hal:l can, cac cong tac to 1am viée TQT
chuc tiép khach nudc ngoai i
khac va thuc hiép tiép khach
nudc ngoai theo ké hoach
Céap don vi: Pon vi chu tri thuc
hién bao cao két qua ti€p khach 07 ned Don vi
nudc ngoai bang van ban gui kh'nlffly }Sl?;lu chu tri; BKH&
dén BKH&HTQT. 1ket thuc HTQT
2 , | chuong trinh
- BKH&HTQT tong hop, bao
cdo co quan chirc nang.
Cip truong: Ban Khoa hoc va BKH&H
QT/BK
hop tac quodc te thuc hién béo TQT H&HT
cao ke‘g qua tiép khach nuoc QT/03/
ngoai bang van ban dén co quan BMO02
churc nang
Thuc hién thanh toan chi phi | 07 ngay lam | Pon vi BTCKT
don tiép khach nudc ngoai gui | viéc sau khi chu tri/
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Don vi Biéu
phu i | mau/
T N N Thoi han trach/ DO“;,V! A
Noi dung cong viéc . . ‘e phoi ho so
T hoan thanh nguoi h .
thue op ernh
hién churng
dén BTCKT. Va két thac | kétthuc BKH&H
chuong trinh chuong trinh | TQT
6. HO SO/ BIEU MAU LIEN QUAN
oz x - A A Thoi gian luu )
TT Tén biéu mau Ma so (né€u co) e .z Noi lvu
toi thiéu
Ké hoach tiép doan
1 | khach nuéc ngoai | QT/BKH&HTQT/03/BMO1 Vinh vién
cap don vi
Bao cao két qua
o | tiépvalamviee Vol | o ppi e HTQT/03/BMO2 | Vinh vidn

doan khach nudc
ngoai

7. PHU LUC




\/ | QUY TRINH Mi s6: QT/BKH&HTQT/03
JTRL?’N(LB-"‘”[QC XIN PHEP POAN VAO TU | Ban hanh lin: 02
THUDAU MOT NUOC NGOAI (DOAN VAO) | Ngay hiéu luc: 01/01/2025

9%

QT/BKH&HTQT/03/BMO1

TRUONG DAI HOC THU DAU MOT CONG HOA XA HQI CHU NGHIA VIET NAM
TEN PON VI Poc 1ap — Tw do — Hanh phiic

So: /KH-Tén don vi Binh Duong, ngay thing nam 20...

KE HOACH

Tiép va lam vi€c voi .....c.ueeeeen...

1. Muc tiéu

2. Yéu ciu

3. Thoi gian va dia diém
4. Thanh phin tham dy
5. NOi dung chwong trinh
6. Kinh phi thuc hién

7. Phan cong nhiém vu

Noi nhin: TRUONG PON VI

DUYET CUA LANH PAO TRUONG
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QT/BKH&HTQT/03/BM02

TRUONG PAI HOC THU DAU MOT CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN DON VI Poc 1ap — Tw do — Hanh phic

So: /BC-Tén don vi Binh Duong, ngay thang nam 20...

BAO CAO

Keét qua tiep va lam vi€c véi ................

1. Tén doan khach

2. Thoi gian va dia diém
3. Thanh phan tham du
4. Noi dung lam viéc

5. Két qua lam viéc

6. Pé xuit, kién nghi

Noi nhén: TRUONG DPON VI

J.



