
UBND TINH BINH DU GNG 	CQNG HOA XA HOT CHU NGHTA VII T NAM 
TRHO'NG  DAI HQC THU  DAU MOT 	DOc 15p — Tv do — Hanh phtic  

• 
86: Cir)/QD-DHTDM 	Binh Dtrang, ngayjetthang nom 2020 

QUYET DINH 
ve vi'0 Ban hanh Quy the to chirc va host deng 

dm Phan Hqp tac Odle te 

HItU TR1AJNG TRIA/NG D4kI HQC THU DAU MOT 
• A Can dr Quyet dinh so 06/QD-DHTDM ngay 02/07/2019 dm Chu tich Hei 

deng trtrong ye viec Ban hanh Quy the to chirc va hog deng cua Trtthng Dsi hoc 
Thu Dau Met; 

Can eir Lust Gido duc dai hoc nom 2012 NIA Luat sfra d6i, b6 sung mot s6 

dieu cua Lust Giao due dai hoc Mtn 2018; 

Theo de nghi cua Tnr6ng pheng To chirc va Truong Phong Hcip tac Qu6c 
te, 

QUYET DINH: 

Dieu 1. Ban hanh Quy cite to chirc va hog deng cua Phong Hop tac Qu6c 
te thuOc Tru6ng Dai hoc Thu D'au Met. 

Dieu 2. Tru&ng phong Te chirc, Trtreng Phong Hgp tac Qu6c te, Throng 
cac don vi thuOc 'Throng va cac ca nhan c6 lien quan chiu trach nhiem thi hanh 
Quyet dinh nay. 

Quyet dinh nay thay the Quyet dinh se 1022/QD-DHTDM ngay 
05/8/2015 oh Hieu trtreeng Trtthng Dg hoc Thu DL Met ye yiec Ban hanh Quy 
the to chirc va host Ong cua Phong Quan he Quec te. Quyet dinh c6 hieu luc ke 

tir ngay 

Ncri nIrrinlok 
- thji dog Tilting; 
- HT, cac PHT; 
- Nhu Dikt 2 (de thuc high); 
- Lau: VT,TC. 

KT. HItU TRU.6NG 
PHO HItU TRIf6NG 

 

PGS-TS.Le Tuan Anh 



ONG 	CONG HOA XA HQI CHU NGHIA VIET NAM 
U MOT 	 Dtic lap — Tv do — lipth pink 

QUY CHE TO CIIffC VA HOAT BONG 
CUA PHONG HQ1P TAC QUOC TE 

(Ban hanh kern theo Qui/it djnh so: ‘40 /QD-DHTDMngay4 / 522020 
caa Hieu tru-erngTruang Dai hoc Thu Dau MOO 

Chuang I 

NHUNG QUY DINH CHUNG 

Dieu 1. Quy the nay quy djnh ve to chirc va hoat deng cua Phong Hop tac 
A A Quoc to (sau day goi tat la Phong) thuec Tridrng Dai hoc Thu Dau Met (sau day 

goi tat la Tnitrrig). 

Dieu 2. Phong có ten giao djch bang tieng Anh la Office of International 
Affairs, Thu Dau Mot University; vitt tat la: OIA-TDMU. 

Dieu 3. Phong la don vi chirc nang tnrc thuec Ban Lanh dao Tndrng, co vi tri 
tuang ducmg, binh clang vbi cac phong, khoa trong Nha tndrng. Phong dirgc thanh 
lap theo Quyet dinh so 108/QD-DHTDM ngay 27/10/2009 ctia Hieu tnrOng 
Tndyng Dai hoc Thu Dau Met. 

Chuang II 

CHirC NANG, NHItM VV 

Dieu 4. Chic nang, nhi§m vy: 

1. Chin nang: 

- Phong la don vi chuyen trach c6 chic nang tham muu, tong hap, de xuk 
kien gifip Hieu twang to chirc, dieu hanh cong tac quan 15,  va phat trien quan he 
hgp tac quoc 4 dm Nha twang phu hgp vai luat phap va thong le quOc te. 

- Tham muu cho Hi§u tnamg giai quyat cac van de phat sinh trong qua trinh 
boat deng hop tac quOc 4. 

2. Nhi§m vy: 

- Gift vai tro deu mOi trong vi§c diet' phOi va quan ly cac hoat dOng hgp tac 
quOc 4 giva Nha 6/Ong va cac to chirc giao dyc a nuac ngoai; xay dyng va trien 
khai cac chitin luov phat trien hop tac quOc 4 pha hgp. 

- Quin ly, diOu hanh cac dg an hop tac quOc 4 trong nghien cfru khoa hoc va .  
dao tao, c6 ke hoach theo dal ode d%r an da ki ket. 

- Tham muu, huang dAn va tao dieu kien cho cac dart vi, ca nhan trong truang 
th%rc hien tot cong tac quan he quOc 4; ho trg thyc hien tha tyc xuAt nh§p canh khi 



can thiet; quan hO chat ch8 voi cac khoa, phong ban dm Truirng trong vi8c to chirc 
cac hoat dOng hop tac quoc te, cac cuOc hOi thao, hOi nghi c6 yeu to nu6c ngoai. 

- Tiep nhan, soan thao, dich va giri cac tai li8u, thu tir, thu din tur phuc vi cho 
hog dOng quan h8 quoc 4 dm Tnrong. 

- Chit' trach nhi8m trong ding tac dOn tiep cac doan khach, to chirc quoc te 
den tham va lam vi8c tai Tnrong, bao gam: lap ke hoach don tiep, phi hop v6i cac 
ca quan chirc nang ho to thqc hiOn cac thu tic, giAy t6 can thiet cho khach nu6c 
ngoai; lap chucmg trinh, nOi dung, thai gian cua cac doan nuac ngoai den Tnrong 
lam vi8c; phi hop vai Van phong Trutyng to chile don tiep, sap xep nai 6, lam 
vi8c, tham quan du lich, bao dam hoat dOng cho khach nu& ngoai thuan lqi, an 
toan, dung qui dinh, tiep nhan qua tang va chuan bi qua tang cho lchfich nu6c 
ngoai. 

- TO chirc luu tru, quan Vi thong tin, tai 1iQu, ha sa ve, quan hO quOc 4 dung 
quy dinh. Quan ly chucmg trinh, nOi dung hog dOng cua cac dan vi va ca nhan 
trong truong ve hop tac quOc 4. 

- PhOi hqp v6i cac don vi lien quan quan ly sinh vien quoc te dang hoc tai 
Throng theo dang quy dinh hiOn hanh. 

- Ph& hqp chat the vai Cong an tinh Binh Ducmg trong ding tac an ninh di 
vai cac hoat dOng quan h8 quOc te; thtrc hi8n cong tac tang hop va bao cao ve hoat 
dOng quan h8 quoc to cua Nha tnrong den cac Ser, Ban nganh theo dung qui dinh 
hoac khi co yeu cau. 

Chuang III 

COQ CAU TO CHiJ.0 

Dieu 5. TO chirc bci may cua Phong Hop tac QuOc 4 gam: 01 Twang phong; 
01 Ph6 Truang phong va Chuyen vien. 

Dieu 6. V* to chirc bO may, quan 15f va dieu hanh do Tnrang phong quyet 
dinh tren ca s6 Quy the cua Tnrang va cac quy dinh hiOn hanh cua Nha mac va 
cua nganh. 

Dieu 7. Nhi§in vu, quyen hyn cua Truirng phong: 

1. NhiOn vg: 

- Tham muu cho Hi8u tnran trong vi8c hooch dinh va xay dung chien luoc 
phat trier' cong tac hqp tac qu8c te cua Throng; giup HiOn twang trong vi8c quan 
1Si, tang hop, de xuat y kien, to chfrc thqc hiOn; chart bi cac phuang an, ke hoach, 
dg thao cac quyet dinh cua HiOu truang trong pham vi chirc nang. 

- Chi dao vi8c xay Ong ke hoach hoat &Ong cua Phong trong tirng nam hoc. 

- Phu trach con tac to chuc, nhan sir: tham muu de Hi8u truang ra quyet dinh 
tiep nhan, dieu chuyen can bO, chuyen vien cua Phong. 



- Giao trach nhiem, phan tong ding viec, kiem tra va danh gia cac chuyen 
vien ve viec thirc hien nhiem vy duet giao; de xuat viec khen thuing, kS,  luat can 
be, vien chic thuec din vj de cap tren xem xet va quyet djnh. 

- Chi tri, ph6i hop vai cac don vi to chic thyc hien nhttng cong viec thu(ic 
pham vi quan 15r cua Phing. 

- Thyc hien cac nhiem vy khac do Latth dao truing phan cong. 

2. Quyen hyn: 

- Phy trach chung, chju hoan town trach nhiem ve to chic, ke hoach va dieu 
hanh hoat dOng cua Phing truac Hieu truing. 

- Duoc thia lenh Hieu truing lam viec vbi cac dun vj de giai quyet met s6 
cong viec thuec rinh vyc phi trach va bao cdo Hieu truing ket qua dm nhttng ding 
viec do. 

- He nghi tuyen chin, cho thoi viec, thuyen chuyen cong tic, nang bic Krung 
oh can bp, vien chic thuec quyen quan 157 theo quy djnh cua Truing va phap luit 
nha nuac, trinh Hieu tnremg ra quyet djnh. 

Dieu 8. Nhiem vy, quyen hyn ciia Ph6 Truing phong: 

1. Nhiem vy: 

- Tham muu cho Truing phing trong viec hoach djnh va xay dyng chien luoc 
phat trien cong tic hop tic quoc to dm Truing; gifir Hieu truing trong viec quan 

tong hop, a xuAt kien, to chic thyc hien; chuan bj cac phucmg an, ke hoach, 
dy thao cac quyet djnh cua Hieu truing trong pham vi chic nang. 

- Tham mtru cho Truing phing viec xay Ong ke hoach hoat dOng cua Phing. 

- Thia lenh Tnring phong tn,rc tie') giao nhiem vy, phan cong cong viec cho 
cac chuyen vien Phing. 

- Tryc tie? chju trach nhiem trong cong tic hanh chinh, le tan, tiep don khach 
nuerc ngoai; tiep nhan gido vien, chuyen gia nuelc ngoai, quan ly va trien khai cac - 
dy an quoc 4; chju trach nhiem ve nei dung cac van ban them thuin hop tic. 

- Thyc hien cac nhiem vy do Lanh dao Truing va Truing phing phan cong. 

2. Quyen hyn: 

- Phy trach chuyen vien, danh gia chat luting cong viec cua chuyen vien. 

- Thira lenh Tru6ng phong lam viec vai cac dun vi de giai quyet met so cong 
viec thu6c tinh Arc phi trach va bdo cao ket qua thyc hien cho Truing phing. 

Dieu 9. Nhiem vy va quyen hyn cua chuyen vien: 

1. Trong ding tic chuyen mon, nghiep vy: 

- Nh4n nhiem vy do Unit dyo phong tryc tiep giao. 

- Lip ke hoych thyc hien va thyc hien cong viec duqc giao theo tong tuen, 
thing, hoc ki va nam hoc. 
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-,Tham muu cho L5nh dao phong cac bin phap cai tin quy trinh tac nghiep, 
de xuat sang kien giai quyet kh6 khan nham nang cao hieu qua cong viec. 

- Bao cao Lanh ciao phong ve viec thuc hien ding viec duac giao theo qui 
dinh cua Phong. 

Cu the cac phAn viec chuyen vien can thuc hien: 

(1) Phu trach ve HOi thao — Hoi nghi Khoa hgc quoc te; tga dam khoa h9c, 
bao cao tong hop Hop tac quoc to ve mang Nghien dru khoa hoc. 

(2) Lam thii tvc tier) nhan, ho trg va theo dOi qua trinh hgc tap cua sinh vien 
trao dOi theo th6a thuan hap tac veri cac truerng nu& ngoai. 

(3) Ho trg th6 tvc Visa dm ngueri nuerc ngoai. 

(4) ThOng ke, bao cao doan ra, doan vao. 

(5) Cac chuang trinh hgc bOng cua giang vien, sinh vien; cac chuang trinh 
giao luu van hoa. 

, (6) Chuan,bi cac van ban thoa thuan khung d5 thOng nhAt voi cac 	tac de 
tien hanh 	ket; luu trir van ban thoa thuan d'a 14 va theo dOi, danh gia tin do 
trien khai cac van ban nay. 

(7) Lam thu tvc tiep nhan, WO try va theo dOi cac hoot dOng cua nghien ciru 
sinh, gido vien, sinh vien, tinh nguyen vien nuerc ngoai. 

(8) Phu trach cong tac hanh chinh, van thu, luu 

(9) Thong ke, bao cao sinh vien, hoc vien nuerc ngoai. 

, (10) Phi hop trien khai cac hog deing giao 	trao dOi hoc thuat va hOi thao 
qu8c to khi c6 yeu cau. 

(11) Phoi hop cong an tinh Binh Duong trong cong tac khai bao ljr lich sinh 
vien, gido vien, chuyen gia nuerc ngoai den va cong tac tai Tnrerng. 

(12) Bac cao ve mang hap tac quOc to cho cac cap 15nh dao khi c6 yeu cAu. 

2. Trong tham gia cong tac Ding, Doan the va cac host Ong khac: 

- Tich cue tham gia cac hog dOng Doan the do Nha tnrerng to chirc rilur van 
nghe, the dvc the thao. 

- PhAn dAu hoc tap bei dixOng ljr luan chinh tri de dugc dirng vao hang ngii 
Dang cong san Viet Nam (dOi vgi nhang ngueri chira la Dang vien). 

3. Trong hac top, bOi diro•ng nang cao trinh dO: 

- Khong ngirng nang cao ky Wang tac rishiep va trinh do, ngoai ngfr, tin h9c de 
thuc hien cong viec dirge giao c6 hieu qua tot. 

- San sang ket hop va 118 trg cong viec v6i deng nihiep trong qua trinh thuc 
hien nhiem vv chung cua Phong. 



Chuang IV 

CHE DO LAM VItC, MOI QUAN HE CONG TAC 

Dieu 10. Che dq lam viO: 

- Can l30 vien chirc tuan thu the d6 lam viec theo dung Quy dinh cua Nha 
truing. 

- Can b6 vien chirc phai co lich cong tac tuan. 

- Trong gier lam viec neu ra kh6i ca quan phai ghi cu the tren lich cong tic va 
bao cao v6i Lath dao phong. 

- Trong gier lam viec phai thuc hien dung trang phpc, bang ten. 

- Phong each, thai dO lam viec phai dung nguyen tic, nghiem tic, tan tinh, 
hoa nha, lich 

Dieu 11. Quan 157van ban di va den: 

- Cac van ban lien quan gin den duqc thuc hien nhu sau: van thu vao s6, trinh 
Truing phong xem de thuc hien, xir 1S van ban. 

- Cac giay t6, bieu mau lien quan do cac ca nhan, dun vi trong Truing g 
den phai co so giao nhan. 

- Viec cung cap cac tai lieu, s6 lieu, van ban cho cac to chic, ca nhan ft-4g 
Truing de phuc IT cong tic cua Truing, theo dung chik,nang nhiem vu 	d 
vi yeu cau, phai c6 kien 	Tnrang phong; viec cung cap cac van ban, thong 
ngoai pham vi tnremg phai coy kien cua lanh dao Tnromg. 

- Van ban tai lieu phai &lye sap xap, kru trtr ngan nap, khoa hoc va du9c km 
tat duai clang ban in hoc ban dien 

Dieu 12. Che di) sinh hoot, hOi hop: 

- Phong Quan he Qu6c to h9p dinh kSr m6i thang 01 ran, do Tnremg phong chi 
tri de kiem diem, dinh gia viec thuc hien nhiem vu trong thang va trien khai ke 
hooch cho thang tiep theo. 

- T6 chirc h9p d6t xuat khi c6 van a can giai quyet. 

Dieu 13. Che dO kiem tra: 

Time hien the dg kiem tra dinh kS,  theo dimg quy dinh hien hanh cua Nha 
tnxerng. 

Dieu 14. Che dO bao cao: 

- Thuc hien the dO bao cao thang, quy, nom va theo yeu eau cong viec cu the. 

- Bao cao phai time hien kip tiled, day du, chinh xac. 

Dieu 15. MOi quan hg cong tic: 

1. Quan hg voi cac dun vi trtic thuOc Truing: 

4,  

5 



- Vii cac phong, khoa chuyen mon thuOc Twang c6 m& quan he binh dang, 
ngang cap. Tay theo nOi dung cong viec, Phong can phOi hop v6i cac don vj khac 
trong TnrOmg de thkrc hien. Trong qua trinh lam viec phai loan ket, tao dieu kien 
thuan loi gifip c/6 fan nhau ding hoan thanh nhiem vu; neu coy kien khac nhau 
trong giai quyet ding viec phai bao cao Lanh dao Truirng quyet dinh. 

- 	Ph6i hop voi phong Dao tao Dai hoc, phOng Cling tac Sinh vien va cac khoa 
c6 lien quan trong viec quan 1y hoc tap vita sinh vien Lao. 

. 	. 
- Phi hop v6i khoa Ngoai ngir trong viec quan 1Sr cac giao vien tinh nguyen 

ngtr6i nu6c ngoai dang giang day tai TnrOmg. 

15.2. Quan hg voi cac dun vj ngofii Truirng: 

- Ph6i hop vai Tru6ng Chinh trj tinh trong viec quan 1S,  ctr trd cua sink vien 
Lao. 

- Ph& hop v6i Si Ngoai vo, PhOng Quart ljr Xuat nhap canh trong viec xir ly 
cac van d thn toe c6 lien quan den sinh vien Lao. 

Chuang V 

MIEN THU'ONG, XU' LY VI PRAM 

Dieu 16. Tap the va ca nhan c6 thanh tich xuat sac trong cong tac quan he 
quiSc to &roc de xuat khen thuang theo Quy the thi dua khen thueing cita Nha 
tnrOng va Luat thi dua khen thtrang. 

Dien 17. Ca nhan co hanh vi vi pham cac dieu khoan dui Quy the nay va 
quy djnh khac cua nha tnerng c6 lien quan thi bj xir 15T kS,  lust theo quy dinh 
hien hanh. 

Chuang VI 

DIEU KHOAN THI HANH 

Dieu 18. 

- Quy the nay c6 06 chtrong va 18 dieu. 

- Quy the co hieu loc ke tir ngay14 ban hanh. 
- Quy the nay ducc phe bien den cac don vj co lien quan va tang thanh vien 

trong Phong de thoc hien. 

- Trong qua trinh thkrc hien, neu c6 nhung nOi dung chua phit hop can ba 
sung, siza di, Tn.rOmg phong tham mini v6i Hieu twang xem xet quyet 
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