DAI HOC QUOC GIAHANQI  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC NGOAI NGU' Poc 1ap — Tw do — Hanh phic

Ha N¢i, ngay 31 thang 5 nam 2019

QUY CHE TAM THOI
Vé thuc hién co ché mét cira, mot cira lién thong trong gidi quyét thi tuc
hanh chinh d6i véi can bd tai Trudong Pai hoc Ngoai ngir - PHQGHN

(Ban hanh theo Quyét dinh s6 1276/0P-PHNN ngay 31 thang 5 nam 2019
cua Hiéu truong truong DHNN — DPHOGHN)

Chuong 1
QUY DINH CHUNG

Piéu 1. Pham vi va ddi twong ap dung

1. Quy ché nay quy dinh nguyén tac 1am viéc, trach nhiém, quan h¢ cong tac
va trinh ty giai quyét cong viéc cua Bo phan Mot ctra, Truong Pai hoc Ngoai ngit

- PHQGHN.

2. Quy ché nay 4p dung do61 vai cong chure, vién chue, ngudi lao dong thudc

Truong Pai hoc Ngoai ngit - PHQGHN, sau day goi tat 1a “can bo”.

3. Quy ché nay khong ap dung ddi voi chuyén gia nude ngoai cong tac tai
Truong Pai hoc Ngoai ngir - PHQGHN.

Piéu 2. Giai thich tir ngir

1. Co ché mét cira 1a phuong thirc giai quyét cong viéc thudc trach nhiém,
tham quyén ctia Trudng Pai hoc Ngoai ngit - PHQGHN trong viéc cong khai,
hudng dan thu tuc hanh chinh, tiép nhén hé so, giai quyét va tra két qua dugc thuc
hién tai mot dau mbi 1a Bo phan M¢t cura, Phong Hanh chinh Téng hop, Truong
Dai hoc Ngoai ngtr - DPHQGHN.

2. Co ché mét cira lién théng 13 phuong thitc phdi hop giita cac don vi truc
thudc Truong Pai hoc Ngoai nglr - PHQGHN trong viéc cong khai, hudng dan
thu tuc hanh chinh, tiép nhan hd so, giai quyét va tra két qua duoc thuc hién tai
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mot dau mdi 1a Bo phan Mot ctra, Phong Hanh chinh Téng hop, Truong Pai hoc
Ngoai nglr - DPHQGHN.

Pi¢u 3. B phan Mot cira va co ché phoi hop giira B phian Mot cira véi

cac phong chirc ning lién quan

1. BO phan Mgt cua la dau mbi tap trung huong dan tht tuc hanh chinh,
tiép nhan ho so cta can bo dé chuyén dén cac don vi co tham quyén giai quyét,

nhan va trd két qua cho can bo.

2. Quy trinh giai quyét tai B6 phan Mot cira ddi v6i can bo phai dugc trién
khai thong nhat trong toan Truong, c¢6 su phdi hop chit ché giita cac don vi chirc

nang trong Truong dudi su chi dao cua Hiu trudng.

3. Cac don vi trong Trudng c6 trach nhiém phdi hop véi Bo phan Mot cira

dé giai quyét cac thi tuc tai Quy ché nay.

4. B phan Mot ctra c6 trach nhiém giai quyét cong viée theo ding Quy ché

nay va cac quy dinh khac cua Truong Pai hoc Ngoai ngir - PHQGHN c6 lién quan.

5. Lam viéc tai B§ phan Mdt ctra: can bd do Trudng phong Hanh chinh

Téng hop phan cong.

a) Yéu cau:

- Pam bao vé s6 luong, chuyén mén va nghiép vu phu hop, dap tmg yéu
cau cong viéc;

- C6 pham chat dao duc tbt, tinh than trach nhiém va tinh chuyén nghiép cao;

- C6 tac phong, thai d6 chuan muc, c6 kha ning giao tiép tot.

b) Trach nhiém

- Thuc hién nghiém tac, dﬁy da quy ché hoat dong cua B phan Mot cua;

- Tao diéu kién thuén 1gi cho can bd thuc hién giao dich hanh chinh;

- Huéng dan can bo thuc hién thu tuc hanh chinh dﬁy du, ro rang, chinh x4c;

- Tiép nhan hd so hanh chinh cta cén bo theo quy dinh;



- Chu dong tham muru, dé xuét sang kién cai tién viéc thuc hién thu tuc hanh
chinh; kip thoi phat hién, kién nghi véi Nha truong dé stra d6i, bd sung, thay d6i
hoic bai bé cac quy dinh vé thu tuc hanh chinh khong kha thi hoc khong phu hop

véi tinh hinh thye té;

- Thuc hién cac quy dinh khac ctia phap luat.

¢) Quyén loi

- Puoc tip huin vé chuyén mon nghiép vu, cong nghé thong tin va van hoa
g xtr, giao tiép;

- Nhén luong, phu cap boi dudng va ché do chinh sach khac (néu co).

6. Cac don vi lién quan ¢ trach nhiém ctr 01 1anh dao va 01 chuyén vién dé
phdi hop giai quyét cac tha tyc hanh chinh thudc linh vuc don vi minh phu tréch.

Picu 4. Nguyén tic thue hién co ché mot cira, mot cira lién thong

1. Cong khai, day du, kip thoi cac thu tuc hanh chinh, cic mau biéu trén
Website cua Truong. Can bo nop ho so va nhan két qua tai B phan Mdt cua theo
Quy ché nay khong phai truc tiép dén bat ky don vi ndo khéc trong Trudng dé 1am
viéc.

2. Bao dam giai quyét cong viéc nhanh chong, thun tién; viéc yéu cau bod
sung hd so chi duoc thuc hién khong qua mét 1an trong sudt qua trinh giai quyét
hd so tai B6 phan Mot cira.

3. Pam bao sy phdi hop chit ché giita cac don vi trong toan Trudng trong
giai quyét cong viéc.

Pi¢u 5. Pham vi ap dung co ché mdt cira, mdt cira lién thong

Co ché mot cira, mot cira lién thong dugc 4p dung cho:

1. Tét ca cac thu tuc dugce néu tai Phu luc 1 (cac biéu mau cho tung thu tuc
dugc néu tai Phu luc 2).

2. Cac nd1 dung cong vi¢e, cac thu tuc lién quan dén can bo do Hiéu trudng

yéu cau.



Chuong I1
QUY TRINH THUC HIEN CO CHE MQT CUA, MOT CUA
LIEN THONG POI VOI CAN BQ TAI TRUONG PHNN-PHQGHN

Piéu 6. Quy trinh thure hién co ché mot cira, mdt cira lién thong ddi voi
can bg

1. Tiép nhan ho so

a) Can bd ndp ho so tai Bo phan Mot ctra (Mot s6 thu tuc duoc phép ndp

qua thu dién tir tai dia chi ulisfasttrack@vnu.edu.vn, chi tiét xem Phy luc 1).

b) B6 phan Mot ctra tiép nhan ho so, kiém tra tinh hop 18, day du cua hd so:

- Truong hop ho so khong thudc pham vi giai quyét thi hudng dan dé can bo
dén don vi co thdm quyén giai quyét;

- Trudong hop hd so chua hop 1 thi huéng dan cy thé dé can bo chinh sira
hodc bd sung cho hop 1&.

¢) BO phan Mot cira nhap vao So theo ddi hd so va viét Gidy hen tra két qua.

d) Béi voi ho so giai quyét va tra két qua ngay, khong phai viét Giay tiép
nhéan ho so va hen tra két qua: Bo phan Mot ctra tham dinh, trinh don vi c6 thdm
quyén giai quyét va tra két qua cho can bo;

Déi v6i ho so quy dinh c6 thoi han giai quyét: Bo phan Mot cira viét Gidy
hen tra két qua; tham dinh, trinh don vi c6 thAm quyén giai quyét va tra két qua
giai quyét ho so cho can bo.

2. Chuyén hd so

a) Sau khi tiép nhén hd so theo quy dinh tai Piém ¢, Khoan 1, Piéu 6, Bo
phan Mot ctra viét Gidy kiém soat qua trinh giai quyét hd so (Phu luc 3d);

b) Chuyén ho so va Gidy kiém soat qua trinh giai quyét hd so cho don vi
lién quan giai quyét. Gidy kiém soat qua trinh giai quyét hd so duoc chuyén theo

ho so va luu tai B phan Mot ctra.
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3. Giai quyét hd so

Sau khi tiép nhan ho so, Bo phan Mot cira giai quyét theo timg linh virc nhu

Sau.

a) Truong hop khong quy dinh phai tham tra, x4c minh ho so: Bd phan Mot
ctra thim dinh, trinh Ban Giam hiéu va lanh dao cac don vi lién quan ky va tra két

qué cho cén bo;

b) Trudng hop c¢6 quy dinh phai thim tra, xac minh hd so: Bo phan Mot
ctra ¢6 phuong an thim tra, x4c minh va to chirc thuc hién. Qué trinh tham tra,

xac minh phai duoc 1ap thanh ho so va luu tai Bo phan Mt cura;

- Pbi v6i ho so qua tham tra, xac minh du diéu kién giai quyét: Bo phan
Mot cra tham dinh, trinh don vi c6 thdm quyén giai quyét va tra két qua cho can
bo;

- Pi v6i hd so qua tham tra, xac minh chwa du diéu kién giai quyét: Bo

phan MGt ctra tra lai ho so va néu rd 1y do, ndi dung can bo sung.

¢) Cac ho so quy dinh tai Piém a, b, Khoan 3 sau khi tham dinh khong du
diéu kién giai quyét, can bo phu trach tra lai ho so va néu 1o 1y do khong giai quyét
ho so. Thong bao dugc nhap vao muc tra két qua trong S6 theo ddi. Thoi han
thong bao phai trong thdi han giai quyét ho so theo quy dinh;

d) Cac hd so qua han giai quyét: Cac don vi chtrc nang giai quyét hd so
phai thong bao bang vin ban cho Bo phan Mot cira, dong thoi co vin ban xin 16i
can b, trong d6 ghi 18 1y do qué han, thoi han tra két qua.

4. Tra két qua

a) Pbi véi ho so di giai quyét xong: Can bo ky nhan ho so trong So theo
ddi ho so;

b) Pbi v6i ho so chua du diéu kién giai quyét: Lién hé véi can bo dé yéu
cau bo sung hd so theo thong bao ciia don vi chuyén mén giai quyét hd so va van

ban xin 161 cua B§ phan M{t ctra (néu 1a 161 do ti€p nhan ho so);



¢) Déi voi ho so khong giai quyét: Lién hé voi can bo dé tra lai ho so kém
theo thong béo 1y do khéng giai quyét hd so;

d) Dbi voi ho so qué han giai quyét: Thong bao thoi han tra két qua 1an sau
va chuyén vin ban xin 16i ctia don vi chuyén mon qué han giai quyét cho can bo;

e) Poi vai hd so giai quyét xong trudc thoi han tra két qua: Lién hé véi can
bd dé nhan két qua.

f) Tra két qua giai quyét hd so: Budi sang: sau 10h00, budi chiéu: sau 16h00
hang ngay. Dbi voi cac van ban, phiéu trinh Hiéu truong, Phé Hiéu truong thoi

han giai quyét khong qua 02 ngay lam viéc.

Chuong 111
TO CHUC THUC HIEN

Piéu 7. Trach nhiém ciia Nha truong

1. Xay dung va ban hanh Quy ché tam thoi thye hién co ché mot cira, mot
cua lién thong ddi véi can bo tai Truong Pai hoc Ngoai ngit - PHQGHN.

2. B6 tri kinh phi, cung cip trang thiét bi day du, dam bao hoat dong cho
B6 phan Mot ctra.

3. Cong khai cac quy dinh, thu tuc hanh chinh day du, thuong xuyén, rd
rang, dé tiép can, dé khai thac, su dung theo quy dinh; cong khai cac chuin muc,
cac quy dinh hanh chinh dé tao thuén loi cho viée giam sat.

4. Tap huan vé nghiép vu va cach giao tiép voi can bo trong qua trinh giai
quyét cong viéc d6i voi nguoi 1lam ¢ B phan Mot cira.

5. Cac don vi trong Truong, Cong Poan, Poan Thanh nién c6 trach nhiém
thong tin, tuyén truyén dé can bo biét vé hoat dong cua co ché mot ctra, mot cira
lién thong dé thuc hién.

6. Pinh ky 06 thang, hang nam kiém tra viéc thyc hién co ché mot cira, mot

cua lién thong tai BO phan Mot cura.



Piéu 8. Khen thwéng, ky luat

1. Trach nhiém va két qua thuc hién co ché moét cura, co ché mdt ctra lién
thong 14 mdt trong nhitng cén cr danh gia murc d§ hoan thanh nhiém vu cong tac

hang nam cua Hiéu truong.

2. Tép the, ca nhan thyc hién tot nhi¢m vu vé thyc hién co ché mot ctra, co

ché mot cira lién thong dugc xem xét, khen thuong hang nam theo quy dinh.

3. Tap thé, ca nhan c6 hanh vi vi pham cac quy dinh hodc can tro viéc to
chuc thyc hién co ché moét ctra, co ché moét ctra 1i€n thong thi tiy theo mure do vi

pham s€ b1 xem xé&t, xur ly thi dua, ky luat theo quy dinh.
Picu 9. To6 chirc thue hién

Céc tap thé, c4 nhan lién quan chiu trach nhi¢m thyc hién Quy ché nay.
Trong qué trinh thyc hién néu c6 nhiing van dé nay sinh, Bo phan Mot cira dé xuat
v6i Nha truong dé bo sung vao quy ché kip thoi giai quyét cac thu tuc cho can bo
thuan loi, nhanh chong, dung quy dinh. Moi y kién trong qua trinh t6 churc thuc
hién, cac don vi, c4 nhan phan anh vé Nha truong (qua Phong Hanh chinh Tong

hop) dé xem xét, bd sung, diéu chinh./.



Phu luc 1
HO SO, THU TUC, QUY TRINH VA THOI GIAN GIAI QUYET
TAI BO PHAN MOT CUA

STT | TENTHU TUC HANH CHINH PON VI PHU TRACH | GHI CHU
Thu tuc trinh ky cac thong bao,
cong vin, quyét dinh, to trinh, Phong Hanh chinh Thil tuc 1
1 |bién ban ciia cac don vi trong Tong hop '
Truong
X4c nhan chir ky cua can bg,
t’ham? gia nhgri xét lua_m~ Vqr}, lufm Phong Hanh chinh v
an cua hoc vién thac sy, tién sy; Tén g hop Thu tuc 2
2| gi6i thiéu hoc sinh, sinh vién di '
du hoc
3 | Xécnhan Giéily di dudng cho can Pfgbng Hanh chinh Th tuc 3
bo trong Trudng Tong hop
Gidy gi6i thi¢u can bo di lam the | Phong Hanh chinh Thil tuc 4
4 | doc sach, di nhan buu pham Tong hop ‘
Chimg thyc cac van ban do Hiéu | Phong Hanh chinh 7
S . DL T1:A X , 2 Thu tuc 5
truéng ky va Pho Hiéu truong ky | Tong hop
Xin di cong tac, hoi thao, boi . U ,
6 | dudng nudc ngoai ngian han Phong T6 chire Can b0 | Thu tuc 6
Gidy xac nhan 13 can bo dang . A A q
7 cong tic tai Truong Phong To chirc Can by | Thu tuc 7
8 | Xin nghi huu trude tudi Phong To chirc Can bd | Thu tuc 8
9 Thu n1~1£1q 91 nigl}lén (,:{Iu’ th tap Phong T6 chtrc Can bd | Thu tuc 9
thac sy, tién sy & nudc ngoai '
10 | Nghi thai san Phong T6 chitc Can bd | Thi tuc 10
11 |Xin tro lai cOng tac sau khi nghi Phong Té chitc Can bo | Tha fuc 11

thai san




Xin cép lai thé¢ BHYT, thay do6i

12 Phong T6 chirc Can bd :
noi kham, chira bénh ong 10 chue Canbo | Thu tuc 12
13 | Xin nghi 6m dau Phong To chirc Can by | Thu tuc 13
14 | Nghi ché do huu Phong Té chirc Can bd | Tha tuc 14
Ctr can bd du tuyén thac sy, tién 7
15 | . . Phong T6 chirc Can bo | Thu tuc 15
Sy trong nuoc
16 | Dy thi tuyén vién chirc Phong T6 chirc Can bd | Thi tuc 16
17 Cérng nhén hét ;[élp SL..IAVé‘l bo nhiém Phong Té chirc Cén bo | Tha tuc 17
chic danh nghé nghiép ‘
18 | Kéo dai thoi gian cong tac Phong T6 chirc Can bd | Thu tuc 18
Théi viée/ cham dit hop dong 7
19 |lam viéc/ cham dut hop dong lao | Phong T6 chirc Can b | Thu tuc 19
dong
Xac nhan 1y lich khoa hoc cuia can | Phong Khoa hoc Cong 7
20 b nghé Thu tuc 20
Xac nhan thanh tich Nghién ctru . n
' . Phong Khoa hoc C
21 | khoa hoc va chuyén giao tri thic 0 gﬁgg o8 e LOns Thu tuc 21
cho can bd cua Truong '
Xac Hhan,da hoan thanIA} de talv Pho?g Khoa hoc Cong Thi tuc 22
22 | Nghién ctru khoa hoc cap co s&¢ | nghé
Piang ky thuc hién dé tai Nghién | Phong Khoa hoc Cong 7
23 ctru khoa hoc cdp PHQGHN ngh¢ Thu tue 23
24 B’ang ky thuc h}cn de Eal Nghién Ph0£1g Khoa hoc Cong Tha tyc 24
ctru khoa hoc cap co sé ngh¢
. Phong Khoa hoc C6
25 | pang ky viét sach chuyén khio ngﬁgg OAIOC O | Thi tuc 25
Xin gia han va thay doi noi dung Phone Khoa hoc C
26 | dé tai Nghién ctru khoa hoc cip n g}(;élg O NOCLORE 1 Thy tuc 26

PHQGHN




Xin gia han va thay doi noi dung

A . Phong Khoa hoc C6
27 | d@é tai Nghién ctru khoa hoc cap ngﬁgg o8 Hoe oS Thu tuc 27
CO SO '
. . .« | Phong Khoa hoc C6
28 | Pang ky b chirc hoi thao qubc & ngﬁgg O NOCONE N Thi tuc 28
og |Pang kAy t0 chirc toa dam khoa Phong Khoa hoc Cong Thi tuc 29
hoc quoc té ngh¢
- LA /4 A 9 Ph h\ Kh h C A
30 B‘ang ky to ch}rc ho1 thao, toa Oflg 0a hoc Long Thi tuc 30
dam trong nudc ngh¢
Xéc nhén bai bao dugc chdp nhan \ A
; - “~ | Phong Khoa hoc Con
31 |ding trén Tap chi Nghién ctru N ghég ' 9| Tha tuc 31
nudc ngoai '
Xin hé trg kinh phi khi c6 bai bao
32 dar}g ta_}p ch{ ISI, S‘C.Oplrls, te,}p C}All Pho?g Khoa hoc Cong Thi tuc 32
quoc té, nude ngoai, bao cdo hoi | nghé
thdo qudc té tai nudc ngoai
Ctr can b0 di hoc thac sy, tién Y .
33 | ¢ nudce ngodi Phong T6 chttc can bo | Thu tuc 33
34 | Xindidu lich, tham than Phong Té chire can bd | Thu tuc 34
Cir can bo di hoc thac s¥, tién sy 7
35 . Phong T6 chitc Can b | Thu tuc 35
trong nudc
Ctr can b0 di hoi thao, dao tao, tap
36 |huin, boi dudng ngin han trong | Phong Td chirc Can bo | Thu tuc 36
nudc
Gia han thoi gian hoc tap trong . o ,
37 Phong To6 chitc Can b | Thu tuc 37

nudc
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Thu nhan can b6 di hoc thac sy,

38 | tién sy trong nuéc tré vé Trudng Phong T6 chitc Can bo | Thi tuc 38
cong tac
Thu tuc nghi khong huong luong/ 7

39 , £ Phong T6 chirc Can b | Thu tuc 39
nghi d6m dau
Xin thu nhéan tré lai cong tac sau

40 | khi nghi khong huong lwong/ nghi | phong T4 chirc Can bo | Thi tuc 40

om dau
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Thii tuc 01. Trinh ky cac théng bso, cdng vin, quyét dinh, to trinh,

bién ban cuaa cac don vi trong Truong
1. HO so

Du thao cac thong bao, cong van, quyét dinh, to trinh, bién ban theo Quy

dinh cong tac van thu, luu trit cia Truong Pai hoc Ngoai ngtr - PHQGHN.
2. Quy trinh
Budc 1: Can bd nop ho so tai van phong B phan Mot cura.

Budc 2: BO phan Mot cira kiém tra tinh phép 1y ctia hd so va thuc hién thi

tuc trinh cac bén lién quan giai quyét.
Budc 3: Can bo nhan két qua tai van phong Bo phan Mot cira.
3. Thoi gian giai quyét

Giai quyét trong vong 02 ngay.
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Thu tuc 02. Xac nhan chir ky cia can by tham gia nhan xét luan van,

luan an cua hoc vién thac sy, tién sy; gi6i thi€u hoc sinh, sinh vién di du hoc
1. HO so

Ban nhan xét luan van, luan an cta hoc vién thac sy, tién sy hodac thu gioi

thi€u hoc sinh, sinh vién di du hoc.
2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hodc qua email ciia BO phan Mdt

cua.

Budc 2: Bo phan Mot cira kiém tra tinh phap 1y ctia ho so, trinh lanh dao

Phong Hanh chinh Tong hop x4c nhan.
Budc 3: Can bd nhan két qua tai van phong Bo phan Mot cura.
3. Thoi gian giai quyét

Giai quyét trong ngay tiép nhan hd so.
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Thii tuc 03. X4c nhin Gidy di duwong cho can b trong Truong

1. HO so

Gidy di duong (Mdu CB_03)

2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hoac qua email cia B phan Mét
cua.

Budc 2: Bo phan Mot cira kiém tra tinh phap 1y cua ho so, trinh 1anh dao

Phong Hanh chinh Tong hop xac nhan.
Budc 3: Can b0 nhan ho so tai van phong Bo phan Mot cua.
3. Thoi gian giai quyét

Giai quyét trong ngay tiép nhan hd so.
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https://1drv.ms/w/s!AulTjTQV-Nm7hN4ne8XVi45jnU1_YQ

Thi tuc 04. Gidy gi6i thiéu can bd, gido vién di 1am thé doc sach, di
nhin buu phim

1. HO so, thu tuc

Gidy gi6i thiéu can bd. (Mdu CB_04)

2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hoac qua email cua By phan Mot
cua.

Budc 2: Bo phan Mot cira kiém tra tinh phap 1y cta hd so, trinh 1anh dao
Phong Hanh chinh Tong hop x4c nhan.

Budc 3: Can bo nhan ho so tai van phong Bo phan Mot ctra.

3. Thoi gian giai quyét

Giai quyét trong ngay tiép nhan ho so.
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Thu tuc 05. Chirng thuc cac van ban do Hiéu truwéng ky va Pho Hi¢u

truwomg ky
1. HO so

Ban gdc cac vin bang, chimg chi, bang diém do Truong Pai hoc Ngoai ngir

- PHQGHN cip.
2. Quy trinh
Budc 1: Can bd ndp ho so tai vin phong Bo phan Mot cira.

Budc 2: BO phan Mot cura tiép nhan hd so, kiém tra ho so géc, nhan ban hd
so theo nhu cau ciia can bd (+1 ban luu), trinh 1inh dao Phong Hanh chinh Tong

hop x4c nhan.
Budc 3: Can bd nhan két qua tai van phong Bo phan Mot cura.
3. Thoi gian giai quyét

Giai quyét trong ngay tiép nhan ho so.
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Thii tuc 06. Xin di cong tac, hdi thio, boi dwdng nwéc ngoai ngin han

1. HO so

(1) Pon xin di nudc ngoai ¢ y kién ddng ¥ cua Trudng don vi truc thude
Truong Pai hoc Ngoai ngit - PHQGHN (Mdu CB_06);

(2) Cong van, thu moi, gidy triéu tap,... (néu cd) ciia co quan, to chirc, don
vi moi, dé nghi hodc cr di nude ngoai. Néu vin ban bang tiéng nudc ngoai (trir
van ban bang tiéng Anh) phai kém theo ban dich bang tiéng Viét.

2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong B phan Mot cira.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap ly ctia ho so, viét
gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chirc Can bo giai
quyét.

Budc 4: Can bo nhan lai ho so tai van phong B phan Mot ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.

Luu ¥: Cham nhat trong 05 ngdy lam viéc sau khi vé nudc, can bd phai bao
cao béng van ban, dﬁy du két qua thyc hién nhiém vu trong thoi gian & nudc ngoai.
Néu di theo doan thi trudng doan bao céo va lam don xin thu nhan cong tac giri

vé B phan Mot cira (néu thoi gian di tir 30 ngay trd 18n, ké ca ngay nghi, ngay
18).

17


https://1drv.ms/w/s!AulTjTQV-Nm7hN4lwToR74ODQGXPGw

Thii tuc 07. Gidy xac nhén Ia can b dang cong tac tai Trudng
1. HO so

Gidy xac nhan 13 can b dang cong tac tai Truong (Mdu CB_07).
2. Quy trinh

Budc 1: Can bo ndp hd so tai van phong hoac qua email cia B phan Mot

cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y cta ho so, viét

gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chtic Can b gidi

quyét.
Budc 4: Can bo nhan lai ho so tai van phong B phan Mét ctra theo lich hen.
3. Thoi gian giai quyét

Giai quyét ho so trong 02 ngay lam viéc.
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Thii tuc 08. Xin nghi huu trudée tudi

1. Ho so

(1) Pon xin nghi ché d huu trude tudi (Mau CB_08a);

(2) Gi6i thiéu dé can bo di giam dinh strc khoe (Mau CB_08b);

(3) Két qua giam dinh strc khoe (do co quan Giam dinh strc khoe cap);

(4) To khai thong tin ctia vién chitc (Mau CB_08c);

(5) Pon d& nghi theo mau ctia co quan Bao hiém (Mau CB_08d).

2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong Bo phan Mot ctra.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y cta ho so, viét
gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chirc Can bo giai
quyét.

Budc 4: Can bo nhan lai ho so tai van phong B phan Mat ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét trong 03 ngay lam viéc.
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Thii tuc 09. Thu nhéin di nghién ciru, hoc tip thac sy, tién sy & nuéc
ngoai

1. HO so

(1) Bon xin thu nhan vé Trudng (Mdu CB_09a);

(2) B4o céo két qua hoc tip & nudc ngoai (Mdau CB_09b);

(3) Nop ban sao cac van bang, chimg chi (néu c¢6) hoic xac nhan hoan thanh

khoa hoc cua co sé dao tao.
2. Quy trinh
Budc 1: Can bo ndp ho so tai vin phong Bo phan Mot cira.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y ciia ho so, viét

gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chtic Can b giai

quyét.
Budc 4: Can bo nhan lai ho so tai van phong B phan Mét ctra theo lich hen.
3. Thoi gian giai quyét

Giai quyét trong 02 ngay lam viéc.
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Thii tuc 10. Ho so nghi thai sén
1. HO so
(1) Pon xin nghi thai san (Mdu CB_010) (ndp trudc khi nghi thai san);

(2) Gidy khai sinh hozc gidy chtng sinh (ban sao c¢6 ddu do) (thoi gian ndp

mudn nhat 1 thang sau khi sinh);

(3) Gidy ra vién (néu dé mo) (c6 du do) (thoi gian ndp mudn nhat 1 thang

sau khi sinh).

quyét.

2. Quy trinh
Budc 1: Can bo ndp ho so tai vin phong Bo phan Mot cira.
Budc 2: B phan Mot cira tiép nhan va kiém tra tinh phap 1y cta ho so.

Budc 3: B phan Mot cira chuyén hd so cho Phong Td chtrc Can b giai
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Thu tuc 11. Xin tré lai cong tac sau khi nghi thai san

1. HO so

Ho so xin tré lai ¢ong tdc trude khi hét thoi gian nghi thai san
Pon xin trd lai cong tac trude khi nghi thai san (Mdu CB_011a).

Luu ¥: Can bd mudn di 1am trude khi hét thoi han nghi thai san thi phai dap

ung cac dieu kién sau:

quyét.

- Phai d3 nghi it nhat 04 thang thai san;
- C6 x4c nhan cua co 86 y té co tham quyén vé dam bao sirc khoe dé di lam;

- C6 y kién x4c nhan cua Truong don vi.

H0 so xin tré lai ¢ong tac sau khi hét thoi gian nghi thai sdn

Pon xin trd lai cong tac sau khi nghi thai san (Mdu CB_011b);

2. Quy trinh

Budc 1: Can bd nop ho so tai van phong BO phan Mot cura.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y cta hd so.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chtrc Can bo giai
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Thii tuc 12. Xin cép lai thé BHYT, thay déi noi kham, chira bénh
1. HO so

To khai xin cap lai thé, diéu chinh thong tin BHXH, BHYT (dién day du
thong tin ca nhan vao muc ndi dung thay d6i, yéu cau ghi rd cip lai thé BHYT do
hong, mét hodc thay ddi noi kham, chita bénh ban dau sang noi kham, chira bénh

moi (Mdau CB_012).
2. Quy trinh

Budce 1: Can bo ndp h so tai van phong hodc qua email ciia B phan M{t

cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap ly ctia ho so, viét

gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chtic Can b giai

quyét.
Budc 4: Can bo nhan lai hd so tai van phong B phan Mat ctra theo lich hen.
3. Thoi gian giai quyét
Giai quyét ho so trong vong 30 ngay lam viéc.

Luu y : D61 vo1 ho so thay d61 noi kham chita bénh ban dau, can bo nop hod

so vao dau thang cia moi Quy.
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Thii tuc 13. Giai quyét ché do nghi 6m dau

Luu y: Ngwoi lao déng nghi 6m dau nhung khéng ndp gidy to sau khi ra vién sé
duge huwdng ché do nhwe nguwoi lao déng nghi viée khéng huéng lwong do khéng dwoc

co quan bdo hiém chi tra va déng bdo hiém trong thoi gian da nghi.

1. Hb so

Hé so khdam, chita bénh trong nuoc

Gidy ra vién (ban chinh hodc ban sao cong ching) ddi voi ngudi lao dong diéu
tri no1 tra hodc Giéy chirng nhan nghi vi¢c huong bao hiém xa hoi doi voi nguoi diéu tri
ngoai tra do co s& y té diéu tri cap (sau khi ra vién).

Ho so kham, chita bénh nuoc ngoai

(1) Ban dich tiéng Viét (duoc cong chimg) gidy kham, chita bénh do co s y té
nudc ngoai cip;

(2) Gidy xé4c nhan ctia mot co s¢ y té tuyén tinh hodc tuyén trung wong vé tinh
trang bénh tat va hudng diéu tri dbi voi trudng hop ra nudc ngoai kham, chira bénh;

Ho so khdam chita bénh doi véi can bo dwoc cir di hoc tdp, lam viéc, cong tac o
nude ngoadi bi om phdi kham, chita bénh & nwée ngodi

(1) Ban dich tiéng Viét (cong ching) gidy kham, chira bénh do co s¢ y té nudc
ngoai cap;

(2) Quyét dinh (ban chinh, ban sao) cta cap c6 tham quyén cir di cong tac, 1am
viéc, hoc tap ¢ nudc ngoai.

2. Quy trinh

Budc 1: Can bo ndp hd so tai van phong Bo phan Mot cira.

Budc 2: Bo phian Mot ctra tiép nhan va kiém tra tinh phap 1y cta ho so, viét gidy

hen tra két qua cho can bg.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong T6 chire Can bo gidi quyét.
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Thi tuc 14. Xin nghi ché d§ huu

1. HO so

(1) To khai thong tin cia can bd (Mdu CB_014c);

(2) Pon d& nghi theo miu cia co quan bao hiém (Mdu CB_014d).
2. Quy trinh

Budc 1: Can b ndp ho so tai van phong Bo phan Mot ctra.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y cta ho so, viét

gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chtic Can b gidi

quyét.

Budc 4: Can b nhan lai két qua giai quyét hd so tai van phong Bo phan

MGt ctra theo lich hen.
3. Thoi gian giai quyét
Giai quyét ho so trong 02 ngay 1am viéc.

Luu y: Nop 3 thang trude khi nghi huu.,
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Thii tuc 15. Cir can b dw tuyén thac s¥, tién sy trong nuéc
1. HO so

(1) Pon du tuyén trong nudc (Mau CB_15);

(2) Thong bao tuyén sinh cia co sé dio tao.

2. Quy trinh

Budc 1: Can b ndp ho so tai van phong Bo phan Mot ctra.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y cta hd so, viét

gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chirc Can bo giai

quyét.

Budc 4: Can b nhén lai két qua sau khi giai quyét tai van phong Bo phan
MGt ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.
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Thii tuc 16. Dy thi tuyén vién chirc
1. HO so
(1) Phiéu dang ky du tuyén vién chie (Mdu CB_016);

(2) Ban so yéu 1y lich ty thuat c6 xac nhén ciia co quan c6 thim quyén hoic
chinh quyén dia phuong noi cu tra trong thoi han 06 thang, tinh dén ngay ndp hd

so du tuyén;
(3) Ban sao cong chimg bang diém dai hoc, bang t6t nghiép dai hoc;
(4) Ban sao cong chimg bang diém thac sy, bang thac s¥;

(5) Ban sao cong chung chiing chi ngoai ngir theo quy dinh ctia Truong Pai
hoc Ngoai ngit - PHQGHN, chimg chi tmg dung CNTT co ban dat chuan theo
quy dinh tai thong tu 03/2014/TT-BTTT ctia B6 Thong tin va Truyén thong;

(6) Cac k¥ nang khac (néu co);

(7) Ban nhan xét va xac nhan cia ngudi dimg dau co quan, to chirc noi
ngudi d6 cong tac (néu co);

(8) Gidy kham strc khoe con gia tri st dung (trong vong 6 thang);

(9) Gidy chimg nhan thudc ddi twong uu tién trong tuyén dung duogc co

quan, to chirc c6 tham quyén chimg thuc.
2. Quy trinh
Budc 1: Can bd ndp hd so tai van phong B phan Mot ctra.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y ciia ho so, viét

gidy hen tra két qua cho can bo.
Budc 3: Bo phan Mot cira chuyén ho so cho Phong T6 chirc Can bo giai quyét.

Budc 4: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan

Mot ctra theo lich hen.
3. Thoi gian giai quyét
Giai quyét hd so trong 03 ngay lam viéc.
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Thii tuc 17. Cong nhéin hét tip sw va bé nhiém chirc danh nghé nghiép

1. HO so

(1) Pon dé nghi xét hét thoi gian tap sy va b nhiém chirc danh nghé nghiép
clia ngudi tap su (Mdu CB_017);

(2) Phiéu kham strc khoe ctia nguoi tap su;
(3) Bao cdo két qua tap sy cia nguoi tap su (Mdu CB_017);
(4) Quyét dinh phan cong nguodi hudng din tap su;

(5) Bao cdo két qua hudng din tap su cia ngudi hudng dan tap su (Mdu
CB_017);

(6) Bién ban hop Hoi dong xét hét tap sy (Mdu CB_017);

(7) Cac phiéu du gio tiét day (Mdu CB_017) (d6i véi giang vién va gido

vién trung hoc).
2. Quy trinh
Budc 1: Can bd nop ho so tai van phong BO phan Mot cura.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y ciia ho so, viét

gidy hen tra két qua cho can bo.
Budc 3: Bo phian Mot cira chuyén hd so cho Phong T6 chie Can bo xu 1.

Bué6c 4: Can bd nhan lai ho so tai vin phong BO phan Mét cura theo lich

hen.
3. Thoi gian giai quyét

Giai quyét ho so trong 02 ngay 1am viéc.
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Thu tuc 18. Kéo dai thoi gian cong tac

1. HO so
(1) Pon d& nghi kéo dai thoi gian cong tac theo mau (Mdu CB_018);

(2) Gidy chting nhan sirc khoe (cta co quan y té co thim quyén trong thoi

gian 6 thang gan nhat);
(3) To trinh cta trudng don vi ¢6 nhu cu nhén suy.
2. Quy trinh
Budc 1: Can bd nop ho so tai van phong BO phan Mot cura.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y ctia ho so, viét

gidy hen tra két qua cho can bo.

Budc 3: B phan Mot cira chuyén hd so cho Phong Td chtrc Can b giai

quyét.

Budc 4: Can bo nhan lai két qua giai quyét hd so tai van phong Bo phan

Mot ctra theo lich hen.
3. Thoi gian giai quyét

Giai quyét ho so trong 07 ngay lam viéc.
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Thii tuc 19. Théi viée/ chAm dirt hop dong Iam viéc/ cham dit hop dong

lao dong
1. HO so

(1) Pon xin théi viée (ddi voi vién chire duoc tuyén dung trude 2003) (Mdau

CB_019a); hoac

(2) Pon xin chuyén cong tac (d6i véi vién chirc duoc tuyén dung trudc

2003) (Mau CB_019Db); hoic

(3) Pon xin chim dit hop dong lam viéc (d6i véi vién chire duoc tuyén

dung sau 2003 (Mau CB_019c¢); hoac

(4) Pon xin cham dit hop dong lao dong/ Pon xin cham dut hop dong lao
dong trude thoi han (461 v6i nguoi lao dong 1am viée theo ché do hop dong lao

dong) (Mdau CB_019d).
2. Quy trinh
Budc 1: Can bd nop ho so tai van phong BO phan Mot cura.
Budc 2: Bo phian Mot cira tiép nhan va kiém tra tinh phap 1y ctia hé so.

Budc 3: B phan Mot cira chuyén hd so cho Phong Td chtrc Can b giai

quyét.

Budc 4: Can bo nhan lai két qua giai quyét hd so tai van phong BO phan

Mot ctra theo lich hen.
3. Thoi gian giai quyét

Giai quyét hd so trong 45 ngay lam viéc.
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Thu tuc 20. Xac nhén ly lich khoa hoc cia can bg
1. HO so

Ly lich khoa hoc (Mau CB_20).

2. Quy trinh

Budc 1: Can bo ndp hd so tai vin phong hodc qua email cua BO phan Mot
cua.

Budc 2: BO phan Mot cira tiép nhan va kiém tra tinh phap 1y cta ho so.

Budc 3: Bo phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

Budc 4: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan
Mot cira.

3. Thoi gian giai quyét

Giai quyét ho so trong 10 ngay lam viéc.
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Thii tuc 21. X4c nhén thanh tich nghién ciru khoa hoc va chuyén giao

tri thire cho can b9, giang vién cia Truong
1. HO so

Gidy xac nhan thanh tich nghién ctru khoa hoc va chuyén giao tri thirc (Mdu

CB_21).
2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hodc qua email ciia BO phan Mdt

cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép ly cia ho so va

chuyén ho so cho Phong Khoa hoc Céng nghé giai quyét.

Budc 3: Can b nhan lai két qua giai quyét hd so tai van phong Bo phan

Mot cura.
3. Thoi gian giai quyét

Giai quyét trong 10 ngay lam viéc.
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Thii tuc 22. X4c nhin di hoan thanh dé tai nghién ciru khoa hoc cép
CO' SO

1. HO so

Gidy xac nhan di hoan thanh dé tai nghién ctru khoa hoc (Mdu CB_22).

2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hoac qua email cia B phan Mat
cua.

Budc 2: B phian Mot cira tiép nhan va kiém tra tinh phép ly caa hd so va
chuyén ho so cho Phong Khoa hoc Céng nghé giai quyét.

Budc 3: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan
Mot cira.

3. Thoi gian giai quyét

Giai quyét trong 3 ngay lam viéc.
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Thi tuc 23. Ping ky thwe hién dé tai nghién ciu khoa hoc cép
PHQGHN

1. HO so

Pon dang ky thuc hién dé tai nghién ctru khoa hoc cip PHQGHN (Mdu
CB_23).

2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hodc qua email ciia BO phan Mdt

cua.
Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y cta ho so.
Budc 3: Bd phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

3. Thoi gian giai quyét

Giai quyét theo thoi gian xét duyét cia PHQGHN.
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Thii tuc 24. Ping ky thue hién dé tai nghién ciru khoa hoc cip co sé

1. HO so

Pon ding ky thuc hién dé tai nghién ciru khoa hoc cap co s& (Mau CB_24).
2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hoac qua email cia B phan Mét
cua.

Budc 2: BO phan Mot cira tiép nhan va kiém tra tinh phap 1y cta ho so.

Budc 3: Bo phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

Budc 4: Phong Khoa hoc Cong nghé thong bao két qua sau khi Hoi dong
xét duyét dé tai hop.

3. Thoi gian giai quyét

Giai quyét theo ké hoach xét duyét dé tai nghién ctru khoa hoc cip co so

cua Truong Pai hoc Ngoai ngir - DPHQGHN.
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Thii tuc 25. Ping ky viét sach chuyén khao

1. HO so

Pon ding ky viét sach chuyén khao (Mdu CB_25).
2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hoac qua email cia B phan Mét

cua.

Budc 2: BO phan Mot ctra tiép nhan va kiém tra tinh phép Iy cua hd so. va

chuyén hé so cho Phong Khoa hoc Cong nghé giai quyét.

Budc 3: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan

MGt ctra theo lich hen.
Budc 4: Phong KHCN thong bao két qua.
3. Thoi gian giai quyét

Giai quyét trong 15 ngay lam viéc.
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Thii tuc 26. Xin gia han va thay d6i ndi dung dé tai nghién ctru khoa

hoc cip PHQGHN
1. HO so

Pon xin gia han va thay d6i ndi dung dé tai nghién ciru khoa hoc cép

PDHQGHN (Mdu CB_26).
2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hodc qua email ciia BO phan Mdt
cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap 1y cta ho so.

Budc 3: Bd phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

Budc 4: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan
Mot cira.

3. Thoi gian giai quyét

Giai quyét theo thoi gian phé duyét cia PHQGHN.
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Thii tuc 27. Xin gia han va thay d6i ndi dung dé tai nghién ctru khoa

hoc cap co s&
1. HO so

Pon xin gia han va thay d61 ndi dung dé tai nghién ctru khoa hoc cap co s¢

(Mdu CB_027).
2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hodc qua email ciia BO phan Mdt

cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap ly cia ho so va

chuyén ho so cho Phong Khoa hoc Céng nghé giai quyét.

Budc 3: Can bo nhén lai két qua giai quyét tai van phong B phan Mot cira

theo.
3. Thoi gian giai quyét

Giai quyét trong 3 ngay lam viéc.
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Thii tuc 28. Ping Ky to chirc hdi thio qudc té

1. HO so

(1) Phiéu trinh dé xuat dang ky t6 chirc hoi thao qudc té (Mdu CB_28a);
(2) Dé an t6 chirc hoi thao qubc té (Mdu CB_28b).

2. Quy trinh

Budc 1: Can bo ndp hd so tai van phong Bo phan Mot ctra. BO phan Mot
ctra kiém tra tinh phép ly cua hd so.

Budc 2: Bo phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

Budc 3: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan
Mot cua.

3. Thoi gian giai quyét

Giai quyét theo thoi gian phé duyét cia PHQGHN.
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Thii tuc 29. Ping Kky to chirc toa dam khoa hoc qudc té
1. HO so

(1) Phiéu trinh dé xuat dang ki to chuc toa dam khoa hoc qudc té (Mau
CB_29a);

(2) Bé an t6 chirc toa dam khoa hoc quéc té. (Mau CB_29b).
2. Quy trinh

Budc 1: Can bo nop h so tai van phong Bo phan Mot cura. BO phan Mot
ctra kiém tra tinh phap Iy cta ho so.

Budc 2: B phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

Budc 3: Can b nhan lai két qua giai quyét hd so tai van phong Bo phan
Mot ctra.

3. Thoi gian giai quyét

Giai quyét theo thoi gian phé duyét cia PHQGHN.
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Thii tuc 30. Ping Ky to chirc hdi thio, toa dam trong nuéc
1. HO so

(1) Phiéu trinh dé xuét dang ky t6 chtrc hoi thao, toa ddm trong nudc (Mau

CB_30a);
(2) Bé an t6 chirc hoi thao, toa dam trong nudc (Mdu CB_30b).
2. Quy trinh

Budc 1: Can bo nop h so tai vin phong BO phan Mot ctra. B phan Mot
ctra kiém tra tinh phap Iy cta ho so.

Budc 2: B phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

Budc 3: Can b nhan lai két qua giai quyét hd so tai van phong Bo phan
Mot ctra.

3. Thoi gian giai quyét

Giai quyét theo thoi gian phé duyét ctia Ban Giam hiéu Trudng Pai hoc

Ngoai ngtr - DPHQGHN.
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Thi tuc 31. Xac nhin bai bao dwoc chip nhin ding trén Tap chi

nghién ctru nwéc ngoai
1. HO so, thu tuc

Pon xac nhan bai bao dang bai trén Tap chi nghién ctru Nudc ngoai (Mdu

CB_31).
2. Quy trinh

Budc 1: Can bo ndp ho so tai van phong hodc qua email ciia BO phan Mdt

cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phap ly cia ho so va

chuyén ho so cho Phong Khoa hoc Céng nghé giai quyét.

Budce 3: BO phan Mot cura thuc hién thu tuc trinh cac bén lién quan giai

quyét.

Budc 4: Can b nhan lai két qua giai quyét hd so tai van phong Bo phan

Mot cira.
3. Thoi gian giai quyét

Giai quyét trong 3 ngay lam viéc.
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Thii tuc 32. Xin hd tro kinh phi khi cé bai bao ding tap chi ISI, Scopus,

tap chi qudc té, nwéc ngoai, bao cio hdi thao qudc té tai nwéc ngoai

1. HO so

Phiéu trinh dé xuat xin hd tro kinh phi (Mdu CB_32).

D6i véi bai bdo:

(1) Bia tap chi;

(2) Muc luc;

(3) Trang thong tin vé tap chi (mi s6 ISSN va co so dit lidu);

(4) Toan van bai bao.

Poi voi chuwong sdach/sdach:

(1) Bia sach;

(2) Muc luc;

(3) Trang thong tin vé sach (ma sé ISBN va nha xuat ban);

(4) Toan van chuong sach/sach.

Doi véi bdo cdo:

(1) Gidy moi;

(2) Chuong trinh hoi nghi/ hoi thao;

(3) Quyét dinh cua Truong DPHNN - PHQGHN déng ¥ cho tham dy hoi
nghi/hoi thao, ky yéu bao gém: bia ky yéu, muc luc, trang thong tin vé ky yéu (ma
s6 ISBN va nha xuat ban), toan vin bao cdo. Trudng hop hoi nghi/hoi thao khong
c6 ky yéu, tic gia ndp toan vin bao cao ctia minh.

2. Quy trinh

Budc 1: Can bo nop ho so tai van phong Bo phan Mot ctra. BO phan Mot

ctra kiém tra tinh phéap ly cua hd so.
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Budc 2: Bo phan Mot cira chuyén hd so cho Phong Khoa hoc Cong nghé
giai quyét.

Budc 3: Can bd nhan két qua giai quyét hd so tai van phong B phan Mot
cua.

3. Thoi gian giai quyét

Tién hanh dinh ky theo timg Quy.
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Thii tuc 33: Cir can bd di hoc thac sy, tién sy & nwéc ngoai
1. HO so

(1) Pon xin di cong tac hoc tip ¢ nudc ngoai (Mau CB_33a);

(2) Thu mo1 hoac Giay ti€p nhan hoc bong cua to chuc, ca nhan cua co sé
dao tao hoac giay tri¢u tap di hoc ¢ nudc ngoai bang Ngan sach Nha nudc ctia Bo

GD & DT ddi voi can bo khdi phuc vu dao tao di hoc nudc ngoai;
(3) Ban cam két nghia vy ddi v6i can bo duge cir di hoc (Mdu CB_33b);

(4) Pon xin chdm dut hop dong lao dong (d6i véi nguoi lao dong - Mdu
CB_33c).

2. Quy trinh
Budc 1: Can bo ndp ho so tai van phong B phan Mot cira.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét

gidy hen tra két qua cho can bo.
Budc 3: Bo phian Mot cira chuyén hd so cho Phong T6 chie Can bo xu 1.

Budc 4: Can b nhan lai két qua giai quyét hd so tai van phong Bo phéan

MGt ctra theo lich hen.
3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.
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Thiu tuc 34. Xin di du lich, thim than

1. HO so

(1) Pon xin di du lich, thdm than & nudc ngoai (Mdu CB_34);
(2) Gidy moi tham than (néu co).

2. Quy trinh

Budc 1: Can bo ndp ho so tai vin phong hodc qua email ciia BO phan Mét

cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét

gidy hen tra két qua cho can bo.

Budc 3: B phan Mot cira chuyén hd so cho Phong Td chtrc Can bo giai

quyét.

Budc 4: Can bd nhan két qua giai quyét hd so tai vin phong Bo phan Mot

cura theo lich hen.
3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.
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Thii tuc 35. Cir can bd di hoc thac s§, tién sy & trong nuéc

1. HO so
(1) Pon xin di hoc (Mdu CB_35a);
(2) Quyét dinh trang tuyén hodc gidy triéu tap hoc cua co s dao tao;

(3) Pon xin ky hop dong giang day mua vu (néu c6 nguyén vong) dbi véi
can bo hoc tip trong nude theo hinh thirc tap trung (Mdu CB_35b).

2. Quy trinh
Budc 1: Can b ndp hd so tai van phong B phan Mot ctra.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét
gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chirc Can bo giai
quyét.

Budc 4: Can b nhan lai két qua giai quyét hd so tai van phong Bo phan
Mot ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.

47


https://1drv.ms/w/s!AulTjTQV-Nm7hN5Z7CA1I7TclG6l1g?e=E2m6cA
https://1drv.ms/w/s!AulTjTQV-Nm7hN8aelhknnXsbkPVvw
https://1drv.ms/w/s!AulTjTQV-Nm7hN8aelhknnXsbkPVvw

Thii tuc 36. Cir can bd di hdi thio, dio tao, tip huin, bdi duwéng ngin
han trong nuéc

1. Ho so

(1) Phiéu trinh giai quyét cong viéc (Mau CB_36);

(2) Giéy moi, giéy tri¢u tap cua don vi t6 churc hodc co s& dao tao.

2. Quy trinh

Budc 1: Can bd nop ho so tai van phong B phan Mot cura.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét
giay hen tra két qua cho can bo.

Budc 3: B phian Mot cira chuyén hd so cho Phong Td chtrc Can bo giai
quye€t.

Budc 4: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan
MGt ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.
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Thu tuc 37. Gia han thoi gian hoc tap trong nwéc

1. HO so

(1) Pon xin gia han thoi gian hoc tap trong nudc (Mdu CB_37);
(2) Van ban chap thuan cho gia han cta co s¢ dio tao.

2. Quy trinh

Budc 1: Can b ndp hd so tai van phong B phan Mot cua.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét
gidy hen tra két qua cho can bd.

Budc 3: B phan Mot cira chuyén hd so cho Phong Td chtrc Can bo giai
quyét.

Budc 4: Can bo nhan lai két qua giai quyét ho so tai van phong Bo phan
MGt ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.
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Thii tuc 38. Thu nhén can b di hoc thac s§, tién sy trong nwéc tré vé
Trwong cong tac

1. Ho so

(1) Pon xin thu nhan trd vé Trudng cong tac (ddi voi can bd di hoc theo
hinh thirc tap trung - Mdu CB_38);

(2) Ban sao cong chung cac van bang, ching chi (néu c6) hodc xac nhan
hoan thanh khoéa hoc cua co sé dao tao.

2. Quy trinh
Budc 1: Can bd nop ho so tai van phong B phan M{t cira.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét
gidy hen tra két qua cho can bo.

Budc 3: B phan Mot cira chuyén hd so cho Phong Td chtrc Can bo giai
quyét.

Budc 4: Can bo nhan lai két qua giai quyét hd so tai vian phong Bo phan
MGt ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 03 ngay lam viéc.
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Thii tuc 39. Xin nghi khong huwéng lwrong/ nghi 6m dau

1.H so

(1) Pon nghi viéc khong hudng luong ¢ ¥ kién ctia Truong don vi va cac
gidy to lién quan néu c6 (Mdu CB_39a); hoic

(2) Pon xin nghi 6m c6 y kién ctua Trudong don vi (Mdu CB_39b) .

2. Quy trinh

Budc 1: Can bd nop ho so tai van phong B phan Mot cura.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét
gidy hen tra két qua cho can bo.

Budc 3: Bo phan Mot cira chuyén ho so cho Phong To chirc Can bo giai
quyét.

Budc 4: Can bo nhan lai két qua giai quyét hd so tai van phong Bo phan
Mot ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 05 ngay lam viéc.
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Thu tuc 40. Xin thu nhan tré lai cong tac sau khi nghi khong huwéng
lwong/ nghi 6m

1. HO so

Pon xin thu nhan (Mdu CB_40)

2. Quy trinh

Budc 1: Can bd nop ho so tai van phong B phan Mot cura.

Budc 2: Bo phan Mot cira tiép nhan va kiém tra tinh phép 1y ctia ho so, viét
gidy hen tra két qua cho can bo.

Budce 3: Bo phan Mot ctra chuyén hd so cho Phong Tb chic Can bd giai
quyét.

Budc 4: Can bo nhan lai két qua giai quyét ho so - quyét dinh tai vin phong
B6 phan Mot ctra theo lich hen.

3. Thoi gian giai quyét

Giai quyét ho so trong 02 ngay lam viéc.
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Phu luc 2

CAC BIEU MAU KEM THEO QUY CHE THUC HIEN
CO CHE MOT CUA, MOT CUA LIEN THONG POI VOI CAN BOQ
TAI TRUONG PAI HQC NGOAI NGU - PHQGHN

Mau CB_03 | Gidy di duong

Mau CB_04 | Gidy gidi thiéu can bo

Mau CB_06 | Pon xin di cong tic, hoc tap nudc ngoai

Mau CB 07 | Pon xin x4c nhan Céan bd

Mau CB_08 | Pon xin di gia han hoc tap

Mau CB 09a | Pon xin thu nhan trd vé trudng cong tac

Miu CB 09b Béo\i:éo két qua thuc hién nhiém vu trong thoi gian & nudc
ngoai

Mau CB_10 | Pon xin nghi thai san

Mau CB_11a | Pon xin tré lai cong tac trudc khi hét thoi gian nghi thai san

Mau CB 11b | Pon xin tré lai cong tac sau khi hét thoi gian nghi thai san

Mau CB_12 | T khai, tham gia diéu chinh thong tin BHXH, BHYT

Mau CB_13 | Pon xin nghi ém

Mau CB_14a | Pon xin nghi ché d6 huu trude tudi

Mau CB 14b | Gidy giéi thiéu dé can bd di giam dinh stc khoe

Mau CB_14c | T khai thong tin ctia can b

Mau CB_14d | Pon dé nghij theo miu ctia co quan Bao hiém

Mau CB 15 | Pon ding ky du tuyén vién chire theo hinh thirc ddc cach

Mau CB_16 | Phiéu dang ky du tuyén vién chirc

Mau CB_17 | H6 so cong nhan hét tip su va bd nhiém chirc danh nghé nghiép
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Mau CB 18 | Pon dé nghi kéo dai thoi gian cong tac
Mau CB_19a | Pon xin théi viéc
Mau CB_19b | Pon xin chuyén cong tac
Mau CB_19¢ | Pon xin cham dit hop dong lam viée
. Pon xin chdm dut hop ddng lao dong/ Pon xin chdm dut hop
MauCB _19d | .
dong lao dong trudce thoi han
Mau CB 20 | Ly lich khoa hoc
N M3u x4c nhéan thanh tich nghién ctru khoa hoc va chuyén giao
Mau CB 21 .
tri thirc
Mau CB 22 | MAu x4c nhan d3 hoan thanh dé tai nghién ctru Khoa hoc
N Pon ding ky thuc hién dé tai nghién ctru khoa hoc cap
Mau CB 23
DHQGHN
Mau CB 24 | Pon dang ky thuc hién dé tai nghién ctru khoa hoc cép co so
Mau CB_25 | Pon dang ky viét sach chuyén khao
N Pon xin gia han va thay doi ndi dung dé tai nghién ctru khoa
Mau CB 26 ,
hoc cap PHQGHN
. Pon xin gia han va thay doi ni dung dé tai nghién ctru khoa
Mau CB_27 ,
hoc cap co so
Mau CB_28a | Phiéu trinh dé xuat dang ki to chuc hoi thao quéc té
Mau CB_28b | Mau Dé an t6 chuc hoi thao qubc té
MAau CB 29a | Phiéu trinh dé xuat dang ki to chirc toa dam khoa hoc quéc té
Mau CB 29 Mau Pé an t6 chirc toa dam khoa hoc quéc té
Miu CB 30a Phiéu trinh dé xuat dang ky t6 churc hoi thao, toa dam trong
nudc
Mau CB_30b Mau DPé an t6 chic hdi thao, toa dam trong nudc
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Pon x4c nhan bai bdo dang bai trén Tap chi Nghién ctu

Mau CB_31
Nudc ngoai
X Phiéu trinh d¢ xuat xin hd tro kinh phi khi c¢6 bai bao dang tap
Mau CB_32 chi ISI, Scopus, tap chi quéc té, nudc ngoai, bdo cdo hoi thao
qudc té tai nudc ngoai
Mau CB_33a | Pon xin di cong tac hoc tip & nudc ngoai
Mau CB 33b | Ban cam két nghia vu ddi vai can bod duoce ctr di hoc
Mau CB_34 | Pon xin di du lich, thim than & nudc ngoai
Mau CB 35a | Pon xin di hoc
Mau CB_35b | Pon xin ky hop dong giang day mua vu
Mau CB_36 | Phiéu trinh giai quyét cong viéc
Mau CB_37 | Pon xin gia han thoi gian hoc tip trong nudc
M3au CB 38 | Pon xin thu nhan tré vé Trudng cong tac
Mau CB 39 | Pon nghi viéc khong huéng luong
N Don xin thu nhan tré lai cong tac sau khi nghi khong hudéng
Mau CB_40

luong/ nghi 6m
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Phu luc 3

Phu lyc 3a: Mau Phiéu huéng dan hoan thién ho so
Phu luc 3b: MAu S6 theo ddi
Phu lyc 3¢: Méu Gidy tiép nhan va hen tra két qua

Phu lyc 3d: Mau Phiéu kiém soat qu4 trinh giai quyét hd so
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