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1. MUC PiCH

Quy trinh nay nham hudéng dan sinh vién va can bo Truong Dai hoc Khoa hoc tu nhién,

DHQG-HCM thuc hién cong tac xét dat chuan ngoai ngit du ra cho sinh vién.

015

PHAM VI AP DUNG

2.1 Pbi twong ap dung

Quy trinh nay ap dung dé kiém soat cong tac xét dat chuan ngoai ngir dau ra cho sinh vién.
2.2 Trach nhiém ap dung:

Phong Dao tao va sinh vién.

. TAI LIEU VIEN DAN

- Tiéu chudn quéc gia TCVN ISO 21001:2019 va Tiéu chuan quc té ISO 21001:2018.
- Quy trinh kiém so4t thong tin dang vin ban (QT.KHTN.01)
- Danh muc tai li¢u bén ngoai (BMO05.KHTN.OI)

PINH NGHIA VA TU VIET TAT

4.1 DPinh nghia: khong co

4.2 Tirviét tat

- Truong: Truong Dai hoc Khoa hoc tu nhién, PHQG-HCM
- P.DT: Phong Dao tao

- Khoa: Céc khoa

- LDBP: Lanh dao phong

- NDPC: Nguoi dugce phan cong nhiém vu

- SV: Sinh vién

- CCCD: Can cudce cong dan

- HTQL: Hé thong quan ly cua Phong Dao tao

- XDCNNDR: Xét dat chuan ngoai ngir dau ra
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5. NOI DUNG
5.1 Luu do

2. P.DT xét duyét
hé so cua SV

buogc duyét

1. SV ndp hé so

Tra don

3. Nhap thong tin hd so
XDCNNDR

4. Xac minh

Chung chi gia

SV

42 Ky

chung chi

Chung chi thét

4.1. Cap nhat thong tin
XDCNNDR vao HTQL va
portal SV

5. Luu trir ho so

»
—

luat SV
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5.2 Noi dung dién giai

MO TA CAC BUOC THU'C HIEN

TRACH
NHIEM

THOI

GIAN BIEU MAU

1. SV nép ho so’ i
- SV co nhu cau XDCNNDR dién thong tin vao form online,
in don va ndp ho so truc tiep tai P.DT.

NAY

- BMO1.DT.17

2. Xét duyét ho so: NDPC nhén ho so ciia SV va xét duyét
hé so. H6 so XDCNNDR bao gom:
a) bon XDCNNDR.
b) Ban photo cé cong ching cac chiing chi (hodc ban
photo ching chi kém ban chinh déi chiéu).
©) Trudng hop sinh vién nhd ngudi ndp ho phai ¢6 thém
gidy ay quyén cho ngudi ndp hd hé so ¢o cong chimg cua
co quan c6 thdm quyén hodc ghii email Gy quyen dén P.DT
bang email SV kém ban photo CCCD ctia ngudi ndp ho.

NDPC

Ngay thoi
diem SV
ndp ho so

3. Nhap thong tin ho so XDCNNDR
- NDPC nhdp thong tin hd so XDCNNDR cuia sinh vién
theo mau Danh sach sinh vién np chimg chi ngoai ngit.

NDPC

01 tuan | BM02.DT.17

4. Xac minh ching chi ngoai ngir

- Déi véi cdc chitng chi xdc minh theo hinh thirc tra
ciru: NDPC thyuc hién tra ctru va kiém tra thong tin ho
tén, ngay sinh, noi sinh, diém cta sinh vién trén hé thong
xem ¢6 khép voi hd so hay khong, néu trung khép thi
NDPC in két qua tra ctru trén website (c6 link tra ctru)
va luu chung v6i hd so XDCNNDR ciia SV

- Déi véi cdc chitng chi xdc minh theo hinh thirc giri
email: NDPC lap bang theo mau co san (do don vi tra 10
xé4c minh yéu cau) va gui email tién hanh xac minh. Két
qua xac minh s& duoc hdi dap qua email dong thoi gm ban
gifly v& cho truong, NDPC tién hanh luu trit ban gidy.

- D6ivéi cac chirng chi xdc minh theo hinh thitc giri cong
van: NDPC photo lai ban sao chimg chi sinh vién ndp, sau
do sap xép theo dung s thir tur hd so trén dir ligu da nhap
va tién hanh 1ap bang x4c minh. Sau khi ¢ két qua, néu
trung khép NDPC luu trit ban gidy két qua xac minh.

NDPC

01 thang
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4.1. Cap nhat thong tin

“Trieong hop chirng chi dwgc xdc minh la ding voi hé so
goc ciia noi cap chirng chi

- Cap nhat thong tin XDCNNDR vao HTQL va portal cua SV
4.2. Ky luat SV

*Truong hop chirng chi dwoc xdc minh la khong diung voi
hé so goc cua noi cdp chirng chi

- Chuyén thong tin SV st dung chung chi gia cho Hoi dong
Khen thuong va Ky luét sinh vién dé ky luat SV

NDPC,
Hoi dong
Khen
thuong
va Ky
luét sinh
vién

01 tuin

5. Luu trir ho so
- H6 so duoc luu trit theo quy dmh

NDPC
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6. PHU LUC VA BIEU MAU

STT | Ky hiéu

Tén bic¢u mau

1 BMOI1.DT.17

Don xin xét dat chuan ngoai ngir dau ra

2 BMO02.DT.17

Danh sach sinh vién ndp chiing chi ngoai ngir




