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1. MUC DiCH

Quy trinh nay nhim hudng dan thuc hién cong tac t chirc va quan ly hoi nghi, hoi thao qubc
té vé dao tao va nghién ciru khoa hoc tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Pbi tuong ap dung

Quy trinh nay ap dung dé kiém soat cong tac td chirc va quan ly hoi nghi, hoi thao quéc té vé
dao tao va nghién ctru khoa hoc tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung
Ban Giam hié¢u, Phong Quan hé dbi ngoai va cac don vi cua truong.
3. TAILIEU VIEN DAN
- Tiéu chuén qudc gia TCVN ISO 21001:2019 va Tiéu chuén qudc té ISO 21001:2018.
- Quy trinh kiém soat thong tin dang vin ban (QT.KHTN.01)
- Danh muc tai liéu bén ngoai (BM05S.KHTN.01)
4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia

- Hpi nghi hji thao quic té ve dao tao va nghién ciru khoa hoc: La mét hinh thtre sinh hoat
khoa hoc da muc ti€u ¢6 yéu t& nude ngoai duoc té chirc de thao luén, tranh ludn mot hoac
mdt sb van dé vé nghién ctru khoa hoc va dao tao, dugce t6 chire dinh ky hodc dot xua theo
hinh thirc gép g0 truc tiép tai cac co so thude hé thong DHQG HCM hoéc theo hinh thire
truc tuyén vai it nhit mot dau cdu do céc don vi thude hé thing PHQG-HCM t6 chirc, va
c6 su tham gia hodc nhan tai trg cia nude ngoai.

4.2 Tir viét tat

- DPHQG-HCM: Pai hoc Qubc gia Thanh phé Hd Chi Minh

- BGBD: Ban Giam déc Pai hoc Quéc gia Thanh phé H5 Chi Minh
- BGH: Ban Giam hiéu Truong DH KHTN

- P.QHDN: Phong Quan hé Pdi ngoai

- HNHTQT: Hdi nghi hdi thao qubc té

- DVTC: Bon vi td chuc

- NDPC: Nguoi dugc phan cong
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5.1 Luwu dé

1. Bang ky phé duyét chu
truong t6 chic HNHTQT
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2. DBang ky phé duyét chu truong td chuc
HNHTQT dén BPHQG-HCM

3. Phé duyét cuia PHQG-HCM

4. Gui két qua phé duyét dén PHQG-HCM

v
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5. Lap ké hoach va dang ky td chire

H so khong hop 1¢
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6. Kiém tra va xir Iy ho so

HO so hop 18

7. Phé duyét cua Lanh dao truong

Khong dong y

Déng y

8. Nop ho so dang ky dén PHQG-HCM

9. Phé duyét cia PHQG-HCM
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10. T6 chic HNHTQT
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11. Bao céo két qua to chira HNHTTQ

12. Luu hd so
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Buéc 1. Ping ky phé duyét cha truwong td chire
Ja Il s Li0A] Thang 11
Vao thang 11 hang ndm, DVTC déng ky phé duyét chu hing nim
truong td chie HNHTQT trong nam sau theo biéu mau hoac
P.QHDN gui qua email. DVTC | Trusckhi | BM06.QHDN.O1
*Trong trudng hop DVTC khong ding ky phé duyét 0 chire toi
chu truong, ma c6 phat sinh HNHTQT trong nim, thieu90
DVTC cin dang ky phé duyét bd sung trudce thoi diém i
du kién t6 chie HNHTQT it nhat 90 ngay.
Budc 2. P.QHDPN ding ky phé duyét chi truong td Trudce
chirc HNHTQT khi t6
P.QHDN giri Cong van dé nghi phé duyét chu truong | P.QHDN | chuc tdi | BM06.QHDN.01
t6 chic HNHTQT cua trudng trong nam dén DPHQG- thiéu 90
HCM. ngay
Budc 3. PHQG-HCM phé duyét chi trwong tb Téi da Theo quy dinh
chive HNHQT 30 ngay cua bHQG-
DHQG-HCM xem xét phé duyét chu truong to chie, | PHQG- | ké tur HCM
va glri Cong van phé duyét ¢én P.QHDN HCM ngay
nhan hd
SO
Budéc 4. P.QHDN giri két qua phé duyét chi truong Ngay Theo miu cong
dén PVCT sau khi | van cia DPHQG-
Sau khi nhan duoc Cong van phé duyét tor PHQG- | P.QHDN | c6 cong HCM
HCM, P.QHDN chuyén Cong van dén DVTC van phé
duyét
Budrc 5. Lap ké hoach va ding ky t6 chire
Pon vi td chirce HNHTQT giri 2 bo hd so ban in (gii kém
file word) v& P.QHDN. Tét ca céc vin ban bang tiéng
nudce ngoai déu co ban dich tiéng Viét di kém (theo quy
dmh‘gua ?HQC?—I;ICM). Ho so bao gdm: Trgoc . | BMOI.QHDN.01
- Phiéu dang ky t6 chuce HNHTQT; khi  to
- Ké hoach t6 chuc; DVTC | chirc tbi e
. e N S T 2 BM03.QHDN.01
- Danh sach nguoi nude ngoai dén lam viéce; thicu 37 BMO04.QHDN 01
- Du tru kinh phi (c6 chit ky xac nhan cua BGH); ngay ' '
- Ly lich khoa hoc (CV) ctia dién gia (béng tiéng Viét,
hoac kém ban dich tiéng Viét) hodc li lich trich ngang
theo mau;
- Tém tét bai trinh bay cua dién gia (bang tiéng Viét).
Budc 6. Kiém tra va xit Iy ho so
- P.QHDN kiém tra tinh ddy du, chinh xac cua hd so,
dong thoi lay y. kién tr cdc phong chic nang ¢6 lién
quan (neu can) vé viée t6 chirc HNHTQT. NDPC 1-3 ngdy

- Néu hd so hop 1¢ va day du thi trinh BGH cong van dé
nghi PHQG-HCM phé duyét HNHTQT (theo Budce 7);
néu hd so chua hop 18 thi huéng ddn DVTC lam lai/bd
sung ho so.
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Budc 7. Phé duyét cia Lanh dao truong .
P.QHDN trinh Lanh dao truong coéng van dé nghi BGH 1-3 ngay | BM07.QHDN.O1
DHQG-HCM phé duyét HNHTQT.
Budce 8. Nop ho so dang ky dén bHQG-HCM i
- P.QHDN chuan bi 2 ban sao tir ho so' goc va gui ho
dang ky dén PHQG-HCM (gom 1 ban goc va 2 ban sao). NDPC | 1-3 ngay
- P.QHDN tiép nhén cac yéu cau tr PHQG-HCM va
lién h¢ voi DVTC dé bo sung ho so (néu can).
Buéc 9. Phé duyét cia Lanh dao PHQG-HCM Theo ké
- PHQG-HCM kiém tra, yéu cau bd sung ho so (néu PHQG- hoach
can) va dua ra quyct dinh; HCM cua
- P.QHDN ti¢p nhén quyct dinh tr PHQG-HCM va bHQG-
chuyeén giao cho DVTC. HCM
Buée 10. To chire HNHTQT DPVTC Theo ké
- BVTC thuc hién cong tac t6 chire HNHTQT. hoach
Buéc 11. Béo co két qua to chire HNHTQT ’
- Toi da 10 ngay ke tir khi ket thic hoi nghi/hdi thao, Toi da
DVTC viét bao cao ket qua hdi nghi/hdi thao va upload DPVTC: 15 ngay
file ,béo €40 vao forrp co trén VYCbSitC cua P.QHDN. NDPC, sau hoi | BM05.QHDN.01
- Toi da 15 ngay ke tur khi két thuc hoi nghi/héi thao, nghi/hdi
P.QHDN lap cong van bao cao két qua hdi nghi/hoi thao
thao cho PHQG-HCM.
Bude 12. Luwu ho so
- P.QHDN luu trit ho so theo quy dinh. DA
6. PHU LUC VA BIEU MAU
STT | Ky hiéu biéu miu Tén Phu luc/ Biéu miu
1 BMO1.QHDN.01 | Phiéu dang ky t6 chire HNHTQT
5> | BMO02.QHDN.O1 | Ké hoach t6 chirc
3 BMO03.QHDN.01 | Danh sich ngudi nude ngoai dén lam viéc
4 BMO04.QHDN.01 | Ly lich trich ngang cta dién gia
s | BM05.QHPN.01 | Bdo cdo Két qua hdi nghi, hoi thao quéc té
M5usé A - ~ ;1A 2 , A 2 AL SRS A A«
6 1/PHQG-HCM Cong van v/v dang ky ké hoach t6 chirc hdi nghi, hoi thdo quoc t€ nam
Mau s6 1/DHQG- | Cong van dé nghi PHQG-HCM phé duyét to chirc hdi thao quoc té va
7 HCM gido duc/nghién ciru khoa hoc/cdng nghé
e S;éﬁHQG' D& 4n t& chirc hoi nghi, hdi théo quéc té vé...




