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1 | Ban hanh lan dau theo ISO 21001:2018

Nguoi soan thao Chir ky

Nguy?n Thi Binh Yén /M

Ngb Dai Nghiép ™pPr
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1. MUC PiCH

Hudng dan thuc hién va quan ly cac van ban hop tac gitra Truong Pai hoc Khoa hoc tu nhién,
DHQG-HCM va cac doi tac trong, ngoai nudc.

2. PHAM VI AP DUNG
2.1 Déi twong ap dung

Quy trinh nay dugc ap dung dé kiém soat cong tac thuc hién cac van ban ky két hop tac giita
Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM va cac doi tac.

2.2 Trach nhiém ap dung

Phong Quan hé déi ngoai va cac don vi cua truong.

3. TAILIEU VIEN DAN

- Tiéu chudn quéc gia TCVN ISO 21001:2019 va Tiéu chuén qudc té 1ISO 21001:2018.

- Quy trinh kiém soat théng tin dang van ban (QT.KHTN.01)

- Danh muc tai liéu bén ngoai (BM05.KHTN)

4. DINH NGHIA VA TU VIET TAT
4.1 Dinh nghia

- Vin ban hgp tic: cac vin ban ghi nhd, thoa thuan hop tac gitra Truong va dbi tac; trong do
thé hién cac ndi dung hai bén thoa thuan hop tac, thuc hién trong mot khoang thoi gian nhat dinh.

- Bdn ghi nhé (MoU): 1a mt loai tai liéu phap ly khong rang budc gitra hai bén (song phuong)
hay l1a nhiéu bén (da phuong), dugc sir dung Ltrong linh vue hop tac gitra cac t6 chirc. Ban ghi nhé
thuong duge hiéu 1a mot tai liéu thé hién su dong tinh, thoa thuan tam thoi, hoac cam két ddi voi mot
s6 van dé cu thé gitra cac bén, nhung n6 khong mang tinh chit bat budc phép ly.

- Thoa thudn hop tic (MoA): 1a mot tai liéu duoc thé hién dudi hinh thirc van ban dién ta
moi quan hé hop tac gitra cac bén mudn lam viée cung nhau trong mét du dn hay dédp mg muc tiéu
da th(’;a thuan. MoA duoc coi la tai li¢u co6 gia tri phap ly, l1a van ban ghi nhan nhiing diéu khoan va
chi tict cua thda thuan hop tac
4.2 Tir viét tit

- BGH: Ban Giam hiéu

- P. QHDN: Phong Quan hé Di ngoai

- P. TTPC: Phong Thanh tra - Phap ché

- TP: Trudng phong

- NDPC: Nguoi dugce phan cong

- MoU (Memorandum of Understanding): Ban ghi nhé hop tac

- MoA (Memorandum of Agreement): Thoa thudn hop tac

- MoS (Memorandum of Succession): Vén ban gia han

- QT: Quy trinh

- BM: Biéu mau

- HT: Hi¢u truong
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5. NOIDUNG
5.1 Luu db
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2. Soan thao van ban hop tac

A

Pong y

Khong
3. Chinh stra/xem xét dong y

4. Dé nghi ky két

. Khong
5. Phé duyét ky két aong y
v
Dong y ,
- Két thic
6. Ky két hop tac
Y
Qhé so va bao céao dinh ky
5.2 Noi dung dién giai
At A : . TRACH | THOI . .
MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU
Buéc 1. Xac dinh nhu ciu hop tac
- NDPC cua cac Phong/Khoa/Trung tam thude truong | Pon vi ¢6
can cr vao tinh hinh thuc t¢ cua don vi dé xdc dinh ndi | phy cu
dung hop tac vdi cac doi tac.
Buwdc 2. Soan thao vian ban hop tac
- NDPC cua cdc Phong/Khoa/Trung tdm soan thao BMO1.QHDN.02
van ban hop tac (MoU/MoA) theo biéu mau dya trén o BMO02.QHDN.02
nhu cau da x4c dinh. Néu doi tic 1a t6 chirc nude ngoai Donvico | 5 s ngay | BMO03.QHDN.02
thi don vi st dung biéu mau tiéng Anh; c6 thé dung bicu nhu cau BM04.QHDN.02
mau cua Trudng hodc bicu mau cia doi tac (tuy tinh BMO05.QHDN.02
hinh thuc té).
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Bude 3. Chinh stra/xem xét

- P. QHDN chinh stra thé thic trinh bay, xem xét ndi
dung hop tac. Néu noi dung chua rd rang hodc lién quan
dén nghia vu va quyén loi ciia Trudng, can giri P. TTPC
gopy. . i

- P. TTPC gbp y vé mat the thuc, tinh phap ly cua cac
ndi dung hop tac va phan héi cho P. QHDN.

NDPC
P. TTPC

3-5 ngay

Budrc 4. Dé nghi ky két

NDPC cua cac Phong/Khoa/Trung tdm lam Cdng van
dé nghi ky MoU/MoA/MoS theo miu va ndp cho P.
QHDN (trong cong van trinh bay ré hinh thirc ky két
mong muo"n)

Don vi ¢o
nhu cau

1-3 ngay

BM06.QHDN.02

Buéc 5. Phé duyét ky két

NDPC trinh lanh dao P. QHDN, Phé HT phu trach hop
tac qubc té phé duyét ky két hop tac va trinh HT ky
MoU/MoA/MoS. Néu BGH khéng dong y = gui cong
van phan hdi cho Phong/Khoa/Trung tdm dé théng bao
cho ddi tac xac dinh lai nhu cau hop tac hoac thong bao
Trudng khong ¢6 nhu cau hop téc véi cac ndi dung da
dé nghi.

NDPC

1-3 ngay

BM07.QHDN.02

Budrc 6. Ky két hop tac

Vian ban hop téc duoc ky két truc tiép hodc gian tiép:

- Ky truec tiép: P. QHDN hoac dbi tac td chuc 18 ky két
- Ky gian tiép: P. QHPN trinh HT ky va giri ddi tac ky.

NDPC
P. QHDN
HT
Déi tac

1-3 ngay

Budc 7. Luu ho so va bao cio dinh ky

Hb so, van ban sau khi ky két hop tac dugc luu trir theo
quy dinh va bao cdo két qua hop tac theo dinh ky hang
nam (néu cd).

NDPC

1 ngay

BMO08.QHDN.02

6. PHU LUC VA BIEU MAU
STT Ky hiéu Tén Phu luc/ Biéu mau

1 | BMOI.QHPN.02 | Miu_Ban ghi nhé (tiéng Viét)
2 | BM02.QHDPN.02 | Mau_Ban ghi nh¢ (tiéng Anh)
3 | BM03.QHDN.02 | Mau_Thoa thudn hop tac (tiéng Viét)
4 BMO04.QHDN.02 | Mau_Thoa thuan hop tac (tiéng Viét)
5 | BM05.QHDN.02 | Miu_Vin ban gia han (tiéng Anh)
6 | BM06.QHDN.02 | Cong van dé nghi ky két van ban hop tac
7 BMO07.QHDN.02 | Cong van v/v xac dinh lai nhu cau/khdng c6 nhu cau hop tac
8 | BM08.QHDN.02 | Bao cao két qua hop tac




