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1. MUC PiCH

Hudng dan thuc hién cdng tac xin cép qua tang dbi ngoai tai Truong Pai hoc Khoa hoc tu

nhién, DPHQG-HCM.

2. PHAM VI AP DUNG
2.1 Doi tuwong ap dung

Quy trinh ndy ap dung dé kiém soat cong tac xin cép qua tang dbi ngoai tai Truong Dai hoc
Khoa hoc tu nhién, DPHQG-HCM.

2.2 Trach nhiém ap dung

Phong Quan hé déi ngoai va cac don vi cua truong.
3. TAI LIEU VIEN DAN
- Tiéu chuin qudc gia TCVN ISO 21001:2019 va Tiéu chuin qudc té ISO 21001:2018.

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

- Danh muc tai liéu bén ngoai (BM05.KHTN)
4. PINH NGHIA VA TU VIET TAT

4.1 Dinh nghia

- Qua ting déi ngoai: 14 qua ting danh tang cho cac doan khach, phai doan/ co quan ngoai
giao, cdc truong, vién, doanh nghiép/ cdng ty bao gobm ca trong va ngoai nudc dén tham va
lam viéce tai truong.

- Cdc logi sdn pham qua ting: Bao gom 6 loai qua tang: But, ly su, ly st ¢6 nap, biéu trung
cé nhan va biéu trung danh cho ky két va tai dung qua tang. Tat ca san phiam déu duoc in
logo, thong tin Truong DPH KHTN bing tiéng Anh.

4.2 Tur viét tit

- BGH: Ban Giam hi¢u Truong DPH KHTN;
- P.QHDN: Phong Quan hé Déi ngoai;

- HT: Hiéu truong;

- TDbV: Trudng don vi;
- TP: Trudng phong P.QHDN;
- NDPC: Nguoi dugce phéan cong

- DbV: Céc don vi trong truong
- QTDN: Qua tang dbi ngoai;
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5.2 Noi dung dién giai
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Budc 1. Tiép nhin thong tin dé nghi qua tang
« Don vi (BV) gui dé nghi qua tang dén bd phan
phu trach (NDPC).
o Néu sb luong qua tang < 10: Don vi dién
BMOI.QHDN.07 — Phiéu dang ky dé
nghi ho trg qua ting ddi ngoai.
o Néusb lugng qua tang > 10:
»  Dién mau }3M02 QEIDN.O7 (Efl' BMO1.QHDN.07
11-20  san  pham)  hodc bv BM02.QHDN.07
BI\iIO3.QHDN‘O7 (trén 20 san | NDPC BMO03.QHDN.07
pham).
»  Ghi r6: ndi dung, muc dich, sb
lugng qua tang, cé chit ky cua
Truong don vi.
=  Dinh kém danh sach doan nhéan
qua, cd chir ky nhdy cua Truong
don vi trén mdi trang.
Budc 2. Phan loai thong tin qua ting
NDPC, X
- Néu so luong qua tang < 10 thi sang Budce 4; DV 1 ngay
- Néu s6 lugng qua tang tir 11 dén 20 thi sang Budc 3a.
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- Néu s6 lugng qua tang trén 20 thi sang Budc 3b.
Bude 3a. Phé duyét cua trudng phong

- NDPC trinh TP phé duyét theo dé nghi cua don vi TP 1-7 ngay | BM02.QHDN.07
déi voi s6 lugng tir 11 dén 20 qua ting.
Budce 3b. Phé duyét cia Hi¢u truong
- NDPC trinh TP va HT phé duyét theo dé nghi cia | TP,HT | 1-7 ngay | BM03.QHDN.07
don vi déi voi ) lugng trén 20 qua tang.
Budc 4. Trao qua va luu ho so

- NDBPC chuyén qua tang theo ding s6 lugng cho DV. Ngzc,
- Ho so dugc luu trit theo quy dinh.
6. PHU LUC VA BIEU MAU
STT | Ky hi¢u biéu miu Tén Phu luc/ Biéu miu

1 BMO1.QHDN.07 | Phiéu d& nghi hd trg qua tang déi ngoai (s6 luong dudi 11 san pham)

2 BMO02.QHDN.07 Pon dé nghi hd tro qua ting ddi ngoai ( sd lugng tir 11-20 san phém)

3 BMO03.QHPN.07 | Don d& nghi hd tro qua ting di ngoai ( trén 20 san pham)




