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1. MUC PiCH

Quy trinh ndy nhim hudng dan cac don vi thuc hién thu tuc quan ly ngudi nudc ngoai
dén hoc tap/lam viéc tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Déi tuwong ap dung

Quy trinh nay ap dung dé kiém soat viéc thuc hién thi tuc quan ly v&i nguoi nude ngoai
(chuyén gia, sinh vién, giang vién,...) dén lam viéc/hoc tip tai Trudong Pai hoc Khoa hoc tu
nhién, PHQG-HCM.

2.2 Trach nhiém ap dung:
Ban Gidm hi¢u, Phong Quan h¢ Déi ngoai va cac Phong/Khoa/Trung tdm cua Truong.
3. TAILIEU VIEN DAN
- Tiéu chuén quédc gia TCVN ISO 21001:2019 va Tiéu chuén qudc t& ISO 21001:2018.
- Quy trinh kiém soat thong tin dang van ban (QT.KHTN.01)
- Danh muc tai li¢u bén ngoai (BM05.KHTN)
4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia

- Nguoi nwde ngoai: 1a ngudi mang gidy to xac dinh quoc tich nude ngoai va nguoi
khong qudc tich nhép canh, xuat canh, qua canh, cu tra tai Viét Nam.

- Thi thue (thwong goi la visa): 14 loai gidy to do co quan c6 thdm quyén cia Viét
Nam cap, cho phép nguoi nudce ngoai nhap canh Viét Nam.

- H chiéu (hay con goi la passport): 1a gidy to thude quyén so hitu cua Nha nude, do
co quan ¢6 tham quyén cua Viét Nam cap cho c¢ong dén Viét Nam su dung dé xuét canh, nhap
canh, chimg minh quoc tich va nhan théan.

4.2 Tirviét tat
- BGH: Ban Giam hiéu
- P. QHDN: Phong Quan hé Déi ngoai
- DBVTN: Don vi tiép nhan ngudi nude ngoai dén lam viéc, hoc tap

- NDPC: Nguoi duge phan cong
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5. NOI DUNG
5.1 Luudd

1. Xac dinh nhu cau nguoi nudce ngoai
den truong

Y

2. Dé nghi lam thu mai
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3. Thong bao ngudi nude ngoai dén truong.
D¢ nghi lam thé ra/vao truong

€

. \ Ho so can
4. Xem xét, nhan ho so y
: bo sung

l Ho so day di

5. Thong ké, 1am thé ra/vao trudng
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6. Bao céo két qua
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5.2 Noi dung dién giai

AR A . . TRACH | THOI . 2
MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU
Bude 1. Xac dinh nhu ciu moi khach nwéc ngoai dén
trudong Khi ¢6
Céc Phong/Khoa/Trung tdm (DVTN) thudc Truong can clr
] X , . . R N . DVTN nhu
vao nhu cau hop téac, dao tao tai don vi minh dé moi nguoi cAu
nudc ngoai (chuyén gia, giang vién, sinh vién...) dén truong
tham du hdi nghi/hdi thao, nghién ciru, hoc tap, thuc tap...
Budc 2. D¢ nghi lam thu méi .
DVTN lam giay dé nghi cap thu moi nguoi nude ngoai theo | DVTN . BMO1.QHDN.08
A X A S ngay
biéu mau dua trén nhu cau da xac dinh.
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Buéc 3. Thong bio ngudi nwéce ngoai dén truong, bé
nghi lam thé ra/vao trudong

- Ngudi nudc ngoai dén truong dwdi 7 ngay: DVTN lam
thong bao ngudi nudc ngoai dén trudng (giri théng bdo
treGe khi khdach dén it nhat 3 ngay lam viéc),

- Ngudi nude ngoai dén truong tir 7 ngay tr(r lén: DVTN
lam Gidy d& nghi ra/vao trudong theo bidu miu va gui vé
P.QHDN trude thoi gian nguoi nude ngoai dén truong it
nhét 03 ngay lam viéc.

- Luwu y: phai nop kém diy du céc gidy to sau clia nguoi
nudc ngoai: anh the, ho chiéu, thi thuc, d4u nhdp canh (hinh
chup hoac ban sao).

DVTN

1-5
ngay

BM02.QHDN.08
BM03.QHDN.08

Budéc 4. Xem xét, nhin ho so

- P. QHDN kiém tra hd so nop, néu chua ddy du dé nghi
NDPC ctia Phong/Khoa/Trung tim b sung.

- Truong hop hd so chua day du (ddu nhap canh) do ngudi
nudce ngoai chua lam thu tuc nhdp canh, P. QHDN tam gii
hd so va yéu cau NDPC ctia DVTN bd sung sau khi ngudi
nudc ngoai nhap canh

NDPC
P. QDN

1 ngay

Budec S. Thong ke, lam thé ra/vao tru'ong

- Nguoi nudc ngoax dén truong dwdi 7 ngay: P. QHDN thdng
ké théng tin ngudi nudce ngoai vao dir li¢u cua phong;

- Nguoi nude ngoai dén trudng tir 7 ngay tré Ién: P.QHDN
thong ké thong tin va lam thé ra/vao truong cho ngudi nudce
ngoai.

NDPC
P. QHDN

1 ngay

BM04.QHDN.08

Budre 6. Bio cao két qua

- DVTN thuce hién bao cao két qua tlep dén khach nudce ngoai
theo mau va ndp vé P. QHDN cham nhét 3 ngay sau khi nguoi
nude ngoai két thic thoi gian lam viéc/hoc tap tai truong.

- Trudng hop nguoi nude ngoai dugce clp thé ra/vao truong,
NDPC ctia DVTN can yéu cau khach nop lai thé va hoan tra
cho P. QHDN.

Phong/
Khoa/
Trung tdm

ngay

BM05.QHDN.08

Buéc 7. Luu ho so
NDPC luu hd so ban ciing va ban mém theo quy dinh.

NDPC
P. QHDN

6. PHU LUC VA BIEU MAU

STT | Ky hiéu biéu miu

Tén Phu luc/ Biéu miu

BMO01.QHDN.08

1 Gidy dé nghi Lam thu moi Gido su/Sinh vién quéc té dén truong
(request for scientific invitation letter)

2 | BMO2.QHDN.08
3 | BM03.QHDN.08'

4 | BM04.QHDN.08
5 | BM05.QHDN.08

Thong bdo v/v ngum nudc ngoai dén lién hé cong tac/hoc tap
Gidy dé nghi cap thé ra/vao truong cho ngudi nudce ngoai dén
lam viéc/hoc tép tai Truong

Thong ké nguol nuage ngoai dén truong

Béo céo két qua tiép doan/ca nhan nudc ngoai




