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CONG HOA. xA HOI CUU NGHiA VI.¢T NAM
DQc l~p - TV do - H~nh phuc

Tp. H6 Chi Minh, ngay!>thang Ornam 2018

Kinh giri: Lanh dao cac don vi trong Truong,

D€ thong nhat quan ly h6 sa can b(>vien clnrc (CBVC) di cong tac, dao tao tai

mroc ngoai va tao di~u kien thuan IQ'icho CBVC khi lam thu tuc, Phong T6 chirc - Hanh

chinh (TCHC) gui den cac don vi Quy trinh quan ly h6 sa CBVC di cong tac dao tao

mroc ngoai (file dinh kern). Quy trinh moi se co mot s6 luu y sau:

- CBVC khi di cong tac dao tao tai mroc ngoai chi n(>ph6 sa va nhan quyet dinh

tnrc tiep tai Phong TCHC, viec xac nhan h6 sa voi cac Phong chirc nang se do Phong

TCHC thirc hien.

- D6i voi CBVC di hoc t~p cong tac mroc ngoai ng~n h~n (du6i 1 thang) khi hoan

thanh tr(yv~ TruOng cong tac phai lam thli t\lC tiep nh~n l~i thea dung quy trinh. Truang

hQ'PCBVC di cong tac ng~n h~n (du6i 7 ngay) n(>pbao cao ket qua sau khi hoan thanh

chuyen cong tac, dao t~o ng~n h~n thay cho b(>h6 sa tiep nh~n.

Tran trong./.

Noi nh~n:
- Nhu tren;
- Luu: VT, TCHC.

TL. HI~U TRUONG

Phan Ngo Hoang



D~I HQC ouoc OIA TP .HCM

TRUONG D~I HQC KHOA HQC TV NHIEN

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc l~p - T1}'do - Hanh phuc

QUY TRINH QUAN LY HO SO cAN BO VIEN CHUC (CBVC)

III CONG TAc/IlAo T~O NUOC NGOAI

(Dinh kern Cong van s6 58IKHTN-TCHC ngay 131412018)

1. Quy trinh dAi vOi truirng hQ'pCBVC di cong tac/ DilO tao da] han 0- nurrc ngoai (til'
3 thang tro- len)

Bmrc 1: Chuan b] hB SO'

CB-VC chuan bi h6 sa di dao tao/cong tac dai han 0mroc ngoai bao g6m:

- Dan xin di dao tao/cong tac dai han 0 mroc ngoai co xac nhan cua BQmen, Khoa,
Phong thi nghiem, Truong dan vi (mdu D-OJ);

- Thu moi, gifrybao nhap hQC... (neu tieng mroc ngoai phai co ban dich Ti€ng Viet).
- Ly lich khoa hoc (co dan hinh va xac nhan cua Phong KHCN);
- Cam k€t thirc hien nghia vu cua CB-VC di dao tao 0 mroc ngoai dai han (mdu D-

05);
- D6i voi cac tnrong hop duoc cir di hoc tai mroc ngoai b&nghQcb6ng ngan sach nha

nuac (NSNN) va di~n Hi~p dinh thuQc di~n xet b6i hoan kinh phi dao t~o phai nQpcam k€t
bao lanh (mdu D-06);

BuO'c2: NQp hB SO'

- Nai nQP:Phong T6 chuc - Hanh chinh (TCHC) - Truang DH KHTN (Phong B.06)
- Nguai nh~n: CV Nguyen TiSn D~t
- CB-VC nQPh6 sa t~i Phong TCHC.
- Phong TCHC hyn thai gian tra kSt qua (tir 2-5 ngay lam vi?c).

BuO'c3: Xu ly hB SO'

Phong TCHC ki~m tra h6 sa va th\lChi~n cac nQidung:
- Chuy~n h6 sa dSn cac Phong chuc nang (P. KHCN; P. KH-TC; P. QHQT-QLDA)

d~ xac nh~n.
- So~n thao quySt dinh, trinh Hi~u truong kY.

BuO'c4: Phat hanh quy~t dinh va luu hB SO'

- CB-VC tai Phong TCHC nh~n QuySt dinh theo lich hyn;
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- Phong TCHC phat hanh Quyet dinh d~n cac dan vi co lien quan: Phong QHQT
QLDA, Phong K~ hoach Tai chinh; Dan vi cong tac ....

- Luu van thtr ban g&c Quyet dinh di cong tac, h6 sa xin di cong tac, dao tao VaGh6
So' vien chirc,

2. Quy trinh d8i vO'itruong hQ'PCBVC di cdng hic/ DilO tao ng~n han (y Dll'O'Cngoal
(duoi 3 thang)

Bmrc 1: Chusn b] h6 SO'

H6 So' xin di cong tac mroc ngoai ngan han bao g6m:

- Dan xin di dao tao/cong tac ngan han a mroc ngoai co xac nhan cua B9 mon, Khoa,
Phong thi nghiem, Truong dan vi (mJu D.02);

- Thir moi tham du h9i nghi, h9i thao ... (kern ban dich Tieng Viet);
- N~u kinh phi di cong tac do Truong dp, phai co xac nhan cua phong clnrc nang va

Hieu tnrong duyet kinh phi;

Bmrc 2: Nqp h6 SO'

- Nai n9P: Phong T6 chuc - Himh chinh (TCHC) - Truang DH KHTN (Phong B.06)
- Nguai nh~n: CV Nguy€n Ti~n Dl!t
- CB-VC n9P h6 So' tl!i Phong TCHC.
- Phong TCHC hyn thai gian tra k~t qua (tir 1-3 ngay lam vi¢c).

BuO'c3: Xfr Iy h6 SO'
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Phong TCHC kiem tra h6 So' va thgc hi~n cac n9i dung:
- Chuyen h6 So' d~n cac Phong chuc nang (P. KHCN; P. KH-TC; P. QHQT-QLDA)

de xac nh~n.
- SOl!nthao quy~t dinh, trinh Hi~u truang kY.

BuO'c4: Phat hanh Quy~t dinh va Ill'll h6 SO'

- CB-VC t&iPhong TCHC nh~n Quy~t dinh theo lich hyn;
- Phong TCHC phat hanh Quy~t dinh d~n cac dan vi co lien quan: Phong QHQT-

QLDA, Phong K~ hOl!chTai chinh; Dan vi cong tac ....
- Luu van thu ban g&cQuy~t dinh di cong tac, h6 So' xin di cong tac, dao tl!OVaGh6

So' vien chuc.

3. Quy trinh d6i vO'itru<rng hQ'PCBVC gia h~n di cong tac/ Dao t~o (y nuO'c ngoai

BuO'c 1: Chu§n bi h6 SO'
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CB- VC chuan bi h6 sa gia han di dao tao/cong tac 0 mroc ngoai bao g6m:

- Dan xin gia han di dao tao/cong tac 0 mroc ngoai co xac nhan cua B9 mon, Khoa,
Truong PTN, Truong dan vi (mJu D-07);

- Ban sao Quyet dinh cu di h9Ctap/cong tac gclnnhat;
- Ly lich khoa h9C (co dan hinh va xac nhan cua Phong KHCN);
- Gi~y xac nhan, thu d6ng y ti€p tuc chuang trinh h9C (neu tieng mroc ngoai phai co

ban dich Ti€ng Vi~t).
- Bao cao k€t qua.

Burro 2: NQp hB so'

- Noi n9P: Phong T6 chirc - Hanh chinh (TCHC) - Truong DH KHTN (Phong B.06)
- Nguoi nhan: CV Nguyen Ti€n Dat
- CB-VC n9P h6 So' tai Phong TCHC.
- Phong TCHC hen thai gian tra k€t qua (tir 2-5 ngay lam viec).

BuO'c3: Xli'ly h6 so

Phong TCHC kiem tra h6 So' va thirc hien cac n9i dung:
- Chuyen h6 So' den cac Phong chile nang (P. KHCN; P. KH-TC; P. QHQT-QLDA)

de xac nhan.
- Soan thao quyet dinh, trinh Hi~u truong kY.

BuO'c4: Phat himh quy~t dinh va luu hB sO'
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- CB-VC tai Phong TCHC nh~n Quy€t dinh theo Iich h~n;
- Phong TCHC phat hanh Quy€t dinh den cac dan vi co lien quan: Phong QHQT-

QLDA, Phong K€ ho~ch Tai chinh; Dan vi cong tac ....
- Luu van thu ban g6c Quy€t dinh gia h~n, h6 So' xin gia h~n di cong tac, dao t~o vao

h6 So' vien chilc.

4. Quy trinh ti~p nh~n CBVC sau khi hoan thanh cong tac/dao t~o dai h~n ir nuO'c
ngoai (Til' 3 thang trir len)

BuO'c 1: Chu§n hi h6 sO'

H6 So' ti€p nh~n CB-VC sau khi hoan thanh chuang trinh cong tac/dao t~o dai h~n t~i
nuac ngoai bao g6m:

- Dan xin ti€p nh~n ve Truang sau khi da:hoan thanh chuang trinh cong tac/dao t~o
dai h~n t~i nuac ngoai co xac nh~n clla B9 mon, Khoa, Truong PTN, Truong dan vi (mJu
D-03);

- Bao cao k€t qua chuy€n di cong tac/h9c t~p dai h~n 0 nuac ngoai (mdu D-08);
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- B~ng cap, ban dich Ti~ng Vi~t cua bang cap;
- Ly lich khoa h9C (co dan hinh va xac nhan cua Phong KHCN);
- Giay cua D1;1isir quan hoac giay cam k~t trong thai gian dao t1;1O0 mroc ngoai khong

vi pham phap luat;
- Bien nhan dff n9P lu~n an cho Thir vien T6ng hop (d6i voi tnrong hop di hoc ti~n

s1);
- Ban photo quyet dinh cu di cong tac/dao tao + gia han (neu co);

BU'cYc2: NQp h6 so'

- NO'in9P: Phong T6 clnrc - Hanh chinh (TCHC) - Tnrong DH KHTN (Phong B.06)
- Nguoi nhan: CV Nguyen Ti€n D1;1t
- CB-VC n9P h6 sa tai Phong TCHC.
- Phong TCHC hen thai gian tra k€t qua (tir 2-5 ngay lam viec).

BU'cYc3: Xu If h6 so

Phong TCHC kiern tra h6 sa va thuc hien cac n9i dung:
- Chuyen h6 sa den cac Phong chirc nang (P. KHCN; P. KH-TC; P. QHQT-QLDA)

d€ xac nhan,
- S01;1nthao quyet dinh, trinh Hieu tnrong kyo

BU'cYC4: Phat hanh quy~t djnh va IU'uh6 sO'

- CB-VC tai Phong TCHC nh~n Quy€t dinh thea Itch h~n;
- Phong TCHC phat hanh Quy€t dinh den cac dan vi co lien quan: Phong QHQT-

QLDA, Phong K€ h01;1ChTai chinh; Dan vi cong tac ....
- Luu van thu ban g6c Quy€t dinh ti€p nh~n, h6 sa giay ta xin ti€p nh~n... vao h6 sa

vien chuc.

,.....
v

5. Quy trinh ti~p nh~n CBVC sau khi hoan thanh cong tac/c.1ao t~o ng~n h~n 0' nU'cYc
ngoai (dU'm 3 thang)

BU'cYc1: Chu§n bi h6 sO'

H6 sa ti€p nh~n CB-VC sau khi hoan thanh chuang trinh cong tac/dao t1;1ong~n h1;1nt1;1i
nuac ngoai bao g6m:

- Dan xin ti~p nh~n v€ Truang sau khi dff hoan thanh chuang trinh cong tac/dao t1;1o
ng~n h1;1nt1;1inuac ngoai co xac nh~n clla B9 mon, Khoa, Truong PTN, Truang dan vi (mdu
D-04),'

- Bao cao k~t qua chuy€n di cong tac h9Ct~p ng~n h1;1n0 nuac ngoai (mdu D-08);
- Giay chUng nh~n, b~ng cap (n~u co);
- Ban photo quy€t dinh cu di cong tac/dao t1;1o+ gia h1;1n(n€u co).
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Burro 2: N{}ph8 so

- Noi nop: Phong T6 chirc - Hanh ehinh (TCHC) - Truong DH KHTN (Phong B.06)
Nguoi nhan: CV Nguyen Ti€n Dat '

- CB-VC nop h6 sa tai Phong TCHC.
- Phong TCHC hen thai gian tnt k~t qua (tu 1-3 ngay lam viec).

Burrc 3: xe ly h8 so'

Phong TCHC kiem tra h6 sa va thirc hi~n cac nQidung:
- Chuyen h6 sa d~n cac Phong chirc nang (P. KHCN; P. KH-TC; P. QHQT-QLDA)

d~xac nhan.
- Soan thao quyet dinh, trinh Hieu tnrong ky.

Burrc 4: Phat hanh quyet djnh va hru h8 so

- CB-VC toi Phong TCHC nhan Quyet dinh thea lich hen;
- Phong TCHC phat hanh Quyet dinh d~n cac dan vi co lien quan: PhOI1gQHQT-

QLDA, Phong KS hoach Tai chinh; Dan vi cong tac ....
- Luu van thu ban g6e Quyet dinh tiSp nhan va cac giAy to co lien quan vao h6 sa

vien clnrc.z.

Noi nh~n: ,
- Ban Gilim hi~u (de bao cao);
- Cac dan vi (de th\Ic hi~n);
- LUll: VT,TCHC.

TL. HIEU TRUONG
TRUONG PHONG TO CHIrC - HANH CHiNH

Phan Ngo Hoang )
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