TRUONG PAI HOC KINH TE
PHONG NCKH&HTPT

HUONG DAN THU TUC TO CHUC
HOI NGHI, HQl THAO, TQA PAM QUOC TE,
POAN RA POAN VAO QUOC TE
(kém theo Quyeét dinh so: 1158/DHKT-HTPT ngay 20 thang 04 nam 2022)
I. THU TUC XIN PHEP TO CHUC HOQI NGHI, HQI THAO, TQA PAM
QUOC TE:

1. Pinh nghia:

—  Cac hoi nghi, hoi thao, toa dam qudc té 1a hoi nghi, hoi thao, toa dam do cac co quan
cua Viét Nam t6 chuc c6 sy tham gia hodc nhan tai tro cua nude ngoai; hoic do cac
t6 chirc nudc ngoai tai Viét Nam t6 chirc; duoc to chuc theo hinh thac gap ga truc
tiép trén lanh thd Viét Nam; hozc hinh thire truc tuyén vai it nhat mot dau cau thudc
lanh thé Viét Nam:;

— Cac hoat dong: tiép khach qudc té, 18 tuang niém, I& ky niém, 1& khai giang, 1 bé
giang 18 trao bang, cac cudc hop ndi bo, cac cudc hop chuy@n mén, bai giang cua
giang vién nudc ngoai trong cac chuong trinh dao tao lién két quéc té, cac chuong
trinh dao tao chat lugng cao da duoc phé duyét va cap phép trién khai, ...khong phai
la hoi nghi hoi thao qudc té;

2. Danh muc tir viét tat:

~ Pai hoc Quéc gia Ha Noi: PHQGHN

- Ban Giam hiéu: BGH

— Phong Nghién cttu Khoa hoc va Hop tac Phat trién: Phong NCKH&HTPT

- Gidy giao nhiém vu: GGNV

- bDPoanra: PR

- bPoan vao: bV

~ Phong T6 chizc Nhan sy: Phong TC-NS

~ Phong Ké hoach tai chinh: Phong KH-TC

3. Quy trinh xin phép té chiec Hi nghi, Hi thao, Toa dam qudc té:



Buée Quy trinh Pon V: thuc DPon VE/.czi nhan Thoi han hoan thanh H5 so kém theo
hién phoi hop
- To trinh vv t6 chire Hoi thao quoc té
(HTPT/BM.HNHT.01);
-Dé 4n t6 chire (HTPT/BM.HNHT.02)
- Danh sach khach mai dy kién
(HTPT/BM.HNHT.03)
- Danh séach dai biéu qudc té tham du
(néu c6) gom thong tin: Ho tén, Ngay
Pon vi gfri. hd so dﬁy‘ da Cic don vi|Phong Téi thiéu 40 ngay truwoc khi t thénkg nénl sinh,Qlféc tiih, s6 ho chiéu,
1 theo quy dinh cho Phong thuge Trudng NCKH&HTPT | chc: nghe nghi¢p, noi lam viéc
NCKH&HTPT i ' - Du thao tham luan
- Ly lich trich ngang & s ho chiéu caa
dién gia nuéc ngoai
- Vin ban co y kién cua cac don vi lién
quan trong truong hop cac quy dinh
phap luat khac c6 yéu cau
- C4c van ban hd so khac néu c6 hoic
b sung theo yéu cau.
Phong NCKH&HTPT ra
, | sodt hd so va yeu cau don | Phong Céc don vi thuoc | Téi da 05 ngay lam viée sau khi
vi bo sung/dicu chinh ho so | NCKH&HTPT | Truong nhan duoc ho so tir don vi;
néu can
Ph(‘)!’lg ‘NCKH&HTPT Phong Ti da 03 ngf‘ly lam Yiéc sau khi
3 chuan bi ho so trinh BGH NCKH&HTPT BGH nhan dugc day du ho so tr don

phé duyét

vy




Ho so xin phép t6 chirc Hoi
nghi, Hoi thao, Toa dam . Phong

4 qudc té dugc chuyén sang Phong HCTH | N ckHaHTPT
PHQGHN
Phong NCKH&HTPT
thong bao tGi cac don vi | Phon Cac don vi thuoc . i

> |mi§5amgvmunu@nﬁ NCK%&HTPT Truong Cong van trd loi tr PHQGHN
DHQGHN
Cac don vi hoan thién bao

6 c40 sau to chac Hoi nghi, | Cac  don  vi | Phong Téi thiéu 07 ngay lam viée sau Mau Bao cdo sau Hoi nghi, Hoi thao,
Hoi thao, Toa dam quoc té | thude Truong NCKH&HTPT | khi su kién duoc t6 chuc Toa dam quoc t¢ (HTPT/BM.HNHT.04)
giri Phong NCKH&HTPT

Luwu y: D6i véi cac toa dam (seminars) duoc t6 chic theo chudi, cac don vi c6 thé 1ap ké hoach va thuc hién thi tuc xin phép cho chudi toa dam theo

Quy trinh néu trén.




Il. THU TUC POI VOI CAN BQ, GIANG VIEN, SINH VIEN PI HQC TAP, GIANG
DAY, NGHIEN CUU KHOA HQC VA TRAO POl HQC THUAT TAI NUOC
NGOAI HOAC PI NUGC NGOAI VOl MUC PiCH CA NHAN

1. Poi véi can b, giang vién, sinh vién di hoc tap, giang day, nghién cieu khoa hoc
va trao doi hoc thuat tai nwéc ngoai

T Pon vi DPon vi/ca | Thoi han hoan thanh H so kém o
Noi dung cong viéc ‘n nhén phoi (don vi: Ghi cha
T thwe hién A theo
j * hop ngay lam viéc)
HINH THUC: OFFLINE
Trwéc chuyén di
C4 nhan chuan bj day HTPT/BM.
da ho so gdm : DR.01
- Pon xin di nude HTPT/BM.
ngoai C4 nhan , .. |DRO2
11 Thu moi tir doi tac (CBIGV P.NCKH& Truge chuyén di HTPT/BM.
(néu co) SV) ' HTPT toi thicu 12 ngay DR.03 ’
- Du toan di nuéce HTPT/BM. | D6i voi
ngoai (néu sir dung DR.03.1 DR cua
kinh phi ctia nha HTPT/BM. | Hiéu
truong) DR.04 truong,
Ra soat va chuan bi can ndp
hd so trinh Ban Giam Hb so dé
hiéu béo céo va
- Pon xin di nudc xin phép
ngoai PNCKH& | ., .. Trong vong 05 ngay PHQGHN
2 |- Qlay giao nhiém vu HTPT Céanhan lam viéc ké tur khi
(doi véi bR di cong nhan dugc ho so
tac)
- Thu moi (néu co)
-Quyét dinh
- Dy toan (néu cb)
HTPT/BM
’ .DR.05
Ban hanh Quyét dinh | P.NCKH& HTPT/BM.
3 | vaGGNV Hrpr | PHCTH DR.06
HTPT/BM.
DR.07
Chuyén 01 ban sao
Quyét dinh cho Phong
4 TC-NS @ thuc hién | P.NCKH& Phong Sau khi’ban hanh
cac thu tuc khac lién HTPT TC-NS Quyeét dinh
quan (Di v6i doan ra
trén 03 thang)
n X 4 bonvi,ca | PNCKH&
5 | Nhan Quyét dinh nhan di HTPT
. . , Pon vi, ca Phong
6 | Tam tng kinh phi nhan di KH-TC




;| Thong k& dir liéu va | p. NCKH& | Don vi, ca
Luu trir ho so HTPT nhan di
Trong chuyén di
Sau khi dén nudc
ngoai, can bd di can
cap nhat thong tin vao o

8 | Hé théng co so dur liéu DonAw, ca P.NCKH&

, . .| nhindi HTPT

theo dung quy dinh tai
DPiéu 4 Nghi dinh
86/2021/Nb-CP
Sau chuyén di
Giri béo céo tién do vé Theo
Phong NCKH&HTPT | Vi ca | P.NCKHE& 03 thang HTPT/BM, | Dicu 19

9 | (doi voi CBGV di| = ). "4 HTPT mét lan DR.09 Nghi dinh
céng tac tir 03 thang ¥ ' 86/2021/N
trd 1€n) b-CP
Gui bao cao két qua . X
toan bd chuyén cong | Donvi,ca | PNCKH& | 1OngVvong20ngay | irprmy,

10 | A X A g lam viéc tur khi ket
tac ve Phong | nhéan di HTPT thic chuvén di DR.10
NCKH&HTPT e ey

L v s Pon vi, ca | Phong KH-

11 | Thanh quyét toadn ahan di TC

HINH THU'C: ONLINE
Truwdc khi tham du
Bdo cdo day du thong | - Canhan | o \oppie | Truge chuyén di téi

1t (CBIGV, | pyrp thidu 20 nga

V) sy

Sau khi tham dw
Béo céo két qua tham ) i

5 gia hoat dong cho| Donvi,ca | PNCKH& | Toi thieu 10 ngay sau | HTPT/BM.
BGH va Phong| nhandi HTPT khi két thic hoat dong | DR.09
NCKH&HTPT

2. Doi voi can by, giang vién, sinh vién di nwéc ngoai véi muc dich ca nhan

B \ 5

w Pon vi Pon vi/ca Thot han hoan Ho so kém

.. | N¢i dung cong viéc b N 4 thanh (don vi: Ghi chua

o : : thuc hién | nhan phoi hop N Ia o eAn theo

c : : : ngay lam viéc)

Truéce chuyén di




Céa nhén chuan b day
du h9 SO BOML o4 nhan . I
11° Bon xin di nude ngoai (CBIGV P.NCKH&HT Tru6e chuyeéndi | HTPT/BM.
- Cac gidy to khac lién SV) ' PT toi thiéu 12 ngay | DR.O1
quan - (new <o) Péi véi PR
cua Hiéu‘
truong, can
HTPT/BM. | N9P HOso
T T DR.05 de bao Cﬁf’
Ra sodt va chuan bi ho Trongvong 05 | HTPT/BM. | YaXIn phep
so trinh Ban Giam hi¢u N NOTON PHQGHN
2 | -Pon xindinuée ngoai | NCKH | cappan | nedylamviceke tr ) DR.06
g & &HTPT khi nhan duoc hd | HTPT/BM.
- Quyét dinh 50 DR.07
HTPT/BM.
DR.08
3 | Ban hanh Quyét dinh F‘;;NH?;TH P.HC-TH
A Thong ké dit liéu va | PNCKH | Donvi, ca
Luu trit ho so &HTPT nhén di

I1l. THU TUC MOI GIANG VIEN, CHUYEN GIA, HQC GIA, SINH VIEN, HQC

VIEN NUOC NGOAI THAM GIA VAO CAC HOAT PONG, CHUONG TRINH
CUA NHA TRUONG (THEO HINH THUC ONLINE VA OFFLINE)

1. Moi giang vién, chuyén gia, hoc gia, sinh vién, hec vién nwéc ngoai tham gia vao cac
hoat dgng, chwong trinh ciia nha trwong theo hinh thic offline:

i Pon vi Pon vi/ca Thoi han hoan .
.. | Noi dung cong viéc o nhan phoi thanh (don vi: Ho so kém theo
(i} thuc hién R ‘A
c : : hop ngay lam viéc)
T Trude khi hoat | Profile/CV cuia
Juyen gla, hoc £1d, . . P. NCKH& | dong, chuong trinh | khach nudc ngoai
1 | vién, hoc vién nudc Cac don vi x PO . . o
.. . HTPT dién ra toi1 thi€u 20 | (doi voi giang vién,
ngoai tham gia cac hoat \ A 2
~ - , ngay chuyén gia)
dong, chuong trinh cta £ 1A 1k
e S0 ho chiéu
nha trudng
. . Trong vong 05
2 Ra soat hd so doan vao P.NCKH& tl:li)lof:légcfc)i?)% ngay lam viéc ké
HTPT T vi tur khi qhan duoc
i ho so




Chuan bi ho so xin y kién

Ban Giam hiéu (qua | P.NCKH& Ban

phan mém JIRA hoac ho HTPT Giam hi¢u

so ban cing)

Sau khi ¢6 ¥ kién chi dao

cia  BGH, Phong Trong vong 5 ngay
NCKH&HTPT tra 1oi | P.NCKH& Céc don vi lam viéc ké tur khi
cac don vi (qua phan| HTPT Y| nhan duoc v kién
meém JIRA hodc qua to chi dao cua BGH
trinh)

Hoan thién thu tuc hanh Trong vong 5 ngay
chinh/phap ly doi véi lam viéc ké tur khi
C s A P.NCKH& . . A B
doan vao (Thu moi1/Cong HTPT Cac don vi nhén dugc y kién

van, bao cdo PAO3....) phé duyét cua
(néu can) BGH
HO tro thu tuc Xuét nhap Trudc khi khach

\ o axe . | PNCKH& , . N SN
canh (néu co6) doi véi Cécdon vi | nhap canh to1 thieu

N HTPT s

doan vao 20 ngay
Thanh quyét toan kinh . . | Phong KH-
phi (néu c6) Céc don vi TC

2. Moi giang vién, chuyén gia, hec gia, sinh vién, hoc vién nwéc ngoai tham gia vao cac

hoat dgng, chwong trinh cia nha trwong theo hinh thirc online:




lBl’ Pon vi DPon vi/ca | Thoi han hoan . Ghi
.. | Noi dung cong viéc o n nhan phoi | thanh (don vi: | HO so' kém theo .
o thwe hién N as o en chu
c : : hop ngay lam viéc)
Don vi gtri thong tin 1.HTPT/BM.D
ve viéc moi giang V.01;
vién, chuyén gia, hoc Trude khi hoat | 2. Profile/CV
1 gia, sinh vién, hoc Céc don vi P.NCKH& | dong, (ihuong cua khéch nudc
vién nudc ngoai tham : HTPT trinh dicn ra t0i | ngoai (doi vdi
gia hoat dong, thiéu 20 ngay | giang vién,
chuong trinh ctia nha chuyén gia)
truong 3. S6 hd chiéu
B4o cdo day du thong Trude neav
2 tin tai dubng link Cac don vi P.NCKH& chirc tbi tﬁigu 05
online tai PAY : HTPT .
ngay
Ra so4t va chuan bj ho \
so trinh Ban Gidm frongvong s
3 | hiéu (qua phan mém P.NCKH& Ban ngay lam viéc ké
-1 fdud phan e HTPT | Giamhiéu | tir khi nhan duoc
JIRA hoac ho so ban A
, ho so
cing)
Sau khi c6 y kién chi Trong vong 5
dao cia BGH, Phong P NCKH& ngay lam vi¢c ké
4 | NCKH&HTPT tra o1 ' Cac don vi | tur khi nhan duoc
. : . HTPT 1A 3.
cac don vi (qua Jira y kién chi dao
hodc qua to trinh) cua BGH
Thanh quyét toan kinh . . Phong
6 | phi (néu co) Cacdonvi |y 7c

* Péi vai thi tuc moi chuyén gia nwéc ngoai 1am guest speaker theo hoc phan hoic theo

Khoa hoc/Khoa:
B Pon vi/ Thoi han
11 3 R A Pon vi on v hoan thanh Ho so o
.. | Noi dung cong viéc ‘A canhan S X Ghi cha
6| * thuc hién £ (don vi: ngay | kem theo
phoi hop \ n
Cc lam viéc)

Moi guest speaker theo hinh thirc online (d0i véi moi guests speaker theo hoc phin hoic theo

Khoéa hoc/Khoa)



https://docs.google.com/spreadsheets/d/1Wiv432iT5cXiAgoNxDevp2oPdFAbbru_Sf2Y3_E7SO8/edit?usp=sharing

Pon vi gui bao céo théng Phong BDao | Trude thoi
tin vé viéc moi guest | ., . tao/Phong diém giang day
speaker nuoe ngoai theo | 2 OMVE I NCKHE [ t6i thidu 12
form mau tai DAY HTPT ngay
Il. Moi guest speaker theo hinh thire offline

Déi véi viéc moi guest speaker cho tirng hoc phin
Pon vi gui théng tin vé Phong Dao | Trude thoi
viéc moi guest speaker Céc don vi tao/Phong diém noi
nu6e ngoai theo hoc phan : NCKH& chuyén toi
theo form mau tai DAY HTPT thiéu 15 ngay
Bao c4ao PA0O3 va hd tro Trong vong 05
thu tuc cap thi thuc (néu | Phong , .| ngay lam viéc
cn) NCKH&HTPT | C4¢donvi | ' khi nhan

duoc ho so

Déi véi vige moi guest speaker cho sinh vién toan Khéa hoc h

Pon vi gui ké hoach moi

Trude khi hoc

guestspeaker theo Khéa | ., . Phong NI
hoc hodc theo Khoa/Vién Cac don vi Dao tao ky‘ bat‘ danO5
guri Phong Pao tao ngdy lam viee
, Trong vong 05
Trinh BGH ké hoach moi . , . | ngay lam viéc
guestspeaker Phong DT Céc don vi kg t}; khi nhan
duoc ho so
Phong Dao tao gui I;g;gk\élogrg 131];
Khoa/Vi?an ke:: hoach da | Phong BT Cac don vi K& hoach duoc
dugc phé duyét phé duyét
Trinh BGH du tru kinh Trong vong 05
phi kém ké hoach da dugc Céc don vi Phong ngay lam viéc
phé duyét qua phong : KHTC ké tir khi nhan
KHTC dugc hd so
Phong KHTC  gui I;g;gk\éotr:}g 13111
Khoa/Vién dy tri kinh phi | Phong KHTC | Cac don vi du tru kinh phi
da dugc phé duyet dugc phé duyét
Sau khi nhan dugc day du R
ho so, cac don vi bao cdo Phong Tr(?nglyong .95
théng tin cdc guest | Cac don vi NCKH& Egat}:‘x 1?]?1;? n‘ﬁgﬁ
speaker nudc ngoai tai HTPT duochd so
DAY j
Béo c4o PAO3 va ho trg Trong vong 05
thu tuc cap thi thuc (néu | Phong , . | ngay lam viéc
cin) b NCKH&HTPT | Cécdonvi kg '[}III khi nhan
duoc hd so
Thuc hién céc thu tuc tiép Céc don vi Phong
nhdn va quan ly guest i NCKH&

odc toan Khoa/Vi¢n



https://docs.google.com/spreadsheets/d/1PICth4pKFKfSXOwRTd6vJ62AEi51arcSwzCMwJdbdbA/edit#gid=0
https://docs.google.com/spreadsheets/d/1PICth4pKFKfSXOwRTd6vJ62AEi51arcSwzCMwJdbdbA/edit#gid=0
https://docs.google.com/spreadsheets/d/1PICth4pKFKfSXOwRTd6vJ62AEi51arcSwzCMwJdbdbA/edit#gid=0

speaker nudc ngoai sau HTPT

khi nhdp canh vao Viét

Nam

Hoan thién thu tuc thanh I;Z;g lé\lll?n?/ié?:
toan kinh phi cho guests | -, . Phong 2 . . X
spgtaker sau khi giang day S KH-TC ke tr khi ket

(néu co)

thac budi noi
chuyén




