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1. MUC PiCH

Thu tuc quy trinh nay dua ra phuong phdp, hudéng dan, phan dinh trach nhiém va
trinh tu thuc hién viée dé xuét tiép nhan nguodi nude ngoai dén cong tac va hoc tap
tai truong Truong Pai Hoc Ha Long.

2. PHAM VI AP DUNG

2.1. Poi twong ap dung

- T4t ca cac don vi, bo phan va ca nhan thuoc Trudng Pai hoc Ha Long;

- Cac don vi chu quan va nguoi nude ngoai ¢ lién quan dén lam viéc voi Trudng
cac don vi thudc Truong.

2.2. Pham vi &p dung

Toan Truong Pai hoc Ha Long.

. THUAT NGU VA VIET TAT

3.1 Thuat ngir

- DPon vi: Phong HTKH, cadc Khoa/Bo mon, cac Phong, Trung tdm, co so truc
thudgc Truong.

3.2 Chir viét tat

DPai hoc Ha Long PHHL
Ban giam hiéu BGH
Phong Hop tac Qudc té va Quan 1y khoa hoc P.HTKH
Phong Ké hoach tai chinh P.KHTC
Giang vién GV

Luu hoc sinh LHS

Uy ban nhan dan UBND
S& Ngoai vu SNV
bon vi bv

4.NOI DUNG QUY TRINH
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4.1

Picu kién thue hién Thii tuc

Can cu danh muc déd dang ky doan vao hang ndm cua tung b phan duoc nha
truong thong qua gui UBND Tinh phé duyét. Néu doan phat sinh phai duoc sy
dong y cua BGH.

4.2 | Thanh phin hd so Ban | Ban sao
chinh
1. Théng tin cua nguoi nude ngoai vao lam viéc X
2. Lich trinh dy kién 1am viéc tai Trudong cua nguoi nudc X
ngoai
3. Dy tru kinh phi cho doan lam viéc voi Truong X
4. Thu ngo/thu moi lién quan dén nguoi nudc ngoai X
5. Thanh phan, muc dich, noi dung, thoi gian, ho chleu X
visa (néu co), so yéu Iy lich ca nhén, vin bang, gidy gidi
thiéu cua khach.
6. Ban gidi thiéu vé con ngudi/doan/cong ty/td chirc X
4.3 | S6 lwong ho so
01 bo
4.4 | Thoi gian xw li

25-45 ngay lam viéc ké tir ngay nhan du thuc tuc ho so hop 1é cua BV co yéu
cau

4.5

Noi tiép nhén va tra két qua

Noi tiép nhan: Phong HTKH
Noi tra két qua: Phong HTKH

4.6

L¢ phi

Can ctr quy dinh.

4.7

Quy trinh xir li

TT

Thoi Biéu mau/

Trinh tu Trach nhiém . X ;
glan Két qua

Bl

DV c6 yéu cau ndp ho so tai Bo | Nhan vién
phan tiép nhan/tra hd so| tiép nhan
P.HTKH. Cin ct thanh phan va P.HTKH
tinh chat cta doan vao sé: Gio HC
- Lap phiéu hen, chuyén sang 01 ngay | M03.08.01
B2 néu diy du va dung quy lam viéc
dinh

- Huéng dan bo sung néu
khong day du.

B2

- P.HTQT tién hanh ra soat, doi
chleu phén loai va xu ly yéu
cau cua cac to chuec, ca nhan
trong va ngoai nudc vé nguoi
nude ngoai dén cong tac va hoc

P.HTKH 02 ngay
bv lam viéc
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tap tai truong DHHL.

- Phdi hop v6i PV ¢6 nhu cau
lam to trinh BGH.

+ Néu duoc sy dong ¥ chuyén
B3.

+ Néu khong doéng y quay vé
Bl.

M03.08.02

B3

Lap ké hoach:

Sau khi ¢6 vin ban dong ¥ cta
cdp c6 tham quyén (UBND
tinh), Phong HTKH trién khai:

- Trong truong hop can thiét,
lam thu tuc xin visa cho khach
theo quy dinh.

-Lam viéc vo1 lanh dao cac
don vi lién quan théng nhat ké
hoach cong tac cua khéch.

- Phéi hop véi cac don vi chuc
nang chudn bi don khéach.

- Lam viéc truc tiép vO1 nguoi
nudc ngoai dé 1ap ké hoach
cong tac chi tiét ting budi,
ngay, thang hodc nam (muc
dich, noi dung, dia diém thyc
hién coéng viéc); hudéng dan céac
ndi quy, quy dinh cta nha
truong, khu an & cho nguoi
nudc ngoai duogc biét va thuc
hién.

-Thu thap va tong hop cac
thong tin, ndi dung, lap ké
hoach cong tac dé quan ly tong
thé trinh béo c4o BGH.

P.HTKH
PV

10 ngay
lam viéc
(30 ngay
lam viéc
doi  voi
truong

hop can
Xin visa)

M03.08.04
M03.08.05
M03.08.06

B4

P.HTKH soan cong van bao cao
(hoic xin phép) UBND tinh vé
ké hoach tiép nhan va lam viéc
vo1 nguol nudc ngoai theo quy
dinh.

- Néu dugc dong y chap thuan
chuyén B4.

- Néu khong ddng y s& thong
bao lai BV va néu 16 1y do.

P.HTKH

12 ngay
lam viéc

M03.08.03

BS

Khai bdo tam tri cho nguoi

P.HTKH

01 ngay

M03.08.07
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nudc ngoai trong thoi gian lam | BV lam viéc
viéc, cong tac tai truong (néu
c6 nghi tai nha cong vu cua
truong)

B6

Béo cdo dinh ky/két qua qua | DV 01 ngay | M03.08.08
trinh lam viéc cua ...... tai lam viéc
truong Pai hoc Ha Long

B7

Luu ho so P.HTKH
15)\Y%

4.8

Co sé phap li

- Nghi dinh s6 152/2020/ND-CP Quy dinh vé ngudi lao dong nudc ngoai lam
viéc tai Viét Nam va tuyén dung, quan 1y ngudi lao dong Viét Nam 1am viéc cho
t6 chirc, ca nhan nudc ngoai tai Viét Nam.

- Quy ché s6 10-QC/TU ngay 30/12/2019 cua Tinh ty vé quan 1y thong nhat cac
hoat dong ddi ngoai cua tinh Quang Ninh.

- B luat lao dong ngay 18 thang 6 nam 2012 (Cac Dicu tir Dicu 168 — Diéu
175);

- Nghi dinh s6 11/2016/NP-CP ngay 03 thang 02 ndm 2016 quy dinh chi tiét thi
hanh mot sb diéu ciia Bo luat Lao dong vé lao dong nudc ngoai 1am viée tai Viét
Nam.

5. BIEU MAU
TT Ma hiéu Tén biéu miu
1 | M03.08.01 Phicu nhan va hen tré ho so
2 | M03.08.02 T& trinh tiép nhan
3 | M03.08.03 Cong van gii SNV
4 | M03.08.04 Khai bao tam tru tam cong an phudong
5 | M03.08.05 Mau xin visa
6 | M03.08.06 K¢ hoach chi tiét
7 | M03.08.07 Phiéu khai béo tam tru
6. HO SO LUU
- ) A THOI
TT LOAI HO SO TRACH NHIEM HAN
01 | Thong tin vé doan nudc ngoai vao lam viéc 2 nam
: : HTKH, bV
02 | Chuong trinh 1am viéc tai Truong cua doan 2 nam
03 Du tru kinh phi cho doan lam viéc vai HTKH, bV, 2 nim
Truong KHTC
Thu moi, thu ngo doan vao 1am vi¢e véi <
04 DHHL HTKH, bV 2 nam
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Thanh phﬁn khach, muc dich, ndi dung, thoi
gian, ho chiéu, visa (néu co) so yeu ly lich,

05 van bang, gidy gi6i thiéu ca nhan cia 2 ndm
khéach.
06 | Ho so, ching tir thanh quyét toan kinh phi HTKH, bV 2 nam

HO so duoc luu tai Phong HTKH, tho1 gian luu 02 nam.

Sau khi hét han, hd so duoc chuyén dén bod phan luu tritr cua Truong




