
TRIJdNG DAI HQC NONG LAM TP. HO CHi MINH
PHdNc HQP TAc QU6C TE

Quy trinh:
TO CHLTC CAC HgT NGHI, HQI THAO

QUOC TE

Ma s6

Ban hdnh lin:
Hi6u luc tt ngdy:

Trang/t6ng sii trang: l/3

I.MUC DICH VA PHAM VI AP DUNG

'' 
*''d,lrtil* 

ndy dusc xay dpg, thuc hiqn nhim rruong dln thuc hiQn vi6c: churin b!, l6n kri hoach,

xin ph6p, tti chtc, vd b6o c5o sau khi hoan thdnh viQc t6 chirc cdc hQi nghi - hQi thio khoa hgc c6 sg
tham gia cria cdc d6i t6c qudc t6.

2. Phgm vi 6p dgng
T6 chtc cdc HQi thdo, hQi ngh! khoa hgc mang tinh ch6t qu6c t6 do Trudng cht tri/ph6i hqp t6

chirc

II. CAC TTIVIBT TAT
- Vu HTQT: VU Hsp tic Qudc t{i
- B0 GD&DT: 86 Gi6o dgc & Dio t4o
- PA25:C6ngAnThdnhph6
- HN/HT: HQi nghi,ftQi thao
- P. HTQT: phdng Hqp t6c Qu6c tO
- P. HC: phdng Hdnh chinh

III. NOI DUNG

LUIT EO CAC
BI,6C CONG

vrpc

NGIIOI
cHIU

TRACH
NHIEM

H6SOLUIJ

Cic thirnh viOn trong phirng:
- Ti6p nhQn th6ng tin tt ciic nguiin nhu: c6c don
vi trong, c6c co quan t6 chtc b6n ngodi trudng,
ho{c cria thdnh vi6n trong Truhng xuet ph6t tt
quan hQ chuydn m6n.
- Xin I ki6n chi dao cria cAp tr6n d6ng ! t6 chuc
HN,{HT.

Cdc th6ng tin thu
th$p du-o. c

L6n k6 hoach

Thinh l4p Ban Tilcniri, tien hdnh hgp thAo luAn

vA x6c tlinh cu th6 voi d6i tric vd:
+ Linh vuc chuydn m6n dugc tochtc.
+ Phir hqp v6i quy <llnh cria Nhd nu6c vi mgc
ti6u ho4t dQng cta Nhd trudng.
+ D5i tugng chiu trich nhi6m chinh (d6i tac
nuoc ngodi hay Dai hoc N6ng Lim).
+ x6c ainh kinh phi t6 chftc (do tl6i t6c tdi trq
hay do.kinh phi cua nhd nuoc.hoilc ngudn khiic;
cric chd d6 ke toen, bao c6o d6i voi tung truong

I hqp).
- Tru6ng phdng thgc hiQn:
+ X6c dinh cu th6 don vi trong truhng sd chlu
tr6ch nhi6m chinh v6 chuy6n m6n (nQi dung
thao luan tai).
+ C6ng t6c hdu cdn phuc vu cho HN/HT
X6c dinh thdi gian cu th6: khai dren ti6n,

- HiQu
trudng/hiQu
ph6
-Truong/
ph6 dcrn vi

NOI DI]NG THITC HIE,N
(M6 ri cAc Btldc'c6Ni vrpcl

Truong/
ph6 tlon vi

- QD thanh lfp
ban t6 chric
HN/HT
- Chuong trinh,
k6 hoach HN/HT



Quy trinh:

rO cntlc cAc H
QU

QI NGHI, HQI THAO
OC TE

TRUONG DAI HQC NONG LAM TP. HO CHI MINH
PHoNG uop rAc euoc rE

Md s6:

Ban hanh l6n:

Hi6u lgc ttr ngdy:

Trang/t6ng s6 trang: 2/3

LU'U DO CAC
BUOC CONC

VIEC

NQI DUNG THUC HTEN
(nll6 rA cAc nubc c6Nc vrEC)

xctlor
CHIU

TRACH
NHIEM

Ho SOLUI]

btf mpc ktit thtc; dla di6m, thdnh phdn.

Trinh kd hoach l6nh dao trudng xem xit, ph6
duyqt k6 hoach thuc hi6n.

HiQu
truong/hiCu

ph6

Tri6n khai
ktl hoach

Dua tr6n k6 hopch clugc ph6 duy6t, ngudi tluoc
giao trdch nhiQm:

VG chuv6n m6n:
- X6c ilinh n6i dung c0n thiiit cho hQi thio:
+ L€n danh s6ch c6 nh0n ph6t bi6u tiAm ndng, cl6

nghi gti bdi tham ludn d6 biio crlo tai HN/FIT
+ Nhfln bdi vd giri y€u c6u xdt duyOt bdi d6n Ban
Chuy6n m6n. Tr0n co'sd do, xdy dung chuong
trinh cho hQi nghi, hdi th6o.
+ L€n danh s6ch kh6ch moi tham dy.
+ Ng6n ngfr chinh: ti6ng Vi6thoflc ti6ng
Anh/ng6n ngfr kh6c. N6u oAn thi6t bO tri c6n
bQ/thu6 ngudi (dim bio y6u cdu vA chuy6n m6n,
thdi gian, kinh phi du-o. c duyQt)

vdihflu cAn: 
"- D[t phdng tO chric HN/I{T

- Soan th6o c6ng v6n xin phdp t6 chric hQi th6o
xin phdp B0 GD&DT, A25 86 C6ng An, trinh
BGH kli vd theo d6i viQc chAp thupn cta c6c co
quan tr€n.
- Sopnthio c6ng vln xin ph6p cho chuydn gia
qu6c tO vdo ldm vi$c, xin ph6p c6c co quan chfc
ning cfia c6c tinh dti doan tham quan (n6u c6
nhu cAu).
- Sopn th6o thu mdi dya tr6n danh srich kh6ch
mdi, trinh BGH ky, ph6t thu mdi, theo d6i c6c
x6c.nh{n viQc tham gia cria khilch rnoi.
- 86 tri, sip x6p phdng (bao g6m ci trang trf vd
c6c.phuong ti6n nghe nhin, trinh chi6u cAn

thic0.
- SAp xiSp lich dua tl6n, chd 6n, d cho kh6ch, in
6n tdi li€u, chuAn bi bnng t6n, ddy cleo, ti6p t6n...
-Ki6m tratdt cit cfuc cdng viQc tru6'c khi di6n ra
HN/FIT

BGH,
Truong/ ph6
vd chuy6n
gia chuy€n
m6n li6n

quan

- COng vin xin
phdp t6 HN/I{T.
- C6ng vdn xin
ph6p cho chuy€n
gia nu6c ngodi
vdo ldm vi6c
(visa).
- C6ng v[n xin
phdp tlua ilodn di
tham quan tlia
phuong (nt5u c6)

- Viiit b6o c6o t6ng ki5t hQi nghi trinh Hi€u
trudng, VU HTQT- BO GD&DT, PA 25
+ 86o c6o hopt dQng cta phong (dinh kj, b6o
c6o)

Truong/ph6
don vi

- 86o c6o tlodn
vdo
- 86o c6o t6ng ktit
HN/HT

IV. N,TAU BIEU StI OUNC :



Quy trinh:

TO CHTTC CAC TT

QU
QI NGHI, HQI THAO
OC TE

TRUoNG DAI HQCNONc LAU rp. Ho cHi MINH
PHoNG Hop rAc euoc rp

Md sl5:

Ban hdnh lAn:

HiQu lgc tir ngdy:

Trangit6ng sd trang: 3/3

IV. MAU BIEU SO N G:
Nguli/bQ ph$n

chiu tr6ch nhiQm
Mfl s6

breu mau
Thli gian luu

t6i tniau
Noi luuSTT TGn bi6u mIu

P. HTQT
P. HC

Trucrng/ph6 dcrn vi5-10 ndmI
C6ng v[n xin ph6p t6 chric
FIN/HT gti B0 GD&DT

Trucrng/ph6 dcrn vi5-10 ndm
P. HTQT

P. HC2

C6ng vdn xin ph6p cho
chuy6n gia nudc ngodi viro
ldm viQc (visa).

5-10 ndm
P. HTQT

P. HC
Trucrng/ph6 dcrn via

J

COng vdn xin ph6p dua doiur

di tham quan dia phuong

P. HTQT
Truong/ph6 don v!5-10 ndm4 86o c6o doirr vdo

P. HTQT
P. HC

Truong/ph6 ilon vi5-10 n6m5 86o c6o t6ng ktit HN/HT

P.HC P. HC6 Phii5u dAng kf lich c6ng t6c

P. QTVT P. QTVT7 Mdu xin xe ( P.QTVT)

Ngucri so?n theo Ngudi ki6m tra Nguoi phO duyQt

Chir ky IP r4

Chfc danh CHUYEN VITN TRI,ONG P. HTQT

Hg vir tOn Trinh Th! TiQn TS. Nguy6n Nggc Thty GS.TS Nguy6n Hay

HIEU TRTIoNG


