TRUONG DAI HOC Ng}UYEN TAT THANH
PHONG POI NGOAI

QUY TRINH PUA POAN PI CONG TAC NUOC NGOAI

BUOC 1: TIEP NHAN THONG TIN
Céc ngudn thong tin gdm cé:

1. Thong tin do phia ban guri sang

2. Thong tin do don vi dé nghi

3. Thong tin tir ké hoach chuong trinh hop tac hodc du an quéc té
BUGC 2: XU LY THONG TIN
Lam rd cac thong tin:

- Thong tin can bd di cong tac

- NOi dung cong tac

- Noi dén

- Thoi gian

- Ngudn kinh phi cho chuyén di
BUOC 3: TRINH KY QUYET DPINH
Duya trén thong tin da xr 1y thuc hién:

- Gti thong tin dé cir Phong TCNS dé P.TCNS soan thao va trinh lanh dao ky duyét

quyét dinh ctr di cong tac;
- Nhén quyét dinh ctr di nuée ngoai
BUOC 4: CHUAN BI HAU CAN CHO CHUYEN DI

- Tam Gng kinh phi va ldy théng tin cac chuyén bay dé chudn bj dat vé



- Lién hé véi phia ban trong trudng hop c6 su hd trg tir phia ban
BUGC 5: XIN VISA VA LAY VE MAY BAY

- Lam thu tuc cdp Ho chiéu (néu can)

- Lam thu tuc xin cdp VISA (néu can)

- Phéng van liy VISA

- Lay vé may bay

- Ddi tién (néu can)
BUGC 6: KET THUC

- Chuén bj xe dua don (néu can)

- Nhan béo cdo két qua chuyén cdng tac cua doan

- Luu théng tin phuc vu cong tac bao cdo
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