BO GIAO DUC VA BAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PH NGUYEN TAT THANH Péc 1ip - Tu do - Hanh phiic
S6: 24 /QD-NTT Thénh phé Ho Chi Minh, ngayDythding 5 ném 2019
QUYLET PINH

V/v Ban hanh Quy trinh Pén tiép khach Quoc té

HIEU TRUONG TRUONG PATI HQC NGUYEN TAT THANH

Can ctt Quyét dinh s6 621/QD-TTg ngay 26/04/2011 cua Thu tuéng Chinh phu vé
viéc thanh 1ap Truong Pai hoc Nguyén T4t Thanh;

Can ctr vao Quyét dinh sb 5932/QD-UBND ngay 12/11/2016 ctia Uy ban nhén
dan Thanh phd H Chi Minh vé viéc cong nhan Hiéu trudng Truong Dai hoc Nguyén
Tét Thanh nhiém ky 2016 -2021;

Can ct quyén han, trach nhiém cia Hidu truéng dugc quy dinh trong Diéu 16
trudng Pai hoc ban hanh kém theo quyét dinh sb 70/2014/QD-TTg ngay 10/12/2014 cua
Tht tudng chinh phu;

Theo dé nghi cua Trudng Phong Hop téc Qudc té,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy trinh Pén tiép khach Quéc té
cua truong DPai hoc Nguyen Tat Thanh.

Piéu 2. Cin cl Quyét dinh nay Lanh dao cac Phong, Ban, Trung tim, Vién,
Khoa, Lanh dao cac don vi truc thu(’jc’ Trgb'ng Dai hoc Nguyén Tat Thanh chi dao
thue hién Quy trinh Dén ti€p khach Qudc té cua truong Dai hoc Nguyen Tat Thanh.

Piéu 3. Quyét dinh nay c6 hiéu luc thi hanh k& tu ngay ky.

Piéu 4. Cac 6ng Chanh Vin phong, Trudng Phong Hop tac quéc té, lanh dao
cac don vi truc thudc Truong Dai hoc Nguyen Tat Thanh chiu trach nhiém thi hanh

Quyét dinh nay./. ‘
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BO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH NGUYEN TAT THANH Doc 1ap - Ty do - Hanh phiic

Thénh phé Hé Chi Minh, ngay  thdang — ndm 2019

QUY TRINH
Vé viée Pon tiép khich Qudc té
(Ban hanh kém theo Quyét dinh sé /lﬁZ[/QD -NTT ngay 0\5 thang & ndm 2019
cia Hiéu trucng Truong Bai hoc Nguyén Tat Thanh)

I. MUC PICH VA PHAM VI AP DUNG

1.1. Muc dich
Hudng dan viéc chuan bi va don tiép khach quoc té toi tham va lam viée tai Truong

Pai hoc Nguyén Thanh.

1.2. Pham vi ap dung

- Huéng dn nay 4p dung cho viée tiép cic khach qudc té chinh thirc ctia Trudong Dai
hoc Nguyén Tt Thanh va cta cac Pon vi thanh vién dén tham va lam viéc tai Truong.
- Huéng dan nay khong ap dung cho viée té chirc céc hoi thao, hdi nghi cé yéu tb nudce
ngoai tai Truong.

1. TU VIET TAT VA GIAI THiCH THUAT NGU
2.1. T viét tat o
PH NTT: Pai hoc Nguyén Tat Thanh

VPT: Van phong trudong
- P.HTQT: Phong Hop tac Qudc té
- BVTV: bon vi thanh vién bao gdbm: Khoa, Vién, Trung tdim, Phong, Ban
- DVCT: Don vi chu tri
- HTQT: Hop tac Qubc té
- DH: Pai hoc

2.2. Thuat ngir
- Cép Truong cé nghia 1a hoat dong do Hiéu truéng chi dao thyc hién

- Cép don vi la cic hoat dong d& xudt tr cac don vi nhu Khoa, Vién, Trung tim,
Phong, Ban.

- Don vi chu tri la don vi chiu trach nhiém thuc hién hoat dong HTQT doé.

I11. Tai liéu vién dan o

- Quy dinh Hoat dong HTQT cua truong DH Nguyén Tat Thanh

IV. NQI DUNG VAN BAN QUY TRINH
4.1. Luu do
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Buwoe

Trinh tu thwe hién

Trach nhiém

1.

Tiép nhan thong tin vé doan
khach nude ngoai toi truong

lam viéc

;

bVCT

Xac nhén thanh
phan tiép don
cla trudng

hd

bVCT

)

Lap to trinh, ké
hoach, tam tng
chi phi (néu co) <—‘
gui Higu trudng
phé duyét Khong
l dong y

bVvCT

l DPdng y

Hiéu trwéng

DPiéng lich Egov,
sap x€p xe dua
dén (néu co)

v

VPT

Chuan hj qua
tang khach, g
ndi dung lam
banner,
backdrop cho
phong TT-
Marketing

A

bVCT

Thong bao cho
phong HTQT hd
tro (néu céan)

DVCT

Tién hanh viéc
doén tiep

;

bVCT

P.HTQT (néu cé)

Moi com khach
(néu can)

bVCT
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10.

B4o cdo ndi.
dung cudc hop
cho phong
HTQT

bVCT

11.

Lam thu tuc

thanh toan chi
phi tiép khéch

bVCT

4.2. Diéen gidi cac bude lwa do

Buoce

Noi dung

Thoi gian
thure hién

Biéu mau

Pon vi chi tri tiép nhéin thong
tin vé doan khach téi lam viée
Théng qua email, thu ngo, cac
moi quan hé,... Phai biét duoc
théng tin vé s6 lugng, thanh
phan, néi dung, thoi gian lam
viéc cua doan khach

1 ngay

X#c nhan thanh phan dén tiép
cia truong.

Thong béo va moi cédc thanh
phén cuia truong tuong tng cp
bac vai doan khach.

I ngay

Lip to trinh, ké hoach, tam @ng chi
phi (néu c6) giri Hiéu truéng phé
duyét

Pon vi chui tri lap to trinh xin

chi truong tiép don kem ké
hoach va tam Gng kinh phi gui
Hi¢u trudng phé duyét

2 ngay

BM TR TK

BM KH TK

Xem xét phé duyét

Hiéu trudng xem xét to trinh, ké
hoach, tam tmg kinh phi (néu
c6) néu doéng v thi chuyén lai
cho Vin phong truong chuyen
dén cac don vi lién quan, néu
khéng ddng v thi chuyén lai don
vi chu tri dé chinh sta

3-5 ngay

Ding lich Egov, sip xép xe dua dén
(néu c0)

Van phong truong dua trén to trinh,
ké hoach da duoc Hiéu trudng phé
duyét cua DPon vi chu ftri dang lich
Egov, thong bio Ban L& tin, sip xép

| ngay
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xe dua don (néu co)

Chuén bi qua ting khach

Pon vi chu tri 1dy chi phi tiép
khéch dugc tng dé mua qua
tang Kkhach/gui phidu yéu ciu
dén Phong TT Marketing cung
cap qua ciia Trudng

I ngay

Théng bao cho phong HTQT hé tro
(néu can)

Pon vi cha tri théong bao cho
phong HTQT hd tro trong trudng
hop cdn phién dich tiéng Anh,
tiéng Han trong gidi thiéu trudng,
céc thong tin chung vé nha trudong

Trudce 2 ngay
dién ra buodi lam

viéc

Tién hanh viéc dén tiép

Pon vi chu tri chi dong trong
viée don tiép khach va ndi dung
lam viéc

1 ngay

Moi com khiach (neu can)

Pon vi chu tri sap xep viéc moi
com khach, c¢6 thé tham khéao
cac dia didm do phong HTQT
gioi thi¢u

| ngay

10.

Bio cdo ndi dung cude hop cho
phong HTQT

Sau khi két thuc budi lam viéc,

don vi chu tri gii bao cdo ndi
dung cho phong HTQT

3 ngay

BM BC

11.

Lam thi tuc thanh toan chi phi tiép
khach

Don vi chu tri thanh toan lai chi phi
tam Ung tiép khach cho nha truong
(xem thém Quy trinh thanh todn tam
tng ctia phong Ké todn)

1 thang




V. BIEU MAU SU DUNG

STT Tén biéu mau Ma hoa
1. | To trinh vé viéc tiép BM TR TK
don khach nude ngoai
2. | K& hoach t6 chirc tiép BM KH TK
don khach nudce ngoai
3. | Bao cdo tiép don khich BM BC TK
nudéc ngoai

VI. HO SO LUU

Hinh thire s n
‘ lwu Théi han ul\::ctri?.
STT Tén hd so Noilwu | (Biacong, | Iwutrie | 1 ong
. (Cao, trung
file scan, (Nam) binh, thép)
file word) - Hap
! To trinh vé viée ti€p v 'y | Bla
don khach nude E)V " \ 1| cong, Vinh "
o | ‘ve | N ao
ngoai b G T “}‘ File vién
55| scan
2 K& hoach to chirc tiép B Bia
doén khach nudce VP cong, Vinh Trung
ngoai T File vién binh
scan
3 Bio céo tiép don Pho
khach nudc ngoai ng Bia 1 ,
Thap
HT cong nam
QT




BANG GHI NHAN THAY POI

Ngay Phién

* A, M,

D

Mo ta Nhan sw cap

nhat

e A:thém méi; M: chinh stra; D: x6a bo

Noi th N/
- Cac donvi toan Truong;

- Luu: VT, PHTQT.

HIEU TRUONG

4 ﬁ‘— . s
/ IRUCNG "- e
/r/ DAIHCE V L/ -

-

PGS. TS. Nguyén Manh Hung




