BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG DAl HQC KIEN GIANG Poc lap — Tw do — Hanh phuc
S6: 385/QP-DHKG Kién Giang, ngay 05 thang 4 ndm 2020
QUYET PINH

Ban hanh Quy trinh Thi tuc xin cap thi thue, gia han thi thue, cip thé tam tri,
va xin phép di thue dia tai cac dia phwong cia Trwong Pai hoc Kién Giang

HIEU TRUONG TRUONG PAI HQC KIEN GIANG

Can cir Quyét dinh sé 758/0P-TTg ngay 21/5/2014 cua Thu tuwéng Chinh phu vé
viéc thanh ldp Truong Dai hoc Kién Giang;

Can cir Nghi quyét sé6 13-NO/HPT-PHKG ngay 18/10/2019 cua Héi dong truong
Trirong Pai hoc Kién Giang vé viéc ban hanh Quy ché té chirc va hoat dong ciia Truong
Dai hoc Kién Giang;

Can cir Théng tw s6 31/2015/TT-BCA ngay 06/7/2015 ciia Bé Cong an Hiwéng dan
vé cdp thi thuc, cap thé tam tra, cdp gidy phép xudt nhdp canh, gidi quyét thirong tra cho
nguoi nwdc ngoai tai Viét Nam;

Can cit Quyét dinh s6 73/0D-PHKG ngay 22/3/2016 ciia Hiéu Truéng Truong Pai
hoc Kién Giang ban hanh Quy dinh vé quan 1y cong tac hop tic quoc té ciia Trieong Pai
hoc Kién Giang;

Can cir Huong ddn sé 04/HD-PHKG ngay 17/10/2019 cua Hiéu truwdng Trirong
Pai hoc Kién Giang vé viéc xay dung Quy trinh dam bdo chat lwong gi&o duc tai Triong
Dai hoc Kién Giang;

Xét dé nghi ciia Truweng phong Phong Hop tac Quac té.
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay 12 Quy trinh Thi tuc xin cap thi thuc,
gia han thi thuc, cép thé tam tra, va xin phép di thuc dia tai cac dia phuong cua Truong
bai hoc Kién Giang.

Piéu 2. Quyét dinh nay ¢ hiéu luc ké tir ngay ky.

Piéu 3. Truong phong Phong Hop tac Qudc té, Truong phong Phong Hanh chinh
Tong hop, Lanh dao cac don vi thudc, truc thude Truong va cac to chic, ca nhan ¢ lién
quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhgn: HIEU TRUONG
- Nhu Diéu 3 (dé th/h);

- Ban Gidm hiéu (dé biet); (Pa ky)

- Luu: VT, HTQT.

TS. Nguyén Tuan Khanh
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BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAl HQC KIEN GIANG Poc lap — Tw do — Hanh phuc

QUY TRINH
Thii tuc xin cap thi thue, gia han thi thwe, cap thé tam tru,
va xin phép di thuc dia tai cac dia phuwong clia Truwong Dai hoc Kién Giang
(Ban hanh kem theo Quyet dinh so 385/0P-DHKG ngay 05 thadng 4 nam 2020
cua Hiéu truong truong Dai hoc Kién Giang)

Muc1,
NHUNG VAN PE CHUNG

1. Muc dich

Quy dinh trinh tyu, thu tuc va phan cong trach nhiém trong viéc thuc hién thu tuc Xin
cép thi thuc, gia han thi thyc, cép thé tam tr cho nguo1 nude ngoai dén cong tac, hoc tap
tai Truong Pai hoc Kién Giang, va xin phép di thuc dia tai cac dia phuong. Tao co s cho
cac ca nhan, don vi thudc, truc thudéc Truong trong viéc thuc hién thua tuc xin cép thi thuc,
gia han thi thuyc, cép thé tam trti va xin phép di thyc dia tai cac dia phuong.

2. Pham vi ap dung

Ap dung cho tét ca cac ca nhan, don vi thudc, truc thudc Truong Pai hoc Kién Giang
khi thuc hién thu tuc Xin cép thi thuc, gia han thi thuc, cép thé tam tr1, va xin phép di thuc
dia tai c&c dia phuong ddi vai nguoi nudc ngoai dén 1am viéc, hoc tap tai Truong Pai hoc
Kién Giang.

3. Can cir phap ly

a) Ludt siza doi, bo sung mét sé diéu cua Ludt nhdp canh, xudt canh, qué cdanh, cue
trU cua nguoi nwdc ngoai tai Viét Nam ngay 25 thang 11 nam 2019;

b) Ngh; dinh sé 5325/VBHN-BLDTBXH ngay 19 thing 12 ndam 2018 ciia Bé Lao
dong - Thiong binh va Xa héi Quy dinh chi tiét thi hanh mét sé diéu cia B Ludt Lao dong
vé lao dong néc ngodi 1am viéc tai Viét Nam;

¢) Théng tir s6 31/12015/TT-BCA ngay 06 thang 7 niam 2015 ciia B6 Céng an Huéng
ddn vé cdp thi thuc, cdp thé tam trd, cdp gidy phép xudt nhdp canh, gidi quyét thuwong tra
cho nguoi nwoc ngoai tai Viét Nam;

d) Théng tw s6 04/2015/TT-BCA ngay 05 thang 01 nam 2015 cua B Cong an Quy
dinh mau gidy to lién quan dén viéc nhdp, xudt canh, cie trii ciia ngwoi nwedc ngoai tai Viét

Nam;

e) Thong tw lién tich sé 01/2012/TTLT-BCA-BNG ngay 03 thing 01 nam 2012 cua
Bj Cong an, B Ngoai giao sia doi, b6 sung mét sé diéu ciia Thong tw lién tich so
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04/2002/TTLT-BCA-BNG ngay 29 thang 0/ nam 2002 va Théng tw lién tich sé
05/2009/TTLT/BCA-BNG ngay 12 thang 5 nam 2009 cua Bé Cong an, Bo Ngoai giao
Huéng dan thii tuc gidi quyét cho céng dan Viét Nam dinh cw & nwée ngoai dang ky thuong
tra tai Viét Nam,

f) Cong vin so 371/472-P2, ngay 06 thang 9 nam 2011 ciia Cuc Qudn Iy xudt nhdp
canh B¢ Cong an vé viéc gidi quyét thii tuc xudt nhdp canh cho nguoi nude ngodi;

) Quyét dinh s6 73/0D-PHKG ngay 22 thing 3 ndm 2016 ciia Hiéu truéng Trieong
Pai hoc Kién Giang ban hanh Quy dinh vé quan Iy céng tdc hop tac quoc té cia Truong
Dai hoc Kién Giang;

h) Hudng dan sé6 04/HD-PHKG ngay 17 thang 10 ndam 2019 ciia Hiéu truong
Truwong Pai hoc Kién Giang vé viéc xdy dung Quy trinh dam bdo chat lwong gido duc tai
Truong Pai hoc Kién Giang.

4. Pinh nghia, thuat ngir va chir viét tat trong ndi dung quy trinh

4.1. Giai thich thuat ngir

- Pon vi dau méi: La cac don vi thudce, truc thudc Truong truc tiép két ndi, lién hé
v6i phia nude ngoai trong viéec moi va tiép nhan doan vao.

- C& nhén lién quan: la cdng chtrc, vién chirc, nguoi lao dong va sinh vién dang lam
viéc va hoc tap tai Truong Pai hoc Kién Giang.

- Thi thyc: La loai gidy to do co quan c6 tham quyén caa Viét Nam cap, cho phép
nguoi nudc ngoai nhap canh Viét Nam.

- Thé tam tr: La loai gidy to do co quan quan ly xuat nhap canh hoic co quan c6
tham quyén ciia Bo Ngoai giao cap cho nguoi nudc ngoai duoc phép cu trii ¢o thoi han tai
Viét Nam va c0 gia tri thay thi thyc.

- Nguoi nude ngoai la khach, chuyén gia, giang vién, tinh nguyén vién, thuc tap
sinh, nghién ctu sinh, sinh vién lam viéc va hoc tap tai Truong DPai hoc Kién Giang goi
chung la nguoi nudc ngoai.

4.2. Tir viét tit

- Ban Giam hiéu: BGH

- Pon vi dau méi: PVDM

- Nguoi nude ngoai: NNN

- Phong Hop tac Quéc té: Phong HTQT
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Muc 2
NQI DUNG QUY TRINH
1. Luu dd

a) Xin cap thi thuc nhap canh (visa)

Buéc Cac bwdéc thuc hién Tréch nhiém

NNN nop ban sao ho chiéu vé - Phong HTQT;

1 Phong HTQT "PDVOM;
- Ca nhan lién quan.
Khai bao tai cong thong tin dién tir Cuc Quan
2 ly xuét nhap canh Phong HTQT
3 Lap ho so xin cap thi thuc va trinh ky BGH  [¥7]| phong HTQT
)\ 4
4 Ky duyét ho so BGH
5 Nop hd so vé Cuc Quan Iy xuét nhap canh Phong HTQT
6 Nhan két qua tir Cuc Quan ly xuat nhap canh Phong HTQT
X 1A , - Ph(‘)ng HTQT,

7 Chuyeén ket qua cho NNN _DVDM.
8 @hé so xin @@ Phong HTQT




b) Xin gia han thi thuc

Buéc Cac bwdéc thuc hién Tréch nhiém
Xéc dinh nhitng truong hop NNN .
1 s&p hét thoi han thi thuc Phong HTQT
|
v
Lap ho so xin gia han thj thuc va trinh ky
2 BGH Phong HTQT
3 Ky duyét ho so BGH
\ 4
Nop ho so dén Co quan Quan |y xuat nhap Phong HTQT
4 canh
\ 4
Nhan két qua tir Co quan Quan Iy xuat nhap .
5 canh, chuyén két qua cho NNN Phong HTQT
A 4
6 @) so xin gia han t@ Phong HTQT

¢) Xin cap thé tam tri cho ngwoi nwéc ngoai dang cong tac, hoc tap tai Truong
Pai hoc Kién Giang

Buwéc Cac budc thuc hién Trach nhiém
Xac dinh nhiing truong hop
1 ngudi nudc ngoai sap hét thoi han Phong HTQT
thi thuc
Lap ho so xin cap thé tam trd va trinh ky .
2 BGH Phong HTQT
) 4
3 Ky duyét ho so BGH




Nop hd so dén Co quan Quan ly xuat nhap

A 4
Nhan két qua tir Co quan Quan ly xuat nhap
5 canh, chuyén két qua cho nguoi xin cap thé Phong HTQT
tam tru
v
6 @ so xin cap the tD} Phong HTQT
d) Xin phép di thuc dia tai cac dia phwong
Buwéc Cac budc thuc hién Trach nhiém
DVDM lam Ké hoach doan vao,
Cong van xin phép di thuc dia
1 tai cac dia phuong, trinh ky bVbM
BGH
Ky duyét ké hoach,
2 cong van BGH
v
Lap ho so xin phép di thuc dia tai cac dia
3 phuong DVDM
Guri ho so dén cac chinh quyén dia phuong, va
4 . ~ bVbM
cac co quan hiru quan
L
Nhan van ban tra loi tir cac chinh quyén dia
5 bVbM

phuong, va co quan hitu quan.




Phong HTQT lap hod so xin phép di thuc dia tai
cac dia phuong (dé giri S Ngoai vu) va trinh

6 Phong HTQT
ky BGH —
7 Ky duyét ho so BGH
8 Nop ho so dén S¢ Ngoai vu Phong HTQT
Nhan vin ban chap thuan cua S& Ngoai vu va
9 chuyén cho DPVDM (néu di theo ké hoach cua - Phong HTQT;
10 Luu ho so xin phép di thuc dia tai Phong HTOT

cac dia phuong

2. M6 ta chi tiét quy trinh
a) Xin thi thuc nhap canh (visa)

Bwoc

Noi dung cong viéc

Trach nhiém

Can ctr ké hoach doan vao, hoi thao, quyét dinh tring

‘ - Phong HTQT;
1 tuyén (thu moi nhap hoc) da dugc BGH phé duyét. Phong | - BVDbM:
HTQT hoac VDM thdng bao cho NNN, nop ban sao ho | - Ca nhan lién
chiéu vé phong HTQT. quan.
Khai bao truc tuyén tai cong thong tin dién tar Cuc Quan .
2 ly xuat nhap canh (Mau NA2§. : Phong HTQT
Lap ho so xin cap thi thyc va trinh ky BGH, bao gom:
+ Ké& hoach doan vao, hoi thao, quyét dinh tring tuyén
(thu mai nhap hoc) da dugc BGH phé duyét.
+ Cong vin xin cap thj thuc theo mau c6 ma vach (Mau
3 | NA2) da trinh ky BGH. : Er%':g HTOT

+ Gidy Chung nhan diang ky mau dau theo mau (Mau
NA16):

+ Quyét dinh thanh lap Truong (c6 dau ching thuc caa
Chi Cuc luu trir tinh Kién Giang);
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+ Giay giéi thiéu cho nhan vién nguoi Viét Nam di 1am
tha tuc xin cép thi thuc nhap canh tai Cuc quan ly xuat
nhap canh;

+ Gidy to khéc c6 lién quan.

4 Ky duyét hd so xin cap thi thuc. BGH
Nop hé so dén Cuc Quan ly xuat nhap canh, email thon .
> bao cfo don vi biét .hc*)(\:o da iép. i ’ Phong HTQT
6 Nhan két qua tir Cuc Quan Iy xuat nhap canh. Phong HTQT
. Phong HTQT chuyén két qua cho NNN hoac chuyéncho | - Phang HTQT;
DVDM d¢ BVDM chuyén két qua cho NNN. - bVbM.
8 Luu hd so xin cap thi thuc nhap canh. Phong HTQT

) Xin gia han thi thuc

Buoce

Noi dung cong viéc

Trach nhiém

Phong HTQT xac dinh nhiing truong hop NNN sip hét
thoi han thi thuc, nhung c6 thoi han cdng tac, hoc tap tai

1 | Trudng Pai hoc Kién Giang tir 03 thang tro Ién, dé tién | Phong HTQT
hanh 1ap hé so xin gia han thi thuc (05 ngay trwéc ngay
hét han thj thuc).
Lap hé so xin gia han thi thuc va trinh ky BGH, ho so
gom:
+ To khai theo mau (Mau NA5);
+ Cong van xin gia han thi thuc;
+ Ho chiéu ban géc va ban sao;
+ Gidy Chung nhan diang ky mau dau theo mau (Mau
NAL6):
5 + Ban sao chang thyc Gidy Chting nhan quyén sir dung | - BGH:
dat; - Phong HTQT.
+ Quyét dinh thanh 1ap Truong (c6 dau ching thuc caa
Chi Cuyc luu trit tinh Kién Giang);
+ Gidy gi6i thiéu cho nhan vién nguoi Viét Nam di 1am
thi tuc xin gia han thi thuc tai Co quan quan ly xuat nhap
canh;
+ Anh 4cmx6cm: Kém theo 02 chiéc;
+ Gidy to khac c6 lién quan.
3 Ky duyét hd so xin gia han thi thuc. BGH
Nop ho so dén Co quan Quan ly xuat nhap canh (Tuy
tirng trudng hop cu thé viéc nop hd so duoc thuc hién tai .
4 Phong HTQT

Cuc Quan Iy xuat nhap canh hay Phong Quan ly xuat nhap
canh), email théng bao cho don vi biét hd so da nop.




8

- Nhan két qua tir Co quan Quan ly xuat nhap canh.
- Chuyén két qua cho NNN.

Phong HTQT

Luu hd so xin gia han thi thyc.

Phong HTQT

¢) Xin cip thé tam tri cho Nguwoi nwéc ngoai dang cong tac, hoc tap tai
Trwong Pai hoc Kién Giang

Bwoc

Noi dung cong viéc

Trach nhiém

Phong HTQT xac dinh nhiing trudng hop NNN sip hét
thoi han thi thue (tam trd), nhung co thoi han cong tac, hoc
tap tai Truong Pai hoc Kién Giang tir 12 thang trd 1én, dé
tién hanh 1ap hd so Xin cap thé tam tri (05 ngay trude ngay
hét han thi thie, tam trQ).

Phong HTQT

Lap ho so xin cap thé tam trG va trinh ky BGH, ho so
gom:

+ Giay Chung nhan diang ky mau dau theo mau (Mau
NAL6);

+ Ban sao chung thuc Gidy Chang nhan quyén si dung
dat;

+ Quyét dinh thanh lap Truong (c6 dau chung thuc cua
Chi Cuc luu trr tinh Kién Giang);

+ Ban sao chung thuc Gidy phép lao dong hoic Gidy
mién gidy phép lao dong (dbi voi lao dong ngudi nudce
ngoai); Cong van xac nhan thoi gian hoc tap tai Truong
Pai hoc Kién Giang (d6i véi luu hoc sinh);

+ Cong van dé nghi cap thé tam tri cho nguoi nude ngoai
theo mau (Mau NAG);

+ To khai dé nghi xin cap thé tam tri cho nguoi nuéc
ngoai theo mau (Mau NAS);

+ Gidy gidi thiéu cho nhan vién ngudi Viét Nam di 1am
thi tuc xin cap thé tam trd tai Co quan quan ly xuat nhap
canh;

+ Ho chiéu ban sao, ban goc dé di chiéu (Luu y ho chiéu
c6 thi thuc dung muc dich lam viéc, truong hop trude do
ngudi nude ngoai di dugc cap thé tam trd thi yéu cau kém
theo ca thé tam tra dang st dung);

+ Gidy xac nhan dang ky tam trd hoic s6 dang ky tam
trd cuia nguodi nudc ngoai da dugc xac nhan bagi cong an
phuong, xa noi nguoi nudc ngoai dang tam tru tai Viét
Nam (néu c6 yéu cau);

+ Anh 2cmx3cm: Kém theo 02 chiéc;

+ Gidy to khac c6 lién quan.

- BGH;
- Phong HTQT.
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3 Ky duyét hd so xin cip thé tam tra. BGH
Nop ho so: Tuy timg truong hop cu thé viéc nop ho so
4 |va lam thu tuc cip thé tam trd duoc thuc hién tai Cuc Quan Phong HTQT
ly xuat nhap canh hay Phong Quan ly xuat nhap canh.
_e Nhan ;két 9ué th‘x Co quan Qu-én Iy xué}t nhap ?énh. Phong HTQT
- Chuyén ket qua cho nguoi xin cap thé tam tra.
6 Luu hd so xin cap thé tam tra. Phong HTQT
d) Xin phép di thwe dia tai cac dia phwong
Buwéc Noi dung cong viéc Trach nhiém
DVDM (néu di theo ké hoach cia DPVBPM) lam Cong
1 | vanxin phép di thuc dia tai cac dia phuong, ké hoach doan | BGH;
N , . \ A 2\ . - DVDM.
vao (c6 chuong trinh lam viéc cu thé), trinh ky BGH.
2 Ky duyét cong van, ké hoach doan vao. BGH
DVDM lap ho so dé gui dén cac chinh quyén dia
phuong, va cac co quan hitu quan (néu c6) bao gom:
+ Cong van xin phép di thuc dia tai dia phuong;
3 + K& hoach doan vao; bVbM
+ Ban sao ho chiéu cua ting thanh vién doan vao;
+ Giay to khac c6 lién quan.
DVDM (néu di theo ké hoach cia DVDM) giri ho so dén
4 |cac chinh quyén dia phuong doan s& dén lam viéc va cac | PVPM
co quan hiru quan.
DVDM nhan van ban tra loi tir cac chinh quyén dia
5 . ~ bVbM
phuong va cac co quan hiru quan.
Phong HTQT lap va trinh ky BGH ho so xin phép di thuc
dia tai cac dia phuong, dé giri S6 Ngoai vy, bao gom:
+ Cong van xin phép di thuc dia tai cac dia phuong;
+ Cac van ban chip thuan cua cac chinh quyén dia .
6 L N _ Phong HTQT
phuong, va cac co quan hitu quan;
+ K& hoach doan vao:
+ Ban sao ho chiéu cua ting thanh vién doan vao;
+ Gidy to khac (néu co).
7 Ky duyét hd so xin phép di thuc dia tai dia phuong. BGH
8 Nop hd so vé Sé Ngoai vu. Phong HTQT
9 Ph(‘)nquTQT nhan van pén chap thyan cta S¢ Ngoai vy | - Phong HTQT;
va chuyén cho BVDM (néu di theo ké hoach cia DVDM). | - PVDM.
10 Luu hd so xin phép di thuc dia tai cac dia phuong. Phong HTQT
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3.Thoi gian lwu ho so

; Thot gian
STT Tén ho so Noi luu
luu
1 | Ké hoach doan vao. Phong HTQT 05 nim

2 | Quyét dinh tring tuyén (thu mdi nhap hoc). | Phong HTQT 05 nim

Cong van xin phép di thuc dia tai cac dia

3 Phong HTQT 05 nam
phuong.
Vin ban tra 16i cua Co quan Quan ly xuat \

4 Phong HTQT 05 nam
nhap canh.

5 Ban sao ho chiéu cua Nguoi nudc ngoai. Phong HTQT 05 nam

Van ban chap thuan cua Sé Ngoai vy, chinh ]
6 . Phong HTQT 05 nam
quyen dia phuong va co quan hitu quan.

HIEU TRUONG

(Da ky)

TS. Nguyén Tuan Khanh




