QUY TRINH TIEP NHAN, XU LY CONG VAN DEN va PI
(Ban hanh kem theo Quyét dinh s6 5706/QP-PH CT, ngay 21/12/2016 cua Hi¢u truong Truong
Dai hoc Can Tho)

I QUY TRINH CONG TAC
1. Co s& thwe hién

- Muc dich, pham vi ap dung: Quy trinh nay nham thyc hién thong nhit trong toan
Tru’orng trong cong tac tlep nhén va xu ly van ban dén cta Nha truong; gidp cho cic
don vi nam r6 thoi gian, d6i tuong giai quyét cong viéc.

- Cac van ban quy dinh lién quan:

=Nghi dinh ctia Chinh pha s6110/2004/ND-CP, ngay 08/4/2004, vé cbng tic van
thu.

=Nghi dinh s6 09/2010/ND-CP, ngay 08/02/2010 Cua Chinh phi stra d6i, bd sung
Nghi dinh 110/2004/ND-CP.

= Thong tu s6 01/2011/TT-BNV, ngay 19/01/2011 ctia B6 Noi vu, Huéng din Thé
thire va ky thudt trinh bay van ban hanh chinh.

= Quyét dinh s6 18/2008/QD-BGDDT ngay 18 thang 4 nim 2008 cua B trudng Bo
Gido dyc va Piao tao vé viéc ban hanh Quy ché soan thao, tham dinh, ban hanh,
ra sodt, hé thdng hoa, kiém tra va xir 1y vin ban quy pham phdp luét vé gido duc.

" Quy ché t6 chirc hoat dong cong tic van thu (Ban hanh kém theo Quyét dinh sb
2500/QD-BGDDT ngay 24 thing 3 nam 2009 cua B0 truong Bo Gido duc va
bao tao).

= Quyét dinh s6: 325/QP-PHCT, ngay 12/3/2010, ban hanh Quy dinh tam thoi vé
st dung van ban di¢n tu dé giao dich hanh chinh cua Truong Pai hoc Can Tho.

= Quy dinh vé cong tdc hanh chinh vin thu ciia Truong Pai hoc Can Tho

= Quyét dinh s6 1994 /QD-PHCT, ngay 16 thang 9 niam 2014, ban hanh Quy ché
cong tic luu trit ciia Truong Pai hoc Can Tho.

- Giai thich tir ngir viét tat:

=» BGH: Ban Giam hiéu

= Phong KHTH: Phong Ké hoach Tong hop

= VP: Van ban

2. N¢i dung quy trinh:

Cong téc tiép nhan va xir 1y vin ban dén dugc bét dau tir viéc tlep nhan van ban tur
buu dién, hop thu dién tir, Fax, c4 nhan géi truc tiép. Quy trinh bit dau tir khau tiép nhin
va két thic khi van ban da dugc xtr Iy qua cdc khau va dugce dua vao hé thong luu trit.
Déi véi van ban di viéc tiép nhan vin ban duoc thyc hién tir Phong Ké hoach Tong hop
thong qua céc don vi trong Trudng dé xir 1y theo trinh ty: ra soét ndi dung, thé thirc, trinh
BGH ky, 14y sb, ngay thing, déng dau, gdi di va két thic & khau luu trit.
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QUY TRINH CONG KHAI THEO THONG TU 09/2009/TT-BGDDT
I. QUY TRINH CONG TAC
1. Co sé thuc hién
Thong tu 09/2009/TT-BGD&DT, ngay 07/5/2009 cua B Gido duc va bao tao vé
viéc Ban hanh Quy ché thyc hién cong khai ddi v6i co s& gido duc cua hé thong gido
duc qudc dan.

- Muc dich, pham vi ap dung: .

(1) Thyc hién cong khai cam két ctia co s gido duc vé chét lwong gido duc va cong
khai vé chat luong gido duc thuc té, vé diéu kién dam bao chét luong gido duc va vé
thu chi tai chinh dé ngudi hoc, cdc thanh vién cua Truong PHCT va x3 hoi tham gia
gidm st va danh gia co so gido duc theo quy dinh cua phép luat.

(2) Thyc hién cong khai cua céac co s¢ gido duc nham nang cao tinh minh bach, phat
huy dan chu, ting cudng tinh ty chu va ty chiu trach nhiém cia Truong PHCT trong
quan ly ngudn lyc va dam bao chat luong gido duc.

3) Nham thé hién nang luc cling nhu chat luong cua Truong nham thu hdt sinh
vién dang ky vao hoc cling nhu m¢ rong hop tdc nghién ctru khoa hoc va chuyén giao
cdng ngh¢ cua Truong hudng dén myc ti€u phat trién toan dién cua Trudng.

- Cac van ban quy dinh lién quan:

* Thong tu 09/2009/TT-BGD&DT, ngay 07/5/2009 cua Bg Gido duc va Dao tao.
- Giai thich tir ngir viét tit:

» GD&DT: Gido duc va Pao tao

=* BGH: Ban Gidm hiéu

= Phong KHTH: Phong Ké& hoach Téng hop

» CSVC: Co s6 vat chat

= CCVC: Cdng churc vién chirc

* DHCT: Dai hoc Can Tho

2. N¢i dung quy trinh:

Quy trinh cong khai theo Thong tu 09 dugc trién khai thuc hién hang nim. Bat
dau quy trinh bang viéc Théng bdo cdc phong ban c6 lién quan thuc hién bdo cdo cong
khai va trién khai thyc hién va tong hop cdc bdo cong khai nhu: Bdo cdo thuc hién quy
ché cong khai NH cho B9, Biéu tong hgp mot sb thong tin cong khai NH, Thong béo
cong khai cam két chat lwong dao tao thuc té, cdc Thong bdo vé CSVC, d6 ngii CCVC,
thu chi tai chinh... Quy trinh dugc két thic bang viéc goi Bdo cdo cong khai ctia Trudng
cho co quan c6 lién quan va cong bd 1én Website ctiia Trudng.
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QUY TRINH PANG KY SUDUNG O TO
I. QUY TRINH CONG TAC
1. Co sé thuc hién

- Muc dich, pham vi ap dung:

Muc dich cta Quy trinh nhdm minh bach héa hoat dong quan ly, diéu phdi va st
dung xe 0 t0 cua Truong DPHCT.

Pham vi 4p dung gdom cong chirc, vién chiic di cong tic, sinh vién, hoc vién cao
hoc, nghién ctru sinh di tham quan, thuc tap thyuc té va chuyén gia, khach ciia Truong Dai
hoc Céan Tho.

- Cac van ban quy dinh lién quan:

= Thong bdo s6 77/TB-DPHCT-KHTH, ngay 20 thang 01 nam 2016, V& viéc thu tién

st dung xe O t6 ctia Truong PHCT.

= Quyét dinh s6 3887/QD-PHCT, ngay 25 thdng 9 nim 2015, V/v ban hanh Qui

dinh vé viéc st dung 6 t6 ctiia Trudng Pai hoc Can Tho.

= Quyét dinh s6 59/QD-TTg ngay 07 thing 5 ndm 2007 ctia Thu tudng, V/v ban

hanh quy dinh tiéu chuan, dinh mtrc va ché d6 quan 1y, st dung phuong tién di
lai trong co quan Nha nudc, don vi sy nghiép cong 1ap, cong ty Nha nudc.

= Quyét dinh s6 61/2010/QD-TTg ngay 30/9/2010 ctia Thi twéng Chinh phu sta

d6i, bd sung mot sd diéu ciia Quyét dinh s6 59/2007/QD-TTg ngay 07/5/2007.

= Thong tu s6 103/2007/TT-BTC ngay 29/8/2007 cuia Bo Tai chinh hudng dan thyuc

hién Quyét dinh s6 59/QD-TTg va

= Thong tu s6 06/2011/TT-BTC, ngay 13/01/2011 cta BO Tai chinh, V/v sira ddi, bd

sung Thong tu s6 103/2007/TT-BTC.
- Giai thich tir ngir viét tit:

» DHCT: Pai hoc Can Tho

= Phong KHTH: Phong Ké hoach Téng hop

= PTV: Phong Tai vu

= CCVC: Cong churc vién chiic

2. No¢i dung quy trinh:

Quy trinh bat dau bang viéc cdc don vi va cd nhan ¢ nhu cau dang ky cho T6 O t6
(bang phiéu dang ky st dung xe hodc trén pham mém), tlep theo 12 phan phé duyét cua
lanh dao phong KHTH (trén phan mem hodc vin ban gidy), cir ldi xe va bd tri xe cho
chuyén cong tac (qua Iénh diéu xe va glay di duong). Lai xe s€ thyc hién chuyén cong tic
theo yéu cau cua nguoi sir dung xe. Két thic chuyén cong tic, l4i xe c6 trach nhiém ghi
vao sO0 cong xa day du ngay gid, s6 km di di trinh nguoi sir dung dé ky tén vao sb cong
xa. Quy trinh két thdc khi nguoi hoac don vi st dung hoan thanh vi¢c thanh todn tién xe
cho chuyén di .
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QUY TRINH PANG KY SU DUNG NHA KHACH
I. QUY TRINH CONG TAC
1. Co sé thuc hién

- Muc dich, pham vi ap dung:

Nhim tao diéu kién thun loi cho cd nhén, don vi dang ky va sir dung Nha khach
ciia Trudng, phuc vu cho cong tic dao tao, nghién ctru khoa hoc va hop tic quéc té
cua Truong.

Pham vi 4p dung ctia quy trinh 1a d6i véi CCVC Trudng, khach nudc ngoai va trong
nuéce dén cong tic va 1am viée voi Truong.

- Cac van ban quy dinh lién quan:

= Noi quy st dung Nha khéch cua Truong DPHCT.

= Quy dinh vé dinh mirc thu tién & dbi voi Nha khach cta Truong DHCT.

- Giai thich tir ngir viét tat:

= Phong KHTH: Phong Ké hoach Tong hop

= PTV: Phong Tai vu

= CCVC: Cong chtrc vién chuc

2. N¢i dung quy trinh:

Quy trinh bét dau bang viéc cic don vi va cd nhan ding ky cho Nha khdch (bang
phiéu ding ky str dung, dién thoai), phé duyét ding ky ¢ Nha khach, tiép nhan va bd tri
khach vao &, khach tra phong sau khi & va két thiic bang viéc thanh toan chi phi ¢ cia
khach.

I. LUU PO
QUY TRINH DPANG KY SU DUNG NHA KHACH
Buwoc Luu do Noi dung cong viéc Ngl;’géltlhl'rc r{hhl:; lgligrl: Ghi cha

Cac don vi va ca nhan

— dang ky cho Nhakhdch | oy gon vi | Theo nhu

Pang ky (bang phiéu dang ky st 6 nthu cAu cAu
dung, dién thoai so
l 838367)
Phé duyét trén phiéu ding . . 01 ngay
Phé duyét ky; phan hdi cho cd nhan, Eﬁ%‘l’{g phong lam viéc
don vi ¢ nhu cau
—Y - Tiép nhan va bd tri | Nhan vién Nha
Ti€p nhan khach khach vao ¢ theo yéu cau | khach va  khach Tr(\)ﬂg
- DBang ky tam trd cho | 1yt ngay
khich
- Khich tra phong va - Ngay khi
Thanh togn chi phi thanh todn chi phi (néu c4 | Nha khich, c4 | khach di

nhén chiju chi phi) nhan, don vi ¢6 | -<01 Nha
- Nop tién cho phong Tai | nhu cau, PTV thang néu | khich
vu (néu co thu ti€n) cé thu nop PTV




QUY TRINH THANH TOAN TIEN GIO GIANG CUA GV

o

I. QUY TRINH CONG TAC
1. Co sé thuc hién

- Muc dich, pham vi ap dung:

+ Tinh todn khdi lwong chuyén mon (gi0 giang quy chuén) cua giang co hitu, vién
chtrc moi gidng trong Trudong Pai hoc Can Tho va moi giang ngoai truong (goi chung
1a giang vién); tir d6 xem xét muc d6 hoan thanh nhiém vy va tinh todn dé chi tra tién
giang day cho giang vién.

+ Quy trinh nay bao gdm ca cong tac quyét toan khdi luong chuyén mén va chi tra
dut diém ddi v6i giang vién nghi huu, nghi viée, di hoc va chuyén cong tic.

- Cac van ban quy dinh lién quan:

= Quy dinh vé ché d6 lam viéc dbi véi giang vién Trudng DPHCT, ban hanh theo
Quyét dinh s6: 4412/QD-DHCT ngay 25/11/2015 cta Hiéu truong Trudng
PHCT.

= Quy ché chi tiéu ndi bdé Truong DHCT, ban hanh theo Quyét dinh sb: 6294/QD-
DHCT ngay 31/12/2013 cua Hi¢u truong Truong PHCT.

= Quy ché quan 1y Tai chinh ctia Truong PHCT ban hanh kém theo Quyét dinh
6293/QD-DHCT, ngay 31/12/2013 Hiéu trudng Truong DPHCT.

- Giai thich tiwr ngir viét tat:

» DHCT: Pai hoc Can Tho

= KHTH: Ké hoach Tong hop

*PT: Pao tao

= TTLKDT: Trung tim Lién két dao tao

= KSPDH: Khoa Sau Dai hoc

» TCCB: T6 chtrc Cén bod

= NCKH: Nghién ctru khoa hoc

* GV: Giang vién

=» BGH: Ban Giam hiéu

2. No¢i dung quy trinh:

- Céc don vi ¢6 lién quan nhép sb liéu gid giang thuc té da duoc quy dbi, gio
chuan, chtric vy, chirc danh, mién gidm, nhap so liéu dé tai NCKH, bai bdo da dang... cta
tung giang vién. Thoi gian nhap so6 li€u ngay khi két thic moi hoc ky.

- Phan mém sé& dugc md cho GV va bd mon kiém tra do chinh xdc caa tung nguoi.
Néu c6 sai s6t thi bd mén va khoa chinh sira nhitng phan viéc dugc phan quyen Ngoai ra,
nhirng sai s6t khéc thi phan anh ngay véi cdc phong, khoa, trung tim dé diéu chinh cho
ding kip thoi.

- Kiém tra, xir 1y dir liéu gid giang day trén phan mém.

- In xuét ra tirng bang ké cia B6 mon c6 tén timg giang vién, bang ké cua khoa va
bang ké cua Truong.

- Chuyén céc bang ké ctiia bd mén va khoa vé cho don vi, bd mon va giang vién ky
xac nhan.
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- Cac don vi c6 lién quan kiém tra 1an cudi, ky x4c nhan cac bang ké.

- Ban Gidam hiéu ky duyét chi tra tién gio giang.
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