
PN HQq Qqoc GIA
THANH PHO HO CHI MINH

TRTIoNG E4.r HQC QU6C 16
soill+lQP-DHQr Thdnh pltA Ai Chi Minh, ngdtyl thdngfndm 2023

QUYfT DINH
Ban hinh Quy trinh G6p f vi tu v6n phfp I

cria Phdng Thanh tra Ph6p ctr5 ttruQc Trulng Dgi hgc Qudc t6

HrEU TRrIOr{c TRrIOr.{c DAr HQC QU6C rf
Cdn c* Quydt dinh sii 260/2003/QD-TTg ngdy 05 thting 12 ndm 2003 cia Tht)

trdng Chinh phil vi viQc thdnh lQp Trudng Dqi hpc Quiic ti! thu\c Dqi hoc Quiic gia
Thdnh ph6 HO Chi Minh;

Cdn c* Quyet dinh sd 261/8D-DHQG-TCCB ngdy 05 thdng 4 ndm 2010 cila Gidm
diic Eqi hpc Quiic gia Thdnh pnd Ui Chi Minh vi vi€c ban hdnh Quy dlnh thuc hien
quyin fitr chil, tqr chlu trdch nhi€m diit vOt cdc trrdng dgi hqc thdnh viAn;

Cdn ctb QuyA dinh sii 567/QD-DHQG ngdy 17 thdng I ndm 2016 cfia Gidm ddc
Dqi hoc Quiic gia Thdnh pnA UA Chi Minh vi viec ban hdnh Quy chd tii chthc vd hoqt
d|ng cila Trudng Dqi hpc thdnhviAnvd khoa trwc thu\c Dqi hoc Quiic gia Thdnh pltA ni
Chi Minh;

Cdn c* Quydt diryh sA OOI\}O-EHQT ngdy 28 thdng I0 ndm 20I I cila HiQu trudng
trudng Dqi hpc Quiic tii vi ban hdnh Quy ch€ tii chilrc vd ioqt d\ng cia Phdng Thanh tra
Phdp chii;

Cdn cfi Quyiit diryh pd 657/}D-DHQT ngdy 25 thdng 10 ndm 2022 cila Hi€u trudng
trudng Dqi hpc Quiic t€ vi s*a ddi, bii sung mQt s;ii dtiu citi Quy\t dfuh sd 664/QD-DHOT
ngdy 28 thdng I0 ndm 2018;

Theo di nghi cfia Tru&ng phdng Phdng Thanh tra Phdp chii tqi Td trinh sti 6l/ffr-
TTPC di ngdy t2 thdng 5 ndm 2023,

QUYtr D1NH:

Ei6u 1. Ban hanh kem theo Quyl5t dinh ndy Quy trinh G6p y vd tu v6n ph6p ly cta
Phdng Thanh tra Phrip chiS thuQc Trudng D4i hgc qu6c ti5.

Di6u 2. Quyi5t clinh ndy c6 hiQu lgc k6 ru ngdy ky.

Didu 3. Truong phdng Thanh tra Ph6p chi5, Truong c6c don vi vd c6 nhdn c6 li6n quan

tlruQc vd tryc thuQc Truong Dpi hgc Qudc ti5 chiu t6ch nhiQm thi hdnh Quyi5t dinhniry.l. 4-

CQNG HOA XA ngr CHU NcHiA VrET NAM
, DQc lflp - Tg do - H4nh phrric

Noi nhfin:
- Nhu Di6u 3 (d6 thsc hiQn);
- Chir tich HQi dOng truong (dd b6o c6o);
- Ban Gi6m hiQu (dC bi6t);
- Luu: VT, TTPC.
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DAI HQC QUOC
THANH PHo ndd

TRIIOI{G DAI

NH TRA pnAp cHB

(Kdm theo
c DAr Hec euoc rt

t a at+tQo-ou Oi-rri c ngdy,tl /5. /2023
cila HiQu truong trudng Dqi hoc Au{c ie1

l. MVC oicn
Quy dinh trinh tg, tr6ch nhiQm vd c6ch thtc titip nh6n, xt ly h6 so g6p y vi tu v6n

ph6p ly tu c6c <lcrn vi ho{c c6 nhdn kh6c chuy6n di5n Phdng Thanh tra rnap cfrc.

2. PHAM Vr

- Ap dpng o6i voi hopt dQng g6p y dy th6o vrn b6n, tu v6n vu viQc (sau d6y ggi
chung ld hoat dOng g6p y) fi de ngh! cria cdc cdnhdn, <lcrn vi trong trucrng vd theo y6u
cAu cria cic cdnhdn, co quan c6p tr€n c6 th6m quyen.

- Vi6n chftc, nguoi lao dQng thuQc Phdng Thanh tra Phrlp chti vd c6c don vi c6 li6n
quan chlu triich nhiQm thgc hiQn vd kitim soiit quy trinh ndy.

- vdn b6n thuQc pham vi g6p y bao g6m dg th6o vdn b6n quy pham phrip lu4t cria
co quan c6 thAm quydn, dg th6o vdn bin cria D4i hqc Quoc gia, di th6o van b6n theo y6u
cAu cria c6c co quan cdp trcn c6 thAm quyOn vd dg thio euy6ioinr, c6 biQt vc ban hanh euy
ilinh, quy ch6, quy trinh... phuc w cho cdc cdng t6c qu6n l1i, di€u hdnh chung trong truong
D4i hec Qudc tti.

- Cdc w vi9c do c6c don vilcri nhdn thuQc/truc thuQc Trudng de nghi tu v6n.

3. EINH NGHIA/VrET TAT

Phdng TTPC: phdng Thanh tra phrlp ch6.

BGH: Ban Gi6m hi€u.

4. NQI DUNG QUY TRiNH

a) Ei6u ki6n thuc hi€n

Khi l6nh dpo phong TTPCiCa nhdn duoc Thri trucrng dcrn v! giao phg trrich phong
nhfln dugc vd titip nh0n dc nghi/yOu cau g6p y qua email, porral ho{c qua bhn giay.

b) Thdnh phAn h6 so

I
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d) Thdi gian xri l)' (thdi gian xri ly duqc tinh k€ tt khi phdng Trpc nh6n dri h6
so hgrp lQ theo cli6m b kho6n 4).

- Quy trlnh gdp lhtt vdn th6ng thudng: dp dltng diir vdt dry thdo vdn bdn/cdc s|.r
vQt, sq viQc theo di nshi cila cdc don vi trong trudng (kh6ng c6 ! kiiin cht dqo crta BGH
giao cho Phdng TTpC phdi hqp gidi quy(it)

+ ooi vdi g6p y dp th6o v6n b6n: it nh6t ld 06 ngey ldm viQc eoi voi g6p;i vdn
bin dudi 10 trang (bao gdm c6 php lpc), trudng hqp van b6n ddi hcrn 10 trang, cri m6i 0s

File
Imem

gfri

qua

email

1.1. Trudng hqp grli C6ng v6n: c6 itnhdt 1 trong 2loqi
v6n bin sau

COng vdn dm vi de nghiphdng TTpC phdi trq,p e6p!.
C6ne v6n dC nghi g6p y tir co quan c6p tr€n c6 th6m
quy6n c6 brit ph6 cria HiQu truong chi dpo phdng TTPC
thsc hiQn hoflc ph6i h_o.p thpc hiQn.

1.2. Trudng hqp grii yOu cAu qua email, portal:

Email/thdng b6o yOu cAu g6p y hoac ptrOi trq,p g6p y.

1.3. Trudng hqp c6 nh6n viOn chric, ngudi lao dQng nhd
trucrng dd nghf tu v6n 4r viQc li€n quan trpc titif A6n
quyen vd lqi fch cria minh: Cri nh6n mang theo h6 so cAn
tu v6n d6n tryc tiep gpp ldnh d4o phdng TTpC/C6nh6n
dugc Thri tru&ng dcn vf giao phg trrich phdng TTPC/
hopc grii y€u cAu tu v6n qua email phdng TTPC.

B6n saolB 6n gidy/frle m€m dg th6o v6n b6n cAn g6p y grii
trpc ti6p vd qua email ttpc@hcmiu.edu.vn.

C6c tdi liQu c6 li6n quan khtlc (rtinh kdm theo).

c) SO luqng h6 so: 0l bO
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trang ti{ip theo thdi gian e6p! s€ dugc cQng th6m 03 ngdy ldm vipc, nhung t6ng thdi gian
gi6i quy6t t6i aa kh6ng qur{ 20 ngiy lim viQc.

+ E6i v6i tu v6n vr,r viQc: it nrr6t ta 08 ngiy lim viQc tiry theo tfnh ch6t phric t4p
cta v.u viQc, nhung t6i tla kh6ng qu6 20 ngay Iim viQc. Truong hgp trong qu6 trinh
ki6m tra hO so vd tu v6n v"u viQc, niSu ngudi ilugc phdn cdng tu ,6n ,g ,ig. nnani hdy c6c
nQi dung d0 nghi tu v6n c6 kh6 n6ng d5n cl6n vigc phin anh, ki6n nghi, khitiu npi, t6 c6o
thi ngudi dugc phdn c6ng tu v6n 4r viQc se xin y kirin ldnh d4o phdng TTpC/C6 nh6n
ilugc Thri truOng don vi giao phg trdchPhdng TTPC d6 chuyen qua quy trinh ti6p c6ng
ddn vd thli gian gi6i quy6t 4r viQc sE dugc tfnh theo quy dinh cta quy trinh tirip cong oanl

- Quy trinh gdp !'/tw vdn tru tihn: dp dung aifi vOt dy thdo vdn bdn/cdc sq vu, sv
viQc theo di nghi ct)a cdc donvi trong trudng c6 ! ki€n chi dqo cria BGH giao cho phdng
TTPC phai hqp gidi quydt; cdc dts thdo vdn bdn pharc vqt cho cugc hsp, hoi thdo, hoi
nghi.., do BGH chil tri, t* cdc don vi khdc chuydn d€n; dw thdo vdn bdn t* cdc don vi ciip
ftan gli diln do BGH nhd trudng chi dso phdng TTpc t,sc tidp s6p y.

Thdi gian xri ly: theo thdi gian dugc quy tIlnh t4i Cdng vdn ho{c email d€ nghily6u
cAu g6p y ho{c do ldnh tlpo TTPC /Cdnhdndugc Thri tru0ng dcm vi giao phg tr6ch phdng
TTPC quytlt dinh.

d) Noi ti6p nhfln vd tr6 ktlt qu6

Phdng Thanh tra Ph6p chti tr6 ktit qui e6p !,qua email. File m6m e6p ! (luu dudi
dinh d4ng pdf) duqc grii cl6n email cria l6nh dpo don vi, ngudi php tr6ch vd email don v!
(ntiu c6) thdng qua email cria Truong phong/ C6 nh6n dugc Thri trucrng don vi giao php
tr6ch Phdng TTPC hofic email Upc@hcmiu.edu.vn

Truong hqp don viy€u cAu g6p y cAn nhfln b6n gi6y c6ng vdn g6p y hoac file m6m
dinh dpng docx, li€n hQ truc ti6p vdi phdng TTpc, phdng oz-Tro.Trulng Epi hgc eu6c
t6, khu pho 6, phudng Linh Trung, Thdnh pno rnri pac a6 dugc cung c6p. \
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e) Quy trinh xri ly c6ng viQc

NQi dung
cdng vigc

Trich
nhiQm

Bi6u mfiu/K6t
qua

81.
m.I
r rep

nh$n

hd so

e6p f

ar. r ).uul no so

g6p !, tu
van

TO chfc,
cd nhdn

don vi c6

ydu c6u/c10

nghi

Thanh phAn hO so

theo di6m b khoin
4
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Bufc
c6ng

viQc

NQi dung
c6ng viQc

T16ch

nhiQm

Thli
gian

Bi6u mf,ulK6t
qua

Di6n gi6i

Ti6p nhfln

y6u cAu

g6p f, tu
van

LAnh d?o

Phdng

TTPC/ C6

nhdn dugc

Tht
tru&ng don

vf giao php

tr6ch

Phdng

TTPC

Trong

thli h?n

01 ngay

lam viQc

tfnh tU khi
elon vi gtli
h6 so g6p

v

ThAnh phdn hO so

theo di6m b kho6n
4

Gfti VEn

thu vdo s6

vdn bin
d6n, phdn

c6ng

ngudi phs

trdch

Ldnh dAo

Phong

TTPC/ C6

nhdn dugc

Tht
truong don

v!giao php

tr6ch

Phong

TTPC

l/4 ngAy

lam vlec
56 c6ng v6n dtin

B.2,

G6p f
Vdo s6

theo d0i
g6p !, tu
v6n (rC
,.1
uen oQ gral

quy6t vd
ngudi

dugc phdn

c6ng g6p

v)

Chuy€n

vi6n phU

trdch tu
vdn phdp

ly phdng

TTPC

l uo nsey

I lam vigc
56 theo doi g6p y
vdn bin

Chuy6n vi6n php trdch tu
v6n ph6p ly Phong TTPC
vdo s6 theo d6i tu v6n vu
viQc, g6p y vdn b6n d6

nim dugc ti6n dO gihi
quytit c6ng viQc vd ngudi
dugc phdn c6ng di5 theo
d6i vp viQc vd kip thoi b6o

c6o ldnh clpo phdng/C6

nhdn dugc Tht tru&ng
don vf giao phU tr6ch
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NQi dung
c6ng viQc

T16ch

nhiQm
Bi6u mfiutKdt

qu6

Phdng TTPC khi cAn

thi6t.

Ki6m tra,
ti6p nh{n
hO scv

ChuyOn

vi6n dugc
phdn cdng
g6p Y, tu
van

0l ngdy

Iam vlec
Thdnh phAn hd so

theo di6m b khoin
4

Trucrng hqp hO so kh6ng
dAy dli, chuy6n vi€n
Phdng TTPC dugc giao

e6p !,se d0 nghi/y6u cAu

grii hd so b6 sung.

Thdi gian gi6i quy6t h6 so
vg viQc sE dugc tfnh tt ltc
chuy€n viOn dugc phdn

c6ng tu v6n, g6p y ti}p
nhQn dAy dri h6 so 0 bu6c
ndy.

Gti email

th6ng b6o

thdi gian

thp ly g6p

v

ChuyCn

vi6n dugc
phdn c6ng

g6p v

ll4 ngay

ldm viQc

ThAnh phAn hd scy

theo dit5m b khodn

4

Ap dpng eOi vOi trudng
hpp g6p y theo 116 nghi
cta ctrc dcm vi trong
trudng.

Xem xdt
hO so; l6y
, ,,,'y Kren cac

don vi li6n
quan (ntiu

cAn thiet);
oc xu6t t<tit

qua giiti
quy6t

ChuyCn

vi6n dugc

phdn c6ng

e6p i,

lu
ngay

viQc

t6i
15 ngdy

ldm viQc

(tty theo

mfc d0

uu ti6n

cta g6p y,

tu v6n)

C6ng vdn dO nghf

cilc don vf ptrOi

hqp g6p y (truong

hep c6n 6y y kirin
cdc dcrn vi li0n
quan)

Dg th6o C6ng vdn
g6p!,,tu v6n

Chuydn viOn thr,r ly hO so

ti6n hanh xem xdt, kiOm tra
h0 sq 6y y kitin c6c don vi
li6n quan (n6u cdn thi(i|,
t6ng hgp, hodn thiQn gop !,,
l6p dU th6o Cdng v6n g6p y
tinh hnh dpo phdng

TT?C/ CA nhan dugc Thri
tuong don vi giao php
tr6ch Phdng TTPC xem
x6t.

z;v
/rrlo
\o
a



NQi dung
c6ng viQc

T16ch

nhiQm
Bi6u mfiu/K6t

que

Luu y: dg thdo C6ng vin
g6p !,, tu v6n d6i vOi cAc

vdn b6n nQi b0 cfia trudng
phii c6 nQi dung th6 frien
vd viQc: "K{nh di nghi
cdc don vi khi phdt hdnh
vdn bdn chinh thtirc grli lqi
cho Phdng TTPC m\t bdn
d€ pharc vqt cho c6ng tdc
rd sodt ti€n dA ban hdnh
vdn bdn hdng ndm".

83.

Trinh
I(y

Xem xdt,

ky duyQt

Ho[c trinh

w BGH
, -i.(ool vol
cdc gop ,y,

tu v6n vp
viQc do

Phdng

TTPC

dugc BGH
nhd trudng

chi dao

phdng

TTPC thgc
hiQn)

Ldnh tlAo

Phdng

TTPC/C6

nhdn dugc

Tht
tru&ng don

vigiao phg

trdch
Phdng

TTPC

01 ngay

lam vlec
Thdnh phAn h6 so

theo diOm b khoin
4

C6ng vdn dC nghi
citc don vi ptrOi

hqp g6p y vd C6ng

vdn g6p y cl ra cdc

dcrrr vi (trucmg hqrp

cAn l6y y ki6n cdc

don vi li6n quan)

Dg th6o c6ng vdn
g6p y, tu v6n

l- Ldnh dao phdngtC|
nhdn dugc Thri tru&ng
don v! giao phU trdch
Phdng TTPC xem xdt hd
so vd ky hoflc ky nhAy

trinh HiQu trucrng xem xdt
ph6 duyQt.

- N6u sau khi xem xdt, h6
so cdn chua rO v€nQi

dung, lSnh dao phdng
'ruPClCA nhdn dugc Thri
tru0ng don vi giao php

trdch Phdng TTPC trd lqi
ngudi dugcphdn c6ng thp
l), bO sung, chinh sria cho
phu hgrp.
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Bufc I NQi dung I trfctr
cOng I c6ng vifc I nhiQm
viQc I I

Thdi
gian

Bi6u mfiu/K6t
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Di6n giii

s
,&

Xem xdt,

phe duyQt

(doi vdi
cdc g6p y,

tu vAn vg
viQc do

Phdng

TTPC

dugc HiQu

tru&ng nhd

truong chi
dpo phdng

TTPC thpc

hien)

Hiqu

tru&ng

ho{c Ph6

Hieu

tru&ng

I 0l ngey

ldm viQc

Thanh phAn h6 so

theo ili0m b kho6n

4

Cdng vdn ctO nghf

cdc don v! phOi

hqp g6p y vd Cdng
v5n g6p 1f cria c6c

dcrn vi (trucrng hqp
cAn l6y y ki€n c6c

don vi li6n quan)

Dg th6o c6ng vdn
g6p !, tu vdn

- HiQu tru0ng hopc ph6

HiQu truong kiOm tra lqri

hO so vd ki.

- Ni5u sau khi xem xdt,
ntiu hd so cdn nQi dung
ndo chua rd hoflc cAn bO

sung th€m, chuy€n l+i
phdng TTPC bd sung, ldm
rd th6m

,J
I 84.
I r.a
I r.6t

I qoa,

lurnd
lrn

I Ldm tht
l,o. ph6t

I nann vdn

I uan oi uun

I uan gop y

Vdn thu
phdng

TTPC

Vdn thu

trudng

Chuy0n

vi6n phU

trdch tu
v6n ph6p

l! phong

TTPC

I/4 ngey

ldm viQc

DU thdo cdng vdn
g6p !,, tu v6n dd

dugc l6nh dao ky

l-
Chuy6n Vdn thu truong
cho s5, vdo s5, ph6t hdnF
vdn b6n AOi vOi g6p y dol
Phdng TTPC dusc Higr(
truong nhd tru&ng chi dff
thgc hiQn t4rc ti6p.

Vdn thu Phdng TTPC cho

s5, vdo sO cria Phdng

TTPC, ph6t hdnh Cdng
vdn g6p y dOi voi cac 

I

trudng hgp cdn lBi, luu 
I

bdn gi6y (ntiu c6) 
|

Chuy€n viOn phu tr6ch 
I

cdng t6c tu v6n phap ly 
I

cflp nhflt luu theo d6i van 
I

bin g6p y dd ban hdnh 
I



BuOc

c6ng

vifc

NQi dung

cOng viQc

T16ch

nhiQm

Thli
gian

Bi6u mf,u/K6t
que

Di6n gi6i

{
rdr
HI

T16 t<6t

qui vi luu
hO s0

phdng

I Van thu

I pnorg

I rrpc

l vo nsey

I lam viQc

Dr,l th6o cdng v6n
g6p !,, tu v6n dd

dugc ldnh dpo ky

Grliph6nhOi gOpi cho dcnn

vi d0 ngh/y€u cAu e()p!,.

Luu i: C6c don vikhi tintr
dg th6o vdn ban nQi bQ cho

Ban Gi6m hieu U ban hanh

can efnn kdm theo c6c ban

e6p y cria Phdng TTPC:

trong h6 sotinh ky.

POi vcri dyth6o vdn bin nO:i

lin g6p f: Phdng

e6p ! eOi vOi

dung ph6t sintr

nlrtng hn g6p y
kh6ng thsc hiQn ki6m

c6c nQi dung dd g6p 1t ai c6c 
I

hn g6p ! tudc d6, vd chi, I

e6p ! tOi Aa Ol fan (m\
tuong hgp c6 sU chi dAo,il

cria ldnlr dpo Nhd frrd"g) )4

Bs.

Theo

d6i hd

so g6p

!

Theo d6i

dp th6o

v5n ben

duqc g6p y
, -|,(oor vol
g6p y vAn

b6n nOi b0

cfia trudrng

theo dd

nghitt c5c

don vi)

Chuy0n

vien phU

tr6ch tu
v5n ph6p

ly phdng

TTPC

Theo ti6n

d0 ban

hinh vdn

b6n cria

don vi
tham

muu xdy

dung vdn

bdn

Vin bin d6 elugc

chinh srla sau g6p

f vi duqc kf ban

hanh chfnh thtc
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g) Co sd ph6p ly

- Quy6t dinh s5 664IQE-DHQT ngdy 28/1012018 cria HiQu tru&ng trudng E4i hsc

Qu6c ti5 vC ban hdnh quy che tO chric vd hopt dQng cria Phdng Thanh tra phrip ch6.

- Quyist clinh s6 687/QD-EHQT ngity 25/t0l2022cria HiQu tru&ng truong Eai hoc

QuOc tti vO sria eoi, uo sung mQt s5 oicu cria Quytit dinh s6 euy6t dinh s5 664leD-DHer
ngdy 28/10/2018.

5. HO SO LUU

Hd so tuu (bin chinh ho{c bin sao theo quy dinh, ruu trgc tuySn ei
Drive cfra Phdng Thanh tra Phfp ch5)

Thinh phAn ho so theo eti6m b khoin 4 vd c6cv6n b6n kh6c ph6t sinh trong
qu6 trinh g6p y dugc tt0 cOp t4i budc 2vd3 cta quy trinh xt ly c6ng viQc tpi
cli6m c khoin 4

c6ng vln g6p j cria Phdng TTPC; cdng vin phdng TTpc tham muu BGH
nhi truong ky

C6c vdn bin dirng ldm co so di5 nghiCn criu g6p y (n6u x6t thAy cAn thi6Q. TE

Vdn bin cria c6c don v! dC nghi gop i,dd dugc chinh sria vd ban hdnh sau g6p

!, (6p dung AOi vOi e6p i,c6c vdn b6n nQi bQ)

Phdng TTPC luu trft h6 so theo c6c danh muc tpi B6ng ndy; cric don vf c6 li6n
thgc hiQn luu trfr h6 so theo quy ilfnh ph6p luat v6 luu trt h6 so chuyCn ngdnh.


