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I. MUC PiCH:

1. Quy trinh héa viéc thuc hién dé nghi, ban hanh quyét dinh, t& chic khen thudng nguoi
hoc va cac hoat dong phong trao nghién ctru khoa hoc, hoc tap, rén luyén tai Pai hoc Kinh
té Thanh Phd Ho Chi Minh (UEH) va dam bao cong viéc duge thuc hién theo ding:

+ Trinh tu;
+ Quy dinh ctia UEH;

2. Bam bdo tinh trang trong, kip thoi, ding ddi twong dugc khen thudng trong cac hoat
dong nghién ctru khoa hoc, hoc tép, ren luyén c6 ngudi hoc UEH tham gia dat thanh tich
hoic su nd luc, su dong gop su tich cuc ctia ngudi hoc duge UEH va xa hoi ghi nhan.

II. PHAM VI AP DUNG:
2.1. Pham vi 4p dung:

- Tét ca cac thanh tich nghién ctru khoa hoc, hoc tap, rén luyén cua ngudi hoc trong cac

hoat dong phu hgp v6i quy dinh cta phéap luét va quy dinh cia UEH.
2.2. Pbi twong ap dung:

- Tét ca ngudi hoc dang trong qua trinh hoc tap, nghién ctru tai UEH, bao gdm: sinh vién
cta chuong trinh dao tao dai hoc, hoc vién ctia chwong trinh dao tao thac si, nghién ctru sinh
ctia churong trinh ddo tao tién si.

- Nguoi hoe thude cac chuong trinh lién két tai UEH, chuong trinh dao tao, bdi dudng
ngén han, cac chuwong trinh trao d6i sinh vién, hoc vién dang trong thoi gian hoc tap, nghién
curu tai UEH.

- Don vi, vién chtrc, nguoi lao dong UEH va don vi, ca nhan bén ngoai UEH c¢6 thanh
tich dong gop truc tiép hodc gian tiép hd trg cac hoat ddng phong trao nghién ciru khoa hoc,
hoc tap, ren luyén danh cho nguoi hoc tai UEH.

2.3. Trach nhiém ap dung:

- Ban Chdm s6c nguoi hoc;

- Ban Dao tao, cac Phan hiéu, cac Truong thanh vién, Khoa/Vién, Ban Nghién ctru
- Phét trién va Géan két toan cdu, Doan Thanh nién;

- Ban Tai chinh - K& hoach dau tu.
III. CAN CU PHAP LY:

Thong tu s& 10/2016/TT-BGDDT ngay 05 thang 4 nam 2016 cta B trudng B Giado

duc va Pao tao Ban hanh Quy ché cong tac sinh vién ddi véi chuong trinh dao tao dai hoc

hé chinh quy;
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Can ¢t Quyét dinh sb 3744/QD-DHKT-CTCT ngay 24 thang 10 nam 2016 cua Hiéu
truéng Trudng Pai hoc Kinh t& TP. HS Chi Minh vé viéc ban hanh Quy dinh cong tac sinh
vién hé dai hoc chinh quy tai Trudong Dai hoc Kinh t& TP. Ho Chi Minh;

Can ctr Quyét dinh s6 194/QD-DHKT-QLDT ngay 12 thang 01 nam 2018 cta Hiéu
truong Trudng Pai hoc Kinh té TP. H3 Chi Minh v& viéc ban hanh Quy dinh tb chirc Lién
thong Dai hoc chinh quy theo hé théng tin chi tai Trudng Dai hoc Kinh té TP. Hd Chi Minh;

Can ctr Quyét dinh s 1796/QD-DHKT-DT ngay 30 thang 6 nam 2021 cta Hiéu truéng
Trudng Pai hoc Kinh t& TP. Hd Chi Minh v& viéc ban hanh Quy ché t6 chiic va quan 1y dao
tao trinh @6 dai hoc, hinh thirc dao tao chinh quy theo hé théng tin chi tai Trudong Pai hoc
Kinh t& TP. H5 Chi Minh;

Ciin ot Quyét dinh sb 5398/QD-DHKT-DT ngay 10 thang 9 nam 2024 ciia Giam doc
Pai hoc Kinh té TP. H Chi Minh v& viéc ban hanh Quy ché tb chirc va quan Iy dao tao trinh
5 dai hoc theo tin chi tai Dai hoc Kinh t& TP. Hd Chi Minh;

Cén ct Quy ché chi tiéu ndi bd UEH hién hanh;

Can cit vao chic ning, nhiém vy Ban Cham séc ngudi hoc.

IV. GIAI THICH TU NGU VA VIET TAT:
4.1. Giai thich tw ngiv

- UEH: Dai hoc Kinh t& Thanh phd H6 Chi Minh

- GPUEH: Giam déc Dai hoc Kinh té Thanh phd H6 Chi Minh

- VPDH: Vin phong Dai hoc;

- CSNH: Ban Cham séc ngudi hoc;

- TC-KHPT: Ban Tai chinh - K& hoach dau tu;

_ PVDN: Don vi @ nghi (Pon vi thuc hién to trinh duge Gism déc UEH dong y vé
viéc khen thudng cho ca nhén, tip thé, tb chue thude pham vi, 461 twong ap dung cia quy
trinh nay)

- TrTV: Truong thanh vién

- VPTrTV: Vin phong Truong thanh vién

- PH: Phan hiéu

- PH: Dai hoc

- CQ: Chinh quy

- NH: Ngudi hoc
V. NOI DUNG:

5.1. Luwu db



] pau | TAILIEU
BUOC QUY TRINH LUU PO TRACH /BIEU
MAU
1 - Thyuc hién to trinh dé nghi khen L PDVDN Mau
. , .. To trinh dé nghi
hodc khen thudng ngudi hoc duoc khen thuéng CSHTNH.
Giam déc UEH duyeét. QT.17.01
- DPVDN chuyén to trinh v& CSNH (file excel)
vaA cung cap a?éy du, chi tiét dit liéu T6p i ser 88 nighj Khien
thong tin ngudi hoc duogc khen hodc thudng *
khen thudng : chta di
2 Kiém tra tinh hop 18, yéu ciu bd ho so CSNH,
sung dit liéu khen thudng (néu c6) @ DVDN
ho so
\I/
3 Soan thdo, ldy s, trinh ky quyét v CSNH
dinh khen thudéng Thuc hién quyét dinh VPDBH
khen thuong
[
4 Thuc hién in gidy khen, chuyén ¥ CSNH,
VPDH trinh ky Giam dbc dai hoc, o VPDH
5 £ Thuc hién giay khen
dong dau
[
5 Phat hanh quyét dinh va ban giao v CSNH, Mau
gidy khen Phat hanh quyét dinh DVDN, | CSHTNH.
va ban giao giay khen TC- QT.17.02
J/ KHDT
6 Thuc hién nghi thitc trao gidy khen DVDN,
VPTITV,
> PH
7 | Thuc hién chi tra tién thuong (néu v TC-
co) Chuyén khoan KHDT
A : £ DVDN
tién thudng (néu co)
8 | Thyc hién hwu hd so v& minh chimg W CSNH
dir liéu khen thu¢ .
T RSHOng N Luu ho so

5.2. Dién giai cac buéce thwe hién Luu do 5.1

5.2.1. Buwéce 1

DVDN chuén bi va giti ho so dé nghi khen thuéng dén CSNH bang vin ban hodc email
trong vong 07 ngay ké tir thoi diém co quyét dinh tbt nghi¢p hodc c6 danh sach nguoi hoc

c6 thanh tich dugc khen thuéng. Ho so dé nghi khen thuéng gdm:
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_ Trudng hop thuong nién theo Quy ché chi tiéu ndi b UEH (da c6 vén ban thdng nhét
i tru6e chia HOi ddng khen thuong - k§ luat UEH): DVDN céan chuén bi ho so:

+ Dit liéu khen thuéng theo mau CSNH.QT.17.01 (file excel) gui vé email Ban Cham
s6¢ ngudi hoc.

+ Bién ban hop théng nhét chi trrong (néu c6)
- Trudomg hop dot xuét: PVDN cin chudn bj bd hd so gdm:

+T¢& trinh d& nghi khen hodc khen thudng ngudi hoc c6 thanh tich dugc Giam doc
UEH phé duyét.

+Dit liéu khen thuéng theo mau CSNH.QT.17.01 (file excel);

- Trudng hop thuong nién theo Quy ché chi tiéu ndi b UEH (da c6 vén ban thdng nhét
tir trude clia HoOi dong khen thudng - ky luat UEH): DVDN can chudn bi hd so:

+ Dit liéu khen thudng theo mau CSNH.QT.17.01 (file excel) gui v& email Ban Cham
soc ngudi hoc.

5.2.2. Buéc 2

CSNH tiép nhan hd so d& nghi khen thudng tir DVDN va kiém tra tinh hop 18 ctia hd so
khen thudng. Thoi gian kidm tra va phan hdi thong tin dén cac don vi: 01-02 ngay lam viéc
ké tir ngay tiép nhan hd so.

- Truong hop hd so khong hop 1&: CSNH ¢6 trach nhiém yéu chu va huéng dan DVDN
bd sung trude khi chuyén sang budc 3.

- Truong hop bd hd so hop 1é: Chuyén sang budc 3
5.2.3. Bwéc 3

Cin ¢t bd hd so hop 16 tit DVDN, CSNH soan thdo Qu}}ét dinh khen thudng. Van phong
Pai hoc ¢6 trach nhiém kiém tra, cép sb Quyét dinh khen thudng trén hé théng E-Office.

Sau khi ¢6 s6 Quyét dinh, CSNH c6 trach nhiém trinh Quyét dinh khen thudng trén hé
théng E-Office.

- Thoi gian x ly: 01-02 ngay lam viéce.
5.2.4. Buédc 4

Sau khi Quyét dinh khen thudng duge Giam doc UEH phé duyét, CSNH c6 trach nhiém
in gidy khen va chuyén dén Vin phong Dai hoc dé trinh ky Giam dbc UEH va déng déu gidy
khen.

- Thot gian xtr 1y:
+ 03-04 ngay lam viée ( sb lugng : <500 ngudi hoc/dot)
+ Cong thém 1 ngay lam viéc v6i m8i 500 ngudi hoc tiép theo.

5.2.5. Buéc S



S

Sau khi Vén phong Dai hoc xir Iy xong, CSNH ban giao gidy khen dén DVDN, bVDN
ky xac nhén ban giao theo mau CSNH.QT.17.02.

Pong thoi CSNH phét hanh Quyét dinh khen thuéng dén DVDN va céc don vi khac c6
lién quan thyc hién theo Quyét dinh thong qua hé théng E-Office.

5.2.5. Buéce 6

DVDN, TrTV, PH t chtc trao gidy khen theo tién do.

Truong hop khen thuéng c6 bao gdm hién kim: chuyén sang budgce 7.

Truong hop khen thudng khong bao gdm hién kim: chuyén sang budc 8.

5.2.5. Bwoc 7

Trudng hop Khien thudng ¢6 bao gdm hién kim, DVDN ¢6 trach nhiém thong bao dén
nguoi hoc UEH sé chi tra bang hinh thirc chuyén khoan. CSNH c6 trach nhiém cung cip TC-

KHDT dit liu khen thuéng ma DVDN da gii. TC-KHDT ¢4 trach nhiém thuc hién céc thu
tuc chuyén khoan khen thudng

Truong hop DVDN tu chiu trach nhiém chi thuong: DVDN c¢6 trach nhi¢m thong bao
dén ngudi hoc hinh thtre chi tra va cé tréch nhiém chi va quyét toan theo Quy dinh UEH.

2.12. Buéc 8

DVDN ¢6 trach nhiém luu hd so va minh chitng vé viéc da tién hanh té chirc khen thudng
thoi han 10 nam.

CSNH c6 trach nhiém luu Bo ho so dé nghi khen thuéng, Quyét dinh khen thuéng trén
hé thng UIS.

VI. TAILIEU LUU TRT

THOT
STT TEN TAT LIEU DI(EI}’ I GIAN
LUU
1 | Quyét dinh khen thuong | VPBH, CSNH, DVDN, TTV, TC-KHDT | 10 nim
2 | Dit liéu khen thuéng CSNH, bVDBN 10 ndm
VII. CAC BIEU MAU PINH KEM
MA HIEU ~ =
STT BIEU MAU TEN BIEU MAU
1 | CSNH.QT.16.01 Mau cung cép dir liéu khen thuéng
2 | CSNH.QT.16.02 Mau bién ban ban giao quyét dinh, gidy khen
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DAL HQC KINH TE
THANH PHO HO CHI MINH
BAN CHAM SOC NGUOI HQC

MAiu CSNH.QT.16.02

CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc lap - Tw do - Hanh phiic

Thanh phé Ho Chi Minh, ngdy ..... thang .... ndm 20

BIEN BAN BAN GIAO GIAY KHEN

.........................................................................................................................

........................................................................................................................

Noi dung khen:

Chi tiét tai lidu ban giao:

STT N&i dung

$é& lwong

Ghi chi

01

Bén Giao

Bén Nhéan
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