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

PAI HQC BACH KHOA HA NOQI Péc 1ap — Tw do — Hanh phiic
Sé: 1717 /HD-PHBK Ha Ngi, ngay 25 théng 6  nam 2025
HUONG DAN

MOI GIANG VA THANH TOAN CHO GIANG VIEN QUOC TE VA CHUYEN
GIA THAM GIA CHUONG TRINH PAO TAO ELITECH

I. MUC PiCH VA POI TUQNG AP DUNG

1. Muc dich

Huéng din nay quy dinh chi tiét quy trinh moi giang va hd so thanh toan cho giang
vién qudc té va chuyén gia tham gia giang day/bao cdo chuyén dé trong cac chuong trinh
dao tao Elitech (Danh sach cac chwong trinh trong Phu luc 1), nhim dam bao tinh minh
bach, hi¢u qua va tuan thu cac quy dinh cua phép luat, Pai hoc Bach khoa Ha Noi (sau day
viét tit a DPHBK Ha Noi) va cac don vi lién quan.

2. P6i twong ap dung

- Cac Truong/Khoa thuoc DPHBK Ha Noi phu trach chuong trinh dao tao Elitech.

- Céac don vi chuc nang bao gém: Ban Pao tao, Ban Tai chinh — K& hoach, Ban Hop
tac d6i ngoai va Ban Diéu phdi Elitech.

- Giang vién co quéc tich nudc ngoai dang cong tac tai cac co sd gido duc dai hoc
hodc vién nghién ctru ¢ trong nudc hoac nude ngoai, co6 hoc vi Tién si, c6 chuyén mon va
kinh nghiém giang day, nghién ctru phit hop véi ndi dung hoc phan dugc moi giang day.

- Giang vién co quéc tich Viét Nam dang lam vi¢c tai cac co s¢ gido duc dai hoc
hodc vién nghién ctiru & nudc ngoai, c6 hoc vi Tién si, chuyén mon va kinh nghi¢m phu
hop véi hoc phan duoc moi giang day.

- Chuyén gia c6 trinh d9 tur dai hoc tro 1én, c6 it nhét 5 nam kinh nghiém cong tac
trong linh vic pht hop, dwoc moi tham gia giang day hoic trao d6i chuyén dé trong chuong
trinh dao tao (véi thoi lugng khong vuot qua 10% tong thoi lugng hoc phan) theo Hinh
thire 4, duoc quy dinh trong Muc II ciia Huéng dan nay.

II. CAC HINH THU'C MOI GIANG

1. Hinh thire 1: Gidng day truc tiép tai PHBK Ha Noi

a. Thoi luong giang day va luu tru:

- Giang day 100% thoi lwong hoc phan trong khoang thoi gian tir 10 dén 14 ngay.
- Giang day 50% thoi lugng hoc phan trong khoang thoi gian tir 5 dén 7 ngay.

b. Yéu cau:



- Gidng vién hoan thanh tho1 luong gidng day theo thda thudn, dugce ghi nhan trén hé¢
thong qldt.hust.edu.vn.

- Tham gia danh gia diém qu4 trinh va diém cudi ky cua hoc phan.

- Trudng hop giang day 50% thoi lugng, phan con lai do giang vién ciia Truong/Khoa
dam nhiém.

c. Cdc khoan thanh toan (theo Quy ché chi tiéu néi b cia Pai hoc va cua
Truong/Khoa):

- Chi thu lao cho giang vién moi giang dugc thuc hién tir Ngan sach don vi (NSBV)
xéc dinh theo s tiét giang thuc té.

- Chi hd trg Giang vién moi giang theo hoa don chi thuc té bao gom:

+ Chi tir ngan sach don vi (NSPV): mirc chi luu tra, di lai chi tra téi da trong 14
ngay/dot giang, ting pham.

+ Chi tir Ngan sich di’éu tiét (NSDT): vé may bay kha hdi theo khoang cach ching
bay dén Ha Noi; tiéc don ti€p; don tieén san bay.

2. Hinh thirc 2: Giang day truc tuyén qua nén ting MS Teams

a. Thoi luong giang day:

- Giang day 100% hodc 50% thoi luong hoc phan.

- Thyc hién theo thoi khoa biéu da xép tir dau hoc ky hodc lich thdng nhat gitra giang
vién, Giam doc/Diéu phdi vién chuong trinh dio tao va 16p sinh vién.

b. Yéu cau:

- Hoan thanh thoi lugng giang day theo théa thudn, dugc ghi nhéan trén h¢ théng
qldt.hust.edu.vn.

- Tham gia d4nh gia diém qua trinh va diém cudi ky.

- Néu giang day 50% thoi lwong, phan con lai do giang vién Trudng/Khoa thyc hién
theo hinh thire truc tiép hodc B-learning.

¢. Cac khoan thanh todn:

Chi thu lao cho giang vién moi giang dugc thuc hién tir Ngan sach don vi (NSBV)
xac dinh theo sb tiét giang thuc té (theo Quy ché chi tiéu nodi bo cua Pai hoc va cua
Truong/Khoa).

3. Hinh thire 3: Gidang day két hop truc tuyén va truc tiép

a. Thoi gian giang day va luu tru:

- Giang day 50% thoi luong hoc phén truc tuyén qua nén tang MS Teams theo thoi
khoa biéu da xép tir dau hoc ky hodc lich thong nhat gitta giang vién, Giam dc/Piéu phdi
vién chuong trinh dao tao va 16p sinh vién.
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- Giang day 50% thoi luong hoc phan truc tiép tai PHBK Ha Noi trong khoang thoi
gian tir 5 dén 7 ngay.
b. Yéu cau:

- Giang vién hoan thanh thoi luwong giang day theo thda thuan, dugc ghi nhan trén hé
thdng qldt.hust.edu.vn.

- Tham gia d4nh gia diém qua trinh va diém cudi ky cua hoc phan.

c. Cac khoan thanh todn:

Bao gdm cac Chi phi thanh toan nhu Hinh thire 1 trong Muc II.

4. Hinh thic 4: Giang day va trao d6i chuyén dé tryec tiép tai PHBK Ha Noi
a. Thoi luong giang day:

- Khéong vuot qua 10% thoi lwong hoc phan.

- Phan con lai do giang vién Truong/Khoa dam nhiém.

b. Yéu cau:

Giang vién quéc té hoic Chuyén gia dap tng yéu cau nhu trong Muc I1.2.

c. Cac khoan thanh toan:

- Chi thu lao moi giang vién moi giang dugc thyc hién tir Ngan sach don vi (NSBV)
xac dinh theo s tiét giang thuc té.

- Chi hd tro Giang vién moi giang theo héa don chi thyc té bao gom:

+ Chi tir NSPV: murc chi luu tra, di lai chi tra toi da trong 1 ngay/dot gidng, ting
pham.

+ Chi tir NSPT: Tiéc dén tiép.
III. QUY TRINH MOI GIANG
1. Lap ké hoach moi giang

- Trudng/Khoa xac dinh nhu cau moi giang cho chuong trinh Elitech theo hoc
ky/nam hoc, lap ké hoach chi tiét bao g@)m: danh sach 16p, hoc phén, chuong trinh dao tao,
thong tin giang vién, hinh thirc moi giang va thoi gian du kién (theo mau tai Phu luc 2).

- Truong/Khoa ndp cho Ban Diéu phéi Elitech trudc 1 thang khi hoc ky bat dau theo
thong bao chinh thtrc.

- Ban Diéu phdi Elitech tong hop, thim dinh ké hoach, phan hdi Truong/Khoa va
thong bao cac Ban chirc nang dé phéi hop trién khai.

2. Lién hé va hb trg giang vién

- Truong/Khoa giri thu moi (theo mau tai Phu luc 3) néu rd: thdi gian, ndi dung,
hinh thtc, yéu cau va quyén lgi. Trong trudng hop giang vién can xin visa, Truong/Khoa
1ap to trinh guri Ban Hop tac D6i ngoai dé hd tro thi tuc.
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- Sau khi giang vién x4ac nhan tham gia gidng day, Truong/Khoa sé& soan thao hop
ddng giang day (theo mau tai Phu luc 4) va giri cho giang vién qua email dé ky.

+ Pbi v6i hinh thire giang day truc tiép hodc két hop, giang vién co trach nhiém ndp
ban cimg hop ddng truc tiép cho Truong/Khoa.

+ Péi v6i hinh thic giang day truc tuyén, giang vién gui ban ctng hop dong qua
duong buu dién vé dia chi cua Trudng/Khoa.

- Trudng/Khoa tham dinh bai giang theo dé cwong chi tiét ciia hoc phan trudc khi
dua vao giang day tai Trudng/Khoa theo quy dinh ctia Quy ché t6 chirc va quan Iy dao tao
cua Pai hoc.

- Truong/Khoa phan cong can bg phuy trach hd trg giang vién trong sudt qué trinh 1ap
ké hoach, giang day, di chuyén, luu trG va hoan thién ho so thanh toan.

3. Phéi hop trién khai

- Ban Hop tac D6i ngoai hd trg tim kiém, két ndi giang vién/chuyén gia nudc ngoai;
hd tro thil tuc visa xuat nhap canh.

- Ban Pio tao hd trg mo 16p, sép xép thoi khoa biéu, tao tai khoan giang vién trén
hé théng gldt.hust.edu.vn.

- Ban Tai chinh — Ké hoach hudéng dan, tiép nhan va xir Iy ho so thanh toan theo quy
dinh.

- Ban Diéu phoi Elitech diéu phdi cong tac moi giang, khao sat danh gia va dé xut
cai tién quy trinh va hd so thu tyc.

IV. HO SO THANH TOAN

1. Hinh thire 1: Giang day truc tiép

- Hop dong giang day va Bién ban thanh 1y hop dong (theo miu tai Phu luc 4).

- Ban sao trang thong tin chinh h¢ chiéu (c6 anh ngudi mang ho chiéu) va trang thi
thuc ¢6 dau xuét nhap canh.

- Hoéa don vé may bay (Commercial Invoice), vé 1én may bay (Boarding pass), minh
chirg chuyén tién mua vé tir tai khoan ca nhan ciia giang vién.

- Gidy dé nghi tam tng (theo mau tai Phu luc 5) va Quyét dinh trich ngudn kinh phi
(theo mau tai Phu luc 7).

- Giang vién s& duoc tam Gmg 100% gia tri hgp dong sau khi ky hop dong, ndp vé
mAy bay chiéu dén va hoan thanh giang day. Viéc quyét toan chi hoan tat khi giang vién
ndp du vé may bay chiéu vé va diém hoc phan; néu khong, khoan tam tng s& phai hoan tra
theo quy dinh.

2. Hinh thire 2: Giang day trye tuyén
- Hop ddng giang day va Bién ban thanh 1y hop dong (theo mau tai Phu luc 4).
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- Giang vién dugc thanh toan 100% gia tri hgp dong sau khi hoan thanh ndp diém
danh gia hoc phan.

3. Hinh thirc 3: Giang day két hop truwc tiép va truc tuyén

Bao gdm céac Ho so thanh toan nhu Hinh thire 1 trong Muyc IV.1

4. Hinh thirc 4: Giang day/trao d6i chuyén dé

- Gidy dé nghi thanh toan (theo mau tai Phu luc 6).

- Chi hd trg Giang vién/Chuyén gia moi giang bao gdm:

+ Chi tir NSDV: mirc chi luu tra, di lai chi tra tdi da trong 1 ngay/dot giang, ting
pham.

+ Chi tir NSDT: hd tro chi theo hoa don chi thuc té: Tiéc don tiép.

5. Xir ly thanh toan

- Vi¢c thanh todn dugc thuc hi¢n thong qua hinh thuc chuyén khoan (trong nudc
hodc qudc té) truc tiép dén tai khoan ca nhan cua giang vién.

- Pai hoc Bach khoa Ha Ngi chiu trach nhiém chi tra toan b phi chuyén khoan quéc
té (néu c6), nham dam bao giang vién nhan du s tién nhu da cam két trong hop dong.

- Thué thu nhép c4 nhan dugc khiu trir tai ngudn theo quy dinh cta phap luat Viét
Nam hién hanh trudce khi thuc hién thanh toan.

V. TO CHUC THU'C HIEN

1. Cac don vi va ca nhan lién quan chiu trach nhiém thyc hién cac ndi dung trong
huéng dan nay nham dam bao hiéu qua va ding tién d6 cong tac moi giang va thanh toan
cho giang vién nudc ngoai tham gia chuong trinh Elitech.

2. Trudng hop c6 vudng mic hodc dé xuat, cac don vi va ca nhan can kip thoi thong
bao dén Ban Pao tao (phdi hop véi Ban Diéu phdi Elitech) dé xem xét, hd tro giai quyét
theo thdm quyén.

3. Trong qua trinh thyc hién, néu phat sinh van dé vuot ngoai quy dinh, Ban Pao tao
phéi hop véi cac Ban chtic nang xu 1y va bdo cdo Ban Giam déc DPHBK Ha Noi./. Wto—

Noi nhin:

- Céc don vi trong Pai hoc;
- Luu: VT, BT.

PGS.TS. Nguyén Phong Pién



