TRUONG PAI HOC
CONG NGHE THONG TIN
PHONG QUAN HE POI NGOAI

QUY TRINH THUC HIEN DICH VU DICH THUAT

Trinh ty duoc thuc hién nhu sau:

TT

Noi dung

Ghi chu

Khach hang dén dang ky dich vu dich thuat. Khach hang mang theo:
= Vin ban gbc dé ddi chiéu; )
* (I ban photo cua van ban goc.

Biéu mau so 12

P.QHDN tiép nhan, dbi chiéu va kiém tra voi vin ban gbc.

Truong hop khach hang chi cung cip ban in tir email, hodc

van ban khong c6 chir ky tuoi, thi trong ndi dung ctia ban dich s& ghi rd
hién trang cta van ban.

Khéch hang thanh toan chi phi dich vu.

P.QHDN dich thuat tai liu.

Thoi gian dich
thuat, xem tai phu
luc

Phong T6 chirc Hanh chinh dong ddu méc ctia Truong.

Thoi gian 1-3
ngay

Khach hang cam theo bién lai dé nhén lai van ban dich.

P.QHDN déng dau xac nhan trén bién lai ctia khach hang hoic

khach hang ky xac nhan di nhan dy du van ban dich. Trong truong hop
khach hang bj mét bién lai, P.QHDN c6 quyén tir chdi hoan tra

van ban néu Phong khong tim thiy ho so luu.

Trong trudng hop P.QHPN tim duoc hd so luu, khach hang phai dién vao
mau “Pon x4c nhan thit lac bién lai thu tién” va dem theo ban chinh cia
gidy to tiy than.

Xem mau “Pon
xac nhan that lac
bién lai thu tién”

Trén cac van ban dich, P.QHDN s¢& ghi rd: Dich dung ndi dung cta van bén,
va khong c6 y nghia v€ mat cong ching.

P.QHDN Luu trir van ban dich
Thoi han luu trit: luu trir ban gidy trong thoi han 01 nam. Sau 01 nam,
P.QHDN sé& scan va luu trir dudi dang file.

Ghi chu:
Cac loai van ban géc khong dugc dich:
1. Vianban géc da bi téy x0a, sua chita; thém, bdt ndi dung khong hop 1€.
2. Van ban g(}c bi hu hc}ng, cli nat khong xac dinh’du’qc noi dung.
3. Van ban goc dong dau mat, hoac khong dong dau mat nhung ndi dung
khong dugc dich, hoac sao chup.

ghi r6:




Phu luc: Quy dinh vé thoi gian dich thuat

S6 lwong trang A4

Thoi gian
(Pon vi tinh: ngay lam viéc)

Du¢i 03 trang.

03 dén 04 ngay

Tir 04 dén 07 trang.

07 ngay.

Trén 07 trang.

Thoi gian dich thuat dugc thdéa thuan béng van ban voi khach
hang tai thoi diém P.QHDN tiép nhan yéu cau.

TRUONG PHONG
(Di ky)

Nguyén Tuin Nam
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Biéu mau so 12:

 TRUONG PAI HOC CONG HOA XA HOI CHU NGHIA VIET NAM
CONG NGHE THONG TIN DPoc lap — Tw do — Hanh phic
PHONG QUAN HE DOI NGOAI

TP. Ho Chi Minh, ngay  thing ndm 2015

PHIEU PANG KY DICH VU DICH THUAT

HO VATEN: e Khoa: .....oooovveiiiiiiiiiieeeeeieeeeeeeeee

DA ChIi oo eee e e e ——————————— s e ——————aaaaas
SO GBI TNORT: ..ot e e e e eee —eeeesee e e e e s e e s s s e eeeereen

Loai van ban yéu cAu dich thuat:

1. Thu moi tham du hoi nghi, hoi thao O 2. Thu moi di hoc, thuc tap sinh O
3. Thu xac nhan O 4. Ly lich khoa hoc O
5. Van béng O 6. Giéy xac nhan sinh vién/hoc vién O
7. Bang diém O 8. Khac O
Ngbn ngit yéu cau dich thuat:

Tiéng Anh sang Tiéng Viét O Tiéng Viét sang Tiéng Anh O

Thong tin tén tiéng Viét/tiéng Anh cta dé tai khoa luén, luan van, cong trinh nghién cuu,
bai bao khoa hoc (néu co) (*):

Sd lugng ban dich:..........cc.c.... Ngay hen dén nhan ban dich ) e,
Phi diCh VU oo et e e e e e e e earae e e
Xdc nhdn cua Lanh dao Phong Tp.HCM, ngay thang  nam

(Ky va ghi ro ho tén)

Lwuy:

P.QHNDN khong nhan dich thuat trong truong hop khach hang can gip.

Néu khach hang da c6 ban dich, ban dich cua khach hang dugc xem 1a 1 phén co s dé Phong tham khdo.

i véi cac loai van ban c6 thong tin tén d8 tai khoa luan, luan van, cong trinh nghién ctru, bai bao

khoa hoc: khach hang cung cap tén da dwoc dich dé dam bao tinh chinh x4c ciia ngén ngit chuyén nganh. P.QHDN
khong chiu trach nhiém vé vi€c dich cac muyc nay;

D6i voi vin ban 1a bang diém, hodc van bang, P.QHDN sé& dbi chiéu ban gdc va ban sao co cong ching ciia bang
diém hodc vin bang d6. Phong sé giit lai ban sao c6 cong chimg trong hd so luu.

(*): Phan ghi cua khach hang.

(**): Phan ghi thudc vé P.QHDN.



CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

PON XAC NHAN THAT LAC BIEN LAI THU TIEN

Kinh giri: Truong phong Quan hé Ddi ngoai

TOT ERIN ettt et e et e bt e e et et e e s it e e bt e e hb e e bt e eat e e bt e e st e e beesateebeeeas
SO CMIND: ..ottt
DION VI CONEZ TAC: ...ttt ettt ettt et e st e e bt e s b e e seeenbeenbeeesseenseesaseenseesnseenseeas
Dia Chi thONE tIT: .oeieiiiieeee e et e e tae e e te e e s teeessseeesssaeessseeenseeas

JA 2 | to1 co dang ky dich vu dich thuat tai Phong Quan hé béi ngoai, nhung da
lam mét bién lai. Nay t6i xac nhan rang t6i dd nhan ddy du cic van ban cia t6i. Toi cam két
khong khiéu kién, khiéu nai. Dong thoi, Phong Quan hé Ddi ngoai s& khong chiu bat ky

trach nhi€ém nao néu co6 van dé tranh chap xay ra.

Tran trong.

TP. H5 Chi Minh, ngay thang  nam 2015
Kinh don



