SO GIAO DUC VA PAO TAO BINH BINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT XUAN DIEU })(.)c ]ap Tl.l’ do — Hanh phuc

S6: 12/Qb- THPTXD Tuy Phuée, ngay 11thang 01 nam 2024

QUYET PINH
Ve viéc ban hanh Quy cheé cong tac van thu, luu trir nam 2024

HIEU TRUONG TRUONG THPT XUAN DIEU
Can cuw Luat Luu trit ngay 11 thang 11 nam 2011;
Can cir Nghi dinh s6 30/2020/ND-CP ngay 05 thdng 3 nam 2020 ciia Chinh
phu vé cong tac van thu;
Can cir Nghi dinh so”: 26/2020/ND-CP ngay 28 thang 02 nam 2020 cua Chinh
phu quy dinh chi tiét mot so diéu cua Ludt Bao vé bi mdt nha nuoc,

Can cir Quyét dinh s 28/2018/QD-TTg ngay 12 thang 7 nam 2018 ciia Thii
tuong Chinh phu vé viéc gui, nhan van ban dién tu gitra cac co quan trong hé thong
hanh chinh nha nuoc,

Can cw Thong tw 32/2020/TT-BGDBT ngay 151912020 cua Bé truong Bo
Gido dyc va Dao tgo ban hanh Piéu 1¢ truong THCS, truong THPT va trwong pho
théng c6 nhiéu cdp hoc ban hanh kém theo;

Theo dé nghi ciia Té trudng t6 vin phong.

QUYET PINH:

Picu 1. Ban hanh Quy ché vé cong tac van thu va luu trit cia Trudng
THPT Xuan Diéu (cO van ban kem theo).

Piéu 2. Tat ca cac to chure, doan thé, CB-GV-NV, hoc sinh, phu huynh
hoc sinh va cong dan dén lam viéc tai truong thuc hié€n theo Quy ché nay.

Vin phong nha trudng co trach nhiém thudng xuyén nghién ctu dé
tham muu voi Hi€u trudng trong viéc cap nhat, diéu chinh Quy ché vé cong
tdc Van thu va luu trir cua truong cho phu hop.

Piéu 3. Vin phong nha trudng va cic ca nhan cb lién quan & Diéu 2
chiu trach nhi€m thi hanh Quyét dinh nay.

Quyét dinh c6 hiéu lyc ké tir ngay ky./.

Noi nhin: HIEU TRUONG
- S6 GD&DT;

- Nhu Piéu 2;
- Luu :VP.

Lé Thi Anh Hong



QUY CHE
Cong tac van thw, Iuu trir ndm 2024 cua trweong THPT Xuin Di¢u
(Ban hanh kém theo Quyét dinh sé: 12/0P-THPTXD ngay 11/01/2024
cua truong THPT Xuan Digu)

Chuong |
QUY PINH CHUNG
Piéu 1. Pham vi va doi twong ap dung
1. Pham vi diéu chinh;

Quy ché nay duogc 4p dung cho cong tac quan 1y va hoat dong van thu,
Iwu trit tai Truong THPT Xuan Diéu.

2. Boi tugng ap dung:

Can bg, cong chirc, vién chirc va nhitng nguoi dugc giao nhiém vu thuc
hién (goi chung la cén bg, cong chirc, vién chuc).

Pi¢u 2. Trach nhiém quan Iy va thwe hién cong tic vin thw, lru triv

1. Trach nhi€ém cua Hi¢u trudéng trong viéc quan ly cong tac van thu,
luu triv

2. Toan thé can bg, gido vién va nhan vién trong trudng co6 trach nhi€ém
tuan thua ding theo cac Quy dinh tai Quy ché nay.

Dieu 3:To6 chirc, nhiém vu van thw, luu triv

1. Van thu ¢6 nhi€ém vu cu thé sau:

a) Doi voi van ban dén (bao gom van ban giay va van ban dién tir)

- Tiép nhan, dang ky van ban dén ké ca van ban gidy va van ban dién tir

- Trinh, chuyén giao van ban dén cho cac don vi, cd nhan sau khi c6 y
kién ctia Hi€u truong.

- Gitp nguoi dugce giao trach nhiém theo doi, don doc viée gidi quyét
van ban dén.

b) D61 véi van ban di

- Tiép nhan cic du thao van ban trinh ngudi c6 tham quyén xem xét,
duyét, ky ban hanh.

- Kiém tra thé thtrc, hinh thirc va k¥ thuat trinh bay; ghi s6 va ngay,
thang; dong dau mac do khan, mat.

- Pang kY, 1am tha tyc phat hanh, chuyén phat va theo di viéc chuyén
phat van ban di.

¢) Sap xép, bao quan va phuc vu viéc tra ctru, sir dung ban luu.

d) Bao quan, sir dung con diu ctia co quan va céac loai con dau khac.

2. Luu trir trong nha trudng ¢6 nhitng nhi€ém vu cu thé sau:



a) Huéng dan can by, cong chiic, vién chuc trong co quan 1ap ho so va
chuan bi ho so, tai liéu giao ndp vao luu trit hi€n hanh.

b) Thu thap hd so, tai liéu dén han ndp luu vao luu trir hién hanh.

¢) Phan loai, chinh 1y, x4c dinh gia tri, thong ké, sap xép hd so, tai liéu.
d) Bao dam bi mat, an toan hd so, tai liéu.

d) Phuc vu viéc khai thac, st dung hd so, tai liéu luu trir.

e) Lua chon hd so, tai liéu thudc dién ndp luu dé giao ndp vao luu trir
lich str theo quy dinh va thuc hién cac thu tuc ti€u huy tai liéu hét gia tri.

3. Trach nhiém cua mdi c4 nhan trong nha truong

Trong qua trinh giai quyét cong viéc lién quan dén cong tac van thu, luu
trlt, mo1 can bo, cong chirc, vién chirc phai thyc hi¢n nghiém tiac cac quy dinh
cua nha truong vé van thu, luu trir.

Dicu 4. Bao vé bi mat nha nwéc trong cong tac van thw, luu triv

Moi hoat dong trong c6ng tac van thu, luu trit cua nha truong phai thuc
hién theo cac quy dinh cua phap luat hién hanh vé bao vé bi mat nha nudc.

Chuong |1
CONG TAC VAN THU
Picu 5. Hinh thirc, thé thirc va ki thuit trinh bay vin ban

Cac loai van ban hanh chinh ctia co quan ban hanh van ban dugc ra soat
vé hinh thure, thé thic va ky thuat trinh bay van ban theo dung quy dinh tai
Nghi dinh sé 30/2022/ND-CP ctia Chinh pht huéng din vé thé thic va ky
thuat trinh bay van ban hanh chinh.

Diéu 6: Soan thio van ban

Céan bd, vién chirc, nguoi dugc giao giai quyet cong viée thi truc tiép
soan thao vin ban hanh chinh chiu trach nhiém vé nodi dung thé thirc vin ban

Thé thp?C va k¥ thuat trinh bay van ban duoc thuc hién theo quy dinh ta}
Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phii huéng dan thé
thirc va ky thuat trinh bay van ban hanh chinh.

Pi¢u 7. Panh may, nhin bin

1. Viéc danh may van ban hanh chinh do can b9, vién chirc, ngudi duoc
giao giai quyet cong viéc thuc hi¢n.

2. Nhén vién vin thu nhan ban dung sé luong quy dinh phat hanh.

Pi¢u 8. Ky vin ban

1. Thdm quyén ky vin ban thuc hién theo quy dinh ctia phap luat, Quy
ché lam viéc ctia nha truong.

2. Quyén han, chirc vy, ho va tén, chir ky cua nguoi cd tham quyén



Hi¢u truong nha truong ky cac van ban do nha truong ban hanh. Cac
truong hop Pho Hi€u truong ky thay (phai ghi KT.), ky thua 1énh (phai ghi
TL.), ky thtra ity quyén (phai ghi TUQ.), ky thay mat (phai ghi TM.).

3. Khong dung bt chi, bat muc do dé ky van ban.
Pi¢u 9. Tiép nhin, ding ky vin ban dén

1. Khi tiép nhdn vin ban den tir moi ngudn, trong glo hodc ngoai gio
lam viéc. Van thu phai kiém tra sé lugng, tinh trang bi, ddu niém phong (néu
o), kiém tra, ddi chiéu véi noi guri trude khi nhan va ky nhén.

2. D6i v6i ban fax, phai chup lai truéc khi dong dau Pén; dbi v6i vin
ban duoc chuyén phat qua mang, trong truong hop can thiét, co thé in ra va
lam thu tuc dong dau Pén. Sau d6, khi nhan duoc ban chinh, phai dong dau
Pén vao ban chinh va lam thu tuc dang Ky (s6 dén, ngay dén 1a sé va ngay da
dang ky & ban fax, ban chuyén phat qua mang).

3. Vian ban khan dén ngoai gid lam viéc, ngay 18, ngay nghi, thi can bd,
cong chirc, vién chuie ti€ép nhan cd trach nhiém ky nhdn va bio cdo ngay vaéi
Lanh dao nha truong, Van phong de xu ly.

4. Vin ban dén phai duoc ding ky vao so6 ding ky vin ban hoic co 8o
dir liéu quan ly van ban dén trén may tinh.

5. Vin ban mat dén duoc ding ky riéng hoic néu st dung phdn mém
trén may vi tinh thi khong dugc ndi mang lan (mang ndi by) hoac mang
Internet.

Pieu 10. Trinh, chuyén giao van ban den

1. Vian ban dén sau khi dugc dang ky, phai trinh cho Hiéu trudng dé xin
y ki€n phan phoi van ban. Van ban dén c6 dau chi cac mirc do khan phai duoc
trinh va chuyén giao ngay sau khi nhan dugc.

2. Can clr vao ¥ kién chi dao giai quyét, cong chirc, vién chirc vin thu
dang ky tiép va chuyén van ban theo y kién chi dao.

3. Viéc chuyén giao vin ban phai dam bao chinh xac, diing dbi tuong va
gilr gin bi mat ndi dung van ban. Nguoi nhadn van ban phai ky nhan vao so
chuyén giao van ban.

Pi¢u 11. Giai quyét va theo dai, don doc viéc giai quyét viin ban dén

1. Sau khi nhan duogc van ban dén, don vi, cd nhan c6 trach nhiém chi
dao, giai quyét kip thoi theo thoi han yéu cau cua Hiéu trudng; theo thoi han
yéu cau cua van ban hodc theo quy dinh cua phap luat.

2. Trudng hop vin ban dén khong ¢ yéu cau vé thoi han tra 101 thi thoi
han gidi quyéet dugc thuc theo Quy ché lam viéc cta co quan, t6 chuc.

3. Van thu ¢6 trach nhiém tong hop s6 liéu vin ban dén vin ban dén da
duoc giai quyet d3 dén han nhung chua dugc gidi quyét dé bao cao Hiéu
truong. Dbi v6i van ban dén co diu “Tai liéu thu hdi”, Vin thu cé trach nhiém
theo ddi, thu hdi hodc giri tra lai noi gui theo dlng thoi han quy dinh.



4. Van thu c6 trach nhiém d6n ddc, bao cao Hiéu truong vé tinh hinh
gidi quyet, tien do va két qua giai quyet van ban dén de thong bao cho cac don
vi li€n quan.

Pi¢u 12. Trinh ty quan 1y vin ban di

T4t ca van ban di phai dugc quan 1y tap trung, thong nhat tai vin thu va
theo trinh tu sau:

1. Kiém tra thé thtc va k§y thudt trinh bay van ban, ghi sb va ngay, thang
ban hanh van ban

2.bong dAu muac do khan, mat (néu co).

3. bang ky van ban di

4. Lam tht tuc, chuyén phat va theo ddi viéc chuyén phat vin ban di.
5. Luu vén ban di.

Picu 13. Chuyén phat vin ban di

Vin ban di duogc ding ky vao so dang ky vin ban di hodc co sd dir liéu
quan ly van ban di trén may tinh.

1. Lap s6 dang ky vin ban di

Can ctr tong s6 va so lugng mdi loai van ban di hang nim, nha truong
quy dinh cu thé viéc 1ap s6 dang ky van ban di cho phu hop.

Vian ban mat di dugc dang ky riéng.
2. bang ky van ban di

Viéc dang ky van ban di dugc thuc hién theo phuong phap cd truyén
(dang ky bang so) hoac dang ky trén may tinh.

Diéu 14. Luu viin ban di

1. Mdi vin ban di phai dugc luu hai ban: ban gdc luu tai Van thu nha
truong va 01 ban chinh luu trong ho so cong viéce.

2. Ban gdc luu tai Van thu nha trudng phai duge dong dau va sap xép
theo thur tu dang ky.

3. Viéc luu giit, bao quan va sir dung ban luu vin ban di c6 dong dau
chi cac mirc @6 mat dugc thuc hién theo quy dinh hién hanh vé bao vé bi mat
nha nudc.

4. Vian thu c6 trach nhiém 1ap s6 theo dbi va phuc vu kip thoi yéu cau
st dung ban luu tai Van thu theo quy dinh ctua phép luat va quy dinh cu thé
cua co quan, td chure.

Piéu 15. Quan 1y va sir dung con diu.

1. Can b0 van thu dugc giao nhiém vu gitr, st dung con dAu tai truong.

2. Can bd van thu khong dugc mang dau ra ngoai truong khi khong cé
su chi dao, dong y cua Hi¢u trudng

3. Can bo, cong chuc, vién chic Vin thu phai tu tay dong dau vao cac
van ban cua co quan, to chiec.



4. Chi dong dau vao cac van ban khi cac van ban dung hinh thic, thé
thirc va c6 chit ky ciia ngudi ¢6 tham quyén.
5. Khong dugce dong dau trong cac trudng hop sau: Dong dau Vao gidy

khong c6 noi dung, dong diu trude khi ky, dong dau sin trén glay trang hodc
dong dau 1én cac van ban cé chit ky ctia ngudi khong c6 thim quyén.

6. Dong diu giap lai: Truong hop dong déu 18n cac ban hop dong, bién
ban, du toan c6 nhiéu trang, ddu dugc dong vao khodng gitra mép phai cua
van ban hodc phu lyc vin ban, trum 1én mot phan cac gidy to, mdi dau dong
giap lai khong qué 05 (ndm) to giay.

Chuong 111
CONG TAC LUU TRU

Picu 16. Noi dung viéc 1ap ho so va yéu cau doi voi ho so dwoe lap.

1. Nguyén tic

TAc ca cong chtrc, vién chirc, nhan vién khi lam viéc c6 li€n quan dén
cong van, giay to déu phai c¢6 trach nhi€m 1ap ho so cong viéc ciia minh lam,
dén thoi han quy dinh ndp vao luu trit hi€n hanh.

2. No6i dung viéc lap ho so hién hanh

a. Mé hd so: hang nam, can cr vao danh muc ho so cta don vi va thuc
té cong viéc dugc giao, moi can bg, cong chirc, nhan vién chuan bi cac bia ho
50, ghi ti€u dé hd so 1én bia dé quan ly van ban lién quan dén cong viée gidi

quyet ngoai bia ghi rd tiéu dé hd so. Trong qué trinh giai quyét cong viéc s&
1an luot dua cac van ban hinh thanh c6 lién quan vao bia hd so do.

b. Thu thap van ban dua vao hd so

Can bd, cong chirc, vién chirc ¢ trach nhiém lap ho so can thu thap day
du cac van ban giay to va cac tu li¢u c¢6 lién quan dén sy viéc d€ ghi muc luc
van ban cua ho so.

Céac vin ban trong hd so phai duoc sip xép theo mot trinh ty thdi gian
hop 1y.

Két thiic va bién muc hd so: khi cong viéc giai quyét xong thi hé so
cling két thiic. Can bo, vién chirc ¢ trach nhi¢m lap ho so phai kiém tra xem

Xét, bo sung nhirng vin ban gidy td con thiéu va loai ra nhitng vin ban tring,
thtra, ban nhap, cac tu li€u, sach bao khong can dé trong ho so.
3. Yéu cau dbi vi mdi ho so duoc 1ap

Vin ban, tai liéu thu thip vao hd so co sy lién quan chit ché véi
nhau va phan anh dung trinh tu dién bi€n cta su viéc hay trinh tu gidi quyét
cong viéc.

Vin ban trong hd so ¢é gia tri bao quan twong ddi dong déu.

Can b, vién chirc phai thuc hién nghiém tac cac quy dinh vé cong
tac quan 1y tai liéu tai don vi; tai liéu luu trit phai duoc sap xép gon gang,

khoa hoc, tién cho viéc nghién ctru khai thac sir dung theo quy dinh va c6 hiéu
qua.



Pi¢u 17. Giao ndp hd so, tai liéu vao kho lwu trir.

1. Trach nhi€ém ctia cdn b va vién chirc.

a) Cac can bg, vién churc phai giao ndp nhitng hd so, tai liéu ¢o gia tri
luu trlt vao luu trit hién hanh theo thoi han duge quy dinh tai khoan 2 diéu nay

b) Truong hop can b, vién chirc con gitt lai nhitng hd so, tai lidu da
dén han ndp luu thi phai 1ap danh muc gtri cho luu trit nhung thot han giir lai
khong dugc qua 06 thang.

¢) Can b9, vién chuirc khi chuyén cong tac, thoi viéc, nghi hudng ché do
BHXH thi phai ban giao lai toan bd ho so, tai liéu hodc nguoi ké nhiém khong
duoc gilt ho so, tai li¢u lam cua ri€ng hodc mang sang co quan khac

2. Thot han giao ndp tai liéu vao luu trir hién hanh dugc quy dinh nhu
Sau

a) Tai liéu hanh chinh, tai liéu chuyén mon nghiép vu: sau 03 thang ké
tor nam cong viéc két thic

b) Tai liéu nghién ctru khoa hoc, irng dung khoa hoc va cong nghé: sau
mot ndm ké tr nam cong trinh dugc nghi€ém thu chinh thuec.

Picu 18:Trach nhiém déi véi viéc 1ap hd so va giao ndp hd so, tai
li€u vao lwu trir cua truong.

1.Trach nhi€m ctia can bd, vién chic: Lap hd so cong viéc duoc phan
cong theo doi, gidi quyét.

2.Trach nhiém cta can b, luu trit: C6 trach nhiém hudng dan cho can
b0, vién chuc 1ap hd so cong viéc va dua vao luu trir trong truong theo dung
quy dinh.

Chuong IV
TO CHUC THUC HIEN

Piéu 19. T6 chirc thue hién

1. Can b9, gido vién, nhan vién c6 trach nhi€ém thuc hién dung theo quy
ché da ban hanh.

2. Trong qua trinh thuc hién, néu phat sinh vudng méc, can diéu chinh,
bo sung, nhan vién Van thu s€ trinh Hi¢u truéng xem xét, quyét dinh./.

SO GD&PT BINH DINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT XUAN DIEU Doc l1ap - Tu do - Hanh phic

Tuy Phudc, ngay 15 thang 10 nam 2024

QUY TRINH GIAI QUYET THU TUC HANH CHINH

l. QUY TRINH CHUNG
Budc 1. Hoc sinh chuan bi day du hé so theo quy dinh.



Budc 2. Nop hd so tai vin phong trudng, can b tiép nhan ho so kiém tra
thanh phan, tinh phap 1y va noi dung ho so

- Truong hop hd so day du, hop 18 can bo tiép nhan hod so viét gidy hen
cho ngudi ndp hd so theo quy dinh.

- Truong hop hd so thiéu hoic khong hop 1& can bd tiép nhan hd so
huéng dan ngudi ndp hod so bd sung cho day du.

Budc 3. Pung thoi gian hen, hoc sinh hoic PHHS dén vin phong trudng
dé nhan két qua

- Khi dén nhan két qua giai quyét nguoi nhan phai tra lai gidy hen va ky
vao so tra két qua.

- Ngudi nhan kiém tra lai két qua giai quyét tha tuc hanh chinh, néu phat
hién c6 sai sot hodc khong dung thi yéu cau diéu chinh lai cho dung.

II. THU TUC RUT HO SO, HOC BA

1. Trinh tu:

Budce 1: Hoc sinh hoac PHHS dén vin phong trudng, xin mau don rat ho
so ghi hoan chinh, ndp cho can bo tiép nhan tai vin phong truong. (Gip co
Huodng). (Mau 1a, 1b)

Budc 2: Can bd tiép nhan kiém tra noi dung don, ra phiéu hen tra ho so,
hoc ba.

Budc 3: Bung hen hoc sinh 1ién hé can bd phu trach dé nhan hé so, hoc

ba. (C6 thé lién hé qua dién thoai trudc xem di co két qua chua).

2. Thoi gian thuc hién: Néu hd so hop 1¢, diy du sé tra hd so ngay trong
budi 1am viéc ké tir khi tiép nhan yéu cau.

ITII. THU TUC TIEP NHAN HQC SINH CHUYEN DEN

1. Trinh tu:

Budc 1: Hoc sinh hodc PHHS dén vin phong trudong ndp hd so chuyén
dén cho can bo tiép nhan tai vin phong trudng.

Hb so xin chuyén truong gdm co:

- Pon xin chuyén trudng do cha me hodc ngudi giam ho ky (theo mau 2).
Trong d6 ¢ ¥ kién chap thuan cua Hiéu truong trudng THPT xin chuyén dén
(THPT Xuéan Diéu).

- Hoc ba (ban chinh).

- Ban sao gidy khai sinh.

- Bang t6t nghiép THCS (ban chinh hodc gidy chimg nhan tét nghiép tam
thoi).

- Gidy chiig nhén trang tuyén vao 16p 10.

- Gidy gi6i thiéu chuyén truong do hiéu truong nha trudng noi di cép,
gidi thiéu vé SO Gido duc va Pao tao noi di. (Néu chuyén ngoai tinh).

- Gidy gi6i thiéu chuyén truong do Hiéu trudng nha truong noi di cap.


http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau1
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau2

- Cac gidy to hop 1& dé huong ché do wu tién, khuyén khich trong hoc
tap, thi tuyén sinh, thi tot nghiép (néu co).

- Ho khéu hoac giéy chiing nhan tam tr dai han hodc Quyét dinh diéu
dong cong tac cua cha hodc me, hoic ngudi giam ho tai noi s& chuyén
dén. (461 voi nhitng hoc sinh chuyén noi cu tra tir tinh, thanh phd khac
dén). (Néu cb).

Budc 2: Can bo tiép nhan kiém tra hd so

+ Néu hop 18: Cap nhat vao sd chuyén dén va bao cho Pho Hiéu trudng
phu trach chuyén mén biét dé sip xép 16p hoc cho hoc sinh, cap gidy gioi
thiéu cho hoc sinh dén trinh dién GVCN vao hoc.

+ Néu ho so chua hop 18: Huéng ddn PHHS tiép tuc hoan thanh ho so.

2. Tho1i gian thyc hién:

Néu hé so hop 18, ddy du s& thyc hién ngay trong budi 1am viéc ké tir khi
tiép nhan yéu cau.

IV. THU TUC CHUYEN TRUONG PI

1. Trinh tu:

Budc 1: Hoc sinh hoic PHHS dén vin phong truong xin mau don chuyén
di. (Mau 2)

Bude 2: Hoc sinh hoic PHHS dén truong can chuyén dén trinh don xin
chuyén truong, néu dong ¥ tiép nhan, Hiéu trudong ky vao don xin chuyén
truong, hoc sinh hoac PHHS mang don d6 tr¢ lai van phong truong THPT
Xuan Diéu.

Bude 3: Vin phong trudng cho hoc sinh hodc PHHS rat hd so, va cap
nhat vao sé chuyén di, photo gitr lai gidy chuyén trudng, cap gidy gidi thiéu
dén SO GD&DT va trudng chuyén dén.

Budc 4: Hoc sinh hodc PHHS mang ho so hoc ba dén S¢ Gido duc xin
gidy chung nhan tring tuyén 16p 10, gidy gidi thiéu dén S& GD&PT cua
truong chuyén dén (néu chuyén ngoai tinh).

Budc 5: Hoc sinh hoac PHHS ndp toan bd hd so cho truong chuyén dén
dé dugc nhap hoc.

2. Thoi gian thuc hién

+ Néu don chuyén dén da duoc ky tiép nhan, giai quyét ngay trong budi
lam viéc.

+ Néu don chua dugc ky tiép nhan, huéng dan PHHS hoan thién hd so.

V. THU TUC XAC NHAN KET QUA HQC TAP

1. Trinh tu:

Budc 1: Hoc sinh hoic PHHS dén vian phong truong ndp don xin xéac
nhan két qua hoc tap cho can bo tiép nhan tai van phong truong. (mau 3).


http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau3

Budc 2: Can bo tiép nhan kiém tra ndi dung don, ra phiéu hen tra két
qua.

Budc 3: Pung hen hoc sinh hoic PHHS lién hé vin phong truong dé
nhan két qua (co thé 1ién hé qua dién thoai trudc xem di c6 két qua chua).

2. Thoi gian thuc hién:

Néu ho so hop 1¢, day du sé& tra hd so ngay trong budi lam viéc ké tir khi
tiép nhan yéu cau.

VI. THU TUC XAC NHAN PANG HOC TAI TRUONG

1. Trinh tu:

Budc 1: Hoc sinh ¢6 nhu ciu xac nhan dang hoc tai truong, lam don xin
x4c nhan (theo mau 4a), ndp cho can bo phuy trach vin phong truong.

Budc 2: Can b phu trach kiém tra ndi dung don, ra phiéu hen tra két
qua.

Budc 3: Pung hen hoc sinh lién hé vin phong truong dé nhan két qua.

2. Thot gian thyc hién:

Néu ho so hop 1¢, day du sé tra hd so (miu 4b) ngay trong budi lam viéc
ké tir khi tiép nhan yéu cau.

VII. THU TUC RUT BANG TOT NGHIEP THPT

Budc 1: Hoc sinh hodc PHHS 1ién hé Van thu truong, néu 1a hoc sinh
xuét trinh cin cudc cong dan, néu 1a PHHS dén nhan thay phai co gidy ay
quyén.

Budc 2: Vin thu kiém tra danh sach, d6i chiéu voi s6 cAp phat bang gidy,
néu hop 18 cho hoc sinh hodc PHHS ky nhan vao s6 cip phat bang va sb ding
bo.

VIII. THU TUC XAC NHAN HOAN THANH CHUONG TRINH
THPT

1. Trinh tu:

Budc 1: Hoc sinh hodc PHHS ¢6 nhu cAu xdc nhin hoan thanh chuong
trinh THPT 16p 12, lam don theo (miu 5) va (miu 5a), ndp cho can bo phu
trach van phong truong.

Budc 2: Can b phu trach kiém tra ndi dung don, ra phiéu hen tra két
qua.

Budc 3: Pung hen hoc sinh hodc PHHS lién hé van phong dé nhan két
qua.

2. Thoi gian thuc hién: Néu hd so hop 18, day du sé tra hd so ngay trong
budi lam viéc ké tir khi tiép nhan yéu cau.

IX. THU TUC XAC NHAN HOAN THANH CHUONG TRINH
THPT
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http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau4
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau4
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau5
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau5a

Budc 1: Hoc sinh hoic PHHS c¢6 nhu cau cap lai bang tot nghiép THPT,
lam don theo (mau 6), ndp cho can bd phu trach vin phong truong.

Budc 2: Céan bd phu trach kiém tra ndi dung don, tra két qua.

Budc 3: Hoc sinh hodc PHHS lién hé S& GD&DPT dé duoc cép lai.

X. THU TUC GIAI QUYET PON XIN PHEP CUA GIAO VIEN

1. Trinh tu:

Budc 1: Gido vién c6 nhu cau nghi phép lién hé vin phong truong lam
don xin phép (theo mdu 7), trinh cho t6 truéng chuyén mon ky duyét.

Budc 2: Gido vién mang don dén trinh truc tiép cho Hiéu trudng xem xét
ky duyét.

Budc 3: Gido vién ndp don cho vin phong truong dé cap nhat theo déi.

2. Thoi gian thuc hién: Trude khi nghi phép 01 ngay.

Hoc sinh hodc cha me co thé lién hé trude qua sb dién thoai sau:
0365830598 (gap c6 huong phu trach cong tac van phong).

Tai cdc mau vin ban: Maul,2,3,4,5,6,7.doc

N T (& bio HIEU TRUONG
- S6 GD&DT (dé bao cdo); .

- Phé Hi¢u truéng;

- Cong doan; Poan TN;Céac T6 CM, VP;

-GV, NV;

-CMHS, HS , .

- Luu VP. Lé Thi Anh Hong

11


http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau5
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau7
http://thpttramchimdt.edu.vn/upload/31558/fck/files/Mau%201-7.doc

MAiu 1a
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic

PON XIN RUT HO SO

Kinh goi: Hi¢u truong truong THPT Xuan Digu,

0T EN: et e

Ngay, thang, nam sinh: ...... R [eviiiin.

Noisinh: ..o

Cutritai: Xa ........oovvnvnnn.ns huyén .......... tinh................

La............ CUA CIM ettt sinhndm ..../..../.......

Hoc sinh 16p ........ Nam hoc 202...- 202..... cua truong THPT Xuan Di¢u, huyén

Tuy Phudc, tinh Binh Dinh.

Nay t6i lam don nay kinh dén Hiéu trudng nha truong cho t6i rat hd so cta em

L A/
2 S5
B O i

R4t mong dugc su phép thudn cia Hiu trudng nha truong, t6i1 chan thanh cam on!

Tuy Phudc, ngay .....thang .... nam 20.....
Nguoi giao ho so Nguoi viet don
(Ky, ghi ro ho tén) (Ky, ghi ré ho tén)
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MAiu 1b
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic

PON XIN MUQN HO SO HQC BA

Kinh giri: i) tryémg truomg THPT Xuén Diéu.
TOIteN 1a: ... Hién ngu tai:........
La phy huynh cia em ........ccccoeeviviiiinniiieieenee, Sinh ngay  thang  ndm.....
Pang hoc 16p.......... nam hoc 20......- 20.......thudc truong THPT Xuan Digu.

Nay t6i lam don nay dé nghi Hiéu trudng nha trudng cho t6i duge muon hd so

Yo (o TPV UR VPSR PPPRPPRRPN

Rit mong dugc su chip thuin ciia Quy thay (cd), toi chan thanh cam on./.

Ngay ..... thang..... nam 20...
Nguwoi lam don
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 14p — Tw do — Hanh phac

PON XIN CHUYEN TRUONG
(Mdu danh cho hoc sinh cdap THPT)
Kinh gtri:
-Lanh dao SO GD&DT:......ooooiii
-Lanh dao SO GD&DT:......oooiiii
- Hi€u trudng trudng: ........oovviiiiiiiiiiiieeenenns
- Hi€u trudng trudng: ........ooovviiiiiiiiiiiieeeenns
Toiténla: ..., Hiénngu tai:.........ocoeevvieennnn.
La phy huynh ciaem ........cccooviiviiiiiieee Sinh ngay ....... thang ......
nam ......
D3 tring tuyén vao 16p 10 ndm hoc 2.....- 20..... nay 1a hoc sinh 10p ........ nam
hoc 20....... - 20....... thude trudng .......ooovvevveieiiiieeieeeieeee
Két qua cudi nim hoc 20...-20.....:
Hocluc t...cooovvinnnnen. Hanh Kiém &.veveeeeeeeeesen,
T6i lam don nay giri dén Hibu trudng tridng........o..oveeeeeeeereeeeeeeeeeeeeeeeeeea. ,
Lanh dao SO GD va DT ..o, cho t6i dugc chuyén trudng vé
hoc 16p ............ nam hoc 20......- 20........ tai truong ......cccveenee thudc huyén.................
Y [ TSRS PT
Puoc su chip thuan cia Quy thay (co), chung t6i chan thanh cam on./.
Hb so dinh kém Ngay ..... thang..... nam 20...
- Hoc ba Nguwdi lam don
- Khai sinh
- Bing TNTHCS
- Giay CNTT vao 16p 10
Y kién tiép nhén ciia Hiéu truéng Y kién ctia Hiéu truéng truong
truwong chuyén den chuyén di
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SO GD VA BT BINH DINH
TRUONG THPT XUAN DIEU

M3u 3

XAC NHAN KET QUA HQC TAP
Nim hoc 202 — 202

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

|5 0000 T <) | N Ngay sinh:....ccooveiinennnnnn | D1 + L
TT Moén hgc Ky1 Ky 2 Thi lai Ca nam Ghi chu
1 Toan hoc
2 Vit li
3 Hoéa hoc
4 Sinh hoc
5 Tin hoc
6 Ngit van
7 Lich st
8 biali
9 Ngoai ngit
10 GDCD
11 Cong nghé
12 Thé duc
13 GDQP
Piém TBCM
Két qua CN: ¥ )
Hoc luc: ceeeenennn.n | Hanh kiém: ............ | Danh hiéu: ...............

Tuy Phuoc, ngay  thiang  nam 202
HIEU TRUONG
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MAu 4a

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic

Kinh gtri: Hiéu truéng truong THPT Xuéan Diéu,

0] 1) S
Cutrital: Xa ......oovvvvvvnnnn... huyén .......... tinh................

La............ [GIE:HC 1 ) B sinhnam ..../..../.......
Hoc sinh 16p ........ Nam hoc 202...- 202..... cua truong THPT Xuan Diéu,

huyén Tuy Phudc, tinh Binh Dinh.

Nay t6i lam don nay kinh d&én Hiéu truéng nha trudng xic nhan hoc

..................... dang hoc tai truong THPT Xuéan Digu.
Ngay ..... thang..... nam 20...

Nguwoi lam don
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M&u 4b

SO GD VA PT BINH BDINH CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG THPT XUAN DIEU Dic 1ap- Ty do- Hanh phic

Tuy Phudc, ngay  thang  nam 20

GIAY XAC NHAN

Xacnhan hocsinh: ... Giodi tinh:.........

Ngay sinh: .......... [oviinnnnn [oviiiiiininnnn, ,Noisinh:.........................

Ho khau thuong tra: Thon: ...........coocooeeeeen.n. XA oo

Huyen:......ooooiii Stinhe

Pang hoc 16p ....... ,nam hoc: 202.... — 202..... tai truong THPT Xuén Di€u
HIEU TRUONG
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. X MAu 5a
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic

PON XIN XAC NHAN

Kinh gtri: Hiéu truéng truong THPT Xuén Diéu,

Ko B 1S N
Cutrital: Xa ......oovvvvvvvnnn... huyén .......... tinh................
La............ CUA €M .ttt sinhnam ..../..../.......

Nay t6i lam don nay kinh dén Hiéu truong nha truong xic nhan hoc

sinh............... d3 hoan thanh chwong trinh 16p 12/12 cdp THPT, nim hoc:
202...... -202...... tai Truong THPT Xuan Diéu, huyén Tuy Phudc, tinh Binh Dinh.

Nguoi viét don
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M3u 5b

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

_ GIAY CHUNG NHAN
HOAN THANH CHUONG TRINH LOP 12
TRUNG HOC PHO THONG
HoO VA t8N: ..o
Sinh ngay: ............ [oviininin [oviiiiiiiiiia,
NOT SINN: L e
P3i hoan thanh chuong trinh 16p 12/12 cidp THPT, ndm hoc: 202...... -202......
Xép loai hanh kiém cudi ndim hoc : ................ Xép loai hoc luc cudi nim hoc:

Tat: Truong THPT Xuan Di¢u, huyén Tuy Phudc tinh Binh Pinh

Tuy Phuoc, ngay ...... thang ....... nam 202...
HIEU TRUONG
Va0 s6 cAp GCN 86 tooevvneiiin,
Ngay ........... thang ............ nam 202...
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CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap - Tu do - Hanh phuc

PON XIN CAP LAI BANG TOT NGHIEP THPT

Kinh gtri: - S& Giao duc va Pao tao Binh Dinh
- Truong THPT Xuan Diéu.

TOL N LA: oottt e eettet e e e e ee e iennnn e (G101 tinh: NTF

Ngay sinh: ..../...... [ooi...
Noisinh: ..o
Nghé nghi8p hien tai: ..........ooeevuieiiieeiiiee e

Nguyén la hoc sinh truong: THPT Xuan Di¢u

D3 tring tuyén ky thi tot nghiép: THPT nam 202...

Khoa ngay: .................. ,  Tai Hoi dong thi: THPT Xuan Diéu

Kinh dé nghi S& Gido duc va Pao tao Binh Pinh xem xét cap lai bang tot nghiép cho t6i.
Ly do Xin ¢Ap 1ai: ..ooovneeeeiie e

Tuy Phuoc, ngay .... thang ...... nam 20....
Nguwoi lam don
(Ky va ghi r6 ho tén)

XAC NHAN CUA TRUONG

Pa duoc cép b::ing TN, sd hiéu bé“mg N
Kinh dé nghi S& GD&DT Binh Pinh cép ban sao bang TN cho hoc sinh ndi trén,

Tuy Phudc, ngay ..... thang ......nam 20....
HIEU TRUONG
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M&u 7

SO GD VA DT TINH BINH BDINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT XUAN DIEU Dic 1ap- Ty do- Hanh phic

PON XIN PHEP

Kinh goi: - Hi€u truong truong THPT Xuan Diéu,
-TOtruong to ...ovvvvvveieeien,

Hién dang cong tac tai truong THPT Xuén Diu

Nay t6i lam don nay kinh dén Hiéu truong cho t6i dugc nghi phép tir ngay

............... dénngay................/.......J20.........
L O e
Trong thoi gian duge nghi t61 s€ nho gido vién ...

trong T day thay hodc toi s& day bu vao thoi gian gan nhit.
Rit mong duoc sy chip thuan cia T trudng bd mon va Hiéu truong nha truong. Toi
xin chin thanh cdm on!.
Tuy phuoc, ngay thang nam 20

Y KIEN CUA TO NGUOI VIET PON

DUYET CUA HIEU TRUONG
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do —Hanh phic

PON XIN PIEU CHINH VAN BANG TOT NGHIEP THPT

Dung cho truong hop sai sot do truong/TT.GDTX lap danh sach du thi sai
hoic ghi Bang khong dung véi hd so gbe cta hoc sinh.

Kinh gi:  — Giam ddc So Gido duc va Dao tao tinh ................

—BGH truong:........oooii
TGi tén
O
Sinh ngay:.......... thang........... nam:........... , Noi sinh (huy¢n,tinh):............
Hién dang cong tac (hodc thudong tri) tai:........ccoviiiiii i
CMIND S0: .t ttite et e e e Captat:i......ooovvvvennne,

Xin dugc Giam dbc S& xem xét cho t6i duoc diéu chinh bang tot nghiép:

Ly do diéu

1940 (02 010 P

P3a du thi tot nghiép khoa ngay:................c.ooooeeiiiii... nam
hoc:.ooov

Tai HO1 déng this Xép loai tot
nghi€p:..............ooo.l

Va duoc S GiaoducvaPbPaotao ....................... cép béng tbt
nghiép:..................

Va0 s0 cAp bang s6:..............c....... S6 hi€u:.................. ngay

CAP et
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Nay t61 xin dugc diéu

— HO N T, thanh.....................

— Ngay sinh:
8 S P thanh........................

cap
Dé nghi Ban gidm hiéu truong xac nhan rd nguyén nhén sai vé ndi dung sai néu trén,
de SO Giaoduc vaPao tao ... xem xét diéu

chinh bang tt nghiép cho t6i./.

Chan thanh cam on!

H6 so kém theo:

— CMND, hoc ba, b'flng TN THPT: chung thuc;

— Ban sao khai sinh;

— Ban chinh bang TN. . ,ngay ...thang....nam 2023

Nguoi viét don
(Ky va ghi ho tén)

Xéc nhan cia BGH trudng
(Dé nghi xac nhan rd nguyén nhan sai vé ndi dung diéu chinh trén)
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