SO GD & DT BINH DINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT XUAN DIEU Doc 1ap - Tw do - Hanh phuc

Tuy Phuoc, ngay 11 thang 01 nam 2024

QUY TRINH GIAI QUYET THU TUC HANH CHINH

I. QUY TRINH CHUNG

Budc 1. Hoc sinh chuan bi day dii ho so theo quy dinh.

Budc 2. Nop hd so tai vin phong trudng, can bo tiép nhan hd so kiém tra
thanh phan, tinh phéap Iy va noi dung hé so

- Trudng hop ho so day du, hop 1é can bo tiép nhan ho so viét gidy hen cho
ngudi nop ho so theo quy dinh.

- Truong hop hd so thiéu hoac khdng hop 1é can b tiép nhan hd so hudng
dan nguoi nop ho so bd sung cho day du.

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

- Khi dén nhan két qua giai quyét nguoi nhan phai tra lai giay hen va ky vao
s6 tra két qua.

- Ngudi nhan kiém tra lai két qua giai quyét tha tuc hanh chinh, néu phét hién
c6 sai s6t hodc khong dung thi yéu cau diéu chinh lai cho dung.

Il. THU TUC RUT HO SO, HQOC BA

1. Trinh ty:

Budc 1: Hoc sinh hoic PHHS dén vin phong truong, xin mau don rat hd so
ghi hoan chinh, nop cho can bo tiép nhan tai van phong truong. (Gap cd
Huong). (Mau 1a, 1b)

Budgc 2: Céan bo tiép nhan kiém tra noi dung don, ra phiéu hen tra hd so, hoc
ba.

Budc 3: Bung hen hoc sinh lién hé can bo phu trach dé nhan hd so, hoc ba.
(C6 thé lién hé qua dién thoai truéc xem da c6 két qua chua).

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

I11. THU TUC TIEP NHAN HQC SINH CHUYEN DEN

1. Trinh ty:

Budc 1: Hoc sinh hoic PHHS dén vin phong truong nop hd so chuyén dén
cho can bo tiép nhan tai van phong trudng.

Ho so xin chuyén trudng gom co:

- Pon xin chuyén truong do cha me hodc nguoi giam ho ky (theo mau 2).
Trong d6 c6 ¥ kién chap thuan cta Hiéu truong truong THPT xin chuyén dén
(THPT Xuén Di¢u).

- Hoc ba (ban chinh).
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- Ban sao gidy khai sinh.

- Bang t6t nghiép THCS (ban chinh hoic gidy chirng nhan tét nghiép tam
thor).

- Giay chitng nhan tring tuyén vao 16p 10.

- Giay gigi thiéu chuyén truong do hiéu truong nha trudng noi di cap, gioi
thiéu vé& S¢ Gido duc va Pao tao noi di. (Néu chuyén ngoai tinh).

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

- Céc gidy to hop 1é dé huang ché do wu tién, khuyén khich trong hoc tap, thi
tuyén sinh, thi tét nghiép (néu co).

- Ho khau hoac giay chuang nhan tam tr( dai han hoic Quyét dinh diéu dong
cong tac cua cha hoic me, hodc ngudi giam ho tai noi s& chuyén dén. (d6i voi
nhitng hoc sinh chuyén noi cu tré tir tinh, thanh phé khac dén). (Néu co).

Bué6c 2: Can bo tiép nhan kiém tra ho so

+ Néu hop 1&: Cap nhat vao so6 chuyén dén va béo cho Pho Hiéu truang phu
trach chuy@n mon biét dé sap xép 16p hoc cho hoc sinh, cap giay gidi thiéu cho hoc
sinh dén trinh dién GVCN vao hoc.

+ Néu ho so chua hop 16: Huéng dan PHHS tiép tuc hoan thanh ho so.

2. Thoi gian thyc hién:

Néu hd so hop 1¢, day du s& thuc hién ngay trong budi lam viéc ké tir khi tiép
nhan yéu cau.

IV. THU TUC CHUYEN TRUONG PI

1. Trinh ty:

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

Budc 2: Hoc sinh hoic PHHS dén truong can chuyén dén trinh don xin
chuyén truong, néu dong y tiép nhan, Hiéu trudng ky vao don xin chuyén truong,
hoc sinh hoac PHHS mang don d6 tré lai van phong truong THPT Xuén Digu.

Budc 3: Vin phong truong cho hoc sinh hodc PHHS rdt hd so, va cap nhat
Va0 so chuyén di, photo gitr lai gidy chuyén truong, cap gidy gioi thiéu dén So
GD&PT va trudng chuyén dén.

Budc 4: Hoc sinh hoic PHHS mang hé so hoc ba dén S¢ Gido duc xin gidy
chtng nhan tring tuyén 16p 10, gidy gioi thiéu d¢én So GD&PT cua trudng chuyén
dén (néu chuyén ngoai tinh).

Budc 5: Hoc sinh hoic PHHS nop toan bd hd so cho truong chuyén dén dé
duoc nhap hoc.

2. Thoi gian thyc hién

+ Néu don chuyén dén da duoc ky tiép nhan, giai quyét ngay trong budi 1am
VIEC.

+ 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 ty:

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

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

Budc 3: Bang hen hoc sinh hoac PHHS lién hé vin phong trudng dé nhan két
qua (c6 thé lién hé qua dién thoai trudc xem da c6 két qua chua).

2. Thoi gian thyc hién:

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

VI. THU TUC XAC NHAN PANG HQC TAI TRUONG

1. Trinh tu:

Budc 1: Hoc sinh ¢ nhu cau xac nhan dang hoc tai truong, 1am don xin xéc
nhan (theo mau 4a), nop cho can bo phu trach vin phong truong.

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

Budc 3: Bung hen hoc sinh lién hé van phong truong dé nhan két qua.

2. Thoi gian thyc hién:

Néu hd so hop 18, day du sé tra hd so (mau 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 hoac PHHS lién hé Van thu truong, néu 1a hoc sinh xuat
trinh cin cudc cong dan, néu 13 PHHS dén nhan thay phai cd giay ay quyén.

Budc 2: Van thu kiém tra danh sach, dbi chiéu véi s6 cap phat bang gidy, néu
hop 1& cho hoc sinh hoac PHHS ky nhan vao s6 cap phat bang va s6 ding bo.

VIII. THU TUC XAC NHAN HOAN THANH CHUONG TRIiNH THPT

1. Trinh ty:

Budc 1: Hoc sinh hoic PHHS ¢6 nhu cau xac nhan hoan thanh chuong trinh
THPT 16p 12, 1am don theo (MAu 5) va (mau 5a), nop cho can bo phuy trach vin
phong truong.

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

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

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

IX. THU TUC XAC NHAN HOAN THANH CHUONG TRIiNH THPT

Budc 1: Hoc sinh hoac PHHS c6 nhu cau cap lai bang tot nghiép THPT, 1am
don theo (mau 6), nop cho can bd phu trach vin phong truong.

Budgc 2: Can bo phu trach kiém tra noi dung don, tra két qua.

Budc 3: Hoc sinh hoic PHHS lién hé S¢ GD&DT dé duoc cap lai.
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X. THU TUC GIAI QUYET PON XIN PHEP CUA GIAO VIEN

1. Trinh ty:

Budc 1: Gi4o vién ¢ nhu cau nghi phép lién hé van phong trudong lam don
xin phép (theo mau 7), trinh cho t6 truong chuy@n mén ky duyét.

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

Budc 3: Gi4o vién nop don cho vin phong truomg dé cap nhat theo doi.

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

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

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

Noimhgn: HIEU TRUONG
- So GD&DT (dé bao cao); :

- Pho Hiéu truong;

- Cong doan; Poan TN;Cac T CM, VP;

-GV, NV;

-CMHS, HS R L 3

- Luu VP. Lé& Thi Anh Hong
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Mau la
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

PON XIN RUT HO SO

Kinh gui: Hi¢u truong truong THPT Xuén Diéu
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Ngay, thang, ndm sinh: ...... [eeei.. [eviiiiin.

Noisinh: ...

Cutriital: Xa ..., huyén .......... tinh................

La............ QIS 1 1 B sinhnam ..../..../.......

Hoc sinh 16p ........ Nam hoc 202...- 202..... cta trrong THPT Xuén Diéu, huyén

Tuy Phudc, tinh Binh Binh.

Nay t6i 1am don nay kinh dén Hiéu truéng nha truong cho tdi rdt hd so cia em

L O
2 S
B 0.

Rat mong duoc su phap thuan cia Hiéu trudng nha truong, t6i chan thanh cam on!

Tuy Phuoc, ngay .....thang .... nam 20.....
Ngwoi giao ho so Nguwoi viet don
(Ky, ghi rd ho tén) (Ky, ghi rd ho tén)



M4au 1b
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

PON XIN MUQN HO SO HQC BA

Kinh gtrii: Hi€u truong truong THPT Xuan Digu

TOItEN 1A oo, Hiénngutai:........ccccoevrinnennn
La phu hUYNN CUA M ..o e
Sinh ngay ..... thang...... nam .........

Pang hoc ldp.......... nam hoc 20......- 20.......thudc truong THPT Xuan Digu.

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

Yo o TSRS

Rat mong dugc su chap thuan cua Quy thay (cd), t6i chan thanh cam on./.

Ngay ..... thang..... nam 20...
Nguwoi lam don



MAu 2
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phac

DPON XIN CHUYEN TRUONG
(Mau danh cho hoc sinh cap THPT)

Kinh gui:

- Hiu trudng truong: ........oovvvviiiiii e

- Hi€u truong truong: ........ooooviiiiii i

nam ...

- Lanhda0 S6 GD VA DT ..o cho t6i duoc chuyén truong
ve hoc lop ............ nam hoc 20......- 20........ tai truonNg ..ooovvvvveeeeecee thudc

Puoc sy chap thuan cua Quy thiy (cd), chiing t6i chan thanh cam on./.

Ho so dinh kém Ngay ..... thang..... nam 20...
- Hoc ba Ngudi lam don

- Khai sinh
- Bang TNTHCS
- Giay CNTT vao lop 10

Y kién tiép nhan cia Hiéu truéng Y kién ciia Hiéu truéng truong
troedo'ng chuyén den chuyén di



M4Au 3

SO GD VA BT BINH DINH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT XUAN DIEU

Poc lap — Tw do — Hanh phac

XAC NHAN KET QUA HQC TAP
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Két qua CN:

HoC IuC: veveeennen.. | Hanh Kiém: ............ | Danh higu: ...cevennenne..

Tuy Phuoc, ngay  thang  nam 202....
HIEU TRUONG




MAu 4a

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

PON XIN XAC NHAN

Kinh gtri: Hiéu truong truong THPT Xuén Diéu,

Ko I 1S3 1 U

Cutrital: Xa ........oovvvvvnnnnn. huyén ..............tinh................
La............ CUACM .ottt sinhnam ..../..../.......
Hoc sinh 16p ........ Nam hoc 202...- 202..... cua truong THPT Xuan Diéu,

huyén Tuy Phudéc, tinh Binh Binh.

Nay t6i 1am don nay kinh dén Hiéu trudong nha truong xac nhan hoc
....................... dang hoc tai truong THPT Xuan Diéu.

Ngay ..... thang..... ndm 20...
Nguwoi lam don



MAu 4b

SO GD VA BT BINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT XUAN DIEU Pic 1ap- Tw do- Hanh phtc
Tuy Phudc, ngay ......... thang ........ nam 20......

GIAY XAC NHAN

HIEU TRUONG TRUONG THPT XUAN DIEU

Xacnhan hoc sinh: .......oooiiiiiiiii i, Gibi tinh:.........

Ngay sinh: .......... [oeiiinnnnn [eeiiiiiiiinnn , Noisinh:.........................

Ho khau thudng tri: Thon: ........o.cooveeeeen..... XA et

Huyén:..........oooi stinhe. oo

Pang hoc 16p....... , nam hoc: 202... — 202.... tai truong THPT Xuan Diéu.
HIEU TRUONG
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. ~ ) 3 Mau 5a
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

PON XIN XAC NHAN

Kinh gui: Hiéu truong truong THPT Xuén Digu

Ko B 1S N
Cutrital: Xa ....oovvvvvinnnnnn... huyén .......... tinh................
La............ CUA EIM e e e, sinhnam ..../..../.......

Nay to6i lam don nay kinh dén Hiéu truéng nha trudng Xxac nhan hoc

sinh............ooeieeeal d3 hoan thanh chuong trinh 16p 12/12 cap THPT, nim hoc:
202...... -202...... tai Truong THPT Xuén Diéu, huyén Tuy Phudc, tinh Binh Dinh.

Nguoi viét don
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M4Au 5b

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phac

GIAY CHUNG NHAN

HOAN THANH CHUONG TRINH LOP 12
TRUNG HQC PHO THONG

HoO VA 18N L o i

Sinh ngay: ............ [oviiiinnan [oviiiiiiiiiiiins

NOT SN e

D3 hoan thanh chuong trinh 16p 12/12 cdp THPT, nam hoc: 202..- 202..

Xép loai hanh kiém cudi ndm hoC : ................ Xép loai hoc luc cubi
namhoc: .................

Tai:Truong THPT Xuén Diéu, huyén Tuy Phudc tinh Binh Dinh.

Tuy Phuoc, ngay ...... thang ....... nam 202...

HIEU TRUONG

Ngay ........... thang ............ nam 202...
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Mau 6
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

PON XIN CAP LAI BANG TOT NGHIEP THPT

Kinh giri: - Sé Gido duc va DPao tao Binh DPinh
- Trwong THPT Xuan Digu.

TOItEN1a: ... e GHOT TN

Ngay sinh: ..../...... [ici...

NOTSINN: o ——

Nghé nghiép NIBN tai: ......oonee e,

Nguyén la hoc sinh treong: THPT Xuan Diéu

Pa tring tuyén ky thi tot nghiép: THPT niam 202...

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

Kinh d& nghi So Gi4o duc va Pao tao Binh Pinh xem xét cap lai bang tét
nghiép cho toi.

Ly do Xin CAP lai: ...ovveeeeee e

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

XAC NHAN CUA TRUONG

Pi duogc cap bang TN, s6 hieu bang : ...............oooeeii,
Kinh dé nghi S& GD&DT Binh Binh cip ban sao bang TN cho hoc sinh néi trén.

Tuy Phuoc, ngay ..... thang ...... nam 20....
HIEU TRUONG
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MAu 7

SO GD VA BT TINH BINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT XUAN DIEU Pjc lap- Tw do- Hanh phtc
PON XIN PHEP
Kinh gwi: - Hi¢u truong truong THPT Xuan Diéu,
-TOtrudNgto .o,
TOL LN ...cciiieeeieeeeeeeeeeee e GVBM ...

Hién dang cong tac tai truong THPT Xuan Diéu.

Nay t0i lam don nay kinh dén Hiéu truéng cho tdi duoc nghi phép tir ngay
............... dénngay................[......./20.........

Trong thoi gian dugc nghi t0i S€ Nho gidao vién ...l
trong T6 day thay hoic tdi s& day bl vao thoi gian gan nhat.

Rat mong duoc su chap thuan cua T6 truong bo mén va Hiéu truong nha
truong. To61 xin chan thanh cam on!.

' ) Tuy phuéc, 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 lap — Tw do —Hanh phuc

PON XIN PIEU CHINH VAN BANG TOT NGHIEP THPT

Dung cho truong hop sai sot do truong/TT.GDTX 1ap danh sach du thi sai
hoic ghi Bang khong dung véi hd so gbe cta hoc sinh.

Kinh giti: — Giam déc S¢ Gido duc va Pao tao tinh ................

— BGH trudng:......ccoevviiiiiniiiiinieinncanennns
LI N - S PP
Sinh ngay:.......... thang........... nam:........... , Noi sinh (huy¢n,tinh):............
Hién dang cong tac (hodc thuong tri) tai:.........ooooviiiiiiiiii e,
CMND S0: .ttt e e Captat......ooevvvnnnnnn

Ly do G180 Chinh:. ..o
Vi trude day t61 1a hoc sinh cta trudng:.........oooiiiii i
P3a du thi tot nghiép khoa ngay:..............coeeveeiiieeiiii, nam hoc:...............
Tai Hoi dong thi:......... ceveeerenn. XEp loai tot nghiép:............
Va dugc S6 Giao duc vabaotao ....................... cap bang tot nghiép:.........
Va0 50 cAp baAng $6:......ueveneeinainn Sohi€u:.................. ngay cap:....

Nay 01 Xin AUQC GHEU CHINN:......o.veivceeeeeeeeeee e r s
— HoO €N T thanh...............
—Ngay sinh: TU. ..o e thanh................
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Khai sinh s0:................ooel. ngay............ doUBNDxa ...............cap
Dé nghi Ban giam hi¢u truong xac nhan rd nguyén nhan sai vé ndi dung sai néu
trén, d€ SO G1ao duc vaPao tao ..ot xem x¢&t diéu

chinh bang tt nghiép cho t6i./.

Chan thanh cam on!

H6 so kém theo:
— CMND, hoc ba, bang TN THPT: chtng thyc;
— Ban sao khai sinh;
— Ban chinh bang TN.
Tuy Phudc,ngay..... thang.....nam 20.....
Ngudi viét don

(Ky va ghi ho tén)

X4c nhan cia BGH trudng
(Dé nghi xac nhan rd nguyén nhan sai vé ndi dung diéu chinh trén)
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