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HUONG DAN

QUY TRINH GIAI QUYET THU TUC HANH CHINH
( Ban hanh kém K¢é hoach sb 51/KH-THPTTQP ngay 16/2/2020 vé viéc CCHC )
I.Quy trinh chung:
1. Bwéc 1. C4 nhan chuan bi diy du ho so theo quy dinh.
2. Buée 2. Nop ho so tai vin phong truong, can bo tiép nhan ho so kiém tra thanh phan,
tinh phap 1y va ndi dung ho so.
- Trudng hop ho so dy du, hop 1¢ can bo tiép nhan ho so viét gidy hen trao cho ngudi
nop ho so theo quy dinh.
- Trudng hop ho so thiéu hoic khong hop 1& can bo tiép nhan ho so hudng din ngudi ndp
ho so bo sung cho day du.
3. Bude 3. Dung thoi gian hen, ca nhan dén vin phong truong dé nhan két qua
- Khi dén nhan két qua giai quyet nguoi nhan phai tra lai gidy hen va ky vao s6 tra két qua.
- Nguoi nhan kiém tra lai két qua giai quyét thi tuc hanh chinh, néu phat hién c6 sai sot hodc
khong dung thi yéu cau diéu chinh lai cho diing.
I1.Huéng din quy trinh mdt s6 ndi dung cu thé:
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nguoi giam ho ky, trong d6 c6 y kién chap thuan cia
Hiéu truong tredng THPT xin chuyén dén.

2. Hoc ba THPT ban chinh;

3. Bang t6t nghiép THCS ban chinh (hodc gidy
chtng nhan t6t nghiép tam thoi);

4. Ban sao gidy khai sinh;

5. Giay chimg nhan tring tuyén vao 16p 10 do S&
Gido duc va bao tao cép;

6. Gidy gi6i thiéu chuyén truong do Hiéu trudong
nha truong noi di cap;

7. Gidy gi6i thiéu chuyén truong do So Giao duc '
va Dao tao noi di cap (doi véi nhitng hoc sinh chuyén
dén ngodi tinh);

8. Ho khau hoic gidy ching nhan tam tri dai han
hoac Quyét dinh diéu dong cong tac cua cha me hodc
nguoi giam ho tai noi sé& chuyén dén (d6i véi nhitng
hoc sinh chuyén noi cu trii tir tinh, thanh phé khdc
dén - Néu c6).

Buwée 2: Can bo tiép nhén kiém tra ho so.

+ Néu hop 1¢: Vio so6 chuyén dén va bao cdo
Pho Hiéu truong phu trach dé biét sap xép 16p hoc
cho hoc sinh, cap gidy vao 16p cho hoc sinh trinh
dién vé1 GVCN vao hoc.

+ Néu ho so chwa hop 1¢: Huéng dan PHHS
tiép tuc hoan tat hd so.
S6 luong ho so: 01 (bo)

ngay
* Lé phi:

THU TUC CHUYEN TRUONG PI

Bwéc 1: Ca nhan dén phong Vin thu cia truong
hoan thién mau don xin chuyén di.

Buéc 2: Ca nhan dén truong can chuyen dén trinh
don xin chuyén trudng, néu dong ¥ tiép nhan, Hiéu
truong ky vao don xin chuyén truong, PHHS mang
don trd lai phong Van thu cua truong .

Bwéc 3: Phong Vin thu caa truong cho PHHS rat hd
s0, vao so chuyén di, cap gidy gidi thiéu dén S6 GD,
truong chuyén dén va ndp bién dong trén hé thong
cua SO Giao Duc.

Buwoc 4: PHHS dén S& Giao duc xin gidy trang
tuyen 16p 10, glay gioi thiéu dén S GD cua truong
chuyén dén (néu chuyén ngoai tinh).

Bu¢e 5: PHHS ndp toan bo ho so cho trudng chuyén
dén.

* Thoi gian:

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

+ Néu don chua
duoc ky tiép
nhan, huéng dan
PHHS hoan thién
ho so.

* L¢ phi:

THU TUC XAC NHAN PANG HQC TAI
TRUONG

Budc 1: Ca nhan ¢6 nhu cau xac nhan dang hoc tai
truong, hoan chinh mau don xéc nhan (mau 5), ndp

* Thoi gian:

01 ngay lam viéc




cho cén bd phu trach phong Van thu cua truong.
Budc 2: Can bd phu trach kiém tra noi dung don, ra
phiéu hen tra két qua.

Buée 3: Dung hen ca nhan lién hé phong Van thu
cua tru’ong dé nhén két qua

ké tir khi tiép
nhan yéu cau.
* Lé phi:

THU TUC PHUC KHAO BAI THI

Bude 1: C4 nhan c6 nhu cau phuc khao bai thi, hoan
chinh mau don xin phuc khao (mau 6), ndp cho can
bo phu trach phong Van thu cua truong

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

Buéc 3: Can bo phong Vin thu cua trudng tong hop
don phtic khao, phéi hop voi Pho Hiéu trudong phu
trach chuyén mon thuc hién rat bai thi, chim phuc
khao, cong bd két qua phuc khao.

* Thoi gian:

07 ngay lam viéc,
ké tir khi tiép
nhan don yéu
cau.

* Lé phi:

THU TUC RUT BANG TOT NGHIEP THPT VA
CAP LAI BANG TN (Bin sao)

a. Rut bang Tot nghiép THPT

Budce 1: Ca nhan hoac PHHS lién hé phong Van
thu cua trudng, xuat trinh chirng minh nhan dén,
s6 ho khau (c6 ho tén, ngay sinh cta hoc sinh can
rit bang TN).

Bwéc 2: Can bd phong Van thu cta trudng kiém
tra danh sach, ho khau, ddi chiéu CMND, néu hop
1é cho PHHS ky nhan vao s6 cip phét bang.

b. Cap lai bang tot nghiép THPT (ban sao)
Hudng dan ding ky thong tin trén website
cua S& Gido Duc — Muc thu tuc hanh
chanh

- Lam phiéu yéu cau cap ban sao vin bang
va xac nhan ctia nha trudng theo mau qui
dinh

* Thoi gian:

01 ngay lam viéc,
ké tir khi tiép
nhan don yéu
cau.

* Lé phi:

THU TUC XAC NHAN HOAN THANH
CHUONG TRINH THPT

Bude 1: Ca nhan c6 nhu cau xac nhan hoan thanh
chuong trinh THPT, hoan chinh mau don ndp cho
can b0 phu trach phong Van thu cia truong

Budc 2: Can bd phu trach kiém tra noi dung don, ra
phiéu hen tra két qua. Céan b0 phu trach ra soat, kiém
so diém, xac nhan két qua. Néu hop 18, thuc hién
hoan chinh mau xé4c nhan, trinh Hiéu trudng ky.
Budc 3: Dung hen ca nhan lién h¢ phong Van thu
cuia truong dé nhan két qua.

* Thoi gian:

03 ngay lam viéc,
ké tir khi tiép
nhan don yéu
cau.

* Lé phi:

THU TUC GIAI QUYET NGUYEN VONG CA




NHAN

Buéc 1. Ca nhan viét don trinh bay nguyén vong ca
nhan theo quy dinh.

Budc 2. Nop h6 SO tai van phong truong, can bo tiép
nhan ho so kiém tra thanh phan, tinh phap 1y va noi
dung ho so:

- Trudong hop ho so day du, hop 1é can bo tiép nhan
va hudng dan ca nhan lién hé BGH giai quyét theo
tham quyén

- Truong hop hd so thiéu hodc khong hop 1€ can bo
tiép nhan ho so hudng dan ngudi ndp hd so bd sung
cho day du. '

Buéc 3. Ca nhan gip va trao d6i v6i thanh vién BGH
dé giai quyét

Noi nhén: THU TRUONG DPON VI
- S6 GD-BT Hung Yén (dé b/c);
- Chi uy truong THPT Triéu Quang Phuc; (Pa ky)
- Ban giam hiéu; B
- Cong doan nha truong; b6 Xuan Vugng
- Cac to chuyén mon;
- Website nha trudng;
- Luu: VT.




