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HUONG DAN

Quy trinh giai quyét thi tuc hanh chinh

|. QUY TRINH CHUNG:
Buéc 1. C4 nhan chuan bj day du ho so theo quy dinh.

Buée 2. Nop ho so tai vin phong trudng, can bo tiép nhan ho so kiém tra thanh
phan, tinh phép 1y va ndi dung ho so:

— Trudng hop hd so dﬁy da, hop 1€ can bo tiép nhan ho so viét giéy hen trao
cho ngud1 ndp ho so theo quy dinh.

— Truong hop ho so thiéu hodic khong hop 1& can bo tiép nhan ho so hudng dan
ngudi ndp ho so bd sung cho day du.

Buéc 3. Pung thoi gian hen, c4 nhan dén van phong trudng dé nhan két qua
— Khi dén nhan két qua giai quyét ngudi nhan phai tra lai giay 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 hoac khong ding thi yéu cau di€u chinh lai cho dang.

I1. QUY TRINH GIAI QUYET CAC THU TUC TRUC TUYEN
Bwéc 1: C4 nhan xem céc thi tuc bén trén, tai va dién ddy du biéu miu tuong tmg.

Buéc 2: Goi file biéu mau da dién vé dia chi email tiép nhan cua nha truong:
chuyennguyenchithanh@gmail.com.

Buée 3: Khi nha truong nhan duoc yéu cau sé thuc hién va thong bao két qua
qua dia chi mail cta cé nhan.

Buéc 4: Ca nhan dén lién hé vian phong trudng dé nhan két qua.

C4 nhan c6 thé lién hé trudc qua s6 dién thoai sau: 02613.505.495 gip co
Nhung hoac 0916.684.748 gap Thay Hung.

II1. QUY TRINH MOT SO THU TUC HANH CHINH
1. Thu tuc Muon hd so hoc sinh
1.1. Mwon hé so hoc sinh

Buwée 1: Hoc sinh hoic PHHS, gido vién dén vin phong trudng, xin miu don
(Mau 1), muon ho so ghi hoan chinh, ndp cho can bg tiép nhan tai van phong truong.
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Buwée 2: Can bg tiép nhan ki€ém tra ndi dung don, ra phi€u hen, hodc cho muon
ho so, hoc ba.....va ky vao s6 theo doi muon ho so hoc sinh;

Budc 3: Biung hen hoc sinh hodc PHHS, gido vién li€én hé can b phu trach dé
tra lai ho so, hoc ba va ky tra.

2. Rt hd so, hoc ba
2.1. Trinh tw rit ho so hoc ba

Bude 1: Hoc sinh hodc PHHS dén vin phong trudng, xin mau don rat hd so
ghi hoan chinh, ndp cho can bg ti€p nhan tai van phong truong. (Mau 2)

Bwoc 2: Can bd tiép nhén kiém tra ndi dung don, ra phiéu hen tra ho so, hoc ba.

Bwée 3: Bung hen hoc sinh lién hé can bo phu trach dé nhéan hé so, hoc ba.
(Co the lién hé qua dién thoai trudc xem da co két qua chua).

2.2. Thoi gian thwe hi¢n: 01 ngay ké tir khi tiép nhan yéu cau.
3. Thii tuc tiép nhin hoc sinh chuyén di
3.1. Trinh tw

Buéc 1: Hoc sinh hoic PHHS dén trudng noi can dén lam don xin chuyén
truong, dugc trudong can dén ky xéc nhan.

Buwée 2: Hoc sinh hodac PHHS mang don do6 tré lai van phong truong THPT
Chuyén Nguyén Chi Thanh.

Bwée 3: Van phong trudng cho hoc sinh hoac PHHS rut ho so, va cap nhat vao
s0 chuyén di, photo giit lai gidy chuyén truong, cap giay gidi thi¢u dén So GD-DT
va truong chuyén dén.

Buéc 4: Hoc sinh hogc PHHS mang héd so hoc ba dén S¢ Gido duc xin glay
ching nhan tring tuyén 16p 10, gidy gigi thiéu dén So GD-PT cuia truong chuyén
dén (néu chuyén ngodi tinh).

Buéce 5: Hoc sinh hoac PHHS nop toan bd hd so cho truong chuyén dén dé
duoc nhép hoc.

3.2. Thoi gian thwc hién
+ Néu don chuyén dén da dugc ky tiép nhan, giai quyét ngay trong budi lam viéc.
+ Néu don chua duogc ky tiép nhan, huéng din PHHS hoan thién ho so.

Ho so xin chuyén truong gom c6:

- Pon xin chuyén trudng do cha me hodc ngudi giam ho ky (theo mdu nha
truong noi den hodac tham khao Mau 3)

- Hoc ba (ban chinh). Kiém tra day du, chit ky, diém s6, dong dau........

- Ban sao gidy khai sinh.

- Bang t6t nghiép THCS (ban chinh hodc gidy chimg nhéan tét nghiép tam thoi).
- Gidy chiimg nhén tring tuyén vao 16p 10.
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- Gidy gi6i thiéu chuyén trudng (chuyén vé GDPT tinh Pak Néng néu chuyén
ngodi tinh).

~ - Cac gidy tO hop 18 dé huong ché do wu tién, khuyén khich trong hoc tap, thi
tuyén sinh, thi tot nghiép (néu co).

3.3. Thoi gian tiép nhin, chuyén giao hé so

Néu hd so hop 18, ddy du s& thuc hién ngay trong budi lam viéc ké tir khi tiép
nhan yéu cau.

4. Thu tuc xac nhan két qua hoc tap
4.1. Trinh tw

Budre 1: Hoc sinh hodc PHHS dén van phong truong ndp don xin xac nhan két
qua hoc tap cho can bg ti€p nhan tai van phong truong. (Mau 4) ndp cho can b phu
trach van phong truong.

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

Buwée 3: Bung hen hoc sinh hodc PHHS 1ién h¢ van phong truong dé nhan két
qua (co thé lién hé qua dién thoai trudc xem da co két qua chua).

4.2. Thoi gian thwe hién: 01 ngay lam viéc ké tir khi tiép nhan yéu cau, truong hop
lau ndm khong qua 7 ngay lam viéc.

5. Thi tuc xac nhan dang hoc tai Truong
o. 1. Trinh tw

Bude 1: Hoc sinh ¢6 nhu ciu xac nhan dang hoc tai truong, lam don xin xac
nhan (theo Mau 5), ndp cho can b phu trach van phong truong.

Buée 2: Can bd phu trach kiém tra ndi dung don, ra phiéu hen tra két qua.
Buwéc 3: Dung hen hoc sinh lién hé vin phong trudong dé nhan két qua.
5.2. Thoi gian thue hién: 1 ngay lam viéc, ké tir khi tiép nhan don yéu cau.
6. Thii tuc riit bang tot nghiép THPT hoic THCS
6.1. Trinh tw

Bwéc 1: Hoc sinh hoic PHHS lién hé Vin thu trudng, xuit trinh gidy ching
nhan tot nghi€p tam thdi hodc chirng minh nhan dan (CMND), (c6 ho tén, ngay thang
nam sinh ctia hoc sinh can rut bang tot nghiép).

Buérc 2: Vin thu kiém tra danh sach, d6i chiéu gidy chimg nhan tt nghiép tam
thot hodc chimg minh nhan dan (CMND), néu hop 1¢ cho hoc sinh hoac PHHS ky
nhan vao soO cap phat bang.

6.2. Thoi gian thwe hign: 01 budi lam viée.
7. Xin nghi hgc cua hgc sinh
7.1. Trinh tw

Buwée 1: Cha, me hoc sinh ¢6 nhu cau xin nghi phép cho hoc sinh 1am don xin
phép (theo Mau 7), trinh cho GVCN, hodac PHT phu trach ky duy¢t.
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Buéc 2: Gido vién chi nhiém cap nhat diém danh vao chuong trinh quan ly
Vnedu ghi nhén, theo doi.

1.2. Thoi gian thwc hién: Trudc khi nghi hoc 10 phut.
8. Thii tuc, thim quyén giai quyét don xin phép ciia gido vién, nhin vién
8.1. Trinh tw

Buwéc 1: Gido vién c6 nhu cdu nghi phép lam don xin phép (theo MAu 8), trinh
cho Hi¢u trudng ky duyét.

Buwéc 2: Gido vién mang don dén trinh truc tiép bd phan chim cong xem xét
ghi nhan, theo doi.

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

Noi nhan: HIEU TRUONG
- Website truong;
- Luu VT.
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