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THONG BAo
Huring d6n quy trinh gi6i quy6t thri tuc hinh chinh nim hgc 2023-2024

Cdn cri Quy chii thuc hi€n din chri co sd cta HQi tl6ng truong THpT C6
T6 ban hinh kdm theo Nghiquyi5t sO +ZSnIq-HOTTHPTCT igay OII[/ZOZ};

Truong THPT C6 Td th6ng b6o huong din quy trinh gini quy6t thi tuc hinh
chinh nim hpc 2023-2024 nhu sau:

.- TTNCONGVIECI I 
errY TRiNH cirurrrc MAU

Burlc 1. Cri nh6n chuAn bi tliy dt hd so theo quy dinh.

.1"d".2:.N0p h6 so-cho nhin vi€n Vdn thu, nhan ,iCn.VA, thu ti€p nhdn
h6 so, ki6m tra thdnh phAn, tinh phep lf vi n6i dung h6 so:

- Truong hgp hd so tliy ilt, hqp ld nhhn vi6n Vln-thu hen tri h6 so cho
nguoi nQp theo quy dinh.

; Truong hqp h6 so thi6u hoic kh6ng hqp 16 nh6n vi€n Vin thu huong
din ngudi n6p h6 so b6 sung cho diy dri.
BuOc 3. Dirng thdi.gian hen, cri nhdn d6n vdn phdng truong d.i nhdn k6t

qu6. Ngudi nh6n ki6m trd l4i k6t quri girii quytit thttlrc hinh chinh, n6u
ph6t hiQn c6 sai s6t ho4c kh6ng rlring thi y6u ciu di6u chinh lai cho rling.
rH0 rUC R0r Ho so, Hqcni
a) Trinh tq
- Bufc 1: Crl nhAn tl6n vin phdng truong, hodn chinh miu tlon

xin rut hd so, ndp cho nh6n rien Van thuli van phdng trudng.
, - Burlc 2: nhAn vi€n Vin thu ki6m tra nQi dung Aon, t en thdi-giant 

trri k6t qua '-Y' -*'o 
M6u I

- Bmi'c 3: Dring hgn cri nh6n li€n hQ vln phdng rruongd6 nhan k6t que
b) Thdii gian thgc hiQn: 0l bu6i ldm viec kd tu khi titip nhin y€u
cau.
c) LQ phi: Kh6ng
TH-U TVC CAp nAN sAo HQC BA
a) Trinh tg
- Budc 1: Cri nhAn d6n vin phdng truong nQp hd so cho nhdn vi€nII Vdn thu tai vin phdng truong. H6 so g6m
+ Eon xin .ap rii r,."" ta Miu 2

+01 Anh4x6
+ 56 tuqng h6 so: 01 bO



- Bufc 2: NhAn vi€n Vin thu ki0m tra n6i dung tton, hgn thoi
. ",1 .

glan tra ket qua
- Brnic 3: Dirng hgn cd nhdn li6n hQ vdn phdng tuong d6 nhan k6t qun.

b) Thoi gian thgc hifn: 0l ngiy ldm viQc k6 u khi tiiSp nhin y€u c6u.

c) LQ phi: Kh6ng
THU TUC XAC NHAN KET QUA HqC TAP
a) Trinh tg
- Burfc l: Cri nhin d6n v6n phdng truong nQp don xin x6c nhfn

ki5t qui hgc tip cho nhdn vi€n Vdn thu t4i vdn phdng trudng
III - Burl,c 2: nhin vi€n Vin thu ki6m tra nQi dung don, hgn thoi gian

tni k6t qui
- Brniic 3: Dung hgn c6 nhdn li€n hQ vnn phdng tuong dC nhan k€tqua.

b) Thdi gian thp hi$n: 0l bu6i ldm viQc kC tu khi tiep nhan y6u ciu.
c) LQ phi: Kh6ng

IV THU TUC TITP NHAN HQC SINH CHUYEN D6N
a) Trinh tr;

Brnfc l: Hgc sinh hoac CMHS d6n vin phdng truong ngp hd so
chuy6n d6n cho nh6n vi6n Vdn thu tai vIn phdrrg trudng sau khi dd
<tuoc f ki6n ddng ! tirSp nhin. H6 so xin chuy6n d6n gdm c6:

- Don xin chuylin tnrong do ch.a mg-ho{c nguoi gi6m h0 lc!
(theo miu 4). Trong d6 c6 f ki6n chdp thuAn cta Hi-6u truong.

- Hqc b4 (bnn chinh).

- Bin sao gi6y khai sinh.

- Bing t6t nghiQp THCS (bin chinh hoac gi6y chimg nhin tiit
nghigp tgm thdi).

- GiAy chimg nhin trirng nryiin vio lcrp 10.

- Gi6y gioi thigu chuy6n trudng do hiQu truong nhatruong noi di

"5p, 
iid thi€u v6 so biao auc va oao t4o noi di (Ndu chuyin

n[od7 tinh);gi6i thiQu vd trudng d6n (niiu chuy6n trong tinh)-

- C6c gi6y td hq,p lQ dC huong chi5 tt6 rru ti6n, khuy6n khich trong

hgc tip, thi tuyCn sinh, thi t6t nghiQp (n€u c6).

Brnirc 2: Nhdn vi€n Vin thu ki6m tra h6 so

- Niu hgp lQ: C$p nhat veo s6 chuy6n d6n vd b6o c6o Ban lanh

tlao tli5 sip x6p lop hec cho hqc sinh.

- Niu hi so chra ho.p lQ: Hutrlgdin ti6p tuc hodn thinh hd so.

b) Thiri gian thgc hiQn: N6u trO solon lQ, dAy di.s6 thuc hicn
ngay trong bu6i lim vi€c k6 nr khi ti6p nh{n y€u cdu.

c) LP phi: Kh6ng

Miu 3



d) Luu f: ViQc chuy6n trudng tluqc thqrc hiQn khi k6t thric hqc k!
I cria nIm hgc holc trong thdi gian hd tru6c khi khai giang ndm
hoc moi. Truong hqp ngoai te ie thoi gian do Girim a"o. s? ciao
dgc vi Ddo t4o xem x6t, quy6t Ai*r.

V THUTUC CHUYEN TRIJONG DI
a. Trinh tu

- Buric 2:nh6n vi6n VIn thu ki0m tra n6i dung tlon, hgn thdi gian

tin vdo dcm.
n d6n vd

Budc 3: N6u tlury. c d6ng !, nh6n vi€n Vdn thu sE cho hoc sinh
ho{c CMHS rut h6 so, vd cip nhit vdo s6 chuydn di, photo git lai

.: , i . ^t .! ... ..- .! --- -_gidy chuy6n tnrong. Cip gi6y gioi thifu tl€n So GD&DT (n6u
chuy6n ngoii tinh) vi trudng chuy6n d6n (n6u chuy6n trong tinh).

Buric 4: Hqc sinh hodc CMHS mang h6 so hgc ba d6n Sd
GD&DT, gi6y gi6i thi6u di5n Sd GDDT cia trutmg chuy6n dOn
(n€u chuy€n ngodi tinh).

Bu.m !: Hqc sinh hoic CMHS n6p toin bQ hd so cho truong
chuy6n diln d6 duqc nhip hoc.

b. Thdri gian thqc hiQn

- N6u don chuy6n d6n di tluo. c kj, ti6p nh{n, giii quy6t ngay
trong 01 ngdy ldm vi6c.

,
- N0u tlon chua du-o. c kf ti6p nhan, huong d6n CMHS hodn

thiQn h6 so.

c) LQ phi: Kh6ng

d) Luu f: ViQc chuy6n tru&ng duoc thUc hiQn khi k6t thirc hqc kj,
I cta ndm hgc ho4c trong thoi gian hd trudc khi khai giang ndm
hgc m6i. Trudng hgp ngoai le ve moi gian do Girim d6c Sd Girio
duc vi Ddo tAo xem x6t, quy6t dinh.

THU TUC XAC NHAN DANG HOC TAI TRIJONG

Bur?c 1: Hqc sinh ho4c CMHS d6n vin phdng trudng xin miu
don chuy6n tli (M6u  ).

Buric 2: Hoc sinh ho[c CMHS di6n diy rtir th6ng
xin x6c nhdn,d6ng ! tirip nhdn cia truong c6n chuy€
trudng chuy6n di.

a) Trinh tg
- Bu0c 1: Cd nhin c6 nhu ciu x6c nhAn dang hoc tai truong, hodn

:chinh miu don-x6c nhfn (miu 5), nQp cho nhdn vi6n V[n thu tai
vin phdng tru&ng.

VI
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- Bnrlc 3: Dtng he.n c6 nhin li6nhQ vdn phdng truong dC nhin k6t qu6.
b) Th.di gian thgc hiQn: 01 bu6i ldm vi6c, kC tu khi ti€p nh6n tlon
yeu cau.
c) LQ phi: Kh6ng

VII THU TUC RUT BANG TOTNGHIPP THPT
a) Trinh tq:
Bufc 1: Crl nh6n li6n h9 vIn thu trudng, xu6t trinh CCCD.
Buric 2: Vdn thu ki€m tra danh srich, tltii chi€u CCCD, n6u hqp lQ

sE c6p ph6t blng vi cho kj,nhdn vrio s6 cAp ph6t beng.
b) Thdri gian thgc hiQn: 0l budi ldm viec
c) LQ phi: Kh6ng

vm If,yfUC 
xAc NHAN HoAN rnAnn CHtroNc rRiNn

a) Trinh tr;
- Budc l: Cd nhdn c6 nhu cAu xdc nhdn hodn thinh chuong trinh

THPT, hoin chinh miu don (miu 6), nQp cho Nhdn vi€n vdn thu.
- Bu&c 2: Nhdn vi6n vin thu ki6m tra n6i dung don, hqn thdi gian

trd k6t qud. CriLn b0 phu trich ki6m tra s6 di6m l6p 12 cira hoc sinh
cdn x6c nhan kCt qui. N€u hqp lQ, thqc hi6n hoin chinh mAu xiic
nhdn, trinh HiQu truong lcf
- Burlc 3: Dirng hgn c6 nhAn 1i6n hQ vIn phdng truong tl6 nt an t6t

qua.

b) T\ti gian thu. c hiQn: 01 ngdy lim viQc, kti tu khi tii5p nhln don
yeu cau
c) LQ phi: Kh6ng

QUY TRiNH GTAI QUY6T CAC THU TUC TRI/. C TTIYEN
- BuOc 1: Cri nhdn xem c6c tht tqc b€n tr6n, tii vd tlidn diy thi bi6u bir5u

mau tuong rmg.
- Buric 2: Gti file bi6u miu tl6 tlidn vio tlia chi emaii sau:

c 3 co to. q uang n in h@Vt o et. ed u. vn
- Burlc 3: Khi nhi trudng nh4n tluo. c ydu ciu sE thlrc hiQn vd th6ng b6o

ktlt qui qua tlia chi mail cria c6 nhin.
- Buric 4: Cri nhin d6n 1i6n hQ vin phong truong dd nhdn ktit qui. C6

nhin c6 th6 fiCn he.trudc q.ru .6 dign tho4i sau: 091 7000508 (trong gio
hdnh chinh D/c TrAn Th! Nhung)

HrFu rRuor{c
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