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TRUONG THPT NGUYEN DIEU Poc lap — Ty do — Hanh phic
S6: 234 /HD-THPT Tuy Pluroe Dong, ngay 31 thang 12 nam 2025
HUONG DAN

Quy trinh giai quyét cac thu tyc hanh chinh
tai Truwong THPT Nguyen Diéu tir nam 2026

Cin cir Ké hoach S(’:)‘ 3678/KH-SGDDT ngay 31 thang 12 ndm 2025 cua S¢ Gido
duc va Dao tao Gia Lai vé ké hoach cai cach hanh nganh Gido duc tinh Gia Lai nam
2026.

Truong THPT Nguyén Diéu hudng dan quy trinh giai quyét cac tha tuc hanh chinh
nhu sau:

I. QUY TRINH CHUNG
Buérc 1. Ca nhan/to chie chuan bi day du hd so theo quy dinh.

Budée 2. Nop ho so tai vin phong truong, nhan vién Vin thu nhén ho so kiém tra
thanh phén, tinh phép ly va ndi dung ho so.

- Truong hop hd so diy di, hop 1€, nhan vién Van thu nhan hd so, hudng dan thao
tadc thu tuc hanh chinh trén dich vu cong (d6i voi truong hop chuyén truong, cdp lai ban

sao bang tdt nghiép THPT), xir ly, tra két qua (ddi vdi cac thu tuc hanh chinh tai truong)
theo quy dinh.

- Truong hop ho so thiéu hogc khong hop 18, nhan vién Vin thu hudng dan nguoi
ndp hd so bd sung cho diy du.

Buéc 3. Cha me hoc sinh/ngudi giam ho (hoc sinh) nhén két qua.

Ngudi nhan kiém tra lai két qua giai quyét thi tuc hanh chinh, néu phat hién c6 sai
sot hode khong dang thi yéu cau di€u chinh lai cho dung.

I1. QUY TRINH CAC THU TUC HANH CHINH
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Bwdre 1: Ca nhan dén van phong nha trudng, xuat
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Thi tuc rit ho
s0 hoc ba
(voi hoc sinh
Vit
161 nghiép)

Bude 1: Ca nhan d&] vin phong nha truong. xuat
trinh the CCCD néu nguoi hoc tu lay. \Udl trinh
oidy uy quyén theo quy dinh phap luat’ néu nhan
h¢ va the CCCD cua nguoi nhan ho.

Bude 2: Van thu kiém tra gidy o, thong tin.

Budc 3: Van thu tra ho so cho Hoc sinh (¢cha me
/ngudi gidam ho hoc sinh/ nguoi nhén ho), yéu
cau kiém tra s6 luong va thong tin trong gidy 1o,
ho so duge tra, néu sai SOt bit thuong bao lai
ngay. Sau khi kiém tra gidy to khong sai xot hoe
sinh (cha me /nguoi giam ho hoc sinh/ nguoi
nhan ho) nhan hé so va ky nhan vao danh sich
nhan hd so.

Nha truong
¢o thong bao
cu thé can ctr
‘theo lich cua

so GDDT

Thii tue
hoc sinh
chuyén

truong di

Bwée 1: Cha hodc me hoac nguoi giam hd hoc
sinh hoan thanh Pon xin chuyén truong;
Bude 2: Cha hoac me hodc nguoi giam hd hoc
sinh lién h¢ truong chuyen dén dé duge dong &
tiép nhan (xac nhan dong y vao Don xin chuyén
truong);
Buée 3: Cha hodc me hodc ngudi giam ho hoc
sinh lién hé truong dang hoc dé xac nhan dong y
cho chuyen di (xdc nhan dong y vao Don xin
chuyen truong), Higu truong truong chuyén di
cap gidy gioi thi¢u chuyén truong, ban giao day
du hd so cia hoc sinh cho cha hoic me hoic
nguoi giam hd hoc sinh.
Bwdre 4: Nop hd so chuyén trudong:
- Néu chuyén truong trong clng tinh: Cha hogic
me hodc ngudi giam hé hoc sinh ndp toan bd hd
so chuyén trudong cho trudng noi chuyen dén.
Higu truémg truong noi dén tiép nhan hd so va
xem Xét, giai quyét theo ding quy dinh.
- Hoc sinh tai truong THPT Nguyén Diéu xin
chuyén truong dén mét trudng cua tinh, thanh
phd khéc: Nop hd so chuyén ‘truong theo hinh
thirc truc tuyén tai Cong dich vu cong quoc gia,
S¢ GDDT tinh Gia Lai tiép nhan, kiém tra hé so,
cap Gidy gioi thiéu dén S& GDDT noi dén va tra
két qua qua dich vu céng cho Cha hodc me hodc
nguoi gidm ho hoc sinh (theo duong buu dién)
hodc qua hé thong quan ly véan ban diéu hanh cua
S& GDDT noi dén gdm Gidy gioi thidu chuyen
truong (kém theo Gidy chimg nhan tring tuyén
vao 16p 10). Vian thu c¢é trach nhiém huéng dan
thu tuc nop hd so truc tuyén cho phu huynh.

- Huong dan
thu tuc ngay
khi tiép nhan
don, nguyén
vong chuyén
truong cua
cha/me/nguoigid
m ho hoc
sinh
- Trahd so.
trong vong 2
ngay lam viéc
“ké tir khi vén
phong nhan
dugc glay
dong y tiép
nhén cua
truong
chuyén dén.
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Thi tuc tiép
nhan hoc sinh
chuyén trudng

dén

Bude 1: Cha me/ngudi giam ho hoc sinh dén van
phong truong ndp don va ho so ban dau (Hoe ba
phé 16 k¥ hoc gan nhat tai truong dang hoc. gidy
xdc nhan noi cu trd hodc quvét dinh diéu dong
cong tac cua cha me. hoac nguoi giam ho tai noi
s& chuyén dén...

Buwde 2: Van phonu bao cao Hi¢u truong. sau khi
Hiéu truong dong v tiép nhan. van phong s& tra
phu huynh don xin chuyén truong co xdc nhan
dong ¥ mp nhan cua Hié¢u truong dé phu huynh
quay v& hoan thién hd so chuyén dén theo quy
dinh.

Bude 3: Cha me/nguoi giam ho hoc sinh dén van
phong ndp hé so chuyén dén sau khi da hoan tit
thu tuc tai truong chuyén di va 2 so GDDT(néu
chuyén ngoai tinh).

H6 so gdm c6:

- Don xin chuyén truong (do cha hodic me hodc
nguoi gidm hd hoc sinh ky) cd xdac nhan cua
truong chuyén di va truong chuyén dén;

- Hoc ba (ban chinh);

- Gidy gi6i thiéu chuyén truong do truong dang
hoc cip;

- Gidy chiing nhén trang tuyén vao 16p dau cép
THPT quy dinh cu thé loai hinh truong dugc
tuyén (truong hop xin chuyén dén tir tinh, thanh
phé khac).

- Gidy gioi thiéu chuyén truong do Giam dbc So
GDDT noj di cép (truong hop xin chuyén dén tir
tinh, thanh phé khac).

Luwu y: Hoc sinh tr céc tinh, thanh phd khéac
chuyén truong vé truong THPT Nguyén Diéu:
Nop hé so chuyen truong theo quy dinh (co Glay
gioi thiéu chuyén truong hod@c véan ban uy quyén
do S¢ GDDT noi di cép) ‘theo hinh thic truc
tuyén tai Cong dich vu cong qudc gia. S6 GDDT
tinh Gia Lai tiép nhén, kiém tra ho so, cap Gidy
gioi thiéu dén truong chuyén dén va tra két qua
(Gidy gidi thidu chuyén truong) qua dich vu cong
cho phu huynh (theo duong buu dién) hodc qua
hé théng iDesk cua truong noi dén. Cha hodic me
hodc nguoi giam ho hoc sinh ndp hd so cho
truong chuyén dén dé truong tiép nhan theo quy
dinh.

- Néu ho so
hop 1€ dfi_\-‘ du
sé thue hién
ngay trong
bu(;)i lam viéc
ké tirkhi tiép
nhén yéu cu
cham nhit
trong 3 ngay
lam viéc.

- Néu hd so chua
hop 18 tiép tuc
huéng din
cha/me/ngudi
giam ho hoc
sinh hoan thién
hé so
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Thu tuc xac
nhan ket qua
hoc tap.

Buée 1: Ca nhan dén van phong truong xudt
trinh giay to (thé can cude c¢ong dan. gidy uy
quyén theo quy dinh phap luat (néu lam ho)..).
Nop ho so cho Van thu tai van phong truong:

Hé so g(‘")m:

Don xin xac nhin két qua hoc tap: Pho 16 the
CCCD.

Bude 2: Van thu kiém tra ndi dung don,
hen tra két qua.

Buée 3: Dung hen ca nhdn lién hé van phong
truong dé nhan két qua.

ra phi¢u

02 Ngay lam

viée ke tir khi

tiép nhan yéu
cau.

Mau 3

Thu tue xace
nhin dang hoc
tai trwong

Bude 1: Cha me/ngudi giam ho hoc sinh (Hoc
sinh) lién hé GVCN dé xuét nhu cau mudn xin xac
nhan dang hoc tai truong cho hoe sinh. GVCN
bao van phong. van phong hudéng dan

cha/me/nguoi giam hg hoc sinh (Hoc sinh) hoan

thanh mau don xin xac nhan (M?iu 4), ndp cho van
phong.

Bude 2: Van thu kiém tra ndi dung don xac nhan
cho hoc sinh, trinh Hiéu truong ky xac nhin va
tra két qua.

Thuc hién
ngay trong
ngay lam
vigc.

Mau 4

Th tye
nhin bang tot
nghiép

Buwdre 1: Ca nhan dén van phong trudong

- Trwong hop nguwoi hoc tw liy: Xuat trinh thé
can cude cong dan.

- Truong hgp nguo.' hoc khéng thé dén nhan va
iy quyén cho ngu’w than nhgn ho: Nguoi nhan
hé xudt trinh gidy Uy quyén theo quy dinh cua
phép luat va thé can cude cong dan cia ngudi lay
ho.

Bwée 2: Van thu kiém tra s6 gde cip phat bang,
ddi chiéu gidy to.

Bude 3: Gidy to hop 18, cho ca nhan nhan bang
TN THPT, yéu cﬁu kiém tra thong tin trén bang,
ky nhén vao sb cip phat bang va s0 dang bg theo
quy dinh. ?

Cac ngay lam
vige trong
tuan (gio

hanh chinh)




Thu tuc xin
cap ban sao
bing tot nghiép

Buwoe 1: Ca nhan dén van phong truong Nuat E
trinh gidy o (the can cude cong dan. giay uy |
quyén theo quy dinh phap luat (néie lam ho)...).
Nop ho so cho Van thu tai van phong trudng:

Hb so gfnn:

- Don xin cap ban 520 bang TN.THPT:

- Giay uy quyén (néu lam ho) 02 Neay lam

- Photo the CCCD. , , ‘ vige ke turkhi Mau 5
Bu()c 2: Van thu kiém tra don. dﬁi chiéu so U(")L tiep nl]én véu i
cap phat bang. T\hdp thong tin s6 hiéu bang. sd cau.

vao so cap phat bang vao don.

Bude 3: Vin thu hudng dan nguoi nop thao tac
ndp ho so trén dich vu cong truc tuyén.

Bwée 4: Nguoi ndp cho nhéan két qua qua buu
dién sau 2 ngay ndp ho so.

Tha tuce xin
hoc lai tai
truong doi voi
hoc sinh trung
hoc phé théng

Bwdce 1: Ca nhan hoc sinh hoac phu huynh hoc
sinh dén vin phong truong Xuét trinh gidy 1o (the
can cude cong dan, gidy uy quym theo quy dinh
phap luat (néu lam ho)...). Nop hd so cho Vin thu
tai van phong truong:

Hb so gbm co:

a) Pon xin hoc lai do hoc sinh ky.

b) Hoc ba cua 16p hoic cép hoc da hoc (ban
chinh).

¢) Bang t6t nghiép cua cép hoc dudi (ban cong
chirng)

d) Gidy x4c nhan ctia chinh quyén dia phuong noi | 02 Ngay lam
cu tri vé viée che‘ip hanh chinh sach va phap luat vige ke turkhi Mau 6
cua Nha nude. tiép nhan yéu
Bwde 2: Thi tuce xin hoc lai cau.

a) Truomg hop xin hoc lai tai truong cii _
Hiéu truong nha truong cho phép nhdp hoc sau
khi da kiém tra hd so.

b) Trudng hop xin hoc lai tai truong khac

Hb so b sung va thu tyc thye hién nhu ddi voi
hoc sinh chuyén truong.

¢) Trudng hop xin hoc lai vao 16p dau cép trung
hoc pho thong. Giam déc S GDDT xem xét,
quyet dinh trén co s& két qua thi tuyén hodc xét
tuyén ctia hoc sinh trude khi nghi hoc.
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Thu tue giai
10 | quyet khicu
nai, to cao

Bude 1: To chuc. cong dan phan anh thong qua
don. thu gui dén van thu nha truong.
Bude 2: Bo phén van thu khi nhan don thu.
chuyvén vé Hi¢u truong xu Iy theo quy trinh nhéan
van ban. BO phdn c¢o lién quan c¢o trach nhi¢m
xem xét. bao cdo. dé ‘(lel voi Hicu truong vé quy
trinh va hudng giai quyét.
Buée 3: Trd 1oi. giai quyét don thu khiéu nai. t6
cdo bang van ban hodc lam viée truc tiép véi ca
nhan. 0 chie khiéu nai t6 cdo (6 bién ban lam
vi¢e theo quy dinh).
- Truong hop to chire, cong dan dén phan anh
trye tiép bo phan tiép nhan va tra két qua co trach
nhiém hudng dan cong dan. 6 chire lam viée
trie tiép voi bo phan tiép cong dan.

Higu truong
¢o trach
nhiém phan
loai ddi véi
tung don thu.
xem x¢ét giai
quyét Kip
thoi, dung
thoi han quy
dinh cua Luat
Khiéu nai. 16
cao

Trén day la hudong dan quy trinh giai quyét cac thu tuc hanh chinh tai Truong

THPT Nguyén Diéu tir nam 2026.

Moi tiép nhan phan anh xin giri ve dia chi:

1. Tén co quan tiép nhén: Truong THPT Nguyén Diéu

2. Tru so: thon Phung Son, xa Tuy Phude Dong. tinh Gia Lai.
3. S6 dién thoai: 0256.3830.145 |

To thl’C ¢4 nhan, cha. me. nguoi giam hd hoc sinh (Hoc sinh)...
trude qua so dién thoai sau: 0342.085493 gdp co Tran Thi Kiéu My phu trich cong

van phong./.

Neoi nhan:

- Céan bg, gidao vién, nhan vién truong (t/h);
- Trang web (thong bao);

- Luu: VT.

Ping Tan Anh

o thé l1cn hé



