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A. QUY TRINH CHUNG
Buée 1: Ca nhan chudn bi day du ho so theo quy dinh, xuét trinh CCCD.

Buéc 2: Nop hd so tai van phong nha trudng, can bo vin phong tiép nhan
ho so, ki€m tra thanh phan, tinh phap 1y va no1 dung ho so.

- Truong hop hé so day du, hop 1& can bo van phong viét gidy hen va giao
cho nguo1 nop ho so theo quy dinh.

- Trubqg hop hd Sy thiéu hodc chua dﬁy du, can bo van phong huong dan
nguoi np bo sung cho day du.

Buéc 3: Pung thoi gian hen ca nhan dén vian phong trudng dé nhan két qua.

- Khi dén nhan két qua nguoi nhan phai tra lai gidy hen va ky vao so tra két
qua.

- Nguoi nhan kiém tra lai két qua giai quyét thu tuc hanh chinh, néu phat
hién c6 sai sét thi yéu cau diéu chinh lai cho dung.

B. QUY TRINH CU THE

I. THU TUC NHAN BANG TOT NGHIEP

a) Trinh tu

- Xuét trinh CCCD, nhén va kiém tra thong tin, k¥ xac nhan vao s6 cap bang.

- Néu nguoi nha nhan thay, phai c6 gidy Gy quyén xac nhan caa UBND
phuong (xa) hodc van phong cong chimg, trinh CCCD.

b) Thoi gian: Cac ngay thir 3, tht 5, thi 6 hang tuan.

Il. THU TUC MUOQN, RUT HQC BA

1. P6i voi hoc sinh da tot nghiép (Rut hoc ba)

a) Trinh tu

- Xué}t trinh CCCD, nhan va kiém tra thong tin trén th: b’a; kiém tra viéc ky
va dong dau cua nha truong trén hoc ba, ky xac nhan vao sé cap hoc ba.

- Néu nguoi nha nhan thay, phai c6 gidy Uy quyén xac nhan caa UBND
phuong (xa) hoac van phong cong chung, trinh CCCD.
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b)Thoi gian: Cac ngay tht 3, tht 5, thir 6 hang tuan.
2. P6i véi hoc sinh dang hoc (Mwon hoc ba)
a) Trinh tu
Budce 1: Dén tai vian phong nha truong, xuat trinh CCCD (hoic thé hoc sinh),

hoan chinh mau don mugn, ndp cho can bg tiép nhan.

Budc 2: Can bd ti€ép nhan don muon, cho hoc sinh muon hoc ba, yéu cau hoc

sinh ky vao s6 muon hoc ba (can bo kiém tra cac thong tin trong hoc ba trudc khi
chuyén cho hoc sinh muon).

Budc 3: Dung hen ca nhan 1én vin phong nha truong dé tra hoc ba.

b) Thoi gian: Cac ngdy thir 3, tht 5, thir 6 hang tuan.

I11. THU TUC XAC NHAN KET QUA HQC TA

a) Trinh tu

Budc 1: Xuat trinh CCCD, hoan chinh ho so ndp cho can b tiép nhan.
Budc 2: Can bd tiép nhan ho so, ra phiéu hen tra két qua.

Budc 3: Plng hen ca nhan 1én van phong trudng dé nhan két qua

b) Thoi gian thyc hién: 01 budi, ké tir khi tiép nhan yéu cau (van phong lam

viéc tat ca cac ngdy trong tuan, trir Thtr 7, Chu nhat).

IV. THU TUC CHUYEN TRUONG
1. Hoc sinh chuyén dén

Budc 1: Hoc sinh ndp hd so chuyén dén cho can bo tiép nhén tai van phong

nha truong, sau khi da dugc sy dong ¥ ciia S6 GDDT va di duoc Hiéu truong nha
truong ky ti€p nhan.

Ho so' chuyén truong gom co:

- Pon chuyén dén, trong d6 c6 ¥ kién cuia Hiéu truong nha trudng.
- Hoc ba ban chinh.

- Ban sao giay khai sinh.

- Bang t6t nghiép THCS, gidy trung tuyén vao 16p 10.

- Giay gidi thiéu chuyén truong do Hi€u trudng not di cap, xac nhan va gioi

thiéu cua S& Gido duc noi di (n€u chuyén ngoai tinh).

- Gidy gioi thiéu chuyén truong do Hiéu Truong noi di cip (néu trong tinh).
- Cac gidy to uu tién, khuyén khich, hoc sinh gioi... (néu c6).

Budce 2: Can bo tiép nhan hd so, cap nhat vao s6 va bao cho BGH dé Xép

2. Hoc sinh chuyén di

Budc 1: Hoc sinh dén vian phong ndp don xin chuyén di.
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Budc 2: Dién day du thong tin vao don, trinh Hi¢u truong ky dong ¥ cho hoc
sinh chuyén di, photo gidy chuyén truong c6 chir ky ctia Hiéu trudng noi tiép nhan
ndp lai cho cén bo van phong.

Budc 3: Can bd vin phong tiép nhan hd so, chuyén hd so trén co so dit liéu
nganh, vn.edu tdi truong chuyén dén.

Thoi gian thyc hién: Giai quyét trong 02 ngay 1am viéc (van phong lam viéc
tat ca cac ngay trong tuan, trr Chu nhat).

V. THU TUC XAC NHAN HQC SINH PANG HQC TAI TRUONG

Buée 1: Pén tai vin phong truong, xuat trinh CCCD, hoan chinh mau don
xac nhan, ndp cho can bo ti€p nhan.

Bwdce 2: Can bo tiép nhan ho so, ra phiéu hen tra két qua.

Buéc 3: Dung hen ca nhan Ién van phong truong dé nhan két qua.
Thoi gian thyc hién: 01 budi, ké tir khi tiép nhan yéu cau (van phong lam viéc
tat ca cac ngay trong tudn, trir Thir 7, Chu nhat).

* Luu y: Gio tiép nhan hd so va giai quyét cac thu tuc ¢ trén:

Cd nhdn lién hé van phong nha truong theo sé dién thoai: 02363687877
Buéi sang: Tir 8 gio 00 phiit dén 11gio.

Buéi chiéu: Tir 14 gio 00 phiit dén 17 gio.
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