Quyét dinh s6 40/QD-THCS&THPTQL ngay 12/02/2025

SO GD&DPT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS&THPT QUANG LA Poc 1ap — Tw do — Hanh phiic

QUY TRINH GIAI QUYET THU TUC HANH CHINH NAM 2025

(Ban hanh kem theo Quyét dinh s6 40 /OP-THCS&THPT QL ngay
12 102/2025 cua Hiéu truong truong THCS&THPT Quang La)

A. QUY TRINH CHUNG
Bwéc 1. Ca nhan chuan bj day du hd so theo quy dinh.

Buéc 2. Nop ho so tai vin phong truong, can bd tiép nhan hd so kiém tra
thanh phan, tinh phap 1y va ndi dung ho so:

- Trudng hop hd so day du, hop 1é can bd tiép nhan ho so viét gidy hen trao
cho ngudi nop ho so theo quy dinh.

- Truong hop hd so thiéu hoic khong hop & can b tiép nhan hd so hudng
dan nguoi nop ho so bo sung cho day du.

Buéc 3. Pung thoi gian hen, ca nhan dén van phong truong dé nhan két qua

Khi dén nhan két qua giai quyét nguoi nhan phai tra lai gidy hen va ky vao sb tra
két qua.

- Nguoi nhan kiém tra lai két qua giai quyét tha tuc hanh chinh, néu phat hién
c6 sai sot hodc khong dung thi yéu cau dieu chinh lai cho dung.

B. QUY TRINH CU THE
I. TIEP NHAN HOC SINH CHUYEN DEN

A. Péi twong thwe hién: Hoc sinh dang theo hoc chuong trinh phd thong
trong cac truong cong lap.

B. Thoi han giai quyét: Mdi niam hoc c¢6 2 dot giai quyét chuyén trudng cho hoc
sinh: dot 1 (dau nam hoc) tir 01/7 dén 30/8; dot 2 (dau hoc ky II) tir 02/01 dén 15/01.
Truong hop dac biét, ngoai thoi gian quy dinh trén s€ do Giam doc S& quyét dinh.

1. Trinh ty:

Budc 1: Hoc sinh hodc cha me hoc sinh dén vin phong trudng ndép hod so
chuyén dén cho can bd tiép nhan.

Ho so xin chuyén truong gom co:

- Pon xin chuyén truong do cha me hodc ngudi giam ho ky (Mau 3), trong d6 co
y kién chdp thuin cua Hiéu truong truong THPT xin chuyén dén (THCS&THPT
Quang La);

- Hoc ba ban chinh (néu chuyén truong gitra ndm hoc phai c6 Bang két qua hoc tap);



- Ban sao0 gidy khai sinh;

- Bang tot nghiép THCS (ban chinh hoic gidy ching nhan tot nghiép tam thoi)
v6i khd THPT;

- Gidy chimg nhén trang tuyén vao 16p 10 véi khdi THPT, vao 16p 6 dbi voi
khéi THCS;

- Gidy gi6i thiéu chuyén truong do hiéu truong nha truong n01 di cap. Trong
truong hop chuyen dén tir cac tinh khéc phal c6 gidy gi6i thidu vé S¢ Gido duc va
Dao tao noi chuyén di va noi dén. (Néu chuyén ngoai tinh);

- Céc gidy to hop 18 dé huong ché do wu tién, khuyén khich trong hoc tap, thi
tuyén sinh, thi tot nghiép (néu co);

- Giéy chimg nhan tam tra dai han hoac Quyét dinh diéu dong cong tac cua
cha hoac me, hoac nguoi giam ho tai noi s€ chuyén dén. (doi voi nhitng hoc sinh
chuyén noi cu tru tu tinh, thanh pho khac dén). (Néeu co).

Budc 2. Can bo tiép nhan kiém tra hod so

+ Néu hop 1é: Cap nhat vao so chuyén dén va bao cho Hiéu truong biét dé sap
xep 16p hoc cho hoc sinh, cap giay gidi thiéu cho hoc sinh dén trinh dién GVCN deé
vao hoc.

+ Néu ho so chira hop 1é: Huéng dan phu huynh hoc sinh tiép tuc hoan thanh
hd so.

2. Thoi gian thwe hién:

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

- Néu don chua duoc ky tiép nhan, huéng dan cha me hoc sinh hoan thién hd so.

3. L¢ phi: Khong

11. HOC SINH CHUYEN DI

A. Thoi han giai quyét: Mdi ndm hoc ¢6 2 dot giai quyét chuyén truong cho hoc
sinh: dot 1 (dau nam hoc) tir 01/7 dén 30/8; dot 2 (dau hoc ky II) tir 02/01 dén 15/01.
Truong hop dac bigt, ngoai thoi gian quy dinh trén s€ do Giam doc S& quyét dinh.

1. Trinh ty:

Budc 1: Hoc sinh hoic cha me hoc sinh dén van phong (Gap ¢6 Bui Thi Hong
L¢&) nha trurong Xin mau don chuyén di. (Mau 3)

Budc 2: Hoc sinh hodc cha me hoc sinh dén truong can chuyén dén trinh don
Xin chuyén truong, néu dong y tiép nhan, Hiéu truong ky vao don xin chuyén
truong; Hoc sinh hoac cha me hoc sinh mang don do tr¢ lai van phong trudong
THCS&THPT Quang La.

Budc 3: Can bo phu trach tiép nhan don sé& cho hoc sinh hodc cha me hoc sinh
rit hd so, va cap nhat vao s6 chuyén di, photo giir lai gidy chuyén truong, cap gidy
gidi thiéu dén S6 GD&DPT Quang Ninh (néu chuyén ngoai tinh) va trudng chuyén
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deén.

Budc 4: Hoc sinh hodc cha me hoc sinh mang hd so hoc ba dén S& GD-DT
Quang Ninh (Trung tam Dich vu Hanh chinh cong cap tinh, phuong Héng Ha,
Thanh pho Ha Long, tinh Quang Ninh). Xin cap gidy chu’ng nhan trang tuyen 16p
10 va glay gidi thiéu dén S GD-DT cua truong chuyén dén (néu chuyén ngodi
tinh) dé 1am thu tuc nhap hoc.

Budc 5: Hoc sinh hoidc cha me hoc sinh ndp toan b hd so cho truong chuyén
dén dé dugc nhap hoc.

2. Thoi gian thwe hién:

- Néu don chuyén dén da duoc ky tiép nhan, giai quyét ngay trong ngay lam viéc.
- Néu don chua duoc ky tiép nhan, hudng din cha me hoc sinh hoan thién hé so.
3. L¢ phi: Khong

111. RUT HO SO, HOC BA

1. Trinh ty:

Budéc 1: Hoc sinh hodc cha me hoc sinh dén van phong truong (Gap co Bui Thi
Hong L&) xuat trinh thé cin cudc cong dan, Xin mau don rat hd so va hoan chinh thong
tin, nop lai cho can b tiép nhan tai van phong truong (Mau 1);

Néu cha me dén rat phai co gidy uy quyén c6 xac nhan UBND x4 noi hoc sinh
cu tri va can cudc cong dan ciia nguoi dén nhan thay.

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

Budc 3: Pung hen hoc sinh hoic cha me hoc sinh lién hé van phong truong dé
nhan ho so, hoc ba.

Cd nhén 6 thé lién hé qua dién thoai truoc xem da co két qud chuea.
2. Thai gian thuc hién:

Néu hé so hop 18, day du s& thyc hién ngay trong budi 1am viéc ké tur khi tiép
nhén yéu cau.

3. L¢ phi: Khong
IV. CAP BAN SAO HOC BA (Xuit trén Smas)
1. Trinh tu:

Budc 1: Hoc sinh hoic cha me hoc sinh dén vin phong truong (Gap ¢6 Bui Thi Hong
L&) xin mau don va hoan chinh thong tin nop hd so cho can bo tiép nhan tai vin phong
truong (Mau2) .

Ho so gom:

- Bon xin cap lai hoc ba
S6 lwong ho so: 01 bd
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Budgc 2: Can bo tiép nhan kiém tra noi dung don, ra phiéu hen tra két qua.
Budc 3: Pung hen ca nhan lién hé van phong truong dé nhan két qua.

Cd nhdn cé thé lién hé qua dién thoai truréc xem da cé két qud chura.

2. Thot gian thwc hién:

01 ngay lam viéc ké tur khi tiép nhan yéu cau.

3. Lé phi: Khong

V. RUT BANG TOT NGHIEP THPT

1. Trinh ty:

Budc 1: Hoc sinh dén van phong nha truong (gip co Bui Thi Hong Lé), xuét
trinh can cudc cong dan;

Néu cha me hodc nguoi than dén nhéan thay phai co gidy uy quyén co xac
nhan UBND x4 noi hoc sinh cu tri va can cudc cong dan cuia nguoi dén nhan
thay.

Budc 2: Can bo phuy trach kiém tra, d6i chiéu ho so cdp phat bang Cin cude
cong dan cua ngudi dén nhan, néu hop 1¢é cho hoc sinh, cha me¢ hoac nguoi than ky
nhan vao so cap phat bang.

2. Thoi gian thuwe hién: 01 budi lam viéc.
3. Lé phi: Khong

VI. XAC NHAN KET QUA HQOC TAP
1. Trinh tu:

‘ Budéc 1: Hoc sinh hodc cha me hoc sinh dén van phong truong (Gap Bui Thi
Hong Lé) xin mau don va hoan chinh thong tin xin xac nhan két qua hoc tap cho
can bo tiép nhan tai van phong truong. (Mau 5)

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

Buac 3: Bung hen hoc sinh hoac cha me hoc sinh lién hé van phong truong
de nhan ket qua.

Cd nhan cé thé lién hé qua dién thoai truéc xem da cé két qua chura.
2. Thai gian thuc hién:
01 budi lam viéc ké tir khi tiép nhan yéu cau.
3. L¢ phi: Khong
VII. XAC NHAN HQC SINH PANG HOC TAI TRUONG
1. Trinh ty:
Budc 1: Hoc sinh ¢6 nhu cau xac nhan dang hoc tai truong, 1am don Xin xac nhan

(Mau 4), nop cho can bo phu trach vin phong;
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Budgc 2: Can bo phu trach kiém tra noi dung don, ra phiéu hen tra két qua;
Budc 3: Pung hen hoc sinh lién hé vin phong trudng dé nhan két qua.

2. Thoi gian thuc hién: 01 ngay lam viéc, ké tir khi tiép nhan don yéu cau.
3. Lé phi: Khong

VI1Il. PHUC KHAO BAI THI

1. Trinh ty:

Budc 1: Hoc sinh hodc cha me hoc sinh dén vin phong nha truong nhan don
xin phuc khao bai thi, hoan chinh mau don xin phuc khao (Mau 6), nop cho can bo
phu trach van phong truong.

Budc 2: Nha truong tong hop danh sach, t6 chac kiém tra diéu kién phuc
khao bai thi cua hoc sinh va bao cdo So GD-DT.

Budc 3: So GD-DT t6 chirc chdm phuc khao bai thi.
Budc 4: Khi co két qua nha truong thong bao cho hoc sinh két qua phuc khao bai thi.
2. Thei gian thuc hién:

- Trong thoi han 15 ngay lam viéc ké tir khi nhan da ho so hop 18, trong
khoang thoi gian quy dinh cua B GD-DT.

3. Lé phi: Khong
IX. XAC NHAN HOAN THANH CHUONG TRINH THPT
1. Trinh tu:

Budc 1: Ca nhan ¢6 nhu cau xac nhan hoan thanh chuong trinh THPT, hoan
chinh mau don (Mau 7), nop cho can bd phu trach vin phong truong.

Bugc 2: Can bo phu trach kiém tra noi dung don, ra phiéu hen tra két qua.
Can bo phu trach kiém tra, d6i chiéu véi hd so luu trir cia hoc sinh can xac nhan
két qua. Néu hop &, thuc hién hoan chinh mau xac nhan, trinh Hiéu truéng ky,
dong dau.

Budc 3: Pung hen ¢ nhan lién hé van phong truong dé nhan két qua.
2. Thai gian thuc hién:

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

3. L¢ phi: Khong

X. CAP LAI GIAY CHUNG NHAN TOT NGHIEP TAM THOI
1. Trinh tu:

Budc 1: C4 nhan chuan bi hd so: Pon Qé nghi cap cép lai Gidy chimng nhan t6t
nghi¢p THPT tam thoi, CCCD hodc cac gidy to tuy than khac cua nguoi dé nghi,
nop cho can bo phu trach vian phong truong. (Mau 8)

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



6
Budc 3: Pung hen ci nhdn lién hé van phong trudng dé nhan két qua.
2. Thoi gian thue hién:
01 ngay lam viéc, ké tir khi tiép nhan don yéu cau.
3. Lé phi: Khong
XI. CAP LAI GIAY CHUNG NHAN TRUNG TUYEN VAQ LOP 10
1. Cac budc thuc hién:

Budc 1: Hoc sinh dang hoc tai truong THCS&THPT Quang La 1am don trinh
bay néu 1o 1y do dé nghi cap lai;

Budc 2: Can ctr vao don dé nghi cta hoc sinh, cin ctr vao ho so tring tuyén
vao 16p 10 Iuu gitr tai truong THCS&THPT Quang La, can bd van phong trinh
Hi¢u trudng xem x€t va gidi quyét;

2. Thoi gian giai quyét: Tur thir 2 dén thtr 6 hang tuan.

3. Lé¢ phi: Khong

XI1. CAP LAI BAN SAO VAN BANG TU SO GOC

1. Trinh tu:

Budc 1: Ca nhan chuan bi hd so: Pon dé nghi cép lai ban sao bang tt nghiép
THPT c¢6 dan 1 anh; can cudc cong dan pho t6 cong ching, nop cho can bo phu
trach van phong truong.

Budce 2: Can bo phu trach can cr vao don dé nghi cua ca nhan, can bo tiép
nhdn giai quyét ho so can clt vao ho so goc duge luu gitlr tai truong ti€én hanh xac
minh vao don dé nghi cap lai van bang ban sao cho hoc sinh.

Gidy to can chuan bi:
- Pon xin cap lai ban sao bang tot nghiép THPT
- Can cude cong dan pho to6 cong chimg

Sau khi don dé nghi cép lai cua ca nhan da dugc xac minh va dong dau dz‘iy
du, can bo van phong huéng dan ca nhan nop hod so tai Trung tam Dich vu Hanh
chinh cong cap tinh (Pia chi: Khu trung tim Hanh chinh, phuong Hong Ha, Thanh
phé Ha Long, tinh Quang Ninh) dé xin cap.

2. Thoi gian giai quyét: Tir thir 2 dén thir 6 hang tuan.
3. Lé¢ phi: Khong

X111, GIAI QUYET KHIEU NAIL, TO CAO

1. P6i twong thue hién: C4 nhan

2. HO so - dieu kién:

- Bon khiéu nai, to cao
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- Cac tai li¢u, vat chiing c6 lién quan dén viéc khiéu nai, tb céo

3. Cac budce thuc hién:

*Thu tuc tiép nhan don thu

- Truong hop to chire, cong dan dén phan anh thong qua don, thu :

B0 phan van thu khi nhan don thu, chuyén vé Hiéu trudng xir 1y theo quy
trinh nhan van ban. B6 phan c¢o lién quan c6 trach nhiém xem xé&t, bao cao, dé xuat
vo1 Hiu trudng vé quy trinh va hudng giai quyét;

- Truong hop to chire, cong dan dén phan anh truc tiép:

Vin thu nha trudng c6 trach nhiém huéng dan cong dan, t6 chirc lam viéc
tryc tiép véi bd phan tiép cong dan.

* V& thoi han giai quyét don thu

Hiéu truong co trach nhiém phan loai d6i véi ting don thu, xem xét giai
quyét kip thoi, ding thoi han quy dinh cua Luat Khiéu nai, t6 cdo. Cu thé:

- Doi véi don khiéu nai:

Trong thoi han 10 ngay ké tir ngay nhan dugc don khiéu nai, Hiéu trudng tién
hanh thy 1y dé giai quyét khi€u nai va thong bao bang van ban cho t6 chuc, cong
dan (sau day goi l1a ngo1 khiéu nai) biét; truong hop khong thu ly gidi quyét thi
phéi néu ro 1y do.

Thoi han giai quyét lan dau khong qua 30 ngay ké tir ngay thu 1y dé giai

quyét; d6i véi vu viéc phirc tap thi thoi han giai quyét c6 thé kéo dai hon, nhung
khong qué 45 ngay ké tir ngay thuy 1y.

Péi v6i cac khiéu nai da duoc cac cap c¢6 tham quyén giai quyét, nhung ng-
udi khiéu nai khong nhat tri tlep tuc khiéu nai thi thoi han khong qua 45 ngay ké tur
ngay thu ly dé giai quyét; ddi v6i vu viéc phirc tap thi thoi han giai quyét co thé
kéo dai hon, nhung khong qua 60 ngay ké tir ngay thu 1y dé giai quyét;

+ Pbi voi cac khiéu nai khong thude thadm quyén giai quyét:

Trong thoi han 10 ngay lam viéc, Hiéu truong chuyén don dén co quan, don

vi ¢6 thim quyen xem xét, giai quyet dong thoi thong bao va chi dan cho ngudi
khiéu nai biét dé lién hé giai quyét;

+ Pbi v6i cac khiéu nai da hét thoi hidu giai quyét, viéc khiéu nai da co quyét
dinh giai quyét cudi cung, da dugc Toa an thu ly dé gidi quyét hodc da c6 ban an,
quyét dinh cia Toa an, Hi¢u truéng khong xem xét, gidi quyét nhung phai thong
bao cho nguoi khiéu nai biét vé ly do khong gidi quyeét;

- D6i véi don 16 cdo:

Trong thoi han 10 ngay ké tir ngdy nhan duoc don té cdo, Hiéu truong tién
hanh thu ly dé giai quyeét;

Thoi han giai quyét: Khong qua 60 ngay, ké tir ngay thu 1y giai quyét; dbi véi vu
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viéc phtic tap c6 thé kéo dai, nhung khong quéa 90 ngay ké tir ngay thu 1y giai quyét;

Truong hO’p don t6 cao khong thude tham quyén glal quyét thi lam tha tuc
chuyen don dén co quan, t6 chirc c6 thim quyén giai quyét va thong bao cho ngudi
t6 céo biét;

- Can cr vao don khiéu nai, t6 céo cua ca nhan, can bd tlep nhan glal quyét ho
s0 can ctr vao ndi dung vu viée chuyén dén cap lanh dao c6 thim quyén giai quyét;

4. Thoi gian giai quyét: Tir thi 2 dén thir 6 hang tuan
5. Lé phi: Khong
XIV. PANG KY DU THI TOT NGHIEP THPT

Can ctr cong vian hudng dan ciia S& Gido duc va Pao tao Quang Ninh hang
nam vé hudng dan t6 churc thi tot nghiép THPT.

1. Poi twong thue hién: Hoc sinh da hoc hét chwong trinh 16p 12 hé¢ THPT
2. Ho so - diéu kién

* Piéu kién: P4 hoan thanh chuong trinh 16p 12

* H6 so bao gom:

- Phiéu dang ky du thi;

- Hoc ba trung hoc ph6 thong (ban chinh);

- Gidy khai sinh (ban sao);

- Bang t6t nghiép trung hoc co s& (ban chinh);

- Gidy chtng nhan triing tuyén vao 16p 10 trung hoc pho thong (ban chinh);
- Can cudc cong dan (ban photo cong chung);

- Cac gidy ching nhan dé duoc hudng ché d6 uu tién (néu co) gom:

+ Con cua li¢t si, thwong binh, bénh binh, nhiing nguo1 dugc hudng chinh
sach nhu thuong binh; con cuia Anh hung LLVT ND, Anh hung lao dong;

- Gidy chtng nhan huong ché do cong diém khuyén khich (néu c6) gom:
+ Chung nhan nghé pho théng;

+ Chimg nhan doat giai trong cac ky thi do nganh gido duc t6 chirc hodc phdi
hop véi cac nganh khac tir cap tinh trd 1én t6 chitc gom: Thi HS gidi cdc mon van
hoa, thi KHKT cap tinh, TDTT hdi thao giao duc quoc phong...

- Céc loai gidy chimg nhan dé dugc huong ché d6 wu tién, huéng cong diém
khuyén khich néu ngp sau ngay thi sé khong co6 gid tri dé xét hudng cong diem.

3. Céac budrc thuc hién
- Budc 1: Ca nhan c¢6 nhu cau chudn bi day du hd so theo quy dinh ciia phap luat
- Budc 2: Nop ho so tai truong Pho thong noi da hoc hét chuong trinh THPT,
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trong nam t6 chuc ky thi. Thoi gian trudng tiép nhan ho so theo cong vin hudng
dan cia S& GD-PT.

- Bué6c 3: Trudng 1ap danh sach thi sinh ddng ky duy thi vao phan mém quan 1y
thi gtri dia CD chura dit li¢u dén Phong Khao thi va Kiém dinh chat luong gido duc
thudc Sé Giao duc va DPao tao.

- Budc 4: Phong Khao thi va Kiém dinh Chat lugng gido duc (KT-KDCLGD)
xur 1y ho so (1ap danh sach du thi, in thé du thi...), chuyén vé truong.

- Bu6c 5: Nhan két qua tai truong (Thé du thi).

4. Thoi gian giai quyét: Thuc hién theo hudng dan ciia S6 GD&PT.
5. Lé phi: Thuc hién theo huéng din ciia S GD&DT.

XV. TUYEN SINH VAO LOP 6 THCS, LOP 10 THPT

1. Poi twong: Hoc sinh da tot nghiép Tiéu hoc, THCS va dang ky du thi vao
16p 6, 10 truong THCS&THPT Quang La.

- Can ¢ vao chi tiéu duoc giao va huéng dan chi tiét vé tuyén sinh 16p 6,10
cua UBND Thanh ph6é Ha Long, S6& GD&DT Quang Ninh, hang ndm; Truong
THCS&THPT Quéang La ra thong bdo vé tuyén sinh 16p 6 va 16p 10.

2. Cac buéc thuc hién:

- Nhan s6 lugng va ban ding ky du tuyén thi sinh 16p 6, 16p 10 tai Phong
GD&DPT Ha Long, S GD&DPT Quang Ninh;

- T6 chire ky xét tuyén hodc thi tuyén sinh vao 16p 6, 16p 10 theo hudng dan
cua Phong GD&DPT, S6 GD&DT;

- Thanh 1ap Hoi ddng tuyén sinh vao 16p 6, 1op 10 truong THCS&THPT
Quang La;

- Nhan két qua xét tuyén hodc thi tuyén sinh 16p 6, 16p 10 tai Phong GD va S&
Giao duc;

- Niém yét bang két qua thi tuyén sinh tai truong THCS& THPT Quang La;

- Thong bao diém chuan, thoi gian thu, dia diém thu hd so nhap hoc 16p 6, 16p
10 tai bang tin nha truong.

3. Ho so nhap hoc 16p 6, 16p 10 gom:

* Hoc ba (Ban chinh) THCS d6i véi 16p 10; Hoc ba Tiéu hoc ddi véi 16p 6;
* Gidy khai sinh ban sao;

* Gidy chimg nhan tét nghiép THCS tam thoi di véi khoi 10;

* Glay chung nhan Hoan thanh chuong trinh tiéu hoc dbi vai 16p 6;

o Phiéu ding ky 10p hoc theo chuong trinh gido duc phd thong (theo mau in sin)
doi voi 16p 10;
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* Céc loai gidy to dién uu tién (néu co);
* Gidy chimg nhan dat giai cac ky thi hoc sinh gioi (néu c6);

- Vian phong nha truong tong hop ho so di thu bao céo voi nha trudong, két
hop 1ap danh sach trong phan mém va ndp dia dit li€u va danh sach chinh thirc vé
phong T6 chure va chat luong Gido Duc - S GD&DT Quang Ninh;

- Truong THCS&THPT Quang La nhian bang danh sach duyét chinh thirc cua S&
GD&DT Quéng Ninh;

- Trudng THCS&THPT Quéng La bién ché hoc sinh dau cap vao cac 16p hoc méi cho
nam hoc.

4. Lé¢ phi: Khong
XVI. XAC NHAN VAN BANG, CHUNG CHI, HOC BA
1. Poi twong thue hién: Co quan, T6 chiic, ca nhan

2. Ho so - diéu kién

Co quan, t6 chtic, ca nhan chuan bi dy di ho so theo qui dinh

Thanh phan ho so bao gom:

- Pon Xin xac nhan van béng, ching chi, hoc ba

- Gidy gi6i thiéu cta co quan

- Cac ho so, tai liéu c6 lién quan dén van bang, ching chi

3. Cac buéce thuc hién

Budc 1: Co quan, to chirc, ¢a nhan dén vin phong nha truong xuat trinh Thé
CCCD hoac ho chiéu, giay gidi thi¢u cua co quan, don xin xac nhan van bang,
chirng chi, hoc ba va cac loai ho so c6 lién quan; Ké khai day du ndi dung trong ho
so tai bd phan ti€ép nhan giai quyét ho so ctua truong THCS&THPT Quang La - Xa
Quang La - Thanh pho Ha Long - Tinh Quang Ninh; (Mau 09)

Budc 2: Can bo tiép nhan cin c vao don xin xac nhan, kiém tra, doi chiéu
trung khdp voi ho so goc dugce luu gitr tai truong néu diang xac nhan day du vao
cac muc trong hd so cia ¢4 nhan xin xac nhan;

4. Theoi gian giai quyét: Tir thi 2 dén thir 6 hang tuan.

5. Lé phi:

Theo Thong tu Lién tich s6 92/2008/TTLT-BTC-BTP huéng dan vé mirc thu,
ché do thu, ndp, quan 1y va st dung 1€ phi cap ban sao, 1€ phi chirng thuc.

XVI1I. GIAI QUYET MIEN GIAM HOQC PHi, CHI PHi HOC TAP

1. Poi twong: Gido vién chil nhiém

2. . Cach thirc thuce hién

- GVCN nhan don theo mau tai phong ké toan;
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- Giao cho hoc sinh dién day du thong tin;
- Nop lai phong ké toan;

- Pho t6 cong chtng s6 hd nghéo, gia dinh kho khin, s6 chiing nhan khuyét
tat, gia dinh chinh sach......

- Ké toan tap hop day du ho so cia hoc sinh thudc dién chinh sach dugc mién
giam trinh Hiéu trudong xét duyét

- Can ctr vao danh sach hoc sinh dién mién giam da duoc Hiéu truong ky
duyét, nha truong tién hanh bao cdo, giri ho so vé S& @€ xin giam hoc phi, ho trg
chi phi hoc tap cho hoc sinh.

3. Bd phan giai quyét

- Hiéu trudng, K& toan

4. Thai gian thuc hién

- Pau nam hoc mai (Hoc ky 1)

- Pau nam tai chinh (Hoc ky 11)

XVIII. GIAI QUYET CHE PO THAI SAN

1. Poi twong: Can bo gido vién, cong nhan vién

2. . Cach thirc thyuce hi€én

- Can b gido vién, cong nhan vién nop Ban sao gidy khai sinh cua con

3.. B phan giai quyét
- Hiéu truong, Ké toan

3. Thoi gian thwc hién: Sau khi sinh 1 thang.
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SO GDDT QUANG NINH CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG THCS&THPT QUANG LA Poc lap - Tw do - Hanh Phic
Mau 1
PON XIN RUT HO SO

Kinh gui: Ban lanh dao truong THCS& THPT Quéng La.

Ten tO1 1a: .o oo ,namsinh:................
Cutratai: .............. D ¢ I thixa................. tinh................
| 7 R CUACM ..ooiiiiiiiiiiiies s, sinhnam ... . ....

Hién 1a hoc sinh 16p ...... Nam hoc .......-........ cia truong THCS&THPT
Quang La, tinh Quang Ninh.

Nay t0i 1am don nay kinh xin ban Lanh dao truong THCS&THPT Quang La
cho phép toi rit hO SO CUA ...vviinniiiiii e

L,d
8 L P

...............................................................................................

1 ......................................... 4- .........................................

R4t mong dugc su chap thuan ciia nha truong.

Toi1 xin chan thanh cam on./.

Ha Long, ngay .....thang ....nam 20...
Nguwoi giao ho so Nguwoi viet don

(Ky, ghi ré ho tén) (Pd nhdn di ho s0)
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Méu 2
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

PON XIN CAP BAN SAO HQC BA
Kinh gtri: Ban 1anh dao truong THCS&THPT Quang La.
Ten tO1 1a: ..o ,namsinh:................
() s o 1872 S
La hoc sinh khoa hoc ........ e cua truong THCS&THPT Quang La,

tinh Quang Ninh.

CON ONG: ..o Nghé nghiép:..........c........
VaBa: . Nghé nghiép: ...........ocoo...

Da hoc chuong trinh THPT:
-Namhoc:.........~...........Lép:..........
-Namhoc:.........-...........Lép:..........
-Namhoc:.........-...........Lép:..........
Tai truong THCS&THPT Quéng La.

Nay toi lam don nay kinh xin mong ban Lanh dao, Van phong truong
THCS&THPT Quang La cap lai cho t61 ban sao hoc ba cac ndm hoc da néu trén.

Lyd
8 (O

............................................................................................

Rat mong duogc su chap thuan ctia quy Thay (C0), toi chan thanh cam on!

Ha Long, ngay ...... thang....... nam?20.....
Ho so dinh kém: Nguoi lam don

-01 {mh 4x6.
- Xuat trinh CCCD.
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Mau 3

CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap — Tw do — Hanh phic

PON XIN CHUYEN TRUONG
(Mdu danh cho hoc sinh THCS, THPT chuyén truong ngodi tinh)

Kinh giri: - SO GD&DT ..o
=SSO GD&DT ...,
- HIGu truong TruONg ...,
- HIGu truong TruONg ...ovveiie e,

I o) 7<) o - S

NOTCU T . e e e e e e e e
SG6CCCD : e, NEAY CAP «ovvneeeeen. NOTCAP. e,
S6dien thoai IEN hé : .....oooiiiiii

La (cha, me, nguoi dodau) .... .... ... ciahocsinh. ......... oo
......... sinhngdy.... thdng.... ndm...... .....;

NOT SINN & . o 3

D3 tring tuyén vao 16p .....nAm hoC 20 ... =20 trudNg ........oeeveeeeeeieeeinn.. ;

Nay lahocsinh 16p . ................ .nam hoc 20 ........ =20, ,

TaiTruong ........covvnn . thanh phé .......... .tinh.......................

Két qua cudi nam hoc/hec ky ......: Hoc lyc: . .. .. Hanh Kiém: .. .... ...

Két qua diém tuyén sinh (doi véi chuyén trieong dau nam 16p 10): . . .. ..

T6i 1am don nay giri dén Ban lanh dao nha trudng cho t6i dugc xin chuyén dén hoc
16p v nam hoc: 20..... - 20..... tai trrONG ..ocovvevveiieiieceesiesiens thuoc huyén/ thanh
PNO oo TN

Ly do: . e
........................................................ (Kem minh chirng)

Puoc su chap thuan ciia quy lanh dao co quan, ching t6i chan thanh cam on./.
.......... , ngay... ...thang ... nam 20...
Ngwoi lam don

Y kién tiép nhan Hiéu Truwéng truong Y kién Hiéu Truéng truong
(Noi chuyén den) (Noi dang hoC)
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Miu 3
CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap — Tw do — Hanh phic
PON XIN CHUYEN TRUONG
(Mdu danh cho hoc sinh THCS, THPT chuyén trwong trong tinh)
Kinh gtri: - Hiéu truong Truong ..o
- Hiu trudng Truong ......ooovviiii i,
Toiténla: .........
NOL CU . . .t o i e e
S6CCCD & v, NEAY CAP v NOi CAP..cvveevn. .
S6 dien thoai TN HE : .....oeeeeeii e,
La (cha, me, nguwoi dodau) .... .... ... caahocsinh.......... ..........
.............. sinhngay.... thang.... nam...... .....;
NOTL SINN & . e
D3 tring tuyén vao 16p .....ndAm hoc 20 . .. - 20 trudNg ......cevvvevennen.... ;
Nay la hocsinh 16p . ............. .nam hoc 20 .....-20........... ,
Tai Truong .............. ..... thanh phd .. ....... tinh .................
Két qua cudi niam hoc/hoc Ky ......: Hoc luc: . . ... - Hanh kiém: ...... ...
Két qua diém tuyén sinh (@i véi chuyén triwong dau nam Iop 10): . ... ..
~ Téi lam don nay giri dén Ban lanh dao nha truong cho t6i duoc xin chuyén
den hoc lop cereenenee 1AM DOCT 20..... - 20..... 1Q1 TUONG oo, thudc
huyén/ thanh pho ........cccccoeveeiiiiinne, NN
Ly do: .o e
(Kem ml nh C hwn g ) ...................................................

Puoc su chap thuan cua quy 1anh dao co quan, ching t6i chan thanh cam on./.
.......... , ngay... ...thang ... nam 20...
Ngwoi lam don

Y kién tiép nhan Hiéu Truéng truong Y kién Hiéu Truéng truong
(Noi chuyén dén) (Noi dang hoC)
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SO GDDPT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS&THPT QUANG LA Poc lap - Tw do - Hanh Phuc

XAC NHAN PANG HQC Miu 4
HoOC SINN: oo
GIOT NN . e e
Ngay sinh: ................ L e :
Noisinh:.......ooooviiiiiiii. .
HO KhaAU thUONE tr0: et
Nam hoc: 202....—202..... dang hoc 16p ............ tai truong THCS&THPT
Quang La.

Ha Long , ngay ..... thang ..... nam 202.....

HIEU TRUONG
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SO GDDT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS& THPT QUANG LA Poc lap - Tu do - Hanh Phuc
. _ . . ~ Mau 5
XAC NHAN KET QUA HQC TAP
TRUONG THCS&THPT QUANG LA XAC NHAN
(Danh cho hoc sinh dang hoc tap tai truong)
Hoc sinh: ... Gioitinh:..................
Ngaysinh: .......... ...l CNOTSINh: ..o
HO KNAU thuomg T ... el
Nam hoc: 202....—202..... dang hoc l6p ......... tai truong THCS&THPT Quang La.

Pé lam tha tuc vao hoc cac trudng trung cap, hoc nghé hoic thong bao vé chinh quyén
dia phuong biét.

Lép 10 Lép 11 Lép 12

Monhee | o ik | €4 | gk Rk | €4 | Hka Rk | €8
nam nam nam

Toan

Vat li

Hoa hoc

Sinh hoc

Ngtr van

Lich st

bia li

Ngoai ngir:
Tiéng Phap

Cong ngh¢

Thé Duc
Q.Phong

GDCD

DPTB
cac mon

Hoc luc

Hanh kiém

Ha Long, ngay ..... thang ..... nam 202...
NGUOI LAP BIEU HIEU TRUONG
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SO GDDBT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS&THPT QUANG LA Poc 1ap - Tu do - Hanh Phic

So:

IGXN-THCS&THPT QL Méu 5

, ] GIAY XAC NHAN ‘
KET QUA HQC TAP CUA HQC SINH TAI TRUONG

(Danh cho hoc sinh da ra truong)

HIEU TRUONG TRUONG THCS&THPT QUANG LA XAC NHAN

Hocsinh: ............... Dan toc: ........ Gi6itinh: .........
Ngay sinh: ..............ooonii. Noisinh: .......oooiiiiiiiin...

HO KNAU thuomg tri: ..o

Hoc sinh truong THCS&THPT Quang La KhéahoC: ......oovvviiniinn...

Két qua hoc tap tai truong nhu sau:

Lop 10 Lop 11 Lop 12
Mon hoc Ca Ca Ca

HKI | HKII g HKI1 | HKII N HKI | HKII <
nam nam nam

Toéan
Vat li
Hoéa hoc
Sinh hoc
Tin hoc
Ngir van
Lich su
bia li
Ngoai ngi:
Tieng Anh
Cong nghé
Thé Duc
Q.Phong
GDCD

DPTB
cac mon

Hoc luwe
Hanh kiém

XN cua B¢ phan Van thw lwu triv Ha Long, ngay .... thang ... nam 20....

Két qua hoc tap cua hoc sinh: ............... , HIEU TRUONG
Pugc SAO Y tir S6 Goi tén va ghi diém
cac nam hoc cua nha truong./.
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Mau 6

CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap — Tw do — Hanh phic

PON PE NGHI PHUC KHAO

Kinh gtri: Ban 1anh dao Truong THCS&THPT Quang La.

Ho vatén hoc sinh: ...

Sinhngay: ... thang ...l nam
Hocsinh 16p:.........ooooiiil,
baduy kythi ... ,nam hoc 20 —20 . (010t RN :
khoangay ... ... 20
Sé baodanh:.................. PhONng S8:  coveie )
Qua két qua ky thi duoc cong bd, t6i xin duge phiic khao bai thi cac mon sau:
ST biem  (PanhdauX
Moén da cong bo vao mon can | Ghi chu
T , .
phuc khao
1 Toan
2 Vat li
3 Hoa hoc
4 Sinh hoc
3) Ngir van
6 Lich st
7 Dia li
8 Tiéng Anh
9 GDCD/GDKT&PL
10 | Tin hoc
11 | Céng nghé
Tong cong co:............. moén xin chidm phuc khao.

To61 cam doan diém SO cac mon néu trén la dang su that, néu c¢o sai trai téi hoan

toan chiu trach nhiém.

Ha Long, ngay

...... thang

Thi sinh ky tén
(ghi ré ho tén)
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SO GDPT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS&THPT QUANG LA Poc 1ap - Tw do - Hanh Phic

S6:  /IGXN-THCS&THPT QL Miu 7

GIAY CHUNG NHAN
HOAN THANH CHUONG TRINH LOP 12
TRUNG HOC PHO THONG

HoO VA (N o oo
Sinh ngay: ............ [

NOT SINN: L

Pi hoan thanh chuong trinh 16p 12/12 cdp THPT, ndm hoc: 20...... -20......

Xeép loai hanh kiém cu6i ndam hoc : ................ Xeép loai hoc luc cudi ndm
hoc: ...l

Tai: Truong THCS&THPT Quéng La, xd Quang La, thanh phd Ha Long, tinh
Quang Ninh.

Ha Long, ngay ...... thang .......... nam 20.....
HIEU TRUONG

Ngay ....c..e.. thang ............ nam 20...
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SO GDPT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS&THPT QUANG LA Péc 1ap - Tw do - Hanh Phiic
Mau 8

DON XIN CAP LAI GIAY CHUNG NHAN
TOT NGHIEP TAM THOI

Kinh gl : - Hiéu truong truong THCS&THPT Quang La

TOTEEN: ettt Gioi tinh:.............
Ngay thang ndm sinh: ........ .......... oo, Noisinh......................
SO CMND/CCCD: .. ngay cap:.../.../ .......

NOLCAP: oo

Ché ¢ hién nay : Thon............... XBooeeieeieeen Jthixd............ tinh

-Namhoc:...... e Lop:.......
-Namhoc:...... e Lop:.......
-Namhoc:...... et Lép:.......
Tét nghiép THPT QG ndm ......... tai truong THCS&THPT Quang La.

Nay t01 lam don nay kinh xin Ban lanh dao, van phong truong
THCS&THPT Quang La cap lai cho toi giay chiang nhan tot nghiép tam thoi.

Lyd
8 (N

............................................................................................

Rat mong duoc sy chap thuan cua ban Lanh dao nha trudng, toi chan thanh cam
on.

Ha Long, ngay .... thang... nam 20...
Nguwoi lam don
(Ky va ghi ro ho tén
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SO GDDT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS&THPT QUANG LA Péc lap - Tu do - Hanh Phic
Ha Long, ngay .... thang .... nam 20 ...
Mau 9
PON XIN XAC NHAN BANG TOT NGHIEP VA HQC BA THPT
Kinh gwi: Ban lanh dao truong THCS&THPT Quéang La
Hoténhocsinh:...............ooiiiiiiiii . Giditinh:.....................
NZAY SINN: ..o e
NOT SN L e e
Em 13 hoc sinh di t6t nghiép tai trutong THCS& THPT Quang La cu thé nhu sau:
KO MO, e,
NAM Ot DGRIEP: et
SO N0C D e
Bang t6t nghiép THPT: SO MIBU: «...vuieneie et
SO VA0 SO CAP DANE: . ..ot
Piém tong két ciia khoa hoc cu thé nhw sau:
Piém tong két nam 16p 10: ...... s6 budi nghi hoc ctia nam 16p 10 1a: ......... budi;
Piém tong két nam 16p 11: ...... s6 budi nghi hoc ctia nam 16p 111a: .................
Diém tong két nam 16p 12: ......sd budi nghi hoc ctia ndm 16p 12 1a: ................ );

Hién nay, em dang tién hanh lam thu tuc xin xac nhan Lanh su Béng t6t
nghi¢p THPT va Hoc ba THPT cua minh tai Pai st quan ............ tai Viét Nam.

Kinh mong ban Linh dao nha trudng xem xét, kiém tra, d6i chiéu voi ho so
luu trit tai truong va xac nhan nhitng ndi1 dung em da trinh bay trén 1a hoan toan ding.

Em xin chéan thanh cam on.
Ha Long, ngay .... thang... nam 20...
Ngwoi lam don

(Ky va ghi ro ho tén)
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SO GDDT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS&THPT QUANG LA Péc lap - Tu do - Hanh Phuc

Ha Long, ngay .... thang .... nam 20.....

Mau 10

PHIEU XAC NHAN PIEM HQC KY |
NAM HOQC:

HoC SN ..o Gi6itinh: ..................
Sinh ngay ......... thang ...... nam 20.....

NOT SINN: Lo e
La hoc sinh 16p....... Truong THCS&THPT Quang Lanam hoc: .....................
Két qua hoc ki I:

MON PGTX PG | PG | TBM | TBM | TBM
HOC GK |[CK| KH1 | HK2 | CN
Toan
Vit Ly
Hoa Hoc
Sinh Hoc
Tin Hoc
Ngit Van
Lich St
Dija Ly
Tiéng Anh
0 | Cong Nghé
11 | GDQP -
AN
12 | Thé Duc
13 | GDCD

_|
_|

P OO NI WIN|F-

Tong sb budi nghi:
Ha Long, ngay .... thang...... nam 20.....
GIAO VIEN CHU NHIEM HIEU TRUONG
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