SG GIAO DUC VA PAO TAOHANOI  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT MINH HA Poc 1ap - Tu do - Hanh phiic
$6:443./QD-THPTMH Ha Ngi, ngdy 24 thang 02 ndm 2025
QUYET PINH

V& viéc ban hanh danh muc thi tuc hanh chinh thue thim quyén
giai quyét ciia trwong THPT Minh Ha

HIEU TRUONG TRUONG THPT MINH HA

Céin cir Diéu I¢ T mong trung hoc co so, truong trung hoc pho théng va
truong phé théng cé nhiéu cap hoc ban hanh kém theo Ihong tw s6 32/2020/TT-
BGDDTT ngay 15/6/2020 cua Bé truong B Gido duc va Pao tao;

Cdn cir Nghi dinh s6 48/2013/NP-CP ngay 14/5/2013 ciia Chinh phii vé
stra doi, b6 sung mét sé diéu ciia cdc Nghi dinh lién quan dén kiém sodt thit tuc
hanh chinh;

Cin cu Quyet dinh so 3511/QD-UBND ngay 28/7/2011 cia Chi tich
UBND thanh phé Ha Noi vé viéc ban hanh Quy che phoz hop, céng bé, cong
khai thil tuc hanh chinh thugc pham vi tham quyen quan ly theo quy dinh tai
Nghi dinh s6 63/2010/ND-CP trén dia ban thanh phé Ha Ngi;

Cén cir Quyét dinh s0 405/QD-SGDDT ngay 21/02/2025 cua S Gido duc
va Ddo tao Ha Ngi vé viée uy quyén cho Hiéu trucng cdc trwong THPT va
truong pho thong c6 nhiéu cdp hoc trong do cap hoc cao nhat la THPT thyc
hién mét sé thu tuc hanh chinh thudc thém quyen giai quyet cua S¢ GDPT
Thanh phé Ha Néi;

Cain ci K¢ hoach sé 477/KH-GDDT ngay 20/02/2025 ctia S& Gido dyc va
Dao tao thanh phé Ha Ni vé thuc hién cdng tdc cdi cach hanh chinh ndm 2025;

Theo dé nghi ciia Vin phong nha truong.

QUYET DINH:
Piéu 1. Ban hanh danh muc thi tuc hanh chinh thudc 'thém quyén giai
quyét ciia truong THPT Minh Ha (Kém theo quy trinh gidi quyét TTHC).
Pidu 2. Quyét dinh nay c6 hidu lyc ké tir ngay ky.
Piéu 3. Cac bd phan va ca nhan c6 lién quan thuéc Truong THPT Minh
Ha chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin:
- Nhu diéu 3;
- Luu VP.
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S3 GIAO DUC VA DAO TAO HANQI  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT MINH HA Poc lip - Tw do - Hanh phiic

Ha Ngi, ngay 24 thang 02 ndm 2025

THU TUC HANH CHINH THUQC THAM QUYEN GIAI QUYET
CUA TRUONG THPT MINH HA
(Ban hanh kém theo Quyét dinh s6 .43 ./QP-THPTMH ngay 24/02/2025
cua Hiéu truéng Truong THPT Minh Ha)

PHANI o
DANH MUC THU TUC HANH CHINH

Ghi

STT TEN THU TUC HANH CHINH B

Thu tuc sao bang diém THPT (Trudng hop hoc sinh bj mit hoc ba)
Th tuc chuyén trudng dbi véi hoc sinh THPT

Thu tuc xin hoc lai d6i véi hoc sinh THPT

Thu tuc cap ban sao, déng dau n6i, chinh sira n6i dung ghi trén
bang t6t nghiép THPT

5 Th}’l tuc cap gidy chimg nhén hoan thanh chuong trinh gido duc
pho thong.

6 | Thu tuc xac nhén 14 hoc sinh dang hoc tai trudng

7 | Thu tuc xin xac nhan
8

9

S|V N -

Thu tuc cép phat bang tot nghiép THPT

Thu tuc xin nghi hoc bao luu két qua

10 | Thu tuc xin théi hoc

11 | Thu tuc xac minh‘ van béng, ching chi i

12 | Thu tuc rat, tra ho so, hoc ba va cac loai giay to khac
13 | Thu tuc xin phép nghi hoc

PHAN II
NOI DUNG CU THE CUA TUNG THU TYC HANH CHINH

I. THU TUC XIN SAO BANG PIEM (Péi véi hoc sinh mét hoc ba)
1. Trinh tu thuc hién

Buére 1: Hoc sinh dén vén phong nha trudng trinh CCCD va ndp lai mau
don xin xac nhan két qua hoc tép.

Budre 2: Van thu tiép nhén, xir 1y hé so.

Pia diém: Tai phong Vin thu trudng THPT Minh Ha.
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Theoi gian: Theo glo hanh chinh cac ngéy tir thir 2 dén thi 6 hang tudn
(Trix ngay 1, Tét). Budi sang tir 7 gi¢ 30 phit dén 11 gidr 00 phut;

Budi chidu tir 14 gi&r 00 phiit dén 16 gi& 30 phut.

Buée 3: Vin thu hen tra két qua ngay trong budi 1am viéc, hoc sinh nhan
ban sao diém. Vin thu luu mot ban tai trudng.
2. Cach thirc thye hién: Tryc tiép tai Truong THPT Minh Ha
3. Thanh phin, s§ lirgng hd so:

a) Thanh phan hd so bao gdm:

- Don xin 1am ban sao diém (trong don ghi rd ho tén, ngay thang nim
sinh, noi &, ndm hoc, khéa hoc.....)

b) S6 lugng hd so: 1 bd.
4. Thoi han glal quyet Ngay trong ngay t1ep nhan yéu cdu cép ban sao hoic
trong ngdy lam viéc t1ep theo (néu ti€p nhén yéu cau sau 15 gid chiéu).
5. i twong thue hién TTHC: Hoc sinh hodc cha me hoc sinh.
6. Co quan giai quyét TTHC: Truong THPT Minh Ha.
7. Két qua thuwe hién: Ban sao diém.
8. Lé phi: Khong.
9. Yéu ciu, diéu kién thyc hién TTHC:

- Ngudi dugc cip ban chinh vin bing, chimg chi;

- Ngudi dai dién theo phép luat, ngudi dai dién theo Uy quyén ciia ngudi
dugc cip ban chinh vin bang, chimg chi;

- Cha, me, con; vg, chdng; anh, chi, em rudt; ngudi thira k& khac cua ngudi
duoc cAp ban chinh vin bang, chimg chi trong truong hop ngudi d6 di chét.

10. Cin cir phap ly cua TTHC:

- Thong tu s6 20/2002/TT- BGDDT ngay 12/04/2002 cia Bg Gido duc va
Pao tao vé Hudng din thyuc hién viéc cap ban sao vin bang, ching chi va xic
nhan céc giay to khac trong linh vuc gido duc;

- Nghi dinh s6 23/2015/ND-CP ngay 16/2/2015 ciia Chinh phi vé cdp ban
sao tir s0 goc, chimg thuc ban sao tir ban chinh, chiing thyc chir ky va ching thy
hop dong giao dich;

- Khoan 1, DPiéu 28 cuaThong tu sb 21/2019/TT-BGDDT  ngay
29/11/2019 cua B Gido dyc va Dao tao vé Ban hanh quy ché quéan ly bang tbt
nghiép trung hoc co s0, bang tét nghiép trung hoc pho thong, bang tt nghiép
trung cap su pham bang tot nghlep cao dang su pham, vin bang gido duc dai
hoc va ching chi cia hé thdng gido duc qudc dan.

11. MAu don xin sao bang diém: Theo miu M01-THPTMH
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. . . . Mdu M01-THPTMH
CC)NG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap- Tw do- Hanh phic

PON XIN CAP BANG PIEM

Kinh giri: Hiéu truéng Truwong THPT Minh Ha.

Tol Ter 188 ieée il sasunstnion s bt o s e Gidi tinh: ...oveevreceeennnen
Ngiy thdng ndm sinh: ........ccovcvvevveeenevnnenvenneene NOi sinhe.coceenenn,
HOIMBOE i dustibattuor i s inms iusbes Nghé nghiép: ....cceennen..
Hotemmes S & v stiatidenn ndlntuatd s tsisisag Nghé nghiép: .....cceeeeeeee.
Noi sinh: .
Pba hoc chuong trinh THPT:

- Nim hoc: ...... Fiiasss LODP% sovssainisss , Truong THPT Minh Ha;

- Nim hoc: ...... Sedsssnes LODE sonssnens , Trudng THPT Minh Ha;

- Nam hoc: ...... o LD iieeyrvies ,Truong THPT Minh Ha.

Nay t6i 1am don nay kinh dé nghl Hiéu truéng Truong THPT Minh Ha
cép lai cho t6i béan sao diém hoc ba c4c nim hoc da néu trén.

Ly do:

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

T6i xin chin thanh cam on!

Ha N¢i, ngay..... thang....... nam 20.....

NGUOI LAM DON
(Ky, ghi ré ho tén)

II. THU TUC CHUYEN TRUONG CHO HQC SINH THPT

1. Trinh ty thwe hién

a) Thii tuc chuyén truong trye tuyén

Buéc 1. Hoc sinh ndp don xin chuyen trudng (theo miu miu CO1 dbi
véi hoc sinh hoc theo chuong trinh phd thong 2018) cho trudng noi di dé duogc
cép tai khoan, mét khéu ding nhép vao cong théng tin chuyén trudng tai dia
chi: htttp://chuyentruong.hanoi.edu.vn

Budc 2: Trudng noi di cép tai khoan, mat khdu va cép ban phd t6 (Hoc
ba, danh sich trung tuyén) cho hoc sinh.

Buéc 3: Hoc sinh (hodc cha, me, ngudi gidm ho) gl yéu cau

+ Hoc sinh (hodc cha, me, ngudi giam hg) déng nhép vao cdng dich vu

Scanned with

CamScanner“é


https://v3.camscanner.com/user/download

4

thi tuc hanh chinh tai dia chi http:/chuyentruong.hanoi.edu.vn chon thi tuc
chuyén trudng trong tinh.

+ Hoc sinh (hoac cha, me, ngudi gidm h¢) ddng nhép bang tai khoan do
trudng THPT noi di cap dé nhép thong tin theo yéu cau.

b) Thi tyc chuyén trudng true tiép (Hoc sinh hoic cha, me, ngudi gidm
hd ndp ho so tai trudng).
2. Céch thire thue hién: Tryc tuyén va tryc tiép tai Truong THPT Minh Ha
a) Chuyén di:
Buéc 1. Hoc sinh nop Pon xin chuyen truorng do cha, hodc me hodc
ngucn gidm hd ky cho don vi noi xin chuyen di (doz v6i hoc sinh chuyén di tinh

ngodi, trong Pon xin chuyén truong can cé y kién tiép nhdn ciia thi trucng
don vi noi chuyén dén);

Buéc 2. Thu tru'orng don vi noi di ky xac nhan Pon xin chuyén trudng
cua hoc sinh, cap glay gidi thiéu cho hoc sinh theo dung thoi gian quy dinh (doi
vdi hoc sinh chuyén di tinh ngodi, don vi noi di tra ddy di hé so theo cdc thanh
phan theo quy dinh);

Budc 3. Pon vi noi di va don vi noi ¢én hoan thanh viéc chuyén dit liéu
trén co s& dit liéu Nganh theo ding thoi gian quy dinh.

b) Chuyén dén:

Buéc 1. Can ctr vao Ké hoach tlep nhén hoc sinh chuyén truorng va xin

hoc lai (néu co) dugc cong khai tai cong thong tin dién tir cia don vi, hoc sinh
dén lién hé va ndp hd so tai don vi xin chuyén dén;

Budc 2. Tha truorng don vi noi chuyén dén ghi y kién tlep nhan (co
déng ddu) vao Pon xin chuyen truorng clia hoc sinh sau khi kiém tra ho so
ctia hoc sinh dam bao diy du, hop 16 va théng nhét trong budi hop Hbi dong
xét duyét chuyén trudng;

_ Buéc 3. Hoc sinh hoan tat hd so tai don vi noi chuyén di (theo cdc thanh
phan quy dinh), ndp cho don vi noi chuyén dén theo ding thoi gian quy dinh;

Budc 4. Pon vi noi di va don vi noi dén hoan thanh viéc chuyén dir liéu
trén co s& dir liéu Nganh theo ding thoi gian quy dinh.

3. Thanh phin, s lwong hd so:
a) Thanh phén hd so bao gdm:
(1) Bon xin chuyen truong do cha, me hodc nguorl giam ho ky, trudng

hop hoc sinh chuyen tir c4c tinh, thanh phd khac vé Ha Ndi, don xin chuyén
trudng phai ¢6 y kién t1ep nhédn cia Thu trudng don vi xin chuyen dén.

(2) Hoc ba ban chinh (tmong hap hoc sinh phai chuyen truong vao giita
ndm hoc, hoc sinh phai co Bang ket qua hoc tdp do truong noi chuyén di cdp).

(3) Gidy chitng nhén trung tuyen vao 16p 10 THPT (d6i véi hoc sinh tir
cdc tinh, thanh phé khdc chuyén dén céc truong THPT ciia thanh phé Ha Noi)
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do S& Giéo duc va Dao tao cip, trong d6 quy dinh cy thé loai hinh trudng dugc
tuyén (cong ldp, tw thuc hodc gido duc thuong xuyén).

(4) Gidy gi6i thiéu chuyén trudng do Thi trudng don vi noi di cap.

) Gidy gi6i thidu chuyen truong do Gidm déc S& Giéo duc va Pao tao
noi di cap (doi véi hoc sinh tir cdc tinh, thanh phé khac chuyén dén cdc truomg
THPT cia thanh pho Ha Ngi ma cdc tinh, thanh pho do chwa thuc hién phan
cap thdm quyén gidi quyét thii tuc chuyén truong cia Gidm déc S¢ Gido duc va
Pao tao cho Hiéu trudng cdc truong).

b) Sé luong hd so: 1 bd.
4. Thoi han giai quyét:

- Mai ndm hoc cé hai dot g1a1 quyet chuyén truong cho hoc sinh (Dot 1
vao dau ndm hoc, trude khi khai gzang néim hoc méi; Pot 2 vao dau hoc ky ID);
cén cu theo khung ké hoach thoi gian ndm hoc cua B Gido dyc va Dao tao va
cia UBND Thanh pho Ha Néi, S& Gido duc va Pao tao Ha Noi s& thong bao
thoi gian cu thé hang nam.

- Trudng hop ddc biét, ngoai thoi gian quy dinh trén (theo 1énh diéu
dong cong tac vé co quan Nha nuéc tai Ha Noi caa CMHS hodc ngudi giam ho
adi vl chuyén ngoai tinh) Gidm dbc S& Gido duc va Pio tao Ha Noi xem xét,
quyét dinh.

5. P6i twgng thye hién TTHC:
- Hoc sinh chuyén noi cu tri theo cha hogic me hodc ngudi giam ho;

@ Aw

V/AN\ D ]

- Hoc sinh ¢4 hoan canh déc biét kh6 khan vé gia dinh hodc ¢ 1y do thuc
su chinh dang dé chuyén truong.

6. Co quan thuc hién TTHC:

Co quan c6 thAm quyén quyét dinh: S6 GDDT Ha Nbi;

Co quan tryc tiép thuc hién TTHC: Vin phong - S GDBT Ha Nai.

Co quan phéi hop: Truong THPT Minh Ha.
7. Két qua thwe hién TTHC: Hoc sinh dugc chuyén truong di.
8. Lé phi: Khong.
9. Can cir phap ly ciia TTHC:

- Quyét dinh sé 51/2002/QD-BGDDT ngay 25/12/2002 ctia Bo Gido duc

va dio tao ban hanh Quy dinh chuyén trudng va tiép nhan hoc sinh hoc tai cac
trudng trung hoc co s va trung hoc phd thong;

- Thong tu sb 50/2021/TT-BGDDT ngay 31/12/2021 cta B§ trudng Bo
Gido dyc va Dao tao sira ddi bd sung mét so didu tai Quyet dinh 51/2002/Qb-
BGDDT ngay 25/ 12/2002 cia B¢ trudng Bo Gido duc va Pao tao ban hanh Quy
dinh chuyén trudng va tiép nhan hoc sinh hoc tai céc truong trung hoc co sd va
trung hoc phd théng;
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- Cong vén s& 2763/SGDDT—QLT ngay 06/8/2024 ctia S GDDT Ha Noi vé
viéc huéng din cong tic chuyén truorng va tiép nhan hoc sinh hoc tai cic truong
trung hoc phd théng, céc trung tim gido duc nghé nghiép - gido duc thuong
xuyén tir ndm hoc 2024-2025.

10. MAu don xin chuyén trudmg di: Theo miu M02-THPTMH

Méu M02-THPFMH

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lip — Tu do — Hanh phiic

PON XIN CHUYEN TRUONG
(Chuyén i va dén trong nuwdc)
Kinh gtri:
- Giam dbc S& Gido duc va Dao tao' (001 d€n): ....cveevverrerrererirererreenennn,
s Higu triomg tradng (Bod dER): .......ivuivicemssssemsinsivnsisusssairnsiosssonsnsassisssns
v Hitu ttrdng trodng (ol i) .coofniislinnunasbamanobaibidies
TOL BILIRL ocoliboncagusiussuuipmostsonsasnnss iEasRReTEem S EH A SO RN BTSRRI SRR HeA N7
Cha (me, ngudi gidm h§) BOC SINR: cuuiseisisescnsisersensussnsasanseivsnssnsassrsnssssussssssnssassssassonassass
S0 dinh danh ¢4 DhAnN SUA HOC S sisimmsimsyyes it iosiaistasdamssai faminsiosiisnennansssssbsiansosssssns
Noi & hién tai:
AL SOMBAE 1500 sssicmsisnine PhS (DUINE): «.vvveerreenseseessresssesssssssssssssmssssssssssssssnsses
Phuding (X8): susssssssspvanessauns s QUAN (HEFERY: covssersussuemisenesssiossussimssmsssiinnes
AT PROY i s s s ss e swwapapas samsmas s same supiosis aasissos smasmsainiissiian avs
La hoc sinh 16p:......cucuueeee. HoG kYs vocevsiviee Nim th: .....................................................
Két qua hoc tip:...... Két qua rén luyén:.......... Téng Diém xét tuyen vao 16p 10:..
Chc mon.hge lira chon? . smmassevess sssuemnsos s s ssissiorsbinbosysd ivpsmasisopme ondovassi
Céc chuyén d& hoc tAP IUa ChOML...c..criivnienneiiniis st bens
TIEIIES covmb e neiicammsamtinsssisieoemsinsrssssiasiision Tinh (Thanh phd): .......cccoue.....
Nay t6i lam don nay kinh dé nghi S& Gido duc va Do tao, Hiéu trudng cac trudng tao
didi Kién €ho hoe Sinh ......csmaspapmmnppiassspmsisistmnmas dugc chuyén vé
RO AL TUORG: st oesessmsmimmemnneromnsoamssssbisisammmans tir hoc ky ......... NAM HOGY sosssssssnsasinssimess
Ly do:

-------------------------------------------------------------------------------------------------------------------------------------------

Ha Ngi, ngay ..... thang ...... nam 20.......
Nguoi viet don

Y kién cia BGH trudng THPT (noi di) Y kién cia BGH trudng THPT (noi dén)

----------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------

' Déi véi trrng hep chuyén dén tinh, thanh phé khac ma noi d6 chwa phan cAp thAm quyén cho Hiéu trwdng

Scanned with

CamScanner“é


https://v3.camscanner.com/user/download

1

III. THU TUC XIN HQC LAI POI VOI HQC SINH THPT

1. Trinh tw thwe hién (Chi gidi quyét vao ddu ndm hoc)

Budée 1: Cha me hoic hoc sinh dén vin phong nha trudng nép don xin
hoc lai.

Buérc 2: Vin thu tiép nhan va trinh xin y kién Hiéu trudng.

Pia diém: Tai Vin phong trudng THPT Minh Ha

Thoi gian: Theo lich giai quyét chuyén trudng va xin hoc lai ciia Sé
GDDPT Ha Noi.

Budi sang tir 7 gi&r 30 phiit dén 11 gid 00 pht;

Budi chiéu tir 14 gid 00 phit dén 16 gidr 30 phit.

Buéc 3: Sau khi nhan duge ¥ kién chép thun cta Hiéu trudng, Vin thu
xtr Iy ho so theo quy dinh.

Buéc 4: Van thu ban giao hd so va hoc sinh cho GVCN 16p.
2. Céch thire thwe hién: Tryuc tiép tai Trudng THPT Minh Ha.

a) Thu tuc xin hoc lai tai truong cii:

Hiéu trudng nha trudng cho phép nhap hoc sau khi di kiém tra hd so.

b) Thu tuc xin hoc lai tai trudong khac:

Budc 1. Hoc sinh dén lién hé va ndp hd SO tai don vi xin hoc lai tai truong
khéc theo dung ké hoach di dugc cong khai tai c6ng thong tin dién tr cua don vi.

Buéc 2. Thu trudéng don vi ghi ¥ kién tiép nhén (c6 dong ddu) vao Pon

xin hoc lai ctia hoc sinh sau khi kiém tra hd so ciia hoc sinh theo quy dinh tai
diém a khoan 3 phan II ciia Cong vin ndy dam bao diy di, hop 1¢;

Budc 3. Pon vi t1ep nhin hoc sinh hoan thanh viéc cip nhat dir liéu trén
co sd dir liéu Nganh theo ding quy dinh.

¢) Trudng hop xin hoc lai vao lorp 10: Gidm dbc S& Giao duc va Pao tao
xem xét, quyet dinh trén co s& két qua thi tuyen hodc xét tuyen cua hoc sinh
trudc khi nghi hoc.

d) Viéc xin hoc lai dugc thuc hién trong thoi gian he trudce khi khai gidng
nam hoc mai.
3. Thanh phin, s6 lwgng ho so:

a) Thanh phén hd so bao gom:

- Pon xin hoc lai do hoc sinh ky (cé y kién ctia cha, me hodc nguoi
giam hg);

- Hoc ba ctia 16p hozc cp hoc da hoc (bdn chinh);

- Bing tt nghiép THCS (ban cing chimg);

- Glay chung nhén tring tuyén vao 16p 10 THPT hogc Ban sao danh sach
tring tuyén vao 16p 10 THPT do Sé& Gido duc va Do tao cap,

- Gidy x4c nhén cta chinh quyén dia phwong noi cur tri vé viéc chip hanh
chinh sach, phép luét tai dia phuong trong thoi gian nghi hoc.

tane
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b) S6 lugng: 1 b.
4. Thoi han giai quyét TTHC: Theo lich giai quyét chuyén trudng va xin hoc
lai cia S& GDDT Ha Nai.
5. D6i twong thwe hién: Hoc sinh.
6. Co quan giai quyét TTHC:

Truong THPT Minh Ha.

S& Gido duc va Pao tao Ha N§i (véi truong hop xin hoc lai 16p 10).
7. Két qua thue hién TTHC: Tiép nhén hoc sinh vio hoc.
8. Yéu ciu, didu kién thuc hi¢n TTHC:

a) Piéu kién vé tudi, 4p dung quy dinh tai Khoan 2, Piéu 4 Quyét dinh sb
51/2002/QD-BGDDT ngay 25/12/2002 cu thé:

Hoc sinh xin hoc lai sau thdi gian nghi nhung con trong d4 tudi quy dinh
cua tung cép hoc;

b) Dleu kién v& thdi gian, 4p dung quy dinh tai Khoan 3, Piéu 6
Quyét dinh s 51/2002/QD-BGDPT ngay 25/12/2002, cu thé:

Viéc xin hoc lai duogc thuc hién trong thoi gian hé trude khi khai giang
nim hoc méi.
9. Lé phi: Khong.
10. Can cir phzip ly cﬁa TTHC:

- Quyét dinh sb 51/2002/QP- BGDDT ngay 25/12/2002 cua Bb Giao duc

va dao tao ban hanh Quy dinh chuyén trudng va tiép nhan hoc sinh hoc tai cac
trudng trung hoc co s& va trung hoc phd thong;

- Thong tu sb 50/2021/TT-BGDDT ngay 31/12/2021 cua B§ trudng B
Giso duc va Pao tao sira d6i b sung mét s6 diéu tai Quyet dinh 51/2002/Qb-
BGDDT ngay 25/12/2002 cia Bf truéng Bo Gido duc va Pao tao ban hanh Quy
dinh chuyén trudng va tiép nhan hoc sinh hoc tai cic truong trung hoc co s& va
trung hoc phd thong,

- Cong vén s6 2763/SGDDT-QLT ngay 06/8/2024 cia S& GDPT Ha Nbi vé
viéc hudng dan cong tac chuyén truong v tiép nhan hoc sinh hoc tai céc trudng
trung hoc pho thdng, cic trung tAm gido duc nghé nghiép - gido duc thudng
xuyén tir nAm hoc 2024-2025.

11. MAu don xin hoc lai: Theo mau M03-THPTMH hoic M03a-THPTMH

3 X Méiu don xin hoc lai I6p 11, 12 (Mdu M03-THPTMH)
CONG HOA XA HOQI CHU NGHIA VIET NAM
Pjc lap - Tu do - Hanh phiic

PON XIN HQC LAI

Kinh giri: Hiéu truéng Truong THPT Minh Ha
TB e A Shatelivdmdamsmmmtto ks obiavomia o e essss saswsawe s S owTBA 5 GRS
Hoc sinh 16p ......... , hdm hoc: 202....-202....

Scanned with

CamScanner“é


https://v3.camscanner.com/user/download

9

Két qua x&p loai cudi nam hoc 202....-202....

HOB 181 v vononsinads babwibapnibomasas 3 ReN IUYEN: woovvvviisiisnisissinnssnsnensassnnssnsssssoneas
Em lam don ndy xin nha truong xem xét, chap thuin cho em dugc hoc lai
16p ............ tai truong trong ndm hoc 202....-202....

Em cam két s& hoc tap va rén luyén nghiém tuc, thuc hién dung ndi quy
va quy dinh cua nha trudng.

Kinh dé nghj Hiéu trudng nha trudng xem xét, giai quyét./.

i Mcfu don xin hoc lgi lép 10 (Mdu M03a-THPTMH)
CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phiic

PON XIN HQC LAI LOP PAU CAP TRUNG HQC PHO THONG

Kinh giri: &
- Giam déc S& Gido duc va Pao tao Ha Nbi; K
- Hiéu trudng Truong THPT Minh Ha. g
B B (CI | en sopmnvermems s e rorarien , sinh ngay: ...... Fonii sy snsiin 1
INOLBIRHE o s soanismsmsssmms vy smsranss soussehin e s i e TR St e
6 Khav Shrdig B8 et st o st siiges st ont RS o vz
P3 triing tuyén vao 16p 10 THPT nam hoc 20...- 20..., duoc sip xép vio
161 1 0%esweissn tal, ATHONE s igury soumsaions sdommisasssamaanisisiniasiy »Va, 48 nghi
hoc vao thang ......ndm 20.....
Nay em 1am don nay xin dugc tré lai hoc 16p 10 tai trudng: ........cceevvueunnene.

ceeesanesneesneees LU NOC kY1 ..octooo., nEmM hoc 20... - 20.....

Ly do nghi hoc niam hoc trude:

---------------------------------------------------------------------------------------------

Kinh d& nghi Giam dc S& GDPT, Hiéu truéng truong THPT Minh Ha
xem Xxét giai quyet./.

Y KIEN CUA CHA, ME Ha N§i, ngay.... thdng .... ndm 20...
HOAC NGUOI GIAM HQ NGUOI LAM DON
(Ky, ghi ré ho tén) (K, ghi ré ho tén)

i Scanned with !
i & CamScanner’;


https://v3.camscanner.com/user/download

10

IV. THU TUC CAP BAN SAO, PONG DAU NOI, CHINH SUA NQI
DUNG GHI TREN VAN BANG TOT NGHIEP THPT
1. Trinh ty thyce hién

Buérc 1: Hoc sinh hodc cha me den van phong nha trudong trinh CCCD va
ndp don xin cap lai bing, déng dAu ndi, chinh stra ndi dung ghi trén Bang tbt
nghiép THPT.

Budc 2: Van thu tiép nhan va x4c minh thong tin c4 nhan, s6 hidu vin
bang va trinh Hiéu trudng ki duyét.

Pia diém: Tai Vin phong trudng THPT Minh Ha.

Théi gian: Theo gi¢ hanh chinh céc ngay tir thir 2 dén thir 6 hang tuin
(Trir ngdy 1&, Tét).

Budi sang tir 7 gid 30 phut dén 11 gis 00 phit;
Budi chidu tir 14 gid 00 phit dén 16 gis 30 phit.

Budrc 3: Vian thu huéng dan c4 nhan ndp don vé Vin phong S¢ Gido duc
va Pao tao d€ xin cap lai ban sao bang.

2. Cach thire thuc hién:

Vin thu tiép nhan hd so huéng dn cho c4 nhan c6 nguyén vong dén Vin
phong S& GDDT Ha Néi.

3. Thanh phén, s6 lwgng hd so:

a) Thanh phan hd so bao gdm:
- Pon xin cép ban sao, dong d4u ndi, chinh stra ndi dung ghi trén Bing

tot nghiép THPT (Mau BM751-01/QLKD);
- 01 anh 3x4 kém theo don;
- CCCD hoic h§ chiéu.
b) S6 luong hd so: 1 bo.
4. Thoi han gidi quyét TTHC: 06 ngay ké tir khi tiép nhan hd so.
4. Péi twgng thue hién: Hoc sinh.
5. Co' quan giai quyét TTHC:
Co quan c6 thdm quyén quyét dinh: S& GDDT Ha Nbi.

Co quan tryc tiép thuc hién TTHC: Phong Khao thi va Kiém dinh chit luong
gido duc - S¢ Gido duc va Dao tao Ha Néi.

Co quan phdi hop thyc hién: Trudng THPT Minh Ha.
6. Két qua thue hién TTHC: Cip ban sao bing tét nghiép.
7. Lé phi: Theo hudng din ciia S& GDDT.
8. Yéu cau, diéu kién thwe hién TTHC:
- Ngudi duge cdp ban chinh bing tt nghiép THPT;
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- Ngudi dai dién theo phdp luft, ngudi dai di¢n theo uy quyén ciia ngudi
dugc cdp ban chinh bing tdt nghiép THPT;

- Cha me, con, Vg, chong, anh, chi, em rudt, ngudi thira ké coa ngum
dugc cap ban chinh bang tbt nghiép THPT trong trudng hop ngudi dugce cap ban
chinh bang tt nghiép THPT di chét.

9. Can cir phdp ly ciia TTHC:

- Thong tu lién tich s6 92/2008/TTLB-BTC-BTP ngay 17/10/2008 huéng
dan vé mirc thu, ché dj thu, ndp, quén 1y va sir dung 1€ phi cap ban sao, 1€ phi
ching thuc;

- Nghi dinh s 23/2015/ND-CP ngay 16/2/2015 ctia Chinh phu vé cép ban

sao tir so goc, chung thuc ban sao tir ban chinh, ching thuc chir ky va chimg
thuc hop ddng giao dich;

- Thong tu s6 21/2019/TT-BGDDT ngay 29/11/2019 cia B Gido duc va

| BT

D20 tao vé& Ban hanh quy ché quan ly bang 6t nghiép trung hoc co so, bang tt

nghié€p trung hoc phd thong, bang t6t nghiép trung cip su pham, bing tot nghlep d

cao dang su pham, van bing gido duc dai hoc va chimg chi cia hé théng gido 0
Nl

duc quoc dan.
10. MAu don xin c4p lai ban sao bing tét nghiép: Miu BM751-01/QLKD.

L

S {

Méu BM751-01/QLKD

] CONG HOA XA HQI CHU NGHIA VIET NAM
Anh 3x4 Poc lap — Tu do — Hanh phiic
(c6 ddu gidp lai
cila truimg hodic PON XIN CAP BAN SAO, CHINH SUA NQI DUNG
UBND xi GHI TREN BANG TOT NGHIEP
phuong) s
Kinh giri: Gidm doc S& Gido duc va D%o tao Ha Noi
Hiéu trudng truong (Gidm doc TTGDTX)...............
1 0 1 T . ) AT S G Unl: cideas DA 08, s.50csinsnsiaiuscs
2. Sinh ngay......thang....... nam......... BB i commnpemr iy iR e i
3. B0 CMIND E sisiistitombustabii S idei i spm s sbososmimmn b vanimey ks i agesvasnsene s
4. Hoc sinh truong (Trung tAm GDTX)..ouvvvivviiiiiiiiiiniiniinn e,
5. D4 tring tuyén ky thi t6t nghiép................ tai Hoi déng 11y TR LE') U8
6. Khéa thi ngdy............ thang........ nam........
7. S6 béo danh.............. Phong thi............... D6 10a1 tt nghlep ......................
By NaVRINAUO6 .. sivsanidtbnd b diln snids i it aeibih SR sttt tods yarsany ssasasassunsivs
L B PR R | PPN O UYL NP HS: Tl SO G UT ST S
Téi xin cam doan nhimg diéu khai trén ddy 13 ding sy that.
Ha Ngi, ngay ..........thdng.......ndm...... ...

Nguwoi lam don ky tén
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PHAN XAC NHAN

Trudng (Trung tdm GDTX)......ccvvvvinnene Chu tich UBND x4 phuong..............
Cin cir vio hd so luu xdc nhan: (Chi xdc nh@n khi co s¢ gido duc ma
Hoo sinh:usvesesrssnvenmsansaespossvonsnammans nguoi hoc da hoc trude diy gidi thé )
RIEAY ST e Stk XACNBBNG. ..iiionscniiiisriivrotiosivinsinimnmns
[ o) 011 | —— DA 100 seismmmmn o] snyommsonssnmy s aaues oo 5o seaie VAL
D3 du thi t6t nghidp Khoa NAY..eeeiviviire [ eeerririrreeeesiiiiieeee s e
S0 DAT AR, . comencs POONE Ml spumininnes. | oo s somsss o vsmis s mes sy 35 s e s R0iR
D3 t6t NZRIED 1081...vvvveeeiveereeeivreeeiis | cvreesreesrieeeeeesreessseesaeessesmmnsnseesanens
Vio sd cip bing sb............... PO i, " [ s K 4,7 5 O SR
P nghi SGGDEDT HA N0 isscxessssanmsss | 4o5s0 snssssnssmssasssaussasssensins sassassssssissaves

HHEUTrwome . 7 ' U ot ses daan et esvvsion tas v sn veies stsn e

Ho tén, ky, dong ddu TM. UBND xi ( phudng)
Ho tén, ky, déng ddu

V. THU TUC CAP GIAY CHUNG NHAN HOAN THANH CHUONG

TRINH GIAO DUC PHO THONG
Theo khoan 1, Dzeu 49 cua Thong tu so 24/2024/TT-BGDDT ngay

24/12/2024 ciia B¢ GDDT vé Ban hanh quy ché thi tot nghiép trung hoc phé théng
quy dinh: Ngum hoc thuc cde ddi tuwong quy dinh tai diém a, b khodn 1 Diéu 19
Quy ché nay di diéu ki¢n du thi theo quy ¢ dinh cia B$ truomg B6 GDDT nhung
khdng due thi hodc thi khdng dat yéu cdu dé duogc cong nhén tot nghiép THPT thi
duoc cdp Gidy chimg nhdn hoan thanh chuong trinh gido duc phé théng.
1. Trinh tu thyc hién

Buée 1: Hoc sinh hoc hodc cha me chuén bj hd so theo quy dinh.

Buée 2: Van thu tiép nhén, xi 1y hd so, in gidy chimg nhén trinh Hiéu
trudng ky xéc nhan.

Pia diém: Tai Van phong truong THPT Minh Ha.

Theo gi& hanh chinh c4c ngdy tir thir 2 dén thir 6 hang tudn (Trir ngay
12, Tét).

Budi sang tir 7 gid 30 phit dén 11 giv 00 phit;

Budi chiéu tir 14 gi& 00 pht dén 16 gid 30 phut.
Buérc 3: Tra gidy x4c nhan hoan thinh chuong trinh gido duc phd théng cho c4
nhén theo hen.
2. Céch thitc thue hién: Truc tiép tai Truong THPT Minh Ha.
3. Thanh phén, s0 lwgng hé so:

a) Thanh phan hé so bao gdm:
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- Pon xin cip gidy hoan thanh chwong trinh gido duc phd théng (Ghi 15
ho tén, ngay thang ndm sinh, noi sinh, hoc sinh 16p, khda hoc).

- CCCD ban sao cong ching.

b) S lugng hd so: 1 bd.
4. Thoi han giai quyét TTHC: Ngay trong ngay tiép nhén yéu cau ho3c trong
ngay 1am viéc tiép theo (néu tiép nhén yéu cau sau 15 gi¥ chiéu).
5. P6i twong thwe hién TTHC: Hoc sinh
6. Co quan giai quyét TTHC:
Co quan c6 thim quyén quyét dinh: Truong THPT Minh Ha.
Co quan truc tiép thuc hién TTHC: Truong THPT Minh Ha.
7. Két qué thyc hién TTHC: Gidy ching nhén hoan thanh chuong trinh giao
duc phd thong (Theo miu quy dinh tai Thong tur s6 18/2020/TT-BGDDT ngay
29/6/2020 cta B truéng Bo Gido duc va Dao tao ban hanh Quy dinh mau Gidy
chimg nhan hoan thanh chuong trinh gi4o duc phd théng).

8. Lé phi: Theo quy dinh cua S& GDDT. E
9. Yéu cAu thyc hién TTHC: I
Ap dung déi véi trudmg THPT Minh Ha. W

10. Can cir phap ly ciia TTHC:

- Théng tu s6 24/2024/TT-BGDDT ngay 24/12/2024 cia B6 GDET vé
Ban hanh quy ché th1 t6t nghiép trung hoc phd thong;

- Théng tu sé 18/2020/TT-BGDDT ngay 29/6/2020 cua Bo trudng Bo
Gigo duc v Do tao ban hanh Quy dinh miu Gidy ching nhin hoan thinh
chwong trinh gido duc phd thong.
11. MAu don xin cip Gidy chitng nhin hoan thinh chwong trinh gido duc
phd théng: Theo mdu M05-THPTMH.

Méu M0S-THPTMH
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PON XIN CAP GIAY CHUNG NHAN
HOAN THANH CHUONG TRINH GIAO DUC PHO THONG

Kinh gui: Hiéu trudng truong THPT Minh Ha
TOF e A% 1o fih it b in bt s sini snnsanvabasavimatin o G YA e i

Ngay thang ndm sinh: ...... A S Wonsinhs... ivsamasots goripaig sesiis o
CHOOBICIINAY | coiuiun smms swamae snomipis wiiwmancs smmamosms smsisnsca i 50h 555 555 Gas3

-----------------------------------------------------------------------------------------------------------------------

-Némhgc:..................... o0 58 3 A O RS Ses et 5 §
- Nam hoc : 3 8 § B e W 58 SN g 3 G
- Ndm hoc : e s e e 0P ssinims
Tai trudong THPT Mlnh Ha

Scanned with

CamScanner“é


https://v3.camscanner.com/user/download

14

Nay t6i 1am don nay kinh d& nghj Hiéu trudng Truorng THPT Minh Ha
cap Gidy ching nhén dd hoan thanh chuong trinh Giéo dyc phé thong tai trudng

THPT Minh Ha.
T6i xin chan thanh cam on./.

Hb so dinh kém: Ha Néi, ngay ......thang ........... ndm ...
- 01 anh 4x6. Ngudi lam don
- Xuét trinh CCCD (Ky va ghi r6 ho tén)

VL. THU TUC XAC NHAN HQC SINH PANG HQC TAI TRUONG
1. Trinh ty thwe hién
Buwéc 1: C4 nhan dén vin phong nha trudng, ndp hé so theo quy dinh;
_ Buéc 2: Sau khi nhén don hop 1¢ Van thu tip nhén, kiém tra, ddi chiéu
ho so luu.
Pia diém: Tai Vin phong truong THPT Minh Ha.
Théi gian: Theo gio hanh chinh cic ngay tir thir 2 dén thtr 6 hang tudn
(Trir ngay 18, Tét).
Budi séng tir 7 gidr 30 phit dén 11 gis 00 phut;
Budi chidu tir 14 gi¢ 00 phut dén 16 gior 30 pht.
Buéce 3: Vin thu hen trd két qua, cé nhan dén nhén hd so.
2. Céch thire thue hién: Tryc tiép tai Truong THPT Minh Ha.
3. Thanh phén, s lugng hd so:
a) Thanh phén hd so bao gom:
- Gidy xé4c nhén dang di hoc nha truong cép;
- CCCD (ban chinh).
b) S6 lugng: 1 bo.

4. Thoi han giai quyet Ngay trong ngay tlep nhén yéu cau hodc trong ngay lam
viéc tiép theo (néu tiép nhn yéu cdu sau 15 gi& chiéu).

5. Doi twgng thye hién TTHC: C4 nhan,
6. Co quan gidi quyét TTHC: Trudng THPT Minh Ha.
7. Két qua thwe hién TTHC: Hoc sinh dugc cip Gidy chimg nhan.
8. Lé phi: Khong.
9. Yéu chu, diéu kién thuc hién TTHC:

Péi tuong 1a hoc sinh dang hoc tap tai Truong THPT Minh Ha.
10. Cin cit phap ly ciia TTHC:

Scanned with

‘B CamScanner’:


https://v3.camscanner.com/user/download

15

- Thong tu lién tich s6 92/2008/TTLB-BTC-BTP ngdy 17/ 10/2008 hudng
dan vé mirc thu, ché db thu, ndp, quan 1y va sir dung 1 phi cép ban sao, 1& phi
ching thyc;

- Cong vin sd 7953/BGDDT-VP ngay 31/8/2009 cua B$ Gido dyc va Pao
tao v& viéc thong béo gid viin bing ching chi 4p dung tir thang 9/2009;

- Ngh1 dinh s 23/2015/ND-CP ngay 16/2/2015 cia Chinh phi vé cap ban
sao tir sO goc, chung thyc ban sao tir ban chinh, chimg thyc chir ky va ching
thuc hop dong, giao dich.

11. Miu Glay xdc nhin dang hoc tai truong: Theo miu M06-THPTMH.

p N g H ) Méu M06-THPTMH
CONG HOA XA HOI CHU NGHIA VIET NAM
Pjc lap — Tw do — Hanh phiic

GIAY XAC NHAN
HIEU TRUONG TRUONG THPT MINH HA XAC NHAN

Ho vat€n hoC SINh: ..ottt

STVT 1P 114210 ST THCNR TN I ST SV SRRy o0 v e VD,
HO KhAU thUGDE tI: wervevvvrireeeceresisnesesssessessssess s ssssssssessssssssssssssssessssssassenss
Hién 14 hoc sinh 16p ......... Truong THPT Minh Ha, ndm hoc 20.....-20............
GIAO VIEN CHU NHIEM Ha N§i, ngay..... thang...... nam 20...
(K3, ghi ré ho tén) HIEU TRUONG
(Ky, ghi ré ho tén, dong dau)
VII. THU TUC XIN XAC NHAN

1. Trinh tu thuc hién

Buére 1: C4 nhan dén vin phong nha trudng, ndp hd so theo quy dinh;

 Buéc 2: Sau khi nhan don hop 1¢ Van thu tiép nhén, kiém tra, d6i chiéu

ho so luu.

Pia diém: Tai Vin phong trudng THPT Minh Ha.

Thoi gian: Theo gig hanh chinh cac ngay tir thir 2 dén thir 6 hang tudn
(Trur ngay e, Tet).

Budi sang tir 7 gir 30 phiit dén 11 gidr 00 phit;

Budi chiéu tir 14 gid 00 phit dén 16 gid 30 phit.
" Buwére 3: Van thu hen tra két qua, c4 nhan dén nhén hd so.
2. Céch thire thwe hién: Truc tiép tai Truong THPT Minh Ha.
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4. Thm han glax quyet Ngay trong ngay t1ep nhén yeu cAu hoic trong ngay 1am
viéc tiép theo (néu tlép nhan yéu ciu sau 15 gio chiéu).

C#n b truc tiép nhin don, hd so:

- Tiép nhén don ctia CBVC chuyén Bo phan t§ chirc can b xéc nhén theo
yéu cau;

- Nhén va kiém tra danh séch hoc sinh theo don vi lorp, ndi dung don cua
cha me hoc sinh, hoc sinh sau d6 viét gidy hen thai gian dén giai quyét

- Trinh don, hd so 16n Hiéu trudng (hoic Phé Hidu trudng truc)

Duyét va xir Iy hd so

= Hiéu trudng (hodc Phé Hiéu trudng phu trach dugc Hiéu truong vy

quyén) 1a ngudi duyét, quyet dinh va ky xac nhan toan b ho so.

- Cén b tiép nhan hd so c6 nhiém vu xir 1y hé so va giao lai cho CBVC,
hoc sinh, CMHS theo ding lich da hen.
5, P6i twong thue hién TTHC: C4 nhan.
6. Co quan giai quyét TTHC: Truong THPT Minh Ha.
7. Két qua thue hién TTHC: Xéc nhéan theo yéu cau.
8. Lé phi: Khong.
9. Yéu clu, diéu kién thwe hién TTHC:

Déi tuong 1a CBVC, hoc sinh dang hoc tap tai Truong THPT Minh Ha.

VIII. THU TUC CAP PHAT BANG TOT NGHIEP THPT
1. Trinh ty thyec hién

Buéc 1: Hoc sinh lién hé Van thu nha truong, xuét trinh CCCD, trong
truong hop ngudi than dén nhan thay phai cé gidy uy quyén dugc UBND
xd/phuong xac nhan va mang theo.

Buge 2: Vin thu kiém tra danh séch, doi chiéu CCCD néu hop 18 cho ky
nhén vao so cap phat bang.
2. Céch thirc thyc hién: Truc tiép tai Trudng THPT Minh Ha.
3. Thanh phin, s lugng hé so:
a) Thanh phan hd so:
- CCCD nguoi nhan/nhan thay (ban chinh);
- Gidy uy quyén dugc UBND x&/phudng xéc nhan.
b) S6 lugng: 1 bd.
4. Thoi han gidi quyét: Ngay trong budi 1am viéc.
5, Déi twong thuc hién TTHC: Cé nhan.
6. Co' quan giai quyét TTHC: Truong THPT Minh Ha.
7. Két qua thye hién TTHC: Béng tot nghiép THPT.
8. Lé phi: Khong.
9. Yéu clu, didu kién thwc hién TTHC:
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Vian bang ciia hé théng gido duc qudc dan dugc cip cho ngudi hoc sau
khi tot nghlep cip hoc hodc sau khi hoan thanh chuong trinh dao tao, dat chuén
du ra cta trinh do ddo tao theo quy dinh va hoan thanh nghia vy, tréch nhiém
cua nguoi hoc.

10. Can cir phap ly cia TTHC:

Thong tu sb 21/2019/TT-BGDDT ngay 29/11/2019 cia B Gido duc va
Déo tao v€ Ban hanh Quy ché quanly bing tot nghiép trung hoc co s, bang tot
nghiép trung hoc phd thong, bang t8t nghiép trung cap su pham, bang tot nghlep
cao dang su pham, van bang gido duc dai hoc va chimg chi clia hé théng gido
duc quoc dén.

11. MAu gidy uy quyén cAp phét bing tot nghi¢p THPT (ding cho ngudi di
1iy hd): Theo mau MO8-THPTMH.

\
) i o . 3 ) Mdu M08-THPTMH
CONG HOA XA HQI CHU NGHIA VIET NAM
DPoc 1ap - Tw do - Hanh phiic ,
GIAY UY QUYEN g
- Can cir b luat Dan sy nuéc Cong hoa xa hoi chi nghia Viét Nam g
- Cin cir vao céc vin ban quy dinh hién hanh. ¢
Ha Néi, ngay...... thang.....ndm 20..... .
Chilng t6i gom co:
L. BEN UY QUYEN:
611215521 P Y SITRBEAR o BLEGLL L o
HOGSIGHMOP: i iisstranisiisaisvinsasiuns KROBY scicnscamivassaimnsssenss saassmssssss s semynpnimans
R e SRR S R—— do Cuc canh st
QLHC ve trat Tir'Xd. 161, CAD TBAVE ssusssasssonssonsvanesnsssaississsssnausss s sdisgassssiss
QUEIUALE wovenyniensmertmminstumsiimmssindiptas b ubeminss it Goniie b avsipissmsse
Dja chi thitdig thiy istuitismmmiunltsstusmtesiiptteadaamet b s atadas Susm
D110 1o J—— Quéc HOHE covmanes BB LS i allibnsasaivib itbas v thsmnsass
IL. BEN PUQC UY QUYEN:
861241 (51 A OE R 2 ot s SINA NZAY: .vvovvvverenreeerenssennee
So COEDE ..o ivssivitisimiip st osrs do Cuc canh sat QLHC
VE trAt (U XA DO, CAD DZAY: wevvvvrervvvseseessaesseesessssseessesesssssesssssssesssssssssssssssssssssnns
AT QUATIE 5nssaimiin i B g omis e sy A R R S SRR
Big ol TRENREIIIE et g s s s psiamormmsimiciis
DA B8 susiiomsominsomssvmtibsiiiln g 5114 03 11:) 1| SR ST S S
III. NQI DUNG UY QUYEN:
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Vi diéu kién cong viéc, nén t6i khong thé truc tiép dén truong THPT
Minh Hi nhén bang t6t nghiép dugc nén t6i Uy quyén lai
RO i stbiiisisasbimionsimis debiaine dén Truong THPT Minh Ha dé nhédn bang tot
nghiép thay t6i.

VL. CAM KET:

- Hai bén cam két s& hoan toan chju trach nhiém truéc phép ludt vé moi
thong tin Gy quyén trén.

- Moi tranh qhép phat sinh giita bén tiy quyén va bén dugc ty quyén sé& do
hai bén tu giai quyet.

Gidy Uy quyén cé gié trj trong vong 05 ngay, duoc thanh 02 ban, mdi bén
gitr 01 ban.

BEN UY QUYEN BEN DUQC UY QUYEN
(Ky va ghi ré ho tén) (Ky va ghi ré ho tén)

XAC NHAN CUA UBND XA/PHUONG

---------------------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------------------
ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

---------------------------------------------------------------------------------------------------------------------------------

IX. THU TUC XIN NGHi HQC BAO LUU KET QUA HQC TAP
1. Trinh tu: '
Buéc 1: Cha me hoc sinh viét don xin nghi hoc bao luu két qua ndp cho
GVCN.
Budc 2: Can b van thu tiép nhén don tir GVCN trinh Hiéu truéng xem
xét va ky don bao luu.
Buére 3: Vin thu hoan thién hd so ban giao lai cho cha me hoc sinh.
2. Céch thire thwe hién: Tryc tiép tai Trudong THPT Minh Ha.
3. Thanh phin, s6 lrgng hd so:
a) Thanh phén hb so:
- Pon xin bao luu két qua hoc tap;
- Hoc ba (ban chinh); -
- Gidy CN tring tuyén vao 10;
- Bang TN THCS;
- Hb so wu tién néu c6.
b) S6 luong: 1 bd.
4. Thoi han giai quyét: Ngay trong budi 1am viéc.
5. P6i twong thue hién TTHC: Cha me hoc sinh
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6. Co quan giai quyét TTHC: Trudng THPT Minh Ha.

7. Két qua thwe hién TTHC: Hoc sinh dugc phép nghi bao luu.
8. L¢ phi: Khong.

9, Yéu ciu, diu kién thwe hién TTHC:

- Pugc diéu dong vao luc luong vil trang;

- Bugc co quan ¢6 thdm quyén diéu dong, dai dién quéc gia tham dy céc
ky thi, giai déu quoc te;

- Bi ém ho#c tai nan phai dleu tri thoi gian dai c6 chimg nhan cla co sd
kham bénh, chita bénh cé thdm quyén theo quy dinh ciia B6 Y té;

- Vi I do c& nhan khéc nhung d phai hoc t4i thiéu 01 hoc ky & co s dao
tao va khong thudc céc trudng hop bi xem xét bude thdi hoc hodc xem xét ky luét.
10. MAu don xin nghi bio lwu két qua hoc tip: Theo mdu M09-THPTMH.

) . L > _ ) Mau M09-THPTMH
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

PON XIN NGHI HOC CO THOT HAN X

3

Kinh giri: Ban Gidm hiéu Truong THPT Minh Ha ;

Ho tén cha, me hodc ngudi gIAm ho: .....coveviivciiiiiiiiicceeeeeereseessens g
DIAGHE o0 sccmmmsmmsy s e T S T SIS IS S AR s taninmiwmerassaves
D ITE 0 R {1(37: (LW NT O SN GNPOTUIEY CUNUN T OUE L0 A DAY S Y
L e L D oo s B R R R B D
NEay SInh; . iesieieiansernesivsabssssins I3 (o 111 R S ——
LIODE: sk oebissobonitiunonediiasminsmesionsnsbusbinesespsass NAM hoC: .o,
Ly do xin nghi hoc €6 thOl han: .......ccceevvenieineneinereseseesessssesssssssens
Dé nghj dugc bao luu két QUETEMLHOSIED! wmsummirmmmmnmimmseeemememsmsss
Va xin nghi hoc ¢6 thoi han nEM KOC: .....cevvivvieeieirereee e,

Kinh d& nghj nha trudng tao diéu kién giip d& dé hoc sinh duoc bao huu
két qua hoc tap.

T6i xin cam doan nhitng didu khai trén day hoan toan diing su that.
Xin chan thanh cam on!
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XAC NHAN CUA Y KI,EN CUAGVCN  Ha Ngi, ngdy .....thdng......ndm 20.....
HIEU TRUGNG (W ghirdhotén)  CHA,MEHOAC NGUOI GIAM HQ
. (ky, ghi ré ho tén)

X. THU TUC XIN THOI HQC
1. Trinh tu:
Buée 1: Cha me hoc sinh viét don xin thdi hoc ndp cho GVCN.

Budc 2: Can bd van thu tiép nhan don tir GVCN trinh hiéu trudng xem
xét va ky don thoi hoc.

Buée 3: Van thu hoan thién hé so ban giao lai cho cha me hoc sinh.
2. Céch thirc thuc hién: Tryc tiép tai Truong THPT Minh Ha.
3. Thanh phAn, s6 lwgng hd so:
a) Thanh phén hd so:
- Pon xin thdi hoc;
- Hoc ba (ban chinh);
- Gidy CN tring tuyén vao 10;
- Bing TN THCS;
- Hb so wu tién néu co.
b) S6 lugng: 1 bo.
4. Thoi han giai quyét: Ngay trong budi 1am viéc.
5, P6i twgng thwe hién TTHC: Cha me hoc sinh
6. Co quan giai quyét TTHC: Truong THPT Minh Ha.
7. Két qua thue hién TTHC: Hoc sinh duoc phép théi hoc.
8. Lé phi: Khong.
9, MAu don xin théi hoc: Theo miu M10-THPTMH.
Mdu M10-THPTMH

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PON XIN THOI HQC
Kinh gtri: Ban Gidm hi¢u Truong THPT Minh Ha

Ho tén cha, me ho3c ngudi GIAM B! ceveuvreevvecciniiirinnisisictinissincisisssssisinns
DA CHIL covoceuessisesasrsmsssmsesssssssnsssassessssssusssnssasassisasssassssassibssssssssassssasssasesissssssasssssssens
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DIEN ThOAE womssainmmsivsrmininsisssisshbabiiefioubanddaaagasdimmins
L3 chid 116 No@/SInhy v Chisassvinmstisiemmisisivivssnsnisnshhissbbsscnissosidduistbobbosssassusnssussessvuses
Nty SIbE titsisindetst doisissuntaemntisien N SINHE isiansiioablissioilinimssmonniossasiin
LS sogermsirsecssinsblivkmsitesspinitspeossassassenss NATH HOEE ssvisnssieistmrsmdsrmmmsssmeans

Ly do xin théi hoc:

Kinh d& nghi nha trudng tao didu kién giip d& dé hoc sinh dugc thdi hoc
ding nhu nguyén vong.
Xin chan thanh cam on!

N

)

XACNHAN COA  YKIEN CUAGVCN  Ha Ngi, ngdy .....théng......ndm 20.... \
HIEU TRUONG (ky, ghi ré ho tén) CHA, ME HOAC NGUOI GIAM HQ y
. (kp, ghi ré ho tén) g

7

XI. THU TUC XAC MINH VAN BANG, CHUNG CHI

1. Trinh ty thuwe hién:
Déi véi cdc co quan, don vi khi cé yéu cau xdc minh can:
- Cong van dé nghj x4c minh;
- Ban chup vin béang chimg chi.
D3i véi cd nhén cin xdc minh
-Don dé nghi xac minh;
- Ban chup vin bing chimng chi.
2. Cach thire thue hién: Vin phong Truong THPT Minh Ha.
3. Thanh phén ho so:
- Cong vin d& nghi x4c minh (ndu 12 clia co quan, td chirc).
- Pon d& nghi x4c minh (néu 14 cia c4 nhan).
- Ban chup vin bing chimg chi cin xac minh.
4. S6 lugng hd so: 02 bd
5. Thoi han giai quyét: 05 ngay 1am viéc ké tir ngay nhan dugc d& nghi x4c minh
6. D6i twong thue hién TTHC: T4 chirc, c4 nhin
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7. Co quan thwe hi¢n TTHC:
- Co quan c6 thim quyén quyét dinh: S¢ GDDT Ha Noi.
- Co quan tryc tiép thuc hién TTHC: Trudng THPT Minh Ha.
8. Két qua ciia viéc thwe hién TTHC: Bién ban hanh chinh.
9, Miu don, mAu t& khai, yéu ciu, didu kién thye hién thi tuc hanh chinh:
Khéng
10. Phi, 1€ phi: Khong
11. Cin cit phép ly cia TTHC:
- Cong van s6 931/UB-VX ngay 23/4/2001 cia UBND thanh ph6 Ha Noi
vé viéc ki€m tra van bang chirng chi.
- Quyét dinh 1412/2010/QD-UBND ctia UBND thanh phd Ha Nbi.

XIL. THU TUC RUT, TRA HO SO, HQC BA VA CAC LOAI GIAY TO
KHAC

1. Trinh ty thuc hién
1.1. Quy dinh chung
- Cha m¢ hoc sinh (CMHS), hoc sinh (HS) va gido vién chi nhiém

(GVCN) khi dén muon hé so, hoc ba, xéc nhén bang diém,... phai n6p don va hd
so tai Vin phong nha trudng, khong xin truc tiép tir Ban gidm hiéu.

- CMHS va hoc sinh khi dén truong phai thuc hién ding quy dinh cia
Nha trudng va van minh noi cong so.

1.2. Péi v6i CMHS, GVCN, HS

- Khi dén muon, rit hd so, hoc ba phéi viét don (theo mdu cia nha
trwong) va néu rd 1y do xin rit hay xin mwgn ho so, hoc ba.

- Khi dén nhén hd so, hoc ba theo glay hen phai mang theo s6 ho khiu,
CCCD ctia ngudi dén nhan (néu 13 CMHS dén nhan hd), d6i véi hoc sinh, khi

truc tiép dén nhén chi cin mang theo CCCD hoic thé hoc sinh va phai tra lai hd
so, hoc ba theo diing thoi gian quy dinh.

- Tuyét dbi khong nhd nguoi ngoai dén nhan ho, trong trudng hop bét kha
khang nh& ngudi ngoai nhdn hd phai mang gidy Gy quyén c6 xé4c nhén ctia chinh
quyén dia phuong.

- Déi véi hoc sinh xin rit, mugn hd so, thoi gian hen giai quyét 13 2 ngay
k& tir ngdy nhén don.

1.3. Doi véi gido vién bd mén, gido vién chii nhiém

- Khéng mugn hd so, hoc ba,... thay hoc sinh va CMHS.

- Tt ca don xin mugn, xin rit hd so, hoc ba déu phai gt lai Van phong
theo ding quy dinh.
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- Gi4o vién chu nhiém c6 trach nhiém kiém tra va ky x4c nhan vao don
ciia hoc sinh, CMHS khi muon hd so, hoc ba,...

1.4. D6i v6i cén b§ tiép nhan don, hd so

- Nhan va kiém tra ndi dung don cua cha me hoc sinh, hoc sinh, sau d6

viet giay hen thoi gian den giai quyeét.

- Trinh don, hd so ¢én Hiéu trudng (hodc Phé Hiéu trudng phuy trach cong
tac dugc Hiéu trudng Uy quyen), khi nao dugce su ddng ¥ méi cho CMHS, hoc
sinh muon ho so hoc ba.

1.5. Duyét va xir Iy hd so

_ - Hiéu truéng (hodc Pho Hiéu trudng phy trach dugc Hiéu trudng uy
quyeén) 1a ngudi duyét, quyet dinh va ky xac nhén todn bg ho so.

- Sau khi dugc sy déng ¥, can b tiép nhan hd so c6 nhiém vu xir Iy hé so
va tra 10i lai cho hoc sinh, CMHS theo ding lich da hen.

2. Cach thire thue hién:
- Nop don tai Vén phong nha trudng.

3. Thanh phan hd so:
+ Don d& nghi (theo Miu M11-THPTMH). \
+ Can cudc cong dan hoic ho chiéu. y

4. S6 lwgng hd so: 01 bd.
5. Thoi han giai quyét:
- Théi gian nhan don xin rat hd so, hoc ba:
V3o c4c ngy thir hai, thir ba, thir tw trong tudn:
+ Budi sang tir 7 gior 30 phut ¢én 11 gior 00 phut;
+ Budi chidu tir 14 gior 00 phit dén 16 gidy 30 phit.
- Thoi gian tra hd so, vin bang tbt nghiép THPT:
Vo thir ba, thir séu hang tudn:
+ Budi sng tir 7 gios 30 phut dén 11 gid 00 phut;
+ Budi chiéu tir 14 gir 00 phut dén 16 gidr 30 phut.
6. Pdi twong thue hién TTHC: C4 nhan
7. Co quan thwe hién TTHC:
Co quan c6 thim quyén quyét dinh: Truong THPT Minh Ha.
Phong ban tryc tiép thyc hién: Vin phong Trudng THPT Minh Ha.
8. Két qua ciia thii tuc hanh chinh: hd so, hoc ba, cac loai giéy to khac.
9. Co sé phap ly:
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Thoéng tu s\é 32/2020/TT-BGDDT ngay 15/9/2020 cua B$ truéng B Gido
duc va Dao tao ve viéc ban hanh Piéu 18 trudng Trung hoc co s&, Trung hoc phd
thong va truong phd théng ¢é nhiéu cép hoc.

. Madu M11-THPTMH
CONG HOA XA HQI CHU NGHIA VIET NAM
DPjc 1ap — Tw do — Hanh phiic

PON PE NGHI

Kinh giri: Ban gidm hiéu truong THPT Minh Ha.

Tén e 18 Seenssrinsiattidbdissobiniad doon Guihnrbnited SRR G RIG MG At
La hoe:Sinh o Geasvidat At Gt DAM HOE bkl sduddideiinbnsesnsossasornse
NBAVSIAIE s sssviebmssimsmsbmy s @I0L LIS pxmsmaroamidissmos vy
QB BOCDE .ot rnsiiiiibpmsnsin do Cuc canh sat QLHC vé trit tw xa hdi, cip
NPRAVE coivmssssvonsmmmmatsmmensissssasevsiyossdbbiinasbichulifidd S0 dién thoai: ...cccieiverrernonaescenss
B 1315 Aon DAY XI0 QUGC 4504 060 cnvs sansssnmessns sy swwe'sdiss bissrbsribissinabidabssasenee

L§ d0% ssssisnsmnsioimtinianninsarbhasimisisinissinsusisoismsmnusmmisss

------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Em xin cam doan nhing nhiing ndi dung ké khai ¢ trén hoan toan dung sy
that, néu sai em xin hoan toan chiju trach nhi¢m.

En xin chin thanh cam on!
NGUOI LAM PON
(Ky va ghi rd ho tén)

R " & . . ) Mau M08-THPTMH
CONG HOA XA HQI CHU NGHIA VIET NAM
Pjc lap - Ty do - Hanh phiic

Ha Ngi, ngay...... thang.....ndm 20.....
GIAY UY QUYEN

- Can cr bd luat Dan sy nudc Cong hda xa hi chi nghia Viét Nam
- Cén cr vao cac vin ban quy dinh hién hanh.

Chiing téi gom cé:

L. BEN UY QUYEN:
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Ong (BA); .oimustrrmnsmdinoimaminmsinnim 311118 (1721 £ PR ———
Hoc sinh 107 civ.isd savsvisboiaosinnisssss KOOB srvmnunianiiiin ganmtetmsisrisatssitesmmgiies

86 COOD: asusyeses T ST do Cyc canh sat QLHC
ve trit te x8 hoi;cap NRAYE s sitstsininimisitsboenisicpilibistiddsmvmm

QUE QUANY cssusisnrsssnsssssessossooisinsssonssasassassarsassasasonssbiblsiviiontusto Wsnsbitisinsdsisotstiiasssasssns
Pia chITONE B ooty sssssesesy
DAN tOC! covvrvenrrrenerensssans QUBC HHCRE cvvvernrreeneeeeseeeeseensesessesssssessssassssssssssssssssssssans
IL. BEN PUQC UY QUYEN:

Ong (bA): .....issmmmmmcomwamshmmsmawti SIh TBAYE usssmsestsssamsasrvusssssons
S6 CCCD: wevvvrererressersenens do Cuc canh sat QLHC v& trat tu x3 hoi, cap ngay:

0000880006000 0000000008800080000000FEo0000000000000000000000000000000000000000000000000000000000000000000000000rretscrottttttore

QUE QUANL ...ocucuemersersasmsensessnsssssssssssanssssasnsessassnssossasssnassssssssassssssasasasessasesessssssassassscss
Dia chi thudmg trils v.mssssssssssmssonssmsssssssssassinsssnsnsasssmsssissvsiosissassessssssnssssossersys
DR 1062 ccanisidaatiiiohiimdsiiiine Qe tohs, st
I11. NOI DUNG UY QUYEN:

Vi didu kién cong viéc, nén t6i khong thé tryc tiép dén truong THPT

Mitith HA THER '.ooocoossiviensmessnspsnsmmsssassgesseissey duoc nén toi Uy quyén dé
/1 [ IS (Lo AP S L e dén Truong THPT Minh Ha dé nhan thay t6i. ’
V1. CAM KET:

.- Hai bén cam két s& hoan toan chju trdch nhiém trudc phap luat vé moi
thong tin Uy quyén trén.
- Moi tranh chép phét sinh giita bén iy quyén va bén duge ty quyén s& do
hai bén tu giai quyet.
Gidy iy quyén c6 gia trj trong vong 05 ngdy, dugc thanh 02 ban, mdi bén
git 0l ban. i X .
BEN UY QUYEN BEN PUQC UY QUYEN
(Ky va ghi ré ho tén) (Ky va ghi ré ho tén)

XAC NHAN CUA UBND XA/PHUONG

---------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------

XIII. QUY PINH VE VIEC XIN PHEP NGHi HQC

1. VE THOI GIAN VA PIA PIEM
1.1. Thoi gian:
- Thoi gian nhan don: Vao cac ngly 1am viéc trong tun;
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+ Budi sang tir 7 gids 30 phit dén 11 gior 00 phit;
+ Budi chiéu tir 14 gi¢r 00 phit dén 16 gi 30 phut.

1.2. Dja diém nhén, tra hd so:

Tai Vin phong Truong THPT Minh Ha.
II. MOT SO QUY PINH

Dé tao didu kién thuan loi, dam bao quyén loi cho hoc sinh trong qua
trinh tip, rén luyén, Truong THPT Minh Ha huéng dan quy trinh, thu tuc gidi
quyét nghi 6m, nghi vi 1y do khéc nhu sau:

1. Nghi 6m:

Quy trinh va thdm quyén g1a1 quyét:

- Hoc sinh xin nghi d6t xudt, CMHS c6 thé goi dién xin phép GVCN (sau
d6 hoan thién céc thu tuc xin nghi).

- Hoc sinh ngp don xin nghi hoc.

- Sau k.hl khéi ém phai nfp kém cac minh chimg (neu ém phai ¢ xac
nhin cta y t& nha trudng hodc co quan y t ¢6 thdm quyén).

- Gi4o vién chi nhiém tiép nh4n don va cic minh chimg

- Gido vién chi nhiém xem xét, giai ’quyét theo thim quyén déi vai
truong hop hoc sinh xin nghi tir 03 ngay tré xudng.

- Gido vién chu nhi¢ém chuyen hd so téi Hiéu truéng xem xét, giai quyét
d6i vé6i trudng hop hoc sinh xin nghi trén 03 ngay dén 10 ngay.

- Gi4o vién cht nhiém Iuu hd so.

- Thoi gian gidi quyét: Truong hop thudc thdm quyén giai quyét cia
GVCN 1a 01 ngay.

Trudng hop thudc thim quyén giai quyét cia Higu trudng 12 01 ngay.

2. Nghi vily do khéc:

- Hoc sinh viét don xin nghi;

- Gi4o vién chii nhiém tiép nhan don;

- Gido vién chu nhi¢m xem xét, gidi quyét theo tham quyén ddi véi trudng
hop hoc sinh nghi tir 03 ngay trd xudng;

- Gi4o vién chi nhiém trinh hd so 1én Higu truéng xem xét, giai quyét déi
véi trudng hop hoc sinh nghi trén 03 ngay dén 10 ngay.

3. Hoc sinh xin béo lwru két qua hoc tap:

Diéu kién hoc sinh phai hoc it nht 1 hoc ky.

Thuc hién theo Thi tuc xin nghi hoc bao lwu két qua hoc tép.
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