SG GIAO DUC VA PAO TAO HA NOI  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT THACH THAT Dgc lip- Ty do- Hanh phic
séA31/ Qp-THPTTT Ha N6i, ngayed3théing 09 nim 2024
QUYET D[NH

V& viéc ban hanh Quy trinh gidi quyét thi tuc hanh chinh
cuia truong THPT Thach Thit
Nim hoc 2024-2025

HIEU TRUONG TRUONG THPT THACH THAT

Can cir Thong te s6 32/2020/TT-BGDDT ngay 15/9/2020 vé viéc ban hanh
Diéu I¢ truong Trung hoc co 56, truong Trung hoc phé théng va truong Trung hoc
¢6 nhiéu cdp hoc;

Can cir cdc van ban huong dén ciia S¢ Gido duc va Pao tao Ha Ngi vé viéc
cai cach thu tuc hanh chinh;

Theo dé nghi ciia Vin phong nha truong;

QUYET DINH:

Pic¢u 1. Ban hanh Quy trinh giai quyét thi tuc hanh chinh co ban ciia trudng
THPT Thach Thét (van ban kém theo).

Piéu 2. Céc t§ chirc, doan thé, can bo-glao vién-nhan vién, hoc sinh, phu
huynh hoc sinh va cong din dén 1am viéc véi truong thyc hién theo Quy trinh nay.

Vin phong nha trudng c6 trach nhiém thuong xuyén nghlen clu dé tham muu
v6i Hiéu trudng trong viéc cép nhat, dleu chinh Quy trinh giai quyét thu tuc hanh
chinh co ban cia truong THPT Thach Thét cho phit hop.

Piéu 3. Vin phong nha trudng va c4c c4 nhan ¢6 lién quan & diéu 2 chiu trach
nhiém thi hanh quyét dinh nay.

Quyét dinh ndy c6 hiéu luc ké tir ngay ky./.

Noi nhén:
- Nhu diéu 3
-Luu: VT
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QUY TRINH GIAI QUYET THU TUC HANH CHINH

(Ban hanh kém theo Quyét dinh s6 137 /OP-THPTTT, ngdy 23/9/2024 ciia Hiéu

trwong truong THPT Thach Thaft)

CUA TRUONG THPT THACH THAT

CAC THU TUC HANH CHINH THUQC QUYEN GIAI QUYET

Ghi
TT Tén thu tuc hanh chinh ,I
chu
Thu tuc cap lai ban sao bang t6t nghiép THPT,
1 | chinh stia ndi dung ghi trén bang t6t nghiép;
2 | Xac minh hoc ba cua hoc sinh, Cép ban sao hoc ba.
o , 4 v e . Theo Quy dinh
3 | Pbang ky thi tot nghi¢p THPT quoc gia; timg naim ciia
Bo GD&DT
Tiép nhan ho so dic cach thi tot nghiép THPT .
4 i nim
quéc gia; BégGD&BT
5 | Cap va nhan don phuc khdo thi tot nghiép THPT. | 7 2w
Bé GD&DT
e A X . 2 . Theo huwon
6 | Ti€p nhan ho so hoc sinh chuyén truong dincia s
GD&DT HN
A A ” . . . Theohuong dén
7 | Cap ho so, thu tuc xin di hoc lai ciia 56 GD&DT
HN
8 | Cap gidy xac nhan dang 1a hoc sinh nha trudng
9 | Gidy yéu cau tra tién bao hiém Than thé
10 | Thu tue rat ho so, hoc ba cua hoc sinh
11 | Thi tuc lay bang tot nghiép THPT




I. XIN CAP BAN SAO BANG TOT NGHIEP THPT

Céan bd van thu: Huéng dan cong dan thu tuc ndp ho so truc tuyén theo mau
phiéu s6 1 gdm 07 budc theo quy dinh.

HUONG DAN NOP HO SO TRUC TUYEN

Thu tuc: Cap ban sao van bang, ching chi tir s0 goc

Bude 1: Truy cap vao Website: https://dichvucong.hanoi.gov.vn

Budre 2: Chon Ping ky tai khoan (néu chua c6 tai khoan).

Sau khi dang ky tai khoan xong, tién hanh Pang nhap tai khoan => chon cong dan
.dang nhap => chon Dich vu cong truc tuyén.

Buorc 3:

- J\Ihgﬁp Tén thu tuc hanh chinh can tim kiém: Cap bén sao vin bing, chirng chi tir
s0 goc.

- Tai Cdp thuec hién: chon cap Tinh.

- Tai Co quan thyc hién: Chon don vi S& gido duc va dao tao.

- Tai Linh viee: chon Iinh vuc Van bz"ing, ching chi.

- Tai Mirc dé: chon Mt phan hoic Toan trinh.

Buéc 4: BAm chon: Nép hd so.

- Tai Ccfp thue hién: chon cép Tinh.

- Tai Co quan thyc hién: Chon don vi S& gidao duc va dao tao.
Buéc 5: Dién dy du cac thong tin tai cac muc.

- Thong tin nguoi yéu cau.

- Noi cu tru.

- Trudng hop uy quyén cho ngudi khac thuc hién thi tuc (néu co).
- Pia chi dang ki yéu cau.

- Tai Thanh phan hé so: bam vao K& khai dé khai Pon xin cip ban sao va Luu tor
khai, bam chon tép tin d¢ dinh kém du 2 mat cia CCCD. Néu can dinh kém cac
gidy to khac bam Thém ho so.

Luu ¥: muc (*) 1 muc bat budc phai nhap day du thong tin.
Buéc 6: Nhiap M bao mét theo hudng din va nhin Péng y va tiép tuc.
Budéc 7: Bam giri ho so' (két thiic qua trinh ndp hd so).

- Ngay gio hen ldy két qua dwoc givi vao email, zalo, dién thoai déing ky la thoi gian
xw 1y ho so theo quy dinh.

- Khi ldy két qua mang theo CCCD.
- Moi thic mdc xin vui long lién hé S6 PT: 024.3942.1429


https://dichvucong.hanoi.gov.vn/

1. XAC MINH HQC BA VA
CAP BAN SAO HQC BA, BANG PIEM CHO CONG DAN

1.Trinh ty thyuc hién:
Nguodi cd nguyén vong , co quan, don vi can x4c minh hoc ba va bang diém
tir s6 gbe nhan don dé nghi cua minh dién day du théng tin;
Sau khi nhan don hop 18, Van thu nha trudng tra s6 goc va trinh BGH nha
truong ky xac nhan ,
Cach thire thuc hién:
Phong van thu c6 trach nhiém tra tir s6 gdc.
S6 lwong ho so: 01 (bo)
Thoi han gidi quyét: trong ngay
Poi twong thue hién TTHC: Ca nhan
Co quan thye hién TTHC: Trudng THPT Thach That
Phi, 1€ phi: khong



SO GIAO DUC VA DPAO TAO HANQI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT THACH THAT DPoc lap — Tw do — Hanh phiic
GIAY XAC NHAN
Keét qua hoc tap va rén luyén hoc sinh
Nam hQC:....ceviiniiiiiniiiiinninnne,

HIEU TRUONG TRUONG THPT THACH THAT

XAC NHAN
- Hocsinh:............ooooiii, Sinh ngay:............
- NOISINhI.
- Hocsinhlép:................ nam hoc
1. Piém trung binh mAn hoc nAM hoc ....oovvevvevneinenn,
TT Mon hoc Piém trung binh
1 Toan
2 \Vat ly
3 Hda hoc
4 Sinh hoc
5 Tin hoc
6 Ngoai van
7 Lich su
8 Dia Ly
9 Tiéng anh
10 Giao duc cong dan
11 Cong nghé
12 Thé duc
13 GDQP- An Ninh
14 M1 thuat
Piém trung binh cac mén
2. Két qua xép loai hanh kiém, hoc luc nAm hoc.........ovvvevvneenn....
Hanh kiém
Hoc luc

Ha Noi, ngay ........ thang........ nam
HIEU TRUONG

...........



I11. PANG KY THI TOT NGHIEP THPT

1.Trinh ty thuc hién:

Hoc sinh hoc hét 16p 12 tai truong THPT Thach Thét va hoc sinh truot tot
nghiép da hoc tai truong.

Vin thu nha truong tiép nhan ho so, kiém tra ddy du thong tin c6 18n quan
dén thi sinh dy thi.
Cach thire thuc hién:

Sau khi tiép nhan hd so cta thi sinh du thi Nha truong tién hanh kiém tra va
nhap vao phan mém tuyén sinh rdi chuyén dit liéu 1én s6 GD&PT Ha Noi.

Thanh phan hé so:
- Theo mau hd so do s6 GD&PT quy dinh
S6 lwong ho so: 01 (bo)
Poi twong thue hién TTHC: Ca nhan
Co quan thwe hién TTHC: Trudng THPT Thach That



IV. TIEP NHAN PON PAC CACH THI TOT NGHIEP THPT

1.Trinh ty thuc hién:

Hoc sinh hoc hét 16p 12 tai truong THPT Thach That

Vin thu nha trudng cipva tiép nhan ho so, kiém tra ddy du thong tin ¢6 1én
quan dén thi sinh du thi.
Cach thire thuc hién:
Sau khi tiép nhan don cua thi sinh trinh BGH xem xét giai quyét theo hudng dan so
GD&DT Ha Noi.
Thanh phén hd so:

- Theo mau don do s6 GD&PT quy dinh;

S6 lwong ho so: 01 (bo)
Poi twong thue hién TTHC: Ca nhan
Co quan thwe hién TTHC: Truong THPT Thach That



CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

PON PE NGHI XET PAC CACH TOT NGHIEP THPT
Ky thi trung hoc pho thong quoc gia nam 20......

Kinh giri: - Pon vi dang ky du thi tét nghiép THPT qudc gia nam......
- Hoi dong xét cong nhan tot nghiép THPT so GD&DT Ha Noi.

Hovaténthisinh:...................oooooiiiiil. Giditinh:................l
Ngay, Thang, Nam sinh:..................oooiiiii, DantQc:.....cccovviiiiiieanne..
NOT ST e
Chung minh thu nhan dan SO So dién thoai................
P du thi Ky thi Trung hoc phé thong quéc gia nim .......... ;

Tai Hoi d0ng thiz........oovui i,

PIBM thiz. . oe e Sébaodanh:...........c.ceevuuii

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

Diém bai thi cac mon dang ky xét tot nghiép (néudathi):..............................
Két qua nam hoc 16p 12: Xép loai Hoc luc:................ Xép loat Hanh kiém.........
Ly doXin d8c CACh:. ... oo e

To1 xin cam doan cac thong tin trén 1a ding su that va chiu hoan toan trach nhiém
trude phap luat.
Ha Noi, ngay........... thang... ... ... nam... .....
Thi sinh xin dé nghi diic cach

(ky va ghi rd ho tén)

V. TIEP NHAN PON PHUC KHAO



1.Trinh ty thyuc hién:

Hoc sinh hoc Thi Tét nghiép THPT 12 tai truong THPT Thach Thét

Vin thu nha trudng tiép nhan don, kiém tra day du thong tin c6 1én quan dén
thi sinh dy thi.
Cach thire thuc hién:
Sau khi tiép nhan don cta thi sinh trinh BGH xem xét va Guri S& GD&DPT Ha Noi
giai quyét.
Thanh phan hd so:

- Theo mau don do s& GD&PT quy dinh;

S6 lwong ho so: 01 (bo)
Poi twong thue hién TTHC: Ca nhan
Co quan thwe hién TTHC: Trudng THPT Thach That

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tue do — Hanh phuc



PON PE NGHI PHUC KHAO PIEM BAI THI

Ky thitét nghiép trung hoc phé théng nim .......
Kinh guri:

- Bon vi (noi) dang ky du thi.......ccooieiiii

- Hoi d6ng thi (cum thi)........covveveeeeieeeeeeeeee e,
Ho va tén thi sinh:..........ccooiiiiiiii e, G161 tinh:.......vvvvvens
Ngay, thang, ndm sinh:..........cccooeiiiiiiiiinie e, Dan toc: ..ocovverinenene
D02 B3 11 SRR
Chung minh nhan dan SO ettt SO dién thoaiz...ooeeeeeeeeeeeeeenn,
Pa dy Ky thi Trung hoc phd théng quéc gia nam ............
Tai Hoi dong thi (cym thi).......... e
DHEIM thiz ... S6 bao danh:.........coccoee....

Pé nghi phuc khao diém bai thi cic mon sau:

Phong | Diém bai Ghi chu

STT Mon thi - .
thi thi (Ghi r6 mén ngogi ngit)

Toan

Ngoai ngir

Ngir van

Vat li

Hoa Hoc

Sinh hoc

Lich st

bialy

O 0O N| O O & W N B~

GDCD

Cha y: Thi sinh chi ghi phong thi va diém bai thi vao dong ciia cdc mén thi dé nghi
phuc khao.
TOi xin cam doan cac thong tin trén l1a dung su that va chiu hoan toan trach nhiém
trude phép luat.
................... , Ngay .....thang  nam .....
Thi sinh dé nghi phiic khéo
(Ky, ghi ré ho tén)

VI. THU TUC CHUYEN TRUONG PI
VA CHUYEN PEN



1.Trinh ty thuc hién:

La hoc sinh dang hoc tai truong THPT Thach Théit va hoc sinh truong khac
c¢6 nguyén vong chuyén vé truong;

Vin thu nha trudng cip don va tiép nhan don chuyén truong, Gidy giéi thiéu
chuyén trudng cta hoc sinh sau khi kiém tra théng tin trong don s& trinh Hiéu
truong nha trudng dé duyét
Cach thire thuc hién:

Sau khi tiép nhan don cta thi sinh trinh Hiéu truéng duyét sau d6 gui So
GD&DT Ha Noi giai quyét.

Thanh phin hd so:
1. Trlr(mg hop hoc sinh chuyén trong thanh phé Ha Ngi ( Ngi tinh, TP)

Pon xin chuyén truong;

Gidy gioi thi¢u chuyén truong.

Bang diém ( hoc ba) cdc mon trong qua trinh hoc.

Danh sach thi sinh trung tuyén vao 16p 10 do truong noi di cp.

2. Truong hop hoc sinh chuyén tir cac tinh, thanh phd khac vé Ha Noi

Gidy gi0i thiu gui truong not dén do S6 GD&DT tao noi di cap hodc truong

noi di cap ( doi véi noi S6 GD uy quyén cho nha trieong);

- Gidy gidi thiéu guri truong THPT noi dén truong do Hiéu truéng trudng THPT

noi di cap;

- Glay ching nhan trang tuyén vao 16p 10 THPT;

- Bang t6t nghiép trung hoc co s& (THCS) hodc Gidy ching nhan tét nghiép

THCS tam thoi;

Ban sao Gidy khai sinh;

Ho6 khau thuong tri hodc Quyét dinh diéu dong cong tic vé co quan Nha

nuoc tai Ha Noi cia cha me hodac ngudi giam ho. Cac truong hop khac HS

chi dugc chuyén dén cac truong THPT ngoai cong lap.

- Céc giay to hop 18 d&é duoc hudong ché do wu tién, khuyén khich trong hoc
tap, thi tbt nghi¢p (néu co);

- Gidy x4c nhan cta chinh quyén dia phuong noi HS cu tra véi nhitng HS ¢6
hoan canh kho khan dic biét vé gia dinh (néu c6);

- Pon xin chuyén trudng do cha me hodc ngudi giam ho ky; don phai co ¥
kién tiép nhan ctia Hiéu truong truong THPT xin chuyén dén;

- Hoc ba ban chinh (néu chuyén trudng giita ndm hoc phai c¢6 Bang két qua
hoc tap);

S0 lwgng ho so: 01 (bo)
Poi twong thue hién TTHC: Ca nhan
Co quan thye hién TTHC: Trudng THPT Thach That

. . Mau C-01
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc




PON XIN CHUYEN TRUONG
(Chuyén di va dén trong nwoc)
Kinh gui:
- Giam dbc S& Gido duc va Dao tao' (N0 déN0)......ovvveveeeeeeeeeeeeee e

- Hiéu trudng Truong (D01 G8N): .......covieeeeeeeceee et

S6 dinh danh ¢4 NhAN CUA NOC SINN: «...v.veeeeeeeeeee ettt ettt ee et ee et eneeeseeeees
Do T A 4 VLS T 7 TSP
Tai s6 nha: .o, PhO (DUOGNE) ..ottt

HOC KY: i NAM NOC: vt
Két qua hoc tap: ............. Két quarénluyén:.......... Tong diém xét tuyén vao 16p 10: .............

(@8 Tl 11 0 R0 o) o) o LA RSP

Nay t6i lam don nay kinh dé nghi S& Gido duc va Pao tao, Hi€u truong cac truong tao
diéu ki€n cho hoc sinh........cccccooviiiiiiii e dugc chuyén vé hoc tai
ETUONE ovvivieiiiiiie e tor hocky......... Nam hoc: .o

V0 [ LTSRS

Ha N¢i, ngay....... thang......... nam 20 ........
Nguoi viét don

Y kién cia BGH truong THPT (noi di) Y kién cua BGH truong THPT (noi dén)

"' Dbi v&i trung hop chuyén dén tinh, thanh phd khac ma noi dé chwa phan cap thdm quyén cho Hiéu trwéng



Miu M4
SO GIAO DUC VA PAO TAO HA NOI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT THACH THAT Pjc 1ap — Tw do — Hanh phiic
S6:...... /GGT- THPTTT

Ha Ngi, ngay .... thang ... nam 20..

GIAY GIOI THIEU CHUYEN TRUONG

Kinh gtti: “TRUONG THPT.......ovvvmiiioieeeeeeeeeeeeeie,

- TRUONG THPT......cceoiiiiiiiiiiiiiiiiieeeee,
Gidithi€uhocsinh: ... Gidi tinh:.............
Ngay sinh ..... thang ....ndm 20.... Noisinh: ..o,
Hién 1a hoc sinh 16p ... ... Hé........ Ban:.............. Ngoai ngit tiéng ...........
nam hoc 20...- 20... TIUONG ©eviii e

Nay xin duoc chuyén vé hoc 16p .................. cua Quy truong.

pé nghi nha truong gilp do, tiép nhan hoc sinh.

Gidy gioi thidu nay c6 HIEU TRUONG
gia tri tr ngay.......dén



VII. TIEP NHAN HO SO XIN PI HQC LAI

1.Trinh ty thuc hién: )
La hoc sinh dang hoc tai truong THPT Thach That ma phai bé hoc nay cé

nguyén vong xin hoc tiép, hoc lai
Vin thu nha truong cp don va tiép nhan don xin hoc lai, sau khi kiém tra théng
tin trong don sé& trinh Hiéu trudng nha trudng dé duyét

Ho so, thii tuc xin hoc lai (Chi gidi quyét vao dau nim hoc)

a, Péi twong: HS xin hoc lai sau thoi gian nghi nhung con trong do tudi quy
dinh cua cip hoc.

b, Ho so: HS phai c6 Pon xin hoc lai, Hoc ba, Ban sao Gidy khai sinh, Gidy
chtng nhan tring tuyén vao 16p 10 THPT, Bang t6t nghiép THCS, Gidy xé4c nhan cia
chinh quyén dia phuong vé viéc chap hanh chinh sach, phap luit tai dia phuong trong
thot gian nghi hoc.

Cach thire thuc hién:

Sau khi tiép nhan don cua thi sinh trinh Hi¢u truéng duyét. Pdi voi hoce sinh xin hoc
lai 16p 10 thi nha trudng hoan thién hd so sau d6 giri S6 GD&DT Ha Noi dé duyét.

S(”')’ lwong ho so: 01 (bd)
Doi twong thwe hién TTHC: Ca nhan
Co quan thyc hién TTHC: Truong THPT Thach That



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

PON XIN HQC LAI

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

T6i xin cam doan nhiing diéu khai trén day 13 hoan toan dung su that.
Xin tran trong cam on./

Xac nhan cia Cha me hoesinh .. , Ngay ..... thang ....nam 20....
Hoc sinh xin hoc lai

(Ky, ghi 16 ho tén)



VIII. CAP GIAY XAC NHAN PANG LA HQC SINH
NHA TRUONG

1.Trinh ty thuc hién:

La hoc sinh truong THPT Thach Thét va hoc sinh da hoc tai trudng.

Vin thu nha trudng cép don, tiép nhan ho so, kiém tra diy du thong tin c6 1én quan
dén Hoc sinh.
Cach thirc thyc hién:
Sau khi tiép nhan don cta hoc sinh vian thu nha truong trinh BGH ky x4c nhan
Thanh phén hb so"
Pon xac nhan cua hoc sinh.
S6 lwong ho so: 01 (bo)
Poi twong thue hién TTHC: Ca nhan
Co quan thuc hién TTHC: Truong THPT Thach That



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tu do — Hanh phic

PON XAC NHAN PA HQC TAI TRUONG
Kinh giri:Ban giam hiéu trwomg THPT Thach That
TénEmla: ... Gidi tinh: ....cooevnenn
Ngay, thang, nam sinh: ..........ccccceeevveennne, Dan toc: ...ooovvveviiveennee,
Noi sinh: ..o,
HO Khau thuong trl: .......oveeeeeeeeeeeeeeeeeeeee e

La hoc sinh 16p :......... NAmM hoC: .o,

Em xin chan thanh cam on!

Xac nhan cia nha truong Ha Noi,ngay thang  nam 20...
Hoc sinh xin Xdc nhdn

(Ky, ghi ré ho tén)



IX. CAP GIAY YEU CAU TRA TIEN
BAO HIEM THAN THE GV VA HQC SINH

1.Trinh ty thuc hién:
La Can bo, gido vién, hoc sinh truong THPT Thach That c6 tham gia bao hiém
than thé do CONE ty ...cvevveeeeeereeeeeen, cung cAp.
Vin thu nha trudng cip don, tiép nhan don, kiém tra diy du thong tin c¢6 1én quan
dén Nguoi yéu cau chi tra Bao hiém .
Cach thirc thyc hién:
Sau khi tiép nhan don cta hoc sinh vin thu nha truong trinh BGH ky xac nhan sau d6
gui Cong ty bao hiém giai quyét.
Thanh phén hé so"
1. Gidy yéu cu tra tién bao hiém;
2. Gidy gia vién( trong trudng hop c6 nam vién)
3. Pon thudc;
4. Trudng hop c6 phau thuat phai ¢ gidy phau thuat,
5. Truong hop c6 chup phim thi phai giri phim chup va phiéu két qua phim chup.
S6 lwong ho so: 01 (bo)
Poi twong thue hién TTHC: Ca nhan
Co quan thye hién TTHC: Trudng THPT Thach That



X. THU TUC RUT HO SO, HOC BA

Buére 1: Hoc sinh hodc PHHS dén vian phong truong
Bwéc 2: Chuan bi cac gidy to lién quan dén viéc rat ho so (gidy chimg minh, ho
khau....)
‘ Buéc 3: Can bd Vin thu lam tha tuc tra hd so, hoc ba cho HS khi céac giéy to
day du.

XI. THU TUC LAY BANG TOT NGHIEP THPT

Buéc 1: Hoc sinh hodc PHHS lién hé Van thu truong, xuét trinh gidy chimg
nhan t6t nghiép tam thoi hodc ching minh nhan dan (CMND), (c6 ho tén, ngay thang
nam sinh cua hoc sinh can rat bang tot nghlep)

Buwéc 2: Van thu kiém tra danh sach, d6i chiéu gidy ching nhan tot nghiép tam
thoi hodc ching minh nhan dan (CMND), néu hop 1& cho hoc sinh hoic PHHS ky
nhén vao s6 cip phat bang.



