SO GIAO DUC VA PAO TAO HANOI  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT THACH THAT DPoc lap- Tw do- Hanh phic
S6A42/QD-THPTTT Ha Néi, ngayoRthéng 09 nam 2025
QUYET PINH

Vé viéc ban hanh Quy trinh gidi quyét tha tuc hanh chinh
cua trweong THPT Thach That
Nam hoc 2025-2026

HIEU TRUONG TRUONG THPT THACH THAT

Can cir Thong tw sé 32/2020/TT-BGDPT ngay 15/9/2020 vé viéc ban hanh
Diéu 1¢ truong Trung hoc co s6, triong Trung hoc phé thong va truong Trung hoc
c6 nhiéu cd:p hoc;

Can cir cac van ban huong dan cua S¢ Gido duc va Pao tao Ha Néi vé viée
cai cach thu tuc hanh chinh;

Theo dé nghi cua Vin phong nha trucng.

QUYET PINH:

Piéu 1. Ban hanh Quy trinh giai quyét thi tuc hanh chinh co ban cua trudng
THPT Thach Thét (vin ban kém theo)

Piéu 2. Cac td chuc, doan thé, can bd gido vién, nhan vién, hoc sinh, phu
huynh hoc sinh va cong dan dén lam viéc véi truong thuc hién theo Quy trinh nay.

Vian phong nha trudng co trach nhiém thuong xuyén nghién ciru dé tham muu
v6i Hiéu trudng trong viée cap nhat, diéu chinh Quy trinh giai quyét thi tuc hanh
chinh co ban cta truong THPT Thach Thit cho phu hop.

Diéu 3. Vin phong nha truong va cac ca nhan ¢é lién quan & diéu 2 chiu trach
nhiém thi hanh quyét dinh nay.

Quyét dinh nay c6 hiéu Iyc ké tir ngay ky./.

Noi nh@n:
- Nhu diéu 3;
- Luu: VT.




truong truong THPT Thach That)

. QUY TRINH GIAI QUYET THU TUC HANH CHINH
o kem theo Quyét dinh s644:/OP-THPTTT, ngay 22/9/2025 cia Hiéu

HU TYC HANH CHINH THUQC QUYEN GIAI QUYET
CUA TRUONG THPT THACH THAT

TT Tén thu tuc hanh chinh Ghi chu
Thu tuc cap lai ban sao bang tot nghié¢p g;;‘;"g dff"hHS
9 2 AW . A & 4 QcC Sinh XIn
| THPT, chinh sua ndi dung ghi trén bang tot | .4, rruc tuyén wen
nghlép DvC
» | Xéac minh hoc ba cua hoc sinh, Cap ban sao
hoc ba
a ¢ s LA 1A Theo Quy dinh tirng nam
3 | Dang ky thi tot nghi¢p THPT ot gt g
4 Tiép nhan ho so dac céch thi tot nghiép I
TH PT cua Bo GD&DT
5 Cép Vé. I‘lhén dO’n phl'JC khéIO thi tét l’lghiép Theo Quy dinh tirng nam
TH PT cua Bo GD&DT
6 | Tiép nhan ho so hoc sinh chuyén truong ool ien iy
GD&DT HN
7 | Cap ho so, thu tuc xin di hoc lai Theohuding ddn cia s6
® = * GD&DT HN
8 | Cap giay xac nhan dang 1a HS nha truong
9 | Gidy yéu cau tra tién bao hiém Than thé
10 | Thu tuc rat ho so, hoc ba ctia hoc sinh

11

Thu tuc lay bang tot nghiép THPT




75 22 JRXIN CAP BAN SAO BANG TOT NGHIEP THPT

Yan thu: Huéng dan cong dan thi tuc ndp hd so tryc tuyén theo mau
07 budc theo quy dinh.

HUONG DAN NOP HO SO TRUC TUYEN

Thi tuc: Cap béan sao viin bang, chirng chi tir s0 goc

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

Buée 2: Chon Pang ky tai khoan (néu chua c6 tai khoan).

Sau khi dang ky tai khoan xong, tién hanh Dang nhép tai khoan => chon ¢ong dan
.dang nhip => chon Dich vu cong true tuyén.

Buoe 3:

- Nhap Tén thu tuc hanh chinh can tim kiém: Cap bén sao viin bang, chirng chi tir
s0 goc (tai cAp tinh).

- Tai Co quan thuc hi¢n: Chon don vi Sé gido due va dao tao.

Buée 4: Bdm chon: Nop true tuyén

Bude 5: Dién déy du cac thong tin tai cac muc.

- Théng tin ngudi yéu cau,

- Noi cu tru.

- Trudng hop uy quyén cho nguoi khac thye hién thu tuc (néu co).

- Dia chi dang ki yéu cau.

- Tai Thanh phan hé so: bam vao Ké khai dé khai Pon xin cap ban sao va Luru to
khal, bam chon tép tin de dinh kém du 2 mat cua CCCD. Néu can dinh kém cac
gidy to khac bam Thém ho so.

Luwu ¥: muc (*) 1a muc bat budc phai nhap day du thong tin.
Bwée 6: Nhap Ma bao mat theo hudng din va nhén Pdng y va tiép tuc.

Budc 7: Bam giri hd so (két thic qua trinh ndp hé s0).

- Ngay gio hen ldy két qua duge giri vao email, zalo, dién thogi dang ky la thoi gian
xur Iy ho so theo quy dinh.

- Khi ldy két qua mang theo CCCD.
- Moi théc mdéc xin vui long lién hé S6 DT: 024.3942.1429



I1. XAC MINH HQC BA VA
SAO HQC BA, BANG PIEM CHO CONG DAN

Nguoi cé nguyén vong , co quan, don vi can xac minh hoc ba va bang diém
tir s& gbe nhan don dé nghi ctia minh dién day du thong tin;
Sau khi nhan don hop 18, Van thu nha trudng tra s6 goc va trinh BGH nha
truong ky xac nhan.
Cach thirc thue hién:
Phong véan thu c6 trach nhiém tra tur s goc.
S6 lwgng ho so: 01 (bd)
Thoi han gidi quyét: trong 03 ngay
Poi twong thwe hi¢gn TTHC: C4 nhan
Co quan thwe hién TTHC: Truong THPT Thach That
Phi, 1€ phi: khong




DUC VA PAO TAO HANOQI  CONG HOA XA HQI CHU NGHIA VIET NAM
G THPT THACH THAT Péc lip — Tw do — Hanh phiic

GIAY XAC NHAN
Két qua hoc tap va rén luyén hoc sinh

HIEU TRUONG TRUONG THPT THACH THAT

XAC NHAN
SR 5 e ] Sinh ngay:............
T R I P
« Hoesinh I G, nam hoc
1. Piém trung tinh mOn Ko Bl hOC «.vv v i iniviiiminmie
TT Mén hoc Két qua hoc tip
1 Toén
2 Vit ly
3 Hoba hoc
4 Sinh hoc
2 Tin hoc
6 Ngir vian
7 Lich str
8 Dia Ly
9 Tiéng anh
10 GDKT&PL
11 Cong nghé¢
12 Theé duc
13 GDQP- An Ninh
14 M1 thuit
2. Két qua xép loai hoc tap va rén luyén
Két qua hoc tap
Két qua ren luyén

Ha Ngi, ngay ... ..... thang... ... BB 5555 s
HIEU TRUONG




I11. PANG KY THI TOT NGHIEP THPT
r thue hién:

Vian thu nha truong tiép nhan ho so, kiém tra day du thong tin c6 1én quan
dén thi sinh dy thi.
Cach thirc thye hién:

Sau khi tiép nhan ho so cua thi sinh dy thi Nha truong tién hanh kiém tra va
nhép vao phan mém tuyén sinh roi chuyén dit ligu 1én s6 GD&DT Ha Noi.

Thanh phan h so:
- Theo mau hé so do s¢ GD&DT quy dinh
S6 lwgng hd so: 01 (bo)
Poi twong thye hién TTHC: Cé nhan
Co quan thye hién TTHC: Truong THPT Thach That




Van thu nha truong cép va tiép nhan hd so, kiém tra day du thong tin ¢6 1én
quan dén thi sinh du thi.
Cach thire thue hién:
Sau khi tiép nhan don cua thi sinh trinh BGH xem xét giai quyét theo hudéng dan so
GD&DT Ha Noi.
Thanh phan hd so:
- Theo mau don do s¢ GD&DT quy dinh;
S6 lwgng hd so: 01 (bd)
Poi twong thye hién TTHC: Cé nhan
Co quan thwe hién TTHC: Truong THPT Thach That



CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phuce

DE NGHI XET PAC CACH TOT NGHIEP THPT
Ky thi trung hoc pho thong quoc gia nim 20......

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

Hovsl T A T L vt i i sy i i I 2 o coiinins wos i sogas
Noay, TG IABIEIRIL . . s bossensvsnnsrvoiinsdiss DR R00 . oo s ossvinvssvavensyuspis
INGE BTG, ol v M e 3 AR A DA b rkoy B S A 5 A AR i S A S A T A TSR
Chimg minh thu nhan dan s6:..............viiieeeeeeeeennnns S6 dién thoai................
Pa dy thi Ky thi Trung hoc phd théng nam .......... :

GRS e e SRS v < 0, Y

21T R ORI Lt = S W s L Sé bao danh:............cooounnn....

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

Piém bai thi cdc mon dang ky xét tot nghiép (néu da thi):.......ccooeeeeeeeeeeiiienn
Két qua nam hoc 16p 12: Két qua hoc tap:................ Két qua rén luyén........
Ly s RAB BRSO OREI .o - ririinnin vvnis svsensin e48ss ARV EEIRILTHENANSRYTES NS o397 TV PEEY SHLOT LIS

T6i xin cam doan cac thong tin trén la dung sy thét va chiu hoan toan trach nhiém
trudce phap luat.
Ha Ngi, ngay........... HAARE oo vis s WML o5 v
Thi sinh xin dé nghi dic cach

ky va ghi ro ho tén)
y



an thu nha truong tiép nhan don, kiém tra day du thong tin c6 1én quan dén
thi sinh dy thi.
Cach thire thye hién:
Sau khi tiép nhan don cua thi sinh trinh BGH xem xét va Guri S&¢ GD&DPT
Ha Nai giai quyét.
Thanh phan h so:
- Theo méu don do s6 GD&DT quy dinh;
S6 lwong hd so: 01 (bo)
Poi twgng thye hién TTHC: Cé nhan
Co quan thye hién TTHC: Truong THPT Thach That




CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Ty do — Hanh phic

N PE NGHI PHUC KHAO PIEM BAI THI
hitét nghiép trung hoc pho thong nim .......

=X Vi (001) SRR Ky ML Gvnnvivevmmsiisssismssi
- HOi dong thi (UM thi)e...veveeveeeereeeeeeerseesesseeeseseenes
HOVA 100 IRE R il onsiivmsviissssst fiashimiobs s s Glottinl... o
NEY, DS, BRI RN o o asivsisissnhins s TotTs s s iTar bt R0 A0 6002 vissiimminmeiiibes
BUBL BRI 27 oo s i i ibre captiins povh ebboriessssdsiiotigiv st RTINS ST H VA LT e i tiir) R RERURT IR
SFoin e e e e s S SO BB NORE:..o e rriivnes
ba du Ky thi tét nghiép Trung hoc phd thong nam ............
A0 AT T SR ONE COREN S e W o
S T e R e R Ao NN 1 B0 TG AR i ditie 1D vivihy
bé nghi phuc khao diém bai thi cac mon sau:
bl o ) Pl:z?g {r)wtnl:ibél (Ghi ro (jfgivc:gl:)ai ngir)

| Toéan

2 Ngoai ngir

3 Ngir vin

4 Vat li

5 Hoa Hoc

6 Sinh hoc

7 Lich st

8 Dia ly

9 GDKT&PL

Chii y: Thi sinh chi ghi phong thi va diém bai thi vao dong cia cdc mon thi dé nghi
phuic khao.
T6i xin cam doan cac thong tin trén 1a ding sy that va chiu hoan toan trach nhiém
trude phap luét.
................... , ngay ..... thang nam .....
Thi sinh d@é nghi phiic khdao
(Ky, ghi rd ho tén)




V1. THU TYC CHU\[EN IRU’GNG $3) |
VA CHUYEN DEN

'en vong chuyén vé trLrO’ng,

Vian thu nha truong cap don va tlep nhan don chuyén truong, Gidy gidi thiéu
chuyén truong cta hoc sinh sau khi kiém tra thong tin trong don s& trinh Hiéu
truong nha truong dé duyét
Cach thire thye hién:

Sau khi tiép nhan don cua thi sinh trinh Hiéu truong duyét sau do gui So
GD&DT Ha Noéi giai quyét.

Thanh phan ho so:
1. Trlr(‘)’ng hop hoc sinh chuyén trong thanh phd Ha Ngi ( Noi tinh, TP)

Don xin chuyen truong;

Glay gioi thigu chuyén truong.

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

Danh sach thi sinh trung tuyen vao lop 10 do truorng noi di cap.

2. Tru'(rng horp hoc sinh chuyén tir cac tinh, thanh phd khac vé Ha Noi

Glay gioi thiéu gui trudng noi dén do So GD&DT tao noi di cap hodc truong

noi di cap ( doi véi noi So GD uy quyen cho nha truong);

Glay g101 thiéu guri truong THPT noi dén truong do Hiéu truong truong THPT

noi di cap;

- Glay chimg nhén trung tuyén vao lép 10 THPT;

- Béng tdt nghiép trung hoc co s& (THCS) hodc Gidy chimg nhén tot nghiép

THCS tam thoi;

Ban sao Giay khai sinh;

Ho khau thuong tri hodc Quyét dinh diéu dong cong tac vé co quan Nha

nude tai Ha Noi ciia cha me hodc nguoi giam hd. Cac truong hgp khac HS

chi dugc chuyén dén cac truong THPT ngoai cong lap.

- Céc gidy to hop 1é dé dugc hudng ché do wu tién, khuyén khich trong hoc
tap, thi tot nghiép (néu co);

- Gidy xé4c nhan cta chinh quyén dia phuong noi HS cu tra véi nhiimg HS ¢6
hoan canh khé khan dic biét vé gia dinh (néu co);

- Don xin chuyén truong do cha me hodc ngudi giam hd ky; don phai co y
kién tiép nhéan cua Hiéu truong truong THPT xin chuyén dén;

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

S6 lwgng ho so: 01 (bd)
Péi twgng thye hién TTHC: Cé nhan '
Co quan thwe hién TTHC: Truong THPT Thach That




B b e e L e

) o ) } ) Méau C-01
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiie
HHON XIN CHUYEN TRUONG
WChuyén di va dén trong nuéc)
Kinh

- Giao duc va Dao tao' (o dén)........oocoeveveeeeeereeeeeee e

i I RO B R (IO BBOJE . cocisansisisissssotiiasnbiuseinssisiesisisis sstissaiiisssnsssins o

O 0 S e I R e DR
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La Chia (toe, ngvitn giaBh BOTHOBEIBI. ...ovrivamisnumminsmmniiiis aismsissenisssmssoessmimranms
56 dinh danh cf AHAR CHRBOC BN ....coiocounvsmsmsissmmusssasississsisssssissiorsssrsssbissasssarmsmssrmsestssensiseass
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HET o1 o L e O s s U
HOC BY: couvmmnnins sinionie i IR O s csiinnissssersremaie i s f e S b A MRS A R SR A
Két qua hoc tap: ............. Két quareén luyén:........... Tdong diém xét tuyén vao 16p 10:.............
Coo DN G BHOBE ... s s idinsinnsismsssssiss i N s s ssb s enssssassessssstsunssnes
Cac chuyén dé hoc B IR CHBET (oo iiiiinis ssmoenim s ibioh ol ssalismsmsseahtessaad vies atnesassinsessssiasnonnomanse
TRUMES o vss0vavsonssinavoenbimsensoioabinhisseniions sestismssvdobs sraross svrates sy psvas SUPRBI P e os v simbu s s wmammsm s o i s
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\ Nay t6i lam don nay kinh dé nghi S& Gido duc va Pao tao, Hi¢u truong cac truong tao
560 A0 by KOO BIOI - canibimasansisssssssassisivnpisinbitpmasesssaionss duoc chuyén vé hoc tai
1 s QTSSO o Mo gt SN 0 OB tr hocky........ LT -
s L T ERTE S TN ST R ey - ————
Ha Ngi, ngay....... thang......... nam 20........
Nguoi viét don

Y kién cua BGH truomg THPT (noi di) Y kién cua BGH truomg THPT (noi dén)

1 Déi véi trudng hop chuyén dén tinh, thanh phé khac ma noi dé chuwa phan cép thdm quyén cho Hiéu trudng




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

TRUONG THPT THACH THAT Doc ldp — Ty do — Hanh phic
Sé:......./GGT- THPTTT

Ha Ng¢i, ngay .... thang ... nam 20..

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

TR R e I s e L Gdi tinh:....ooeii

Ngay sinh ..... thang .... ndm 20.... TIRTIIN S o oaamsnis

Hién la hoc sinh lép ... ... 2 T TR TR Ngoai ngir tiéng ...........

ndm hoc 20...- 20... TEDONER oo i & roiiniss it b osankana vans e imaimsidin
Nay xin duoc chuyén vé hoc 16p .................. cua Quy truong.

Dé nghi nha truong gitp dd, tiép nhan hoc sinh.

Gidy gi6i thiéu nay c6 HIEU TRUONG
gia tri tir ngay.......dén
ngay......c....




nguyen vong xin hoc tiép, hoc lai

Van thu nha trudng cép don va tiép nhan don xin hoc lai, sau khi kiém tra thong
tin trong don sé& trinh Hiéu truong nha truong dé duyét

Hb so, thi tuc xin hoc lai (Chi gidi quyét vao diu nim hoc)

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

b, Ho so: HS phai c6 Don xin hoc lai, Hoc ba, Ban sao Gidy khai sinh, Gidy
chiing nhén trang tuyén vao 16p 10 THPT, Béng tot nghiép THCS, Gidy xac nhén cua
chinh quyén dia phuong vé viéc chdp hanh chinh sach, phap luat tai dia phuong trong
thoi gian nghi hoc.

Cach thire thue hién:

Sau khi tiép nhan don ctia thi sinh trinh Hiéu truéng duyét. Péi véi hoc sinh xin
hoc lai 16p 10 thi nha truong hoan thién hd so sau do giri S6& GD&DT Ha Nai dé
duyét.

S6 lwgng ho so: 01 (bd)
Doi twong thwe hién TTHC: Ca nhan
Co quan thye hién TTHC: Truong THPT Thach That




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phic

PON XIN HQC LAI

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

Xép loai ca nam (hoc ky I) vé:
Két qua hoc tap:......ccoeueeees
Két qua rén luyén: .....ccoevevernenne,
Ly 40 Rl B L e h i s s ailivnialin i gl i i gt ek s onbasassaiinin

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

T6i xin cam doan nhitng diéu khai trén ddy 1a hoan toan ding sy thét.
Xin tran trong cam on./

Xdac nhan cia Cha me hoesinh .. ngay ..... thang ...nam 20....
Hoc sinh xin hoc lai

(Ky, ghi ro ho tén)




VIIL. CAP GIAY XAC NHAN DANG LA HQC SINH
NHA TRUONG

Vin thu nha truong cap don, tiép nhan hd so, kiém tra ddy du thong tin c6 1én quan
dén Hoc sinh.
Cach thire thye hién:
Sau khi tiép nhan don cta hoc sinh van thu nha truong trinh BGH ky xac nhén
Thanh phan ho so:
Pon xac nhan cua hoc sinh.
S6 lwgng ho so: 01 (bd)
Poi twong thwe hién TTHC: Ca nhan
Co quan thwe hién TTHC: Truong THPT Thach That




Bl e e e G aeeasi et SR R

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

Tén Em It 57 i GHon HRS ciieioninins

Ngiy, thafiz, BUIE ST i asisnssromsevincs LB oossivsvsissssinsvs

Em xin chan thanh cam on!

Xdc nhén cia nha truwong Ha Ngi, ngay thang  nam 20...
Hoc sinh xin Xdc nhan

(Ky, ghi ré ho tén)




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

hiém than thé do CONG LY ....vvveeeverererrcrene cung cap.
Vin thu nha trudng cép don, tiép nhan don, kiém tra ddy du thong tin ¢6 1én

quan dén Ngudi yéu cau chi tra Bao hiém .
Cach thire thye hién:

Sau khi tiép nhan don cta hoc sinh véan thu nha truong trinh BGH ky x4ac nhén
sau d6 giri Cong ty bao hiém giai quyét.
Thanh phan hé so:
1. Gidy yéu cau tra tién bao hiém;
2. Gidy gia vién ( trong trudong hop ¢o6 nam vién)
3. Pon thudc;
4. Truomg hop c6 phau thuat phai c6 gidy phau thudt,
5. Truong hop c6 chup phim thi phai giri phim chup va phiéu két qua phim chup.
S6 lwgng ho so: 01 (bd)
Poi twgng thyre hién TTHC: Cé nhén
Co quan thye hién TTHC: Truong THPT Thach That




~ Bwée 3: Can by Van thu lam thu tuc tra hd so, hoc ba cho HS khi cac gidy to
day du.

XI. THU TUC LAY BANG TOT NGHIEP THPT

Buée 1’: Hoc sinh hoic CMHS lién hé Van thu nha trudong, xuat trinh gidy
chimg nhan t6t nghiép tam thoi hodc Can cude cong dan ( CCCD) (c6 ho tén, ngay

thang nam sinh cta hoc sinh can rut bang tét nghi¢p).
Buéc 2: Van thu kiém tra danh sach, d6i chiéu gidy chung nhén tot nghiép tam
thoi hodic CCCD, néu hop 18 cho hoc sinh hodc CMHS ky nhén vao sb cip phat bang.




