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‘ HUONG DAN
Ve viéc thuc hién cac thu tuc hanh chinh trong nha truong
I. HUONG DAN CHUNG:

Ca nhan hoe sinh va phu huynh doc va chuan bi ho so day du theo huéng dan
quy dinh cua timg loai hd so (c6 mau san cho timg loai hé so). C6 thé lién hé trudc
qua so dién thoai sau: 0903.520.357 gap ¢o Binh — Van thu nha truomg dé duge
huéng dan cu thé.

Thoi gian lam viéce: Gior lam viéc hanh chinh cac ngay trong tuan.

Pia diém tiép nhan: Phong Van thu Truomg THPT s6 1 Phan Pinh Phung, Fa
Kly, bak Lak,

1. HUONG DAN MOT SO THU TUC HANH CHINH

1. Thii tue rat bing 5t nghiép THPT - Gidy chimg nhin hoan thanh/
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- Hoc sinh khi dén nhan bang 6t nghiép THPT. gidy chimg nhan hoan thanh: - "1

CTGDPT can mang theo Can curde cong dan cua minh;

- Truomg hop hoc sinh khéong truc tiép dén nhan phai c6 gidy uy quyen (¢o xéc
nhan dong dau cua cua chinh quyén hodc phong cong chimg) cho ngudi dén nhan
thay (nguai nhan thay mang theo CCCD goc cta minh va phd (6 cin cude ciia nguoi
uy quyén va ngudi duoe uy quyén kep theo gidy uy quyén)

Luu v: Khi uy quyén chi nén uy quyén cho nguoi trong cung mot gia dinh cua
nguoi hoce.

2. Ho so cua thu tye xin cﬁp ban sao vin b-fmg, chirng chi tir 6 goe (Hoc sinh
thue hién truc tuyen khong can téi truong va so Gido duc).

2.1. H6 so chuin bi:

- Pon dé nghi cap ban sao bing 1ot nghié¢p THPT/chimg chi: Don ghi rd cac
thdng tin dé nghi cung cap trong don va chup thanh FILE PDF (¢6 mau don mau
dinh kem).

- Can cude cong dan: Chup hinh can cuoc ché do SCAN hoac phai la FILE
PPF. khong st dung cach chup binh thuang, chup ro tron ven 2 mét ¢dn cuoc khong
dé bat cir hinh khéc xuat hién trong hinh dé gui.

-

2.2. Hinh thire ndp hd so: Thue hién truce tuyén trén dich vy cong

Buée 1: VAO TRANG WEBSITE: dichvucongquocgia g6 ma tim kién:r:
3.0004465.H15 hoac gb chiv: Cap ban sao van bang, chirng chi tiv s6 goc (tai cap




tinh) chon UBND tinh Dik Lak chon So Gido duc va Dao tao chon NOP TRUC
TUYEN.

Bude 2: Dang nhap bang mat khau va 1D cua dinh danh mure do 2 ca nhan.

Bude 3: Ghi du cdce théng tin theo véu ciu va tai DON va CAN CLOC di chup
theo muc 2.1. Ghi du thong tin chon gui két qua veé tan nha (ghi dang dia chi va so
dign thoai cua nguoi dé nghi cap ban sao)

Lieu y: - Hoc sinh nhé lam theo ding yéu ciu, néu thiéu hodc sai bar cir
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thong tin nao thi ho so sé khong diroe tiép nhan.

- Chon gui ho so vé tin nha, khéng can phai lén trung tam true tiép dé nhan
kér qua. Hoc sinh khéng phdai tra bat cir tién phi gi ki xin cap ban sao, chr tra
phi Buw dién khi hoc sinh chon giii ho so vé nha.

3. Rit hé so, hoe ba va cdc giay to lién quan.
3.1. Rt hd so hoe ba da hoc xong chwong trinh va du thi t6t nghiép THPT.

Khi hoc xong khod hoc va du thi tot nghiép THPT hang nam, nha truong sé
théng bao hoe sinh nhan hoc ba, céc loai ho so giay to lién quan tdi khoa hoc theo
thoi gian cu the sé duge thong bao timg nam.

- Thu tue nhin ho so:

- Hoc sinh khi dén nhan hé so, hoc ba THPT, giay tot nghiép tam thoi can mang
theo Can cuoc cong dan cua minh:

- Truomg hop hoc sinh khéng true li‘ép dén nhan thi uy quyén cho bé hodc me
dén nhan thay (nguai nhan thay mang theo CCCD gde dé dbi chiéu véi ho so tai nha
truong).

3.1. Rit hé so, hoe ba bo hoe (hoc sinh ¢ thé ty viét don hodc in mau tir file
cua nha truong).

Hoc sinh hodc Cha me hoc sinh mang giay to tuy than va viér don xin rit hé
so’ bo hoc o xac nhén cua lanh dao nha truong (doi véi hoe sinh mai bo hoc trong
nam phai ¢6 thém chir ky xac nhan cua Phu huynh va Gido vién chu nhiém [op).

4. Xac nhan ho sinh cia nha trudng

Hoc sinh tur viét don hodc in mau ¢6 sin va xin xdc nhan cua Gido vién chu
nhiém lop va Lanh dao nha truong (Co mau kém theo).

5. Tha tuc xin xac nhin lai diém hoe ba.

- Hoe sinh lam don trinh bay qua trinh hoc tap va ly do xin xdc nhén diém trong
qua trinh hoc THPT tai truong (¢o don theo mau).

- Xin xac nhan cua Lianh dao nha triromg va chuyén téi Van phong nha truong
dé duoce thuce hién.




Thot gian thue hién: Bo phan tiep nhan hé so nha trueong s& thue hién va tra ket
qua trong 03 ngay lam viée.

6. Cac thu tue khae: Moi thu tuc khéc lién quan téi nha trudng co thé lién he
trie tiep Van phong nha truong dé duge hudng dan cu theé.
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