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SO GD&DT THANH PHO DA NANG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT HUYNH THUC KHANG Poc lap - Tw do - Hanh phtc

DANH MUC THU TUC HANH CHINH
THUQC THAM QUYEN GIAl QUYET CUA TRUONG THPT

(Ban hanh kém theo Quy ché cong khai va cdi cach thii tuc hanh chinh nha triong)

Nham nang cao tinh minh bach, hiéu qua trong cong tac quan ly va tao diéu kién thuan
loi nhat cho gi&o vién, hoc sinh va phy huynh, Trudng THPT Huynh Thic Khang cong khai
danh muc cac Thu tuc hanh chinh (TTHC) thudc tham quyén giai quyét truc tiép cua nha
truong nhu sau:

I. NHOM THU TUC HANH CHINH DANH CHO HQC SINH & PHU HUYNH

STT  Tén Thii tuc Hanh Thanh phan Hb so chinh Thoi han giai B phan
chinh quyét thu ly
1  Chuyén truong Pon xin chuyén truong 02 - 03 B phan
(Pén /Pi) ddi véi  (theo miu), Hoc ba ban géc, ngaylam  Vin thu/
hoc sinh THPT Giay gioi thiéu chuyén viéc Ban Giam
truong cia truong cii, Gidy hiéu

khai sinh (ban sao), Giay to
ru tién (néu o).

2 Xinhgc lai (Danh  Don xin hoc lai, Hoc ba 01-02 Bo phan
cho hec sinh xin THPT, Giay xac nhan cta ngay lam  Van thu/
nghi hoc tam thoi)  dia phuong vé viéc chap viéc BGH

hanh tét phép luat trong thoi
gian nghi hoc.

3 Céipbansaovin  Pon dénghicap bansaovin Trongngdy Bo phan
bang, chieng chi tie  bang/chting chi, Can cuéc (hoic 24h)  Vin thu/
s0 goc cong dan/Ho chiéu cua Gido vu

ngudi yéu cau (ban goc hoac
ban sao c6 chirng thuc).
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Cép lai Gidy chitng Pon xin cap lai Gidy CNTN  Trongngdy  Bo phan
nhan tot nghiép tam thoi (c6 xac nhan caa Vin thu/
tam thoi nha truong/cong an néu bi Gido vu
mat), CCCD cua hoc sinh.
Xac nhan hec sinh Pon xin x4c nhan (theo mau  Trong ngady  Bo phan
dang theo hoc tai  dung cho vay vén, hodn Vin thu/
trueong NVQS, tro cap xa hoi...), Gi4o vu
Thé hoc sinh hoac CCCD.
Chinh sira thong tin  Pon dé nghi chinh stra, 03-05  Vanthu/
trén viin bang, hoc  Trich luc khai sinh/Quyét ngay lam  Phoé Hiéu
ba dinh thay d6i ho tich cta co Viéc truong
quan c6 tham quyén, Hoc chuyén
ba/Vin bang gdc. mon
Tuyén sinh diu cip H06 so dang ky du tuyén theo  Theo lich  Hoi dong
(Lép 10) huéng dan hang nam ctia S&  cua So Tuyén
GD&DT, Bang tt nghiép GD&PT  sinhnha
THCS (hoic Gidy CNTN trudng

tam thoi), Hoc ba THCS.

I1. NHOM THU TUC HANH CHINH DANH CHO CAN BQ, GIAO VIEN & NHAN
VIEN

ST Tén Thituc Hanh  Thanh phan Hb so chinh

Thoi han  Bg phan

T chinh giai quyét  thuly

1 Giai quyét nghi Pon xin nghi phép (theo 01 - 02 Bo phan
phép, nghi thai san, mau), Gidy kham thai/Gidy ~ ngay lam  Vin phong
nghi khéng hwéng  ravién (néu nghi thai san, viéc / Hiéu
lwong 6m dau), Y kién chap thuan trudng

cua To truong chuyén mon.
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2 Nang bic luong To trinh cia T6 chuyén Pinhky  Hoi ddng
thwong Xuyén va mon, Bién ban hop xét nang theo lwong / Ké
truéc han lwong, Bang tong hop thanh ~ quy/dot toan

tich thi dua (d6i voi nang
lurong trudc han).

3  Danh gia, xép loai  Phiéu ty danh gia xép loai Cubdinim Ban Giam
chét lweng vién vién chuc, Bao cao thanh hoc/Nam  hiéu/ Hoi
chirc hang nam tich ca nhan, Bién ban gépy  cdng tac ddng thi

ctia T6 chuy@n mén. dua

4 X&c nhan thu nhap, Giay dé nghi xac nhan (theo  0lngay  Kétoéan/
qua trinh cong tac  mau), CCCD, Bang ké lam viéc Bo phan
lwong (néu lam thi tuc ngan Vin thu

hang/phép ly).

YEU CAU VE NIEM YET VA BAO PAM TINH CONG KHAI

« Hinh thitc niém yét truc tiép: Pong khung, dan cong khai tai Bang tin Van
phong nha truong (B6 phan Tiép nhan va tra két qua) o vi tri dé quan sét.

« Cong khai truc tuyén: Pang tai ddy da Danh muc, Trinh ty thuc hién va Mau
don/to khai (file Word/PDF) 1én Trang thong tin dién tir (Website) caa truong.

« Tich hop Ma QR: Cung cap Ma QR Code tra cttu nhanh tha tuc hanh chinh
ngay tai khu vuc tiép don phu huynh va hoc sinh.

NOT NHAN:

- BGH nha truong (dé chi dao);

- C4c T6 chuyén mén, Vin phong;

- Niém yét Bang tin & Website truong;
- Luu: VT, VP.
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