
HIEU TRUONG TRT()NG THPT DA KIA

Nai nhan:
- Sa GD&DT;
- Hieu truang (de b/c);
- Cao Pho hieu truang;
- HDSP (d£ t/h);
- Nhu Dieu 3;
- Luu: VT, VP, VTLN.

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc

Da Kia, ngay 29 thdng 10 ndm 2024

SO GD&DT BINH PHLTOC
TRVONG THPT DA KIA

S6: 415/QD-THPTDK

QUYET DINH
Ve viec ban hanh Quy dinh thyc hien thu tuc chuyen trirang, 

rut ho so*, hoc ba, b£ng tot nghiep va mirffn ho so’

Can cu van ban hap nhdt sd 07/VBHN - BGDDT ngdy 03 thdng 8 ndm 2022 cua 
Bp Gido due vd Dao tao v 'e viec ban hanh Quy dinh chuyen truang va tiep nhqn hoc 
sinh hoc tai cdc truang trung hoc ca sd vd trung hoc pho thdng;

Can cu Thdng tu 32/2020/TT-BGDDT ngdy 15 thdng 9 ndm 2020 cua Bd Gido 
due vd Ddo tqo Ban hanh Dieu le truang THCS, THPT vd truang pho thdng cd nhieu 

r

cap hoc;
Can cu Quydt dinh so 2437/QD-SGDDT ngdy 23 thdng 8 ndm 2022 cua Sd Gido 

due vd Ddo tqo vd viec Ban hanh Quy dinh chuc ndng, nhiem vu, quyen han vd to chuc 
bd may cita truang THPT Da Kia;

Can cu Quydt dinh so 385/QD-THPTDK ngdy 07 thdng 10 ndm 2024 cua truang 
y A

THPT Da Kia ve ban hanh danh muc ho sa;

Can cu tlnh hinh thuc te tqi dan vi;

Theo de nghi cita to truang Van phdng,

QUYET DINH:

Dieu 1: Ban hanh kem theo Quyet dinh nay Quy dinh thuc hien thu tuc chuyen 
truang, rut ho sa, hoc ba, bang tot nghiep va muon ho so cua hoc sinh truang THPT Da 
Kia.

Dieu 2: Quyet dinh nay co hieu luc ke t£r ngay ki.

Dieu 3: Hieu truong, Van thu, Giao vu va cac bo phan co lien quan thuoc truang 
r

THPT Da Kia chiu trach nhiem thi hanh Quyet dinh nay./.
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so CONG HOA XA HOI CHIJ NGHIA VIET NAM
Dqc lap - Tu do - Hanh phuc

QUY DINH
Thue hien thii tuc chuyen trirdng, rut ho so’, 

hoc ba, b^ng tot nghiep va miron ho so

(Bcm hanh kem lheo OD sd 415 ngay 29 thang 10 nam 2024 cua HT trudmg THPT Da Kia)

I. NGUYEN TAC CHUNG
1. Then gian rut ho so’, hoc ba va bang tot nghiep
1.1. Yen can

Hoc sinh true ti6p den rut ho so. hoc ba. bang tot nghiep: Phai mang theo 
CCCD cua minh. Khong duoc nhb nguoi khac rut ho.

Ndu phu huynh ddn rut h6 so, hoc ba, bang tot nghiep cho con minh, can phai 
mang theo CCCD cua hoc sinh hoac CCCD phu huynh.

Khi rut ho so hoc sinh doi voi nhung hoc sinh da nghi hoc nhieu nam phai nhd 
chinh xac nam nghi hoc.

1.2. Thoi gian, (fta diem
Thbi gian: Tu thu 2 den thu 6; Budi sang tir 7h30 den 1 Ih, budi chieu tu 14h 

ddn 17h.
Dia diem: Tai Van phdng trudng THPT Da Kia (Lien he thay Nghiem Trong 

Luat; cd Vu Thi Lien Nhi)
IL NOI DUNG QUY TRINH THUC HIEN
1. Trinh tir rut bang tot nghiep
Bude I: Hoc sinh hoac PHHS lien he nhan vien Van phdng, xuat trinh giay chung 

nhan tot nghiep tarn thbi (neu cd) va can cube ebng dan (cd ho ten, ngay thang nam 
sinh cua hoc sinh can rut bang tot nghiep). Truong hop rut ho bang THPT phai cd giay 
Uy quyen hop phap.

Bude 2: Nhan vien kiem tra danh sach, dbi chieu giay chung nhan tot nghiep tarn 
r try

thbi hoac CCCD, neu hop le cho hoc sinh hoac PHHS ky nhan vao sb cap phat bang.

2. Trinh tu* muon ho so’

Bude 1: Hoc sinh hoac PHHS, den phdng Van phbng trubng, nhan mau don muon 
hb so ghi hoan chinh trinh BGH ky dong y cho muon rbi nop cho nhan vien tiep nhan 
tai phbng Van phbng trubng.

Bude 2: Nhan vien tiep nhan kiem tra nbi dung don va cho ky muon hb so, hoc ba 
vao sb theo doi muon hb so hoc sinh.

Bude 3: Dung hen hoc sinh hoac PHHS, lien he nhan vien phu trach de tra lai hb so, 
hoc ba va ky tra vao sb muon.
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* Cd bieu mdu kem theo

3. Rut ho so hoc sinh

3.1. Trinh tir riit ho so' hoc sinh chuyen Truong di

Buvc 1: Hoc sinh hoac PHHS den phong Van phong tnrdng, lay man don rut ho so- 
ghi hoan chinh, nop cho nhan vien tiep nhan; Nhan vien Van phong tnrdng tien hanh 
lien he cac bo phan de xac nhan dong hoc phi. tra sach giao khoa day du trade khi 
trinh BGH ky.

Bude 2: Can bo tiep nhan kiem tra noi dung don, kem giay tiep nhan cua Tnrdng 
nhan (neu la hoc sinh chuyen di)

Bude 3: Ghi thong tin hoc sinh, phu huynh vao So chuyen di va cho Phu huynh ky 
rut, viet giay gidi thieu chuyen Tnrdng neu co va dong thdi thyc hien chuyen di tren 
co so du lieu nganh.

3.2. Thdi gian thuc hien: Ngay khi nhan dupe don yeu cau va day du giay to hop le

4. Thu tuc tiep nhan hoc sinh chuyen den

4.1. Trinh tw

Bude 1: Lien he nhd ben Van phong tnrdng se thuc hien cac thao tac chuyen trudng 
tren VNEDU cho hoc sinh.

Bude 2: Phu huynh nop ho so chuyen den cho nhan vien tiep nhan cua Van phong. 
Ho so gdm cd:

Theo quy dmh cua So' Gido due

1. Don xin chuyen trudng do cha me hoac ngudi giam ho ky. Trong do cd y kien 
chap thuan ciia Hieu trudng trudng THPT Da Kia

2. Hoc ba (ban chinh).

3. Bang tdt nghiep THCS (ban chinh hoac giay chung nhan tot nghiep tarn thdi).

4. Giay chung nhan trung tuyen vao lop 10.

5. Gidy gidi thieu chuydn trudng do hieu trudng nha trudng noi di cap.

6. Gi^y gidi thieu chuydn trudng gidi thieu vd So Giao due va Dao tao noi di cap
, r

(Doi vdi trudng hop dia phuong chua thuc hien phan cap cho don vi co so).

- Cac gidy to hop le dd hudng chd do uu tien. khuyen khich trong hoc tap, thi tuyen 
sinh, thi tdt nghiep (neu cd).

Bude 3: Nhan vien tiep nhan kiem tra hd so

+ Ndu hop le: Cap nhat vao sd chuyen ddn cho Phu huynh ky nop ho so, dong thdi 
tiep nhan tren trang chuyen Trudng cua co sd du lieu nganh.
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+ NSu hd so' chua hop le: Hirang din PHHS tidp tuc hoan thanh ho so.

5. Thu tuc tiep nhan hoc sinh chuyen di

5.1. Trinh tir

Biroc 1: Phu huynh den truong noi can den lam don xin chuyen trirong, duoc 
trirong can den ky xac nhan.

Bude 2: Bo phan Giao vu nhan don va tiep tuc xac nhan cac phong ban va cap nhat 
vao so chuyen di dong thbi thirc hien thao tac chuyen di tren he thdng, photo giu lai 
gily chuyen trubng, dp gily gidi thieu chuyen trudng noi hoc sinh chuyen den.

5.2. Thdi gian thwc hien

+ Neu don chuyen den da duoc ky tiep nhan va ho so day du, giai quyet ngay trong 
budi lam viec.

+ Ndu don chua duoc ky tiep nhan cung nhu con thieu ho so, hudng dan PHHS 
hoan thien ho so va ghi giay hen.

Ho so xin chuyen trudng gom cd:

- Don xin chuyen trudng do cha me hoac ngudi giam ho ky (theo mau nha trudng 
noi den )

• ■- Hoc ba (ban chinh). Kiem tra day du, chu ky, diem so, dong dau....... V

- Ban sao giay khai sinh. -PHOTHONG
KI A /,

- Bang tot nghiep THCS (ban chinh hoac giay chung nhan tot nghiep tarn thdi). -

- Giay chung nhan trung tuyen vao lop 10.

- Giay gidi thieu chuyen trudng do hieu trudng trudng THPT Da Kia, chuyen ve 
trudng noi hoc sinh den hoc.

- Cac giay to hop le de hudng che do uu tien, khuyen khich trong hoc tap, thi tuyen 
sinh, thi tot nghiep (neu cd).

5.3. Thfrigian tiep nhan, chuyen giao hd so'

Neu hd so hop le, day du se thuc hien ngay trong budi lam viec ke tu khi tiep nhan
A Ayeu cau.

* Cd bieu mdu kem theo

6. Thu tuc cap giay xac nhan hoc sinh, trich iuc phieu diem, ho so’, hoc ba, cap 
lai ban sao bang, hd so’,...cua ca nhan to chirc tuyen dung

6.1. Trinh tir

Bude 1: Cd don xac nhan mat bang, hoc ba,.. .duoc Cong an xac nhan.
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Hoc sinh, phu huynh ghi day du thong tin va nop tai Van phong truong

Bude 2: Nhan vien tiep nhan kiem tra noi dung don, ra phieu hen neu la cac ho so 
r r a 5

lau nam, tra ket qua ngay neu ho so day du va hop le.

Bude 3: Dung hen hoc sinh hoac PHHS lien he Van phong de nhan ket qua (co the

lien he qua dien thoai trudc xem da cd ket qua chira).

6.2. Thoi gian thuc hien: 01 ngay lam viec ke tu khi tiep nhan yeu cau, trudng hop 
lau nam khong qua 15 ngay lam viec.

Tat ca qua trinh deu duoc thuc hien tai Van phong trudng va da so la giai quyet 
trong ngay. Cac mau don, mau van ban duoc quy dinh theo mau cua SGDDT. (C6 
bieu mau kem theo).

~ a a at

Tren day la quy dinh hudng dan ve viec rut ho so. hoc ba, bang tot nghiep va thu tuc 
chuyen trudng. Trudng THPT Da Kia yeu cau phu huynh va hoc sinh nghiem tuc thuc 
hien./.
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Bieu mdu 01

Em ten: 

tinh Binh Phuac.

Truong THPT Da Kia - huyen Bu Gia Map - tinh Binh

Ngudi lam donGiao vien chii nhiem

1

XAC NHAN CUA BGH TRl/ONG THPT DA KIA

HIEU TRlfONG

DON XIN XAC NHAN

Kinh gin: - Ban Giam hieu truong THPT Da Kia.

CONG HOA XA HOI CHU NGHIA VIET NAM • • •

Doc lap - Ty do - Hanh phuc 

Ngay, thang, nam sinh:

Ho khan thuong tru: ...

Hien dang hoc lop  
Phtroc.

Nay em lam don nay gui den Ban giam hieu truong THPT Da Kia xin xac nhan 
em hien la hoc sinh cua nha truong, nam hoc 2024 - 2025.

Ly do xac nhan: Bo sung ho so xin tarn hoan nghTa vu quan su tai dia phuong.

Rat mong duoc su chap thuan cua Ban giam hieu truong THPT Da Kia.

Da Kia, ngay .... thang .... nam 202...



Bieu mdu 02

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap - Tu* do - Hanh phuc 

DON XIN MU’ON HOC BA • • •

Em ten:

tinh Binh Phuac.

, Truong THPT Da Kia - huyen Bu Gia Map - tinh Binh

Da Kia. ngay .... thang .... nam 202...

Ngudi iam donVan Thu

2

Hien dang hoc lop 
Phuoc.

Ngay, thang, nam sinh:

Ho khan thuong tru: ...

Em cam (loan se giu gin can than, neu mat e xin chiu hoan toan trach nhiem. 
Em xin chan thanh cam on!

XAC NHAN CUA BGH TRU’O’NG THPT DA KIA

HIED TRUONG

Nay em lam don nay xin phep dupe muon hoc ba cua 
trong thdi gian ngay, tu ngay ..........I /

Ly do:

Rat mong dupe su chap thuan cua Ban giam hieu trubng THPT Da Kia.
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Bieu mdu 03

DON XIN CHUYEN TRUING

Kinh giri:

Cap ngay /.... /

Nam hoc:

Ly do chuyen truong:

ndm 

¥ KIEN SO GD&DT

3

- So GD&DT Binh Phudc;
- Hieu trirdng truong (chuyen di):

•> r e

- Hieu truong truong (chuyen den): THPT Da Kia

ngdy... thdng 

Ngudi lam don 
(Ky vd ghi rd ho ten)

YKIEN
CUA TRU’dNG CHUYEN DEN 
(Ky ghi rd ho ten vd dong moc)

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu- do - Hanh ph lie

YKIEN
CUA TRU'dNG CHUYEN DI

(Ky, ghi rd ho ten vd dong moc)

HOC SINH
(Ky vd ghi rd ho ten)

Kinh mong Quy truong chap thuan.
Xin tran trong cam on!

Toi ten la:
Hien cu tru tai:
Sdthe CCCD: Not dip:

La (cha, me hodc ngirdi gidm ho):
Ciia hoc sinh:
Hien hoc lop:  

Cua truong:
Xin duoc chuyen den truong:



Bieu mdu 04

CONG HOA XA HOl CHU NGHIA VIET NAM • • •TRETONG THPT DA KIA

Sd: Doc lap - Tu’ do - Hanh phiic/GGT-CT

G1AY GIO! THIEU CHUYEN TRUONG

Kinh giri: Sa GD&DT Binh Phuac.

Giai thieu: em 

. Nam hoc: 202 - 202 .Hoc sinh lap:

Ly do: Theo nguyen vong ciia gia dinh.

4

Tnrdng: THPT Da Kia

Huyen, thi xa. thanh pho: Bu Gia Map.

Tinh, thanh pho: Binh Phtrdc.

Xin chuyen den theo hoc tai tnrdng:....
• AHuyen. thi xa, thanh phd:

Tinh, thanh phd:

Da Kia, ngay thdng ndm 2024

THU TRUdNG DON VI


