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Quy trinh Chuyén trwdmg ddi v6i hoc sinh trung hoc co s¢
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Quy trinh Chuyén trudng dbi véi hoc sinh trung hoc co s&

1. MUC PICH

Quy dinh thanh phin ho so, 1& phi (néu co), trinh tu, cach thirc va thoi gian giai
quyét ho so hanh chinh ctia co quan theo tiéu chuan TCVN ISO 9001:2008 nhim dam
bao phu hop vdi quy dinh cia phap luét va yéu cdu cta ca nhan, td chic.

2. PHAM VI

Ap dung déi voi cac td chire, ca nhan c6 nhu cau thuc hién dich vu hanh chinh cong
phu hgp voi tham quyén giai quyét cua co quan.

3. TAI LIEU VIEN DAN
Tiéu chudn qudc gia TCVN ISO 9001:2008.
(Cac van ban phap quy lién quan dé cap tai muc 5 cia Quy trinh nay.

Quyét dinh 2968/2010/Qb-BKHCN ngay 29 thang 12 nam 2010 cua Bo Khoa
hoc va Cong nghé vé viéc cong bd mé hinh khung hé théng quan ly chat lugng.

4. DINH NGHIA VA VIET TAT

TTHC
GCN

QT

TT

ISO

B3]

HS

CN & TC
VP. UBND
CQHCNN
1TDQT

BP TN&HTKQ :

MHK

Thu tuc hanh chinh

Gidy chung nhan

Quy trinh

Thu tuc

He théng quan ly chét lugng — TCVN ISO 9001:2008
[Lanh dao

H6 so

Ca nhan va to chirc

Vian Phong Uy ban nhan dan

Co quan hanh chinh nha nudc

Phiéu theo doi qué trinh xir ly cong viéc

B0 phan tiép nhan va hoan tra két qua (BO phan 1 cira)
Mo hinh khung
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Quy trinh Chuyén truomg dbi véi hoc sinh trung hoc co sé

B

NOI DUNG:
a. Thanh ph?m, s0 lwgng hd so:

*Thanh phan hd so:

Stt Tén ho so S6 lwgng | Ghi chu
| Pon xin chuyén truong do cha me hodc nguoi gidam ho 01
| ky
2. | Hoc ba (ban chinh) 01
3 Gidy khai sinh hodc ban photo Gidy khai sinh (ban sao 01
" | co chung thuc)
A Gidy gioi thiéu chuyen truong do Hiéu truong truong 01
" | noi di cdp (chuyén truong trong thanh phd).
Gidy gi6i thiéu chuyén truong do Truong phong Gido
5. | duc va Pao tao noi di cap (ddi véi truong hop chuyén 0l
tinh).
6 Ho khéu, KT3 hodc qqyét dinh qiéu dong cong tac cua 01
" | cha me tai noi s€ chuyén dén (néu co).
7. | Gidy chimg nhan hoan thanh chuong trinh bac tiéu hoc 01

* 86 lwong: 01 (mdt) bo.

b. Thoi han giai quyét: Trong thoi han 1-3 ngay lam viée, ké tir ngay nhan du hd so
hop 1€.

a ®

A

. Doi twgng thwe hién thu tuc hanh chinh: C4 nhan
. Co quan thue hién thi tuc hanh chinh:

- Co quan phdi hop: Nha trudng.

Két qua thuc hién thi tuc hanh chinh: Gidy gidi thiéu.
Phi, 1€ phi: Khong.

. Tén mau don, mau to khai: Khong.

. Yéu cau, diéu kién thwe hién thi tuc hanh chinh: Khong.
. Can cir phap ly cia thi tuc hanh chinh:

- Luat Gido duc nam 2005; c6 hi¢u luc thi hanh tir ngay 01/01/2006.
- Nghi dinh s 75/2006/ND-CP ngay 02 thang 8 nam 2006 ctia Chinh pht quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu ciia Luat Giao duc
- Quyét dinh s6 51/2002/QP -BGDDT ngay 25/12/2002 cta Bo trudng Bo Gido
duc va Pao tao qui dinh chuyén trudong va tiép nhan hoc sinh hoc tai cac truong trung

hoc co s& va trung hoc pho thong.
- Cong van sd 1008/GDDT-TrH ngay 10 thang 4 nam 2015 cia S¢ Giao duc va
Dao tao vé thu tuc hd so chuyén truong.

- Co quan, ngudi ¢6 thim quyén quyét dinh: Phong GD&DT.

I
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Quy trinh Chuyén trudomg ddi véi hoc sinh trung hoc co s¢

j- Quy trinh cac bwdc xir ly cong viéc:

* :/u L/u/

T Trich
nhiém
i s Tiép nhan ho so, xem xét su
i hop 1é, ghi gidy bién nhan 5 2
1. phu trach 2 . 1/2 B0 ho so
THCS hodc phiéu hen hodc s giao
nhan
Kiélﬁ{thgm tra tinh hop phap -
. cua ho so: A g
Chuyén vién . § b den . Du thao gidy gioi
2. Sl | kPt Ho I g thiéu / Dy thao
THCs | /gial quyct vin ban
- Chua phu hop, thi du thao
- cong van tra loi. 1
- Ky vén ban tra 101 hoac
5 phé duyét két qua giai quyét '
3 (,11;322 d/é';)(;é hd so hanh chinh | Giay gioi thidu/
' ne (Gidy gioi thiéu néu du dleu Vin ban tra 10i
phong) .
kién hodc van ban tra 1oi néu
khong du diéu kién)
Chuyén vién | - Hoan tra két qua giai quyé’qt . HO so
4. phu trach thu tuc hanh chinh; ghi so 1 Giay gioi thi¢u/
'l‘l 1CS hodc nhap may. Vin ban tra 101

. Cdc buce nay cé thé tang hodc giam tiy theo dédc diém cua méi thi tuc hanh chinh nhung dam bao tong thoi gian khong
qud quy dinh cua phdp luat. Don vi tinh thoi gian la ngay lam viéc, bang 8 tiéng gio hanh chinh.

2. Mot s6 thu tuc hanh chinh giai quyer trong ngay hodc it hom 2 ngay; hodc dwoc xir ly boi | nguoi, 1 nhém nguoi trong ciing
1 phong hay don vi thi khong nhat thiét phai si dung phiéu theo dbi qua trinh tuong 1ng.

3. Mot so thu tuc hanh chinh quy dinh chi nhdn nhung khong tra két qua thi khong can thiét s dung phiéu theo dai qud trinh
xur ly cong viéc;

4. Cdc budc cong viée nay cé thé dwoc kiém sodt thong qua phan mém tin hoc.

6. BIEU MAU
— Mau Gidy bién nhan hd so hodc s6 giao nhan hodc phiéu hen;
— Mau Phiéu theo ddi qua trinh xir ly cong viéc;
- Mau Bang thong ké két qua thuce hién tha tuc hanh chinh;
- Xem muc S & trén.
7. HOSOLUU
TT Tén ho so  Thoi gian hru
1. 1S6 glao nhan/glay gidi thiéu Chuyen vl phy 01 ndm
s trach THCS
8. BIEU MAU PiNH KEM

B4o cdo thong ké hang thang

?Siéu miu (Khong c6)
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