
Sd GD&DT QUANG NINH
TRTIdNG THPT HON GAI

CQNG HOA XA HQr Cn0 NGHIA VryT NAM
DQc l6p - Tg do - Hpnh phric

so:ff .lqo-rnrrHc Hq Long, ngdy 0!fthdng 8 ndm 2026

QUYETDINH
ThAnh lip T6 qu6n lf, in, c6p ph6t vh luu trfr bing tiSt nghiQp

trung hgc ph6 th6ng nim hgc 2025-2026

HIPU TRTIONG TRI.IONG THPT HON GAI
Cdn c* Luqt Gido dqtc ngdy l4 thdng 6 ndm 2019;

Cdn c*Nghi dinh sd gg/20-19/ND-CP ngay )0 tbdng l2 ndm 2019 cua Chinh
phfi quy dinh chi ti€t vd huong ddn thi hdnh mAt sij diiu cila Luqt Gido duc;

Cdn c* Th6ng tu s6 10/2026/TT-BGDDT ngqy 26/02/2026 ct)a Bp Gido duc
vd Ddo tqo ban hdnh Qyy chd vdn bting, chtimg chi cila hQ thting gido d4c qudc ddn;

Cdn c* Quyiit dinn sii A I Z\)O-SGDDT ngdy 29/7/2026 cila Sd Gido dttc vd
Ddo tqo Qudng Ninh ban hdnh Quy chd vdn bing, chrimg chi cila h9 thting gido duc
qu6c ddn thu6c pham vi qudn lj, cia Sct Gido duc vd Ddo tqo tinh Qudng Ninh;

Cdn c* Quyiit dinh sii OA\?O-SCOOT ngdy 04/7/2026 cia 56 Gido dqc
vd Ddo tgo Qudng Ninh v/v c6ng nhan ttit nghiQp tung hpc ph6 th6ng ndm 2026;

Cdn cu chtrc ndng, nhidm ru, quyi, han cua HiQu trudng trtdng trung hgc
quy dinh tqi Di€u l€ trudng trung hoc ban hdnh kdm theo Th6ng tu sti l5/2026/TT-
BGDET ngdy 24/3/2026 cila BQ Gido d4c vd Ddo tqo ban hdnh Diiu lQ trudng
fiAu hqc, trrdng trung hpc cct sd, trudng trung hpc ph6 th6ng vd trudng ph6 th6ng
c6 nhi€u cdp h7c;

-;:.Xdt yeu cdu ro^cht?c quan ly, in, cdp phdt, bao quan vd lru tft bang dt
nghiQp trunghpc ph6 th6ng ndm hoc 2025-2026,

QUYfTD[NH:

Di6u 1. Thdnh lap T6 quin lyi, in, cAp ph6t vd luu trft bdng t6t nghiOp trung
hqc ph0 th6ng n6m hoc 2025-2026 cia Trudng THPT Hdn Gai g6m cric 6ng
(bd) c6 t6n sau:

l. Be Vfi Thi Phuqng: Hieu truong - T6 truong;

2. Ong Bti Thanh Eoirn: Ph6 Hi6u tru&ng - TO ph6 thuong tryc;

3. 6ng Btri Vdn Giang: Ph6 Hieu trucrng - Td ph6;

4. Ba Vi Thi Dung: T6 truong Van phdng, Vdn thu - Thu kj;
5. Ba VU Thi Hi6n: Gi6o vi6n Tin hgc - Thdnh vi6n;

6. Bi NhAm Thi Nhu Quj,nh: Kti to6n - Thdnh vi6n;



7. Bd Nguy6n Thi Bich Ngqc: Nhdn vi6n Gi6o vr,r - Thinh vi€n'

Didu 2. iO 
"O 

nt,igrn ru t6 chric thqc hiQn c6ng t6c qu6n lii, in, c6p ph6t vd ltru

trg bing ti5t nghiQp THPT n6m hqc 2025-2026;titip nhan, b6o qu6n ph6i bing; l{p

,if.,ari,." aJlieu; hp so triQu va s6 vdo s6 g6c; in bang; trinh ki, d6ng dAu; ghi s6

gOc; c6p ph6t bing; c{p nhQt co sd dir lieu; quan l1i, luu trir h6 so; l4p bi6n bin' brio

Iao, Ua* tra, rd so6t vd xu lj sai sot theo quy dinh cria Th6ng tu si;1012026lTT-

BGDDT, Quy6t dlnh 16 otZqo-SCDDT vd c6c quv tlinh c6 li6n quan'

Nhigm vu cu th6 cia timg thinh vi€n theo phu lqc I dinh kdm'

Di6u 3. C6c 6ng (bd) c6 t€n tai DiAu 1 vd c6c bQ phan c6 li6n quan chiu

tr6ch nhiQm thi hdnh Quyi5t dlnh ndy.

Quyi5t dinh c6 hiQu luc k6 tt ngnv kv./.

Noi nhQn:
- Nhu Di6u 3;

- So GDDT (b/c);

- Luu: VT, h6 so VBCC.
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PHAN C6NG NHIEM VU
T6 quin lj, in, c6p ph6t vir luu trfr Uing tbt ngtriQp nim hgc 2025-2026

(Kim theo Quy& dinh 
',ig1.tgo-rurTHG 

ngdyQl/8/2026)

STT Ho vi t6n Chri"c vu Nhi6m vu

I
BA Vu Thi

Phuong

Hieu
trudng

T6
trucrng

- Chlu tr6ch nhiQm todn di6n tru6c Sd
GDDT vA c6ng t6c quin lf bang t6t
nghigp THPT.
- Chi d4o chung.todn bQ hoat dQng cta T6.
- PhC duyQt k6 ho4ch, quy trinh, ph6n
c6ng nhiQm vq.

--.;, , i..
- Ki6m sodt cu6i ctne truoc khi kli c6p

bdng.
- Ky bdng t6t.nghiQp, s6 g6c, bi6n ban bdn
giao vd c6c hO so li6n quan.
- Quy6t dinh xri lj. cric trudng hqp sai s6t,
in h6ng, thu h6i, cAp lpi, chinh sta.
-T6 chfc ki6m tra n6i b6, bio d6m nguy6n
tdc phAn trlch nhiQm vr,r vd ki6m so6t rui
ro.
- 86o c6o Sd GDET theo quy tllnh.

ts

q$\6

hlt{0c Atl01

,0\tGli
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Ong Bti
Thanh Eodn

Ph6 hiQu

try*g
T6 ph6

thuong truc

- Ginp Td truong di6u hdnh toan b0 hoat
d6ng cta T6; trgc titip chi dao, di€u ph6i
viQc tri€n khai k6 ho4ch quin lj, in, cdp
ph6t vd luu trt bing t6t nghi€p THPT.
- Chi d4o c6ng tdc rir soiit, d6i chi6u, x6c
nh4n dfr li€u ngudi hgc; kirim tra danh
s6ch ngudi duoc c6ng nhQn t6t nghi
tru6c khi l6p dfr liQu c6p vin bdng.
- Chi d4o, ki6m so6t vi€c thuc hi6n q

- Cht tri ki€m tra, nghiQm thu k6t qu6
thr,rc hign timg c6ng do4n; b6o c6o, tham
muu Hi6u tru&ng xir lj c6c trudng hqp sai
s6t, vuong mic phrit sinh trong qu6 trinh
thgc hiQn.
- Cht tri c6ng t6c tU ki6m tra vi6c thuc
hi$n Quy ch€ qu6n ly vin bdng, chimg
chi; d6 xu6t c6c giAi ph6p n6ng cao hi6u
quA quAn lf vd phdng ngria sai s6t.
- Thyc hiQn cric nhiQm vU khric do T6

h6n c6tru

tir
Ap

h6

chban uduan b I
ban S oco cang gh g

SO ud u d n tr&lruI

trinh qu6n lf vin
/. ,.^

tap so hlgu, ln v
ph6t, cQp nhft c<r

so theo quy dinh.
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Nhi nlChri-c vSTT

Ph6 Hi6u
truong

TO pho

cong cua TO truong.
- Chi d4o, ki6m tra, gi6m s6t c6ng t6c xdy

dpg dir 1i6u in bing; ki€m tra vi€c qudLn

lj, bno quAn vir su dgng ph6i vdn bdng;

[i6. tru viQc nhgp, xu6t, t6n ph6i theo
quy dinh.

- Gi6Lm s6t vi€c"th1rc hi-6n c6c c6ng do4n il
vdn bdng, ghi s6 g6c, cAp phrit vir luu trit hO

so: tham gia nghiQm thu trudc khi trinh
HiQu trucrng k1i.

- Ph6i hqp-xu lf cric truong hqp sai s6t va

ph6i, vdn bdng vir h6 so; tham gia x6c minh
th6ng tin vdn bdng theo ph6n c6ng cia T6
trucrng.
- Thay m[t T6 ph6 thuong trqc di6u hdnh

hoat dQng cira T6 khi dugc T6 tru&ng phdn

c6ng ho[c khi T0 ph6 thuong tryc veng

hi6n c6c nhiQm vp kh6c do T6
hAn c6n

UCtc chool T oh rhhhP truuongpqp
o eth o anhnh en1 uc Taht hrJc cl1 ca pvuI

mar.
- Thgc
trtlon

Ong Bti
Van Giang

3

BAVfr
ThiDung

T6
truong

VEn
phdng

Thu kj T6

- Tham muu T6 truong vri T6 p

- Chu6n b! cric cuQc h9

truc trong vigc t6 chfc thqc hiQn c6ng t6c

qu6n lj vdn bdng, chimg chi; thgc hiQn

nhiQm vp Thu kj cria.T6.
- Qu6n l:i, b6o quAn bEng, s6 g6c vd hO so

cd,p bing t6t nghigp.
- T6 chric ghi s6 g6c; d5nh s6 trang, quin lf

s6" vd h6 so li6n quan. 
.

- T6 chirc c6p phrlt bdng; l$p danh s6ch

nh4n bing; luu chft kli nguoi nhqn. 
.

- Ldp c6c bi6n birn: bdn giao, thu hdi, hty
bo. ki6m k6; phoi hgp quan lY vdn bnng

chua cap phdt theo quy d!nh.
- LLru trir h6 so g6c. s6 gdc. bi6n bdn vir tiri

liQu li6n quan.
- Ph6i hqp vdi gi6o vi6n Tin hoc trong viQc

OOi ctritiu, cep nhit vd ki6m tra tinh th6ng
. i. , : .: : ,(

nhat grua ho so glay. so goc va co so ou
liQu quhn ly v6n bing.

- Cap nhat dfr liQu v6n bing l6n hQ th6ng
quin ly.

h6 thubng

ctra T6; t6 v

4

Ho vi t€n
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STT Ho vi t6n Chri'c vu NhiQm v11

ki6n, lqp bi6n bdn hop vd theo d6i viQc
thgc hign c6c k6t lufn cta T6 tru<rng.

5
Bav[fti

Hi&r

Gi6o vi€n
Tin hgc

Thdnh
vi0n

- Chu6n h6a dft liQu ngudi hgc theo Quy6t
dinh c6ng nh6n tOt nghiQp vd h6 so qu6n
ti.

- Lap sQ hi6u vdn bdng vd s6 vdo s6 g6c c6p
v6n bdng theo quy dinh cria BQ Gi6o dgc
vd Edo t4o, hu6ng d6n cira Sd Girio dpc
vd Ddo t4o Qu6ng Ninh vd Quy ch6 cria
n}rd truong.

- Phq tr6ch dfr liQu, in bdng vd co sd dt li€u
di6ntu, trinh kj, d6ng d6u.

- Chudn h6a dCr liQu nguoi hgc theo quy€t
dinh c6ng nhan t6t nghiQp.

- Thi6t lQp vir ki6m tra tQp dir liQu in bnng.
- Thgc hiQn. in bdng; ki6m tra k! thuat b6n

in; vd ph6i hqp xir ly cric trudng hqp in
sai, in h6ng theo quy <Iinh..

- DOi chi€u dfr liQu gifta ph6n m€m, bin in
vd s6 g6c tl6m biro chinh x6c dt liQu.

- Sao luu de liQu, bio tl6m an toirn th6ng
tin.

- H.6 trq tra ciru, xiic minh th6ng tin vdn
b5"g

- ThUc hien c6c nhiQm vU kh6c do T6
tru&ng phAn c6ng.

BdNh6m
ThiNhu
Quj'nh

KC toen

Thdnh

vi6n

- PhU trrich tdi chinh, tiri sAn, ki6m so6t vft
tu.

- Thuc hi6n quin lf ph6i v6n bing; theo d6i
viQc sir dqng phdi trong qu6 trinh in vdn
bdng theo quy di{.

- Theo d6i, d6i chi€u s6 lugng ph6i tl6 st, :, ,:
dpng. s6 lugng vdn bdng dd in, sO lugng
v6n bing c6p ph6t vir s5 lugng ph6i hriy
(n6u c6); kip thdi ph6t hien, b6ro c6o c6rc

truong hqp ch€nh lQch ho6c sai s6t.
- PhOi hqp ki,im.kC ph6i vtur bing, vdn bing
in h6ng, v6n bdng thu h6i hoic hriy; Iap
bi€n b6n theo quy dinh. 

.
- Tham gia ki6m tra chdt lucrng bdng in, sd
lugng blng in, tl6 xu6t sria chfra (n6u c6).
- Lap h,o so thanh quy6t to6n kinh phi li€n
quan $6n cOng t6c qurin ly, in vd cdp ph6t
vdn bdng (n6u c6).

o
otG
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Hg vi t6n Chri'c vu Nhi mv
-Ph
ph6i

h ki t h6nh I e ho I qp C n1 Soa C C Iua So
bdn o ban haSo (, ln a S p t

-Thuc hi6n cric nhi6m vq kh6c do T6 trudng
hdn c6n

7

Bd Nguy6n
Thi Bich

NgQ'

NhAn
vi6n gi6o
vU Thdnh
vi6n Phu
tr6ch h5
trq ki6m

:
tra, cap
phrit vd
luu tr[.

- ehOi trqp.ldemt.a hinhEu-ven bfl
khi in; d6i chi6u th6ng tin tr6n v6n bing
vdi danh s6ch nguoi tluoc c6ng nh6n t6t
nghiQp trudc khi c6p ph6t.

- O6i cni6u th6ng tin bing v6i danh srich t6t
nghi6p THPT.nlm 2026.

- H6 trg sip x6p, ph6n loqi vdn bdng theo
lop, kh6a hec; chuin bi vdn bing phUc vu
c6ng t6c cAp phrit.

- Tham gia t6 chric c6p ph6t vin bing theo
k6 hopch; huong d6n ngudi nhfln ky nhfn
vri t6ng hSp dqfr s6ch nguoi dd nhdn,
chua nhfn vIn bing.

- Sdp xdp h6 so luu trt khoa hoc, d6 tra
c tru.

- ,P on c6ng tric tra criu, cAp bdn sao ttr s6
goc.

- Quin li m6y tinh, m6y in bing (n6u c6).
- Thgc hi6n c6c nhi€m vp kh6c do T6

truOng phdn c6ng.

STT


