OFFICE OF ADMINISTRATIVE HEARINGS
TIEU BANG CALIFORNIA
BAN GIAO Duc DACBIET
(SPECIAL EDUCATION DIVISION)

Cac Hwéng Dan Vé Nop Ho So bién T
(Electronic Filing, viet tat la E-Filing)

Van Phong Diéu Tran Hanh Chinh (Office of Administrative Hearings, viét tat la OAH)
hién cho phép va khuyén khich cac bén glri Mau BPon Yéu Cau c6 Budi Hoa Giai va
Phién Diéu Tran Bang Tha Tuc Hop Phap (Requests for Mediation and Due Process
Hearing) ban dau va tat ca cac hd so cd lién quan dén vu kién bang thw dién tlr email.
Céc ho so gidy t& nay nén dwoc glri dén dia chi: SEFilings@dgs.ca.gov. Vui 1dong xem
xét cac huwéng dan sau day trwde khi tién hanh viéc ndp hoé so dién tir. Néu quy vi co
bat ky cau hdi ndo, vui Ibng xem muc Cac Cau Héi Thuwdng Gap (Frequently Asked
Questions (FAQs) tai trang web http://www.dgs.ca.gov/oah/specialeducation/e-
filing.aspx) ho&c lién hé v&i Ban Gido Duc Déac Biét theo sbé dién thoai (916) 263-0880
va yéu cau duoc néi chuyén véi mot nhan vién quan ly ho so. Cac bén van dwoc phép
glri cac hd so gidy t& bang fax, hé théng bwu dién Hoa Ky (U.S. Mail), chuyén phat qua
dém (overnight delivery) hodc chuyén phat tan tay (hand delivery).

Théng Bao Mién Trir Trach Nhiém (Disclaimers)

1. Néu céac bén khdng tuan theo cac huéong dan dugc ghird cu thé bén dwdi Van
Phong Diéu Tran Hanh Chinh c6 quyeén ttr chdi thw dién tir. Quy vi sé dugc thong
bao néu thw dién t&r cda quy vi khdng chira théng tin chinh xac.

2. Viéc de doa mot vién chirc nao bao gdm cac thdm phan luat hanh chinh va nhan
vién tai cac Van Phong Diéu Tran Hanh Chinh sé& bi budc vao hanh vi pham t6i hinh
sv ( Itis a criminal offense to threaten a public official which includes administrative
law judges and the staff at the Office of Administrative Hearings (theo Diéu § 71 B
luat Hinh sw). Nhirng ngu®i vi pham sé bi truy t6 theo mirc & ddy du ctia phap luat.

Cac Hwéng Dan Nop H6 So Pién T (E-Filing Guidelines)

A) Email Address (Pia Chi Email): Nop t4t ca cac hd so gidy to lién quan dén vu kién
dén dia chi email SEFilings@dgs.ca.gov. Ngay khi dong tiéu dé va phan dinh kém
da theo nhw cac hwéng dan sau, qua trinh ndép hd so sé dwoc chuyén dén nhan
vién phu hop.
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B) Subject Line (Dong Tiéu Dé):

1.

Dong tiéu dé cta thw dién ti phai cd nhirng théng tin sau day: 1) OAH Case

Number/Sé H6 So’ ctia Van Phong Diéu Tran Hanh Chinh (trir khi chwa c6 sb

hd so nao dwoc cap phat); 2) Name of Student/Tén Hoc Vién, 3) Filing

Party/Pon Vi Nop H6 So va 4) Name of Document(s)/Tén cta (Cac) Chirng

To.

» Vidu: 2012345678 Smith, Joe: Student’s Motion for Stay Put

Mbi thw dién t&r chi nén gan lién véi MOT hd so duy nhét.

> Ngoai l&: Néu cac hd so dwoc hop nhat HOAC néu cac bén dang yéu cau
hop nhét nhiéu hon mét hé so.

» Vidu: 2012345679 & 2012345680 Smith, Joe: District's Motion to
Consolidate

C) Body of Email (N6i Dung Thw)

1.

Céc bén cé thé bao gébm tén chirng tir trong phan ndi dung thw bén canh dong
tiéu dé. Tuy nhién, phan van ban dwoc ghi trong néi dung thw s& KHONG duoc
xem nhw mét phan trong qua trinh nép hd so. Van Phong Diéu Tran Hanh Chinh
(OAH) sé& khéng phuc dap lai cac yéu cau bang thw dién tlr, bt ky cau hdi nao
ciing nén dwoc chuyén dén cho nhan vién quan ly hé so theo sb dién thoai 916-
263-0880.

KHONG BUQC dé cac dwong lién két (links) trong phan néi dung birc thw
dién tr nay.

D) Cac Hwéng Dan Vé Phan Dinh Kém (Attachment Guidelines)

1.
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Dan Nhan Chirng Tir: Cac chirng tir nén dwoc dan nhan rd rang dé dam bao
rang chung dwoc clru xét mét cach chinh xac.

> First Page of Document (Trang dau tién ctia Chipng tir): Bao gébm cac
thdng tin sau day & trang dau tién cda tirng chirng tir: 1) OAH Case
Number/Sé H6 So’ ctia Van Phong Piéu Tran Hanh Chinh (trir khi chua
c6 sb ho so nao dugc cap phat), 2) Student Name/Tén Hoc Vién va 3)
Document Name/Tén Tai Liéu.

> Attachment Name (Tén Phan Dinh Kém): Bao gém céac théng tin sau
trong phan tén cta (cac) chirng tlr dwoc dinh kém trong thw dién tlr cla
quy vi: 1) OAH Case Number/Sé H6 So’ ciia Van Phong Diéu Tran
Hanh Chinh (trtr khi chwa cé s6 hé so nao dwoc cap phat), 2) Student
Name/Tén Hoc Vién, 3) Filing Party/Pon Vi Nép H6 So (Hoc Vién/Hoc
Khu/Van Phong Giao Duc tai Quan Hat, v.v..) va 4) Document Name/Tén
Chirng Tu.

» Common Document Names/Cac Tén Chirng Tty Théng Dung:
— Request for Due Process Hearing and Mediation (Mau Bon Yéu C4u

c6 Bubi Hoa Giai va Phién biéu Tran Bung Tha Tuc Hop Phap)

— Notice of Representation (Théng bao Dai dién)
— Motion/Request for Continuance (Thinh cau/Yéu cau Tiép tuc)
— Motion to Consolidate (Thinh cau Hop nhét)
— Notice of Insufficiency (Théng bao Tinh trang Thiéu nang)
— Motion to Add Party (Thinh cau B sung Bén lién quan)
— Motion to Dismiss (Thinh cau Bd qua Khéng truy xét)




— Motion for Clarification (Thinh cau Giai thich ré)

— Motion for Reconsideration (Thinh cu Tai xem xét)

— Motion for Stay Put (Thinh cau Bét bién)
Format/Pinh dang: Chirng tir nén dwoc dinh kém vao thw dién t&r dudi dinh
dang la PDF.!
File Size/Kich thwéc Tap tin: Gigi han kich thwéc danh cho bat ky thw va phan
phan dinh kém nao két hop la 50MB.
Page Numbers/Danh sé trang: Chirng tlr nén duwoc danh sbé trang lién tiép.
Separating Documents/Phan tach Chirng tir: Cac chirng tir phai dwoc phan
tach theo loai. Vi du, néu quy vi dang ndp Mau Pon Yéu Cau cé Bubi Hoa Giai
va Phién Diéu Tran Bung Tha Tuc Hop Phap va mét don thinh cau cuing luc, cac
chirng tlr nay phai duwoc tach biét phan dinh kém trong thuw.

> Ngoai lé: Néu cac t& khai va/hodc cac chirng t ho tro’ lién quan dén mot

don thinh cau, chung phai dwoc glri cling véi nhau nhw mét chieng tir

riéng 1. Vui long lwu y rang cac hang muc khac nhau phai duwoc xac dinh

trong trang dau tién cta phan dinh kém.

Proof of Service/Tong dat: Tat ca cac chirng tir phai bao gébm mét ban Téng
dat dé cho thay (cac) chirng tir nay dwoc tong dat do Van Phong bieu Tran
Hanh Chinh va tat ca cac bén lién quan khac tham gia vao vu viéc nay.

! Chwong trinh chuyé&n ddi PDF trwe tuyén c6 thé dwoc tim thay tai cac trang

web sau day: www.freepdfconvert.com hoac www.pdfonline.com/convert-pdf
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E) Date Received/Ngay Nhan

1. Nhan vién tai Van Phong Diéu Tran Hanh Chinh giam sat Hop Thu Nop H6 So
cua Ban Giao Duc Bac Biét (SE Filing§ inbox) tl‘,l"Thl:I’ Hai dén Thw Sa}u trong gi®
lam viéc thwong nhat (tir 8:00 sang dén 5:00 chiéu, theo gi¢ ti€u chuan Thai

Binh Dwong (PST/Pacific Standard Time).

2. Néu mét chirng tir dwgc nhan sau gior lam viéc (5:00 chiéu theo gio' PST), trong
cac ngay nghi hodc vao cuoi tuan, Van Phong Bieu Tran Hanh Chinh sé tinh la
chirng tr dwogc nhan vao vao ngay lam viéc ké tiép.

NHAC NHO': Cac théng tin ghi trong phan noi dung clia cac thw dién tlr khong duoc
xem nhu mét phan cla qua trinh ndp hd so va Nhan vién cia Van Phong Diéu Tran
Hanh Chinh s& khéng phuc dap dén béat cir théng tin nao trong cac thw dién tir nay. Cac
bén phai bao gdm mot phan dinh kém va bang chirng cho thay tat ca cac bén trong ho

so nay duoc tbng dat.

F) Thw Pién Tir Hoan Chinh Mau
1. Thw Dién T Email

To: Gri Cac Chirng Tw Lién Quan
Dén Hb So vao dia chi
SEFilings@dgs.ca.gov

— To..

SEFilings@dgs.ca.gov
send

Cc...
Bee...

Subject: 2012345678; Smith, John; Student’s Motion for Stay Put
Attached: 2012345678; Smith, John: Student's Motion for Stay Put.pdf (S6 KB] _|
Good morning,
Attached please find Student’s Motion for Stay Put.

Thank you,
Richard Smith

|~ | Subject Line: Bao gém S6 H6
So cha Van Phong Diéu Tran
Hanh Chinh (néu da dwoc cép),
Tén Hoc Vién, Bon Vi Nop Ho
So va Tén Chirng T

[~ [ Phan dinh kém: Bao gdm
S6 Hb6 So cuia Van Phong
Diéu Tran Hanh Chinh
(néu da dwoc cép), Tén
Hoc Vién, Tén Chang Tw
va don vi ndp hd so.

Phan N6i Dung: Phan ndi dung
cla thw dién tr nay nhw mét cach
lich sy thi dworc chap nhan nhung
sé& KHONG dwo xem nhw 1a mot
phan trong viéc ndp hd so.
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