TRUONG TH TRAN HUNG DAO  CONG HOA XA HQI CHU NGHIA VIET NAM
TO VAN PHONG Déc lap- Tu do- Hanh phic

S6 49./KHVP-THD Diic An, ngay 02 thdng 02 ném 2026
KE HOACH THANG 02/2026

1.Dédnh gid cong tic thiang 01 (tir 16 -31/01/2026)
a. Uu diém:
*Ké toan:
bam bao céac che do k1p thoi cho cdn b, gido vién, nhan vién trong nha truong;
Hoan thanh t6t cdng viée theo chirc ndng, nhiém vu dugc phan cong;
Pam bao cong tac tiép nhan - phén loai, sip xép, Iuu trir vin ban (cong vin di —
dén, hd so nha trudng) khoa hoc, hop ly;
Hoan thanh hd so thanh toén cong ng 2025, theo ding quy dinh;ya,dam bao ché
do cho v1ep chup ngudi lao dong kip thoi. th plid
D3 doi chi€u 12 thang nam 2025.
D3 1am tha tuc rat tién, cip phat ché do chi phi hoc tap hoc ky I;;nim hoc 2025-/-
9,

2026 theo Nghi dinh s6 238/2025/ND-CP ctia Chinh phu
b3 tham muu ldp dén nidng lugng, mua by am thanh phuc vu cong tac chuy

ba tham muu x4y dung phuong én sir dung tai san cong, quy ché chi tiéu ndi by

quy ché tai san cong nim 2026, thanh quyét toan ngan sach cudi nam 2025.

D3 tham muu Quy ché chi tién thuéng nim 2026 theo Nghi dmh 73/2024/ND
CP ngay 30/6/2024 cua Chinh phu. -

D4 ra soat, tham muu tu sira co s¢ vét chit, dam bao an toan cho cao lop hoc

Tham muu céc hang muc mua sim theo quy dinh dam bao @& xuftbao vé du toan
dung quy dinh.

Soan théo vin ban theo dung yéu cu cia 1anh dao, dam bao ding dinh huéng,
khoa hoc, phan 4nh thong tin chinh xdc, kip thoi

*Y té (lién trudng - kiém nhiém thém truong THCS Nguyén Tat Thanh, xa Dic An):

Thuc hién dam bao cdng tac y té (tuyén truyén phong chéng ngd dgc¢ thye pham
tai nan thuong tich hoc dudng, chan tay miéng, v€ sinh phong b¢nh truyen nhxem

Thue hién dam bao cdng téc y té (tuyén truyén phong chdng bénhidaumit do ngd

doc thuc pham tai nan thuong tich hoc duorng, chan tay miéng, v¢ sinh phong bénh
truyén nhim, . Chi

Thuc hién tot vu;c tuyén truyen phong chéng dudi nuéc, thude 1a dlen tir, an toan
giao thong, phong chong chay no, .....

ba thu, ndp va gia han thé BHYT cua hoc sinh 1én cp trén thanh cong

Péam béo cong tac tiép nhan - phan loai, sép xép, luu trit vin ban (conO‘ van di—
dén, hd so nha trudng) khoa hoc, hop ly, it o

Soan thao vin ban theo ding yéu céu clia lanh dao, dam bao diing dmh hudng,
khoa hoc, phan 4nh thdng tin chinh xac, kip thoi. din |

*Bao vé:

Pam bao tai san clia nha truong, khéng b mét mat K2

n:
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D3 kiém tra co s& vit chat nim 2025

b. Nhuqc diém:

MQt s6 hang myc cin dugc ning cap, stra chira kip thoi;

Cén téng cubmg tudi cdy xanh nhidu hon nita, vi mia kho da dén.

2. Ké hoach cong tic thing 02 (tir 01 -15/02/2026)

a.Nhi¢m vy chung

Tham muru kip thoi véi lanh dao vé cong tic chuyen moén

Chép hanh Ry phén cong cua linh dao, tham gia day du cac hoat dong trong nha trudmg;

Bém sit ké hoach cta nha trudng thuc hién ké hoach td va ké hoach ca nhan

Néng cao tinh thin tréch nhiém ctia by phan hoan thanh t6t cic nhi¢m vit dugc
phén cong.

b.Nhiém vu cu thé

*Nhan vién ke toan:

Hoan thanh hd so, s6 sach ké toan. Lam tét cong tac thu - chi cuia nha truong

Pam béo céc ché (6 kip thai cho can b9, gido vién, nhén vién trong nha trudng

Cap nhat phan mém ké toan dinh ky Hoan thanh céc loai bdo cdo khi c6 yéu cau

Soan thao vén ban theo ding yéu cau cua lanh dao, dam bao dung dinh hudng,
khoa hoc, phén énh théng tin chinh xéc, kip thoi.

Tién hanh d6i chiéu, quyét toan nim 2025.

Tién hanh thu thﬁp hé so hd trg ché d6 chi phi hoc tap hoc ky II, nim hoc 2025-
2026 theo Nghi dinh s6 238/2025/ND-CP cua Chinh phu.

Tham muu cdng tac xay dung co s& vat chit: lip dit bo dén led & phid truée cong
truong, hé théng camera trong khudn vién truong hoc,.... . drear

Tiép tuc nghién ctru c4c vin ban, tham muu cic hang muc mua sam, thué muén
co s& vét chit, du toan cic hang muc theo quy dinh dam bio dé xuit bao vé du todn
dang quy dinh.

Ngoai ra con thuc hién mét sé cong viéc khac khi lanh dao nha trudong yeu cu.

* Nhén vién y té : ©nhaan

Dén doc kiém tra vé sinh cac 16p thudng xuyén. IHE
Phéi hop v6i GVCN tuyén truyén, van dong phu huynh np BHYT theb quy dinh.

bén déc kiém tra vé sinh cac 16p thudng xuyén. diniit

Kiém tra, thuc hién cong tic y té, tuyen truyén phong chdng ngd dgc thuc pham,
tai nan thuong tich hoc dudng, chan tay miéng, vé smh phong bénh truyén nhiém, .....

Dam bao cong tac tiép nhan - phan loai, sip xép, Iuu trir vin ban (céng'vin di —
dén, hé so nha truong) khoa hoc, hop ly.

Tham muu, hoan thién hd so chim séc sirc khoe ban dAu nim 202611 !

Soan thao vin ban theo ding yeu cdu cua lanh dao, d¢am bao dung dinh huorng,
khoa hoc, phan anh thong tin chinh xéc, kip thoi s

Hoan thanh céc loai bao cdo khi ¢6 yéu ciu t i

Lam tdt cong tac thu - chi cua nha truorng

Ngoai ra con thuc hién mot s6 cong vxgc khéc khi lanh dao nha truong yéu cau.

* Nhan vién béo vé kiém co s& vét chat:

Béo vé trong coi tai san ciia nha trudng, tranh mét mat;
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Tiép tuc kiém tra, ra so4t co s& v4t chét trong nha trudng dé kip théi tham muu

véi lanh dao dé c6 hudng sira chita, khéc phuc duge kip thoi;

Ngoai ra con thyc hi¢n mét s6 cong viée khéc khi 13nh dao nha trudng yéu cau.

3. Cong tic bdi dudng chuyén mén nghiép vy

Khéng ngimg néing cao hoc tap vé chuyén mén nghiép vy c6n§ tac cling nhur cic
nhi¢m vy dugc phan cong, ludn ludn tim toi hoc héi kinh nghiém dé hoan thanh xuat

sdc nhiém vu dugce giao.
Tang cudng cdng téc bao vé, phuc vy, huéng din phy huynh hoc sinh trong nha

trudng tot hon nira. §
Noi nhin: TO TRUONG

- Trudng (dé blc);

- Thanh vién trong td (dé t/h).

-Luu to VP

Nguyén Thi Hai
DUYET CUA HIEU TRUGNG 2
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