TRUONG TH TRAN HUNG PAO  CONG HOA XA HOI CHU NGHIA VIET NAM
TO_VAN PHONG Doc lap- Tu do- Hanh phiic

$6 26/KHVP-THD Dirc An, ngay 02 thang 3 ndam 2026
KE HOACH THANG 3/2026

L.Dinh gid cong tic thing 02 (tir 16 -28/02/2026)
a. Uu diém:

*Ké toan:

bam bao céc ché do k1p thdi cho can bd, gido vién, nhan vién trong nha trudng;

Hoan thanh t6t cdng viée theo chirc ning, nhi¢m vu dugc phan cong;

Pam bao cong tac tiép nhan - phén loai, sip xép, lwu trir vin ban (cdng van di —
dén, ho so nha trudng) khoa hoc, hop 1y;

Pam bao cic ché do klp thdi cho cén bo, gido vién, nhan vién trongnha truong;

Hoan thanh tét cdng viéc theo chirc ning, nhiém vu dugc phéan congy, (i

Di thu thap hd so s6 Iuomg hoc sinh thugc ddi tugng hd trg gao| hoc ky. Il ndm hoc
2025-2026 theo Cong van sé 49/UBND-VHXH, ngay 09/02/2026 vé viéc tong hop sb
lugng hoc sinh h trg gao hoc ki II nam hoc 2025 - 2026 theo ND 66/2025/ND-CP cua
Chinh phu.

D3 thu thap hd so ké khai ngudi phu thudc giri 1én co quan Thué.

P4 ra soat, tham muu tu sira co sor vat chét, dam bao an toan cho cac 16p hoc

Tham muu cic hang muc mua sim theo quy dinh dam béo d& xuét bao vé du toan
ding quy dinh. g

Soan thao vin ban theo diing yéu cau cia lanh dao, dam béo dt’mg dinh hudng,
khoa hoc, phan 4nh théng tin chinh xéc, kip thoi COnZ v

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

Thue hién dim béo cong tic y té (tuyen truyén phong chéng ngd dde thuc pham
tai nan thuong tich hoc dudng, chan tay miéng, vé sinh phong bénh truyén nhlem

Thue hién dam béo cong tic y té (tuyén truyén phong chdng bénh.dap mét do ngd
doc thuc pham, tai nan thuong tich hoc dudng, chéan tay miéng, vé sinh phong bénh
truyén nhiém, . SO <N

Thuc hién tot viéc tuyén truxyen phong chdng dudi nudc, thudc 1a dién tir, an toan
giao thong, phong chdng chay no, ...

bi thy, nQp va gia han thé BHYT cua hoc sinh lén cap trén thanh cong;

Pam bao cong tac tiép nhén - phén loai, sép xép, Iuu trir vin ban (¢ong vin di -
dén, hd so nha trudng) khoa hoc, hop ly, W0

Soan théo vin ban theo dung yeu cau cia lanh dao, dam bao ding dinh hudng,
khoa hoc, phan anh thong tin chinh xéc, kip thoi, dpnt

*Bao vé:

Dam bao tai san ctia nha truong, khong bj mét mat \ \

b. Nhugc diém; AR

Mot s0 hang muc cén dugc ning cap, stra chira kip thoi; yen

Cn ting cudng tudi ciy xanh nhiéu hon ni¥a, vi mda kho da den vam

i

Ol
&

bR

Jign

Scanned with

CamScanner“é


https://v3.camscanner.com/user/download

2. K¢ hoach cdng tic thing 3 (tir 01 -15/3/2026)

a.Nhiém vy chung

Tham muu kip thoi véi lanh dao vé cong téc chuyen mén

Chép hanh sw phan cong cua lanh dao, tham gia day du cac hoat dong trong nha trudng;

Bam sat ké hoach cia nha trudng thuc hién k& hoach td va ké hoach c4 nhan.

Nang cao tinh than tréch nhiém ctia by phdn hoan thanh tt cac nhiém vu dugc
phén cong. |

b.Nhiém vu cu thé

*Nhan vién ké toan:

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

Pam bao cac ché do klp thoi cho cén bg, gido vién, nhan vién trong nha trudng

Céap nhat phan mém ké toan dinh ky Hoan thanh cac loai bao cao khi c6 yéu cau

Soan thao vin ban theo ding yéu cau cua lanh dao, dam bao ding dinh hudng, =
khoa hoc, phan anh théng tin chinh x4c, kip thoi. R
Tién hanh quyét toan nim 2025 theo Cong vin s 23/PKT-NS, ngay 09/02/2026 ING
vé viéc quyet toan ngan sach Nha nudc nam 2025. ““HG%
Tién hanh quyét toan thué TNCN nim 2025. i
Tién hanh thu thap hd so ké khai nguorl phu thudc gui 1én co quan ;flaue Xz

Tién hanh thu thap hd so hd trg ché do chi phi hoc tap hoc ky I1; nfim hoc 2025-
2026 theo Nghi dinh s6 238/2025/ND-CP cua Chinh pha. ,

Tlen hanh ra soét tai san nhép 1én phin mém Téng kiém keé tai san
Tiép tuc nghién ctru cac vin ban, tham muu cac hang myc mua sim, thué muén
co so vat chit, du toan cic hang muc theo quy dinh ddm bao dé xuit bao vé du toan
ding quy dinh. 1tz nhd
Ngoadi ra con thuc hién mét s6 cong viéc khac khi linh dao nha trudnig o yéu cau.
* Nhan vienyté: dinh |
Tién hanh ra soét nhitng d5i tvong hoc sinh thudc dién mién BHYT de lam thodi
thu dam bao, kip thai. \ )
Pén déc kiém tra vé sinh cic 16p thudng xuyén.
Phéi hop vm GVCN tuyén truyén, van dong phu huynh ngp BHYT theo quy dinh.
Don dbc kiém tra vé sinh cac lop thudng xuyén.
Kiém tra, thuc hién cong tic y té, tuyen truyen phong chéng ngd doc thuc pham
tai nan thuong tich hoc duomg, chén tay mi¢ng, vé smh phong bénh truyen n‘hlem
Pam bao cong tac tlep nhén - phén loai, sép xép, luu tri viin ban (cong van di -
dén, ho so nha truong) khoa hoc, hop ly. 1
Tham muu, hoan thién hd so chim sdc sire khoe ban diu ndm 2026. !
Soan thao vin ban theo dung yéu cau clia lanh dao, dam béo ding!dinh huéng,
khoa hoc, phan anh thong tin chinh xéc, k;p th(’n
Hoan thanh céc loai béo cdo khi cé yéu ciu ey
Lam tdt cong tac thu - chi cua nha truéng
Ngoai ra cdn thyc hién mét s6 cong Vl¢c khéc khi lanh dao nha truong yéu cau.
* Nhén vién bdo vé kiém co s& vt chét;
Béo vé trdng coi tai san ctia nha trudng, trinh mdt mat;
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Tiép tuc kxem tra, ra sodt co so vt chét trong nha trudng dé kip thoi tham muu
véi lanh dao dé c6 hudng sira chfxa khéc phuc duge kip thai;
Ngoai ra con thuc hién mét s6 cong viéc khéc khi lanh dao nha trudng yéu cau.
3. Cong téc bdi dudng chuyén mon nghlgp vu
Khéng ngimg nang cao hoc tap vé chuyén mén nghlc;p vy cong tac cling nhu céc
nhi¢ém vu dugc phan cong, ludn ludn tim toi hoc hoi kinh nghiém dé hoan thanh xuét
sic nhiém vu duge giao.
Tang cudng cong téc bao v¢, phuc vy, huéng din phy huynh hoc sinh trong nha
trudng tot hon nira.
Noi nhin: TO TRUGNG
- Trudmg (de blc);
- Thth vién trong td (dé vh).
-Lwu tb VP

Nguyen Thi Hai
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