UY BAN NHAN DAN QUAN LONG BIEN
TRUONG THCS PO THI VIET HUNG

CONG HOA XA HOQI CHU NGHIA VIET NAM
Dé¢ 1ap — Tw do — Hanh phiic

Long Bién, ngay thing ndm 2024
DANH MUC HO SO CONG VIEC NAM 2024
A PENT e pA
B W xk ¥ higu Tén dé muc va tiéu dé hd so 'i‘h i han bdao quén Ng“;m lap
Ho so ho so

I. TAI LIEU TONG HOP

1. Chi tiéu — K& hoach, Chi tiéu — K&t qua, So két, | 10 nim
Tong két nam hoc
01/2024/THCSPTVH | 2. K& hoach trién khai nhiém vy nm hoc, trong | 5 ndm Vii Thi Hai Yén
' tam cong tac thang, tudn '
3. Chuong trinh, K& hoach day hoc 5 ndm
4. Chuong trinh, Ke hoach day hoc, ké hoach 5 ndm Biii Bic Ti
cdng tac thang, tudn.
II. TO CHUC NHA TRUONG, POI NGU CAN BO
1. Ho so goc CB,GV,NV
1.1. So yéu ly lich Vinh vién
1.2. Ban sao Gidy khai sinh Vinh vién
1.3. Ban sau céc van béng chimg chi Vinh vién
02/2024/THCSDTVH 1.4. C4c Quyét dinh tuyén dung, tiép nhan, thay | Vinh vién Nguyéil Ngoc
dbi luong. .. Tram
1.5. Hop dong lam viéc 1an dau (Néu cd) Vinh vién
1.6. Danh gia céng chirc hang nam Vinh vién
1.7 Glay kham sirc khée, photo s6 ho khau Vinh vién
1.8. S6 ding bd quan 1y CB,GV,NV Vinh vién
2. Ho so hdi nghi Cong chitrc, Vién chire ' Nguyén Thi
03/2024/THCSDTVH 2.1. Céc van ban chi dao cua cac c:fip vé t6 chirc Pén khi VB hét Thu Phwong
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6. Ho so vé cong tic PCGD

6.1. Céc van ban chi dao ciia céc cp Eén khi VB hét
hiéu luc thi hanh Nguyén Ngoc
QR0 THCSDTVEL 6.2. Béo céo, bieu mau thong ké 5 ndm Trim
6.3. Danh sach hoc sinh dugc cong nhan tot 5 ndm
nghiép
III. DAY VA HQC
1. Ho so quén ly hoc sinh
1.1. Céc vén ban chi dao ctia cac cap Dén khi VB hét
iﬁeu luc thi hanh
1.2. 86 ding bd hoc sinh Vinh vién 5
9/2024/THCSDTVH | 1.3. S3 goi tén ghi didm 10 ndm Nguyen Ngoc
x IR | = Tram
1.4. S0 theo dai si s 5 ndm
1.5. Hoc ba hoc sinh 4 nim
1.6. S6 theo doi hoc smh chuyén di, chuyén dén Vinh vién
1.7. S6 cép phat bang tdt nghiép, hd so hoc sinh Vinh vién
2. Ho so tuyén sinh lop 6
2.1 Cac van ban chi dao clia cic cip Dén khi viin ban hét
hiéu lyc thi hanh
10/2024/THCSDTVH | 22 Quyet dinh, bao céo, ké hoach, théng béo v& | 5 nim Vii Thi Hii Yén
cdng tac tuyén sinh :
2.3 Danh séach hoc sinh duge tuyén 5 ndm
2.4 H6 so hoc sinh duoc tuyén 5 ndm
2.5 Céc bién ban kiém tra 5 nim
3. H so quén Iy day thém hoc thém
3.1 Céc vin ban chi dao ctia cac cap Den khi vin ban hét
11/2024/THCSPTVH hiéu lyc thi hanh Bii Pic Ta
3.2 Ho so cp phép day thém hoc thém 5 ndm
3.3 Chuong trinh, ké hoach day thém hoc thém 5 nim
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7.1 Céc vin ban chi dao ctia céc cap

Dén khi viin ban hét

hiéu lyc thi hanh
7.2 Quyét dinh, ké hoach, bao cdo td chirc thi cic 5 nam
cép
7.3 Két qua HSG céc cap 5 nim

8. Ho so cong tac SKKN, KHKT, vin dung
kién thire tich hop lién mén

8.1 Céc van ban chi dao cta céac cap

Dén khi van ban hét

Bui Dac T

16/2024/THCSDTVH hiéu lyc thi hanh
8.2 Quyét dinh, k& hoach, bao céo td chirc thi cac 5 nam
cap
8.3 Két qua SKKN céc cip, nghién ctu KHKT... 5 ndm
9. Ho so tot nghiép 16p 9 va tuyén sinh 16p 10
THPT
9.1 Céc van ban chi dao ctia cac cép Dén khi vin ban hét
hiéu lyc thi hanh
9.2 Quyét dinh, ké hoach, bao cdo, biéu mau vé 5 nim
cong tac xét tot nghiép
17/2024/THCSPTVH 9.3 CE:IC biéﬂp{ bfll} kiém tra' xét t6t nghiép 5 n‘ailm Biii Bic Tu
9.4 Bang két qua toan khda 5 ndm
9.5 Quyét dinh, ké hoach, bao cdo v& cong téc thi 5 ndm
tuyén vio 10
9.6 Danh séch dugc cong nhén t6t nghiép THCS 5 ndm
9.7 Pon déng ky duy thi, danh sach dang ky 5 ndm
nguyén vong vao 10
9.8 Thong ké két qua thi vao 10 THPT 5 nim
11. Ho so quén Iy cdng tac gidng day ciia gido
18/2024/THCSDTVH | vién Bui Pic T
11.1 Céc vin béan chi dao ctia céc cap Dén khi vin ban hét '
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3.3 Ho so vé ngén sach nha nudc hang nim cia Vinh vién
nha trudng

3.4 Ké hoach, bdo c4o tai chinh va quyét toan Vinh vién
3.7 Ho so kiém tra, thanh tra tai chinh tai co quan Vinh vién
va cac don vij truc thude

3.8 S6 séch ké toan 20 nim
3.9 Chimg tir ké toan st dung trc tiép dé ghi sb 10 ndm
KT va lap BC tai chinh

3.10 Cong vin trao ddi vé cdng tac tai chinh, k& 10 nam

toan

V. CONG TAC THANH TRA

1. Thanh tra chuyén mon

1.1 Cac van ban chi dao cta cac cap

Peén khi vdn ban hét

hiéu lyc thi hanh

4 THORD TV t1 n% 01;; hoach, quyét dinh kiém tra ndi bo ctia nha Vinh vién Vii Thj Hai Yén

1.3 H6 so thanh tra toan dién, dinh ky, dot xuat Vinh vién

gido vién

1.4 Céc bién ban kiém tra Vinh vién

2. Thanh tra nhin dan

2.1 C4c viin ban chi dao cua cac cp Pén khi vin ban hét

' . hiéu lyc thi hanh Bl

23/2024/THCSDTVH | 2.2 Quyét dinh, quy ché, ké hoach, bo céo hoat 5 ndm Thanh Huon

dong ctia Ban TTND &

2.3 SO shch quéan ly 5 nim

2.4 Céac biéh ban kiém tra 5 nam

3. HO so Quy ché dén chii x 5
24/2024/THCSDTVH | 3.1 Céc van ban chi dao cia céc cap P&n khi van ban hét | guyen Thi

Thu Phwong

hiéu luc thi hanh
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1.1 Céc viin ban chi dao cia cac cap Dén khi van ban hét
hiéu lyc thi hanh
1.2 Quyét dinh, quy ché, k& hoach, bo c4o cong | Vinh vién
taic TDKT
1.3 HO so tb chirc thyc hién phong trao thi dua 5 ndm
2. Ho so thi dua cudi nim hoc
2.1 Céc viin ban chi dao cua céc cp 5 ndm
2.2 T6 trinh dé nghj DH: TTLDXS cép TP va 5 nam
CSTD cap CO SO
2.3 Béo céo dé nghj khen cao: TTLDXS cap TP, |5 nim Nguyén Thij
28/2024/THCSPTVH | Bang khen ciia TTCP, BK ciia BO GD&DT Thu Phwong
2.4 Ban chi tiéu- ké hoach- két qua 5 ndm Lé Thi Lan
2.5 Ban dénh gia thi dua 5 ndm
2.6 Bién ban binh xét cac danh hiéu thi dua 5 ndm
2.7 Trich ngang TT dé nghi khen thudng ctia tdp | 5 nim
thé
3. Ho so khen thwéng gido vién- Hoc sinh
3.1 Céc van ban chi dao ctia cc cp Dén khi vin ban hét
hiéu lyc thi hanh
29/2024/THCSPTVH | 3.2 Quyét dinh, cac biéu mau Vinh vién Vii Thj Hai Yén
3.3 Céc bién ban hop dénh gia, binh xét Vinh vién
3.4 Danh sach khen thuéng 5 nam
3.5 Cac bién ban hop danh gid, binh xét 5 nam
VIL. HO SO QUAN LY HANH CHINH
1. Ho so‘ xay dung, ban hanh quy dinh, hwéng
dén, kiém tra cong tac hanh chinh x
30/2024/THCSPTVH | 1.1 Céc vén ban chi dao, huéng dan cua cac cip | Dén khi van ban hét Nguye{l Negoc
sa g s Tram
hi¢u lyuc thi hanh
1.2 K& hoach, bao cio vé cong tac vin thu 5 ndm
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1.7 S6 sach quan ly cong tac Pang

20 nim

2. Ho so vé cong tac Cong doan

2.1 Céc van ban chi dao ctia cic cép Dén khi vin ban hét
hiu Iyc thi hanh gl
35/2024/THCSPTVH | 2.2 Quyét dinh, quy ché, k& hoach, bao céo cong | 5 nam = guyen 1)
’ hu Phwong
tac CD
2.3 Ho so hoat déng CD 5 ndm
2.4 S6 sach quan ly 5 nim
3. Ho so cong tac Poin
3.1 Céc vin ban chi dao clia céc cap Dén khi van ban hét Nouvén Thi
36/2024/THCSPTVH ’ ’ hiéu luc thi hanh ,Ighg'nh =
3.2 Nghi quyét, chuong trinh, ké hoach, b4o cdo | 5 nam
3.3 S0 sdch quan ly 5 ndm
4. Ho so vé ¢ong tac Doi
4.1 Céc vin ban chi dao cua céc cap Dén khi van ban hét
hiéu lyc thi hanh
4.2 Nghl quyét, chuong trinh, ké hoach, bdo cdo | 5 nam
37/2024/THCSPTVH | 4.3 S6 séch quan ly 5 ndm Lé Thi Lan
4.4 Hb so Dai hoi, t6 chirc cac hoat ddng phong 5 ndm
trao
4.5 Luu quyet dih bd nhi¢m cong tac Doan, bang |10 ndm
khen, giay khen clia cic cép
5. H so vé Hoi chir thap do
5.1 Céc vin ban chi dao ctia cac cap Dén khi vin ban hét
hi¢u luc thi hanh x L
38/2024/THCSDTVH | 5.2 Quyét dinh thanh 14p ban chi dao v& cong tac | 5 nam Negayon Thi
b Thu Hoai
chit thap do
53Ké hoach hoat d9ng, bao cdo cong tac chir 5 ndm

thap do

2 /0

oS
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1.8 Béo cao thyc hién THTT 5 ndm
1.9 Gidy ching nhan THTT Vinh vién
2. Ho so vé x4y dung trwdong hoc an toan,
phong chong tai nan thwong tich, p/c
HIV/AIDS, p/c ma tiy...
2.1 Céc vin ban chi dao cia cac cap Pén khi vin ban hét
’ ] higu lyc thi hanh
2.2 K¢ hoach xay dung THAT, phong chong 5 ndm
TNTT, HIV, ma tuy VS ATTP...
42/2024/THCSDTVH |23 Quyét dinh thanh 1ap THAT 5 ndm Lé Thi Lan
2.4 Bang déanh gia két qua xay dung THAT 5 nam |
2.5 Béo cdo thuc hién THAT... theo dinh ky 2 5 nam
1An/n3m
2.6 Td trinh dé nghi céng nhan dat danh hiéu 5 nim
THAT cép Thanh phé
2.7 Giéy chirng nhan THAT
3. Ho so vé Vin hoa- Thé duc thé thao- HKPD
cic cap
3.1 Céc viin ban chi dao ctia cac cap Dén khi vin ban hét
hiéu luc thi hanh ]
43/2024/THCSDTVH |3 Ding ky, quyét dinh, ké hoach, bao cdo 5 ndm Bui Dac Ta
3.3 Két qua c4c hoat dong VH- cac phong trao- 5 ndm
HKPD céc cip
3.4 Cac bién ban kiém tra 5 ndm

T O —
N s .
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7.3 Pang ky thuc hién, két qua qua céc dot thi
dua

48/2024/THCSDTVH

8. Ho so' mé hinh trwéng hoc dién ti, chuyén

As A
doi so

8.1 C4c vin ban chi dao ctia cac cap

Pén khi viin ban hét
hiéu lyc thi hanh

8.2 Quyét dinh — K& hoach — Béo cédo

8.3 Bién ban kiém tra

Bii Thj Hanh

it Thi Hai Yén




