UBND QUAN HA PONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HQC PHU LAM DPoc 1dp — Tuw do — Hanh Phic
Sé: 02/QP-THLPL Ha DBéng, ngay 03 thang 1 ndm 2025
QUYET PINH
Ban hanh Danh muc ho so ciia truwdng Tiéu hoc Phi Lim
Niam 2025

HIEU TRUOGNG TRUONG TIEU HQC PHU LAM

Can cir Théng tw s6 28/2020/TT-BGDDT ngay 04 thang 9 ndm 2020 cia
B¢ Giao duc va Pao tao vé Ban hanh Diéu I¢ Truong tiéu hoc;

Cén cir Ludt Luu tri¢ sé 01/2011/QH13; Nghi dinh sé 01/2013/ND-CP
ngay 03/01/2013 ciia Chinh phi quy dinh chi tiét thi hanh mét sé diéu cia Ludt
luu trit; Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phii vé cong
tac van thu;

Can cir Théng tu s6 27/2016/TT- BGDDT ngay 30 thang 12 ndm 2016
ciia B6 GD&DT vé quy dinh thoi han bdo quan tai liéu chuyén mén nghiép
vu cua nganh Gido duc;

Cén cir Thong tu s6 10/2022/TT- BNV ngay 19 thdng 12 nam 2022 cia Bg
N&i vu vé quy dinh thoi han bdo quan tai liéu; Quyét dinh s6 4266/QP-
UBND ngay 31/12/2020 ciia UBND qudn vé ban hanh Quy ché céng tc
Van thu, lvu trir quan Ha Dong;

Xét dé nghi ciia bé phdn chuyén mén,

QUYET PINH:

Pidu 1. Ban hanh Danh muc hd so cia Truong Tiéu hoc Phi Lam nim
2025 (c6 danh muc dinh kém).

Piéu 2. Can b, gido vién, nhan vién va cac bd phan chuyén trach thyc
hién m& hd so theo Danh muc hd so; chju trach nhiém vé sb lugng, thanh phan,
ndi dung tai liu, hd so; bao dam yéu cau, chit lugng clia hé so theo quy dinh;
np luu nhimg hé so, tai ligu cho bé phan Vin thu, Luu trir khi két thic nim

2025. Truong hop khong c6 trong Danh muc hd so, c4 nhan tu xac dinh cac
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théng tin: tiéu d&, hé so, s6 va ky hiéu hd so, thoi han bao quan, ngudi 1dp hé so
va thoi gian bét dau.

Pidu 3. Tap thé can b gido vién, nhan vién, td chuyén mén v cic doan
thé, bd phan chuyén trach can ci thi hanh quyét dinh nay./.

Noi nhan:

- Phong N§i vu quén (b/c);
- Nhu Diéu 3;

- Luu: VT.
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UBND QUAN HA PONG
TRUONG TIEU HQC PHU LAM

CONG HOA XA HQI CHU NGHIA VIET NAM

Pjc lip — Ty do — Hanh Phiic

) DANH MUC HO SO _ _
CUA TRUONG TIEU HQC PHU LAM NAM 2024
(Ban hanh kém theo Quyét dinh so 02/QD-THPL ngay 03 thang 01 nam 2025

cua Truong tieu hoc Phu Lam)

S6 va ky . n Ak A Thoi han Pon vi/ngudiliphd | Ghi
hiéu HS Tén de muc va tiéu de ho so bio quan S chii
I. Ho so nha truong
01/Tr | 1. S§ ding b Vinh vién _ Ding Van Thinh
02/Tr | 2.6 phé cap GDTH 5 ndm Bing Van Thinh
3. Bang théng ké, tdng hop két qua Ding Van Thinh
03/Tr ) » : 20 nim
hoc tép, rén luyén cua hoc sinh
Tra hoc sinh ; )
04/Tr | 4. Hoc ba hoc sinh khi ra truong, | Pham Thj Thuy Ha
chuyén truong
05/Tr | 5. SO nghi quyét cia trudng 10 nim Pham Thj Thuy Ha
06/Tr | 6. Ho so Hoi dong truong 20 nim Nguyén Thj Thu Ha
7. Ban dang ky thyc hién nhiém vy, Déing Vén Thinh
07/Tr | bdo cdo danh gia két qua thyc hién| Vinhvién
nhiém vy
A Vin Thinh
08/Tr | 8. H6 so kiém tra ni b 5 nim P :
2 3 A & o Nguyén Thi Thu Ha
s an . guyen 1ht
09/Tx 9 ASo unén ly can b9, gido vién va Vinh vién
nhén vién
10Tr | 10. S6 khen thuong, ky ludt gidovien |  10nam | Nevyen ThiThuHa
11. Hb so thi dua khen thuéng, ky Nguyén Thi Thu Ha
11/Tr 2 i 10 ndm
luat hoc sinh
12/Tr | 12. Sb quan Iy cong van di, dén 5 nam Pham Thj Thuy Ha
13. Hd so gido duc dbi véi hoc sinh | Trahocsinh | Pham Thj Thuy Ha
13/Tr kh ;t t,t khi ra tmbng’
Wy chuyén truong
14. H6 so ban giao chét lugng hoc Ding Vén Thinh
14/Tr | sinh 16p 1-5, ban giao hoc ba 16p 5 va 5 nim
ma tuyén sinh cho phy huynh.
15/Tr Hb so quy hoach cén b 10 ndm Nguyén Thj Thu Ha
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16/Tr Hb so tuyén sinh 5 ndm Pham Thj Thuy Ha
17. Danh sich hoc sinh hoan thanh
17/Tr chuong trinh 16p hoc, chuong trinh 20 ndm DPing Vin Thinh
tiéu hoc.
| — PF P 4 =
18. Cac bién ban kiém tra hoat djng
i ’ 5 nd Diang Vian Thinh
18717 | 1 ha trwong cita cAp trén s bl
19Tr | 19. Hoso CB GV, NV Vinh vién Pham Thj Thuy Ha
20Tr | Hoso CB GV, NV dang cdng téc
-Hb6 so CB GV, NV did nghi huy,
Ph i y Ha
chuyén cong tac... o T Ly
21Tt | 20. H so thi dua (tap thé, c4 nhan) 10 nim Ding Van Thinh
B II. Hd so Hiéu truéng Nguyé&n Thj Thu Ha
01/HT | 1. Ké hoach thyc hién nhiém vy 5 nim
2. S6 du gid; SO kiém tra, dénh gia
- am
A GV; Ke hoach day hoc B
. Ké hoach, chién 1 ié =
03/HT ih R teru b:lzc chién lugc phét trién Vinh vidn
04/HT | 4. HO so Quy ché dan chi 20 nim
. ché t§ chic, hoat do
OS/HT 5. Quy ché to chic, hoat dong co 20 nAm
quan
6. Ho so thi GVDG cép trudng, quan,
O6MT | thanh phé... L
7.Hb so danh gia, xép loai Hiéu
07/HT | truong, Phé Higu trudng, gido vién 5 nim
theo chuén nghé nghiép
8. H) so dénh gi4 cén bo, vién chirc
T 0 nd
O8HT | 1 3ng théng, nim hoc W nam
9. HO so thyc hién dinh vé
oomr | O HO s0 thuc hién quy dinh ve do| 5 )
dirc nha gido
10/HT | 10. D€ 4n vj tri viéc lam 5 ndm
11. Ho so thyc hién quy dinh vé
ppr | 11 HOso thuc hisn quy dinh ve day | 5
thém, hoc thém
12/HT | 12. H so thyc hién quy tic img xir 5 nim
13/HT | 13. Hd so cong tac phdp ché 5 nam
14/HT | 14. Ké hoach cdng tac théng nidm
| 1SHT 15. Ho so cong tac phong chong tham 5 ndm
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JgHT | 16. Hoso tiép cong dan 5 nam
— | 17. Hd so lya chon SGK 16p 1, 2, 3,4,
17/HT 5 5 nim
[/HT | 18. HO so gi6i thiéu td trudng, t0 phé 5 ndm
19. Ho so trién khai thyc hién CT
19/HT | GDPT 2018 giai doan 2020-2025, 20 ndm
nim 2025
II1. Phé Hiéu trudmg DPing Vin Thinh
1. K& hoach chuyén mén (nim, hoc
01/PHT | ki, thang, tuan...); C4c ké hoach lién | 5 nim
quan dén chuyén mén
02/PHT | 2. Hb so chuyén d& 5 nim
03/PHT | 3. Danh séch hoc sinh céc 16p 5 ndm
4. Ho so vé cong tac kiém tra dinh ky
T .
O4/PHT | 45 véi hoc sinh > 4m
5. 86 dy gio; SO kiém tra danh gia
HT o £ 5na
e gido vién; K¢ hoach day hoc nam
06/PHT | 6. Bién ban hop giao ban BGH 10 ndm
7. H6 so céc cudc thi cip truong,
07/PHT | quan d6i v6i hoc sinh (TDTT, Fetival 5 ndm
TA, Vioedu...)
8. Hd so cac cudc thi cép truong,
08/PHT | quin déi véi CBGV, NV (CNTT,| 20 nim
PDDH ...)
09/PHT | 9. Hd so séng kién kinh nghiém 10 nim
10/PHT | 10. Ho so phong chéy chira chay 5 nim Pham Thj Thuy Ha
11/PHT | 11. Hé so quan Iy co s& vat chét Nguyén Thj Hoa
LS4 tai san, cong cuy, dung cu 20 nim Nguyén Thi Hoa
- S? thiao doi tai san cac 16p, phong hoc § cii Nguy&n Thi Hoa
bd mén
12. H6 so bdi dudng thudng xuyén
/PHT Ping Vin Thinh
= CBQL va GV i kit
13/PHT | 13. HO so An toan trudng hoc 5 nam Nguyén Thj Thuy
14/PHT | 14. Ho so hoc sinh rén luyén trong hé 5 ndm Déng Vin Thinh
15/PHT | 15. S6 theo ddi GV nghi va phan 10 nim biang Van Thinh
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-~ | cong day thay
l 4PHT 16. Hb so cong tac ban tra 5 ndm Nguyén Thj Thuy
~7/PHT |17 H6 so PCGDTH va XMC 5 nim Ping Vin Thinh ~
' 18. HO so boi dudng chuyén mén he, Dang Vian Thinh 1
18/PHT tap hudn chuyén mén nghiép vu 5 ndm
cho CB, GV, NV.
~Jo/PHT | 19. Thoi khéa biéu 5nam | Pang Van Thinh
m—_— zg;IHE‘) so hoc sinh chuyén di, chuyén Sy Pham Thj Thuy Ha
21/PHT | 21. Phiéu danh gid CBGV, NV 5 nim Ping Vin Thinh
- 24. Hd so phu dao hoc sinh yéu, bdi
22/PHT | dudng hoc sinh c6 ning khiéu ciia 5 nim Ping Van Thinh
trueong, 16p
23/PHT | 21. Hb so tu vén tam Iy hoc dudng 5nim | Nguyén Thj Thuy
10 Hb so Td chuyén mén Té truéng CM
01/TcM | 1. K& hoach sinh hoat t&6 CM 5 nim
02/TCM | 2. Lich bao giang 5 nim
oo S e
V. Hb so T4 viin phong 5 nim Nguyén Thj Thuy
01/TVP | 1. K& hoach hoat dong ctia tb
02/TVP | 2. Sé bién ban hop td
VL. Hb so gido vién Giéo vién
01/GV | 1. K& hoach day hoc 5 nim
02/GV | 2. Sb dy gio 5 nim
03/GV | 3. Lich béo gidng 5 ndm
04/GV | 4. K& hoach hoat dong chuyén mon 5 nim
VIL Hb so Tong phu trich 5 ndm Dinh Thj Phugng
01/TPT | 1. S6 cong tac Doi
02/TPT | 2. Céc loai ké hoach, bao céo
03/TPT | 3. Bai phét thanh méng non
04/TPT | 4. Ho so Dai hoi Lién déi, Chi doi
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= r—\#’ITI Hd so Cong doan Dang Vian Thinh
~7cD | 1. 8 Nghi quyét CD -BCH 20 nim
12/CP 2; So th‘eo doi sO lugng doan vién 10 nim
cong doan
03/CD 3. Ké hoach, ‘bao cdo tong ket hoat 20 ndm
dong Cong doan
I 4.’ Ho' SO i:ac dot phdt dong quyén 20 nim
g6p, ung hg...
05/CD | 5. Ho so thu chi qui Cong doan 10 nim
06/CB | 6. Ho so Hoi nghi CBVC, NLD 20 nim
J7/CD 7. Danh sach cong doan vién 20 ndm
08/CPB | 8. H so Dai hdi cong doan (néu c6) 20 nim
IX. Ho so Chi doan Pham Thj Duyén
GRS 1. Quye.t dlflh C(.)?g nhén Ban chap 20 nim
hanh Chi doan nhiém ky 2022-2024
02/ChP | 2. Danh séch doan vién 20 ndm
03/Chb | 3. K& hoach, béo céo 20 nim
04/Chb | 4. H6 so Dai hdi Chi doan (néu c6) 20 nim
05/ChD | 5. S8 Nghj quyét 20 nim
X. Ho so Ké toan Vinh vién | Nguyén Thj Hoa
O1/KT | 1. Chimg tir ké ton
- Chirng tir ké to4n quy ngan sich
- Chimg tir ké todn c4c quy ngoai
ngan sach
02/KT | 2. Béo céo tai chinh.
03/KT | 3. Hop ddng lao dong, 1am viéc
04/KT | 4. Cac loai s6 ké todn theo quy dinh.
— Quyét dinh giao dy toén, bién ban
thdm dijnh quyét todn ngan séch
x . 3
XL Hb so ciia NV Thur vién, thiét bj Newyen Th Blek
Hanh
01/TV- g =
B 1. Céc loai so thu vién 20 ndm
- S6 nhat ky thu vién
L -Sb muon thu vién
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- S5 dang ki sach gido khoa
- Sb dang ky ca biét
02/TV- 2 oA
B 2. HO so thu vién
- Céc bai gi6i thiéu sach 5 nam
- .Ik(e hoach, bdo céo hoat dong Thu 5 nim
vién
- Bién ban hop t6 CTTV 5 nim
= B. A bén . «X A ”
1en‘ E)an glao,. ‘klem‘ke, ’thanh ly 20 nAm
sach, an pham thu vién (n€u co)
03/TV- |3. Cac loai sb theo d&i thiét bj,
B DbDDH
- 84 chi tiét danh myc thiét bj 20 nim
- S8 theo doi tdng hop thiét b 20 nim
- Sb dang ki va sir dung PDDH 5 ndm
s . . o R A ’
04/TV- Bl.eAn tfén ban giao, ki€m ké, thanh ly 20 nAm
TB thiét bi day hoc
XII. Nhén vién Y té 5 nim Nguyén Thj Thuy
01/YT | 1. Cong vin chi dao
BT 2; Quyet du:h, ke ho‘ach lién quan dén
cOng tic y t€ hoc duong
03/YT | 3. Céc loai sb séch y té
04/YT | 4. Hb so chir thap dé
05/YT | 5. Hb so kham sirc khée hoc sinh
06/YT | 6. Hd so phong chdng dich bénh
XIII. Nhin vién Vian thw 5 ndm Pham Thj Thuy Ha
01/VT | 1. Tap luu vin ban gui di )
—_— 2. Céc vin ban quy dijnh, huéng ddn | Theo hiéu lyc
vé cong tic GDPT VB

Bén danh muyc hd so nay cé: 102 hé so, bao gbdm:

06 ho so bao quan vinh vién

96 ho so bao quan c6 thdi han
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