UBND TINH HAI DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAl HQOC HAI DUONG Péc lap - Tw do - Hanh phuc

S6: 12 /ICTCT-BPHHD Hdi Duwong, ngay 01 thang 02 nam 2023

CHUONG TRINH CONG TAC
Thang 02 niam 2023

Nhiém vu trong tam coéng tac trong Thang:

1. Tiép tuc chi dao toan thé CBVCLD va ngudi hoc thuc hién cac quy dinh hién hanh vé phong, chong dich bénh
COVID-19 phu hgp tinh hinh méi.

2. Xac dinh chi tiéu tuyén sinh nam 2023; xay dung Dé &n tuyén sinh dai hoc nam 2023; xay dung va trién khai cac ké
hoach tuyén sinh, ké hoach quang ba, tuyén truyén tuyén sinh trinh d6 dai hoc, trinh do Thac si nam 2023; thanh, quyét toan
cac khoan kinh phi lién quan dén tuyén sinh; tiép tuc thu bd sung hd so caa 16p dai hoc Ngdn ngit Anh do Tinh ty quan ly; tich
cuc tuyén truyén quang béa cac nganh hoc, bac hoc, cac hoat dong cia Nha trudng bang da dang céc hinh thuc; tiép tuc phdi
hop cung Pai hoc Bach khoa va Cong ty Thép Hoa Phat dé quan ly 16p Dai hoc van bang 2 vira 1am vira hoc nganh Ky thuat
vat liéu; duy tri hop tac véi cac co so gido duc, t chire, dia phuong, ddi tac khac dé mé rong hoat dong dbi ngoai, tang cudng
quan hé hop tac.

3. Hoan thién cac thu tuc va hop Hoi ddng xét nang bac luong thudng xuyén, nang luong trudc han va phu cip tham nién dot
2 nam 2022; cap nhat dir liéu va kiém soat hd so caa can bo giang vién trén phan mém quan 1y can bo; ra soéat danh sach vién chuc,
lao dong di thuc té; tong hop chat lwong cdng tac va thu nhap ting thém thang 02/2023 ctia cac don vi trong Trudng; thanh 1ap HD
Chuyén d6i s6 cap Truong.

4. Xay dyng va trién khai thuc hién Thoi khoa biéu Dot 1 Hoc ky II nim hoc 2022 - 2023; tong hop két qua xét mién
lién théng cac céc 16p L10, D2 nam 2022 - 2023; tiép tuc thuc hién ké hoach thi két thic hoc phan cac 16p dai hoc Dot 2 Hoc
ky | nam hoc 2022 - 2023; thuc hién ké hoach cham thi két thic hoc phan céc 16p cao hoc Pot 2 Hoc ky I nam hoc 2022 -
2023; t6 chuc ra soat, tong hop dit liéu phuc vu HD xét tt nghiép Dot 1 nam 2023.



Xay dung céac ké hoach: KH to chirc, ra soat diéu Kién dé giao dé tai TTTN két hop véi viét KL/DATN Dot 1 nim 2023;
ké hoach t6 chirc thuc hién bao vé KL/DATN Dot 1 nim 2023; ké hoach in bang theo Quyét dinh céng nhan tt nghiép Dot 1
nam 2023; ké hoach phat bang tét nghiép Dot 1 nam 2023 cho SV dai hoc; ké hoach, chuan bi hd so xét diéu kién bao vé luan
van thac si Dot 1 nam 2023; ké hoach t6 chtic 6n tap bdi dudng va danh gia ning luc chuan dau ra tiéng Anh chuong trinh dao
tao trinh do thac si Dot 1 nam 2023.

5. Xay dung KH va trién khai xay dung hé théng Ngan hang dé thi; kiém tra nén nép hoc tap, dau gio, cudi gio; thanh tra
cdng tac tuyén sinh nam 2022; tiép tuc thuc hién Ké hoach DPBCL nim hoc 2022 - 2023.

6. Nam bat tinh hinh sinh vién, hoc vién sau ky nghi Tét Nguyén dan Quy Méo, 6n dinh né nép hoc tap; Trién khai ké
hoach va phdi hop t6 chizc kham sic khoe cho sinh vién PHCQ K12 va sinh vién PHLT L10, D2; phat dong cac phong trao thi
dua chao mung ngay thanh lap Bang Cong san Viét Nam 03/02 dén cac 1op sinh vién, hoc vién toan Truong; trién khai danh
gia diém rén luyén Hoc ky 1 (2022 - 2023) dén sinh vién toan truong; theo ddi, kiém tra tinh hinh hoc tap va vé sinh phong hoc
cac lop sinh vién Hoc ky II, nam hoc 2022 - 2023...

7. H3 tro can bo, giang vién thu tuc thuc hién dé tai NCKH cép co sd, cap khoa, bién soan gio trinh; nhan bai, thuc hién
quy trinh dang bai Tap chi S6 1/2023; lién hé phdi hop voi Sé Khoa hoc va Cong nghé, Lién hiép Cac hoi KHKT Tinh, chuan
bi cac diéu kién td chirc Hoi thao khoa hoc du kién vao Thang 03/2023.

8. Tong hop bao cdo sé liéu kiém ké co so vat chat tai hai co s&; duy tri tot co s& vat chat dam bao giang day Dot 1 Hoc
ky 11 cac 16p dai hoc, cao hoc; khic phuc hu hong camera, dién chiéu sang, nudc sinh hoat tai hai co so; duy tri tét cac cong
viéc thuong xuyén: quan ly tai san van hanh nha may nudc sach, thay thé va stra chita nho, vé sinh méi trudng chim séc bon
hoa tai dia diém Hai Tan; 1ap ké hoach, chuan bi co so vt chat phuc vu chuyén dai sé.

9. Chuan bi hd so, tai liéu phuc vu quyét toan ngan sach nha nude nam 2022; dang ky giam trir gia canh caa CBVC; ké
khai, diéu chinh m& s6 thué thu nhap ca nhan va ngudi phu thuéc caa CBVC; thyc hién cac tha tuc mién giam hoc phi cho sinh
vién thuoc dién ché do chinh sach theo quy dinh; thu hoc phi Hoc ky I nim hoc 2022-2023; phéi hop voi cac don vi, to chic



cho cac s, nganh thué hoi truong theo Dé an cho thué tai san cong dugc phé duyét; thuc hién thanh toan luong thang 02/2023;
bao cao thué thu nhap ca nhan thang 01/2023 cho can b, giang vién, nhan vién Nha ruong.

10. Céc khoa chuyén mén: Giang day theo TKB Dot 1 Hoc ky II nim hoc 2022 - 2023; cham thi va vao diém céc hoc
phan dai hoc, cao hoc Dot 2 Hoc ky I; t6 chirc dn thi chuan dau ra tiéng Anh di véi cac 16p cao hoc; thuc hién soan giang, bd
sung va cap nhat bai giang theo Chuong trinh dao tao duoc phé duyét; tiép tuc hoan thién hd so ra soat CTDT cac nganh dai
hoc; tiép tuc hudng dan SV thuc tap tét nghiép, lam DA/KL TN; quan 1y, hudng dan SV 16p di thyuc tap tai co sd; to chic hoi
thao khoa hoc cap Khoa va dua hoat dong nay tro thanh hoat dong chuyén mén dinh ky; thuc hién chuyén dbi sé trong qua
trinh giang day, hoc tap.

11. Cac Trung tam: Hoat dong theo chirc ning, nhiém vy, tich cuc nang cao hiéu qua cac hoat dong hd tro dao tao, hoat
déng dich vu tao ngudn thu, ...

12. Cong tac Cong doan, Poan Thanh nién, Hoi Sinh vién: Cong doan Trudng xay dung ké hoach va chuan bi cac budc
cho Pai hoi Cong doan 1an thir X111, xay dung ké hoach hoat dong ky niém ngay 08/3/2023, t chirc cac hoat dong tham quan,
hoc tap Xuan 2023. Poan Thanh nién, H6i SV: Hoan thién dang ky rén luyén doan vién nam 2023 trén phén mém quan ly doan
vién cua Trung wong Poan; xay dung ké hoach to chuc cac hoat dong chao mimg 93 nim ngay thanh 1ap Poan; hudng ung,
phat dong va té chirc Tét trong cay Poi doi nhé on Bac Hd Xuan Quy Mao 2023 trong doan vién sinh vién.

Nhiém vu cu thé:
I. CONG TAC CHINH TRI TU TUONG, XAY DUNG PANG, TRUYEN THONG VA HANH CHINH

Nguwoi thuc hién (Truéng/ £ ot gian Dy kien
TT Noi dung cong viéc phé don w C\}, GV, NLD) Pon vi phoi hop bat day/ hoan lfet qu_iu
thanh cOng viéc
1 Tuyén truyén theo ké hoach cua BTG Thanh uy Ban Tuyén gido PU ‘!'Auyer,] truyenA Thang 02/2023
vién cac chi bo
Trién khai Ké hoach hoc tap va lam theo tu tudng dao R Khi ¢6 hudng dan , £
2| dirc phong cach Hé Chi Minh nim 2023 /e T6 Vin Song cia BTG TW Thang 02/2023 | K& hoach

3 | Tham gia céac hoi nghi bdo céo vién Thanh phd, Tinh P/c B Thanh Huyén Theo KH BTG




5i d R = Nguwoi thuc hién (Trwéng/ i héi h bcTh(‘;ﬂ ?Il,?n\ BF klé[‘
TT No¢I dung cong viéc phé don vi, CV, GV, NLD) Don vi phol hgop at day oan Aet qu_iu
thanh cdng viéc
BCP phong, chong dich 7 Cac don vi
Tuyén truyén, chuan bi sin sang céc bién phép, gr%\r{glj[():htgngg?cthr?ggll-lga thll;,]r?gn?arI:lh(?D
4 Eihr?hn?ﬁd(i:hong dich bénh COVID-19 phu hogp tinh 19’ BP Y t, | Tr}n‘mg, I—?TN, Thang 02/2023
BP Truyén thong Website Hoi SV, cac lop
Phong Hanh chinh SV, HV
R4 soat va ban hanh vin ban di/dén trong Thang 02; | Cac d/c: Vii .T. Kim Nhung | Cac don vi truc
5 pho to tai lieu phuc vu cong tac dao tao, NCKH, Vi .T.T. Trang thugc; cac HD. Thang 02/2023 Hoan
tuyén sinh . .. tham gia ra soat hoan thién mot so6 dé¢ Do Thanh Huyeén TbG CTDT, T6 thanh
an, bao c4o theo yéu cau...; (Phong Hanh chinh) soan thao DA
Gilp viéc BGH xay dung, tong hop Chuong trinh
6 cong tac Thang toan Trudng va Lich cong tac 04 tuan Vi .T. Kim Nhung Thang 02/2023
thang 02.2023 cua BGH; thu ky cac cudc hop chuyén Vi Thi Thu Trang
mon, cac cudc hop khac theo yéu cau.
7 | Quan ly, ddn doc thyc hign cOng tac an ninh trat ty D/i/}:ih}fl.nlii\rlri%}fl)ﬁggng CZTQ%?S,TJSE, Thang 02/2023
cua cac to bao vé tai 03 dia diém; cong tac PCCC. ~
Vu T.T. Trang T
Bién tap, ding tai cAc tin, bai vé cac sy kién, hoat B/c Vii.T. Kim Nhung Céc phong, khoa Hoan
8 | dong cua Nha truong trong thang; cac thdng bao, ké b/c Bo Thanh Huyeén trung tém ' Théng 02/2023 thanh
hoach, thong tin tuyén dung, ... trong Thang (Phong Hanh chinh)
Thuc hién cﬁng’téc I& tan, khanh tiég cac cuoc hop,
hoi nghi, dén tiép cac Poan khach dén lam viéc véi . X . Céc phong, khoa, ) Hoan
9 Nha t?u’(‘mg; chué% bi co s& vat chat phuc vu cong tac Phong Hanh chinh t?ung g[Jém Thang 02/2023 thanh
chic mung, viéc hiéu trong thang
N o , A b/c Phﬁ:ng Viét PhErong TT QLKTX, \
10 P_hpl h\qp cham soc cay Xa}nh, dqn co khu vyc khudn b/c Dq I\/IanAh Culong Doan TN. L Thang 02/2023 Hgan
vién va xung quanh khu Hanh chinh HB (LH) b/c Vi Thi Luyén, cac t6 BV sV T thanh

(Phong Hanh chinh)




Il. HOAT PONG CUA POAN THE VA CONG TAC SINH VIEN, HQC VIEN
1. Hoat dong ciia c4c té chirc doan thé: Cong doan Truong, Poan Thanh nién, Hi Sinh vién

Nguoi thuc hién ] Thaoi gian bit Dur kién Két QUi con
TT Ni dung cong viéc (Truéng/ phé don | Pon vi phdi hop | diu/ hoan : Viécq g
vi, CV, GV, NLD) thanh :
1 | Thuc hién céc ké hoach cua CBN BCH CP Céc to CP Theo KH cua
CP Nganh
Xay dung ké hoach va chuan bj cac budc cho
2| Pai hoi Cong doan 1an thir X111 BCH CD
3 | Xay dung ké hoach hoat @ong 08/3/2023 BCH Cb Céac don vi Du Kkién dau thang
4 | To chic cac hoat dong tham quan, hoc tap BCH Cacto Cb
Xuan 2023
Hoan thién dang ky ren luyén doan vién nam Hoi Sinh vién,
5 2023 trén phan mém quan ly doan vién cua | Doan TN, Hoi SV Tinh doan Hai | Théng 02/2023
Trung vong Poan Duong
6 | Xay dung ké hoach t6 chuc cac hoat dong chao Poan TN, Hoi ';ﬁér? énch.l\./ée\? Thang 02/2023
mung 93 nam ngay thanh lap Poan Phong Dio ta0
Huong ung, phat dong va t6 chuc Tét trong cay .
7 | Poi doi nhé on Bac Hb Xuan Quy Mao 2023 Thang 02/2023
trong doan vién sinh vién
8 Viét bai, tuyén truyén cac hoat dong cua BTN Doan TN, Hoi Théng 02/2023
va HSV trén fanpage
9 Thgc h|¢‘n cfalc nh|§m v, Chu’(fngAtrln}l cua Nha Poan TN, Héi Thang 02/2023
truong va Tinh doan khi dugc phén céng.
2. Cong tac sinh vién, hoc vién
Nguoi thuc hién . Thoi gian bit R
T Ni dung cong viéc (Trwéng/ pho don vi, pon v dau/ hoan | DY (‘;z” tiegcq“a
CV, GV, NLD) phothep thanh g Vvie
1 | Tong hop béo céo chi nhiém Igp hang thang Tran Viét Diing Cha nhiém I6p Cudbi thang Hoan thanh




Nguwoi thuc hién

Thoi gian bat

TT N@i dung cdng viéc (Truwéng/ phé don vi, ﬁg}nh‘g diu/ hoan Dy (l:g:a]n tféthua
CV, GV, NLD) phothep thanh g Vvie
Theo ddi, kiém tra tinh hinh hoc tap va vé bang Tra My; Theo
2 | sinh phong hoc cac I6p sinh vién Hoc ky I, Tran Viét Dlng; Thai khéa bidu Hoan thanh
nam hoc 2022 - 2023 Pham Ngoc Anh
3 | Lam céc loai gidy x4c nhan sinh vién Pham Ngoc Anh Cha nhiém Iop Ca thang khi co Hoan thanh
SV yéu cau
Lam wu dai gido duc cho sinh vién thudc doi . . Cha nhiém 16p . .
4 tugng chinh sach bang Tra My Phong TC - KT Hoan thanh
5 Dy thao mot so ke hoach, bao cao lién quan bang Tra My; Cac don vi, phong, Hoan thanh
dén cbng tac sinh vién Tran Viét Dlng; khoa, trung tdm
e e LA bang Tra My; 2 s s
6 | Quan ly sinh vién Lao Pham Ngoc Anh Cathang Hoan thanh
Phat dong cac phong trao thi dua chao murng bang Tra My; Khoa chuyén mén, Chu Theo lich cia
7 | ngay thanh lap Bang Cong san Viét Nam 03/02 Tran Viét Diing; nhiém 1ép, Poan thanh L Hoan thanh
X A N Ao . o Nha truong
den cac lop sinh vién toan Truong Pham Ngoc Anh nién
8 Trién khai dénh gi4 diém rén luyén Hoc ky 1 bing Tra My; Khoa chuyén mdn, Chi Hoan thanh
(2022 - 2023) dén sinh vién toan truong Pham Ngoc Anh nhiém I6p
I11. CONG TAC TO CHUC NHAN SU VA XAY DUNG PQI NGU
Nguwoi thuc hién o Z XX -
TT N@i dung cong viéc (Trwéng/ phé don vi, | Pon vi phdi hop dg&?ggmﬁgﬁh Dy (l)(f:zn tiegcqua
CV, GV, NLD) g Vvie
Du thao va trinh céc loai van ban lién quan dén
1 | cdng tac té chic can bo, cong tac quy hoach Nguyén Manh Tuan Phong/Khoa/TT Thuong xuyén Hoan thanh
doi ngli can bo quan ly
Tiép tuc thuc hién bao ting, giam bao hiém, % A
, : " Nguyen Manh Tuén . A N
2 | cac ché dg, chinh sach cho vién chte, lao dong guyen Manh "u Phong/Khoa/TT Thuong xuyén Hoan thanh

vé thai san, dudng strc, dm dau, huu tri

Nguyén T .Thg Thuong




Ngwoi thuc hién

Thoi gian bat

D kién két qua

TT Ndi dung cong viéc (Truwéng/ phé don vi, | Pon vi phdi hop | .x s R
CV, GV, NLD) dau/ hoan thanh cong viéc
S e 9 6 65 g o T
3 | Hoén thien tha tuc, hd so CBVC chém dit Nguyen~T .Thg Thu:o*ng Phong/Khoa/TT Thuong xuyén Hoan thanh
A \ . Vi Thi Xuan
hop dong lam viéc.
4 Qu,an ly ho Sf)’ can‘bo vién chac cua can bd vién Nguy?n I\/.IanhATuan Phong/Khoa/TT Thuong xuyén Hoan thanh
chtrc trong toan truong Vi Thi Xuén
- I—!oan thl_e[] cac Béo c?o vi conq ta§ to CPUCZ Nguyan Manh Tuén
nhan sy, tién luvong, bao hiém va cac ché do Tidu Thi Thu Thi
5 | chinh sach theo cap quan ly; o y Phong/Khoa/TT Thuong xuyén Hoan thanh
X o , . n , Nguyén T .Thg Thuong
- Lam b&o céo thang, chuong trinh cong tac . A
, , R Vi Thi Xuan
thang cua Phong.
Hop Hoi dong, va hoan thién quyét dinh, hd so |  Nguy&n Manh Tuan
6 | xXét nang bac luong thuong xuyén, nang luong Tiéu Thi Thu Thuy Phong/Khoa/TT Théng 02/2023 Hoan thanh
truéc han va phu cip tham nién dot 2 nam 2022
. A, N Nguyén Manh Tuan
7 tRf‘ soat danh sach vien chuc, lao dong di thut |\ 2 T Tho Thiong | Phong/Khoa/TT | Théng 02/2023 Hoan thanh
© Vii Thi Xuan
A et s iR A e n Nguyén Manh Tuan
8 Clzrr)] n:?;:ﬁgfur:g] l::]eansol?;nh;), s;stt)aAcan bo Nguyén T .Thg Thuong | Phong/Khoa/TT Théng 02/2023 Hoan thanh
glang phan mem quan Ty can 50 Vii Thi Xuén
- Téng hop chat lwong cong tac thang 02/2023
ctia cac don vi trong toan Trudng dé bao co NauvEn Manh Tudn
9 | Hoi dong; guyen M Phong/Khoa/TT | Théng 02/2023 Hoan thanh

- Tap hop danh gia thu nhép tang thém thang
02/2023 cua cac don vi.

Nguyén T .Thg Thuong




IV. CONG TAC PAO TAO, PAM BAO CHAT LUQNG

1. Pao tao dai hoc chinh quy, sau dai hoc

Nguwoi thuc hién

Thoi gian bit

T Noi dung cong viéc (Truong/ phé dom vi, }r?gln h‘g dau/ 3: Ef:‘;\n bf;c
ol dung cong vie CV, GV, NLD) phothep hoanthanh | ¢ gvie
A s TS. Nguyén Phuong Ngoc, Cac don vi thudc Thuc hién
1.1} Cong tic tham muu Phong DT DPH&SPH Truong thudng xuyén
1 Ra soat, hoan thién hé thong van ban lién Thuc hién
quan dén t6 chuc dao tao thuong xuyén
Cap nhat két qua cia Ra soat Chuong trinh x Khoa/Phong lién quan,
2 dao tao Nguyeén Phuong Ngoc canhan dugc phan cong
1.2 | Cong tac tuyén sinh Phong PT PH&SPH TT HTDT &TS Theo ké hoach
Tflen khai tuyén truyén, quang ba tuyén sinh Theo KH
nam 2023
N B6 phan Ké hoach - Cac Khoa/Phong Cong viéc
1.3 | Cong tac ke hoach Phong BT PH&SDH lién quan thuong xuyén
Cap nflat, (Iquarrl ly (.ilem hoc phan, diém toan Cac Khoa CM BD céc 16
khoa cua céc 16p dai hoc, cao hoc
Xay dyng va trién khai Thoi khda biéu Dot 1, .
hoc ky T ndm 2022-2023 Cac Khoa CM TKB
Tiép tuc ké hoach thi két thic hoc phan cac s . .
l6p dai hoe Dot 2, hoc ky I, nam 2022-2023 GV, cac phong ban Theo KH thi DS, KH thi
Giang day/hoc tap céc lop cao hoc hoc ky II, , R
ndm hoc 2022-2023: GV, cac phong ban Theo KH hoc KH hoc
T6 chuc ra soat, tong hop dir liéu phuc vu HD .
xét tot nghiép Dot 1 nam 2023; TheoKHxet | DS, KH, Qb
C6 van hoc tap cho SV toan truong; Tiép
nhan, tong hop don HL/CTD cia SV; Theo KH DS, KH
Téng hop két qua xét mién lién thong cac cac , Theo KH
16p L10, D2 nim 2022-2023; Cac Khoa CM xét mién DS, KH, Qb




Ngwoi thuc hién

Thoi gian bat

T Noi dung cdng viéc (Truong/ phé don vi, }r?gln h‘g dau/ 3: Ef:‘;\n bf;c
o1 dUNg cong vie CV, GV, NLD) phothep hoan thanh | ¢ gvie
Thyc hién ké hoach cham thi két thuc hoc Theo KH
phan céac 16p cao hoc Pot 2, hoc ky I, nim Cac Khoa CM chém thi DS thi
2022-2023 a
9 | Xay dung céc ké hoach:
Xay dung cac vin ban xét mién lién thong 16p . Theo KH .
L10, D2 ndm 2022-2023 Cac Khoa CM xétmign | D> BB QPxet
Xay dung ké hoach To chirc, ra soat diéu kién .
dé giao d& ti TTTN két hop véi viét Céc Khoa CM T)t‘:ton\lH DS, K%QB xet
KL/BATN dot 1 nam 2023
Xay dung ké hoach, phéi hop t6 chac thuc . DS, KH, Qb
hién bao vé KL/DATN Dot 1 nim 2023; Cac Khoa CM Theo KH bio vé
Xay dung ké hoach in bang theo Quyét dinh
cong nhan tét nghiép Pot 1, nim 2023 cua Theo KH DS, KH, Qb
Hi¢u truong Nha truong;
Xay dung ké hoach phat bang tt nghiép Dot s
1, nam 2023 cho SV dai hoc GV, cac phong ban Theo KH DS, KH, Qb
Xay dung Ké hoach thi két thuc hoc phan Pot .
1, K3 2 nam hoc 2022 - 2023 Theo KH thi DS, KH
Xay dung Ké hoach, chuan bi hd so xét diéu
Kién bao vé luan van thac si Pot 1 ndm 2023 Theo KH DS, KH, Qb
Xay dung Ké hoach t6 chirc on tap boi dudng
va danh gia nang luc chuan dau ra Tiéng Anh
chuong trinh dao tao trinh d¢ thac si Dot Theo KH DS, KH
1.2023
R . . s aeX B6 phan Giao vu - Céac Khoa/ Phong Thuyc hién
14 | Cong tac quin Iy diém Phong BT PH&SDH lién quan thuong xuyén
Tong hop diém thi két thic hoc phan, hoc ky | Theo N
1| cac 16p dai hoc nam hoc 2022 -2023: Kéhoachthi | DD hocphan
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Ngwoi thuc hién

Thoi gian bat

Il Noi dung cong viéc (Truong/ pho don vj, }r?gln h‘g dau/ 3: Ef:‘;\n bf;c
o1 dUNg cong vie CV, GV, NLD) phothep hoan thanh | ¢ gvie
. . Thoéng bao KQ
2 | Cbvan hoc tap cho SV/HV thﬁgzg :(I:fcén hoc tap toi
g Xty SV/HV
Cap nhat, céng khai, quan 1y diém hoc phan, A Cac BP hoc
3 diém toan khda cua cac 16p Dai hoc, Cao hoc. Theo Ke hoach phan, toan khoa
Cong tac quan ly, kiém tra qua trinh hoc . . A - Quan ly hoat
1.5 |tap, giang day cia cac lop SV/HV theo P. Bao tao PH&SDH cac Iﬁhoa/ Phong Cf)ng VICCA dong giang day,
lién quan thuong xuyén A
TKB hoc tap
Quan ly qua trinh hoc tap cua SV/HV hoc ky Cong viéc .
L1 11, nam hoc 2022-2023; thuong xuyén | Quan Iy HT
Quan ly qué trinh giang day hoc ky Il, nam Cong viéc Yt
2| hoc 2022-2023. thuong xuyén | Quan1yGD
] . Cong viéc
R . : Bo pha an ly va Khoa/Ph A
1.6 | Cong tac quan li van bang, chieng chi ¢ pv an qu’an Y ‘,’an Cac - oa/Phong thwong xuyén,
bang chirng chi lién quan A A
theo yéu cau
Thﬂamvdmh/‘cxap ban sao, tr? vanvbang, chu’ng . Van ban phiic
chi, bang diém theo don/cong van cua nguoi Theo yéu cau d4b theo véu ciu
hoc/co quan/don vi/doanh nghiép p theo yeu
L7 | Cong tac chuyén nganh, chuyén trwong,
' bao lwu két qua hoc tap
Thuc hién chuyén nganh, chuyén truong, bao A .
Iuu két qua hoc tap theo don ciia ngudi hoc Theo yeu cau Céc Qb, BD
18 Cong tac bao cao cac Bo Giao duc dao tao,

Sé GD&DT, Ban, Nganh lién quan

Bao cdo Bo GD&DT, So GD&DPT, Ban,
Nganh lién quan theo VB dén

B6 phan lién quan

Theo cong van

Van ban bao céo
theo cong van
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Ngwoi thuc hién

Thoi gian bat

T Noi dung cong viéc (Truong/ phé don vj, }r?gln h‘g dau/ 3: Ef:‘;\n bf;c
o1 dUNg cong vie CV, GV, NLD) phothep hoan thanh | ¢ gvie
1.9 | Céc khoa chuyén mén
Quan Iy, to chic phan cong nhiém vy, don
doc thuc hién va danh gia chat lugng cong tac
1 tung thanh vién cua khoa. To chac hop | Truong/ Phu trdch khoa
chuyén moén dinh ky, tham gia cac cuoc hop
cua Nha truong
Giang day theo TKB Dot 1 hoc ky II nam hoc . )
2022 - 2023; cham thi va vao diém cac hoc GV dugc phan cong Phong BBCL-TT,
2 A ] . P. bPT bH&SDPH
phan dai hoc, cao hoc Hoc ky I dot 2
T6 chuc hoi thao khoa hoc cap Khoa va dua . ,
A A s A A Phong Khoa hoc va
hoat dong nay tro thanh hoat dong chuyén .
3 N . .. < A 2 Xi A CN-TT, Phong bt
mon dinh Ky; thuc hién chuyén doi so trong
N . N PH&SDH
qud trinh giang day, hoc tap.
4 Soan giang, b6 sung va cap nhat bai giang | Truong/ Phu trach khoa; P.DBCL&TT;
theo Chuong trinh dao tao dugc phé duyét Giang vién P. Bao tao bPH&SPH
Ra soat, cap nhat tinh hinh va trién khai thuc | - Truong/ Phu trach khoa; | - Phong CTSV Thuong xuyén
5 hién tot cong tac quan ly hoc vién, sinh vién | - Cha nhiém 16p; - Phong Dao tao
do khoa quan ly - Céc 16p sinh vién DH&SPH
Hoc tap boi dudng nang cao trinh do Chuyén
mon, nghi¢p vu (dang ky di NCS, tham gia cic
hoi thao khoa hoc trong nuéc va qudc té, Vlet X . Phong Khoa hoc va
6 ba1 dang céc tap chi, hoi thao trong nudc, qUOC Tmo’ng_/léglé ge\l(/:h khoa Cong nghé - TT,
..); thuc hién dé tai NCKH cap Khoa, cap Phong Hanh chinh
Truong theo ké hoach; Tham gia viét bai dang
Tap chi, Website.
Tuyén truyén, tuyén sinh d6i véi tat ca cac Trung tam , Ho so CH, PH,
7 nganh hoc, bac hoc nam 2023; cac 16p dao CBQL, GV HTDT&TS, TT KT Theo Ke hoach chtng chi
tao, bdi dudng ngan han TC, Tin hoc ngan han
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Ngwoi thuc hién

Thoi gian bat

Il Noi dung cong viéc (Truong/ pho don vj, }r?gln h‘g dau/ 3: Ef:‘;\n bf;c
91 dung cong vie CV, GV, NLD) Pot hep hoan thanh | 94#CONgVie
Thuc hién tét cac quy dinh vé phong, chong i - Nghiém tuc,
8 dich bénh COVID-19 Toan thé CBGV Theo thong bao an toan
, \ s Phong Pao tao PH &
g | HD sinh vién K9 thyc tap va lam khoa lugn; Hoi | ©4¢ [Tong B va cac SPH Theo ké hoach
thao chuyén mén B6 mén Ke toan, Tai chinh Tai chinh Phong BDPBCL - TT, :
cac phong lién quan
TO chuc danh gia KLTN cho SV K8.QTKD
con lai; T chac huéng dan K9.QTKD vé qui D/c Nguyét - TK,
trinh tha tuc thuc tap, viet BCTTTN va| GV KhoaKinhtée-QT .
10" | KLTN cho K9.QTKD; Pang kj dé tai, don vi | duoc phan cong; HP danh | T hong DT DH&SDH
thuc tap, phan cong GVHD; Hudng dan luan gia KLTN
van thac sT1 QLKT
1 Tlip tuc hoézl thlé,r_l dé cuong chi tiét cac hoc GV dugc phan cong T,hu ky céc td ra soat B@: cuong, Shi
phan theo mau méi (Bloom) cac CTDPT tiet hoc phan
Tiép tuc huéng dan SV K8.KTD thyc tap tot Phong Pio tao Pai
12 nghiép, lam d6 an TN; Quan 1y, hudéng dan PTK, Phu trach TBM, hoc va Sau PH, cac Theo K& hoach
SV l6p L8.KTH di thuc tap tai co so. GV Khoa Ky thuatva CN | phong c6 lién quan; :
doanh nghiép
2. Pao tao ngin han, cap chirng chi
Ngudi thuc hié Thai gian bit A
N o guro1 thc leh o O1gan DIt b kidn Két
TT N@i dung cong viéc (Trwéng/ phé don vi, Pon vi phoi hop dau/ hoan S o
. qua cdng viéc
CV, GV, NLD) thanh
. Tuyén sinh va to chuc thi cap ching chi Ung Giang vién, NV CB, GV, NV
dung CNTT co ban (TT Tin hoc) toan Truong
. Lz , Pham Thi Thanh Phong Bam bao CL —
Hoan thién thu tuc va cap chiing chi Ung dung 2 x ' o ong atm ba
2 | CNTT co ban - Théng 01/2023 Nguyen Thi Hoa TT’
co pbal - . N
g (TT Tin hoc) Phong HC
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Ngwoi thuc hién

Thai gian bat

D kién két

TT N@i dung cong viéc (Trwéng/ phé don vi, Pon vi phdi hop dau/ hoan o
. qua cong viéc
CV, GV, NLD) thanh
3 | Md lop moi Ké toan truong DN, Ké toan truong Pham Thi An
HCSN (TT Ké toan -TC)
4 Tiép tuc giang day céc I6p KTT K4, KTCB K14 Giangvien TT
theo Iicl} da phan cong ‘ (TT Ké toan -TC)
Soan dé cuong, bai giang hoc phan méi cho . "
5 | khda K12 nganh Ké toan theo phan cong cua (qufaigg tvol éerr: TI_-I;:)
Iéqh dao tha KT-TC ’ ’
Tiép tuc tuyén sinh cac 16p ngan han: Ké toan co = . A
6 bénF,) ké toé% thué, ké toénptru%ng HCSN, ké toan Glang vien 7T CB, GV"NV toan Lien tyc
. c (TT Ké toan -TC) truong trong thang
trrong Doanh nghiép
. Tiép tuc phat chang nhan, ching chi cho hoc Tran Thi Diéu Loan Lién tuc
vién cac lop da dao tao xong (TT Ké todn -TC) trong thang
3. Cong tac kiém dinh chat lwong, thanh tra - phap ché, dam bao chat lweng va khao thi
Nguwoi thuc hién Thoi gian bat
TT N@i dung cong viéc (Trwéng/ phé don | Pon vi phdi hop |  dau/ hoan Duw kién két qua cdng viéc
vi, CV, GV, NLD) thanh
1 'ZI'(I)eZp3 tuc thuc hién KH DBCL nam hoc 2022 - Phong DPBCL-TT Céc don vi
2 | Kiém tra nén nép hoc tap, dau gio, cudi gid Phong PBCL-TT Céc khoa
3 | Kiém tra ho so tot nghiép Phong PBCL-TT Phong BT
4 | Trién khai xay dung Hé thong ngan hang dé thi T vin Song Céc khoa
5 | Thanh tra cdng tac tuyén sinh nim 2022 Phong PBCL-TT
6 | Hoan thién cac bao cdo chuyén mén theo yéu cau T6 Vian Song Cac don vi
7 | Viét bai tham gia hoi thao, tap chi Phong PBCL-TT
8 | Pong doc cham thi vao diém thi két thic hoc phan | Phong PBCL-TT
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V. CONG TAC TUYEN SINH, HQP TAC PAO TAO

Nguwoi thuc hién

Thoi gian bat

TT Ndi dung cong viéc (Truéng/ phé don vi, }r?ginhﬁ dau/ hoan Du kién két qua cong viéc
CV, GV, NLD) photnep thanh
. L. Y en 2. . Trung tam HTDT & Phong BT , e .
1 | Phoi hop xac dinh chi tiéu tuyén sinh nam 2023 Tuyén sinh DH&SDH Thang 02/2023 | Dir liéu tuyén sinh
Phéi hop xay dung D& an tuyén sinh dai hoc | Trung tam HTDT & Phong BT . o n i
2 n3m 2023, Tuyén sinh DH&SDH Théang 02/2023 | Du thao chi tiéu tuyen sinh
Phéi hop xay dung cac ké hoach tuyén sinh, ké | Trung tam HTPT & Phone DT
3 | hoach quang b4, tuyén truyén tuyén sinh trinh Tuyén sinh £ Théang 02/2023 | Dy thao Dé an tuyén sinh
P X A o e PH&SDH
do dai hoc, trinh @6 Thac si nam 2023
4 Phéi hop thanh, quyét toan cac khoan kinh phi | Trung tam HTDT & Phong BT Thang 02/2023 | DU thao cac ké hoach,
lién quan dén tuyén sinh. Tuyén sinh PH&SPH g thdng bao tuyén sinh
Tiép tuc thu bo sung hd so cua I6p dai hoc | Trung tim HTPT & .
> Ngon ngit Anh do Tinh 1y quan ly. Tuyén sinh Thang 02/2023
6 Ho tro ?an b9, glar;g vién, sinh vién Nha truong | Trung tain HTDT & Théng 02/2023 | H so bé sung
trong cong tac tuyen sinh Tuyén sinh
Tiép tuc tuyén truyén quang ba cac nganh hoc, ik
7 | bac hoc. cac hoat dong cua Nha trudng trén cac Trung tar;n H.TDT & Théang 02/2023 | Thong tin tuyén sinh
X LA Tuyén sinh
trang mang xa hoi.
Tiép tuc phdi hop cing Pai hoc Bach khoa va
Cong ty Thép Hoa Phat dé quan Iy 16p Pai hoc | Trung tim HTPT & . Cac bai viét tuyén truyén
8 B R . \ - . 2. Thang 02/2023 .
van bang 2 vua lam vira hoc nganh Ky thuat Tuyén sinh online
vat liéu.
Duy tri hop tac véi cac co sé gido duc, to chic, Trune tim HTDT &
9 | dia phuong, dbi tac khac dé ma rong hoat dong £ Thang 02/2023 | Thu hoc phi ky |

d6i ngoai, ting cudng quan hé hop tac

Tuyén sinh
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VI. CONG TAC NCKH VA XUAT BAN TAP CHI

Thoi gian bat

N N Nguoi thuchién 5 g 21 glan Du kién két qua
TT Noi dung cong viéc (Trwéng/ phé don vi, ho dau/ hoan cona Viec
CV, GV, NLD) op thanh g vie
Huéng dan, hd tro can b, giang vién thyc hién dé o Ca? ch}{blen‘: )
1 . £ Y L s Vii Thuy Trang chu nhiém dé | Thang 02/2023
tai NCKH cap co sd, bién soan giéo trinh i
A A A A ‘A A 4 ) Ph(‘)ng TCKT
Phoi hop hoan thién ho so nghiém thu dée an mé ’ :
2 01 9P Todn TAIEH 110 307 hehie Vi Thiy Trang | khoa KTTC, | Thang 02/2023
nganh Ké toan trinh d¢ tién si BGH
Nhan bai viét guri dang tap chi va thuc hién quy | Nguyén T. Thdly | Céc tac gia va ,
3 | trinh dang bai tap chi s§ 1/2023 (gui phan bién, Hanh nguoi phan | Thang 02/2023
gui chinh stra theo y&u cau phan bién...) Vii Thiy Trang bién
Hoan thién ho so nghiém thu dé tdi NCKH cép co so
Nghién cizu xay dung Ngdn hang dé thi danh gid ndng Céc khoa CM
4 | luc Tiéng Anh tuong dwong cdp a5 Bl (bdc 3 theo | Vi Thiy Trang ac khoa Théng 02/2023
Khung nang luc ngogi ngir 6 bgc dung cho Viét Nam)
tai truong Pai hoc Hdi Duong.
5 | Thyc hién cac bao cao chuyén mon theo yéu cau Vi Thuy Trang khgzctfl:]r?g?é m Thang 02/2023
VIl. CONG TAC XAY DUNG CO BAN, CO SO VAT CHAT, TAI CHINH - KE TOAN
1. Xay dwng co ban, co sé vat chat va thiét bj
Ngwoi thuc hién . LA e Zo X KX -
A A  n A S Pon vi phoi Thot gian bat dau/ Du kien ket qua
TT Noi dung cong viéc (Trudémg/ phé don vi, : \ 5 * A A
CV, GV, NLD) hop hoan thanh cong viéc
1 | Téng hop béo céo sé liu kidm Ke tai hai co s Phong Quantrj | ¢ gﬂgﬁg khoa | 4nq 02/2023
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Nguwoi thuc hién .« LA si o 2. a2 £ )X .
A A A PRI Pon vi phoi Thoi gian bat dau/ Du kiéen ket qua
T Ngi dung cong vige (Trgg/n%\l}h&gg; vh hep hoan thanh cong vigc
Duy tri tét co s& vat chat dam bao giang day dot \ s Phong Dao tao .
2| I'ki Il BH, ki II Cao hoc, thi hét mon Phong Quan tri PH & Sau DH | |"ang 02/2023
Phdi hop t6 bao vé khac phuc hu hong camera, \ N I .
3 dién chiéu sang, nudce sinh hoat tai hai co s& Phong Quén trj To bao v¢ Thang 02/2023
Phéi hop phong Cong tac sinh vién trong viéc \ N Phong Cong tac N A
4 quan ly cac em SV Lao ¢ noi trd Phong Quén trj sinh vién Thuong xuyen
Duy tri tét cac cong viéc thuong xuyén cua
phong: van hanh nha may nuéc sach, thay thé va X N . A
5 stra chita nhé, vé sinh moi trudng chim séc bon Phong Quan tri Thuong xuyen
hoa tai dia diém Hai Tan
Duy tri nhap dir liéu tai san vao so theo ddi cong Nguyén Ba Viét Cac bV lién . A
6 cuva TS ¢o dinh Dinh Thi Mai Huong guan Thuong xuyén
10. Tai chinh - Ké toan
Nguwoi thuc hién sa Lo ad KK -
n A A A PO Don vi Thoi gian bat dau/ Du kien ket qua
T Ngi dung cong vige (Trg{”/ngéeh;gg)l vh phdi h0’p hoan thanh cong viéc
POV A I Nguyén Thi Huong
1 ChAu an,bl hO‘SO’ :[al 13¢u pfc vy quyet todn Trinh Thi Thanh Loan Hoan thanh
ngan sach nha nudc ndm 2022 X T X
Do Thi Tuyét
Nguyén Thi Huong
2 | bang ky giam trur gia canh cia CBVCLD; Trinh Thi Thanh Loan Hoan thanh
D6 Thi Tuyet
A . aA , x A % A Nguyén Thi Huong
3 Eheﬁ;(h?’ndle(‘: anntth:r]i ;?atglgvtglighap ca Trinh Thi Thanh Loan Hoan thanh
va nguol phy tuoec cu PG Thi Tuyét
Phdi hop véi céc don vi, to chirc cho cac so, Nguyén Thi Huong
4 | nganh thué hdi truong theo D€ an cho thué tai |  Trinh Thi Thanh Loan Théang 02/2023 Hoan thanh

san cong dugc phé duyét

P4 Thi Tuyét
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Nguwoi thuc hién

A A ) . : Pon vi Thoi gian bat dau/ |  Duw kién két qua
TT Noi dung cong viéc (Truwémng/ phé don vi, Aot A 5 * oA A
CV. GV, NLD) phoi hop hoan thanh cong viéc
s : LA , Nguyén Thi Huong
Bao cao thué thu nhap ca nhan cho can bg, ) i , N
5 ., i eA i P 0 Trinh Thi Thanh Loan Thang 02/2023 Hoan thanh
giang vién, nhan vién . .
Do Thi Tuyet
iy ) ) L Nguyén Thi Huong
Tiep tuc thu hoc phi, 1€ phi cua sinh vién, hoc ) i ,
6 .?p u ) o¢ pht fe phi cu 0 Trinh Thi Thanh Loan Théang 02/2023
vién cac khoa X £
Do Thi Tuyét
. Nguyén Thi Huong
Thuc hién thanh toan 1 thang 02 va ca i
7 l.Iv ?n a‘n OanA wong thang B va cac Trinh Thi Thanh Loan Théng 02/2023 Hoan thanh
khoan chi thuong xuyén; X J
Do Thi Tuyét
VIIIl. CAC HOAT PONG KHAC
1. Thuw vién
Ngwoi thuc hién Thoi gian bat c
. . i } . T R . Dw kien ket qua
TT Noi dung cbng viéc (Trwéng/ phé don | Pon vi phoi hop dau/ hoan o6na Vide
é
vi, CV, GV, NLD) thanh aVvis
Thuc hién cong tac thu vién:
- T6 chirc quan 1y, hudng dan ban doc tim kiém, khai ‘ ‘
L, S N LA \ A e pian s Phong Pao tao
thac va st dung tai liéu hiéu qua nguon tai liéu co
. fhur vien DPH&SDH, cac
ron u vien, . n .
g: A Ve P e Pham Thi Théu khoa, GVCN, Théng 02/2023
- Chu dong sap xép, don dep va xtr ly tai li¢u dé phuc .
. e HV-SV cac lop
vu ban doc hoc tap, nghién ciu khoa hoc; .
. Y . . " cao hoc, dai hoc
- Thu khoa luan/do an tot nghiép cua sinh vién, luan
van cua hoc vién
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2.Y té
gflfg’"l thue hién , Thei gian bit | Dur kién két
TT Noi dung cng viéc i ch &/ Pao Lo Pon vi phoi hop dau/ hoan qua cong
Vi, chuyen vien, thanh viéc
giang vién; LD) :
Truc y té, phat thuoc diéu tri mot so bénh thdng
1 | thuwong cho CBVCLD va ngudi hoc tai Truong
— 7 - - P — Tran Thi Thuong, Cac don vi thuoc
San sang chuan bi cac bién phap phong chong khi xay ra | Vil Thi Luyén (ho Truong, cac I6p sinh Thang 02/2023
2 | dich bénh tro) - Bo phan Y té, vien. hoc vian
i _ _ Phong Hanh chinh P
3 Trién khai ké hoach va phoi hgp t6 chirc khdm suc khoe
cho sinh vien BPHCQ K12 va sinh vién PHLT L10, D2
3. Hoat déng dich vu, phuc vu, hé tro' daoe tao cia cac Trung tam
Ngudi thuc hién . Thoi gian bat A A
TT N@i dung cong viéc (Trwéng/ phé don }r?ginh‘;!’ dau/ hoan Dy (l:(ﬁlf‘n tfgcqua
vi, CV, GV, NLD) phothep thanh gvie
Giang day theo TKB Dot 1 hoc ky II ndm hoc 2022 - . A .
GV cac Trung tam Phong BBCL-TT,
1 | 2023; cham thi va vao diém cac hoc phan dai hoc, cao An
hoc Hoc ky T dot 2 dugc phén cong P. PT bPH&SDbH
Hoc tap boi dudng nang cao trinh do chuyén mon, - Phong Pao tao
nghiép vu; Thuc hién nhiém vu NCKH cap Khoa, cap bH&SPH Theo K&t qua
2 | Truong nam hoc 2022 - 2023 theo Ké hoach ciia Nha CBGVcac TT - Céc khoa chuyén ké hoach d ;nl? 4
truong; Tham gia viét bai ding Tap chi, Website, Hoi mon : g
thao KH
Trung tam Hop tac
o | P e oy i 06 i o st B | oGy, N cac T | DITS, TT K o
P gng -TC, TT Tin hoc
- Bao tri, bao dudng cac phong may phuc vu giang
day thuc hanh va to chure thi cap Chung chi Ung dung Cac don vi thugc
4 | CNTT co ban; TT Tin hoc Truong, Vien NCPT

- Phéi hop voi Vien NC Bao hiém t6 chiic thi cap
chung chi dai ly bao hiém.

Bao hiém
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Ngudi thuc hién Pon vi Thai gian bit Dur kién Két QU
TT N@i dung cdng viéc (Trwéng/ phé don héi ho dau/ hoan C oo viécq
vi, CV, GV, NLD) phothep thanh gvie
z L ¢ . .2 . P n -TT HT BT &TS;
Tuyén sinh cac 16p ngan han; Tim kiém, m¢ rong lién Khoa NN Theo
5 kft; 'I:o chuf:_cac I6p boi dudng tieng Anh theo nhu TT Ngoai ngir - Cac don vi, t6 chic K& hoach Nghiém tuc
cau cua nguoi hoc <. .
ngoal Truong
, ‘ TT VH - The thao - Thusn
6 | Don dep, citco khuon vién SVD Lién Hong Quéc phong o éng
(TT Quan Iy KTX) Y
Qon o!ep, vCat go, t1,a cac c‘a}nh f:ay trpng k,huo,n vién K}/ B/c: Than, Hién,
tuc xa, via hé phia ngoai tuong rao Ky Tuc xa mat
7 o A . . Long, Hanh
trudc; Truc dién, nudc phuc vu sinh hoat trong khu NI
KTX. (TT Quan ly KTX)
Quan ly, van hanh va cung cap dich vu cho céc don vi B/ Lon
8 | thué toa nha H2, H3; Thyc hién dau gia quyen thué (TT Quan Iy gKTX)
toa H2, H3 theo ké hoach. y
- Quan ly trang thiét bi thuc hanh, phuc vu giang day \ \ Theo
thuc hanh theo Thai khoa biéu Hoc ki 1 B/c Thao, GVINV Phong TKB HKII;
9 . . R X \ . \ TT THKT&CN Quan tri, \
- V¢ sinh cac phong, trang thiet p1 thyc hanh dinh ky Dién. Dien tir GV GD Thuong
hang thang va hanh lang tang 1, tang 3 nha H1. T Xuyén
Stra chira sy o hé thong dién trong toan truong (neu b/c Hoang, Theo su phén
10 | c6), phoi hop Phong Quan tri stra chira thay the thiet (TT THKT&CN Phong Quan tri cbng cua
bi tai mot s6 phong hoc. Dién, Dién tr) lanh dao
Noi nhan: HIEU TRUONG
- UBND tinh (b/c);
- BGH; HDT; 51
- C4c don vi thudc Truong; <bé ky>
-Cb, BTN, HSV;

- Luu: VT, HC (01).

Vii Puc Lé




