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Kinh gIl'!: - Ban Giam hi~u Nha tnrcmg;
- Toan th~ cac dan vi trvc thut?c Tnrcmg 8\1i hQc Vinh,

Do yeu diu cua Nha truang v6 b6 sung cong vi~c mai, Truang phong K~
hO\lch - Hi chinh ph an cong b6 sung mt?t s6 nhi~m V~Iclla cac d6ng chi thut?c cac
ph~n hanh k~ toan Clla phong va phan cong theo doi, ky duy~t h6 sa chung tu cua
Uinh d\lo phong k~ tlTngay 01/09/2013 cv th~ nhu sau:

l. \'6 phan eong nhi~rn V~I:

1. Ole Trfin Til KIHlnh, TnnJ'ng phung K~ hm.lch - Tai chinh.
- PhV trach va chi d\lo chung toan bt? cong vi~c cua phong, cong tac t6

chLrc, k~ hO\lch, chi~n lugc tai chinh cua Truang, k~ hO\lch thu - chi tfrt ca cac
ngu6n, chiu trach nhi~In tnrac Dang l1Y,Hi~u truong va Ban giaIn hi~u v~ qUlin ly
tai chinh, cong tk Tai chfnh - K~ toan cua Nha truang,

- Tr!l'c tiBp thea filji chi {/{IO ctic p/II11l III/l1h sail:
+ Xiiy d~l'I1gco ban; Khoa hQc Cong ngh~; Xay dVng sLra chua nho; mua

sAm trang thi~t bi tai san; va cac dv an khac ..'"
+ QWln Iy chi d\lo chung cac ngu6n Thu - Chi va Ngan sach cua tnrang;

cac tai khoan ngan hang, kho b\lc;
+ TIVc ti~p ky duy~t thanh toan cac !o\li chLrng tlT chuy~n khoan, t\lm ung,

ti~p khach, mua sam nh6 Ie, cac khoan thanh toan chua quy dinh ql th~ tl'Ong quy
ch~ chi tihl nt?i bt?; ky duy~t gia, ChLItnrang, cac 10\li dv tru, dv toan khac;

+ Ky duy~t va ky nhay cac tai li~u (cong van, hgp c16ng, to' trinh, k~ ho?ch.
thong bao, bao cao s6 li~u .. ,) trinh Ban Giam hi~u, ky cac van ban thut?c th~m
quy~n Clla Truong phong;

+ Ti~p nh(Jn va phiin cong toan bt? cac thong tin, van ban lien quan d~n ho?t
elt?ngClla phong; Chll tri phan cong nhi~m V~Icho tu'ng can bt?, chuyen vien trong
phong theo llrng ho?t dt?ng va quan ly cac lo?i hgp c16ng;

+ La nguai c1uy nhfrt chiu tnkh nhi~m ky duy~t dc thong tin cung dip ra
ngoai phong, cac Pho Truong phong, cac ph~n hanh tuy~t c16i khong dugc cung
cfrp cac thong tin v~ tai chinh ra ngoai khi chua co k)' c1uy~tCLIaTruong phong;

+ Quan ly cac dan vi co thu tr~Tcthut?c truang (Tnrang, Trung tam, .. ,)
+ Chll tri, ph6i hgp vai cac dan vj t6 ChLTCl(Jp, trinh phe c1uy~t k~ ho?ch.

Cong tac ki~ll1 tra, lhanh tra, quy~t toan tai chinh;
+ Cong lac thanh tra, ki~m Ira va t6 chLl'chuang elfin, chi c1?0nghi~p V\I v~

cong l,lc thanh loan quy~t loan cac khOlln lhu chi;

[I]



+ TrlJc ti~p duy~t va ban hanh cac iO<,libi~u mfiu giay la, k)' duy~l cAp ph<'tt
van bing ch(rng chi cho cac dan vi;

+ Cac nhi~m Vl,lkhac do I-li~u lruong phiin congo

2. Die D~u Dang Tuan, Pho tnro'ng phong K~ hm.lch - Tili chlnh.
- Giup vi~c cho Truong phong, chiu tnkh nhi~m truac Truong phong va

Ban giam hi~u v~ nhfrng cong vi~c duqc Tmong phong uy quy~n va phiin cong;
- Duqc uy quy~n cua Tmong phong trong thai gian di cong lac v~ng,
- PI'll Iracll I'll lit co dlii cac plull1 IUlll1t SlIlI:
+ TrlJc ti~p chi d\lO va ph6i hqp D/c Thinh trang vi~c xiiy dvng va i~p k~

hO\l~h tai chinh hang nam, k6 hO\lch nam i1Qc, xiiy dlJng dlJ toan thu chi cac
nguon;

+ TrlJc ti~p theo doi, quan ly va don d6c thu cac ngu6n hQc phi va i~ phi
cua cac h~ dao t\lO, cac hO\lt dQng dich Vl,lkhac va dao 1\l0 ng~n l1\1n;

+ Chi d\lo don d6c vi~c dang ky, ke khai va quy~t toan cac khoan lhll~, chiu
trach nhi~m huang dfin cac chinh sach ch~ dQ v~ Thu~;

+ Ky duy~t cac khoan thanh loan: Luang, hQc b6ng, cong lac phi va cac
khoan thanh toan dii dll'qc cl,l th~ hoa trang quy ch~ chi tieu nQi bQ; t\lm ung kinh
phi dao t\lo Sall d\li l1QC;

+ Ky dlly~t chung tt! thanh loan chlly~n khoan cua cac tai khoan ngan hang,
kho b\lc dii dll'qc uy quy~n khi Tmong phong di v~ng;

+ TrlJc ti~p theo doi cac ch~ dQ, chinh sach mai, c~p nMt b6 sling slra d6i
khi co van bim nha nll'ac di~lI chinh va Ban giam hi~u yeu du;

+ Trvc ti~p chi d\lO va h6 trq ph~n hanh k6 toan thu~ GTGT, TNDN chjll
trach nhi~m ki~m tra vi~c ke khai cac khoan thll~ GTGT, TNDN kip thai dung
quy dinh;

+ Phl,l trach cong tac ki~m tra, thanh tra, quy6t toan tai chinh (theo phiin
cong cua Tmong phong);

+ Phl,l trach vi~c xiiy dvng va ban hanh cac dinh muc chi tieu, slr dl,lng, tiell
hao, hao hl,lt khac;

+ 1-16trq Tmong phong trang vi~c thAm dinh cac dlJ tru, dlJ toan va gia ca;
+ PiW trach cong tac cong doan va thi dua clla phong;
+ TrlJc ti6p theo doi va chi d\lo cac hO\lt dQng tim chi cua Tmang M~m non

ThlJc hanh, Tmoog THPT Chuyen, Cac Trung liim;
+ Ph~l trach ki~m tra theo doi don d6c hQc phi cac h~, cong nq lien k~t dao

t\lO h~ vt!a lam vtra hQc ngoai tmoog va theo doi cac khoan thu ng~n h\ln khac,
dao t\lO ng~n h\ln ngoai tmang; cac khoan thu dich Vl,l.

+ Cac cong vi~c khac khi tmong phong phiin cong;
+ Thuang xuyen bao cao cac cong vi~c duqc giao vai Tmong phong dinh

ky (d~u tu~n) va dQt xuat khi dn thi~t.

3. DIe Nguy&n Quang Thjnh, Pho trll'o'ng phong K~ hOl~ch - Tili ehinh.
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- Gillp vi~c cho Tnn'mg phong, chiu tnkh nhi~m twac Twang phong va
Ban giam hi~u v~ nhi1'ng cong vi~c dugc Twang phong uy quy~n va ph an cong;

- Dugc uy quy~n cua Tnrang phong trong thai gian Twang phong va I'ho
phong D~u Dang Tu~n di cong tac vflng.

PI'll ({'(iel, 1'(/ (lteo doi clti d(1O CtlCpltfll/ Ill/I/It Stili:
+ Ph\! tnieh va ph6i hgp cac phfrn hanh trong vi~c xay d~rng va l~p k~ hO\lch

hang nam ngan sach, nam hqc va l~p baa cao dinh ky, dOt xuiit thea yeu ciiu;
+ Kiem nhi~m phfrn himh k~ tmin t6ng hgp; Tr~rc ti~p thea doi chinh sach

ch~ dO k~ toan, giam sat ki~m tra vi~c h\lch to an Clla cac phfrn hanh; ki~m tra d6i
chi~u s6 sach hang thang, quy, nam vai cac phfrn hanh va in s6 sach k~ toan thea
quy dinh, huang dfin, thea doi ki~m soat vi~c tlwc hi~n ch~ dO, quy trinh Clla cac
phfrn hanh;

+ I'h~l trach va chi d?o vi~c th~rc hi~n quy~t toan tai chinh thang, quy, nam
va thanh quy~t toan cac ngu6n kinh phi;

+ Ph~1trach cong tac baa cao, ki~m tra, thanh tra, ki~m to an quy~t toan tai
chinh (thea phiin cong clla Twang phong);

+ H6 trg Tnrang phong trang vi~c tham dinh cac d~r trll, d~r toan va gia ca;
+ Ph~1trach m?ng nOi bO va cac phfrn m~m k~ to an trang phong;
+ P1w traeh thea d5i cong ng hqc phi dao t\lO sau d\li hqc trang va ngoai

trll'ang;
+ Chiu trach nhi~m chi d?o huang dfin cac dan vi trong to an twang vi~c

ghi chep s6 sach t?i dan vi, cung D/c Di~u, Dung tlVC ti~p tham gia nghi~m thu,
thea d5i, quan ly tai silll c6 dinh, ccdc, trang thi~t bi, v~t tu, hoa ch~t va ban giao
cho cac dan vi slr d~lIlg; dinh ky hang thang ki~m tra vi~c xu~t nh~p t?i cac dan
VI'.,

+ PI1\! tn\ch chi d(IOqWln Iy, nghi~m thu mua s5m trang thi~t bi, v~t tll, hoa
ch~t. .. , chi d\lo, huang dfin, ki~m tra h6 sa lwch toan cac phfrn hanh, h6 sa tai san,
h6 sa s6 sach kho. Tr~re ti~p quan Iy cae phfrn hanh kho;

+ Cac cong vi~c khae khi truang phong phiin cong;
+ Thuang xu yen don d6c, ki~m tra, ki~m so at va h6 trg cac phfrn hanh hoan

thanh nhi~m vI,! duqc giao, baD caD cae cong vi~c dugc giao vai Twang phong
dinh ky (dfru tufrn) Vtt dOt xu;}t khi ciin thi6t.

4. Die Trfin Thi Thu Lien.
- Tr~rc ti~p thea d5i va p'W traeh cae cong vi~c sau:
+ Ph6i hqp vai D/c Thinh v~ phfrn hanh k~ toan t6ng hgp, chiu trach nhi~m

ph6i hqp D/c Thinh l~p b{1Odo quy6t to an qU)\ nam. Trvc ti~p lwch toan va ki~m
tra vi~c th~re hi~n ch~ dO, Iwch toan Clla cac phfrn hanh lien quan vao phfrn m~m,
chiu trach nhi~m ra soat d6i chi6u s6 li~u thang, quy, nam theo dllllg quy dinh;

+ Dinh ky VlW dfru thang sau ph6i hgp D/c Thinh l~p bao cao can d6i thu
chi Clla th{lIlg tnrlrC chuy~n Truang phong va Ban giam hi~u bi~t;

+ TIVc ti~p chiu trach nhi~m trong cong Hie huang dfin l~p va duy~t k~
ho?eh hang nam trinh Lanh d?o phong va Ban giam hi~u xct duy~t;
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+ K~ toan cac DI,l'an, a~ tai ngoai truang;
+ Theo doi va thanh toan xang xe oto ai cong tac;
+ Trl,l'c ti~p theo doi cac khoan tllU chi cua Truang THPT Chuycn va huang

dlln I?p s6 sach theo doi cua cac aan vi nay;
+ K~ to an 8~ an Ngo\li ngfr Qu6c gia 2020;
+ Quan Iy, theo doi va trvc ti~p thanh quy~t toan ngu6n kinh phi nghien

cLru Khoa hQc augc cdp theo dl,l'toan ngan sach nha nuac t\li kho b\lc; Cac khoun
kinh phi cua cac a~ tai, d~r an chuy6n v~ Tnrang 06 thl,l'Chi9n cac a~ tai nghien
cLrukhoa hQc.

+ L?p dv to an va thanh toan cac ch~ 0(>cho Luu hQc sinh di~n hi~p djnh va
cac aia phuang gui aao t\lO;

+ Chiu trach nhi~m quan Iy s6 sach va ghi clH~Pbien ban hQp n(>ib(>phong;
- Tim 11Iiu va h6lr(f Die Dung Irong villc Ihanh loan li~n m(l/, ke kIwi va

Iheo d8i cac logi Ihud Ihanh loan qua li~n 111(1/, h6 IN; phdn himh nay khi c6n
Ihidl va khi alWc phon cong.

5. DIe Tr5n Til! Vi~t Anh
- Trvc ti~p theo doi va pi1\.!trach cac cong vi~c sau:
+ Cong tac cong aoan va thi aua cua phong. Chu tjch cong aoim b(>ph?n;
+ Theo doi va quan Iy kho Van phong ph5m, mua s~m, cdp phat van phong

ph5m; Trl,l'c ti6p theo doi cac aan vi: Xuong in; Trung tam 8am bao ch~t luqng va
cac aan vi trang toan truang;

+ Chiu trach nhi~m quan Iy kho Van bfrng chu'ng chi, mua va quan Iy dp
phat phoi van bfrng chu'ng chi cho cac dan vi trong toan truang;

+ Ph6i hqp huang dlln 8/c Dung trong vi~c theo doi, xu Iy phfrn hanh K~
toan XDCB va cong tac thanh quy6t toan cac cong trinh XDCB;

+ Trl,l'c ti~p chiu trach nhi~m hoan thanh h6 sa trinh quy6t toan cac cong
trinh xay dl,l'ng err ban aa hoan thanh nghi~m thu hoan thanh trang va tnrac nam
2012, ki@m tra, a6i chi~u cong ng, a6i vai cac cong trinh aang tri6n khai va khoi
cong mai se do Tnrong phong ph an cong;

+ Chiu trach nhi~m quan Iy s6 sach va ghi ehep bien ban 11QpChi b(>;
- Tim hidu va h6 Ir(f Die TIm Lien v~ phdn hanh Iheo d8i cac d(1'an, a~ an,

kinh phi nghien CII?/khoa h9C; Die Giang v~ cac phdn hanh kd 10al1kho bf;IC;h6
I/V cac phdn hanh nay khi cdn Ihidl va khi alt(fc phOn cong.

6. DIe TrAn Thj Thanh Xuan.
- Trvc ti~p theo doi va phv trach cac cong vi~c sau:
+ K6 toan theo doi cong ng lien k6t aao t\lO 8\1i hQc, sau a\li hQc, dao t\lO tu

xa va cac h~ khac ngoai truang;
+ Trl,l'c ti6p theo doi cong ng lien k~t dao t\lo h~ VL, VH ngoai tnrang, dinh

ky ki@m tra a6i chi6u muc tllU, sy s6 l1Qcvien va d6ng thai thuang xuyen, ainh k)'
d6i chi6~ cong ng thang, quy, nam. Bao cao Liinh 0\10 phong va Nha tnrang khi
co yeu cau;
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+ Qut'!n ly va theo d5i cac hgp d6ng dich V~I,hgp d6ng cho thue muan
CSVC va cac hgp d6ng dich vv khac. Ph6i h9'P vai van phong Cong doan, cac
khoa, phong quan tr!, Trung tam TTTV NTH va cae dan vi khac lien quan d~ don
d6c thu h6i cac khoan cong ng dich vv kip thoi; Ma s6 theo d5i cac khmln thu
tren tai khoan 531; cac khmln thu dich vv khac dugc giao tren tai khmln 5118;

+ Quan ly va theo d5i thanh quy~t toan hgp d6ng nha an, ki~m tra va don
d6c thu ti~n quan trang, quan dVng Clla sinh vien, I1QCvien giao d~ICqu6c phong
qua Trung tam HTSV&QHDN;

+ TIVC ti~p thea d5i, d6i chi~u va thanh quy~t toan h~ dao t\la qr tuy~n;
+ TIVC ti~p theo d5i hQc phi VL, VH t~p trung va khong t~p trung t\li

truong, t6ng hgp d6i chi@u bao CelOkhi dn thi~t;
- Tim hidll va h6 tl"9' Die Hoai Anh v~ cae phdn hdnh md Die Hadi Anh

(1ang (111'(J"eplnin crJng thea doi, h6 tl"11ph6n hClI1hnay khi c6n thidt va khi alWc
phein cong.

8. Ole Tr!nh Thl Dung.
- Tr~rc ti6p theo d5i va pI1\! trach cac cong vi~c sau:
+ K~ toan thanh toan ti~n m?t nQi bQ: cac tai khoan ti~n m?t VNO va ngo\li

t~; Theo doi, ki@m soat va thanh toan cac khot'!n kinh phi dao t\lO Sau O\li hQc;
+ Ki~m soat cllc khmln t\lm ung nQi bQ, chju trach nhi~m thanh toan hoan

ung va don d6c thu h6i t\lm ung (TK: 312), ph6i hqp d6ng chi Phll d~ thu h6i cac
khoan t\lm lrng 1uang;

+ L~p d~r toan va thea doi kinh phi tuy~n sinh O\li hQc, tinh vll theo d5i cac
khoan thu chi lien quan d~n cong tlk thu - chi tuy~n sinh; Ma s6 theo d5i cae phat
sinh tren t,li kholln 51 II va 5112;

+ Thanh tOlln cac khaan: Ti~n \'Ltgt gio giang, d\lY thinh giang OH, SOH,
Truo'ng chuyen, cac ngu6n kinh phi khae va theo doi tim ti~n di~n, mrae;

- L(lp d~r toan, ki~m soat ehi eong tac tuy~n sinh 01-1, SOH, Truong TI-IPT
chuyen v,l cltC cUQc thi khac clm truong;

+ Chiu trach nhi91l1 kc khai thu@ TNCN lien quan cl@nthanh to an ehi ti~n
m?t cho c,k cl(~itugng ngoai truong, l~p hoa dun t\lm gill' thu6 cltC d6i tugng thinh
giang; Thong qua cac phi@u chi, nh~p ti~n elm cae d6i tugng nh~n ti~n mat VaG
phAn m~m tinh thu~; Thea doi va ke khai cac khoan thu@ t\lm gifr ehuy~n Ole
Tufin va Ole Di~u cl~ t6ng hqp ke khai;

+ Ma s6 theo doi tai khmln 33 I d~ thea d5i lweh to an chi dlll1g ngu6n, dlll1g
cl6i tugng;

+ TIVc ti@p thea d5i cac khmln tim chi Clla Truong M5m non TIwe hanh va
huang clan l~p s6 slkh thea doi clm cae dan vi nay.

- Tim hidll va h6 tl"f7Die Giang, Pin! v~ eele ph6n hanh md Die Giang, Pin!
aang e1lf9'cplu:in crJng thea doi, h6 (1"9' ph6n hanh nay khi c6n thidt WI khi (1u(Je
phcin erJng.
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9. Die Nglly~n Thj Tra Giang
- Tn,re ti~p thea doi va ph~l traeh de eong vi~e sau:
+ K~ to an kho b\le giili ngiln cae ngu6n kinh phi duge cftp theo d~r toan

ngan saeh nha mrae va cae tai khoan ti&n gtri t\li kha b\le; Chiu tdeh nhi~m I(\p
k~ hO\lch giai ngan, giai ngan kip thai cac khoan chi tu ngu6n ngan sach, ct6i
chi~u s6 li~u va bao cao kip thai cac v~n d&lien quan d~n ti~n di) giai ngan;

+ Trve ti~p theo doi cong n9' lien k~t dao t\lO Luu hQc sinh h~ ngoai ngan
sach, ki&m tra c~p nh~t cac dinh muc clla LHS; cong ng KTX va ph6i hgp huang
d~n ghi chcp ho~lt di)ng thu chi ella cac Trung tam trvc thui)c truang; Theo doi
thu ti~n Ky tuc xa va hQc phi Luu hQc sinh, phf an ninh, v~ sinh, doan thanh nien;

+ Ki&m soM cae hqp d6ng klu'un chua b~nh vai BHYT Ngh~ An; mua ban
thu6c chua b~nh; ki6m tra dV tru va nghi~m thu mua ban, xu~t nh~p thu6c hang
thang t\li tr\lm y t~;

+ Theo doi ki&m tra thanh toan hqp d6ng mua ban ve may bay cho can bi)
cong nhan vien clla Nha truang tll' TT DTTX;

+ Tn,re ti~p theo doi hO\lt di)ng thu chi ella cae Trung tam thui)e truang va
huang d~n l(\p s6 saeh theo doi ella cae dan vi nay;

- Tim hidu va h6 tn; Die Dung v~cae ph6n hanh thl'(/e giao, Die Thu Lien
v~ph6n hi1l1h,heo diJi kinh phi NCKH h6 '1'(1cae ph6n hanh nay khi can ,hid, va
khi alwe phon eong.

9. Die Hoang Vj~t Dung.
- Trve ti6p theo doi va phI) tdeh cae eong vi~e sau:
+ Theo doi phfrn hanh k6 toan xay dvng va sua ehu'a nh6 cae eong trinh,

ehiu traeh nhi~m ki&m tra, ki&m soat, nghi~m thu va thanh quy6l loan xay d~rng
va sua ehu'a cae eong tdnh; Chuang trinh ml)e tieu; Tang wang nang Ive nghien
euu KHCN;

+ np hgp h6 sa mua s~m thdm dinh gia ehuy&n Uinh d\lo phong k)' duy~t
trinh Ban giam hi~u phe duy~l, lrien khai cae hgp d6ng mua s~m;

+ K6 to an Chuang tdnh ml)e tieu Qu6e gia, ph6i h<;rpthve hi~n va thco doi
cae h<;rpd6ng mua sfim tai li~u, trang thi6t bi, cong e~ldl)ng cu, v~t tu v(\t li~u toan
truang;

+ PhI) trach Iwch toan, nghi~m thu, theo doi kho may moc thi~t bi, v~t tu
phI) tung cac 10\li, cong Cl)dl)ng C\l, v~t tu plW tung di~n clla loan tmang;

+ Giam sat kiem tra dinh mue tieu hao v(\t tu, hoa ch~t va v~t li~u tieu hao
clla Trung tam THTN, Quiln td, TDTT...;

- Tim hidu va h6 'r(l Die Vi~' Anh v~ph6n hanh kd toan XDC/3 va ,hanh
quydt toan cae eong trinh, ehiu S(I' phon eong ph(l 'raeh elia Tnl'ong phong a6i vo'i
cae eong trinh XDCB aang tridn kIwi va kho'i eong l71oi,h6 tr(!ph6n hanh nay khi
c6n thidt va khi aU'(1eplJdn eong.

II. Die LCBoai Anh:
- Trl)'e ti~p theo dai cac phfrn himh sau:
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+ QUlin ly, theo doi t6ng hqp ngu6n thu Iwc phi va cac khoan thu tlT hQ'c
sinh, sinh vien, 119Cvi en cao Iwc h~ chinh quy;

+ Mo s5 theo doi tat ca cac ngu6n thu lien quan o~n hQ'c phi va cac khoan
cua Iwc vien, sinh vien, Iwc sinh;

+ Hang thang, 06i chi~u s6 li~u thu giLTatlnh hlnh thu th\TC t~ trang phdn
m~m v6'i tai khoan 5118 lien quan - cac IO\lihQ'c phi, kinh phi lien quan;

+ D6i chi6u v6'i k~ toan ngan hang s6 li~u do ngan hang cung cap v6'i s6
ti~n bao cao v~ cac tai khoan tuang lrng;

+ Nh~n danh sach sinh vien n<)p ti~n qua ngan hang ttl k~ toan ngan hang
d~ nh~p may, giam n9' cho sinh vien;

+ Ki6m tra, theo doi va thanh to an cac ch~ 0<)trq cap, hQ'c b5ng, mi~n giam
va cac ch0 d<)cho hQ'c sinh, sinh vien, hQ'c sinh 30a;

+ 1'11\1trach cong tac van thu Clla phong, hang ngay cO' nhi~m V\l lay cong
van gi~y to' trlnh Truong phong phfin cong, cO' trach nhi~m I~p s6 theo doi cong
van di va d~n, luu giLTcong van gi~y to' lien quan o~n cong tllC chuyen mon cua
toan phong;

+ I'h6i hQ'"pphong TCCS theo doi, ki~m tra, 06i chi~u thanh toan ch~ 0<)6m
oau, thai san cho can b<) cong nhan vien toan truo"ng kip thai hang thang, quy,
nam;

- Tim hidll va h6 tlV Die Dir?lI vJ cac phdn hanh ma Die Di?lI (1ang azwc
p/uin cong thea doi, 176tHj phdn hc1nhnay khi cdn thidt va khi dlfljC phdn cong.

II. DIe Trail Dinh DiGu:
- TIVC ti~p theo doi va plw trach cac cong vi~c sau:
+ K0 toan thu0: Chiu trach nhi~m theo doi va ke khai cac khoan thu~

TNCN ke khai n<)p kip thai dLlllg quy dinh. Mo s5 theo d6i tai khoan 333; Nghien
cuu d6 xuat tham muu cho Truong phong va Ban Giam hi~u mua va Sll'd\lng phdn
m~m quan I)' thu0 TNCI ;

+ Theo d6i ph5n hanh k6 toan tai san, ph5n m~m qUlin ly tai san, ki~m ke,
thanh Iy tai san va cong tac nghi~m thu mua s~m tai san, chiu trach nhi~m I~p h6
so theo d6i tai san, ghi nh~n vli h(lch toan dLlllg ch6 0<), ngu6n v6n. Ra soat hoan
thi~n I~i vi~c quan Iy va danh m\lc tai san. M6' s6 theo doi cac tai khoan lien quan
211, 153, 152; thucmg xuyen 06i chi0u, ki~m tra s5 sach cac dan vi va k~ toan
t5ng h9'P: trvc ti~p hu6'ng dftn die dan vj ghi ehep s5 sach, the va lam thll t\IC
giao nh~n eho cac dan vi SlTd\lllg;

1'11\1tr:kh h~ch toan, nghi~m thu, theo doi kho Cong ql d\lIlg, v~t tll' hO'a
chAt t~i Trung tam Tlwc hlinh Thi nghi~m. Ph6i hqp hu6'ng dftn ghi ehep s6 sach,
ki6m tra d<)t xu~t oinh ky vi~c mua ban va Sll' d\lIlg v(it tll', v(it li~u tieu haa ella
Trung tam THTN, QUlin tri, TDTT...;

+ Tru'c fidp 176tr(J c16ng chi XlIQn trang vir?c thea doi h9C phi CciChr? ngaai
trll'cmg, VL, VH khong t(lp trung t(li tnl'ong, t6ng /Wp a6i chidu baa caa khi cdn
thidt va h6 tr(J phdn hanh n{IY khi (lIl'()'Cphcin cong
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12. Die Dinh Th~ Phu
- Tn,rc ti~p theo doi va phv tnkh dc cong vi~c sau:
+ K~ toan giao dich Ngan hang, theo doi va quan ly h~ th6ng tai khoan

ngan hang, ki~m soat va thanh toan cac h6 so chung ttr qua ngan hang; ChuY~11
danh saeh hQc vien, sinh vien va lwc sinh I1QPti~n qua ngan hang cho k~ toan
theo doi hQc phi nh~p may d6ng thai d6i chi6u vai k~ toan hQc phi dc khoan thu
qua ngan hang, djnh ky d~u tuftn baa cao s6 Iii)u cho Truang phol1g; Ma s6 thea
doi cac tai khoan 112 lien quan;

+ K~ to an ti611 luang va cac khoan lien quan d~n ti~n lumlg BI-lXI-l,
BHTN, ... (TK 334, 332);

+ PhV trach h\lch toan, nghi~m thu, thea doi kho thi~t bi van phong, v~t tu
dung cv khong phai la may moc, thi~t bi, ph\1 tlll1g Clla toan truang;

+ Ki~m tra, ki~m soat nghi~m thu v~t re ti~n mau hong, cong tac thanh toan
v~ sinh dich vv; Chiu trach nhi~m di nghi~m tIm hang hoa d6i vai cac do'n vi
mua s~m lien quan; Theo doi s6 du cac tai khmin 152, 337.

- Tim hidu va h6 II'(JDie Thinh ph6n hanh ki loan 16ng I](?p: Die Diing vd
ph6n hanh ki loan XDSCN va mUG sAm nho Ie, h6 Ir(J ph6n hanh nay khi c6n
lhiil va khi aUI;JCphdn cong.

13. Die Nguy~n Th! I-Il)nh - Thii qU)', k~ loan de khoan thu ng:1n h;.u1.
- Tn,rc ti6p theo doi cac cong vi~c sau:
+ Tim hQc phi Clla sinh vien khoa 49 tra v~ truac va cac khoan thu khac cLla

hQc sinh, sinh vien ma nha truang khong lam dich V~lvai ngan hang.
+ Ma s6 thea doi tfit ca cac ngu6n thu lien quan d~n hQc phi va cac khmin

CLlahQc vien, sinh vien, Iwc sinh.
+ Chiu trach nhi~m quan Iy Ti~n m(it; Yang, b\lc, kim khi qui, da qui, ... ; cac

chung tll' co gia va cac fin chi quan tI'Qng khac clla Nha truang.
+ Ma s6 thea doi tim chi hang ngay, dinh ky thang, quy, nam ch6t s6 va

ti~n hanh ki~m quy dlll1g quy dinh;
+ H6 tnl phong tim cac khoi'lI1ng~n h\ln khong thuang xuyen t\li truang;
+ Phv trach cac cong vi~c khac khi Lanh d\lo phong phan cong.
- Tim hid1l ph6n hanh Ih1l hrc phi cac h? h611'(J cac ph6n hanh nay khi c6n

lhiil va khi a/l'(Jcphdn cong.
II. MQI s8 quy dinh chung:
I. Ngoai cac ph~n hanh va cong vi~c cv th~ neu tren, tuy theo tinh hinh va

muc dQ, ti~n dQ cong vi~c, Lanh d\lo phong se di~u dQng va phan cong I\li ho~c b6
sung them bot n6u thfiy dn thi~t.

2. Cae ph~n hanh dugc phan cong phai tuan thll va chfip himh:
- Chi d\lo cua Dang 0y, Ban Giam hi~u va Lanh d\lo phong;
- Chiu trach nhi~m d6i chi~u, ban giao s6 li~u truac chinh xac kip thai va

ph6i hgp h6 trq gifra cac phfrn hanh duqc chuy~n giao d~ hoan thanh t6t mQi cong
vi~c chung clla phong;
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- Thucmg xuyen ph:'!i tim hi@u: Lu~t Ngan sach, Lu~t K~ tmin, Ki@m toan,
cac chuAn m\fc k~ toan Vi~t Nam, cac chfnh sach ch~ d(>, k~ toan, ki@m to an Clla
Nha I1lrac va Nha twang quy dinh;

- Chiu hoan toan trach nhi~m vS t1nh chfnh xac, dung quy dinh, hgp phap,
hgp I)' va hgp l~ trong vi~c tham muu ph~n hanh Clla minh dugc phan cong twac
Trucmg phong va Hi~u twang Nha twang;

- Chiu trach nhi~m bao cao va l?p s6 sach theo d6i Olll1gbi@um~u quy ojnh,
oinh ky vao o~u tu~n ph:'!i bao cao k~t qua Clla tu~n twac va oS xuiit k~ hO\lch Clla
tu~n mai cho lanh 0\10 phong;

- Chtl o(>ng oS xuiit k~ hO\lch lam them gia oang ky vai Liinh 0\10 phong o~
hoan thanh cac nhi~m vv ougc giao, hi~n nay do nhan S\f clla phong K~ hO\lch -
Tai chfnh dang thi~u h\1t do chuy@n cong tac, v~ huu, ... , va ben c\lnh do kh6i
IU9'ng cong vi~c Ian va d~u vi~c ougc giao tang them nhi~u, cho nen phong yeu
du tiit ca cac thanh vien CtIa phong ngay thlr 7 himg t~n v~n oi lam binh tlmo'ng
ougc chiim cong lam them va thanh toan theo ch~ d(>hi~n hanh.

3. Sv oiSu hanh chi d\lo Clla Liinh 0\10 phong:
- Twang phong (nguai plw trach va diSu hanh chung) chiu trach nhi~m

qu:'!n ly oi~u hanh toan b(>cac hO\lt o(>ng Ctla phong va cong tac chuyen mon, t6
Chll'CInraC Dang uy, Ban giam hi~u Nha twang va Phap lu?t:

+ TIVC ti~p xu Iy va gi:'!i quy~t cong vi~c Ctta lOan phong, cac cong vi~c ma
minh pI1\! trach va cac ph~n hanh khac (k11idn thi~t);

+ La nguai phM ngon va ky duy~t cac bilO cao ra ngoai phong duy nhlh.
- Pho Tnri'mg phong:
+ Chiu trach nhi~m quan ly, di~u hanh cong tac trang ph \1m vi minh ph\1

trach (phan cong). Dinh ky d~u tu~n va khi cfrn thi~t bao cao Twang phong (ho~c
nguai pI1\! trach n(>i dung cong vi~c trong wAn, dS xuiit, ki~n nghi va k~ hO\lch
tu~n tai);

+ Chiu trach nhi~m twac Twang phong (Ho?c nguai phv trach), Phap IU?1
va I-Ii~u tnri'mg v~ nhu'ng quy~t dinh trong ph\llll vi dugc phan cong;

-i- DuQ'c llY quy~n thay lll~t Tnr<'mg phong (nguai pi1\! tr{lch) oiSu hanh cong
tllc ctla phong khi oi v~ng.

- Cac ph~n hanh k~ toan: Tuy~t 06i chiip himh dlll1g, d~y dll Phap lu?t va
cac n(>iCluy, quy ch~ vS cong tac k~ loan cLing nlm Clla phong va twang oS 1'3.

- D~ thu?n ti~n cho cong tac chi d\lo va giam sat Clla Liinh 0\10 phong theo
llnh v\rc chuycn man t\lm thai ph an nhom va giao cho cac Uinh d\lo p1w trach va
chiu trach nhi~m oon 06c chi d\lo cac phfrn hanh C\I th~ nhu sau:

-,- Nholll 1: D/c Khanh chi 0\l0 chung to an phong va lIVC ti~p D/c DLlI1g,
Vi~t I\nh, H\lnh;

-i- Nholll 2: Giao D/c 1'hinh ph\1 trach, trvc ti~p cion 06c va chi OSlOcac D/c
Thu Lien; Dung; Phu; Giang;

+ Nhom 3: Giao D/c Tuiin ph\1 trach, tr\l'c ti~p oon 06c va chi 0\10 cac D/c
Di~u, Xuan, I-!oai I\nh.
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Tren day \a S\l' phan cong bE, sung nhi~m V\J cac ph An hanh k~ taan thuQc
Phong K~ ha1,lch - Tai chinh ap d\Jng k~ tll' ngay 01/9/2013, yeu cAu cac plu1n
hanh ph5i hqp d5i chi~u s5 li~u d~ ky bien ban ban giaa dung ti~n dQ va c15yc1ll.
Phong K~ ha1,lch - Tai chinh xin duQ'c baa caa Ban giam hi~u va thong baa d~n
taan th~ cac dan vi d~ ti~n ph5i hqp tlwc hi~n.

E)~nghi cac don vi, ca nhan khi d~n giaa dich va lam vi~c tr\t'c ti~p veri cac
phiin hanh lien guan yeu c!iu ki~m tra, ky nQp va ghi ro ngay nQp h6 So' c.h1ydll
vaa h6 So' cua minh d~ tranh thiil 11,lc,m~t mM va d6ng thai giam sat thai di?, thai
gian xu I)' h6 So' clm cae phdn hanh. Truong hqp dan vi, ca nhan naa khong ky
n(Jp, n~u xdy ra th~t 11,Ic,m~t mat thi phong khong chiu trach nhi~m. Hi~n nay dO'
nhan S\J'cua Phong dang thi~u va cong vi~c duqc giaa ngay cang tang them, doi
hoi yeu c!iu caa han, minh b1,lchhan phong K~ ha1,lch - Tai chfnh cam k~t se XLI' Iy
h6 So' ch~m nh~t sau 5 ngay lam vi~c, n~u h6 So' diiy du, dLlIlg guy dinh. Phong
TCCB chuy~n h6 So' thanh taan va tra luong v~ phong KHTC tmerc ngay 05 hang
thang d~ rut ngan sach tra luong cha can b(J kjp thai thea guy dinh.

Tran tn;mg thong baa.!.
iVoi IlItOIl:
- Nhu trcn;
- Ban Giam hieu (d~ b/c)
- Toan th~ cac Phbng KHTC (d6 lIh);
- Gtii qua eOlice, Websitc twong (d6 lib);
- Luu KHTC,
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