UBND XA MINH TAN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MN XA MINH TAN - Pic lap - Tu do - Hanh phiic
S6: 40 /QB-MNMT Minh Tén, ngéy 17 thdng 9 ném 2026
QUYET PINH

V& viéc ban hanh Danh muc ho so nim 2026

HIEU TRUONG TRUONG MAM NON XA MINH TAN

Céin ek Ludt Tuu trii s6 33/2024/QH15 ngay 21/6/2024;

Can cir Nghi dinh 30/2020/ND-CP ngay 05/3/2020 vé cong tde van thi;

Can cir Théng tu 08/2025/TT-BGDPT quy dinh thoi han luu tri¥ ho so, tai
liéu thuge linh vue gitio duc va dao tao do Bg truong Bg GDDT ban hanh;

Can ciwr cong van s6 30/UBND-VHXH ngay 30/01/2026 vé viée thuc hién
cong tac van thu luu trit nam 2026,

Céan cit ¢éng van sé 2824/SNV-CCHC&VTLT ngay 27/6/2025 vé Cong

véin 56 3257/SNVCCHC&VTLT ngay 17/7/2025 cua S¢ Noi vu tinh Ninh Binh vé
hwedng dan cong tac van thu heu trii;

Can cit cong vdn $6 30/UBND-VHXH ngay 30/01/2026 vé viée thue hién
cong tac van thu luu trit nam 2026;

Can cir Quyét dinh 56 1619/0D-UBND ngay 18 thing 8 nam 2026 cia Uy
ban nhdn ddn xd Minh Tdn vé viéc thanh lap Truong Mam non xd Minh Tdn;

Theo dé nghi ciia vén thu luu trit nha truong.
QUYET PINH:

‘ Piéu 1. Ban hanh kém theo Quyét dinh Danh muc hd so cia Truong
Mém non xa Minh Tan.

Piéu 2. Quyét dinh c6 hiéu lyc thi hanh ké tir ngay ky.

Piéu 3. Cac td chuyén moén va toan thé can bd, vién chirc Trudng Mam
non xa Minh Tén chiu trach nhiém thi hanh quyét dinh nay./.
Noi nhin:
- Phong viin hoa-Xa hoi;
- CBGVNV nha tnrong,
~ Luu; VT.
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DANH MUC HO SO

UDN G MAM NON XA MINH TAN
Quyer dmh 56 4 0 EQB-MNMT ngay I7 rhang 9 ndm 2026

S0 va ky Theihan | 22 | Ghi
higu hd Tén dé muc va tiéu dé hd so fas :lm:m gul 1
S0 0 S0
(1) 2 (3) (4) (5)
I. Ho so té chire va quin Iy nha trwdng
01.TC-QL | Hb so thanh 1ap trudmg (QD, dé an...) Vinh vién
02.TC-QL | Hé so bé nhiém CBQL 70 nim
03.TC-QL | QP thanh ldp td CM, VP; phén cong NV 20 ndm H. trudng
04 TC-QL | H5 so quy hoach CB 20 nam :
05.TC-QL | Ho so nang lwong, thim nién; 20 nim
06.TC-QL | Hé so ké khai TS 20 nim
I1. Hb so tuyén sinh
01.QLTE | Quyét dinh thanh lap héi déng tuyén sinh | 5nam | H.Trudng
02.QLTE | K& hoach huy dong; Thong béo tuyén sinh 5 ndm
Danh séch tré (theo timg do tudi); Ho so cé nhan
03.QLTE | sa tré (béin sao gidy khai sinh, don xin hoc) Sndm | pC Hiu
- | Bao cdo cong tac tuyen sinh, kém tong
04.QL1E hqp DS hoc sinh ddu nim, cudi nim i
Hb so quan 1y tré khuyét tat (néu cd): Ké ‘
05.QLTE | hoach gido dyc ¢4 nhén; Danh sach tre 5 nim bC Hiang
khuyét tat.
I11. Hd so' quén Iy cdn bd, gido vién,
nhéin vién (theo ludt vién chirc, Nghi dinh
112/2020/ND-CP)
Diép
gﬁ SO gﬁc VC,GVNV (Qb tuyén dung, Higu s
op dong, diéu dong, bd nhiém; vin i - i s
01.QLVC vinh vién trudng soal va
bang, 1y lich, GKS...) 1k toh YC b
Hop dong LD hing nim (LDHD) P
02:QLVC | Panh gia xép loai vién chirc hang nam 10 ndm | PC DPoan
Danh gié xép loai theo chuén higu trudng,
03.QLVC | pho hiéu truéng, chuén nghé nghiép gido 10 ndm | DC Doan
vién mdm non
04.QLVC H-:}q iscrﬁtap su (d6i voi nhiing gido vién vink vibn | H Trutme
phai tép su)
05.QLVC | Béo cdo thong ké nhan su hing nim Vinh vién | DC Diép
06.QLVC | Hb so chuyén hang, thang hang, ... 20 nam | H.trudmg
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IV. Ho so tong hop - K& hoach, nghi
quyét, bio cio

K& hoach chién luge phét trién nha

01.TH truime (theo giai doan...) vinh vién | H.Truong
02.TH | Ké& hoach thyc hién nhiém vu nam hoc 20 ndm | H.Truéng
03.TH | Nghi quyét nha tnromg; Bién ban hop truong | 20 ndm | H.trudmg
04.TH | Bdo céo so két hoc k¥, tbng két niim hoc,... 10 ndm | H.Truéng
V. Hé so pho cap GDMN tré 5 tudi
(theo Thing tw 50 07/2016/TT-BGDPT)
Phiéu diéu tra phé cdp, x6a mi chit 5
¥ = 5
ULECOD | omigana cfip hoc va THCS quén Iy phiéu) S
S theo doi phd cdp, x6a mu chit
02.PCGD | 18ng ke POGDMN +aim
03.PCGD Danh sich tr;é: hodn thanh chuong trinh 5 nim
GDMN 5 tuoi )
. s DC Hau
04.PCGD | Danh sach tré chuyén di, chuyén dén 5 ndam
05.PCGD | Danh séch tré khuyét tat 5 nim
06.PCGD | Danh séch tré hoc trai tuyén 5 nim
Hé so d& nghj cong nhén cp xa dat
07.PCGD | udn PCGD, XMC (chung véi b socixa) | > M
VI. Ho so quin 1y tai sin, tai chinh
(theo Lugt Qudn b tai san cong, Ludt Ké tocdn)
01.TCTS | S do, hd so thiét ké xdy dung Vinh vién | H.Trudng
02.TCTS | Hé so Ilrmnh ly tai san (QD kiém ké, QD Vinh vidn
thanh ly, BB thanh ly ...) BC Poan
03.TCTS | H so kiém ke tai san (KH, QP kiém ke, PC Ha
BB kiém ké, Sd theo dbi tai san 10 nam 4
trudmg/16p. . }
04.TCTS | Hb so mua sim, sira chira co s vit chét, DC Doan
trang thiét bj (Ke hoach, BB hop HD, 10 ndm :
QD, hd so mua sﬁm} DC Ha
: Ho so lira chon hoc ligu (ké hoach, BB DC BPoan
Nl
GICTS hop héi dnng, QB, BB mua sim.. J) 5 ném DC Ha
06.TCTS | Quy ché chi tiéu ndi b 20ndm | BC V.Ha
07.TCTS | Dv todn tai chinh nim hoc 20nam | BC V.Ha
Hb so ché d chinh sach CBGVNV,
08.TCTS | ngudi hoc... 86 sich ké toan (sb quy, vinh vién | BC V.Ha

phiéu thu/chi, chimng tir);
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H6 so béo cdo tai chinh, quyét todn quy/nam

: inh vién | BC V.Ha
OILES Ho so cong khai tai chinh G ?
10.TCTS | Ho so kiém tra ciia cdc cp 5nim | BC V.Ha
11.TCTS | Kéhoach thuc hién cong tic x& hdi hod gidoduc | 10 nam
T LY P S AP e - .5
12.TCTS | 8o tiep I'I|1r='ll.fl cac ngudn ung:,~ hd, tai tro. vinh vién DCV.HA
Bién ban ticp nhan cic nguén tng h, tai wbcts | T Phuo
13.TCTS o 6ia tip thé, ¢4 nhan vinh vién g
14.TCTS |Sé nhimg tdm long vang vinh vién
VIL. Hé so quén Iy cdc viin bin (theo
Ludt Luwu triv)
0L.VTLT | Theo ddi vin ban dén, di 20 niim
02.VTLT | Ké hoach VTLT 20 nam
03.VTLT | Quy ché VILT 20 nim PC Diép
04.VTLT | Béo cdo hang nim 20 nim
05.VTLT | H6 so tiéu hiy tai liéu hét gid trj 20 nim
06.VTLT | Hé so chinh ly tai liéu 5 niim
VIII. Hb so quin Iy chuyén/BDTX mén -
A nam
nha trudmg
Ké hoach nuéi dudng, chim séc, 2ido duc
01.QLCM | tré (KH GD nha truémg) 5 nim
BC két qua thyc hién chwong trinh CSNDGD
Hb so bdi dudng chuyén mén; thuc hign
02.QLCM | chuyén dé, chuyén mon trong tim (ké 5 ndm :
hoach, ndi dung BD...) BC Hiing
S ghi chép sinh hoat chuyén mon (bién
93.0LEM ban hop CM trudng, t6) 3 iy
Ké hoach bbi dudng thwong xuyén
04.QLCM | BC két qua BDTX (Danh sach, bai thu 5 nim
hoach, két qua BDTX)
, B6 cong cu/dénh gia bé cong cy
05.QLCM ; i
Q Dénh gié tré cac do tudi <1im
IX. H6 so an toan trudomg hoc (theo
Thong tw 45/2021/TT-BGDPT)
Hé so PCCC: (Qb, ké hoac, BB tw Ktra;
bao hiém tai san, phuong én ciru nan ctu "
01.ATTH hé, phuong én PCCC) > nim
Phunng &n phéi hop tip huin AT treong hoc PC Héu
Ké hoach xdy dyng trueong hoc an toan,
02.ATTH | phong, chéng tai nan thwong tich; trong 5 ndm

co 5O gido duc mim non theo nam
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hoc/Phiéu danh gia TT45/2021 ,

03.ATTH

Xdy dung phuong an bdo dam an ninh
trét tw, an toan giao théng; phong, chéng
tai nan thuong tich, dudi mrdrc; phong
chéng bao hanh, xam hai; quy dinh vé
don, tra tré phong tranh tré bi thét lac;
phong, chéng chéy, nd; tmg pho véi dich
bénh, tham hoa, thién tai trong co s& gido
duc mam non. (nim trong KH XD truong
hoe an toan)

5 nam

04.ATTH

Ké hoach phéi hop véi cong an, y té trong
cham soc sire khoé tré em

5 nim

05.ATTH

B quy tic tng xir vin hoa trong co sd
GDMN

5 nam

H.Truéng

06.ATTH

Bén cam két giita co s& GDMN va gia
dinh vé dam bao an toan cho tré

5 nam

H.Trudng

X. Hb so cdng tic y té truong hoc(theo
Thong nr 13/2016/TTLT-BYT-BGDDT)

OEYT

Quyét dinh kién toan Ban chim séc sirc
kho¢ hoc sinh (phén cong tréch nhiém cu
thé tirng thanh vién)

5 nim

02.YT

Ké hoach hoat dong v té theo nim hoc:
phuc héi dinh dudng cho tré suy dinh
dudng, phong chdng thira ¢an, béo phi va
cham soc sirc khoe tré em theo nam hoc
(phdi hop giita gia dinh, nha trucng)

5 nam

| 03.YT

S theo dai sirc khoe hoc sinh

5 ndm

04.YT

86 tong hop thé lye strc khot tré em trong trdmg

5 nim

05.YT

S6 ghi chép néi dung Hop Ban chim séc
sirc khoé hoc sinh

5 nam

06.YT

Béo céo cong téc y té trudong hoc. Danh
gia két qua thuc hién cong tac y té truong
hoc (theo mdu Phu lyc 2,3 T, héng tir
1372016/ TTLT-BYT-BGDPT).

5 nim

DC Héu

07:YT

Kiém nghiém nuée

5 nam

bC Ha,
Phurong

X1. Hé so nubi dudng/Quan Iy fin ban
tri (theo Ludt ATTP & Thong te lign nganh)

0LND

Hop ddng cung trng thuc phim

5 ndm

H.Trudng

02.ND

Sb bao an;

S kiém thuc 3 budc;

S6 luu mau thyc phim;

S6 xuit - nhép kho; kiém ké kho,

5 ndm

P}-IT cic
diém/phén
hiéu




S6 giao - nhiin moén &n chin

S6 tinh an, tinh khiu phén dn

: : 5 ni B.Phuon
D Tong hop xuét - nhip kho = =
04.ND | Ké hoach nuéi dudng, ... 5 ndm
0s.Np | Thue don cia tré (dugc cong khai lay y — bC Héu
kién, liu theo ndm)
06.ND | Hd so thanh todn véi cha me hoce sinh 5 nim
07.ND | Sé kiém }‘(é kho, qu¥ (toan truong) 5 nim T.Phuong
08.ND | 86 quy tién in riéng cua tré 5 ndm PC V.Ha
09.ND | Sétheo dbi chéit dét, nuéc rira (néu tinh riéng) | 5 nam
XI1. Ho so tir danh gi4, kiém dinh chit
lwgng; chuan QG (theo Thong e 19/
2018/ TT-BGDBT va Thing tw 22/2024/TT-
BGDDT)
01.KDCL QU}’Ft d;n}] thanh ldp/kién toan héi dong 10 nim | H.Truong
tr danh gia
02.KDCL | K& hoach ty dénh gig/chudn QG 10 ndm | H.Truéng
03.KDCL | Bdo cdo ty dénh gid 10 nim | H.Trudng
04 KDCL Keé hm_}ch cai tién f:_hat lrgong hang nim 10 ndm | H.Truéng
(sau dinh gia ngoai)
XII1. Hé so kiém tra nji by
01.KTNB | K¢ hoach kiém tra noi bo 20 nim | H.Truong
02.KTNB | S6 theo dai kiém tra c4 nhén gido vién 20 nim | DC Hing
XIV. Ho so phue vy cdng tac quin ly,
chi dao céng tic thi dua, hi thi
OLHSQL | H6 so thi dua, khen thuéng; ky luat 10 nim —_—
03.HSQL | H so Hoi déng chém séng kién 10 ndim e
04.HSQL | Ho sorthi gidio vién day gioi (tnrong, X, tinh...) 10 ndm
05.HSQL | Hb so céc hoi thi cia tré Snam | DC Héng
06.HSQL | Hé so céc HP tréi nghiém, 12 hoi 5 nim
. XV. Hb sor Pang, doan thé, phong trao
OLHSBT | Ho so chi bd Dang 5nam | Bi thy CB
01.HSPT | Hb so Poan thanh nién 5 ndm DC Thu
Ho so cée cude vin ddng, thi dua khéc . ;
03. HSPT (khuyén hoc, CTD...) 5 ndm b Hang
1 XVI. Hb so gido vién
01.HSGV Ke hoach nuéi dugng, chim sac, gido duc 5 nam Gv

cua nhém tré, lép miu gido




- Danh muc hd so nay ¢ 109 hé so, bao gdm:

- HO so bao quén vinh vién: 12 hd so

- Ho so bao quan ¢é théi han: 97 hé so

02.HSGV | 86 theo dbi tré em (sb diém danh) 5 nam Gv
So theo doi tai san, thiét bj, db choi ciia §
03HSGV | ihom tre, 16p méu gido S Qv
04.HSGV | Ké hoach bbi dudng thuéng xuyén cé nhan 5 nam Gv
05.HSGV | 86 cong tac (hop); sd du gidy 5 ndm Gv
06.HSGV | S6 theo di thé luc sirc khoé ciia nhém 16p 5 nam Gv
07.HSGV Phiéu danh gia tré theo giai doan, sau chu 5 nim Gv
dé, cudi nam hoc.
XVIL Cic loai ho so khae
Hb so chuyén dm sé (KH CDS: cong
01. HSK | nhén mmrng méam non dat mirc d6 chuyén | 5 nam
dbi s6..)
Hb sor truyen théng, tuyén truyen (KH, DC Hau
cdc ND truyén théng, tuyén truyén: HP 2
02, HSK | gido duc; Ctac nudi dudng, chiim sdéc, VS, | 5 ndm
moi truémng; phong chong dich bénh; cac
hd ngoai khoa; ...)
03. HSK | H6 so cii cach hanh chinh, cong tac phdp ché | 5 nam H.truéng
04. HSK | Ho 5015 CM, t6 VP (ké hoach, bién ban, NDBD) | 5 nim TTCM
XVIIL Hé so quy ché dén chi, cong khai
Céc loai quy ché nha truomg (QC dén
01.QCDC | chu; QCTDKT; QCLV QCNLTTH; Quy | 20nim | H.trudng
- tic ing sir trong truong mim non ...)
02.QCDC | Hb sor Hi nghi Nha gido, NLD 5 nim H.truémg
03.QCDC | Hb so tiép cong dan 5nim | H.truong
: Hd so cong khai (ké hoach, biéu méu, BC . :
04.QCDC thudng nién...) 3 ndm H.trudng
XIX. Ban PHHS
01.CMHS | Quyét dinh cong nhén 5 nim
02.CMHS | K& hoach hoat dong 5 nim ,
5k s - y DC Tuyét
03.CMHS | Béo céo hoat déng ctia Ban dai dién CMHS 5 nim
04.CMHS | Bién ban hop PHHS; 5 nim
. | Ho so phéi hop v6i tb chire doan thanh "
05.CMHS | | ién, phu nir, CCB... 5 nam
* Téng hop




