TRUONG DAl HOC DPONG THAP
PHONG KE HOACH — TAI CHINH

S6: 56/PC — KHTC

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

Pong Thap, ngay 03 thang 9 nam 2025

PHAN CONG NHIEM VU CUA PHONG KE HOACH - TAI CHINH

Cian ctr vao Quyét dinh s6 1513/QD-DHPT ngay 07 thang 7 nam 2021 cua Hiéu truong Truong Pai hoc Pong Thap
vé viéc ban hanh Quy ché T chirc va hoat dong ctia Phong Ké hoach - Tai chinh;

Can ctr chirc nang, nhiém vu va vi tri viéc lam cua Phong Ké hoach - Tai chinh, Truéng don vi phan cong nhi¢m vu
cho cac vién chirc nam hoc 2025 - 2026 nhu sau:
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Ho va tén

Vi tri viéc lam

Nhiém vu

Ghi chu

ThS. Tran Vian Tap

Truong phong
kiém Keé toan truong

1. Truéng phong 1a ngudi chiu trach nhiém quéan ly, diéu
hanh c4c hoat dong ctia Phong va chiu trach nhi¢ém trudce
Hiéu truong vé két qua hoat dong cua don vi theo churc
nang, nhiém vu dugc giao.

2. Truc tiép phu tréch céc linh vyc cdng tac:

- T chirc xay dung va thyuc hién ké hoach tai chinh trong
ngan, trung va dai han.

- Kiém tra, danh gié viéc thuc hién dy toan dinh ky.

- Tham muu giai phap tang ngudn thu va nang cao hiéu qua
str dung nguon luc tai chinh ctia Nha truong.

- Hu6ng dan cac don vi lap du toan kinh phi hang nam.
- Tham dinh va trinh Lanh dao trudong duyét ké hoach, du

Ky s0 tai DThU, xdc thuc chii ky tai https://do.dthu.edu.vn/xac-nhan-ky-so
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tr0 kinh phi, cac ho so, chtmg tir thu chi tai chinh.

- Tham gia bién soan, diéu chinh, b sung Quy ché tai chinh
va Quy ché chi tiéu noi bg.

- Tham gia cac hdi déng va thyc hién cong tac, nhiém vu
khac theo su phén cong ctua Hiéu trudng.

ThS. Tran Thi Lua

Phé trudng phong

1. Pho truong phong la nguoi gidp viée cho Trudng phong
va chiu trach nhiém quan ly, diéu hanh cac linh vuc cbng tac
theo su phan cong cua Trudng don vi va chiu trach nhiém
trude Truong don vi vé két qua linh vuc cong tac dugc giao.

2. Tham muru va phu tréch cac linh vuc cong tac:

- Phu tréch cac linh vyc: quan ly tai chinh tai cac Trung tm
thudc/truc thugc Truong; huong dan thyc hién cong tac tu
chu tai chinh tai c&c don vi thudc/truc thudc Truong; cong
tac ké khai, quyét toan thué.

- Gitp Truéng phong thim dinh cac ké hoach, du tru kinh
phi co trong du toan giao dau nim va theo dinh muc trong
Quy ché chi tiéu ndi bo caa cac Trung tdm thudc/truc thude
Truong, Phong Cong tdc Bang va CTSV, cac Khoa thuc
Truong Sy pham, Poan — Hoi sinh vién; Phu trach tham
dinh chung tir thu, chi bang tién mat, gidy thanh toan tam
tmg va ho so thanh toan dinh kém truéc khi trinh
Ké toan truong;

- Kiém tra, danh gia vi¢c thuc hi¢n du toan cua cac don vi
co du toan chi;
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- K& toan tong hop: kiém tra, don doc cong tac ghi s6 cia
cac ké toan phan hanh; chu tri cong tac doi chiéu so du tién
mat, tién gui, du toan, tinh hinh ting gidm tai san va céc
khoan cong ng dinh ky.

- Ké toan thué GTGT, TNDN.

- Phu trach cac bao céo thudc linh vuec tai chinh, ngan sach
nha nudc.

- Ky xac nhan bang chidm cong, ké hoach lam thém gio
cua phong.

- Tham muu cho Truong don vi giai phap nang cao hi¢u qua
st dung nguon luc tai chinh va kiém soat chi cho
Nha truong.

- Tham gia cac hdi déng do cac Trung tdm chu tri, dao tao
ngoai chinh quy, bao dam chat lugng, dé tai KH&CN linh
vuc KHTN, hoi dong tham dinh sach/giao trinh/tai liéu tham
khao...theo quyét dinh cua Hiéu truong.

- Thue hién cdng tac, nhiém vu khac theo sy phan cong cua
Truong don vi va lanh dao Trudng.

ThS. Duong Thi Lan

K& toan vién

- Lap va quan ly hda don dién tir: hoc phi cac 16p boi dudng
gido vién va cac dich vu khéc.

- K& toan tai san, CCDC: Cép nhat tang gidm tai san vao
phan mém quan 1y tai san theo quy dinh; Lap bién ban ban
giao tai san, CCDC; Thuc hién cdng tac theo dbi, bao cao sb
liéu vé tai san, CCDC, vat tu, hang hoa; hd tro cdng tac
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kiém ke, thanh ly tai san trong toan Truong.

- Tham dinh gi&: c4c dy trd mua sam trang thiét bi, dung cu,
tai san co gia tri lon,...

- Thuc hién cbng tac, nhiém vu khac theo su phan cong cua
Truong don vi va lanh dao Truong.

ThS. Lé Thi Di¢u

K& toan vién

- K& toan tién luong, thu nhap tang thém cua vién chiec,
nguoi lao dong; tién lwong hop dong lao dong chuy&n mon.

- Ké toan thanh toan tién giang day vuot dinh muc (hé chinh
quy, VLVH tai Truong, LKDT, boi dudng gido vién, ngoai
ngit - tin hoc,...), thanh toan tién lam thém gid; cap nhat don
gia giang day vuot dinh mirc, don gia lam thém gio dinh ky
(hang thang).

- Ké toan thanh toan cac khoan phuc loi, khen thudng cho
tap thé, ca nhan.

- Ké toan thanh toan Cong tac phi, di phép nam.

- K& toan thanh toan chi phi hd tro can bo di hoc, du tap
huan, hdi nghi, hoi thao.

- Thuc hién cbng tac, nhiém vu khac theo su phan cong cua
Truong don vi va lanh dao Trudng.

ThS. Nguyén Thi M§ Xuan

K& toan vién

- Kétoan thu hoc phi chinh quy, hé VLVH, Sau dai hoc tai Trudng.

- Ké toan thanh toan hoc bong, trg cap Xa hoi, hd tro chi phi
hoc tap va mién giam hoc phi cho sinh vién.
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- K& toan kinh phi cip bl su pham, thanh toan sinh hoat phi
cho sinh vién theo Nghi dinh 116/2020/ND-CP.

- Lap hd so chi thu lao quan ly, phuc vu cac 16p VLVH tai
Truong dinh ky (6 thang/l1an).

- Lap ho so chi thu lao trach nhiém trong cong tac thu hoc
phi, kinh phi dao tao dinh ky (01 lan/hoc ky).

- Thuc hién cbng tac, nhiém vu khac theo su phan cong cua
Truong don vi va lanh dao Trudng.

CN. Duong Thi My Trinh

Nhan vién hop
khoan viéc

dong

- Ké toan hd tro giao dich kho bac; ghi s6 ké toan kho bac

(dinh ky hang tuan).

- Hb tro cap bién lai cho hoc vién hé VLVH, dio tao tir xa.

- Thuc hién cdng tac, nhiém vu khac theo su phan cong cua
Truong don vi va lanh dao Trudng.

CN. Nguyén Thi Héng An

K& toan vién

- K& toan thanh toan: kiém tra tinh day du, hop 1¢, hop 1y,
hop phap céc hd so tam tmg, thanh toan; huéng dan cac don
vi hoan thién ho so tam tmg, thanh toan; ghi s6 ké toan thu
chi tién mat, tam Gmg (dinh ky hang tuan).

- Gitp Trudng phong thim dinh cac ké hoach, du tru kinh
phi ¢6 trong du toan giao dau nam va theo dinh mirc trong
Quy ché chi tiéu nodi bo cua cac don vi (trir cac don vi da
phan céng Phd TP phuy trach thim dinh).

- Lap hd so thanh toan thu lao can bd tai chinh khoa; tién
khoan van phong pham cho cac Khoa, giang vién dinh ky




TT

Ho va tén

Vi tri viéc lam

Nhiém vu

Ghi chu

(01 lan/nam).

- Tham muu cho Truong don vi gidi phap nang cao hi¢u qua
ki€ém soat thu chi, hoan thién quy trinh huéng dan trong
thanh toan, tam tng.

- Thuc hién cong tac, nhiém vu khac theo su phan cong cua
Truong don vi va Ianh dao Truong.

CN. Tran Thi Hau

Chuyén vién

- Ké toan giao dich ngan hang: kiém tra hd so thanh toan
qua ngan hang; tao UNC/tép chi luong/tép chi theo 16 ngan
hang; theo do1, doi chiéu s6 du cac tai khoan ngan hang
(dinh ky hang thang); va ghi so ké toan ngan hang (dinh ky
hang tuan).

- K¢ toan hoat dong mua sam lén, XDCB: Theo ddi cc du
an XDCB, mua sam 16n; Lap cac biéu bao cao va quyct toan
du an hoan thanh.

- K& toan thué TNCN cho ¢4 nhan trong Truong.

- Ké toan thué TNCN khau trir 10% cho ca nhan ngoai
Truong (c6 thu nhap tir Truong).

- Thue hién cdng tac, nhiém vu khac theo sy phan cong cua
Truong don vi va lanh dao Trudng.

CN. Lé Thi Thao Linh

Chuyén vién

- Tap su: K& toan giao dich kho bac.
- Lap va quan ly hoa don dién ti: hoc phi hé chinh quy,
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VLVH, Sau dai hoc.

- K& toan dinh phi hoc phi hé chinh quy, VLVH, dao tao tir
xa, sau dai hoc.

- Lap ho so thanh toan thi lao tham du Hoi nghi vién chie,
ngudi lao ddng cap co sé va cap truong (1 1an/nam).

- Thuc hién cbng tac, nhiém vu khac theo su phan cong cua
Truong don vi va lanh dao Truong.
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CN. Nguyén Ngoc Giau

Chuyén vién

- Vin thu trén hé théng D-Office ctia don vi; Cip nhat
website cua don vi dinh ky.

- Lap cac bao céo, du thao cac quy dinh, quyét dinh thudc
linh~V1_Ic tai chinh, tai san,...

- Ho trg cong tac 1ap va quan ly hoa don dién ti: hoc phi
hé chinh quy, VLVH, Sau dai hoc.

- HJ tro cong tac Ké toan thué TNCN khau trir Ké toan
cong ng: tam ung, phai thu, phai tra, thu chi ho 10% cho ca
nhan ngoai Trudng (c6 thu nhap tu Truong).

- Ké& toan cong no: tam trng, phai thu, phai tra, thu chi ho.

- Thuc hién cOng tac, nhiém vu khac theo su phan cong
cua Truong don vi va lanh dao Truong.
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CN. Nguyén Thi Anh Pao

Chuyén vién

- Thu quy.

- Giao nhan chimg tir giao dich truc tiép voi kho bac, ngan hang.

- Vin thu tong hop;

- Thu ky cac cudc hop don vi.

- Du thao ké hoach hoat déng ctia phong, bao cao két qua
thuc hién hang thang, quy, nam.

-Laphd so'thanh todn tién nudc udng cho cac don vi (6 thang/1an).

- Quan |y va cap phat bién lai gidy, bién nhan cho cac don vi
dich vu tai Truong va lién két dao tao.

- Phéi hop v6i Phong Bao dam chat lugng theo ddi/béo céo
két qua cac hoat dong cai tién va bao dam chat luong theo
ké hoach cua don vi.

- Thuc hién cong tac, nhiém vu khac theo su phan cong cua
Truong don vi va lanh dao Truong.




Trén day la bang phan c6ng nhiém vu cia Phbng K& hoach - Tai chinh nim hoc 2025 — 2026 dugc ap dung tur ngay
03/9/2025. Phong K¢ hoach - Tai chinh kinh thong bao dén Quy don vi trong Truong dugc biét dé thuan tién trong lién hé céng tac.

Trén trong./.
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