UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA PONG THINH Doc 1ap - Tw do - Hanh phuc
Sb: 65 /QD-UBND Pong Thinh, ngay 16 thdngg — ndm 2024
QUYET PINH

V/v Ban hanh Quy ché thwe hién
dan chi trong hoat dong cta co’ quan xa Pong Thinh

UY BAN NHAN DAN XA PONG THINH

Can cir Lugt To 6 chirc chinh quyen dia phuong ngay 19/6/2015; Ludt sua
doi, bo sung mot s6 diéu cua Ludt t6 chire Chinh phit va Ludt Té chite Chinh
quyén dia phirong ngay 22/11/2019;

Can cit Nghi dinh sé 04/2015/ND-CP, ngday 09/01/2015 ciia Chinh phi vé
thuc hién dan chu trong hoat dong cua co quan hanh chinh nha nuoc va don vi
sw nghiép cong lap;

Can cir Thong tw s6 01/2016/TT-BNV ngay 13/01/2016 ciia B§ ndi vu vé
hwong dan mot so noi dung thuc hién Nghi dinh so 04/2015/NP-CP, ngay
09/01/2015 cua Chinh phu;

Can ciz Quyér dinh sé6 90/QD-UBND, ngay 14/8/2023 ciia UBND x& vé
ban hanh Quy ché lam viéc cia Uy ban nhan dan xa Pong Think nhiém ky
2021-2026;

Theo dé nghi ciia cdng chize Van phong - Thong ké xa.
QUYET PINH:

Piéu 1. Ban hanh kem Quyét dinh nay Quy ché thuc hién dan chu trong
hoat dong cua co quan xa Pong Thinh.

~ Diéu 2. Quyét dinh nay c6 hiu luc thi hanh ké tir ngay ky va thay thé
Quyét dinh s6 32/QD-UBND, ngay16/02/2023.

Piéu 3. Vin phong -Th(f)ng ké, toan thé can bo cong chirc, nguoi lao dong
chiu trach nhiém thi hanh quyét dinh nay.
Noi nhan:
- Nhu diéu 3 Qb; 7 ‘ UY BAN NHAN DAN
- UBND huyén (B/c); g0 N HU TICH
- LDLD huyén (B/c); R N
- TTPU, HDND xi (B/c);
-Luu: VT, Cb
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA PONG THINH Poc 1ap - Tu do - Hanh phuc
QUY CHE

Thuec hién dén chi trong hoat dong ctia co' quan xa Pong Thinh
(Ban hanh kem theo Quyet dinh so: /0D -UBND, ngay thang 04 nam 2024
cua UBND xd Bong Thinh )

_ CHUONGI
NHUNG QUY PINH CHUNG

Piéu 1: Muc dich, yéu ciu thyc hién dan chii trong co quan

1. Nham phét huy quyén lam chu cta can bd cong chire (CBCC), gép phan
xay dyng co quan trong sach vimg manh, xay dung d6i nga CBCC Ia cong boc
cua nhén dan, co du pham cht, nang lyc lam viéc dat hiéu qua, chat luong, dap
g yéu cau phat trién va doi moi dat nude.

2. Phat huy quyén 1am cha ciia CBCC gan lién véi viéc bao dam su 1anh dao
ctia to chic Pang & co quan, chap hanh nguyén tic tip trung dan chu, thuc hién
ché do tha trudng va phat huy vai trd phdi hop cua cic Poan thé khac trong co
quan.

3. Dan chu trong khu6n kho Hién phap va Phap luat Nha nudc, dong thoi
kién quyét xur ly nhirng hanh vi loi dung dan chu dé vi pham Hién phap va Phap
luat, xdm pham quyén tu do dan chu cta ngudi khac ciing nhu lam nguy hai dén
uy tin va danh dy ctia ¢4 nhan, co quan don vi.

4. Nghiém cam ca nhan, t6 chtrc loi dung dan chii dé can trd viéc thi hanh
cong vu 6 co quan.

CHUONG I1
THU'C HIEN DAN CHU TRONG NOI BQ CO QUAN
Muc 1.

TRACH NHIEM CUA NGUOI PUNG PAU CO QUAN VA CUA CONG
CHUC, NGUOI LAO PONG

Piéu 2: Trach nhiém ciia Thi truéng co quan:

1. Quan ly, diéu hanh toan bo hoat dong cua co quan theo ché do thu trudng.
Chiu trach nhiém truéc Pang uy, UBND huyén vé moi hoat dong cua co quan,
don vi theo su phan cap.

2. Thyc hién dan chu trong quan ly va diéu hanh hoat dong cua co quan;
trong quan 1y, st dung, thuc hién ché d6, chinh sach d6i véi cong chirc va nguoi
lao dong.

3. To chirc cac cudce hop giao ban dinh ky, hang thang, hang quy va 6 thang
dé danh gia két qua thyc hién cac nhiém vu dugc giao va dé ra nhiém vu, giai
phap chu yéu phai thuc hién trong thoi gian t6i cua co quan. Cudi nim, nguoi
dtng dau co quan phai to chirc danh gia tong két hoat dong ciia co quan tai Hoi



nghi cong chuc, nguodi lao dong.

4. T6 chirc danh gia, xép loai hang nim d6i véi cong chuc thudc tham
quyén quan 1y theo quy dinh ctia cap trén vé danh gia, xép loai chat lugng can bo,
cong chue.

5. Lang nghe y kién phan anh, phé binh cua cong chirc va ngudi lao dong.
Khi cong chire, nguoi lao dong dang ky dugc gép va co ndi dung, ly do cu thé thi
bd tri thoi gian thich hop dé gap va trao doi.

6. Thong bao cong khai dé cong chirc, ngudi lao dong biét nhimg viée duoc
quy dinh.

7. Ban hanh quy ché quéan 1y trang thiét bi lam viéc trong co quan bao dam
thiét thyuc, hiéu qua, tiét kiém; str dung tiét kiém kinh phi dugc cap; thuc hién cac
quy dinh vé cong khai tai chinh. Viéc mua sam thiét bi, phuong tién va céc tai san
cua co quan phai thuc hién theo quy dinh cua phap luat.

8. T6 chirc thue hién ké khai, minh bach tai san, thu nhap ddi véi cong chir,
nguoi lao dong theo quy dinh tai Nghi dinh s 130/2020/NB-CP ngay 30/10/2020
ctia Chinh phu vé kiém soat tai san, thu nhap cta nguoi co chic vy, quyén han
trong co quan, t6 chire, don vi.

9. Thyc hién cong khai du toan thu - chi ngan sach nha nudc, quyét toan
ngan sach nha nudc va thuc hién ché d6 bao céo tinh hinh thuc hién cong khai
ngan theo quy dinh tai Nghi dinh s6 163/2016/NDCP ngay 21/12/2016 ctia Chinh
pht quy dinh chi tiét thi hanh mot sé diéu ciia Luat ngan sach nha nudc va Thong
tu s6 61/2017/TT-BTC ngay 15/6/2017 cta Bo Tai chinh hudéng dan vé cong khai
ngan sach ddi v6i don vi du toan ngan sach, td chirc duoc ngan sach nha nudc ho
tro.

10. Thuc hién cac bién phap phong ngtra, ngan chan hanh vi tham nhiing;
xur ly va tao dleu kién dé co quan, t6 chirc c6 tham quyén xur Iy ngudi c6 hanh vi
tham nhiing; néu thiéu trach nhiém dé xay ra tham nhiing trong co quan thi bi xur
1y theo quy dinh cua phép luit.

11. Xem xét, giai quyét kip thoi theo quy dinh cua phap luat cac khiéu nai,
t6 cdo, kién nghi cta cong chirc, ngudi lao dong va kién nghi cua Ban Thanh tra
nhan dan co quan; kip thoi bao cao voi co quan co thAm quyén nhimg van dé
khong thudc tham quyén giai quyét ctia minh.

12. Kip thoi xir Iy ngudi cé hanh vi can tré viée thyc hién dan chua trong
hoat dong ctuia co quan va nguoi c6 hanh vi tra thu, tra dap cong chirc, nguoi lao
dong khiéu nai, to cao, phan anh, kién nghi theo quy dinh cta phép luat.

Piéu 3. To chirc Hi nghi cong chirc, ngudi lao dong tai co' quan

1. Chu tich UBND x4 chi tri, phdi hop véi Cong doan co quan to chirc Hoi
nghi cong chirc, ngudi lao dong ciia co quan mdi nim mot 1an. Khi c6 mot phan
ba cong chue, nguoi lao dong co quan hodc Ban Chép hanh Cong doan co quan
yéu cau hoidc khi thay can thiét thi Chu tich UBND xa triéu tap Hoi nghi cong
chure, nguoi lao dong cua co quan bét thuong. Thanh phan du Hoi nghi bao gdm
toan thé can bo, cong chirc, nguoi lao dong clia co quan.



2. Noi dung ciia Hoi nghi, gom:

a) Kiém diém viéc thuc hién cac nghi quyét, chu truong, chinh sach cua
Dang, phap luat cia Nha nudc c6 lién quan dén chirc nang, nhiém vu clia co quan;
kiém diém viéc thuc hién Nghi quyet Hoi nghi cong chire, nguoi lao dong cua
nam trudc dé va nhitng quy dinh vé thuc hién dan chu trong hoat dong cua co
quan; danh gia, tong két va kiém diém trach nhiém ciia ngudi dimg dau co quan
trong vi¢c thuc hi¢n ké hoach cong tac hang nam; thao luan, ban bién phép thuc
hién ké hoach cong tac nim tGi clia co quan;

b) Chu tich UBND xa lang nghe y kién dong gop ctia cong chirc, ngudi lao
dong; giai dap nhiing thic méc, kién nghi ciia cong chirc, nguoi lao dong;

¢) Thong qua Quy ché chi tiéu ndi bd cua co quan; phat dong phong trao
thi dua va ky két giao wdc thi dua;

d) Théao luan cac bién phép cai tién diéu kién 1am viéc, nang cao doi séng
cua cong chtrc, nguoi lao dong trong co quan;

d) Ban Thanh tra Nhan dan cia co quan béo cdo cong tac; biu Ban Thanh
tra Nhan dan theo quy dinh cua phép luat;

e) Khen thudéng tap thé, ci nhan ctia co quan co thanh tich xuét sic trong
cong tac.

Piéu 4. Trach nhiém ciia cong chirc, ngwdi lao dong

1. Nghiém chinh chap hanh ndi quy, quy ché lam viéc cia co quan; thuc
hanh tiét kiém, chong lang phi va bao dam thong tin chinh xac, kip thoi; thyc hién
cac quy dinh vé nghia vu, dao dirc, vin héa giao tiép, quy tic ing xir, nguyén tic
trong thuc hién nhi€ém vu cong tac va nhiing viéc khong dugc lam theo quy dinh
cua phap luat.

2. Chiu trach nhiém trudc phép luat, trude Thu trudng co quan vé viéc thi
hanh nhiém vu ctia minh. Trong khi thi hanh nhiém vu cong tac, cong chirc, nguoi
lao dong duoc trinh bay ¥ kién, dé xuit giai quyét nhitng van dé thugc pham vi
trach nhiém cta minh khac voi ¥ kién cta nguoi phu trach truc tlep nhung van
phai chap hanh su chi dao va huéng dan ctia nguoi phuy trach truc tiép, dong thoi
c6 quyén bao luu y kién va bao cdo 1én Tong cuc trudng hodc Pho Tong cuc
trudng phu trach linh vyc chuyén mon thu truéng co quan.

3. Thyc hién phé binh va tu phé binh nghiém tic, phat huy uu diém, c6 giai
phap stra chira khuyét diém; thang than dong gop ¥ kién dé xay dung ndi bd co
quan trong sach, viing manh.

4. Pong gop v kién vao viée xay dung cac vin ban, ndi quy, quy ché cua co
quan khi dugc yéu cau.

5. B4o c4o ngudi co thAm quyén trong co quan khi phat hién hanh vi vi
pham phép luat trong hoat dong cua co quan.

Muc 2
NHUNG VIEC PHAI CONG KHAI PE CONG CHUGC,
NGUOI LAO PONG BIET



S)
Piéu 5. Nhirng viéc phai cong khai
, 1. Chu truong, chinh sach ctia Pang va phap luat cia Nha nudc lién quan
dén cong viéc cua co quan.
2. K& hoach cong tac hang nim, hang quy, hang thang cua co quan, don vi.
3. Kinh phi hoat dong hang nam, bao gébm cac ngudn kinh phi do ngan sach nha

nudc cAp va cac nguon tai chinh khac; quyét toan kinh phi hang nam cua co quan;
tai san, trang thiét bi ctia co quan; két qua thanh kiém tra (néu co).

4. St dung, giélo tao, boi dudng, chdm dut hop déng lam viéc ddi véi nguoi
lao dong; giai quyét ché do, nang bac luong, danh gia, x&p loai cong chirc; khen
thudng, ky luat, thoi viéc, nghi huu doi véi can bo, cong chirc;

5. Cac vu vi¢c ti€u cuc, tham nhiing trong co quan da dugc két luan; ban ké
khai tai san, thu nh@p cia cong churc co quan c6 nghia vu phai ké khai theo quy
dinh cua phap luat.

6. Két qua thanh tra, kiém tra, giai quyét khiéu nai, t§ céo trong ndi bg co
quan.

7. Céc noi quy, quy ché ciia co quan.

8. Két qua tiép thu y kién cua cong chirc, nguoi lao dong Vé’nhﬁ’ngr van dé
thudc tham quyén quyét dinh cua nguoi dimg dau co quan dua ra lay y kién cong
chtrc quy dinh cua Quy ché nay.

9. Vin ban chi dao, diéu hanh cia co quan quan 1y cap trén lién quan dén
cong viéc cua co quan.

Pi¢u 6. Hinh thirc va thoi gian cong khai

1. Hinh thirc cong khai ¢an cir vao dic diém, tinh chat va ndi dung phai
cong khai, co quan xa Pong Thinh ap dung mot, mot s6 hodc tat ca cac hinh thirc
cong khai sau day:

a) Niém yét van ban tai co quan;

b) Thong bao tai Hoi nghi cong chirc, ngudi lao dong co quan,;

¢) Thong béo bang van ban giri dén cong chirc, ngudi lao dong;

d) Thong bao bang vin ban dén Ban Chap hanh Cong doan co quan;

¢) Dang trén Trang thong tin dién tir xa

2. Thoi han cong khai chdm nhat 1a 03 ngay lam viéc, truong hop dac biét
khong qua 05 ngay ke tu ngay van ban dugc ban hanh hodc ké tir ngay nhén dugc
van ban cua co quan cap trén, trir nhiing tai liéu mat theo quy dinh cua phap luat.
Thot gian cong khai cac van ban niém yét tai co quan va trén Trang thong tin dién
tr theo quy dinh hién hanh cua Nha nudc.

Muc 3.
NHUNG VIEC CONG CHUC, NGUOI LAO PONG

THAM GIA Y KIEN, THU TRUONG CO QUAN QUYET PINH

Piéu 7. Nhirng viéc cong chirc, nguoi lao dong tham gia ¥ kién
1. Chu trwong, giai phap thuc hién nghi quyét ctia Pang, phap luat ciia Nha
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nude lién quan dén cong viéc ctia co quan.

2. Dy toan thu - chi ngan séch; quyét todn, st dung ngan sach; minh bach
tai san thu nhap.

3. K& hoach cong tac hang nim cua co quan.

4. T6 chuc phong trao thi dua cta co quan.

5. Bao c4o so két, tong két ciia co quan.

, 6. Cac bién phép cai tién, td chire, hpat dong va 1é l,éi lam viéc; ph(‘)n‘g,
chong tham nhing, thyc hanh tiét kiém, chong lang phi, chong quan liéu, phién
ha, sach nhiéu Nhan dan.

7. Ké hoach tuyén dung, dao tao, boi dudng cong chuc;

8. Thuc hién cac ché do, chinh sach lién quan dén quyén va lo1 ich cua
cong chire, nguoi lao dong.

9. Cac ndi quy, quy ché ciia co quan.

Pi¢u 8. Hinh thirc tham gia y kién

Can cir dic diém, tinh chat hoat dong va ndi dung tham gia y kién, UBND
Xa ap dung mot trong ba hinh thirc tham gia y kién sau day:

1. Cong chirc, nguoi lao dong tham gia }'I‘kié'n tryc tiép bang vin ban hoic
tham gia y kién thong qua Thu truong don vi 60ng thoi [a Chu tich UBND hoac
Pho chu tich phu trach linh vuc chuyén mon.

2. Thong qua Hoi nghi can b, cong chirc, nguoi lao dong cuia co quan.

3. Phat phiéu hoi y kién truc tiép, giri dy thao van ban dé cong chire, nguoi
lao dong tham gia y kién.

Muc 4
NHUNG VIEC CONG CHUC,
NGUOI LAO PONG GIAM SAT, KIEM TRA

Picu 9. Nhirng viéc cong chirc, nguoi lao dong giam sat, kiém tra
, 1. Thyc hién chu trrong, chinh sach cua Pang va phap luat cia Nha nudc,

ke hoach cong tac hang ndm cua co quan.

2. St dung kinh phi hoat dong, chap hanh chinh sach, ché do quan 1y va sir
dung tai san cua co quan.

3. Thuc hién ndi quy, quy ché ciia co quan.

4. Thuc hién ché do, chinh sach cia Nha nudc vé quyén va loi ich ciia cong
chtrc, ngudi lao dong trong co quan.

5. Giai quyét khiéu nai, t6 cao trong ndi bd co quan.

Piéu 10. Hinh thirc giam sat, kiém tra

Hinh thirc okiém tra, gidm sat ctia co quan t6 chirc dé cong chuc, nguoi lao
dong giam sat, kiém tra thong qua ba hinh thirc giam sat, kiém tra sau day:

1. Thong qua hoat dong cua Ban Thanh tra Nhan dan cia co quan.

2. Thong qua kiém diém cong tac, ty phé binh va phé binh trong cac cudc



hop dinh ky ctia co quan.
3. Thong qua Hoi nghi cong chirc, nguoi lao dong ctia co quan.
Chuong 111

DAN CHU TRONG QUAN HE VA GIAI QUYET CONG VIEC
VOI CONG DAN, CO QUAN, TO CHUC CO LIEN QUAN

Piéu 11. Trach nhiém cia Chii tich, Phé chi tich phu trach linh vue
chuyén mon

1. T6 chur, chi dao va kiém tra viéc niém yét cong khai tai tru s¢ lam vi¢c
va dang tai trén Trang thong tin dién tr ciia xa dé cong déan, co quan, to chuc (sau
day goi chung 1a cong dan, t6 chirc) biét cac nodi dung sau:

a) Bo phan chiu trach nhiém giai quyét cong viée c6 lién quan;

b) Thu tuc hanh chinh giai quyét cong viéc;

¢) Mau don tir, hd so cho tung loai cong viéc;

d) Thoi gian giai quyét timg loai cong viéc.

2. Chi dao va kiém tra cong chtic, ngudi lao dong trong giai quyét cong
viéc ctia cong dan, t6 chirc; kip thoi ¢ nhitng bién phap xu 1y thich hop theo quy
dinh cua phap luat d6i voi nhitng cong chirc, nguoi lao dong khong hoan thanh
nhiém vy, thiéu tinh than trach nhiém, sach nhiéu, gay phién ha, tham nhiing trong
viéc giai quyét cong viéc ciia cong dan, to chirc.

3. Chi dao viéc b tri noi tiép dén, thyc hién tiép dan theo quy dinh

4. Cu can bg, cong chire co trach nhiém gap va giai quyét cong viéc co lién
quan khi céng dan, to chirc ¢6 yéu cau theo quy dinh cua phap luat; nhimg kién
nghi, phan 4anh, phé binh cta cong dan, t6 chitc phai duoc nghién ctru va xu 1y kip
thoi.

5. Chi dao thuc hién ding quy dinh cua Nha nudc vé bi mat Nha nudc, bi
mat cong tac va bi mat thong tin vé ngudi t cdo.

Piéu 12. Trach nhiém ciia cong chirc, nguoi lao dong

1. Viéc tiép nhan vin ban, tai liéu giri dén; phat hanh vin ban tai liéu cia
UBND xa phai thuc hién qua van thu cia Téng cuc Théng xa; bao v¢ bi mat Nha
nudc, bi mat cong tac va bi mat thong tin vé ngudi t cdo theo quy dinh ciia phap
luat.

2. Khi cong dan, t6 chirc ¢ yéu cau, cong chirc, nguoi lao dong co trach
nhiém giai quyet cac yéu cau d6 theo thim quyén. Nhiing viéc khong thudc tham
quyen giai quyet cong chirc, nguoi lao dong phai thong bao dé cong dan, t6 chirc
biét va huéng dan coéng dan, to chirc dén noi c6 tham quyén giai quyét. _Can b0,
Cong chure, nguoi lao dong khong duge quan liéu, hach dich, cta quyen tham
nhiing, gay kho khan, phién ha, sach nhidu trong gii quyét cong viéc cia cong
dan, to chirc.

3. Cong viéc cua cong dan, t6 chirc phai dugc cong chirc nghién ctu xir ly
va kip thoi giai quyét theo dung quy dinh cta phap luat va ndi quy, quy ché cua



CO quan.

4. Nhitng cong viéc di co thoi han giai quyét theo quy dinh thi cong chic,
ngu:cn lao dong phai chap hanh ding thoi han dé. Tru:0’ng hop phu:c tap hodc co
sai sOt trong tiép nhan va xtr Iy doi hoi phai co thoi gian dé giai quyet thi cong
chtrc, nguoi lao dong co trach nhiém béo cédo ngudi phu trach truc tiép va kip thoi
thong bao cho cong dan, t6 chic biét.

Piéu 13. Quan hé giira Chii tich UBND x4 véi cac co' quan cap trén

1. Chu tich UBND xa chap hanh quyét dinh cua cép trén. Khi co cin ct
cho rang quyet dinh d¢ la trai phap luét thi phai kip thoi bao cao bang van ban véi
ngudi ra quyét dinh; truong hop nguoi ra quyét dinh van quyét dinh vi¢c thi hanh
thi nguoi thi hanh phai chap hanh ‘nhung khong chiu trach nhiém Ve hau qua cua
viéc thi hanh, ddng thoi bao cao cip trén truc tiép cua nguoi ra quyét dinh. Ngudi
ra quyét dinh phai chju trach nhiém trudc phép luat vé quyét dinh ctia minh.

2. Phan anh nhiing vudng mic, kho khin trong qué trinh thuc hién chirc
nang, nhiém vu cua minh; kién nghi co quan cap trén nhitng van dé khong phu
hop, can stra d6i, bd sung trong cac ché d9, chinh sach, cac quy dinh cua phap luat
va trong chi dao, diéu hanh cta co quan cap trén.

3. Tham gia dong gop ¥ kién, kién nghi dbi v6i hoat dong cta co quan cép
trén; co trach nhiém nghién ctru, tham gia ¥ kién vao cac du thao vé ché do, chinh
sach, van ban quy pham phap luat do co quan cép trén yéu cau.

4. Bao cdo co quan cép trén tinh hinh cong tac cua UBND x& theo quy
dinh; d6i v6i nhimg van dé vuot qua thAm quyén giai quyét cia UBND x4 thi phai
kip thoi bao cao, xin y kién chi dao cta co quan cap trén. Noi dung bao cdo 16én co
quan cip trén phai khach quan, trung thuc.

Chuong IV
TO CHUC THUC HIEN

Piéu 14. Trach nhiém thi hanh

1. Lanh dao UBND xgi, cong chuc, nguoi lao dong thude UBND xa co
trach nhiém thuc hién Quy ché nay.

2. Thi truéng co quan cé trach nhiém phd qbién, ‘grién khai Quy ché nay dén
cong churc, nguoi laq dong thudc dO’n’ vi minh dé€ c¢6 k€ hoach thyc hién. Truong
hop vi pham Quy ché tuy theo tinh chat va mirc d vi pham s€ bi xtr 1y hanh chinh
hodc xtr 1y theo quy dinh cua phép luat.

Piéu 15. T6 chirc thue hién

1. Van phong - Théng ké chu tri, phbi hop véi Ban Qhép hanh Céng doan
co quan don doc, kiém tra va gidm sat vi¢c thuc hién Quy ché nay.

2. Cac trudng hop chua duoc quy dinh tai Quy ché nay thi thuc hién theo
ding cac quy dinh cua phap luat lién quan.

3. Quy che nay c6 hiéu lyc thi hanh ké tur ngay ky. Trong qua trinh thyc

hién néu co van dé gop y gui vé Vin phong- Théng ké dé tong hop, trinh thu
trudng co quan xem xét, diéu chinh Quy ché cho phu hop./.
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