
UBND TiNH BINH DU'ONG 	CONG HOA xA HQI CHU NGH1A VItT NAM 
TRVONG Dig HOC THU DAU MOT 	DO Yap — Ti do — Hanh phtic 

A20 /QD-DHTDM 	 Binh Lowing, ngay 10 thanzinam 2022 

QUYET DINH 
Ve viec ban hanh Quy chi to chtic va hoat Ong 
dm Van phong Trtrirng Dai hoc Thii DAu MOt 

HIEU TRUbNG TRUtiNG DA' HOC THU DAU MOT 

, Can ca. Ludt Gicio duc 	hoc nam 2012 va Ludt situ crdi, sung mot so 
clieu cna Ludt Giao dyc Dgi hoc dam 2018; 

, Can cie Quyet clinh so 06/QD-HDTr ngay 02/7/2019 cfca Chu tich Hai 
clung Trwerng ve viec ban hanh quy the to chicc va hogt Ong cfia Trtro'ng Dgi 
hoc Thu Dciu MO; 

Theo cle nghi cua Truz'mg phong To char. 

QUYET DINH: 

Dieu 1. Ban hanh Quy the to chirc va hog dOng dm Van phong Truimg 
Dai hoc Thu Dau MCA. 

Dieu 2. Twang phong To chirc, Chanh Van phong Trtrang, Throng cac 
don vi có lien quan chiu trach nhiem thi hanh Quyet dinh nay. 

Quyet dinh co hieu tkrc ke tir ngay ky va thay the Quyet dinh se; 1800/QD-
DHTDM ngay 04/11/2013 dm Hieu truong True(ng Dai h9c Thu DAu MCA ye 
viec ban hanh Quy the lam viec cua phong Hanh chinh Throng D4i hoc Thu 
DAti MOt./. 

Noi 
HOi idtfitniag; 

- HT, PHT; 
- Nhu di&I 3; 
- Luu: VT, TC. 

HIEU TRU'ONG 

TS. Nguyen QuOc Cuirng 



UBND TiNH B1NH DU'ONG 	COG HOA xA HOI CHU NGHIA VIVI' NAM 
TRU'itiNG DAA HQC THU DAU MOT 	Doc 14p - Ttr do - lIqnh pink 

QUY CHE 
TO ClItrC VA HOAT BONG CUA VAN PHONG 

(Ban hanh kern theo Quyet clinh sa: g0 /QD-DHTDM ngay JO thong 01 nom 2022 
clic! Hieu tricang Trwang Dai hoc Thu Dau Mat) 

Chuang I 
QUY DINH CHUNG 

Dieu 1. Phum vi va diii tuvng fip dung 

1. Quy ch6 nay quy dinh '%/' to chdc \Ta hoot di;ong dm Van phong thuOc 
TrueIng Dai hoc Thu Dau Mot (sau day g9i tat la Trueng). 

2. Quy ch6' nay dugc ap dung cho can be, vien chirc, nguoi lao gong dm 
Van phong (sau day g9i tat IA vien chdc) va cac don vi, to chirc, ca nhan co lien 
quan. 

Dieu 2. Vi tri phi') IST 

1. Van phong la don vi trvc thuec Twang Dai hoc Thu D'au Met, dugc 
thanh 14 theo Quye't dinh so 86/QD-DHTDM n44 27/10/2009 dm Hiti 
truang. Qua hai lan dei ten g9i theo Quy6t dinh so 1038/QD-DHTDM ngay 
24/6/2013 va Quye't dinh so 949/QD-DHTDM ngay 10/7/2018, ten g9i hi''n tai 
la Van phong. 

Van phong chU deng to chirc thkrc hin chirc nang, nhi'm vu theo dinh 
huang chitin lugc dm Nha. truang. ChAp hanh su phan ding nhi'm v1,1 dm Lath 
dao truong lid cac quy dinh cUa phaplu'at, not quy, quy ch6' dm Trueng. 

2. Thong tin lien N 

- Dia chi: Day Al - Se 06, TrAn Van On, phuong Phu floa, thAnh pile Thu 
DAu Met, tinh Binh Duong. 

- E-mail: vanphong@tdmu.edu.vn  

- Di'n thoai: (0274) 3822518 ho4c (0274) 3840230 

Chuang II 
CIIffC NANG, NHItM VU 

Dieu 3. Chin 'fang 

Van phong,  lA be ph4n lAm cong tac hanh chinh-tong hgp gifip v* cho 
Dang fly — Hei dong Truong — Ban Giam hiu (sau day g9i chung IA Lanh dap 
truiyng) trong cong tic pan ISf, chi dao, dieu hanh; la cau not thong tin giira 
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Lanh dao tnreng va cac clan vi tivc thu9c nham dam bao cho hog d9ng d6i n9i, 
doi ngoai dugc thong slat. 

Dieu 4. Nhiem vu 

1. Thtyc hien nhiem vu gift') viec dieu hanh 

- La au mo'i tong hgp giup Lanh dao truemg xay Ong chitin lugc, nghi 
quyat, chu trucmg chinh sach, chucmg trinh ke hoach ding tac va trian khai clan 
cac don vi, ca nhan có lien quan, theo doi, danh gia qua trinh to chic thtrc hien. 

- Chuyan tai thong tin chi dao, diau hanh oh Lath dao tnrong den cac 
don vi tivc thu9c va ghi,  nhan nhang kien nghi, de xuat ciaa cac don vi trinh 
Lanh ciao toeing cho kien chi dao, phe duyet. 

- Phi hgp voi cac don vi chuyen mon chuAn bi h'au can, n9i dung cac 
cu9c h9p, h9i nghi do Lanh dao truong chu tri; Soan thao va ban hanh van ban 
thong bao ket Juan cu9c hop Lanh dao truemg giai cac don vi. 

- Gifip Thuang tivc Dang fly thgc hien cong tac Dang vu 

2. Thtyc hien nhiem vu tham mini, tong him 

- Tham muu cho Lath dap tn.rong cac van ban nham don ac, nhac nher, 
chan chinh viec thtrc hien quy the va cac nhiem vu ma Lanh dao trueng phan 
cong, chi dao. 

- Lam au mt)i tong hop thong tin, s6 lieu phvc vu bao cao nhanh, bao cap 
so ket, tong ket nam hoc dm Truong va bao cao dinh kST, bao cao d9t xuat theo 
yeu cau cua cac co quan quan 

- To eh& soan thao cac van ban quy dinh, quy pham cua Truong thuOc 
chuc nang, nhiem vu dugc giao 

- TO'ng hop, xay chyng lich cong tac hang tuan cua Lanh dao truang va cac 
don vi, clang teen website truang de thvc hien. 

3. Thtyc hien nhiem vu hanh chinh, van thin 

- Don, tip khach an Truong lien he cong tac; sap xap huong dan khach 
den,  cac b9 phan claim Wang de giai quyet cong viec; Phoi hgp vOi phong Hop tac 
Quoc to don, flap khach nuorc ngoai. 

- Cap gia'y giai thieu, gia'y di clueing cho can b9, vien chirc dugc cir di 
cong tac theo phan cong cua Lanh dao truemg. Xac nhan giay di dueng cho 
khach tir cac don vi ben ngoai den ding tac va luu trU tai Throng. 

- Tiap nhan, xir ly, luu tra van ban di, an dm Tru6ng, van ban mat theo 
quy dinh hien hanh, theo clai, don cloc viec thtrc hien dam bao yeu cau n9i dung, 
tiled gian. 

- Sao y van ban an, van ban di theo de nghi cua cac don vi phvc vu cho 
hog clang cua Truong. 
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- Huang dan cac don vi thtrc hien cong tac van this tai don vi va map h6 
so, tai lieu vao lint till Throng 

- Quan 1S/, sir dung con dau va thie't bi luu khoa bi mat dia. Throng theo 
quy dinh hien hanh. 

- Chuan bi cac clieu kien hau can phuc vu cho hog d6ng d6i n6i, doi ngoai 
cita Lanh dao twang va cac sir kien, h6i nghi, h'6i thao cilia Twang. 

- Tip nhan, sap x6p viec clang 14,  sir dung hOi trtrong, phong h9p, nha 
khach cua Throng theo quy dinh. 

4. Thvc hien nh*n vu quail IST van bang, chtimg chi 

- Thtrc hirt in va cap phat giay chirng nhan tot nghiep tam thOi; in va cap 
Oat, chinh sira, thu hoi, huy b6 van bang, chimg chi; cap ban sao van bang, 
chimg chi tir so goc doi vOi cac bac ciao tao, he ciao tao cua Throng; xac mink, 
xac nhan thong tin lien quan den van bang, chi ng chi; 

- Tham Intru thie't ke, trinh duyet mau phoi van bang, chimg chi; Thtrc 
hien cac thit tuc de xuat in phoi van bang, chimg chi; 

- Quan ly phoi, van bang, chimg chi va ltru trix h6 so lien quan den van 
bang, chirng chi; 

- Cong khai cac thong tin lien quan ve van bang, chimg chi len website 
Throng phuc vu cho viec theo dOi, tra cal van bang, chimg chi cilia nguoi h9c. 

5. Thtrc hien nh*n vu y to &tarn h9c 

Tram ,Y truc thuc Van phong 	 NT trach nhiem chinh " chuyen mon, 
xay dung ke hoach va to chirc thuc hien ding tac y to trirong h9c theo quy dinh, 
cu the: 

- Tuyen truy&i, to van cac bien phap phong ch6ng benh dich, benh tat h9c 
&rang, phong chong tai nan thuang tich, phong chOng HIV-AIDS, cac berth xa 
hOi va cac van de lien quan den sirc kit& can b'6, vien chirc, sinh vien 

- So cum, cap ciru, kham berth, chira benh, cham soc sirc kit& ban dau cho 
vien chuc va sinh vien thuc Throng; chuyen berth nhan len co so' y to tuyen teen 
trong nhang truong hop can thiet. 

- Du tit kinh phi va to chirc mua thuac, vat to y theo ke' hoach dugc 
duyet; Quan theo doi viec cap Oat, sir dung thuoc va cac vat dung y te, dam 
bao cac dieu kien bao quart, tiled han sir dung theo quy dinh. 

- Dam bao cong tac y to tai cac kSi thi, cu6c thi phong trao the duc the thao 
do Twang to chi:re; Theo doi tinh trang sirc kit& dm can b0, giang vien va sinh 
vien tham gia thi dau the due the thao. 

- T6 chirc kiem tra ve sinh an toan thuc pham hang tuan, thgc hien ltru 
mau thirc an hang ngay cua cac co sa kinh doanh dich vu an uong trong IchuOn 
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vien truiyng; theo doi, nhac nha cac co sa kinh doanh tuan thu quy dinh, dam 
bao ve sinh an toan thuc pham; 

- Quan ly, luu trir ho so, tai lieu c6 lien quan an ding tac y to truemg h9c. 

Dieu 5. MOi quan he cong tic Oh Van phong v(ri cac do'n vi trong va 
ngoai Truirng 

m6i quan he cong tac cila Van phong vai cac don vi trong va ngoai 
Truang dugc thuc hien theo quy dinh chung cua Trueng Dai h9c Thu Dau M9t 
nham dam bao sir phoi hgp nhip nhang, trao doi thong tin trong giai quyet cong 
viec c6 lien quan den chirc nang, nhiem vu dm Van phong. 

Chuang III 
CO CAU TO CHITC; 

THAM QUYEN, TRACH NHIEM GIAI QUYET CONG VIEC 

Dieu 6. Ca cAu to clam 

Co cau to chirc dm Van phong 

1. Lanh dao Van phong: Thu 14,  H9i dOng Throng, Chanh Van phong, 
cac Pho Chanh Van phong. 

2. Cac to, b0 phan chuyen mon: 

- BO phan nghiep vu Van phong: GOm cac chuyen vien dugc phan cong 
nhiem vu tham muu-tong hgp, hanh chinh, van thu va cac cong tac vien. 

- TO van bang - chirng chi: Do mot Pho Chanh Van phong dugc phan 
ding phu trial va cac chuyen vien Van phong kiem nhiem 

- 	D9i xe: D9i tnrong va nhan vien lai xe 

- Tram Y te: Do mot Pho Chanh van phong phu trach tut tiep va cac 
nhan vien y 

- BO phan Van phong HOi dOng truemg, Van phong Dang fly: Do Thu k 'y 
H9i dOng tnrOng phu trach; cac chuyen vien Van ph6ng giup viec. 

Dieu 7. Nguyen tac lam viec 

1. Van phong lam viec theo nguyen tac tap trung clan chu, vim dam bao 
phat huy vai tro lanh dao dm tap the, vira de cao trach nhiem cua nguOi dung 
dau. 

2. Thu ky Hoi dOng truOng phi hgp vai Chanh Van phong dieu hanh 
chung va chiu trach nhiem truac Lanh dap truOng ve toan b9 hoat Ong dm Van 
ph6ng. Ph6 Chanh van phong la ngued giup viec cho Chanh Van phong. Quan 
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he gitra cac Pho Chanh Van phong la quan he d3ng  cap, chit gong ph& hgp giai 
guy& cong viec. 

3. Mtii vien chiic Van phong phai hinh thanh tac phong lam viec chuyen 
nghiep the hien teen cac mat: 

- Chit dOng va trach nhiem truac cong viec dugc giao, dux hien dung quy 
dinh, quy trinh cong viec; 

- Chap hanh cac quy dinh cua Nha truong va phap 141; Chuan mkrc trong 
thkic hien ne nep sinh hoat cong kr; 

- Thai dO,  an can, lich six trong giao tiep, img 	yen d6ng nghiep, sinh 
vien va nguai den lien he cong tac; 

- Phat huy sang kien,,  cai lien cong viec, Ung dung cong nghe' thong tin 
trong giai quyet cong viec de ngay cong nang cao chat lugng, hieu qua thkrc hien 
nhiem vv dugc giao; 

- Khong ngimg hoc tap, ren luyen de nang cao trinh do chuyen mon 
nghiep vv. 

4. Hang q4, Van phong h9p danh gia viec thkrc hien chirc nang, nhiem vv 
dm dart vi va viec thvc hien nhiem vv dugc giao cua tong ca than. 

Trong tnrang hgp can thiet,,  Thu 14 if& d'ong truang va Chanh Van 
phong trieu tap cuOc h9p dot xuat de kip thai giai quyet cac cong viec phat 
sinh. 

Dieu 8. Thu. 14 Hoi ding Truirng 

Thkrc hien nhiem vv dugc quy dinh tai Quy the to chirc va hoat dOng cua 
HOi doSng Truang, Quy the to chirc va boat Ong cua Truang Dai h9c Thu DAu 
Mot va theo phan cling dm Chit tich 110i d6ng Trueng. Phi hgp v6i Chanh Van 
phong dieu hanh cong tac tham muu, giup viec cho Lath dao tru&ng 

Dieu 9. Chanh Van phong 

1. La nguiyi dung &LI Van phOng, trgc tiep dieu hanh Van phong thkrc 
hien chirc Wang, nhiem vv theo quy dinh. 

2. Nam yang chuyen mon nghiep vv; chit Ong xay dkmg n& dung, 
chuang trinh, ke hooch hoat dOng; trier' khai, phan ding, huang dan cap pho va 
vien chirc, nothi lao dOng trong don vi thvc hien cong viec thu'Oc chirc nang, 
nhiem vv dm don vi minh. 

3. Xay dung quy the hoat dOng, quy the lam viec dm Van phong trinh 
Lath dao Tn.rang phe duyet de lam can cir quan ly, dieu hanh. Dam boo viec 
thvc hien ding khai, dan chit va doan ket trong don vi. 
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4. Nam chic tinh hinh nhiem vv, nOi dung cong tic cua din vi va kip th6i 
bao cao v6i Lanh dao truong ye cac van de lien quan de dam bao gua trinh dieu 
hanh gifra Lanh dao truong va Lath ciao phong dugc thong suot, thong nhat. 

, 5. Chi' &Ong tham muu cho Lath dao truong ban hanh cac van ban quan 
13',; to chirc trien khai thtrc hien nhiem vu cua clan vi minh, thtrc hien nhiem vu 
chinh tri va cac nhiem vv khac theo Nghi quyet cua HOi dong truong, to chirc 
Ding, cac Doan the va chi dao trvc tiep dm Lath dao truong. 

6. Quin 15/, phan cong nhiem vv, nhan xet, danh gia, de xuAt 136 nhiem, 
mien nhiem hoc cham dirt hop &Ong lam viec, hop clang lao dOng doi vii vien 
chirc, ngued lao dOng don vi minh theo dung trinh ttr, thu tvc va cac quy dinh 
hien hanh. Chu &Ong phoi hop vOi phong TO chirc xa'y dtmg ke hoach dao tao, 
boi duong chuyen mon, nghiep vv, chinh tri cho vien chirc don vi minh. 

7. Giai guy& nhimg de xuAt, kien nghi cita cac ca nhan trong va ngoai 
truong ve nhung viec c6 lien quan den nhiem vu dugc giao; trinh Lath dao 
truong nht-mg viec vuot tham quyen hoc nhung viec da phOi hop giai quyet 
nhung y kien chua thong nhat. 

8. Thira,  lenh Hieu truong 	giAy gioi thieu, cong lenh di cong tic, lich 
lam viec, phieu chuyen van ban, thu m6i, giay m6i trong not 1)0 truong, giay 
dieu xe di ding tic; ky sao y, sao lvc van ban theo yeu cau. 

9. Giai quyet cac cong viec khac theo phan cong cua Lanh dao truong. 

Dieu 10. Pho Chanh Van phong 

1. Ph6 Chanh Van phong la ngu6i giiip viec cho Chanh Van phong, dugc 
phan cong phv trach, theo dal thtrc hien mot hoc mot so linh vtrc cong tic, thay 
mat Chanh Van phong trtrc tiep quan 13'f, dieu hanh nhiing cong viec dugc phan 
cong va chiu trach nhiem truck Chanh Van phong ve ket qua thvc hien nhiem vu 
dugc giao; ky thay Chanh Van phong cac van ban khi dugc uy quyen. 

2. Pho Chanh Van ph6ng phv trach van bang chimg chi la ngued chiu 
trach nhiem chinh ve hoat &Ong quan V/, cap phat van bang chimg chi dam bao 
dung quy dinh. 

3. Pho Chanh Van phong phi trach Tram y to la ngued chiu trach nhiem 
chinh ve hog &Ong dm Tram y to trong chuyen mon, d'ac biet la viec mua, quan 

cap phat thu6c va vat to y 

Dieu 11. Chuyen vien 

1. Chap hanh cac quy dinh, quy the cua Nha truong, Lua't vien chirc, BO 
1u4t lao &Ong. 

2. Thtrc hien nhiem vu theo hop d6ng lam viec, hop 6'114 lao dOng va sir 
phan cling cong viec cua Lath dao Van phong va Thu 14 HOi &mg truong. Qua 
trinh thtrc hien nhiem vv phai tuan thu cac quy dinh tuang img, dam bao dung 
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quy trinh, thu tuc, tham quyen; bao cao ke't qua thtrc hien nhiem vu va chiu trach 
nhiem tnroc lanh dao don vi ve nhiem vu duct phan citing; dugc quyen neu len 
nhang kho khan, we/rig mac trong qua trinh giai quy'et cong viec de lanh dap 
don vi phan cong ho troy. 

3. Chuyen vien thut hien nhiem vu van thu c6 trach nhiem quan ly dau 
va thi'et bi luu khoa bi mat theo quy dinh cUa phap 1uat, thtrc hien cam ket bao ve 
bi mat nha nuac. 

4. Chuyen vien c6 nhu cL hoc tap, bOi duang nang cao trinh dO chuyen 
mon nghiep vu, tham gia cac phong trao, hog &Ong ngoai truemg, nghi phep, 
nghi viec rieng... phai bao cao va dugc su dOng y cua Lanh dao Van phong. 

Dieu 12. Di)i xe 

1. Quy dinh chung 

- DOi xe dux hien nhiem vu lai xe nham phuc vu cac hoat dOng chung cua 
nha truZmg, phuc vu cho viec di ding tac bang O to dm Lanh dao truong va dua 
don can b0, giang vien cu tru tai Tp. HCM den Tnrang lam viec. 

- Nhan vien lai xe phai c6 du sire kh6e va giAy phep lai xe phu hop vai 
loci xe dugc phep dieu khien do ca quan nha nuuc c6 tham quyen cap. 

- Chap hanh nghiem quy dinh dm Lug Giao thong duong 1)0 va cac quy 
dinh c6 lien quan, dam bao an toan khi lai xe; tuyet 6i khong sir dung chAt kich 
thich, 6 uOng c6 con khi Bang thut hien nhiem vu. 

- Sir dung xe dung muc dich, dung 10 trinh, thai gian theo yeu cAu dieu xe 
cua cap ten; Bao quail gill gin xe sach, dep, bao dam an toan tuyet 6i khi dua 
xe vao sir dung; Thuang xuyen kiem tra ky thuat, bao &pang, bao tri, bao hiem 
xe dinh kST, de xuAt sua chita khi c6 hu hong. 

2. DOi truong dOi xe 

- Giup Chanh Van phong dieu hanh hog dOng cua DOi xe va chiu trach 
nhiem truck Chanh Van phong ve hog dOng cua DOi; 

- Quan ly va phan cong ding viec cho cac thanh vien DOi xe theo yeu c'au 
dieu xe cua Lanh ciao Van phong hoac Lanh dap truong; 

- Tham muu phucmg an phan cong lai xe, phuang an huy dOng, b6 tri xe 
phuc vu cho cac doan cong tac hoac cac sir kien lan dm Twang theo yeu cL; 

- Quan 1y nhat ky hanh trinh cua tong xe; TOng hop, xac nhan de xuat sira 
chila xe cua nhan vien lai xe trinh Lanh dao Van phong phe duyet; 

- Xac nhan va chiu trach nhiem ve cac de nghi tam img va thanh toan phi 
cL &Jong va nhien lieu dm cac nhan vien lai xe. 



8 

3. Nhan vien lai xe 

- Thtrc hien nhiem vu lai xe theo phan cong dm DOi trugng; 

- Theo dai, ghi nhat Icf hanh trinh chuy6n di lam co sa bao cao cho DOi 
tnrang. 

Dieu 13. Nhan vien y to 

1. Chip hanh cac quy dinh, quy the dm Nha twang, Luat vien chirc, BO 
luat lao dOng va cac quy dinh ye y dire. 

2. Thtrc hien nhiem vv dm cong tac y t6 truong hoc theo sir phan cong dm 
Pith Chanh Van phong phv trach cong tac nay. Qua trinh lam viec phai tuan thit 
cac quy dinh, quy trinh cong viec, bao cao ket qua dux hien cong viec va chiu 
trach nhiem ye cong viec &roc giao. 

3. Dugc tham gia cac lap tap huin, hOi thao, hOi nghi, lop dao tao chuyen 
mon, nang cao nghiep vu ye cong tac y to do nganh giao dvc, y to va cac ban 
nganh, co quan khac to chdc. 

Chtrcrng IV 
QUAN L'f(, SIJ'' DUNG TAI SAN, CO SO VAT CHAT 

Dieu 14. Quin 157 tai san, ca so' vat chAt ciia Van phong 

1. Tai san, co sa vat chit do Van phong quan 15T bao Om: Trang thik bi 
phvc vv cho cong tac hanh chinh; trang thiet bi chuyen mon phvc vu cho cong 
tac y to truang hoc, phvc vv cho cong tac in van bang, chimg chi; xe 6' to dm 
tru6ng. 

2. Viec quan 15/ tai san, co s6 vat chit dm Van phong thtrc hien theo cac 
quy dinh dm Truong va dm Nha nugc. Can 1)0, vien chirc va ngugi lao cong dm 
Van phong c6 trach nhiem sir dung tai san, co sa vat chat dung mvc dich, dung 
chirc nang, tiet kiem, hieu qua; thugng xuyen kiem tra, theo doi, bao dirang, kip 
th6i d& xuit vai Lanh dao twang 136 sung, sda chira khi c6 hu hong do thai gian 
sir dung. 

Chuang V 
DIEU KHOAN THI HANH 

Dieu 15. Trach nhisin thi hanh 

1. Lanh dao Van phong va cac to, bO phan chuyen mon thuOc Van phong 
c6 trach nhiem thi hanh Quy the nay. 

2. Trong qua trinh dux hien, rie'u c6 bit cap,,chOng cheo trong xir 1S,  cong 
viec, Chanh Van phong c6 trach nhiem bao cao, kien nghi Lanh dao Throng sua 
dOi d6 phi' hop tinh hinh thgc t6. 
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Dieu 16. Hieu hrc thi hanh 

Quy ch6 nay bao Om 5 chucmg, 16 di&I va c6 hi41 hrc tir ngay Icf guy& 
dinh ban hanh./. 
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