
UBND TINH BINH DISONG 
TRIftfING D3I HQC THU DAU MOT 

LONG HOA XA HQI CHU NGHIA VICT NAM 
DOc lap — Ty. do — Honh phuc 

S6: cia0  /QD-DHTDM 	 Binh Along, ngay 	thcing nom 2024 

QUYET DINH 
Ye vir0 ban hanh "BO Quy trinh xir 157 ding AO" 

thub:c linh vtrc Ban Kiem than nOi 131) 
cua Trirt:*rng Doi hoc Thu Dttu Mot 

HEW TRIYONG TRUbNG D41 HQC THU DAU MOT 

Can at Ludt Giao duc dal hoc nom 2012 va Ludt sfra clai, ba sung mat so cliiu 

clia Ludt Gicio duc dal hoc nom 2018; 

Can cu Nght clinh sa 84/2020/ND-CP, ngay 17/7/2020 aux Chinh phii Quy clinh 
chi Hit thwc hien mat so cliiu caa Ludt Giao duc; 

Can cu Nghi quyit so 36/NQ-HDT ngay 01/7/2024 clic: Hai clang trwOng ve viec 

ban hanh Quy chi to chitc va hoot clang act Trwemg Dal hoc Thu Dciu Mat; 

Xet de nghi caa Chanh Van phong, Trufmg Ban Kiim town nai ba. 

QUYET DINII: 

Dieu 1. Ban hanh "BO Quy trinh xix ly cong viec" thuOc lTnh vtrc Ban Kiem town 

not b0 cua Tnrarng D4i hoc Thu Dau Met (phv Ivc dinh kern). 

Dieu 2. Quyet dinh có hieu luc ke to ngay kY. 

Cac Ong ba: Chanh Van phOng, Tnrong Ban Kiem toan not WO, cac Trudeng don 

vi thuOc, trIrc thuOc Trutmg va ca nhan có lien quan chin thi hanh quyet dinh 

Nal nht:in: 
- Nhtr Diu 2; 
- Lanh ct4o Trutrng; 
- Lau: VT. 

 

Doan Noe Xuan 
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TRUING DAI HQC THU DAU MOT 
	Foca 	 
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) Hit DAU MOT 
1976 THU DAU MOT UMVERSI 5" 

Dia chi: So 06, Triln Van On, PluxOng Phu Floa, TP. Thu DAti Met, tinh Binh Duong 

Dien thoai: (0274) 3822518 	Fax: 0274 3837 150 
Website: www.tdmu.edu.vn  

QUY TRiNH 
KIEM TOAN NQI BQ 

Ma so: 	QT/BKTNB/01 
Ban hanh tan: 	01 

ngay • 	/ 	/  
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1976 
( )1111, 

TRUONG DAI HOC 

DAU MOT 

QUY TRiNH 
KIEM TOAN NOI BO 

Ma s6: QT/BKTNB/O 1 

Ban hank lAn: 01 

Ngdy hi0 lvc• 	.1...../ 	 

Theo doi sfra chira/bo sung tai lieu 

Ngay 	Vi tri 
	

NOi dung sfra 	 Ghi chu 

Phan phi tai lieu 

TT Doll vi 

I Ban ki6m town not b0 

2 Van phong 

3 Ban Giarn hi0 
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i  IltUONG DA1 NC 

THU DAU MOT UNlvg SP 

QUY TRINH 
KIEM TORN NOI BO 

ma s6: QT/BKTNB/01 
Ban hank lan: 01 
Ngay hieu luc• 	./...../ 	 

1. M1JC DICH 
Quy trinh dugc xay dung nham hurOng dan Ban kiem Wan nei be trong cong tdc 

kiem town nei be theo phuang phdp tiep cd'n dua tren rid ro. 
2. PHAM VI AP IMJNG 
Quy trinh,  nay ap 	cho tat ca cac cuec kiem town nei be,  trong ke' hoach kiem 

toan tong the hang nam Tnremg Doi hQc Thu Dau Met, bao gem, nhung khong gi6i 
han viec kiem tra va danh gia tinh day &I va hieu qua dm quan tri, quan ly rui ro va 
kiem soat nei be ding nhu chat him hieu suat trong viec thuc thi trach nhiem duce 
giao va dua ra cac khuyen nghi hoan thien de dat ducfc muc tieu va muc dich cud. 
Throng DO flee Thu Dau Met. 

3. TAI LIEU THAM CHIEU 
Quy che Kim toan nei be cua Truerng Dai hec Thu DAu Met. 
4. THUAT NOD' VA DINH NGHiA, VIET TAT 

4.1. Thu@ ngfr va dinh nghla 
- Ban kiem toan nei be: la met don vi thuec Tru?mg Doi hec Thu Ddu Met, thuc 

hien cong tdc kiem town nei be cua Truemg Dai hQc Thu DAu Met. 
- D6i tuvng kiem toan: la ca nhan, be phdn hoac quy trinh, hog Ong cua cac don 

vi thuec, truc thuec Twang Dai hec Thu Dau Met. 
4.2. Tir viet tit 

CTKiT Chuang trinh kiem toan 

BCKiT Bao cao kiem toan 

BGH Ban Giam hieu 

BKTNB Ban Kiem toan nei be 

KTNB Kim toan n9i be 
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1  nuoNc om HQC 

DAUMOT 
T iU DAU MOT UNIVERVY 

QUY TRINH 
KIEM TOAN NOI BO 

ma s6: QT/BKTNB/O 1 
Ban harsh an: 01 
Ngay hie;u li,rc: .... ./...../ ...... 

5. NQI DUNG QUY TRINH 
5.1. Lau do 

Quyet dinh giao Doan ki6rn town 

Lap Ice hooch cuOc KTNB 

Thuc hieu cuoc KTNB 

Bac) cao tin do KTNB 

Bao cao ke't qua KTNB 

BCKiT 

Phat hanh BCKiT 

J 	  
BKTNB luu 

Van ban 
da ksr du)* 
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WONG DM PC 

Rif, DAD MOT 

QUY TRINH 

KIEM TORN NOI BO 

ma s6: QT/BKTNB/01 

Ban hank ran: 01 

Ngay hieu 11..rc. 	./. 	/ 	 

5.2. Mil to 

TT NOi dung cong vi0 
Thoi ii#n 

hoar' 
thank 

Dan vi phi) 
trach/ nguiri 

time hiO 

Dun vi 
phi hqp 

Bi6'ti maul 
 hi) so/ 

Minh 
chiing 

1 

Giai 	dog' 	ke hoach 
KTNB hang nam 
- 	Tim hieu mpc tieu, 
nhi'm vu cita TDMU 
cho nam ke hoach. 
- 	Tiep 	can 	dtil 	lieu 
thin cap co lien quan 
den 	lap 	ke 	hoach 
KTNB cua TDMU. 
- 	Tim 	hieu 	va 	xac 
nhan ky v9ng cila cac 
ben lien quan. 
- Xac dinh danh mkic 
cac cu9c kiem toan/ttr 
van 	trong 	nam 	ke 
hoach. 
- 	Cap nhat ngu9n ltrc 
KTNB. 
- 	Hoan 	thi'n 	ke 
hoach 	KTNB 	hang 
nam 	va 	quye't 	dinh 
Giao nh*n vu Doan 
KTNB 

Theo chi 
dao cila 

HiO twang 

Php trach 
BKTNB 

Cac don 
vi thu9c, 

trivc thuOc 
Trtrongcaa 

Ke hoach 
KTNB hang 
nam, Quyet 
dinh Giao 
nhie'm vu 

Doan 
KTNB, Ban 
cam ket ve 
tinh d9c lap 

ngtroi 
lam cong 

tac KTNB 
(Mau 

QT/BKTNB/ 
01/BM01) 

Giai 	doan k6 	hoach 
cu9c KTNB 
-, Tim hieu can cir lap 
ke hoach cu9c KTNB. 
- ,Danh gia rui ro chi 
tit doi vai doi arcrng 
kiem toan. 
- Xac dinh muc tieu Doan 
va pham vi KTNB. 
- 	Phan bo nguon li,rc 
KTNB. 
- Xay dkrng chuang 
trinh KTNB. 
- 	Hoan 	thien 	1c6 

Theo chi 
ila 

Hi '1.1 trtroeng 

Trtremg 
KTNB 

Cac don 
vi thu9c, 

true thu9c 
Tru6ng 

KC hoach 
cu9c kiem 

town 
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1  TRUONG DAI HOC 

DAT MOT 

QUY TRINH 
KIEM TOAN NOI BO 

Ma so: QT/BKTNB/O 1 
Ban hank Ian: 01 
Ngay hiOu lire- 	./...../ 	 

TT NOi dung cong viec hoan 
thanh 

Thivi han
Bieu 

Don vi phy 
trach/ ngtrtri 

thitrc•hien 

Dan vi 
phoi hcp 

maul  
f/ ho so

;,. Minh 
cluing 

hoach KTNB dm cuOc 
kiem toan. 

4 

Giai doan thuc hien 
cuOc KTNB 
- Hu 	kligi 	dOng 
cuOc 	kiem 	toan 
KTNB. 
- Cap nhat CTKiT do 
có thay doi thong tin 
ve 	&Si 	tugng 	kiem 
toan. 
- 	Thuc hien thii tuc 
kiem 	toan 	theo 
CTKiT. 

sat ket qua thuc hien 
kiem town. 
- 	Thdo Juan cdc phat 
hien kiem toan voi doi 
twyng kiem toan. 
- 	Hoan thien tai lieu 
kiem toan lam co soy 
lap bao cdo kiem toan. 

Theo 
Ice hoach 

cuOc KTNB 
Doan KTNB „ 

vi thugs, 
true thugs 

Truang 

Cac don
QT/BKTNB/ 

Gia'y to 
lam viec 
KTNB 
(Mau 

01/BM02) 
va cdc tai 
ieu co lien 
quan den 
cong tac 
KTNB 

5 

Giai (loan bat) cdo ket 
qua KTNB 
- Bao 	cao 	lien 	dO 
KTNB. ,  
- Hop 	ket 	thitc 	Va 
thong 	qua 	ket 	qua 
KTNB . 
- Xem xet va xir ly 
cdc van de kiem toan 
chua dugc thOng nhat. 

Theo 
ke hoach 

cuOc KTNB 
Doan KTNB 

Cac don 
vi thuOc, 

true thuOc 
Tru 'On g 

Bao cdo 
lien di) 
KTNB, 
Ho so 
KTNB 

Trinh Hieu truang phe 
duyet BCKiT 	theo 
quy dinh trong Quy, 
trinh 	 so 
QT/BKTNB/02 	oh 

Theo 
ke hoach 

cuOc KTNB 

Truorng 
Doan KTNB 

Van 
phong 

Truong 

BCKiT, 
H8 so 
KTNB 
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QUY TRINH 
KIEM TORN NOI BO 

ma s6: QT/BKTNB/01 

Ban hank Can: 01 
Ngay hieu 4rc: .... ./...../ 	 

TT N(ii dung cong viec 
Thoi lwri 

hoan 
thanh 

Dun vi phq 
trach/ nguVi 

time hien 

vi Dan o 
phOi hp 

Bieu maul 
ho M so/ 

inh 
chfrng 

trtrimg Dai hoc Thu 
DAu Met. 

6 Phat hanh BCKiT 
Theo chi 
ciao dm 

Hieu truang 

Van phOng 
Trutmg 

Twang 
Doan 

KTNB 
BCKiT 

Quan lY HO sa KTNB 
tai 	Van 	phong 	lam 
viec caa BKTNB then 
quy dinh trong Quy, 
trinh 	 so 
QT/BKTNB/02 	caa 
twang Dai hoc Thu 
Wu Met. 

vinh vien 
Ltru BKTNB 

nhiem vu  
Doan  

Threyng 
Doan 

KTNB 
cam ket ye  

Ke hoach 
KTNB hang 
nam, Quyet 
Binh Giao 

KTNB,‘  Ban 

tinh dec lAp 
cila ngueyi 
lam cong 
tac KTNB 

(Mau 
QT/BKTNB/ 
01/BM01) 

6. HO SO/ BIEU MAU LIEN QUAN 

TT Ten hien mau Ma so (neu co) 
TWA gian kw 

Vol thieu 
Noi Itru 

1 
Ban cam ket ye tinh dec 
lap cila ngi.r6i lam cong tac 
kiem toan not be 

QT/BKTNB/01/BM01 Vinh yijn BKTNB 

2 
Gidy to.  lam viec dia nglari 
lam cong tac kiem toan not 
be 

QT/BKTNB/01/BM02 Vinh vin BKTNB 



7. PHI; LIJC 
Mau QT/BKTNB/01/BM01 

TRUONG DAI HOC THO DAU MOT CONG HOA XA HOI CHU NGHIA VItT NAM 

BAN KIEM TOAN NOI BO 	 Di-)c 14p — Tv do —1-1#nh phtic 

BAN CAM KET 

Ve tinh dOc 14p ctia nguiri lam cong tic kiem town not bo 

Can Nghi clinh so 05/2019/ND-CP ngay 22 thong 01 nam 2019 clia Chinh phi 
ye Kiem toan not b0; 

Can ar Thong to so 08/2021/TT-BTC ngay 25 thong 01 nam 2021 do BO truang 
BO Tai chinh ban hanh ve Chuan nitre kiem tam not b0 Viet Nam va ccic nguyen teic 
ciao elite nghe nghiep kiem town not 1,0; 

Can cti Quyet dinh so 1731/QD-DHTDM ngay 18 thong 11 nam 2024 cita Hieu 
truang Truang Dgi hoc ThY Dau Mot ye viec ban hanh Quy chi Kiem tam not b0; 

Can cir Ke hooch so 162/KH-DHTDM ngay 21 thong 11 nam 2024 cita Hieu 
truang Truang Doi hoc Thit Dau Mot ye ke hooch kiem toan not b0 tang the nam 2024; 

Thyc hien Quyet clinh so 1745/QD-DHTDM ngay 21 thong 11 nam 2024 ctia Hieu 
trtrang Truang Dai hoc ThY Dau Mot ye ,giao nhiem vu kiem town not b0 nam 2024. 

Ngtreri lam cong tac kiC'm toan nOi 1:10 (KTNB) thgc hien cam k'et v'e tinh dOc lap 
ninr sau: 

1. Thong tin ca nhan 
Ten toi la• 	  
ma can b0/giang view 	  
Email. 	  SO dien tho4i. 	  
Dan vi cong tac, vi tri cong viec chuyen troth hien nay 	  

Dan vi cong tac, vi tri cong viec kiern nhiem (ne'u co). 	  

Dan vi cong tac, vi tri cong viec Hap cl6ng (n6u co)' 	  

2. KZ khai mOi quan he nguRri có lien quan 	ngutri lam cong tac KTNB 
Hay clanh dau Q vao o Co/Khong nh:im ke khai nguai co lien quan,v6i nguai lam 

cong tac KTNB, sau day goi tat la "Ngadri cd 	quan" bao gom: bo de, me de, bo 
nuoi, me nuoi, bo thong, me thong, ,b6 va, me va, 	thong, con de, con nuoi, anh 
ruOt, chi ruOt, em ruOt, anh re, em re, chi clau, em dau hien clang ding tac tai truang 
Dgi hoc Thii Dau MO 

Co 0 	 Khong ❑ 

Neu có, ghi re5 cac thOng tin ve nguai co lien quan nhtr sau: 
NgtrZyi cd lien quan tha. nhat 
Ho va ten. 	  



Ma can b0/giang view 	 Moi quan he. 	  
Email- 	  S6 dien thoai• 	  

Dan vi cong tac, vi tri cong viec chuyen trach hien nay. 	  
Dan vi cong tac, vi tri cong viec kiem nhiem (neu co). 	  
Dan vi cong tac, vi tri cong viec Hop d6ng (neu cO)• 	  

coNguoi  lien quan thin hai 
Ho va ten. 	  
Ma can b6/giang view 	 M6i quan he. 	  
Email. 	  S6 dien thoai• 	  
Dan vi cong tac, vi tri cong viec chuyen trach hien nay. 	  

Dan vi cong tac, vi tri cong viec kiem nhiem (neu co). 	  
Dan vi cong tac, vi tri cong viec Hoy d6ng (neu co). 	  

3. Cam k6t ve tinh 	ciia thanh vien dual' KTNB 
- Toi xac nhan rang trong thai gian thgc hien cong tac KTNB, toi hoan toan d6c 

lap vai cac clan vi co lien quan den cu6c kiem toan; 
- Toi dam bao tuan thu cac quy dinh ve tinh d6c lap theo Chuan muc va cac quy 

dinh phap luat ye dao dirc nghe nghiep kiem town va quy che KTNB tai twang Dai hoc 
Thu DAu M6t; 

- Toi da ,d9c, 	tri, dam bao thgc hien dung cam ket da 	va hoan toan chiu 
trach nhiem ye cac cam ket tren day. 

Cam ket nay duvc lap 02 ban, girl Doan kiem toan 01 ban va km tai BKTNB 01 
ban" 

Binh Dtrang, ngay thong Wain 

NGlien CAM KET 
(4 va ghi r5 ho va ten) 

- Doan ki6m toan; 

- Luu: BKTNB. 



MZiu QT/BKTNB/01/BM02 

GLAY Tel LAM VIEC CUA NGIf4jI LAM CONG TAC KIEM TOAN 
DOAN KIEM TOAN NQI BO 
Ten dcrn 
Nam tai chinh: 
NOi dung chirc Jiang, nhiem vu: 	 

Ten Ngcly 
Ngtreyi thirrc hien 
Ngtred soot xet 1 
Ngtroi soot xet 2 

A. MIJC TIEU 
B. CAN CU' MIX HIEN 
C. KIEM TRA QUY TRiNH KIEM SOAT 
1/ HO so tai lieu co lien quan 
Thir tty Lo#i van ban, tai lieu Thong tin ve van ban, tai lieu (sOingay) 

• • 
• • 	• 

2/ K t qua kiem tra cac kiem soot chinh 
Kiem soot chinh (1) Co Kitting Tham chieu Ghi chti 

(1) (2) (3) (4) (5) 
7 r 

Lieu 15:  
- Cac kiem soot chinh chi có tin/i minh h9a vet plied &Arc sfra cloi cho phil hop vai 

clgc diem thifc to dia clan vi. Mot so kiem soot co the &lac thiet ke' de clap 1:mg nhieu 
han melt myc tieu kiem soot. 

- COt (2), (3) - Danh 	vao o pith hop de the hien la "CO" hoc "Khong" có 
kiem soot chinh de ma ta;  

- COt (4) - Tham chieu den bang chi:mg kiem toan not bO de thu thgp. 
- Cot (5) - Ghi chu lgi cac van de bat thitang/ngoai le phat hien qua kiem tra.  

Cac kiem soot doi voti cac quy trinh 	 da dircrc thirc hien hiru hieu nhu thiet 
ke va dam boo titan thit voi quy dinh tai cac can cti tren 
r Co 

Khong  
D. KIEM TRA CHI TIET 

E. KET LU.8N 

Churrng trinh kiem wan not bO (AP dung ter nom 2024) trong Ke hooch so
tong 

ngay 21 thing 11 nom 2024 ctia 
Hieu truing Trufmg Doi hoc ThuDau Mot ye ke hooch kiem man not bO tong the nom 2024. 



UBND T1NH BINH WONG 
TRU'dNG BIM HQC THO DAU MOT 

	£001 	 

TRu9NG,ADAI HOC 

) THU DE MO' 
1976 THU DAU MOT UNIVERSITY 

Dia chi: se 06, Van Van On, Phuorng Phu Hoa, TP. Thu Wu Met, tinh Binh Duang 
Dien tho4i: (0274) 3822518 	Fax: 0274 3837 150 
Website: www.tdmu.edu.vn  

QUY TRiNH 
KIEM SOAT VAN BAN DI 

CUA BAN KIEM TOAN NOI BO 

ma se"): 	QT/BKTNB/02 
Ban hanh Ian: 	01 
Hieu luc tn.  ngay • 	/. 	./ 	 
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QUY TIONH 
KIEM SOAT VAN BAN DI 

CO' A BAN KIEM TOAN NOI 

 

Ma so: QT/BKTNB/02 
Ban hanh lAn: 01 

Ngay hie;u 	.... ./...../ ...... 

 

TRUONG DA1 HOC 

DAU M(111  
19% Fri',J DAU MOT UNIVEGSTY 

   

    

    

       

Theo doi sira chfra/bO sung tai lieu 

Ngay 
	

Vi tri 
	

Noi dung sira 
	

Ghi chti 

Phan phi tai lieu 

TT Dorn vi 

1 Ban. ki6m town not bi) 

2 Van phong 

3 Ban Giam hi0 



BGH Ban Giam hieu 

BKTNB Ban Kiem toan nOi 1)0 
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y1, TRUONG DA1HQC 

( )1110DAINOT 
m 1HU DAU MOT UNIVERSTY 

  

QUY TRiNH 
KIEM SOAT VAN BAN DI 

COA BAN KIEM TOAN NOI BO 

MA s6: QT/BKTNB/02 
Ban hanh ran: 01 
Ngay hieu lvc: 	./ 	 

   

   

1. MUC DICH 

Quy trinh dugc xay dung nham huang dAn tat ca can b0, vien chirc thuOc Ban kiem 
toan nOi b0 va lam r6 trach nhiem cua tirng ca nhan, dun,  vi có lien quan ye tien do, 
trinh to luan chuyen, luu tit' van ban trong hoat dung kiem toan nOi 1)0 cua Tnrong 
Dai h9c Thu Wu MOt. 

2. PHAM VI AP DUNG 
Quy trinh nay ap dking cho tat ca cac hog dOng kiern,soat van ban di lien quan den 

hoat dOng kiem toan nOi 1)0 	Tnrerng Dai hoc Thu Dau MOt, tir xir ly tao lap, trinh 
14, phat hanh van ban di va luu trtr tai Ban kiem toan nOi b0. 

3. TAI LIEU THAM CHIEU 
- Quy the Kiem toan nOi 1)0 cua Truong Dai h9c Thu Dau MOt. 
- Quy the Van thu luu tit cua TruOng Dai hgc Thu Dau MOt. 
4. THUAT NGIT VA DINH NGHiA, Tip VIET TAT 

4.1. ThuOt ngit va dinh nghia 
- Ban kiem toan nOi b0: la mot don vi thuOc Truong Dai hoc Thu Dau MOt, thkrc 

hien Ong tac kiem toan nOi 1)0 cua Tnrong Dai hgc ThU Dau MOt. 
- Van ban di: la tat ca van ban, 116 so cilia Ban kiem toan nOi b0 gtiri den cac don vi 

thu0c, time thuOc Trtrimg Dai hoc Thu Dau MOt bang ban giay. Toan b0 van ban giay 
di phai duoc so Ma (scan) van ban va luu tra d6ng thad File va ban gid'y. 

- Ca nhan duoc giao nhiem vki: la can 190, vien chirc thuOc Ban kiem toan nOi b0 
duoc phan ding xir 1$,  van ban theo dung chirc trach, nhiem vki,,quyen han theo cac 
quy dinh tai Quy the Van thu 	till 	Truing Dai hgc 	Dau MOt va chiu trach 
nhiem ve y kien tham muu, de,xuAt 	minh. Thkrc hien nghiem quy dinh ye cong tac 
van thu; có trach nhiem de xuat ban hanh lai van ban ho4c van ban thay the bang ban 
giay, chu dOng tham muu cho L'anh ciao Ban kiem toan nOi b0 cac van ban có thong tin 
theo phuong phap tiep can rui ro. Ca nhan thkrc hien nhiem vu theo su chi dao cua 
Lanh ciao Ban kiem toan nOi 1)0 trong khuon 	chuan muc chuyen mon, gift gin dao 
dirc nghe nghi'ep kiem toan nOi b0, tuan thu quy dinh phap ludt hien hanh, quy che cua 
Trueng Dai kw Thu Dau MOt va luon coy thirc cep nhdt kien thirc, nang cao nang lkrc 
chuyen mon cho ngu6i lam cong tac kiem toan nOi b0 va then trong trong thkrc hien 
nhiem vu. 

- Thad gian hoan thanh: la can dr danh gia lien dO hoan thanh nhiem vu dm dun vi 
phki trach/ nguad thuc hien va don vi phoi hop theo nOi dung cong viec CO lien quan, 
tar truang hgp CO sir thay doi theyi gian hoan thanh trong quy dinh tai quy trinh nay 
theo su chi dao dm Ban Giam hieu. 

4.2. Tir viet tat 



TRUONG DAI HOC 

~j)THUDAUMQT 
its THU DAU MOT UNIVERSON 

QUY TRINH 
KIEM SOAT VAN BAN DI 

CUA BAN KIEM TOAN NOI BO 

Ma sty QT/BKTNB/02 

Ban hanh Ian: 01 

Ngay hieu lgc: .... ./...../ ...... 

VB 
	

Van ban giay 

Nhan ban giao Van ban da ky duy't tir Van phOng ThriIng 

BKTNB ltru 
Van ban 

da ky duvet 

4 

5. NO! DUNG QUY TRiNH 
5.1. Lull 

Soanthao van ban di 

Kim tra not dung, th6' 
thirc, ky thuat trinh 

bay, phap ly van ban 

Van ban cap don vi 

Cap se), 
phat hanh 

Van ban Tru6ng 

Trinh BGH 
phe duy't 

Xem xet, ky duy't 
van ban 



ITRUONG HQC 

DAU MOT 

QUY TRINH 
KIEM SOAT VAN BAN DI 

CUA BAN KIEM TOAN NOI BO 

Ma QT/BKTNB/02 

Ban hanh fan: 01 

Ngdy hi"eu hrc: 	./...../ 	 

5 

5.2. Mo to 

TT N'U'i dung Ong vi0 
TWA han 

hoAn 
thanh 

Dan vi phu 
trach/ ngiroi 

thirc MO 

Dan vi 
phiii licrp 

Bi'e'u malia/ 
ho so/ 
Minh 
chirng 

1 

Ca nhan tiep nhan van 
ban den cila lanh ciao 
BKTNB phan tong. 
Ca 	nhan 	co 	trach 
nhiem xac dinh ten 
goi, nOi dung va dO 
mat, mire dO khan oh 
van 	ban 	can 	soar' 
thao; sop thao van 
ban dkr thao dimg hinh 
thirc, 	the 	thirc, 	147 
thuat trinh bay, phap 
1.3"/ van ban; nhan ban 
dung so luting duoc 
xac dinh o.  phan noi 
nhan 	cila 	van 	ban; 
quail 13'1 van ban, lap 
va nOp luu tru ho so., 
tai lieu vao hru trir tai 
Van phOng lam viec 
dm BKTNB theo quy 
dinh. 

Theo su chi 
dao cua 

Lanh ciao 
BKTNB 

Ca nhan 
dtrov giao 
nhiem vu 

ban có lien  

Dg thao van 
ban gidy, 
kern theo 

van ban goc 
va cac van 

quan 

2  

Lanh 	dao 	BKTNB 
xem xet, ra soat du 
thao van ban, neu con 
sai sot ve nOi dung va 
hinh thirc thi tra lai ca 
nhan dugc giao nhiem 
vv. TruOng hop (long 

s can cir tham quyen 
trinh k)%, buck 2 thgc 
hie:n theo 02 th rong 
hop sau 
Trwong hap 1: Van 
ban cap do'n vi 
Lanh dao BKTNB 14 
	nhay/tat vao tat ea cac 

01 ngay ke' 
, 

irt 	ngdy nhan 
Du thao van 

ban giay 

Lanh dao 
BKTNB 

Ca nhan 
dime giao 
nhiem vu 

Du thao van 
ban giay, 
kern theo 

van ban got 
va cac van 
ban có lien 

quan 
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i 

H
WONG D8QC , 	,,1 H 

• 

TIE DAIJ Mcff 
9% 	THU DAU MOT UNIVERSITY 

QUI1TRiNH 
KIEM SOAT VAN BAN DI 

CUA BAN KIEM TOAN NO' BO 

Ma so: QT/BKTNB/02 
Ban hanh lan: 01 
Ngay hieu hrc: .... ./...../ ...... 

TT NOi dung cong vqc 
Thd hull 

hoan 
thinh 

Don vi phu 
trach/ nguiri 

thuc hqn 

Dan vi 
phoi hQp 

Bieu maul 
ho  sol 
Minh 
chkrig 

trang dm van ban di 
va phia ben phai chirc 
vu oh ngtreei ky, van 
ban di; ca nhan dtrqc 
giao nhiem vu cap so, 
phat hanh. 
Trzferng hop 2: 	Van 
ban Trweeng 
Lanh ciao BKTNB ky 
nhay/tat vao cuOi not 
dung van 	ban 	(sau 
dau ./.) truck khi ca 
nhan dugc giao nhiem 
vu trinh BGH 14. 

3 
Van 	phong 	Truemg 
trinh BGH ve TTr- 
BKTNB 

Trong ngay 
nhan 

van ban di 

Van phong 
Tru*ng 

BGH 	xem 	xet 
duyet van ban di 
	ky , 

01 ngdy ke 
tir ngay nhan 

van ban di 
BGH 

Van 
phong 

Trtrerng 

Van ban cap 
don vi, hoac 
Dv than van 

ban cap 
Truemg, 

kem HO sa 
cO lien quan 

5 
Nhan ban giao Van 
ban da 4 duyet tir 
Van phong Trueyng 

01 ngay ke 
tir rigay 

BGH phe 
duyet 

Van phong 
Truang 

CA nhan Van 
doge giao 
nhiem vu 

dm 

ban di 
&A duce 

BGH phe 
duyet 

BKTNB 

6 

Quan lyf hxu tra van 
ban di da duge BGH 
phe duyet va HO so. CO 
lien 	quan 	den 	chirc 
nang, nhiem vu cila 
BKTNB 	tai 	Van 
phong lam viec caa 
BKTNB 	theo 	quy 
dinh: het gib.  lam viec, 

Ltru 
vinh vi ern 

Tat ca ca 
nhan thuOc 
BKTNB 
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L 
11,6 

TUNG9.31119C 

TIE DE MOT 

QIJY TRiNH 
KIEM SOAT VAN BAN DI 

CUA BAN KIEM TOAN NOI BO 

ma so: QT/BKTNB/02 

Ban hank lan: 01 

Ngay hi4i luc: .... ./...../ ...... 

TT Ni dung citing vi0 
Thoi I9n 

boat' 
thanh 

Dan vi phial 
trach/ nguiri 

thtic hi0 

It 	vi 
phi hap 

Bien mail/ 
ho sa/ 
Minh 
chtrng 

van ban, tai Rti trong 
ho so cong vi4 phai 
dugc cat gift vao to có 
khOa; ,nhirng dgt nghi 
1.:6, Tet dai ngay phai 
niem phongs  to dung 
van 	ban, 	ho 	so, 	tai 
HO va phong 	lam 
vi&. Khong cung cap 
cho ca quan, dun vi, 
ca 	nhan 	khong 	co 
trach 	nhi4a 	biet 
nhitng ,  thong 	tin, 	tai 
HO, ho so ding vi& 
da, 	dang 	xii 	lY 	cilia 
BKTNB 	khi 	chua 
dugc su (long y cila 
Lanh ciao BKTNB. 
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QUY MINH 
THUt HIEN TU' VAN CUA BAN KIEM TOAN NOI BQ 

Ma so: 	QT/BKTNB/03 

Ban hanh tan: 	01 
Hieu lirrc tir ngay : 	..... /....../ .......... 
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TRUONG,,DAI HOC 

TM, DE MOT 

 

QUY TRINH 
THVC HICN TU.  VAN 

CUA BAN KIEM TOAN NOI BO 

Ma s6: QT/BKTNB/03 

Ban hanh 1An: 01 

NO)/ h* 	.... ./...../ ...... 

   

 

1516 

 

       

Theo doi siva chira/bO sung tai lieu 

Ngay 
	

Vi tri 
	

NOi dung situ dn''i 
	

Ghi chu 

Phin phoi tai lieu 

TT Don vi 

1 Ban ki6m town not bc) 

2 Van phOng 

3 Ban Giam hi0 



y. )1}1 

, 1  TRUONG,4111(1C 

( 	1) DAIJ MOT 
,97t 

QUY TRINH 
THVC HIEN TIJ VAN 

CI:JA BAN KIEM TOAN NOI BO 

ma so: QT/BKTNB/03 
Ban hanh tan: 01 
Ngay hiOu lvc• 	./...../ 	 

3 

1. MIJC DiCH 
Quy trinh duqc xay dkmg nham huang dAn cac clan vi thuec, true thuOc Tnrang Dai 

h9c Thu Dau M'et trong viec phoi h9p thuc hien hoat dOng tu van voi Ban Kiem town 
nei be theo su chi dao clia Ban Giam hieu. 

2. PHAM VI AP DVNG 
Quy trinh nay ap dung cho tat ca hog Ong tu van dm Ban Kiem town nei be nham 

ddnh gia va cdi tien cac quy trinh quan tri, quan ly rid ro va kiem soot nei be cfra 
Truang Dai h9c Thu Mu Met. 

3. TAI LIEU THAM CHIEU 
Quy ch6 Kiem toan nei be cila Truemg Dai h9c Thu Wu Met. 
4. THUAT NGfr VA DINH NGH1A, Tif VIET TAT 

4.1. Thu t ngt va dinh nghla 
- Ban Kiem town nei be: la met don vi thuec Tnrong 	h9c Thu Wu Met, thirc 

hien cong tdc kiem town nei be dm Truong Dai h9c Thu Dau Met. 
- Hog Ong to vAn la met hoot deng dec lap va khdch quan duec Ban kiem town 

nei be thuc hien theo su chi dao dm Ban Giam hieu, tir do, .0.4 too them gia tri va 
hoan thien cac hog Ong cfra Tru6ng Dai hoc Thu Dau Met. 

- Dan vi chu tri: la,  don vi thuec, true thuec Tnxteng Dai h9c Thu DAu Met, co 
nhiem vu 14 Ho sa tu van, nhd.'n su chi dao dia. Ban Giam hieu, lien he Ban Kiem town 
nei be kern Ho sa tu van. 

- Dan vi co lien quan: la cac dan vi thuec, true thuOc Truamg Dai h9c Thu DAu 
Met, co lien quan den pham vi nei dung cira Ho sa tu van, co trach nhiem phoi hap 
vai Dan vi chu tri trong thkrc hien nhiem vu theo su ket lud'n trong Ban ghi nha (Bien 
ban lam viec) dm Ban Kiem town nei be. 

- Thoi gian hoan thanh: la can ctr danh gia tin dO hoan thanh nhiem vu cua don vi 
phu trach/ nguoi thuc hien va don vi phoi hap theo nei dung Ong viec co lien quan, 
trir twang hap co su thay doi thoi gian hoan thanh trong quy dinh tai quy trinh nay 
theo su chi dao dm Ban Gidm hieu. 

4.2. Tir viit tit 
BB Ban ghi nha (Bien ban lam viec) 

BGH Ban Giam hieu 

BKTNB Ban kiem town nOi be 

HSTV H6 sa tu vAn 

TTr T6 trinh 



Ton

NGBAIIIQC 

nu,AumoT 

QUY TRINH 
TI-IVC HIEN TU' VAN 

CUA BAN KIEM TOAN NOI BO 

Ma s6: QT/BKTNB/03 

Ban hanh tan: 01 

Ngay hi0 Itrc: .... ./...../ ...... 

Dan vi chu tri cung cap HSTV den BKTNB 

BKTNB xem va ra soat HSTV 

BKTNB to claim hop 
thao luan ye cac 
kien gbp y to van 

BKTNB va Dan vi chu 
tri thao luan ye cac 

kien cua BKTNB 

BKTNB tien hanh 
lap BB-BKTNB ve 
nOi dung trao doi 

BKTNB va Dan vi 
cru tri thOng nhat ky 
duyet BB-BKTNB 

BKTNB trinh BGH ve ket luan y kien to van 

BGH xem xet, ky duyet 
TTr-BKTNB 

Nhan ban giao TTr-BKTNB tir Van phi:mg TruOng 

4 

5. NQI DUNG QUY TRINH 
5.1. Ltru 

BGH chi ciao 
cac Dan vi chu tri 
lien he BKTNB 

Cung cap bd sung 
tat lieu HSTV 

(Niu co) 

Tiep tuc Mao ludn 
theo chi dao bo 
sung clia BGH 

(srdu ca) 

BKTNB 
luu HSTV 



QUY TRINH 
THVC 	TLC VAN 

CIA BAN KIEM TOAN NOI BO 

Ma se): QT/BKTNB/03 

Ban hanh ran: 01 

Ngay hi'eu 	.... ./...../ ...... 

TRUONG DAI HOC 

TR DAU MOT 

5 

5.2. MO ti 

TT N'cli dung cong viec 
Thai han 

hoar' 
thanh 

Dan vi phu 
trach/ ngtrai 

thtrc hien 

Don vi • 
phi hap 

Bien mitt/ 
A ho so/ 

Minh 
chtirng 

I 

Can cir chi dao caa 
BGH, Don vi chit tri 
kip 	thOi 	lien 	he 
BKTNB kern HSTV 
(Ban sao giay va File 
Scan). 

Trong ngay 
nhan 

sir chi dao 
oh BGH 

Dai dien 
Don vi 
chit tri 

Cac don 
vi c6 lien 

quan 

HSTV  
colien quan 

2  

BKTNB nhan HSTV 
tit.  Don vi chili tri va 
tien 	hanh 	lap 	Phieu 
theo dOi nhan Ito sa, 
BKTNB giao Dan vi 
chi' tri 01 ban, Itru 01 
ban tai Van phong cila 
BKTNB. 

Tai thei 
diem 

BKTNB 
nhan HSTV 
caa Don vi 

chit tri 

Dai dien 
Dan vi 
chit tri, 

Ca nhan 
throe giao 
nhiem vu 

dm BKTNB 

Cac clan 
vi co lien 

quan QT/BKTNB/ 

02 Phieu 
theo dbi 

nhan he) so 
(Mau 

03/BMO I) 

- Dal dien BKTNB va 
Don vi chit' 	tri cong 
trao doi phuang thtrc 
lam 	viec, 	tao 	dieu 
kien phoi hop hoan 
thanh nhiem va.,  
- Qua trinh kiem tra 
HSTV duoc thkrc hien 
tire 	tiep 	tai 	Van 
phong caa,  BKTNB. 
Cac trao doi khac co 
the link Ong ket hop 
cac,  hinh 	thirc 	truc 
tuyen. 

- BKTNB yeu eau 
Don vi chit tri cong 
cap be) sung tai 	lieu 
trong HSTV (Neu co). 

Pham vi thOi 
gian theo 
tinh chat 
cong viec 

Dai dien 
Don vi 
chit tri, 

Ca nhan 
duos giao 
nhiem vu 

ctla BKTNB 

Cac don 
vi co lien 

quan 

HSTV 

c6 lien quan 

Can cir ,vao tinh chat, 
dac 	diem 	not 	dung 
caa HSTV, 	btrac 4 
	thgc 	hien 	theo 	02 
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TRUONGDAIII9C 

THUDAUMOT 

QUY TRiNH 
THVC I-III\T TV VAN 

CUA BAN KIEM TOAN NOI BO 

Ma so: QT/BKTNB/03 

Ban hanh lan: 01 

Ngay hieu luc• 	.1...../ 	 

TT Neil dung cling vi0 
TWA 11#11 

hoan 
thanh 

Dan vi phu 
track/ ngtrtri 

thqc hi0 

n nDa 
iiiii hqp 

vi 

' 

Bleu mau/ 
A sat ho 

Minh 
hung 

truang hop sau 
Trtrowg hqp 1 
- BKTNB va Dan vi 
chit tri than , luan ve 
cac 	kien 	dm 
BKTNB. 
- Don vi chit tri giai 
trinh b6 sung 	(Neu 
co). 

- BKTNB va Don vi 
chit tri thong nhat 1(3't 
duyet BB-BKTNB ve 
n6i dung trao doi gift 
02 don vi, trinh BGH 
01 ban de bao cao, 
Dan vi chit tri gift 01 
ban de thgc hien va 
BKTNB gift 01 ban 
de luu. 

Trzthng hap 2 

- BKTNB to chdc hop 
thao 	luan 	ye 

van. 	
S./ 

kien gOp 3'7 to van. 
- BKTNB tien hanh 
lap BB-BKTNB 	ve 
nOi 	dung 	trao 	&I, 
trinh BGH 01 ban de 
bao cdo, Don vi chit 
tri gift 01 ban de thirc 
hien va BKTNB gift 
01 ban de km. 

Pham vi th6i 
giar. theo 
tinh chat 
conk; viec 

hoac \iheo sit 
chi dao ctia 

BGH 
(Neu co) 

Dai dien 
Don vi 
chit' tri, 

Lanh dao 
BKTNB 

Cac don 
vi c6 lien 

quan 

03 Bien ban 
lam 

viec/Ban 
ghi nhO 
(Mau 

QT/BKTNB/ 

03/BM02) 

5 
BKTNB trinh BGH 

• 
ve 	ket 	luan 	kien 
HSTV 

Toi da 01 
ngay Ice to 
ngay lap 

BB-KTNI1 

Ca nhan 
duoc giao 
nhiem vu 
, 

cua IIKTNB 
Dal dien 

Dan vi hit 
tri 

Van 
pheng 
Truong 

TTr- 
BKTNB 

(Kern 
BB-BKTNB) 
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WONG DAt HQC 

n' 	' ITHAUMT BAN 

QUY TRINH 

CUAA 
THVC HW•1 TU.  VAN 

KIEM TOAN NOI BO 

ma so: QT/BKTNB/03 

Ban hanh lan: 01 

Ngay hieu li,rc. 	 ./...../ 	 

TT Nei dung cong vi0 
Thoi li#n 

hoan 
thank 

Don vi plin 
trach/ nguiri 

thkrc WO 

Dom vi 
A. phoi hop 

Bieu maul 
he so/ 
Minh 
chtimg 

6 
Van 	phOng 	Trutmg 
trinh BGH ve TTr- 
BKTNB 

Trong ngay 
nhan 
TTr- 

BKTNB 

Van phOng 
Trtrong 

TTr- 
BKTNB 

(Kern 
BB-BKTNB) 

BGH 	xem 	xet, 	14 
duyet TTr-BKTNB 

01 ngay ke 
dr ngdy nhan 

TTr- 
BKTNB BB-BKTNB) 

BGH 
Van 

pheng 
Truing 

TTr- 
BKTNB 

(Kern 

8 
Nhan ban giao TTr- 
BKTNB 	tir 	Van 
phOng Trtremg 

01 ngay Ice 
tir ngay 

BGH phe 
duyet TTr- 
BKTNBc 

Van pheng 
Tru6ng, 
Ca nhan 

nhiem vg 
BKTNB 

duvc giao
twang 

duyetcua 

TTr- 
BKTNB da 
duvc Hieu 

phe 

9  

Can cir vao phe duyet 
cua BGH, buck 9 thcrc 
hien theo 02 trutmg 
Op sau 

Trtrang 11973 1 

- 	TTr-BKTNB 	da 
&rye BGH phe duyet, 
dun 	vi 	chii 	tri 	thirc 
hien theo ket luan cua 
BKTNB; 

- Cac don vi c6 lien 
quan trong ket luan 
cua BKTNB co trach 
nhiem phoi hap ved 
Dan vi chu tri trong 
thkrc hien nhiem vv 
(Neu co) 

Trtrang Op 2 

- BGH c6 chi dao 17,6 
sung ngoai ket lun 
cua 	BKTNB 	trong 
TTr-BKTNB, 
BKTNB tiep tkic thao 

Ph4in vi th6i 
gian theo 
tinh chat 
cong viec 

hoc theo sty 
chi dao cua 

BGH 

(Neu co) 

Dai dien 

chil tri, 
Lanh dao 
BKTNB 

Dan vitnrang Cac dun 
vi c6 lien 

quan 

TTr- 
BKTNB a 
&rot Hieu 

phe 
duyet 
(Kern 

BB-BKTNB) 
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1  , 	TRUONG DAI HOC 

THU DAUOT 

QUY TRiNH 
THIJC HItN TU.  VAN 

CUA BAN KIEM TOAN NOI BO 

Ma sly QT/BKTNB/03 

Ban hanh tan: 01 

NO),  h*.i lvc. 	.1...../ 	 

TT Nei dung cong viec 
Thei bun 

hoan 
th anh 

Dan vi phu 
trach/ ngtriri 

thtic hien 

v D011 	i 
h  A. poi hop 

Bien man/ 
A so*/ ho 

Minh 
chti.ng 

Juan ve cac y kien chi 
ciao vai Dan vi chit tri 

10 

Quan 	17 	HSTV 	tai 
Van phong lam viec 
cila BKTNB theo quy 
dinh trong Quy trinh, 
s9 	QT/BKTNB/02 
dm truarng DO hoc 
Thu Wu M9t. 

Lutz 
vinn vier 

Tat ca ca. 
nhan thu9c 

BKTNB 

6. HO SO/ BICU MAU LIEN QUAN 

TT Ten bieu mAti Ma sii (nett cO) 
Theti gian lull 

toi thieu 
Noi ltru 

Phieu theo dOi 
nhlan Ito sof to van 

T, 	Q /BKTNB/03/BM01 Vinh vign 
BKTNB, 

Dan vi chit tri 

2QT/BKTT\TB/03/BM02 Bien ban lam viec/ 
Ban ghi nhar 

Vinh vin 
BKTNB, 

Dan vi chit tri, 
VP Truamg 



7. PHU LUC 

   

Mau QT/BKTNB/03/BM01 

PHIEU THEO DOI NHAN HO SO 

BKTNB Luu 

 

BKTNB giao dun vi 

 

Ma hO so 

SO 

luvng 

ho so' 

(4) 

Dun vi nOp ho so.  tai van phong BKTNB 

Ten 

dun 
vii nhan 

Ca 

nhan 

hen 

14 

, 
So MO 

tho4i ca 

Chi d#o cila 

Ban Giam hifu 

(Ghi PO, sit chi (Igo 

ciia Hieu truerng/ 

Rho Ilieu truang 

KS,  giao 

ho so' 

(Tho'i 

gran) 

1 2 3 4 5 6 7 
.../HSTV-BKTNB . . ... ... ... 

Binh Dwang, ngay thang nam 2024 

BKTNB ti4 nh4n HO so.  

(K5/ va ghi ro ho ten) 

Phiju theo doi nhan PM so' du'crc lap thanh 02 ban, BKTNB giao clan vi 01 ban, hat tai 
Vein phong 01 ban./. 



Mau QT/BKTNB/03/BM02 

TRUONG DAI HOC THU DAU MOT LONG HOA XA 110I CHU NGHiA VItT NAM 
BAN KIEM TOAN NOI BO 	 Doc lap — Tyr do —1E411h phoc  

S6: /BB-BKTNB 	 Binh Throng, ngety 	nom ......... 

BIEN BAN LAM VItC/BAN GHI NHO 

V/v tra Uri ket qua 	  

1. Thal gian va dia diem 

2. Thanh phAn 
2.1. DO din Ban kiem than nO b(i (BKTNB) 
2.2. DO din Don vi chit tri 
3. N(ii dung lam viO 
3.1. Phm vi not dung 
3.2. Phiro'ng phap lam vi0 

3.3. Ho so lam vi0 

4. Ket 1u4n cua BKTNB 
5. Y kien ciia don vi chii tri HSTV 

Dan vi chit tri HSTV co/khong có giai trinh WO' sung va d6ng y/khong d6ng y \Torii 

cac ke't lu'dn duqc trinh bay or tren cud Ban ghi nho nay. 

Ban/Bien ban nay dugc lap vao 1uc ... giOr ngay thang nam 	 

Ban/Bien ban nay duqc lap 03 ban, trinh Hieu throng/Pilo Hieu truang 01 ban de 

bdo coo, Dun vi chit tri giit 01 ban a thtic hien va BKTNB gift 01 ban d6 ltru. 

DAI DIEN DON VI CHU TRi 	BAN KIEM TOAN NOI BO 

Nai nhn: 
- Hieu trtrong/Pho Hieu trtrerng 
- Don vi chit tri; 
- Luu: BKTNB. 
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