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S6:901_ /QD-NDQN 	 Quang Ninh, ngay 29 thong nom 2014 

QUYET DINH 

Ve vi4 ban tfinli "BO Quy tic ling xir" 
trong Cong ty co phan nhi'0 lien Quang Ninh 

TONG GIAM DOC 
CONG TY CO PHAN NHIET DIEN QUANG NINH 

Can cir Di.0 1e T6 chirc va Hoat d'Ong cua Cong ty Co phan Nhiet dien 
Quang Ninh dugc cac CO &rig thong qua tai Dai hqi CO &mg thuerng nien nom 
2013; 

Xet Ti trinh s6 529/TTr-NDQN ngay29/  g  /2014 cua PhOng T6 chirc Nhan su  
ve viec phe duy'et ban hanh "BO Quy tac ung xir" trong Cong ty c6 phan nhiet dien 
Quang Ninh; 

Theo d nghi dm Ong Trugng phong T6 chirc Nhan st; COng ty, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyk dinh nay "BO Quy tat irng 	trong C8ng 
ty c6 phan nhiet dien Quang Ninh. 

Dieu 2. Quyei dinh nay c6 hieu ltrc ke tir ngay kST ban hanh. 

Dieu 3. Cac Ong (ba): Pho T6ng Giam d6c, Ke toan truang, Trtrong cac don 
vi, cac bo phan va ca nhan c6 lien quan trong C8ng ty can dr Quyet dinh thi hanh./ 

Nei nhein: 
- HDQT, BKS Cty (d6 b/cd()); 
- Nhix ditu 3; 
- Ltru: VT,TCNS. 



CONG TY CO PHAN 
NHItT DIEN QUANG NINH Ma s6 : NgaY sCia 6' i  : 

.../... 	/... 

frNG BO QUY TAC 	Xe 
Muc: 

litisoacti : 

EVN TPC QUANG NINH Trana • ' ' 
Ngay hi'e'u lax: 
.../... 	/... 

NGIAJI DUVC PHAN PHOI: 

1. Hi clOng quail tri X 

2. Ban T8ng Giam d8c X 

3. Cong down Cong ty 

4. Cac dun vi trong C8ng ty X 

THANH PHAN CHU TRi SOAN THAO: Phong TO chtic Nhan skr 

NG-Ifen LAP NGU'dI KIEM TRA 

Chit kSi.  : 

■ 
I 	I 

(Iii 1 
i 

Ho va ten: Nguyen Thi Nga 
Chirc vii: Chuyen vien PhOng TCNS 

Chu.  k.7 : 

. (-17-tf-t U 

Ho va ten: Nguyen Trong Dung 
Chdc vv.: Truieng phong TO chtic nhan sr 

DANH SACH DON VI THAM GIA XEM XET: 

1. Ban TOng Gain dOc. 

2. Cong clown Cong ty. 

3. Cac don vi trong Cong ty. 

NGU'OI DUYET 

Chit ky: 
i  0434 

c. 	 'A 
O' 	CONG ry  
z 	Ca PflkN 
*_, 	NrilltT 

T0 	‘c,  .a 

o va ten : Le Duy Hanh 

Chirc viii: T6ng Giam dc 



EVN TPC QUANG NINH 

CONG TY CO PHAN 
NH1V HIEN QUANG NINH Ma so : 

Ngly sat : 

Lansuadoi : 

BO QUY TAC UNG XU' 

Ngay lieuTrang : 	/... 

CHIfONG I 

QUY DINH CHUNG 

Dieu 1. Muc dick va doi tuvng fip dung: 

Bo Quy tac img xix Cong ty c6 phan nhiet dien Quang Ninh la tai lieu cu the h6a 

Van hoa Tap clown Dien luc Viet Nam va Quy the van hod doanh nghiep cua TOng 
COng ty phat dien 1 nham muc dich hoan thien cac quy dinh ve hanh vi cua can bOo 
cong nhan vien trong Cong ty khi giao tiep, thuc thi cac ding viec chuyen mon trong 

m6i quan he vai dOng nghiep va voi xa hOi. 

BO Quy tac img xir nay clang nham huong cac hanh vi giao tiep- va irng xir &la 

can b45 cong nhan vien den nhang chuan muc img xir tot dep, van minh, lich skr, cong 
bang, two dieu kien cho timg ca nhan trong tap the phat huy het kha nang cua minh 
cong hien cho su phat trien cua Cong ty. D6ng 	tac phong, 16i sting, tinh than lam 

viec xoay quanh he gia tri cot lOi chat luting-tin nhiem, tan tam - tri tue, hop tac - chia 

se, sang tao - hieu qua cila tirng can bO cong nhan vien se tao dung nen hinh anh van 
hoa cua Cling ty c6 phan nhiet dien Quang Ninh. 

Dieu 2. Tai lieu phap 157 lien quan: 

- Dieu le T6 chirc va Hog cong cua COng ty CO phan Nhiet dien Quang Ninh 
throv cac CO dong thong qua tai Dai hOi Co gong thuong nien nam 2013; 

- Quyet dinh s6 1394/QD-EVNGENCO1 ngay 09 thang 12 nam 2009 dm Tap 

clown Dien luc Viet Nam ve viec ban hanh Tai lieu van h6a Tap clown dien luc Viet 

Nam; 

- Quyet dinh s6 396/QD-EVNGENCO1 ngay 23 thang 01 nam 2014 cf!.a TOng 
Cong ty phat dien 1 ve viec ban hanh Tai lieu van hoa doanh nghiep; 

- NOi quy lao dOng nam 2014 dm COng ty c6 phan nhiet dien Quang Ninh; 

- Th6a tr6c lao dOng tap the nam 2014 dm Cong ty cO phan nhiet dien Quang 

Ninh; 
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CONG TY CO PHAN 
NHIET HIEN QUANG NINH Ma so : Ngay suad6i : 

Muc: 

Trang EVN TPC QUANG NINH 

Lan sua 

Ngdy hieu 

BO QUY TAC ITNG XU 

Ditu 3. Nhirng tir ngii vitt tat: 

- Cong ty: COng ty c6 phAn nhiet dien Quang Ninh; 

- CBCNV, NLD: Can b6 cong nhan vien, ngiroi lao dOng. 

CHVCING II 
UNG XIS CA NHAN 

Ditu 4. Quy tac kng xu chung cho moi ca nhan 

- Trong khi lam viec phai tuan thu cac quy dinh cua phap 1114 va not quy, cac 

quy the cua Cong ty. 

- Trong giao tiep, ung xir phai phii hop yen thuAn phong my tuc, phai c6 thai d6 

ton trong, lich su, ngon ngir giao tiep phai ro rang, mach lac. 

- M4c trang phut gon gang, chinh te. Deo the dung quy dinh. 

Dieu 5. trim xir ciia cap tren voi cap diroi 

- Cap teen c6 trach nhi'em don d6c, kiem tra viec that hien nhiem vu, ding viec 

cua cap dued thu6c tham quyen va xir b'T ho'ac de xuat xi 15,  vi pham doi voi cap clued 

vi pham cac quy dinh cua Cong ty; 

- Guang mau cho cap dueri hoc tap, not theo; Nam viing tu tuang, tam tu, 

nguyen vong, hoan canh dm cap duoi; Chan thanh dOng vien, chia se kilo khan 

vuong mac trong cong viec va cuOc song dm cap dued; 

- Phan cong nhirn vu cho cap dui ro rang, d6i x0• cong bang, tang nghe )"7 kin 

dia cap dual; 

- Tao khong khi 	m6, than thien; Khong quan lieu, hach dich, 	quyen, 

chap mu, ap dat. 

Dieu 6. eng xir ciia cap direri d4i voi cap tren 
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CONG TY CO PHAN 
NHIET DIN QUANG NINH Ma so: Ngaysuacti: 

.../... /... 

EVN TPC QUANG NINH 

Muc: 

Trang 

Lan sua ct6i : 

Ngay hien hz~:  
.../... /... 

BO QUY TAC IYNG 

- Chap hanh quyet dinh, cac chi dao, nhiem vu dugc phan cong; Thuc hien dung 

chirc trach, quyn han theo tham quye'n da' quy dinh. 

- Trung thuc, thing thin trong bao cap, 6 xudt, tham gia dung g6p y kien voi 

cap ten; Khong dugc lgi dung viec gop y, phe binh hoac don thu nac danh, mao danh 

lam ton hai uy tin dm cap ten; Bao ve danh du, uy tin cho cap ten. 

- Khi thuc hien quy& dinh dm cap ten, ne'u thay quy& dinh d6 chua dung thi 

phai coy kien tham mum ngay voi ngued ra quy& dinh, truong hop van phai chip 

hanh quyet dinh thi co the bao cao voi cap ten tivc tiep cua ngueri ra quyet dinh va 
khOng phai chiu trach nhiem ve hau qua do thuc hien quyet dinh d6. 

- Giu thai d9 nghiem tdc, lich sty, ton trong khi giao tiep voi cap ten. 

- Trung thuc, thing than, thien chi trong moi bao cao, de xuat vol cap ten. 

- Phai phu tong su chi dao, ton trong va bao ve uy tin, vi the dm cac co &mg. 

Dieu 7. frng xii.voi deng nghi?p 

* Quan he Writ thing nghiep 

- Coi d8ng nghiep la cong sly tin clay trong thuc thi cong viec; 

- Khong ne tranh, dim day trach nhiem, khuyet diem cua minh cho d6ng nghiep, 
bao ve uy tin, danh du dm d6ng nghiep; Khong ghen ghet, d6 ky, loi be keo canh, 
phe nhom gay mat doan Ic'et not b8. 

- Khong not xdu holac to tap ban tan not Au ngued khac. 

- Chan thanh va hop tic khi giai quyet cong viec. D8ng cam va sin sang chia se 
kho khan voi dOng nghiep trong cong tic va cu9c song. 

- Luon niem no chao hoi d6ng nghiep vao bu6i sang den Cong ty va chao tam 
biet trrixoc khi rad Cong ty. 

- Thuamg xuyen trao 6i cong viec voi d9ng nghiep trong phong, dem vi a h9c 
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CONG TY CO PHAN 
NHIET DIEN QUANG NINH I\45. so: 

Ngaysuad6i : 
.../... /... 

Mgc: 

Trang : EVN TPC QUANG NINH 

L&Isaad6i: 

Ngky 1*Iltrc: 
.../... /... 

BO QUY Tiic trNG xfr 

hoi va chia se kinh nghiem va nang cao hieu biet 11 h vue minh khong dam nhiem. 

* Quan he gitla cac don vi trong Cling ty 

- Phai than thien, hop tic de phi hop giai guy& cong viec, huang tui hieu qua 

tong the, cao nhAt cua Cong ty. 

- Khong cuc bo, chia re gift cac don vi trong Cong ty. 

Dieu 8. lirng xir voi d i tac, khfich tham quan 

- Van minh, lich six khi giao tiep; Luon the hien thai dO, cir chi, 16i not khiem 

ton, vui ye, binh tinh cho moi tinh huOng; Khong to tieng hoac co thai dO gay cang 

thong, biro the cho d6i tac. 

- Cong tam, tan tuy, khi thi hanh cong vv; KhOng moc ngo4c, thong dOng, tie)) 

tay lam trai cac quy dinh de vu loi. 

- Thgc hien dfing quy dinh cua Nha nuac, dm Tap doan va cua TOng COng ty 

phat dien 1 ve quan he, tiep thc yen to chirc, ca nhan mere ngoai. 

- Bao ve led ich Qu6c gia, bi mat Nha mac, bi mat dm Cong ty. Khi ra nuac 

ngoai cong tac hoac lam viec vui chuyen gia mrac ngoai phai the hien vi the, uy tin 

va thircmg hieu cua Cong ty truck cac d6i 

- Khi giao tiep tnxc tiep can thirc hien nghi thirc bat tay van minh, lich su phu  
hop vui timg hoan canh.... 

- BO phan bao ve, le tan phai co thai dO lich sg, an can chi d'An cac dOi tac den 

Cong ty lien he cong tac. 

- Tai cac khu NT-km chung: chao hoi lich skr, chi d'an cho khach khi ducyc yeu c'au. 

- Tai cac khu yuc thuOc pham vi quan 13%-. sau khi chao hoi, lich su de nghi khach 

cung cap thong tin ve don vi cong tac, muc dich den tham quan, lam viec — vixa dam 

bao lich su trong don tiep, vira tang cuong tinh thAn giam sat, dam bao an ninh tai san 

cua Cong ty. 
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CONG TY CO PHAN 
NHI ,ET DIEN QUANG NINH 

BO QUY TAC UNG XU' 

Mast') : Ngacy sn' a 	: 
.../... 	/... 

Mnc: Lin scia dosi : 

Trang : 
Ngdy hien laic:  EVN TPC QUANG NINH 

Dieu 9. Tic phong khi thtic hien nhiem vu dtrov giao 

- CBCNV, NLD phai lam viec \Tad tinh than trach nhiem, tap trung sue luc va tri 

tue vao deg viec dugc phan cong, hoan thanh nhiem vu dugc giao \Teri tam huyet, 

quyet tam cao theo tinh than nhanh gon "viec horn nay khong de ngay mai". 

- Chu dOng, to gide trong cong viec, barn sat chung trinh cong tac trong tam da 

dugc L'anh dao Cong ty thong qua. 

- Khi thuc hien nhiem vu phai dung quy trinh va thao tac nghiep vu da dugc quy 

dinh; giai quyet cong viec nhanh, gon, kip thOi; thuong xuyen bao cao ngtrei phu 

trach ket qua cong viec va cac van de phat sinh. 

- Co trach nhiem duy tri ve sinh va an ninh trat to chung, bao quan nghiem trac 

va gift gin can than cac tai san da dugc trang bi cho ca nhan va ode tai san chung cua  

Cong ty. 

- Trong gio lam viec khong dugc tu.y bó vi tri cong tac de tap trung tan chuyen, 

an qua, tre chuyen tren mang hoc lam viec rieng, khong dugc gay mat trat to lam  

anh huang den nguOi Ichac. 

- Khong di muon, ve som. Trong suOt thoi gian lam viec theo quy dinh, n6u ra 

khoi vi tri cong the phai dugc su ding Si cua phu trach bo phan ho'ac cap teen true 

tiep. 

CHUViNG III 

QUY DINH VE NM LAM VIEC, TO CHITC HO HOP VA 

SIT DUNG PHUtiNG TIEN THONG TIN, TRUYEN THONG 

Dieu 10. TO chtic, 136 tri ncri lam viec 

1. Phong lam viec 

- PhOng lam viec cua CBCNV, NLD Cong ty dugc gan Nen ten ghi ro don vi, 
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EVN TPC QUANG NINH 

CONG TY CO PHAN 
NHItT HIEN QUANG NINH 

Ngly soa : Ma so : 

1141.1c: 
Lan sua d6i : 
• • • ...... • • • •• 

BO QUY TAC 1UNG XI  
Ngly hi(suhre: 

Tom' 
	1... 

bo phan. 

- Trong phOng lam viec phai dam bao sip xep ban ghe, tai lieu, phuong tien lam  

viec gon gang, nga'n nip thuan tien cho ding tac. Tir chirc danh DOi twang, Tnrong 

pho phong tro len có bien ten cluk danh, ho ten can 136 dat tren ban lam viec. 

- Hang tun phai ve sinh sach se phOng va ch8 lam viec. 

- Khong thip huong, lchong lap ban th6 trong phong lam viec. 

2. Khu 	van hanh, san xuat 

- Tang cuing ve sinh thiet bi, ve sinh khu vuc san xudt theo ranh gieri quan 1); 

- Tuan tinu nghiem ngat the d6 quy dinh ve phong ch6ng chay n6; 

- Chu dOng lam sach, dep canh quan khu vuc nha xtrong san xuit (trong cay 

xanh, phat quang co). 

- Thu don gon gang dung cu, vat to ngay sau khi sir dung. 

3. Khu vuc eking cong trong Cong ty 

- Cong ty va ms3i CBCNV, NLD chu dOng xay dung, cai thien canh quan, mai 

truang xanh-sach-dep tai noi lam viec va trong pham vi COng ty. 

- Khong virt rac ra hanh lang, IchuOn vien Cong ty hay nal cong cong. 

4. Khu virc a phirang tien giao thong 

- COng ty b6 tri khu vuc-  de phuceng tien giao thOng (xe o to, xe may, xe dap va 

cac phu.cmg tien giao thong Ichac) cho CBCNV, NLD Cong ty Ira Ichach den giao dich 

cong tac. 

- Nth de xe phai dam bao an toan, teat to va dam bao tuyet d6i cac quy dinh 14' 

phong ch6ng chay no. 

- KhOng thu phi trong gilt xe cua CBCNV, NLD va khach den tai lam viec tai 

tru so Cong ty. 
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EVN TPC QUANG NINH  

CONG TY CO PHAN 
NHIET DItN QUANG NINH 

Ngaysirad is Ma so: 

Muc: siva d6i : 

Ngay hien 

Dieu 11. To chIrc cac cuOc hop, h'Oi nghi trong Ging ty 

1. Nghi thirc cuec hop 

- Bat Au cueic hop, ngtrefi chit tri cue)c hop thuc hien nghi tittle 	thieu thanh 

phan ben chit tri, sau do de nghi ben ai tac to gied thieu thanh phan tham gia ci& 

hop. 

- Ngtred chit tri: dieu khien cuOc hop theo chucmg trinh da &me giri truck cho 

thanh phan tham gia. 

Cac cuelc hop phai dung thanh phan, han cite cac cue)c hop (tong ngued, tang 

cueing hed y va trao doi thong tin duoi mei hinh thirc de giai quyet cong viec. 

2. Yeu cau doi yen Ban to chirc: 

- Dang ky trong lick cong tac hang tuan cua Cong ty, tit truong hop dea xuat. 

- Co chuung trinh, ned dung lam viec cu the, khoa hoc. 

- Dieu hanh dan chit, dam bao thed gian va hieu qua. 

- Ket thuc cu(ic hop phai co ket luan ve van a thao Juan; sau cueoc hop phai don 

d6c cac b0 phan, ca nhan có lien quan thuc hien. 

3. Yeu cau doi voi ngued tham du: 

- Phai CO mat truck gif2y quy dinh it nhat 05 phitt de on dinh ch6 ng6i va tuan thu  
quy dinh cila Ban to chirc cu(lc hop. 

- Phai nam duot neli dung, chit de cue,c hop, chit dOng chuan bi tai lieu va y kien 

phat bieu. 

- Ned hop dung vi tri, khi hop luOn gift to the ngay ngan. 

- Trong khi hop: tat dien thoai hoac 	the de) rung, han the nghe dien thoai, 
'thong lam anh htrang an ngued khac. 

- Phat bleu theo dieu hanh cua Chit toa hoac Ban to chirc; Gift trat tit, tap trung 

BO QUY TAC fiNG 

Trang 
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CONG TY CO PHAN 
NHIET DIN QUANG NINH Ma so: Ngaysnacti: 

.../... /... 

Muc: 
BO QUY T !JNG xe 

Uri saadoAi : 

EVN TFC QUANG NINH Trang : Ngay 
.../... /... 

theo doi, nghe, ghi chop cac not dung can thiet; Khong not chuyen va lam viec rieng; 

khong 136 ve nix& khi ket thiic cuOc hop, han the ra vao. 

- Ket thiic cuOc hop: de khach mai, lath dao cap teen ra tru6c, khong chen 

xo day. 

Dieu 12. V5n ban trong COng ty 

- KS'T thuat trinh bay van ban phai dam bao theo dimg the thirc, quy each theo 

quy dinh cda COng ty. 

- NgOn ngit sir dung trong van ban la ngOn ner ph6 thong; each diet' dat phai rO 

rang, de hieu. 

- Ducc cap c6 tharn quyen 14T duyet theo phan cap quan 13'7 cua Cong ty; phat 

hanh theo dUng ncYi nhan de giai guy& cong viec. 

- Gift gin, bao quan tai lieu not 130 theo dung quy dinh cua Nha nu& va cua  

Cong ty. KhOng cung cap, tiet 10 thong tin khi chua duot su.  clang y cua Lanh dao 

Cong ty. 

Dieu 13. Quy tic iing xir qua dien thoai 

1. Khi goi dien thoai: 

- Chuan bi truck not dung can trao d6i. 

- Khi co nguOi cam may, phai c6 lei chao, xung ten, chirc danh, b0 phan lam 

viec va de nghi ducc gap ngtrefi can gap. 

- Trao d6i not dung ngan gon, ro rang, cu the. Tac phong not chuyen tir ton, am 
luting vim phai. 

- Ket thiic trao d6i, phai c6 loi cam an, lai chao. 

2. Khi nghe dien thoai: 

- Phai có 16i chao hOi, xung ten, chirc danh bo phan lam viec cua minh. 
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CONG TY CO PHAN 
NHItT DIN QUANG NINH so:Ma  

Ngay siia doi : 

Muc: 

Trang : EVN TPC QUANG NINH 

Lan scra : 

Ngay hi@ kre: 

BO QUY TAC fJ.NG XT.J' 

- Neu nguoi goi den can g4p dich danh minh thi trao doi, tra led ro rang, cu the 

ti mg not dung theo yeu cau cua ngugi goi. Tac phong not chuyen tir ton, am lugng 

vira phai. 

-Tnremg hop ngtthi goi can g4p nguoi khac hoc not dung khong thuOc trach 

nhiem 	minh thi chuyen dien thoai hoc htrefng clan ngtthi goi lien he den dung. 

ngueri, dia chi an gap. 

- Co 16i cam an, 16i chao truck khi ket thlic cuiic dam thoai. 

- Nggt dien thoai khi có tieng bip. 

Dieu 14. Sir dung cac pinning tien truyen thong dm Ging ty 

- Chi sir dung the phuang tien thong tin, truyen thong (dien thoai, e-office, may 

photocopy, b0 dam, internet, website...) cua Cong ty cho cac cong viec cua Cong ty. 

- 	Thgc hanh tiet kiem, ch6ng Fang phi cac ngu6n tai nguyen cua Cong ty. 

CHU'ONG IV 

DIEU KHOAN HANH 

Dieu 15. TO chirc thyc hien  

- Ban Lanh dao Cong ty có trach nhiem chi dao, don d6c cac don vi trong Cong 

ty quail triet va thgc hien nghiein Bo quy tac img xir nay. 

- Phong T6 chirc Nhan sir có trach nhiem: 

+ Lam dAu m6i, theo doi, kiem tra va tong hop bao cao viec tuan thu, chAp hanh 

BO quy tac trn' g 

+ Dinh kST 6 thang ph6i hop cling Cong doan, Doan thanh nien Cong ty kiem tra 

viec thuc hien Quy tac img xir tai cac don vi trong Cong ty; 

+ To chirc dao tap not dung BO Quy tac img xir cho d6i tugng CBCNV, NLD 
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CONG TY CO PHAN 
NHIET HIEN QUANG NINH so:Ma  Ngaysuadl6i : 

BO QUY TAC eNG XU' 

L'An siaa 	: 

EVN 1PC QUANG NINH Trang : 
Ngdy hildu 

mad tuyen dung vao lam viec tai Cong ty; 

- Trugng cac don vi có trach nhiem phO bien, quan triet BO quy tic ung xir nay 

tOi CBCNV, NLD trong dun vi. 

- Moi CBCNV, NLD co trach nhiem chip hanh nghiem tuc BO Quy tic nay va 

vin dOng moi ngtroi ding thuc hien. 

Dieu 16. Khen thuovg va kSilulat 

Cac don vi, CBCNV, NLD thuc hien tot Bo quy tic irng xir se dugc khen 

thuOng. Neu vi pham tuy theo mirc dO se xitly theo quy dinh hien hanh. 

Dieu 17. Hien ltrc thi hanh 

Trong qua trinh thuc hien, cac don vi, ca nhan có lien quan neu thyco nhang 

vueing mac, kho khan, can sira doi bO sung, kip theri phan anh ve Lanh ciao Cong ty 

(qua phong TO chirc Nhan su) de bao cao, trinh cap có thim quyen xem xet, sira d61 

bo sung./. 
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