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UBND THANH pH6 uO cni urNn
cONc rY TNHH MoT THANH vr0N
DICH YU CONG ICH HI.IYEN }IHA BE

ceNG uoa xA ngl cn0 Ncnia vrEJ NAM

so' ./0 . /QE-HDTV-crY Nhd Ba, ngdy AQ rhdng 42. ndm 2014

QUYET DINH
VG viQc ban hinh Quy ch6 tuy6n dqng lao tlQng vir hgp tl6ng lao tlQng

lim viQc t4i Cdng ty TNHH mQt thinh vi6n Dlch vg c6ng ich huyQn Nhn Bi

HQI DONG THANH VIEN
cONc ry rNHH Mer rHANH vrf,N DICH vU coNG icn nuvpN NHA Bt

Cdn cri B0 Luflt Lao dQng sO tOtZOtZlQHl3 ngdy 18 thSng 6 ndm 2012 ci,r- Qu6c
hQi Nu6c CQng hda XI hQi Cht nghia ViQt Nam;

. Cdn cri Nehi ctinh sO 44l2Ol3lND-CP ngity 10/512013 cfra Chfnh phri vd ].{Shi dinh
sO SOIZOt:AID-CP ngiry l4l5l2}l3 cria Chinh phri hucrng ddn thi hdnh mQt s6 diAu cria
BO Luat Lao clQng;

. Cdn cri Nghi dinh sO 25120I0ND-CP ngdy 19 th6ng 3 ndm 2010 cria Chinh phri
v€ chuyOn d6i COng ty nhd nu6c thdnh COng ty tr6ch nhiQm hfru h4n mQt thdnh vi0n vd
tO chric quin ly COng ty trdch nhiQm hiru h4n mQt thdnh viOn do Nhd nu6c ldm chri so
hfru;

Cdn cir Quytit dinh s6 z77llQD-tIBND ngiry 25 th6ng 6 ndm 2010 oioa Uy ban
nhdn d6n thenh pfrO UO Chi Minh v0 viQc phO duyQt OC an chuytin AOi COng ty Dich vU
COng ich Nhd Bd thdnh Cdng ty TNffiI mQt thdnh vi6n Dich vu C6ng ich huy6n Nhi
Bd;

Cdn cri biOn bin hgp HQi d6ng thdnh viOn sO ZSBB-HDTV-CTY ngdy 11 th6ng
12 ndm 2OL4 vC viQc th6ng qua dy th6o sfta OOi, UO sung Quy chti tuy6n dpng lao dQng

vi hqrp ddng lao dQng ldm viQc tpi COng ty TNHH mQt thanh viOn Dich v.u c6ng ich
huyQn Nha Bd,

QUYET D}NH:
Diiiu 1. Ban hanh kdm theo Quy6t dinh niy Quy chtl tuy6n dpng lao dQng vd hqp

d6ng lao dQng ldm viQc t4i Cdng ty TNHH mQt thanh vi6n Dich 4r c6ng ich huy6n Nhd
Bd.

Di6u 2. QuyiSt dinh ndy c6 hiQu lyc kC tt ngdy ky vd thay thti Quytit dinh so

90/QD-HDTV-CTY ngity lgll)l20l} cira HQi d6ng thanh vi0n Cdng ty ,C ban hinh
Quy chti tuy6n dgng lao dQng, tdm viQc & C6ng ty TNHH mQt thanh vi6n Dich vp c6ng
fch huyQn Nha Bd.

Di6u 3. HQi d6ng thanh vi€n; Ban Gi6m ddc; Kiem so6t vi6n; Truong c6c Phdng,
Ban, DQi vd nguoi lao dQng thuQc C6ng ty chiu tr6ch nhiQm thi hanh Quyi5t dlnh ndy.

Noi nhfn:
- Nhu DiAu 3,
- Luu VT.
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UBND THANH PHO so csf MrNH
c6uc rY TNHH Mer rnAml vrtx
DICH vg coNc fcn nuypN NHa et

ceNG HoA xA ngr cnu xcnil vrpr NAM
DQc ISp - Tq do - H4nh phtic

QUY CHE
Tuy6n dgng lao tlQng vlr Hgp tldng lao tlQng

Iirm viQc t4i C6ng ty TNHH mQt thinh vi6n Dich vg c6ng ich huyQn Nhi B0
(Ban hanh kdm theo Quyt5t dinh s6 /t0..IQF,-HETV-CTY

ngey lAtnang .ALndm2Ol4 cua HQi d6ng thinh vi6n
COng ty TNHH mQt thanh vi6n Dfch vs C6ng ich huyQn Nhe Bd)

Chuong I
NHONG QUY DINH CHUNG

Di6u 1. Phpm vi vi aiii tuqmg 6p dgng

. - Quy ch6 niy quy <lfnh viQc tuytin dgng lao dQng vd trinh t.u tht t.uc giao ttit hqp
d6ng lao <10ng ldm viQc tpi COng ty TNHH mQt thanh vi€n Dich vg c6ng ich huyQn
Nhe Bd.

- EOi tuqng 6p dUng cria Quy ch6 ndy ld Trucmg, ph6 c6c dcm vi vd ngudi lao
dQng thuQc sg qu6n ly cria C6ng ty TNHH mQt thdnh vi6n Dich vq c6ng ich huyQn
Nha Bd.

- Cdcc6n b0 do c6p tr6n chuy6n vC lA- viQc o COng ty thi kh6ng 6p ftrng theo

Quy ch6 ndy.

Di6u 2. Nguy6n tic tuy6n dUng

- ViQc tuy6n dung ngudi lao dQng vdo ldm viQc,o ciic don vf, co s0 san *.r6t kinh
doanh ctia C6ng fy TNIIH mQt thdnh viOn Dich vg cdng ich huyQn Nha Bd (gqi tAt ld
tton vi) phii cdn cri vdo nhu ciu c6ng viQc.

- pOi v6i nhdn vi6n tuyiSn vio ldm c6ng t6c chuy€n m6n nghigp vU vd quan ly
phii c6 bing c6p tfrC niQn trinh dO chuy6n m6n nghiQp w da dugc cldo t4o phu hqp vdi

IA,
viQc c6n tuy€n, c6 ndng lgc d6p img y€u c6u c6ng viQc cdn tuy6n.

- DOi vdi lao tlQng ph6 thdng phii c6 bing t6t nghiQp c5p II tr& l6n, tru truong
hqrp dpc biQt.

_ Chuong II
TTryEN DTING LAO DONG

Eidu 3. Di6u kiQn vir hd so tuy6n dgng lao tlQng

- Ngudi dg tuy0n (xin viQc) phii d6p img c6c di0u kiQn:
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+ Ld c6ng d6n ViQt Nam;
+ Tu6i rt dt t8 d6n 45;
+ D6p ung clugc c6c y€u cAu tuytin dUng.

- HO so tuy6n dUng g6m:
+ Phi6u U*g ky du tuy6n lao dQng ho{c Ecrn xin viQc;
+ B6n sao s6 lao dQng (n6u c6);

trong.J :r'#yr**"r:Tr%:: ddn inh3x4, c6x6c nhdn cria chinh quycn dia phucrng

] lT.T 
vdn bdng, chrlmg chi, hQ kh6u, chrmg minh nh6n d6n;

hpn 06 ri*"J* 
chtrng nh6n sr?c kh6e cria co quan y tc cdpqufln (huye.rl oo r6n, rrong thdi

Ghi chf : C6c bfunsao n6u tr€n kh6ng crinxin vigc trinh ban chinh d6 d;;;pn h6 so d5i
" Di6u 4. Hinh thrlc tuy6n dqng

..HE r.t*g, chung thuc. Nguli du tuy6n,

viQc ruv6n dung ngudi rao dQng vdo ldm Ii:, e.golg ty TNHH mQt thanh vi€nDich v.u c6ng j.r, r,uv-;, ffi; Bd o,iv. trru. r,re, gars.hinh-thric xdr ruy€n; tru m.t s6ffiru8,[Trfilff: di'i- o5' no'a. chr q;h rrb;^oa,e",r,a,h #; ,,),e, thdne kh6ng qua
Di6u 5. HQi tl6ng x6t tuy6n

dintr. 
vi6c tuytSn dung ngudi lao dQng do HOi d6ng xdt tuytin c6ng ry xem x6t quyrSt

- H$i d6ng x6t tuytin c6 05 thanh vi6n:
+ Ph6 Gi6m d6c php tr'chdcrn vi can tuytin lao dQng rdm chri tich H.i d6ng;

Hoi oonJ; 
Ph6 Gi6m dtic phs trd"chTo chric - Hanh chinh - d; ;il ph6 chri tich

+ Truong phdng T6 chfc - Hdnh chfnh - eu6n rri ldm uy vi6n thuorng tryc;+ Tru6,ng don vi c6n tuy6n lao dQng ldm Uy vi6n;
+ Cht tich C6ng dodn ccy s6ldm Uy vi6n.

rRiNrr rurrruc 
",?$;L-#I,DUNG LAo E'NG

Di6u 6. Cr{c tlo,n vi thuQc C6ng ty
Khi c6 nhu cau b6 sung th6m togun*. thi g',i vdn ban.d6 nehi ve phong T6 chtic -f,-Ht.alH;,Xlffi,Tl:i*;,:ti'f 

"tX-#;,-Jl.':*guie.,.f;;io.r,uyc,.",,,,a
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Didu 7. Phdng T6 chric - Hirnh chinh - Quin tri C6ng ty

- Phdng T6 chric - Hanh chinh - Quan trf tii5p nhQn b6n dd nghi bO sung lao dQng cria
c6c dnn vi thuQc COng ty, c6 <lC xu6t cria Ph6 Gi6m d6c php trdchdon vi;

- Phdng TO chric-Hanh chinh-Quin tri trinh Ph6 Gi6m d6c TO chric - Hnnh chinh -

Quaq tri dO xuAt Gi6m c16c C6ng ty viQc bO tri lao dQng, tuy6n dung lao dQng hoac ludn
chuy€n lao dQng md kh6ng ldrn tang th6q lgc luqng lao dQng gi6n tiiSp ho[c tr.uc titip.
Trong truong hqrp viQc UO tri lao dQng, tuy6n dpng lao dQng do nhu cAu, c6ng viQc md ldm
tdng th€m luc luqng lao dQng gi.an ti6p hoAc tryc tii5p thi Ph6 Girlm d6c T6 chrlc - Hanh
chinh - Quin tri d6 xu6t Girem t10c trinh Chri tich HQi tt6ng thanh vi6n COng ty viQc bt5 tri
lao dQng, tuy6n dUng lao dQng;

- Khi c6 sg ch6p thu{n chri trucrng cria Gi6m ddc hoflc Chri tich HQi ddng thdnh vi6n
COng ty, Phdng Td chric - Hanh chfnh - Quin tri thgc hiQn th6ng brlo tuy6n dUng tai btn
tin doanh nghiQp ho{c phuong,tiQn thdng tin d4i chring vC c6ng viQc, trinh dQ chuy0n
m6n, sO luqng lao dQng cdn tuy6n, thoi han hqrp d6ng lao dQng ; ti6n luong, c6c kh6an thu
nh{p vd ch6 d0 chinh sdch. di6u kiQn ldm viQc d6i vdi nguoi dg tuy6n. Thoi gian c6ng
khai tai bin tin doanh nghiQp vd thcri gian nh4n hd so t6ng cQng ld 10 ngiy lim viQc;

- Phdng TO chfc - Henh chinh - Quin tri ti6p nhfln hO so ddng lcy dU tuy6n lao
dQng, xin viQc (do ngudi dy tuyiSn, xin viQc tr.uc tiiip nQp ho4c grii tdi bAng <lucrng buu
rtiQn; khdng nhfln hO so qua trung gian). Khi nhfln hO so d6ng ky dp tuy€n lao dQng

hoflc xin vi0c, ciin b0 nhfln hO so phii vdo sO theo d6i vi trao bi6n nhan cho ngudi nQp

hd so, jrong d6 ghi rO c6c gi6y to tlong h6.so dU tuy0n vd thdi gian tuy6n. Khi nguoi
dg tuy€p xin viQc kh6ng trung tuy6n vd tlOn nhfln lei h6 scv thi nhan vi6n nh6n h6 so
tr6 lpi h6 so vd thu lai gi6y bi6n nhfln.

- Khi fr6t ttrOi h4n nh4n hd so, phdng T6 chric-Hdnh'chinh-Qudn trf trinh HQi
d6ng x6t tuy6n xem x6t.

- HOi ct6ng x6t tuytin xem x6t vd trinh Gi6m d6c ph6 duyQt ch6p thufln tuy6n
dung lao dQng.

. - Cdc trudmg hpp dugc HQi d6ng xdt tuy6n quan tdm xem x6t d€ xu6t tuy€n dung
d6i vdi lao dQng ph6 th6ng nhu:

+ Vg, ch6ng, con cta ngudi lao dQng ldm viQc t4i C6ng ry dA nghi huu ;

+ Vg, chdng, con cta ngudi lao dQng dang ldm vigc tai C6ng ty nhmg gia
dinh c6 hodn cinh ddc biQt ktr6 khdn.

- Sau khi Gi6m d6c ph6 duyQt ch6p thuQn tuyiin dpng, Phdng TO chrlc - Hanh
chinh - Quin tri lflp Hgp d-6ng thrl viec t irrf, Cia.n d6c C6ng ty ky vi giao ngudi xin
viQc v0 dcrn vi dC thri viQc.

. Thdi gian Phdng T6 chric - Hanh chinh - Quan tri thgc hign c6c thri tlrc ky Hqp
dting lao dQne tht viQc khdng qu6 05 ngdy ldm viQc tC tu khi Gi6m rt6c ph6 duyQt

' ao

chdp thu4n tuyen dUng.
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Chuong fV
HgP ooNc rrrtluEc

Eidu 8. Ngudi lao tIQ4g mri,i dugc tuy6n dqng viro lirm viQc O cic ddn d thuQc

C6ng ty pfiai ky hgp tlting thfr viQc nhu sau:

1. Tht viQc 06 ngdy d6i vdi ngudi lao dQng phO th6ng, mta vq;

2.T\AviQc 30 ngdy <t6i vdi nguoi c6 trinh dQ chuy€n mon trung c6p vA k! thuflt,

nghiQp vU vA nhdn vi€n vdn thu;

3. Thtr vipc 60 ngdy c16i v6i ngudi c6 trinh dQ chuyQn m6n tu cao ding tr016n'

Eidu 9. Hurfng din thfr viQc

.Ph6Gi6md6cphutr6chdonvisridpnglaoctQngchritricungvoiTruongdon
vi sri dpng nguoil;;;Odpt6i hq'p vdi phdig To chric - Hanh chinh - Quin tri d6

tri6n ttrui, tt"O^g dan cho ngudi thri vigc nim virng chric ndng, nhiQm vU, nOi QuY, 9uY

.fr6 t,nu dcrn vi. i**g dorivi sri.dpng lao dQng c6 tr6ch nhiem phan c6ng cho ngudi

, tht viQc ldm thu c6ng-.,.iQc dU ki6n sC giao chinh thric vd ph6i b6o d6m phu hgrp vdi

trinh d0 chuy6n m6n;

Eon vi sri dgng ngudi lao dQng m6i dugc tuy6n dpng vio ldm viQc, c6 trSch nhiQm

cri 01 nhdn vi6n ,O.init inh dO tioie.t, c6 kinh 
"St 

iC,*11onq t:ng t6c hudng d6n ngudi

thrl viQc. ViQc hufng dil chi do mQt nguoi thUc hien vi chi mOt lAn cho ngudi thri viQc.

Diiiu 10. Ch5 dO aiii vrl,i ngucri thfr viQc

Thang bing tuong 6p dsn-g theo Nghi dinh 20512004NE-CP ngdy 1411212004 cta

chinh phri va mric luong t6i thieu, quy chti tr6 luong C6ng ty dang 6p dpng.

Trong thdi gian thri viQc:

a) DOi v6i sinh vi6n ra trudmg chua ldm viQc o co quan ndo:

- Ngugi c6 trinh d0 dai hgc dugc hu&ng 70%bQc lucrng khcri di6m cria ng4ch chuy6n

vi6n, kinh t0 vi6n, kI su.

- Ngudi c6 trinh rtQ cao ddng duqc hucrng 70%bdc lucrng bdc2 cria ng4ch c6n su, k!
thuflt vi6n.

- Nguoi c6 trinh dQ chuyen mdn trung c6p vA kf thuat, nghiQp v.u dugc hubngT0o/o

bflc luong khoi di6m cria ngpch cdn sg, k! thu4t vi6n.

b) DOi vdi ngudi d6 c6 kinh nghiQm hoflc d5ldm viQc & co quan kh6c 01 nlm tr016n:

- Ngudi c6 trinh d0 dai hgc dugc huong 85%b$c luong khoi rli6m cria ngpch chuy6n

vi6n, kinh tC vi6n, kI su.

- Ngudi c6 trinh d0 cao dang duqc huong 85%bac lucrng bqc 2 cira ng4ch ciln sg, kf
thu0t vi0n.

- Ngudi c6 trinh rlQ chuyQn m6n trung c6p v0 kf thuflt, nghiQp v.u dugc huong 85%

bflc luong khoi <1i6m cria ngach cdn sg, k! thuflt vi6n.
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c) Ngudi,lao dQng phO ttrOng, vfu thu, phpc vg, mtra vU,... dugc hucrng 70o/ob$c

luong khoi di€m cria chrlc danh, ngdnh / nh6m nganh c6ng viQc dugc giao ho{c mric

luong theo th6a thuan cria hai b€n.

d) Trong thoi gian thrl viQc, nguoi thri viQc:

Dugc hucrng ti6n dn gita ca, tiAn c6ng tdc phitheo quy dinh cria COng ty (ntiu c6)

HgP ooNc r"ffSH$Jco rHor H+N

Didu 11. Hgp tl6ng lao tlQng c6 thtri h4n

t. Htit thoi h4n thri viec niSu nguli thti viec hoan thanh nhiQm vu, d6p img dugc
^llAyeu cau can ruyen, thi dugc xem x6t ky hqp d6ng lao dQng c6 thoi han

- D6i vdi viQc 6n ctinh c6 tinh ch6t thuong xuy6n tr}n 12 th6ng ttri ky hqp d6ng

c6 thdi hqn 12 thrlng.

- DOi vdi lao dQng mira v.u thi ky hqrp d6ng lao <tQng c6 thoi h4n tu 01 thang di5n

06 th6ng tuy trng cdng viQc.

- Ngudi lao dQng dE dugc ky hqp d6ng lao dQng c6 thoi h4n dugc huong 109%

bfc luong khoi di6m cria chric danh, ngdnh / nh6m nganh c6ng viQc dA ky hqtp d6ng

lao dQng ho{c mric luong theo th6a thu4n cria hai b6n.

- Thdi han ky hgp d6ng lAn tiep theo, theo qui dinh tai B0 Ludt Lao <10ng.

2. Trinh t.u thuc hiQn khi giao k6t Hgp cl6ng lao dQng lAn thf nh6t:

a) OOi vdi lao dOng c6 thdi gian thri viQc tu 30 ngdy'hofic 60 ngdy thi 07 ngdy

tru6c khi h6t thoi eian thri viQc ngudi lao dQng thri viQc phii nQp b6n t.u nhfln x6t vC

viQc ch6p hanh nqi quy, quy chi! 
".riu 

COng Ui W Aanh gia mrgc-clQ hoan thanh c6ng

viQc vd n€u rO kh6 ndng thUc hiQn c6ng viQc n6u dugc hy hqp d6ng lao dQng.

- D6i v6i lao dQng phO thOng, mta vp kh6ng phii tdm ban t.u nhfln xdt md ldm
don theo m6u d€ nghi dugc ky ho-p diing c6 thoi han.

b) Ph6 Gi6m t16c phg tr6ch vd Tru&ng don vi sri dpng lao dQng thir viQc tO chuc

hgp nQi b0 cton vi minh (hoac hgp tru&ng ph6 don vf vd ngudi dugc giao hu6ng dan)

d6 nhan x6t, diinh gi6 mric d0 hodn thanh c6ng viQc ctia ngudi lao dQng thri viQc, viQc

ch6p hdnh nQi quy.quy chti cria dcm vi sri aUng lao dQng;.n[ng lUc c6ng t6c, tri6n vgng
ni5u euqr ky hArp d6ng lao dQng. Bi€n ban nhfln xdt grli vO phdng Td chr?c-Hanh chinh-

Quan tri C6ng ty tru6c khi het thdi gian thri viEc 03 ngdy ldm viQc.

c) Phdng T6 chric-Hdnh chinh-Quin tri nh0n x6t c6 dri di€u ki€n il0 ky hqp d6ng
lao tlQng hay kh6ng.

- Niiu dri di0u kiQn thi l{p Quytit dinh tuy6n dgng vi Hqrp d6ng lao ttQng trinh
Gi6m dtic COng ty ky trong thdi gian 03 ngiy ldm viQc.

- Trudrng hqp kh6ng ttt rli6u ki-On thi ctng trinh cho Chri tich hOi it6ng x6t tuy6n

vd Gi6m d6c COng ty.

p
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3. Trinh trp thgc hiQn khi giao k6t Hgp tldng tao tlQng ttr lfln thrir 2 tr0 di nhu

sau:

a) Trudc khi het han Hqp rt6ng lao dQng 15 ngdy, ntiu ngudi lao dQng c6 nhu cAu

ti6p tgc giao ktit hgp d6ng, thi ngudi lao dQng ph6i nQp ban t.u nhAn x6t vC viQc chdp

hanh nQiquy, quy ch6 cria C6ng ty, tV d6nh gig mric d0 hoan thanh c6ng viQc vd n6u

rO khi nang ttrUc hign c6ng viQc ntiu dugc hi tiep hqp d6ng lao dQng'

- DOi vdi lao tlQng ph6 thdng, mtra 4r kh6ng phni ldm b6n t.u nhQn x6t mi ldm

don theo m6u e16 nghi dugc ky hqp tl6ng c6 thdi han.

b) Trucrng dcm vi sri dpng ngudi lao dQng lap bi6n ban nhan xdt, d6nh gi6 mr?c dQ

hoan thanh cong viQc cria ngudi lao dQng, vi91.c|ap hanh n6i Quy, Quy chi5 cria COng

ty, ndng lqc cdng tric ni5u Ergt fay ti6p-frq'p-d6ng^lao dQng hoac ttrOi hqp d6ng lao

d6ne. ei6n Uan nhfln x6t grii v6 phdng T6 chric-Hdnh chinh-Quan tri COng ty trudc khi

ni5t fran Hqrp d6ng lao dQng 07 ngdy lim viQc.

c) Phdng T6 chric-Hanh chinh-Quin tri nh0n x6t c6 dri di6u kiQn de hi tiep hqrp

ddng lao dQng hay kh6ng.

- Nt5u dri di€u kiQn thi 10p Hqp d6ng lao dQng trinh Gi6m d6c C6ng ty ky trong

thoi gian 03 ngdy ldm viQc.

- Truong hqrp khdng dri iti6u kiQn thi cfing trinh cho Chri tich hOi tl6ng x6t tuy6n

vd Gi6m d6c C6ng ty.

Eidu 12. Chim drrirt hqp tl6ng lao dQng

- Nhan vi6n trong thdi gian thri viQc hoic nhdn vi6n dE ky Hqp.d6"g lao dQng c6

thdi hpn n6u kh6ng hodn thdnh nhiQm vU; vi pham nQi quy, quy ch6 cria C6ng ty tty
theo mric dQ sE bi ch6m dut Hqp tl6ng lao tlQng da hy.

- Vigc ch6m drrt Hqrp dting lao dOng thUc hiEn theo B0 Luflt Lao ttOng hiQn hanh.

CHIIO|{G YI
T0 crrtlc rrrtf. c HrEN,

Eiiju 13. Quy chii ndy ld co s&dQ COng ty TNHH mQt thinh vi€n Dich vr; c6ng fch huyQn

Nhd Bd ep dUng trong viQc tuy6n dpng, ky hqp tl6ng lao dQng ldm viQc trong mqi linh v.uc

hopt dQng cria Cdng ty.

Trolg qu6 trinh thUc hiQn n6u c6 vuong mic,.cAn srla d6i bd sung thi phin anh vC

Phdng fO"ctr-ric - Hanh chinh - Quan tri COng ry de t6ng ho,p trinh HOi d6ng thanh vi€n

C6ng ty xem x6t sria AOi m sung cho phu hqp./.

Hgr DoNG THANH UrN C6XC rv
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