SO GD&DT LAM PONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PHO THONG DTNT Doc 1ap - Tw do - Hanh phuac
THCS & THPT PAK MIL

’ Dikc Ldp, ngay 06 thang 02 nam 2026
S6 06 /Qb-DTNTBM

QUYET PINH
Veé viéc ban hanh N§i quy doi véi vién chirc va nguoi lao dong

Cén cir Ludt Cdn bo, cong chike ngay 13 thang 11 ndm 2008, Ludt swa déi, b6 sung
mét s6 dieu cua ludt can bo, cong chikc va vién chire ngay 25 thdng 11 nam 2019;

Céin cik Quyét dinh 56 129/2007/0D-TTg ngay 02/8/2007 cia Thi tuéng Chinh phii
ban hanh Quy ché van hod cong so tai cdc co quan hanh chinh nha nwdc;

Céin cir Chi thi 6 05/2008/CT-TTg ngay 31/01/2008 ciia Thii tuéng Chinh phii vé
viéc ndng cao hiéu qua thoi gian lam viéc cia cdn bg, cong chic, vién chitc nha nudc;
Can ¢t Théng tw s6 32/2020/TT-BGDDT ngay 1 5/9/2020 cua B¢ truong Bo Gido

duc va Pao tao ban hanh vé dzeu 1é truong trung hoc co s6, truong trung hoc phé thong
va trieong pho théng cé nhiéu cdp hoc;

Thong tw 53/2012/TT-BGDDT quy dinh viéc 16 chire, sir dung cong thong tin dién
tr trong co s6 gido duc,

Can ctr két luan ctia hoi nghi vién chitc va nguoi lao dong trudng PTDTNT
THCS & THPT Dak Mil,

QUYET PINH
Pidu 1. Ban hanh kém theo Quyét dinh nay Noi quy dbi véi vién chie va ngudi lao
dong truong PT DTNT THCS & THPT bik Mil.
Piéu 2. Quyét dinh nay c6 hiéu lyc ké tir ngay ky.
Dleu 3. Vién chirc va nguoi lao dong trong truong PT DTNT THCS & THPT Pik
Mil va td chirc, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhan:

- BGH (chi dao);
- C4p Uy nha truong;
- Cong khai trén Website truong;
- Luu: VT.

HIEU TRUONG




(Ban hanh ke

Piéul. Pham vi diéu chinh va dbi twong 4p dung

1. Pham vi diéu chinh

Noi quy nay quy dinh vé thoi gian, thoi gi® 1am viéc, trach nhiém cua vién
chue, nguoi lao dong (VC, NLD) lam viéc tai nha truong; giit gin vé sinh moi
truong, an ninh trat tu trong nha trudng; quan ly, sir dung tai san cong; thuc hién
cac nhiém vu dugc phén cong; gido duc, nudi dudng, quan ly hoc sinh.

2. Déi tuong ap dung

Noi quy duge 4p dung ddi véi cac td/bd phén; toan thé VC, NLP trong nha
truong.
Piéu 2. Quy dinh chung cho VC, NLD trong nha trudng

1. Thyc hi¢n nghiém tic cdc quy dinh cia Hiéu truong, tai: Quy ché lam
viéc; quy téic ung xit, van héa, dao dirc cong vu, Quy ché vé viéc dam bdo an toan
thuwe phdm tai bép dn tdp thé nha frueong va cdc quy dinh khdc.

2. Chap hanh thoi gian 1am viée tai cong so va st dung co6 hiéu qua thoi gio
lam vi€c theo quy dinh. Khong st dung thoi gio 1am viéc vao viéc riéng; khong di
mudn, vé sém, khong choi games trong gi¢ lam viéc; khong uong rugu, bia trudce,
trong gid lam viéc, ké ca gid nghi trua cta cac ngay lam viéc, ngay truc; khong
danh bac du6i moi hinh thte.

3. Trang phuc gon gang, lich su.

4. Trong thyc thi nhiém vy, cong vu phai tuan thu tinh thtr béc, ky cuong va
trat ty hanh chinh, ding tham quyen Trong hoi nghi phai tuan thi sy diéu hanh
ctia chi toa, khi phat biéu phai xin ho ding muc “trén dudi”.

5. Nghiém tac thuc hién céng viéc, nhiém vu dugc giao, khong dé qué han,
b6 sot nhiém vu duge phan cong; khong dun day trach nhiém, khong né tranh
cong viéc.

6. Thuc hién nghiém cac quy dinh vé dao dirc, van hoa giao tiép ciia VC,
NLD dugc quy dinh tai Quy tic ing ctia nha truong.

7. Trong gid 1am viéc phai gitt gin trat tu; ¢6 ¥ thie tiét kiém, bao quan tot tai
san co quan, tiét kiém dién, nude.

8. Thuc hi¢n nghiém tuc cac quy dinh vé an toan phong chdy, chita chay,
quan ly t6t cac trang thiét bi phong chay, chira chay cta co quan. Khi phét hi¢n
chay, nd, VC, NLD phai kip thoi thong bdo va phdi hop tham gia phong, chira
chdy va thyc hién theo phuong én phong chdy, chita chay, dong thoi bao cao co
quan chirc nang hd tro. Trude khi ra vé hodc di ra khoi phong lam viée phai tit
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thiét b dién, khoa ctra dé dam bao an toan tai liéu va tai san co quan (tiét hoc cudi
cing trong buéi, truéc khi ra [6p gido vién nhdc hoc sinh phdai déng cira s6, tit dién, cira I6p)

9. Coy thirc bao mat, khong duoc tu y phan phat, dua thong tin, tai liéu, cung
cép tai liéu lién quan tai li€u mat theo quy dinh ctia Phap luat

10. VC, NLD trong [truong phai thuong yéu, che tro giup dd, bao vé cac em
hoc sinh, tao diéu kién tdt nhat dé cac em hoc tép va sinh hoat tai truong. Khong
trach phat hoc sinh nhu: Danh, méng, dudi ra khéi 16p, bat dimg cubdi 16p, chép
phat, hay cdc hinh thirc khdc ma cac quy dinh vé quyén tré em, quy dinh cua
nganh gido duc khong cho phép.

11. Phat ngén, gop y phai dung luc, dung chd, ¢6 co so. Khong duge t6 cdo
sai su that, khong dugc viét don thu ndc danh, mao danh, 1am &nh hudéng dén uy
tin nha truong va dong nghiép; khong dugc phép thu tién hoc sinh khi chua Hi¢u
truong chua cho phép.

12. Tham gia ddy du cac budi chao ¢ theo quy dinh, cu thé:

Déi voi GVCN, gido vién dugc phan cong tiét hoat dong trai nghlem thi du
chao co tiét 1 sang thir 2 hang tuan

VC, NLD con lai du chao ¢ mdt lén/théng vao tiét 1 sang thir 2 tuan dau
cua thang.

i3. Tham gia hop day du, khi lanh dao nha truong, BCH cong doan triéu tap
hop tuyet ddi khong tu xin phép ving trir truong hop theo quy dinh ctia phéap luit;
tham gia sinh hoat ddy du do nha truong hodc doan thé c6 thong bao/moi; trong
gio hanh chinh VC, NLD phai chap hanh su diéu dong, phan cong cua lanh dao
nha trudong; doan vién lao dong chap hanh theo su phén cong theo Nghi quyét cua
BCH co6ng doan.

14. VC, NLD phai thuc hién tét phap 1énh dan sb ké hoach hoa gia dinh, thuc
hién nghiém tuc, ~¢6 hiéu qua cac cudc van dong, phong trao thi dua, cac quy dinh
tai khu dén cu, séng guong mau dé hoc sinh y€u quy, nhan dan tin tudng.

15. Dé xe 6 10, xe mdy ding noi quy dinh, khong 4nh huong thim m§ dén
canh quang san truong .
Diéu 3. Trach nhiém cia gido vién trong nha truong

1. Phai soan gidng theo ding quy dinh cta nganh. Khong dugce tuy tign do6i
buodi day hoc, khong nho nguoi day thay khi chua dugc sy dong y cia BGH. Phai
triét dé sir dung dd dung day hoc khi lén 16p. Phai danh gid, khen thuéng hoc sinh
khéach quan, tring thuc.

2. Khi c6 trong/chuong vao 16p phai Ién 16p va vao 16p ngay, GV phai quan
sat toan bg phong hoc, kiém tra vé sinh 16p, huéng dan hoc sinh ké ban ghé ding
quy dinh, kiém dién hoc sinh.

3. Gido vién thuc hién tét viéc khong duge day thém hoc thém trai quy dinh,
néu tham gia day thém ngoai nha truong phai lam don béo cdo v6i Hiéu trudng.
Khong thu céc khoan tién trai quy dinh. Khong tu ¥ bt hoc sinh mua sach VO,
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trang thiét bi, d6 dung hoc tap khi chua dugc phép ctia Hidu trudng.

4. GVCN khéng tu y t6 chirc hop toan thé cha me hoc sinh 16p khi chua c6 sur
ddng y ctia lanh dao nha trudng. Néu can thiét hop thi 1am don bao cdo xin y kién
cua Hiéu truong (trong don phai trinh bay ro Iy do vi sao phal hop toan thé cha
me hoc sinh [6p).

Diéu 4. Thoi gian 1am viéc ciia 1anh dao, nhin vién trong nha tredng

Thoi gian 1am viéc cua lanh dao, nhan vién trong nha truong theo lich cua
nha truong va du 5 ngay/tuan va 08 gio/ngay.

Riéng nhan vién bao vé bao v¢ co quan 24/24; nhén vién cép dudng lam viéc
theo lich phén cong cia lanh dao nha truong.

Piéu 5. Trach nhiém cia VC, NLD trong nha trudng dbi v6i nhiém vu
dwoc giao trwde Khi di cong tac hodc nghi phép

1. Trach nhiém cia VC, NLD truéc khi di cong tac hay nghi theo ché do

VC, NLD khi di cong tac hoac nghi theo ché do theo quy dinh (hiéu, hi, dau
6m, nghi sinh, ...) thi bdo céo véi t truéng dé tham muu cho 1anh dao phu trach
phan cong lam thay.

2. Trach nhiém VC, NLD trwéc xin nghi khi c6 viéc gia dinh (khong theo
ché do).

Nguoi xin nghi phai lam don, ghi rd 1y do xin phép; thoi gian xin phép; ghi
day di nhi¢m vu duoc giao trong thoi gian xin nghi va nho nguoi lam thay ky
ddng y vao don; sau do gtri to truéng kiém tra.

Truong hop khong nho duge nguoi day gidp thi tham muu cho to truéng lich
hoan di tiét day hay day bu, sau do td truéng dé nghi cho Pho hiéu truéng phu
trach chuyén mon ky xéc nhan.

Quy trinh gui don: Ca nhén lam don va c¢6 day du chir ky cla nhing ngudi
lam thay; to trudng kiém tra va ky (trong truong hop phdn céng hodn doi tiét hay
day bii thi c6 thém bang phdn c¢ong va Phé hiéu triuong phu trach chuyén mon ky
xde nhdn). Tiép theo gui cho vén thu. Vin thu chup file anh gui cho Hi€u trudng
dé xem xét, quyét dinh.

Thoi gian gui don trude 02 ngay ké tir ngay xin phép nghi (trir truong hop
dot xudt).

Luwu y: Khéng giai quyét xin nghi doi voi cdc truong hop nhw sau. trong don
khong ghi rd Iy do chinh ddng, hodc khong ghi day di nhiém vu dugc giao dé
nguoi khdc lam thay, hodc khong co sw klem tra va ky xdc nhdn cua 16 truong,
hodic khong cé bang phdn cong hoan doi tiét hodc day bu hodc gui don khong
dung quy trinh.

3. Truong hop gido vién xin nghi dot xut: Khi co cong viée dot xuat hozc
dau dm khong 1én 16p duoc thi phai bdo cdo kip thoi bang gidy phép hodc dién
thoai.

Piéu 6. Thoi _gian quy dinh nhan thong tin/ vin ban qua hgp thw dién tir

1. Van thu dau gior va cudi gio moi budi (tir thir 2 dén thit 6) phai vao nhan
cong van dén tir https:/glvb.daknong. gov.vn/ dé gui cho lanh dao nha truong.

2 Linh dao nha trudong it nhit 01 lin/budi nhan coéng vian dén tir
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https:/qlvb.daknong.gov.vn/ dé xir Iy.

3. K& toan truong it nhat 01 1an/ngay nhan thong tin tir hop thu ca nhan dé
thuc hién.

4. Gigo vién, nhan vién it nhét 1 1an/48 gio (2 ngdy) nhan thong tin tir hop
thu ¢4 nhan dé thuc hién.

Luu y: Trong trudng hop khan, néu cong viée gép pha1 thuc hién trong 48 gio
thi 1anh dao nha truong giri théng tin/van ban qua nhém zalo trudng. Nguoi duoc
phén cong co trach nhiém thuc hién kip thoi nhiém vu duoc giao.

Piéu 7. Quy dinh sit dung/giri thong tin 1én nhém zalo

Nhom zalo trudng dé:

1. Ban glam hi¢u, BCH doan thé, t6 truong phan cong, don dbc nhic nho
nhitng viéc can thuc hién gp phai thuc hién trong vong 24 gid, dic biét nhic nhé
nhitng viéc cham tré.

2. T4t ca thanh vién trong nha truong:

- Pugc gti nhing thong tin KHAN dé don ddc ca nhan co lién quan giai
quyet kip thoi nhiing cOng viée dugc giao. Dac biét, dén ddc su cham, tré, cac van
dé c6 nguy co xay ra mat an toan, an ninh trong nha trudng.

- Mdi ngudi trong nhém duge chia sé nhitng viée 1am hay, nhimg kinh
nghiém c6 y nghia; hodc chi dugc gui 10i chuc mimg va 101 cam on dén nhiéu
nguoi trong nhom.

3. Thong tin khéc, cin xin y kién ctia BGH trudc khi guri.

4. Tuyét dbi khong gi: thong tin gbp ¥ ca nhén qua nhom, khong chia sé
nhimg thong tin ¢6 anh hudng dén uy tin danh du cta nguoi khac; khong muon
nhom zalo dé 2 nguoi nhén tin qua lai dua gidn; khong duoc gui thong tin gop y,
phé binh ngum khac; khong dugc g dé xuét, tham muu véi ban giam hiéu doi
vGi nhimg viéa chua can gap (nhitng viéc nay nén nhdn tin hodc dé xuat riéng).

Piéu 8. Trach nhiém ciia vién chirc, ngudi lao dong dbi véi website nha
truong

1. Chu dong truy cap website nha trudng trong ngay lam viéc dé theo doi
thong bao, ké hoach, lich cong tic va vin ban lién quan dén nhiém vu dugc giao.
Déi voi nhiém vy khan hodc c6 thoi han ngan, bd phan giao viéc dong thoi thong
béo truc tiép hodc qua kénh lién lac cong vu phu hop.

2. Cung cap thong tin, sd lidu, tin bai va hinh &nh thudc linh vuc phu trach
theo phan cong, ding thoi han; chiu trach nhi¢ém vé tinh chinh xéc, ngudn gbc va
su phu hop cua ndi dung cung cép.

3. Viéc dang tai thong tin phai thuc hién ding quy trinh bién tap, phé duyét
va phan quyén ctia nha truong. Khong tu y dang, sira, x6a ndi dung hoac sir dung
tai khoan cia nguoi khac.

4. Khong dang tai thong tin sai sy that, ndi dung xuc pham t6 chirc, ca nhan;

tai liéu thudc bi mat nha nudce; thong tin ca nhan, hinh anh va hd so hoc sinh, vién
chirc, nguoi lao dong khi chua dap ung diéu kién cong khai, st dung theo quy
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https://qlvb.daknong.gov.vn/ dé xir 1y.

3. K& toan trudng it nhit 01 1an/ngdy nhan thong tin tir hop thu ca nhan dé
thuc hién.

4. Gido vién, nhan vién it nhat 1 1an/48 gid (2 ngdy) nhén thong tin tir hop
thu c4 nhan dé thuc hién.

Luu y: Trong trudng hop khén, néu cong viée gip pha1 thuc hién trong 48 gio
thi 1anh dao nha trudong gii thong tin/van ban qua nhém zalo trudng. Ngudi dugce
phéan cong c6 trach nhi¢ém thuc hién kip thoi nhiém vu dugce giao.

Piéu 7. Quy dinh sir dung/giri théng tin 1én nhém zalo

Nhom Zalo truong dé:

1. Ban glam hi¢u, BCH doan thé, t6 truong phan cong, don ddc nhic nhé
nhiing viéc can thuc hién gap phai thyc hién trong vong 24 gio, dic biét nhéc nho
nhitng viéc cham tré.

2. T4t ca thanh vién trong nha truong:

- Bugc gtri nhitng thong tin KHAN dé don ddc ca nhan c6 lién quan giai
quyet kip thoi nhiing cong viée dugc giao. Dac biét, don ddc sy cham, tré, cac vén
dé c6 nguy co xdy ra mat an toan, an ninh trong nha trudng.

- Mdi ngudi trong nhém duge chia sé¢ nhitng viéec 1am hay, nhimg kinh
nghiém c6 y nghia; hodc chi dugc gui 101 chuc mung va 101 cam on dén nhiéu
nguoi trong nhom.

3. Thong tin khéc, can xin y kién cia BGH trudc khi guri.

4. Tuyét dbi khong gui: thong tin gop y ca nhan qua nhom, khong chia sé
nhimg thong tin ¢6 anh hudng dén uy tin danh du cia ngudi khéac; khong muon
nhom zalo dé 2 ngudi nhén tin qua lai dua gion; khong dugc guri thong tin gop ¥,
phé binh ngudi khac; khong dugc gui dé xuat, tham muu v6i ban giam hiéu déi
vOi nhimg viéa chua can gap (nhitng viéc nay nén nhdn tin hodc dé xudt riéng).

Piéu 8. Trach nhiém ciia vién chirc, ngudi lao dong ddi véi website nha
truong

1. Chu dong truy cap website nha truong trong ngay lam viéc dé theo doi
thong bao, ké hoach, lich cong tac va vin ban lién quan dén nhiém vu duoc giao.
Déi véi nhiém vy khén hodc c6 thoi han'ngdn, bd phéan giao viée dong thoi thong
béo truc tiép hodc qua kénh lién lac cong vu phi hop.

2. Cung cép thong tin, s6 liéu, tin bai va hinh anh thugc linh vyc phu trach
theo phan cong, ding thoi han; chiu trach nhiém v& tinh chinh xéc, nguon gbc va
su phu hop cua ndi1 dung cung cép.

3. Viéc dang tai thong tin phéi thuc hién dung quy trinh bién tp, phé duyét
va phan quyén ctia nha truong. Khong tu y dang, sira, x6a ndi dung hoac sir dung
tai khoan cua nguoi khac.

4. Khong dang tai thong tin sai sy that, ndi dung xtc pham td chire, ca nhan;

tai liéu thudc bi mat nha nuéce; thong tin cd nhan, hinh anh va hd so hoc sinh, vién
chirc, nguoi lao dong khi chua dap ang didu kién cong khai, sir dung theo quy
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dinh phap luat. Ton trong quyén tac gia va ghi rd nguén khi sir dung tai licu.

5. Nguoi dugc giao quan tri website ¢6 trach nhiém bao mat tai khoan, cap
nhét ndi dung da duoc duyét, sao luu dit lidu va bao dam kha nang truy cap; kip
thoi bdo cdo lanh dao khi phét hién thong tin sai, sy ¢6 hodc nguy co mét an toan.

6. Cac by phén dugc giao thuc hién cong khai ¢6 trach nhiém chudn bi, kiém
tra va chuyén noi dung dén bo phan quan tri ding thoi han; phdi hop cap nhat,
dinh chinh va duy tri thong tin cong khai theo quy dinh.

Piéu 9. Giir gin v¢€ sinh méi trwong, chim séc cAy xanh, dam bio an ninh
trat tuw trong khuén vién truwong

1. VC, NLD trong co quan déu phai c6 trach nhiém trong viéc gitt gin vé sinh
tai noi lam viéc va khu vuc sinh hoat chung; khong khac nhd, vut rac bira bai;
khong cho cic vat cing, vat khong phan huay xudng hé thoat nude, bdn cau, bdn
rira, chiu rira dé tranh lam tic duong dng thoat nude.

2. Nhén Vién phuc vu chiju trach nhiém thuong xuyén kiém tra, lau don sach
s€ phong lam viéc cuia cdc ddng chi 1anh dao, nha da nang, phong hop, hanh lang,
cau thang, nha vé sink thudc khu hiéu bo; hang ngay quét don céng CO quan, san
trudce va sau co quan sach sé.

3. Vigc cham s6c cdy xanh, cdy canh duoc duy tri thuc hién thudong xuyén,
khong duoc tiy tién ngat, hai hoa trong trong khudn vién truong.

4. Nhén vién bdo vé truc bao vé dam bao an toan, an ninh trat tu co quan
24h/24h. C6 trach nhiém bao v€, bao quan phuong tién va tai san clia co quan, cua
VC, NLD, ciing nhu cta to chirc, ¢4 nhan dén lién hé cOng tac.

5. VC, NLD khong gdy mét an ninh, trat tu trong khu vuc co quan; tham gia
tryc co quan ddy du, ding gid trong cac dip nghi 1€, tét theo phan cong cuia lanh
dao truong.

Piéu 10. Sir dung tai sidn cong ciia nha trwong

- VC, NLD lam vigc tai co quan thuc hién nghiém tic Quy ché qudn Iy tai scm,
co 0 vdt chat nha truong cua nha truong.

- Tuyét dbi khong sir dung tai san cong vao muyc dich ¢4 nhan.
Piéu 11. Khen thwéng,xir Iy vi pham

VC, NLD thuc hién tét Noi quy nay la mot ndi dung dé xét thi dua, khen
thuéng. Cdc hanh vi vi pham Noi quy co quan, vi pham ky luat, ky cuong hanh
chinh, tuy theo mirc do vi pham s& bi xtr Iy ky luat theo quy dinh cua phép luat.

Diéu 12. T chirc thue hién

1. Béi v6i ¢4 nhan: Toan thé VC, NLD c¢6 tradch nhiém thuc hién Noi quy
nay.

2. Béi v6i TH trudng (16 tu nhién, xa héi, vin phong) c6 trach nhiém theo doi
t6 vién ciia td minh chap hanh ndi quy nay, dic biét 13 gio gidc. ’

3. Déi v6i BCH cong doan: ¢6 trach nhiém theo ddi Ban gidm hiéu chap hanh
ndi quy nay. )

4. Pbi véi ban giam hiéu: Kiém tra thuong xuyén hoac dot xuat
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Trong trudong hop ca nhan A chdm tré hodc bé nhiém vy ma lanh dao phu
trach (PT) phat hién thi nhin nhé nhu sau:

Budce 1: Lanh dao PT nhin tin qua td truong phu trach (/ién quan chuyén mon
thi giri cho 16 trieomg chuyén mon; lién quan noi trii thi gui cho 16 truong QOLNT:
nhan vién thi gui cho 16 truong 16 vén phong; ...) dé don dbc nhic nhé.

Buée 2: T6 trudong nhin tin (qua zalo) va goi dién cho ngudi A, ddng thoi
chup tin nhin gtri bao céo lanh dao PT.

Buwoc 3: Khi nhan duoc thong tin tur t6 truong, ca nhén A goi dié¢n bao cao
cho lanh dao dé biét Iy do va dé Xuat huéng giai quyét. Trong trueong hop, sau 5
phut ké tir lac lanh dao phat hién néu ca nhan A khong bao céo thi 1anh dao PT
phén cong nguoi lam thay va t6 trudng co trach nhiém 13p bién ban ghi nhé.

Buée 4: Tét ca minh chiing, bién ban tb trudng cd trach nhiém luu trit va bao
c4o lai cho 1anh dao phu trach vao ngay ké tiép.

5. Cac truong hop chua dugce quy dinh tai Noi quy nay thi thuc hién dang cac
quy dinh cta phap luét lién quan.

6. Trong qua trinh t6 chuc thuc hién, néu chua phu hop, can sira d6i bd sung,
cac to truong co trach nhiém téng hop ¥ kién phan anh cta td vién bang van ban
gui vé thu ky hoi dong dé tong hop béo céo Hiéu truéng xem xét diéu chinh, sira
doi, bd sung cho phu hop./.




