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QUYTRINH	 ~J:B6 nhi~m cong chuc gift chu:c v.,r~ Ma so: QT-TCCB-02 

}anh d:;lo, quim ly cap VI! CO' quan By_ N~i VlJ	 -:1L_ 

1.	 Nhilng nguo'i co lien quan phdi dQc, hieu va th:t!c hi¢n thea dung nQi dung cua 

quy djnh nay. 

2.	 N I)i dung trong quy trinh nay co hi4u lifc nhu sif chi dflO cz'la Lanh dflO BI) 

3.	 M6i dan vi chi dU(fc phlin phOl duy nhm 01 ban (co dong dliu B¢ Nqi Vl!-), cac 

ban sao co ma s6' khac vo'i bdn goc phdi dUQ'c IOfli bo ngay, tuy?t dOl khong 

dl/(fc sU'dl!-ng. 
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Phan phoi 

[J 
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Noi nh~n	 ITT Nai nh~n~ 
[i] Lfulh d~o BQ	 
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(luy trinh: .tlo nhi~m cong chlrc gUT chuc vt;llanh d::;Jo, quan ly 
cap Vl;l Co quan BQ NQi v\l 
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2. 

3. 

4. 

lVia so: \"ll-l L.L.D-VL" 

Xemxet
NQi dungVi tri sua d6i 

(Vu trm1n.Q;) 

Ten quy trinh Thea quy dinh cua 
phap lu~t hi~n 
hanh, quy trlnh 
duO'c d6i ten thanh 
"B6 nhi~m cong 
chilc gifi' chuc Vl;l 

15nh d(;lo, qmin 1:9 
cap V\l CO' quan B¢ 
NQi V\l" 

Thay bang:Tai li¢u tham chien 
- Cac van ban phap 

lu~t hi~n hilllh v~
 

I c('\ng tac can bQ;
 

ccle van ban phap
 

111¥ hi¢n hiinh v~
 
i 1 ?I )() nhi~m cong 
I 

chve gifi' chilc Vl;l 

Einh d(;lo, quan 1:9. 
- Tieu chuful Vi¢t 
Nam TCVN 9001: 
2008. 

D6i tuqng thvc hi¢n Bo d6i tuqng thvc
 
I ;, ':" it f\ Cd q uan d(;li
 
I di(~n eua B¢ t(;li TP.
 

.
 fTt) Chi lvlinh va 
Tr. DaNang 

NQi dung quy trrnh Tbay d6i nQi dung 
d.e bl16'c, thai gian 
rh~Ye bi¢n cac buO'c 
COllg vi¢e. 

L 

Ngay ban h~mh: Lan sua d6i: Trang: / . 
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Quy trinh: Eo nhi~m cong chuc gifi' chuc Vl.llanh Ll<;iO, quan 1y Mfi s6: QT-TCCB-02 
c~(p Vl;l Co quan B¢ N¢i Vl} 

1. Mvc dich:
 

- Cong khai, rnil1h bq.ch d~ can b¢, cong chuc, vien ch(i'c bi~t day dil quy trinh,
 
thu t\lC va d~ th\TC hi~n chuc nang giarn sat ve cong tac din b¢ co quan B¢. 

- Nang cao y thuc tHich nhi~rn doi vai cong chuc lam cong tac can b¢. 

- -Phong va chong b~nh quan lieu, clra quy~n, sach nhi~u, lQ'i dl;mg nhi~rn VI;! 

duqc giao d~ Vl;l1Q'i. 

- O'ii cach thil wc hanh chinh trong cong tac can b¢ cua B¢. 

2. Ph~m vi va doi tUQllg ap dl;lng:
 

- B¢ tnrOng, cac Thu truang B¢.
 

- Nguai dUng dau, cap ph6 cila nguO'i dung dfiu cac V~, Thanh tra B¢, Van
 
phong BQ. 

- Cong chuc Vl;l T6 chuc can b¢ tr\Tc ti~p Eun cong tic can b¢ va tr\Tc tiep th\Tc 
hi~n quy trinh. 

- Cong chuc thu¢c d6i tUQ'ng duQ'c xern xet b6 nhi?m. 

3. Tai li¢u tham chieu: 

- Cac van ban phap hl~t hi~n hanh ve cong tac can b¢. 

- Cac van bim phap lu~t hi~n hmh ve b6 nhi¢m cong chuc gift chuc V¥ Hinh dqo, 
qwln lY. 

- Tieu chuftn Vi~t Nam TCVN ISO 9001: 2008. 

- S6 tay chat hIqng. 

4. Chu viet tat:
 

- TeCB - TiS chli'c dm bQ;
 

- KTTV - Ke to:111 Ed vu
 

5. l\Tqi dung quy trinh (gom 18 bU'O'c): 

T ' ? d?'Ngay ban hanh: ~.Jan sua 61: Trang: / . 



Quy trlnh B6 nhi~m c6ng chuc gift chuc Vl;llanh d~o, quan ly c~p V\l ca quan B¢ N¢i vI}, Mil s6: QT-TCCB - 02 

Cae bucre 
eong vi¢c 
thl!e hi¢n 
quy trinh 

1
 
Buae 1 

Baae 2 

Bucre 3 

BmJc4 

NOI DUNG QUY TRINH B6 NHI~M Cl>NG CHUC
 

Gill CHUC Vl} LANH DAO, QUAN LV CAP Vl} Cd QUAN BO NQr Vl}
 

NQi dung buae eong vi¢e 
thJ!e hi¢n quy trinh 

. 

H6 sa blt<Jc eong vi¢e PhI! [Ve, b:,gu mau, 
C"l" t l kl?al l~U 'I~;}m .lao 

2 3 4 

) Thc)i gian If)c'n vi, ngl!ui 
, ' thvc hi9n 
I 

65 
* Dan vi d~ 

dan vi, thil truemg dan vi co van bfm de nghi 
Sau khi th6ng nhat trong Hlnh d~o va cap uy Van ban cua dan vi de 

nghinghi b6 nhi~m can b(>" 
* Vl;l truemgB¢ truemg (qua V\l T6 chuc can b¢) cho b6 

sung them Hinh d~o dan vi do con thie'u so v6'i 
quy dinh ho~c do yeu cau cong vi~c. Vlf 
twang xem xet, phan cong chuyen vien giai 

II 
I I 
I
1 

I I
! 

quyet. 
I 

iChuycn ViCIlLam to trlnh bao cao B¢ truemg cho ph6p dua Phieu trlnh ky van bln etlaDV thao 'To trlnh 3 ngay 
thea d6i 

kien th6ng nhat lam quy trlnh b6 nhi¢m thea 
de nghi cila dan vi. 

ra cu¢c h9P Ban Can sJ! dang B¢ d~ cho Y B¢ (BM-OINP-04) 

V\l trltCmgTo trlnh B¢ truemg Phie'u trlnh ky van ban cua Xet duy~t To Trinh B¢ truemg ve vi~c b6 2 ngay 
B¢ (BM-OINP-04)nhi~m. 

!B¢ tnTemg 
chuc gill chuc V\l lanh d~o, quan ly thea de 

Quy trLl1h trlL., ley van b{mXem xet, cho y kien ve vi~c b6 nhi~m cong Van ban co 5' hen eua B¢ 
cua B¢ 

nghi cila V\l T6 chuc can b¢. 
truOng. 

Ngay ban .hanh: L;1:1 s:ra dC1i: Tr2IlS' 
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Hure hiental li~u th:l.m khaotht,rc hi~n quy trinhcong vi~c I . , 
tht,rc hi~n I 
quy trinh I 

I 
1
 r'
 

J 6~:2 I 3 

, 
+-, ~"'l 

L,-" 'I 

cao Ban Can st!, 
Ban Can sl! dang B¢ v~ vi~c b6 nhi~m. Ban dang B¢. I 
Can sl! dang B¢ thao 1u~n, cho y kien thong * Bien ban h9P Ban Can s~r, 

nnat, Bi thu Ban Can sl! dang B¢ leet lu~n. dang B¢ 

T6 chuc h¢i nghi cong chuc cua dan vi del * Danh sach trfeh ngang SOil 
nghi b6 nhi~m d~ Ufy phieu tin nhj~m gi6'i ngl1ai trong di~n Iffy phieu tIn Bien ban kitn ?bC::: 
,'A "'-, .>'? 'A /,r'v'VY "11' A I,t:l'lCTll ngtT(Yl O"lU cht·rc V'l thea de "O"h, rua· ,tA'n nlWffi. Ilh'''Dl' 11M.. r· i·, K-.O\ 

Bl1O'C 6 

iBaO'c 5 I* Ban Can S\! 

luang BQ. 
1* V\l tmOng, 

IXin chu tnrong Ban Can sl! dang te;ti cu¢c h9P * Baa 

I 
I 

I
I 

I 

I 

r 1* 00n vi eM 
I ,ught·

: I~;' ~\1 u tr:rct: g.
I . •'"", • U 0 ~ ~ dbu~ ~ c UU').. . H.,,;," \--.".•- . ~.""~ --'/* SA' , 1-,'''' 'f( , 1 'A' ivi. 0 ll.lQ11g pdeu J,ly y .nel~1 i ':' ChnycIl vicn' 

~ 
B:"r6'c 7 Lam van ban baa cao I'h.uang Vlf E;mg uy CC1 

quan B¢ cha ykie'n d6 trinh H¢i nghi Dang 
t\y Ca quan. 

tfn nhi~ffi bilng so ngtrai dV 
H1Y phieu tin llilj~m. I 
* Bien ban ki~ffi phi€u tin 

1 '$ .n.llyffi. 

VEn ban bao caa Thuang 
Vlf Dang uy ca quan 

I I
 
I • 1-·
W:co ClOI.! 

I 
iJ---+-----I
I :" Chuyen vien 
thea doi. I !* \\1 ta!emg 

I
 

r..,T8ay ban harth: Lftn si~a (~6i: Trang: 



:\ f~; r' ON'. ."'.~_:-,.~ rn - O?Quy trlnh B6 Ilhi~m COf!g chuc gi l1 chuc V~] lanh d~_o, qui'm 19 C~l) V\l ca qua:1 3¢ t'Ic>i V~l. J..;.... , ...) .. _ ..............u ~
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NQI DUNG QUY TRINH no NHIltM CC>NG CUU'C
 
GIU CHU'C Vl) LANH f)~O, QUAN LY CAP Vl) co QUAN BO NQ;I Vl)
 

Phl;I Il;Ic, bi~u rnfiu, ThOi gian 
cong vi¢c 

N<}i dung buac cong vi¢c Ho sa bu6'c cong vi¢cCac buac 
tai Ii¢u tham khilO
 

th1;l'c hi¢n
 
th1!c hi¢n quy trlnh 

. 
quy trinh . 

I 
;;) t42 31 

Bien ban hQp DZmg uy CO'
 
chilc ca.n b¢ bao cao ket qua thlJC hi~n quy
 

BmJc8 H9P Dang uy CO' quan B¢ (Vl;l tru6'ng Vl;l T6 
quan.
 

trlnh b6 nhi~m, d9C cac van ban lien quan
 
trong h6 sa b6 nhi~m va y kien d~ xuat cua
 
V~l T6 chilc can b¢), Dimg uy thao lu~n, cho'
I I IYkie'n bang van ban v~ vi~c b6 nhi9m. I 

I 
I 
i I
I i--·,L' - b? b' 'Th' D? ? B' I I211gilyVan b2.l1 bcio cao Thucmg BW1C9 am van an ao cao J. lTang vl;l ang uy 9 
Ivl;l Dang uy B¢ kern thea cac van ban lien quan. I '" 

I I 
-

l,',

Bien ban hQp Dang uy CaBucrc 10 H9P ThuOng Vl;l Dimg uy B¢ (Vl;l tnremg Vlf ",. 

TO chilc can b¢ bao cao ket qua thlJC hi~n quy quan.
 
trinh bO nhi~m, d9C cae van ban lien quan
 
trong h6 sa bO nhi~m va y kien de xuat cua
 
Vl;l TO chile can b¢), ThuOng V\l Dang uy B¢
 
thao lu~n, cho ykien bang van bim ve vi~c b6
 
nhi¢m.
 

thl!c hi~n 

Dan V!, ngaai 

6 

J 

Itheo dOl. 
V ~l truang 

:-..,,'1 'I 

iAUl(r uv ca:0 " 

Dang uy CC! 

uan BO. 
V~1 tnr6'ng. 
Chuyen vi~n 

.co doL 

Chuv6n vicn 

quan BO. 
Vlf truemg. 
Chuy~n vien 

thea doi. 

* 
q
*' 
* 
th
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* 
* 

Ngay ban hanh: Un sua d6i: . Tr2,ng: 
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Quy trlnh B6 nhi¢m c6ng chuc giG' chuc v\llanh d~o, quan 19 c~p V\l CC1 quan B¢ N¢i V\l Mrr so: QT-TCCB - 02 

NOI DUNG QUY TRINH BO NHI:e:M C6NG CHU'C 

GIU CHUC Vl) LANH D~O, QUAN LY CAP Vl) co QUAN BO ~'~OI V1) 

, Cite bmJc N<;>i dung bucrc c6ng vi¢c HIS sa bmJc c6ng vi~c 

c6ng vi¢c tlwc hi¢n quy tr'inh 
tlWe hi~n 

quy trlnh . 
1 2 3 

Lam to' trlnh Ban Can slJ dimg B¢ bao cao ket DlJ tlulo To trbh Ban Can'Brr<1c 11 
qui thlJc hi~n quy tdnh va de xu~t vi~c b6 slJ dang Be) 
nhi~m. 

Bucre 12 Xet duy¢t TO' trlnh Ban Can slJ dang B¢ ve TO' trlnh Ban Can slJ dang 
vi¢c b6 nhi~m. B¢ 

BuO'c 13 Ban Can sJ;! dang Be) h9P (V\l tnrang V\l T6 chue * Bien bim h9P Ban Can sLJ 
d,n b¢ bao cao ket qua thJ;!c hi¢n quy tdnh b6 di'mg B¢ CC1 quan. 
nhi¢m, dQc cae van ban lien quan trong h6 sa b6 
nhi¢m). 
Ban Can sJ;! thao Iu~n, Bf thu Ban Can S\! chi.ng B¢ 

I ket Iu~n vi¢c b6 nhi¢m eong chuc gifr chuc V\l 
F'hd '1'quananiJ. ~a, y. 

BU<1c 14 Lam to' trinh B¢ tnremg va d\r thao q ~'yet dinh D~r thao TO' trinh B¢ tnrang 

I 
b6 nhi~m. va DlJ thao Quyet dinh b6 

nhi¢m 
L-. 

ph 1 •. ;.> ;:: Dan vt, !1gnOiT!1Oi gian:.:t,1 l;lc, Dleu mau, 
,4.' i !~PP' t~c ...... , 'r~~;' thl.rc hi¢nLa. i."". ~_" ,em .,-"ao 

I , 
- I

i 
I 

d 5 6!I 
l("t",p""'~n1. n.gay I _Ud./ ~~ vien 
:theo ci6i 
I 

V\l trtrong1 ngay 

I * Ban Can SU .I 
I \ching B¢. 
I 1* V\l truong. 

I 1* Chuyen vien 
itheo d6i 
I 

I I 
vienPhi€u trlnh kg van bim cua 1 3 ngay iOl0yen 

B¢ (BM-OljV?-Q4) thea di5i 

Ngay ban hanh: Un sua d6i: Trang: 



'. ~- " ,,"I' 'T'C"""'" 02Quy trl;:lh B6 nhi~:TI c6ng chuc giG: cb(rc vl;l Einh et~a, quan 19 cttp \/1,1 ceJ ~'~~an B¢ N¢i vlJ. l'/H~ so: t..o -1 ,-,b
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It I DTON'G ~TY ':<"Rh,T,!.:J' no'? ".TI-r~1":'~K CO'"NG rr:ftJ'CNQ ... QU L.I: -'-" u.J. .u 1';' ..L.J;1'l T '-'.. / 

Gill CHU'C VQ LANH D"~O, QUAN LV CAP Vy co QUAN BO :~QI Vl) 

Cae buae 
e6ng vi~e 

thl!e hi~n 

quy trinh 

1 
Buae 15 

Buae 16 

Buae 17 

Buae 18 

NQi dung buae e6ng vi~e 

thl!e hi~n quy trinh 

. 

2 
Xet duy~t To trlnh B¢ truemg va dlf thaa quyet 
dinh b6 nhi~m can b¢ 

B¢ truemg xem xet, k9 quyet dinh b6 nhi~m 

co thoi h~n c6ng chuc gift chuc vl,l HInh d~a, 

quan 19. 

T6 chuc c6ng b6, traa quyet dinh cha nguoi 
duQ'c bel nhi¢m va glrl Quyet dinh cua B¢ 
truang den cac ben lien quan. 

LUll h6 SC! 

H6 sa buae e6ng vi~e Ph1,ll1,lc, bi~u mfiu, 
tai li~u tham khao 

Tho'i gian Dan vi, ngum 
thgc hi~n 

3 4 
To trinh B¢ truang va DV Phieu trinh ky van blm cua 
thaa Quyet d~nh b6 nhi~m B¢ (BM-OINP-04) 

5 
1 ngay 

6 
V\l truang 

I 
Quyet dtnh be! nhi~m 

b¢. 
can Quy trlnh trlIll: j"~5' van o~m 

cua B¢ 

1 
IB¢ tnrcmg 

Quy trlnh xU 19 c6ng van di 
va den cua CC! quan B¢. 

* D~i di~n 
Uinh di;lO B¢. 
* Vl,l truemg. 
* Phong 
IHCVTLT, 
IVan thuVl,l 
TCCB. 

1ngay Chuycn vien 
thea d6i. 

~>~ 'f 7an h?mh: Lt\n sua d6i: Trarg: 



d?o, qmin ly cap Vl~ Co quan 1)9 N¢l V\l I-ILa so: QT-TCCB-02 

6. Ho sa ella quy trinh. 

Plnrong ThOi gian GhiNai luu ho so'Tnich nhi~m h.ruTen ho so'Stt 
chiiphap lUll lun 

I 
Thea \f\l Nam 
vi~e 

2 To trlnh Ban d.n sl! IChuyen vien thea I Chuyen vien thea IThea VU I Nam
 

dlmg B(>, To trlnh doi doi. viee
 

Bl) truong.
 

Vu TCCB, h6 sa Thea vu Thea quyYu TCCB, h6 sa3 I Bien ban ki6m 
.,	 ?eong chue duge b6 eong ehue duge b6 Vlye vaphicu tin nhi¢m dinh eua 

sau Hl)i nghi eong nhi¢m. thea lUll h6 nha nucre. 

-,chue. 
nhi¢m. 

sa ea nhan. 

Thea vu4 I Van bim de nghi Thea quyDon vi de nghi b6 Don vi de nghi b6 
.,

nhi¢m, cap uy eila nhi¢m, eap uy euab6 nhi¢m eila thil VlyC va cua 

truang dan vt, y 
dtnh 

? 

thea lun h6 nha nucrc.dan vi de nght b6 dan vi de nght b6 
,~,?kicn eua cap uy nhi¢m, Yu TCCB, nhiem, Vu TCCB, sa ca. nhan.
 

cling cap ho sa cong ehue h6 sa eong chue
 
. , 

I I 
dugc b6 nhi~m dugc b6 nhi¢m 

5 I Baa caa xin y kien IYl;l TCCB, ehuyen v~ TCCD, chuyel~TThea VU I Nam
 
Thrrong Vl;l Dang vien thea d6i. vien thea d6i. Ivi~c
 
liy ea quan Bl),
 

Dang i'ty Ca quan,
 

Thuang VI! Dang I 

!-6---T~~-~~~lnll-~ll a--Y-I! IClJ~e~~~-ie~n"-~i~~~rC-h-u-y~~-~i6~~h'~~.~'J '~i'he;;--vu-~ -'I-'h~~-q-U-y-.l------I 
TCCB vii vi~c b6 d6i, h6 sa cong ch(rc	 doi, h6 su cong vi~c va dinh cua 

nhiem. ,luge bO. nhi¢m	 ehue d.UyC .00 Ithea hm h6 nhil ntrae. I 
nhiem sa ca. nhan. 

r'7-tQuy€t d;nh eua B(> Van tIm 13(>, Vl;l IVa~ thu-'Bl)-,V"1 Th~-a--vu-.--+-T-he-a--q-u-y-+I----II 
truang ve vi~c b6 TCCB, phong TCCB, phong vi~c va dinh cua 
nhiew. KTIV, cong chuc KTIV, cong ehlrc thea lUll ho nha nu0c. 

I 

GU'gc b6 nbi¢m, h6 

sa c6ng clu1c duQ'c 
b6 nhiem. 

dugc b6 nhi~m, 116 so ca. nhan. 

sa cong chuc duyc I 
b6 nhiem. I 

1 

Ngay ban hanh: L~n sua d6i:	 Trang: / . 



Quy trlnh: Quy trlnh: Be) nhi~m cong chue glCr chue Vl). Hinh d~o, Mil s6: QT-TCCB-02 
quan 19 cap V\l Co quan B¢ N¢i Vl). 

7. Phl;lIl;lC va bi€u rnftu kern theo: 
Bien ban Ki~m phieu tfn nhi~m gi6'i thi~u chuc ~ lanh d~o, quim 19 cap Vv 

co quan B¢ N¢i ~: Mil s6: BM-Ol/TCCB-02 

Ngay ban h~mh: Lan sua d6i: Trang: / . 
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1-- BIE-UMAU-- ~ 
BQNQIVTj ~-llien ban Ki~m phi." tin n. hi~~l giOi thi~u chuc v~ lanll-dC;iO, 

'-- -'-1--"~q~u_a_n~l_"___Y c~p Vl;l c(Jquan Bq~9i vl;l 

DQ NOI vI) CONG HOi\. XA H()I CHU NGHiA VI~T NAM 
Doc l§.p - 'Iu do_ - Hanh"p-huc 

lfa Ni)i, ngc1Y thang nam ..... 

BIENBA.N 
K lem·A Ph·A h''''l~m "'th'"I~U Ch'leu t'"m n glOl U'C V\I .••.•••••••••••••••••••••••••••••••• 

1. Tho-i gian, dja di~m 

Vao h6i gia, ngay ./ 120 , t~i pbong h9P , cO' quan BO N<)i Vl)., 

V\l T~ chuc,can b<) ph6i h?p v&i D?ll vi (ghi 1'5 te,n dan vi dS nghi b6 nhi<;m) t6 chuc 
" h'" , nh'~ d~ h' b~ nh'~ h'h9P 1ay I=: leu tm Hfm e ng! 0 l~m c uc Vl,l .. 

d ~· ., d~ h'
01 val ong c 1 . 

2. Thanh phfln 

a) Don vi dS nghi b6 nhi~m:
 

S.:-" h' . ~t d7< 1 .
 - 0 cong c uc co m;;t ong c 11
 

S .:-:, -t d7< h'
- 0 vang m? ong c 1 

b) D;;ti di~n V\l T6 chuc can b<):
 

- 01 d6ng chi d~i di~n Lanh d;;to V\l T6 chuc can b<).
 

- 01 c6ng chuc thea d6i don vi dS nghi ho~c tn,rc ti~p th\Cc hi~n quy tril1h b6 nhi~m.
 

3. K~t qua ki~m phi~u
 

S :.. h'':- l' h'':- 0 p leu plat 1'a: p leu
 

~ :.. h' ;. 1 ' ~ 1. f- k~O P leu tlU \'e: pJIeU
 
Sf- h'':- h l~ h'~
- , 0 p leu 9P (~: p leu . . . 
SAl :", k1". I ' 1 l' ~ • 1 .• ;:, I • - 0 pnleu .1U1,[-:,> 119P y P1ll\~,L 

Kit qua kiim phziu nhu sau: 
D 7< h" 1 • .:- A7< , d (] ,Llong c 1 pJ11eU uong y, ?t /0 

Cu<)c h9P kGt thllC h6i gier cling ngay. 

Bien ban nAy dUQ'c l~p thanh 03 banjo 

DAI DlEN LANH nAO DAI DlliN LANlIDi,,:) EC'N D~~I DI~N cAp UY fHm VJ 
VTj TO CHUC CAN iJO VI DE' NGHI Be) I,iJ5 n.tM D}~ NGH1 no NiIllJ:M 

(Ky, ghi ra hQ ten) (Ky, ghi ro hy tb) (K)', ghi ra hQ ten) 

BM-O1{TCCB-02 Ngay ban hanh: Trang: 

10....


