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QUYETD!NH
V~ vi~c Ban hanh Quy ch~ thu nh~p tang them

cua HQc vi~n Chinh sach va Phat tri~n

GIAM DOC HQC VI¥N CHiNH SACH VA PHAT TRIEN
Can cir Luat vien chirc s6 58/2010lQH12 ngay 15/1112010 cua Quoc hoi

mroc Cong hoa xii hQi chu nghia Viet Nam;
Can cu BQ Luat Lao dong s6 10/2012/QH13 ngay 18/06/2012 cua Quoc

hoi nuoc Cong hoa xii hoi chu nghia Viet Nam;
Can cir Quyet dinh s6 10IQD-TTg ngay 04/01/2008 cua Thu tuong Chinh

phu v~ viec thanh l~p I-IQcvien Chinh sach va Phat trien;
Can ell' Quyet dinh s6 584/QD-BKH ngay 12/5/2008 cua BQ tnrorig BQK~

hoach va {)~u ttr phe duyet Quy chS t6 chirc va hoat dong cua HQc vien Chinh
sach va Phat trien;

Can cir Nghi dinh 43/2006/ND-CP ngay 25/4/2006 cua Chinh phu quy dinh
quy~n tv chu, t\1'chiu trach nhi~m v~ th\1'chi~n nhi~m vv, t6 ChtTCbQmay, bien
ch~ va tai chinh d6i vai cac don vi sv' nghi~p cong l~p;

Can elf Nghi dinh 27120 12IND-CP ngay 06/4/2012 cua Chfnh phLIquy dinh
v6 XLI'ly ky lu~t vien chtl'Cva trach nhi~m b6i thll'cmg, hoan tra cua vien chtl'C;

Can Cll'Nghi dinh 29/20 12IND-CP ngay 12/4/2012 clla Chinh phu v~ tuy~n
dVng, Slr dvng va quan ly vien chuc;

Can cu Thong tll' 7112006/TT-BTC ngay 9 thang 8 nam 2006 clla Be) Tai
chinh huo-ng d~n thvc hi~n Nghj djnh 4312006IND-CP;

Can ell' QuySt dinh s6 519/QD-HVCSPT ngay 1911012015 ban hanh Quy
chS thu chi ne)i be)cua HQc vi~n Chinh sach va Phat triSn;

Theo d~ nghi cua Truong phong T6 chlrc - Hanh chinh, Trll'o'ng phong K~
ho?ch - Tai chinh, Chu tich Cong doan HQcvi~n,

QUYETDJNH:
Di~u 1. Ban hanh Quy chS thu nh~p tang them cua HQc vi~n Chinh sach va

phat tri~n (ban hanh kem thea QuySt dinh nay).
Biii bo QuySt dinh s6 89/QD-HVCSPT ngay 28/03/2014 v~ vi~c Sll'a d6i,

b6 sung me)t s6 di~u cua Quy ch@Thu nh~p tang them.
Di~u 2. QuySt dinh nay co hi~u Ivc Id til ngay 0111212015.



· .
:Di~u 3. Truong phong T6 chirc - Hanh chinh, Truong phong KS hoach -

Tai chinh, Chu tich Cong doan va thu tnrong cac dan vi co lien quan chill trach
nhiern thi hanh quyet dinh nay. ..Jl'l

Nt"; nhiin:
- Nh~ di~u 3;
- Ban Giam d6c;
- Vu TCCB (d€ b/c);
- VP BQ(d€ b/c);
- Kho bac NN Ba Dlnh;
- Cac dan vi thuoc HQc vien;
- Luu: TCHC, KHTC.

KT.GIAMDOC
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BO KE HOACH vA DAu T1J
HQC VI:¢N

CHiNH SACH vA PHATRIEN

CONG HOA XA HOI cmr NGHiA VI}~TNAM. .
DQc I~p - Tl}' do - H~nh phuc

Ha N(Ji. ngay thang nom 2015

QUY CHE THU NH~P TANG THEM
CfJA HQC VI:¢N CHINH sxcn vA PIlAT TRI}~N

(Ban hanh kem theo Quyit dinh sa6'WIQD-HVCSPT ngayvttluingr/1niim sots
7015 cua Giam dac Hoc vi¢n Chinh sacl: va Pluit triJn)

Di~u 1.Pham vi di~u chinh va d&i tU'Q'ngap dung

1. Quy ch~ nay quy dinh nguyen t~c, each tinh thu nhap tang them cho
can bo, giang vien cua Hoc vien Chinh sach va Phat trien,

Nguyen t~c chi tra thu nhap tang them:

- Nguoi nao co hieu suat cong tac cao, dong gop nhi~u cho vice tang thu,
ti~t kiem chi thi diroc tra nhi~u han.

- Viec tra thu nhap tang them tren Co' sa cong khai, dan chu, khach quan,
t(;10 dong hrc dS can bo, giang vien phat huy kha nang, chat luong va hieu qua
cong tac.

2. Quy ch~ nay ap dung d6i voi moi can bQ, giang vien tnr nhirng truong
hqp sau khong duqc huang thu nh~p tang them:

- Can bQ, giang vien do Ban Quan ly dv an tra luang;

- HQ'pd6ng V\l vi~c va thai V\l ho?c hqp d6ng lao dQng co thai gian duai
12 thingi, khong huang luang tll' ngu6n ngan sach nha nuac;

- Can bQ, giang vien di h<;>cCao h<;>c,NCS t~p trung, trong gia hanh chinh;
di h<;>cnuac ngoai; nghi thai san, 6m dau va cic truo'ng hqp khic khong tham
gia cong vi~c t(;liH<;>cvi~n tll' 15 ngay/O1thang tro' len khong duqc huang thu
nh~p tang them trong thing do (Khong kS truang hqp can bQ, giang vien duqc
nghi he, nghi phep then Quy dinh);

- Cac truong hqp nghi khong luO'ngthi khong xet thing do;

- Truang hqp d?c bi~t do HQi d6ng xet thu nh~p tang them quy~t dinh.
3. Cac d6i tuqng duqc huang mQt ph~n thu nh~p tang them (co hqp d6ng

tll' 111Qtnam tra len):

I Hqp d6ng V~Ivi~c, hqp d6ng thO'i vv, hqp d6ng lao d(>ng co tho'i gian duo-i 12 thling v~n thV'c hi¢n ch§m cong
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_ can be>, giang vien moi b~t d~u ky hop dong lao dong voi H9C vien co
thai gian lam viec diroi 03 thang duoc hirong t6i da 50% thea xep loai A,B,C.

_ Can be>,giang vien ky hop d6ng lao dong voi H9C vien co thai gian lam
viec tir 03 d~n 06 thang duoc huong 80% thea xep loai A,B,C.

4. Quy chS nay duoc H9C vien S11 dung lam din cir dS xem xet danh gia

xep loai can bQ, vien chirc.

_K~t qua xep loai A,B,C,D se duoc H9Cvien S11 dung lam din cir d~ danh
gia phan loai d6i voi can bQ, giang vien cua H9C vien. Quy dinh cu thS se do Hoi
dong thi dua, khen thuong va ky luat cua H9C vien quyet dinh hang nam,

_Truong hop can bQ, giang vien bi ky luat khien trach (can cir quyet dinh
cua HQi d6ng Thi dua, Khen thuo-ng, Ky lu~t cua H9C vi~n) se kh6ng dUQ"c
huang thu nh~p tang them thang do va bi binh xet h:;t01 b~c x~p lo?i trong thang
ti~p thea kS til thang QuySt dinh co hi~u IlJc.

- Truong hqp can bQ, giang vien bi ky lu~t canh cao (can cu quy~t dinh
cua HQi d6ng Thi dua, Khen thuang, Ky lu~t cua H9C vi~n) se kh6ng dUQ"c
huang thu nh~p tang them thang do va bi binh xet h:;t01 b~c x~p lo:;titrong 02
thang tiSp thea kS tll' thang QuySt dinh co hi~u llJc.

- Can bQ, giang vien bi x~p lo:;tiD trong 06 thang/O1 nam ho?c 04 thimg
lien ti~p/O 1 nam se xem xet dS danh gia muc dQhoan th~mhnhi~m V\ltrong n~UTI
do. Truong hqp can bQ, giang vien bi danh gia a muc dQ kh6ng hoan th~il1h
nhi~m V\l 02 nam lien ti~p H9C vi~n se xem xet vi~c don phuong ch~m dUt hgp
d6ng lao dQng (buQc th6i vi~c) thea quy dinh t:;tiLu~t vien chuc hi~n hanh.

Di~u 2: Thu nh~p tang them

Ngu6n thu nh~p tang them: La ph§.n chenh I~ch gifra Tfmg thu va T6ng
chi sau khi trich l~p cac Quy thea quy dinh cua Nha nuac.

Thu nh~p tang them = Luong 1 x H~ s6 x~p lo~i hang thang x k;

- Luong 1 bao g6m:·TiSn luang thea ng~ch b~c, ph\l c~p chuc V\l va plw
c~p tham nien vugt khung (nSu co), (kh6ng bao g6m: Ph\l c~p cho giang vien,
ph\) c~p tham nien).

- k la: H~ s6 tra thu nh~p tang them; do Phong K~ ho:;tch tai chinh tinh
toan va HQi d6ng xet thu nh~p tang them quy~t dinh hang thang can Cll'vao ho:;tt
dQng tai chinh cua H9C vi~n.

T6ng muc thu nh~p tang them trong nam kh6ng qua 2 l§.nquy luang c~p
b~c, chCrcV\ltrong nam do nha nuac quy dinh (sau khi trich l~p cac Quy).

- H~ s6 x~p lo:;tiduqc phan lo:;tithea cac muc A,B,C,D.
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+ Loai A = 100%

+ Loai B ::= 75%

+ Loai C = 50%

+ Loai 0 = 0

Cach phan 10~iA, B, C, D thea diSu 4 duoi day.
Di~u 3. Tieu chi danh gia
3.1. Kh8i hitnl« chlnh (Phong, Ban, Trung tiim) va TrfJ'lj Khoa

* Viec danh gia, xep loai hang thang d6i voi can bo, giang vien dU9'CHQi
dong xet thu nhap tang them cua H9c vien quyet dinh can cir thong qua 03 nhom
tieu chi chinh:

- Can cir thea bien ban binh xet cua dan vi (tnrong dan vi can cir vao s6
lieu ch~m cong; hieu xuat cong tac cua can bQ thuoc pham vi quan ly d€ danh
gia, xep loai - tnrong dan vi chiu trach nhiem tnroc Ban Giam d6c vS kSt qua
xep loai hang thang cua dan vi minh);

- Can cir vao s6 lieu cham cong tir may ch~m cong do Phong T6''bhuc --..
Hanh chinh t6ng hgp (m?c dli can bQ co s6 li~u ch~m cong nhung qua kiSm tra
dQt xu~t cua Ban Giam d6c va cac phong chuc nang xac dinh can bQ bo vi tri
lam vi~c khong Iy do chinh danh thi can bQ do bi tinh la nghi khong phep 01
bu6i tuung ung v6'i thai di€m kiSm tra);

- Can cu bao cao kSt qua ki€rn tra dQtxu~t cua cac phong chuc nang.

A

NQidungLo~i
-----~---------------------------~------------~-----------_r

Can bQ, vien chuc co y thuc to chuc ky lu~t tot, hoan thanh tot
nhi~m Vl} du<)'cgiao dung thai gian va tiSn dQ.

• Chu y:

- Vi~c giai trinh s6 bu6i khong thl,l'chi~il di€m danh (trong thang) rna co
Sl,l'd6ng y cua lanh d~o dun vi khong qua 4 bu6i/1 thang (Tril' trucmg
h9P nghi phep ho{j.cnghi 6m co h6 sO' b¢nh an cua 'b¢nh vi¢n, ili dl;l' H9i
nghi h9i thao, ili h9P, ili giai quyit cong vi¢c ma co xac nhc;incua Ban
Giam il6c)

- Vi~c giai trinh s6 bu6i diSm danh mUQnma co Sl,l'd6ng y cua Uinh
d~o dan vi khong qua 6 bu6ill thang (Trit: truang h9P ili giai quyit
cong vi¢c lien quan ilin cong vi¢c cua li9C vi¢n co il6ng y cua Ban
Giam il6c)

r-----~------------~--~--------------------------------------
B 1. Vi ph~m 03 lan/O1 thang (khong co Iy do chinh dang) cac truang hgp
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sau:
_ Di muon, v~ sam, bo vi tri lam viec (can cir bien ban h9P binh xet
hang thang cua dan vi va s6 lieu thong ke cua cac dan chirc nang co

lien quan);
_ Di muon khi tham gia cong tac t6 clurc thi h9C ky (can cir s6 lieu
thong ke cua Trung tam Thanh tra -- Khao thi).
_ Di h9P muon (can cir s6 lieu thong ke cua Phong TCHC va cac dan
vi chirc nang co lien quan).
_ Khong thuc hien dung trang phuc quy dinh nhu: Quan ao, bang ten ...
(din cir s6 lieu thong ke cua Phong TCHC va cac dan vi chirc nang co
lien quan).
_ Di muon trong cac hoat dong chuyen mon nhu: HQi thao, hoi nghi,
sinh heat chuyen mon, ... thea lich va danh sach tham du ducc thong
bao tren Website hoac thea duong cong van (can cir s6 lieu thong ke
cua Phong TCHC va cac dan vi chirc nang co lien quan).
· Nghi lam khong phep 01 bu6i/0 1 thang (can cu bien b~mh9P binh xct
hang thang cua dan vi va s6 li~u th6ng ke cua cac dan vi chuc nang co
lien quan).
· Sau khi da nghi hSt phep va cac ngay ngh! thea chS dQquy dinh, trong
ihang ngh! them khong qua 02 ngay co phep (can cu bien ban h9P
binh xct h~mgthang cua dan vi va s6 li~u th6ng ke cua cac dan vi chuc
nang co lien quan).
· I-loan thanh cong vi~c ch~m tiSn dQ (can cu bien b~m h9P binh xci
hang th~mg cua dan vi va s6 li~u th6ng ke cua cac dan vi chuc nang co
lien quan).
· Vi ph~m trong khi coi thi h9C ky bi thanh tra nh~c nha (din Clfs6 li~u
th6ng ke cua Trung tam Thanh tra -- Khao thi).

6. Cac vi ph~m khac v~: Quy chS, quy dinh, chi d~o di~u hanh va nghi~p
Vl,l cua Truong cac dan vi va cua H9C vi~n ... (can cu bien ban h9P
binh xet hang thang cua dan vi va s6 li~u th6ng ke cua cac dan chtrc
nang co lien quan) 02 l~n/thang tra len va phe binh 01 l~n/thang .

• Chu y:
_Vi~c giai trinh s6 bU6i khong thvc hi~n di6m danh (trong thang) ma co
S\l' d6ng y cua 1anh d~o dan vi khong qua 5 bu6i/l thang (Tr£( trucmg
h9'Pnghi phep ho(lc nghi 6m co h6 sa b¢nh an cua b¢nh vi¢n, ai d~r11(3i
nghi h(3i thew, ai h9P, ai giai quydt cong vi¢c ma co xac nh¢in c~laBan
Ciam a6c)

_Vi~c giai tr1nh s6 bu6i diSm danh mu(m ma co sv d6ng y cua Lanh ct~o
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,----------------,~~---------:-----~----y-.--- ..-
don vi khong qua 7 buoi/I thang (Tru truong h9'P di giai quyet cong
viec lien quan din cong viec cua H9c vien co dong )) cua Ban Giam
d6c)
-----, - -----~-

1. Vi pham 04 lan/O] thang (khong co ly do chinh dang) cac tnrong hop
sau:

- Vi muon, v~ sam, bo vi tri lam viec (can cir bien ban hQP binh xet
hang thang cua dan vi va s6 lieu thong ke cua cac dan chirc nang co
lien quan).
- Di muon khi tham gia cong tac t6 chirc thi hoc ky (can cir s6 lieu
thong ke cua Trung tam Thanh tra - Khao thi).
- Di hQP muon (din cir s6 lieu thong ke cua Phong TCHC va cac dan
vi chirc nang co lien quan).
- Khong thuc hien dung trang phuc quy dinh nhu: Quan ao, bang
ten ... (can cir s6 li~u thong ke cua Phong TCHC va cac dan vi chirc
nang co lien quan).
- Di muon trong cac hoat dong chuyen mon nhu: HQi tha~, hQi nghi,
sinh ho~t chuyen mon, ... thea lich va danh sach tham dlJ duqc':i>thong
bao tren Website ho~c thea ducmg cong van (can cu s6 li~u th6ng ke
cua Phong TCHC va cac dan vi chuc nang co lien quan).
· Nghi lam khong phep 01 ngay/thang (can cu bien b~mhQP binh xet
hang thang cua dan vi va s6 li~u th6ng ke cua cac dan vi chuc nang co
lien quan).

· Nghi~m thu d~ tai nghien cuu khoa hQc khong dung so vai k~ ho~ch
til 02 thang tro len (can cu s6 li~u th6ng ke cua Phong KHHT va d.c
dan vi chuc nang co lien quan).
· Cac vi ph~m khac v~: Quy ch~, quy dinh, chi d~o di~u hanh va nghi~p
V\l cua Truong cac dan vi va cua HQc vi~n ... (can cu bien ban hQP
binh xet hang thang cua dan vi va s6 li~u th6ng ke cua cac dan chile
nang co lien quan) 03 lfinlthang tro len va phe binh 02 lfin/thang .
• Chu y:

- Vi~c giai trinh s6 bU6i khong thlJc hi~n di~m danh (trong thang) ma co
SlJ d6ng y cua lanh d~o dan vi khong qua 6 bu6i/l thang (Trit tru/mg
h9P nghi phep ho¢c nghi 6m co h6 so' b¢nh an cua b¢nh vi¢n, di dlj' H9i
nght h(Ji thao, di h9P, di giai quyit cong vi¢c ma co xoc nhqn cua Ban
Giam d6c)

- Vi~c giai trinh s6 bu6i di~m danh mUQnma co SlJd6ng y cua Lanh d~o
.an vi khong qua 8 bu6i/l thang (Trit:trU'ong h9'Pdi giai quyit cong vi¢c
ien quan din cong vi¢c cua H9C vi¢n co S1tt d6ng y cua Ban Glam d6c)

c
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1. Vi pham 05 Hin/OI thang tro len (khong co 1;' do chinh dang) cac
tnrong hop sau:
- Di muon, v~ sam, bo vi tri him viec (din cir bien ban hop binh xet
hang thang cua dan vi va s6 lieu thong ke cua cac dan chtrc nang co
lien quan);
- Di muon khi tham gia cong tac t6 chirc thi hoc ky (can cu s6 lieu
thong ke cua Trung tim Thanh tra - Khao thi).
- Di hop muon (can cir s6 lieu thong ke cua Phong TCHC va cac dun
vi chirc nang co lien quan).
- Khong thuc hien dung trang phuc quy dinh nhu: Quan ao, bang
ten ... (can cir s6 lieu thong ke cua Phong TCHC va cac dan vi chirc
nang co lien quan);
- Di muon trong cac hoat dong chuyen mon nhir: Hoi thao, hoi nghi,
sinh hoat chuyen mon, ... thea lich va danh sach tham du duoc thong
bao tren Website hoac thea duang cong van (can cu s6 li~u th6ng ke
cua Phong TCHC va cac dan vi chuc nang co lien quan) .
. Nghi lam khong phep til 02 ngay/thang tro len (can cu bien ban hQp
binh xet hang thang cua dan vi va s6 li~u th6ng ke cua cac dan vi chirc
nang co lien quan).

D . Khong tham gia; di mu<)nkhi t~p hufin; di mu<)nkhi di coi thi va vi
ph~m cac Quy ch~, quy dinh l<hactrong ky thi tuy~n sinh (can cu vao
s6 li~u th6ng ke cua thuang trvc h<)id6ng tuy~n sinh).

4. Dugc HQc vi~n Cll di hQc trong gia hanh chinh va Sll d\lng kinh phi
cua HQc vi~n nhung khong d~t yeu c~u (can cu s6 li~u th6ng ke cua
Phong TCHC va cac dan vi chuc nang co lien quan).

5. Tham gia cac ho~t d<)nghgp tac ngoai HQc vi~n vai danh nghla can
b<),vien chuc clla HQc vi~n gay h~u qua (bi thong bao vS HQc vi~n v~
sai ph~m khi lam vi~c ben ngoai).

6. U6ng rugu bia, dimh b~c, chai game, chai bai trong gia lam vi~e (can
cu bien ban hQp binh xet hang thang cua dan vi va s6 li~u th6ng ke
clla cac dan chuc nang co lien quan) .
. Cac vi ph~m khac v~: Quy ch~, quy dinh, chi d~o diSu hanh va nghi~p
V\l cua Truong cac dan vi va cua HQc vi~n ... (can cu bien ban hQp
binh xet hang thang cua dan vi va s6 li~u th6ng ke clla cac dan ch LfC

nang co lien quan) 04 l~n/thang trolen va phe binh 03 l~n/thang.
Chii y: S6 bu6i l<hong thvc hi~n di~m danh va s6 bu6i di~m danh
mU9n co ly do giai trinh vugt qua 1/2 t6ng s6 bu6i phai thvc hi~n di~m
danh (Trit lrucmg h(Jp nghi phep ho(le nghi 6m co h6 sa b¢nh em eila
b¢nh vi¢n, di d~t H(ji nghi ht;5ithao, di h9P ma eo xae nh¢in eila Ban
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[~~--IGiam doc).

Ghi chit:

* Truong hop vi pham tir 03 16itro len trong 0 1 loai x~p hang thi se bi ha
o1 bac x~p loai;

* Can bo, vien chirc nir nuoi con nho duoi 12 thang va phu 1111 mang thai
til thang thir 7 tro di duoc nghi m6i ngay 60 phut trong thai gian lam viec;

* Can bo, vien chirc diroc di muon 02 buoi voi thai gian di muon t6i da 15
phut trong thang;

* Nhtrng tnrong hop giai trinh phai co xac nhan cua Ban Giam d6c va gui
v~ tlnrong true HQi d6ng trong thang do;

* Nhirng tnrong hop khac chua quy dinh trong khoan 3.1 dieu nay se do
Chu tich HQi dong xet thu nhap tang them xem xet quyet dinh (nhung phai tuan
thu luat cong chirc, vien chirc va luat lao dong).

3.2. I(h6i giang vien o' cae Khoa/Bt) miin

* Viec danh gia, x~p lo~i hang thang d6i vai giang vien dugc HQi d6ng
xet thu nh?p tang them clla HQc vi~n quy~t dinh can cu thong qua 03 nhom tieu
chi chfnh:

- Can cu' thea bien ban binh xet cua Khoa/BQ mon (truang Khoa/BQ man
can cu vao s6 li~u ch~m cong; hi~u xu~t cong tac clla giang vien thuQCph~m vi
quan ly dS danh gia, x~p lo~i - truo'ng Khoa/BQ man chiu trach nhi~m truac Ban
Giam d6c v~ k~t qua x~p lo~i hang thang clla dan vi minh);

- Can cu' vao s6 li~u ch~m cong cua giang vien til may ch~m cong thea
lich giang cua phong Quan ly dao t~o do Trung tam Thanh tra - Khao th1 t6ng
hgp (mi[lcdli giang vien co s6 li~u ch~m cong nhung qua kiSm tra dQt xu~t cua
Ban Giam d6c va cac Phong chuc nang xac dinh giang vien bo vi tri lam vi~c
khong ly do thi giang vien do bi tinh la ngh! khong phep 01 bU6i tuang li'ng v6i
tho'i diSm kiSm tra);

- Can cu k~t qua kiSm tra qQt xu~t cua cac phong chli'c nang.

NQi dung vi ph~m
-----

Lo~i
--r----------

- Giang vien co y thuc to chuc ky lu~t tot, hoan thanh tot nhi~m

A
V\l dugc giao dung thai gian va ti~n dQ.
- Hoan thanh dinh muc gia giang va gia nghien cuu khoa hQc thea Quy
.ch~ gi~l1g vien va Quy chS nghien cuu khoa hQc._-
1. Vi ph~m 02 lan/thang (khong co ly do chinh dang) cac truo'ng hgp

B
sau:
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.~_-- -- ------:-:---:-:-_-_--------- -_---_.-

_Di giang muon, tan sam, lam viec rieng trong gio giang (can ClYbien
ban h9P binh xet hang thang cua dan vi va s6 lieu thong ke cua cac
dan chirc nang co lien quan).
- B6 vi tri lam viec (can cir bien ban h9P binh xet hang thang cua dan
vi va s6 lieu thong ke cua cac dan chirc nang co lien quan);
- Di muon khi tham gia cong tac t6 chirc thi h9C ky (din cir s6 lieu
thong ke cua Trung HimThanh tra - Khao thi).
- Di h9P muon (can cir s6 li~u thong ke cua Phong TCHC va cac dan
vi chirc nang co lien quan).
- Di true muon (can cir bien ban h9P binh xet hang thang cua dan vi
va s6 lieu thong ke cua cac dan chirc nang co lien quan).
- Di muon trong cac hoat dong chuyen mon nhu: Hoi thao, hoi nghi,
sinh hoat chuyen rnon, ... thea lich va danh sach tham dir dU9'Cthong
bao tren Website hoac thea duong cong van (can cu s6 li~u th6ng ke
cua Phong TCHC va cac dan vi chuc nang co lien quan).
- Vi ph~m n(>iquy vS trang ph\lc khi dUng lap thea quy dinh cua H9C
vi~n nhu: Qu~n a~, bang ten,... (can cu s6 li~u th6ng ke cua Phong
QLDT va cac dan vi chuc nang co lien quan).
- Khong ghi s6 len lap ho~c ghi khong dung s6 ti~t d~y thea thl,l'c
t~ tUng bu6i 02 lfuLtthang khong co ly do chinh dang (can Clr s6
li~u th6ng ke cua Phong QLDT va cac dan vi chuc nang co lien
quan).

2. Vi ph~m 01 l~n/thang khOng co ly do chinh dang cac truang hqp sau:
Khong tn,rc; B6 giang (can cu bien ban h9P binh xet hang thang cua
dan vi va s6 li~u th6ng ke cua cac dan vi chuc nang co lien quan).

3. Sau khi da nghi h~t thai gian nghi thea ch~ d(>quy dinh, trong thang
nghi them khong qua 02 ngay co phep (can cu bien ban h9P binh xet
hang thang cua dan vi va s6 li~u th6ng ke cua cac dan vi ch{rc nang
co lien quan).

4. Hoan thanh cong vi~c ch?m ti~n d(>(can cu bien ban h9P binh xet
hang thang clla dan vi va s6 li~u th6ng ke clla cac don vi chuc nang
co lien quan).

5. Vi ph~m trong khi coi thi h9C ky bi thanh tra nh~c nha (can cu s6 li~u
th6ng ke clla Trung HimThanh tra - Khao th1).

6. N(>pbang diSm h9c ph~n ch?m til 05 ngay lam vi~c tra len thea tho'i
gian quy dinh (can cu s6 li~u th6ng ke clla phong QLDT va cac dan
vi chuc nang co lien quan).

8. N(>p bang diSm thanh ph~n, diSm ren luy~n, diSm kiSm tra giu'a ky
ch?m til 03 ngay lam vi~c tra len thea thai gian quy dinh (din Cll's6

_--'--
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lieu thong ke cua phong QLDT va cac dan vi chirc nang c6--li&~--
quan).

9. Ch~m thi, len di~m thi d6i voi thi hoc ky co sai sot bi llftpbien ban
(can cir s6 lieu thong ke cua Trung tam Thanh tra - Khao thi va cac
dan vi chirc nang co lien quan).

10. Cac vi pham khac v~: Quy che, quy dinh, chi dao di~u hanh va
nghiep vu cua Truong cac dan vi va cua HQc vien ... (can cir bien ban
hQP binh xet hang thang cua dan vi va s6 lieu thong ke cua cac dan
chuc nang co lien quan) 02 lan/thang tra len va phe binh 01 lan/thang.

1. Vi pham 03 lan/thang (khong co ly do chinh dang):
- Di giang muon, tan sam, lam viec rieng trong gio giang (can cir bien
ban hop binh xet hang thang cua dan vi va s6 lieu thong ke cua cac
dan chirc nang co lien quan).
- B6 vi t~·ilam viec (din cir bien ban hQPbinh xet hang thang cua dan
vi va s6 lieu thong ke cua cac dan chirc nang co lien quan);
- Di muon khi tham gia cong tac t6 chuc thi hQc ky (can cu· s6 li~u
th6ng ke cua Trung tam Thanh tra - Khao thi). iI'

- Di hQp mUQn(can cu s6 li~u thfmg ke cua Phong TCHC va cac dan
vi chuc nang co lien quan).
- Di trgc mUQn (can cu bien ban hQp binh xet hang thang cua dan vi
va s6 li~u th6ng ke cua cac do·nchuc nang co lien quan).
- Di mUQn trong cac ho~t dQng chuyen mon nhu: HQi thao, hQi nghi,
sinh ho~t chuyen mon, ... thea lich va danh sach tham dg duqc thong
bao tren Website ho?c thea duang cong van (can cu s6 li~u th6ng ke
cua Phong TCHC va cac dan vi chuc nang co lien quan).
- Vi ph~m nQi quy v~ trang ph\lc khi dung lap thea quy dinh cua H<)c
vi~n nhu: Qu~n ao, bang ten, ... (can Cll" s6 li~u th6ng ke cua Phong
QLDT va cac dan vi chuc nang co lien quan).
- Khong ghi s6 len lap ho?c ghi khong dung s6 ti~t d~y thea th\1c
t~ tung bu6i 02 l~nlthang khong co ly do chinh dang (can cu' s6
li~u th6ng ke cua Phong QLDT va cac dan vi chu·c nang co lien
quan).

2. Vi ph~m 02 I~nlthang khong co Iy do chinh dang cac truang hqp sau:
Khong trgc (office hour); B6 giang (can cu bien ban hQpbinh xet
hang thang cua dan vi va s6 li~u th6ng ke cua cac dan vi chuc nang
co lien quan).

3. Sau khi da:nghi h~t thai gian nghi thea ch~ dQ quy dinh, trong thang
nghi them khong qua 03 ngay co phep (can cu bien ban hQp binh xet
hang thang cua dan vi va s6 li~u th6ng ke cua cac dan vi chuc nang
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co lien quan).
4. Bi l~p bien ban trong cac tnrong hop: Vi pham quy dinh trong con~

tac eoi thi h~t mon, eoi thi hoc ky, eoi thi t6t nghiep (can cir so
lieu thong ke cua Phong QLDT, Trung Tam TTKT va cac dan vi chuc
nang co lien quan).

5. Sai sot bi lap bien ban trong viec: Ra d~ thi, phan bien d~ thi, phe
duyet d~ thi h~t mon (can cir s6 lieu thong ke cua Phong QLf)T,
Trung Tam TTKT va cac dan vi chirc nang co lien quan).

6. Nghiem thu cham so voi K~ hoach tir 02 thang tro len Sau khi dil gia
han nghiem thu d~ tai nghien elm khoa hoc (din ell' s6 lieu thong ke
cua Phong KI--Il-ITva cac dan vi chirc nang co lien quan).

7. NQp bang di~m hoc phan cham tir 06 ngay lam viec tro len thea thai
gian quy dinh (can cir s6 lieu thong ke cua phong QLDT va cac dan
vi chirc nang co lien quan).

8. NQp bang di~m thanh phan, di~m ren luyen, diem kiern tra giira ky
cham tu 04 ngay lam vi~c tra len thea thai gian guy dinh (din eu s6
li~u th6ng ke eua phong QLDT va cae dan vi ehue nang co lien
quan).

9. Cae vi ph~m khac v~: Quy eh~, quy dinh, chi d~o di~u hanh va nghi~p
V\l eua Truang cac dan vi va eua H9C vi~n ... (can cu bien ban h9P
binh xet hang thang eua dan vi va s6 li~u th6ng ke eua eac don ehLfe
nang co lien quan) 03 l~nJthang tra len va phe binh 02 l~nJthang.

-------~--.
1. Vi ph~m 04 lanJthang (khong co ly do chinh dang):

- Di gi~mg mUQn, tan sam, lam vi~e rieng trong gia giimg (can ell' bien
b~m h9P binh xet hang thang eua dan vi va s6 li~u th6ng ke eua cae
dan ehuc nang co lien quan).
- B6 vi tri lam vi~e (can eu bien ban h9P binh xet hang thang ella don
vi va s6 li~u th6ng ke cua cac dan ehue nang co lien quan);
- Di mUQn khi tham gia eong tae t6 chue thi hge ky (can ell' s6 li~u
th6ng ke cua Trung tam Thanh tra - Khiw th1).

D - Di h9P mUQn (can eu s6 li~u th6ng ke eua Phong TCHC va cae dan
vi chll'e nang co lien quan).
- Di trve mUQn (can ell' bien bC:mh9P binh xet hang thang ella don vi
va s6 li~u th6ng ke ella cae don chue nang co lien quan).
- Di mUQn trong cae ho~t dQng chuyen mon nhu: HQi thao, hQi nghi,
sinh ho~t ehuyen mon, ... theo lich va danh saeh tham dv duqe thong
bao tren Website ho?e thea duang cong van (can cll' s6 li~u th6ng ke
eua Phong TCHC va cac don vi chue nang co lien quan).
- Vi plWm nQi guy v~ trang ph\le Id1i dung lap thea quy dinh ella Hge

12



---------,-------_. --
vien nhir: Quan ao, bang ten, ... (din cir so lieu thong ke cua Ph-6l1g
QLDT va cac dan vi chirc nang co lien quan).

2. Vi pham 03 lan/rhang khong co ly do chinh dang cac tnrong hop sau:
Khong tnrc (office hour); B6 giang (can cir bien ban hQP binh xet
hang thang cua dan vi va s6 lieu thong k€ cua cac dan vi chirc nang
co lien quan).

3. Sau khi dil nghi h~t thai gian nghi thea che dQ.quy dinh, trong thang
nghi them khong qua 04 ngay co phep (can cir bien ban hop binh xet
hang thang cua dan vi va s6 lieu thong ke cua cac dan vi chirc nang
co lien quan).

4. Tham gia cac hoat dong hop tac ngoai HQc vien voi danh nghia can
bQ, giang vien cua HQc vien gay hau qua (bi thong bao vS HQc vien vS
sai pham khi lam viec ben ngoai).

5. Duoc HQc vien cir di hoc trong gio hanh chinh va sir dung kinh phi
cua HQc vien nhung khong dat yeu c~u (can cil s6 li~u th6ng ke cua
Phong TCHC va cac dan vi chilc nang co lien quan).

6. Bi hinh thilc ky lu~t tll' khi~n trach tra len (can cil quy~t dinh cua HQi
d6ng Thi dua, Khen thuang, Ky lu~t cua HQc vi~n).

7. Khong tham gia, di mUQnkhi t~p hufin; di mUQnkhi di coi thi va vi
phC;lmcac Quy ch~ thi tuy~n sinh (can Clf vao s6 li~u th6ng ke cua
thuang tn..rchQi d6ng tuy~n sinh).

8. U6ng ruQ'u bia, danh bC;lC,chai game, chai bai trong gio· lam vi~c (can
cil bien ban hQP binh xet hang thang cua dan vi va s6 li~u th6ng ke
cua cac dan chuc nang co lien quan).

9. Cae vi phC;lmkhac vS: Quy ch~, quy dinh, chi dC;lodiSu hanh va nghi~p
V\l cua Truang cac dan vi va cua HQc vi~n ... (can cu bien ban hQp
binh xet hang thang cua dan vi va s6 li~u th6ng ke cua cac dan chilc
nang co lien quan) 04 l~n/thang tra len va phe binh 03 l~n/thang.

Ghi chu:
* Truang hgp vi phC;lmtll' 03 l6i tn)' len trong 01 10C;lix~p hC;lngthi se bi hC;l

o1 b~c x~p 10C;li.
* Cac can bQ giang vien khong hoan thanh dinh milc gia giang va gia

nghien Clrukboa hQc se bi truy thu luang thu nh~p tang them vao cu6i nam hQC
khi co s6 Ii~u th6ng ke gia giang tll' Phong Quan 1y dao tC;lova gia nghien clm
khoa hQc tll' phong Khoa hQc hgp tacoMilc thu se dUQ'cHQi d6ng xet thu nh~p
tang them quy~t dinh vao cu6i nam hQC;

* Lilnh dC;lOKhoa/BQ mon thvc hi~n Iich trvc it nhfit 02 bu6i/tu~n (trong
do 01 bu6i la lich tn,rc c6 dinh can 01 bU6i co th~ k~t hgp v6i giai quy~t cong
vi~c chuyen mon tC;liKhoa, BQ mon ho~c tC;liHQc vi~n , nhung khong trung vao
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lich giang);

* B5i voi giang vien, lich true 2h/tu~n phai thong bao bang van ban cho
Phong Quan ly dao tao, Trung tam Thanh tra Khao thi tir d~u tuan. (D6i voi
giang vien dang ky lich true trung van ngay giang thi phai di€m danh van thai

di€m kSt thuc).

* B5i voi giang vien duoc phan cong lam c5 van hoc tap phai true 1 bu6il
tuan (khong trung lich true khoa) va phai thong bao bang van ban cho sinh vien,
Phong Quan ly dao t(;10tir ngay d~u tien cua thang.

* B5i voi giang vien dang trong thai gian tro giang (la nhirng giang vien
chua du dieu kien dung lap giang day) phai danh it nh~t 40% thai gian co mat
tai H9C vien (cu thS la 04 bu6i II tuan) cho dSn khi hSt thai gian tro giang va
phai duqc HQi d6ng dang gia da hSt thai gian trq giang(thai gian trq giang clla
giang vien duqc tinh nhu sau: B5i vai giang vien chua co kinh nghi~p thvc ti~n
thi it nh~t la 02 nam va co thS keo dai them nhung khong qua 6 thang, d6i v6'i
giang vien da co kinh nghi~m thvc tiSn thi thai gian trq giang la 01 nam va co
the keo dai them nhung khong qua 3 thang).

* Nhfrng truang hqp khac chua quy dinh trong khoan 3.2 di~u nay se do
Chu tich HQi d6ng xet thu nh?P tang them xem xet quySt dinh (nhung phai tuan
thu lu~t lao,dQng va lu?t cong chuc vien chuc).

Di~u 4: Quy trinh xct

Buac 1: Tu ngay 01 dSn ngay 05 hang thang cac Ban vi chuc nang (theo
quy dinh t(;lidi~u 6) gui thong tin thea chuc nang cho cac dan vi va HQi d6ng xet
thu nh?p tang them.

Buac 2: Tir ngay 01 dSn ngay 10 hang thang can cu van nQi dung vi
ph(;1mva cac tieu chu~n quy dinh t(;1iBi~u 3, Truong dan vi t6ng h9P, blnh
xet thu nh~p tang them cho can bQ, giang vien trong dan vi minh thea m~u (m~u
1) va gui v~ thuang trvc HQi d6ng xet thu nh~p tang them. Thong bao cong khai
kSt qua ph~n tram huang luang tang them trong toan thS dan vi. Ban vi n<)p
bien ban binh xet thu nh~p tang them cua dan vi mUQn03 ngay (tinh v6i cac
ngay lam vi~c) thi truang dan vi se bi h(;101 b~c xSp 10(;licua thang do.

Buac 3: Ch~m nh~t ngay 15 hang thang, cac dan vi nQP kSt qua
xet luang tang them (theo m~u 1) v~ Thuang trvc HQi d6ng xet thu nh~p
tang them (gui kern tai li~u giai trinh lien quan).

HQi d6ng xet thu nh~p tang them h9P truac ngay 20 hang thang.

Di~u 5. Hi}i dAng xct thu nh~p tang them gAm:
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1. Giam d6c HQc vien - Chu tich Hoi d6ng (hoac nguoi duoc Giam doc uy
quyen);

2. Cac Pho Giam d6c;
3. Dai dien Dang uy;
4. Dai dien Cong doan;
5. Truong phong T6 chirc Hanh chinh - Uy vien thuong true;
6. Truo-ng cac Phong, ban, Trung tam, Khoa, B<)rnon (tnrong hop dan vi

khong co Tnrong thi se la Pho dan vi, Lanh dao dan vi nao khong tham
gia hQP vi ly ca nhan hay cong viec phai bao cao voi Ban Giam d6c,
Thuong tnrc H<)id6ng xet thu nhap tang them.)

7. Thu ky (02 nguoi): 01 can b<)phong T6 chirc - Hanh chinh, kiem
chuyen vien tong hop s6 li~u kh6i hanh chinh (Phong, Ban, Trung tam)
va Tro ly Khoa; 01 can b<)trung tam Thanh tra - Khao thi tong hop s6
lieu kh6i giang vien (cac Khoa, B<)rnon),

Khi can thi~t Hoi d6ng se mai them cac thanh vien tham gia danh gia.
H<)id6ng ho(!t d<)ng thea nguyen t~c binh xet thea biSu quy~t da s6. N~u

ty l~ b~ng nhau se do Chu tich H<)id6ng quy€t dinh.
H<)i d6ng xet thu nh~p tang them co thAm quy~n quy€t dinh x€p lo~i

A,B,C,D. Vi~c danh gia chit lm;mg va hi~u qua cong vi~c do H<)id6ng xet thu
nh~p tang them quy~t dinh can cu van 03 nhom tieu chi chinh:

- Can cu van s6 li~u chim cong cua can b<),giang vien tu may chim cong
do dan vi chuc nang t6ng hqp;

- Can cu thea bien ban binh xet cua dan vi;

- Can cu kSt qua kiSm tra d<)txuit cua Ban Giam d6c va cac Phong chilc
nang.

Nhfrng truang hqp khac chua quy dinh trong cac tieu chi trong mvc 3.1 va
3.2 se do Chu tich H<)id6ng xet thu nh~p tang them xem xet quySt dinh.

Di~u 6. TB chrrc thl}'c hi~n
1. Toan thS can b<),giang vien (khong bao g6m Ban Giam d6c; cac giang

vien co chuc danh Pho Giao su tra len) thl,fc hi~n chim cong b~ng van tay t~i
may chim cong d~t t~i t~ng 5 - D25; ca nhan thl,fchi~n chim cong b~ng the phai
dugc SlJ d6ng y cua Giam d6c HQc vi~n; ca nhan dang ky thl,fc hi~n chim cong
b~ng van tay, b~ng the ti€n hanh dang ky vai Phong T6 chu'c - Hanh chinh va
Trung tam Thanh tra - Khao th1.

Vi~c chim cong d6i vai can b<)kh6i phong ban thl,fc hi~n 02 l~n/ngay van
d~u gia bu6i sang (b~t d~u tu 6h30) va d~u gia bU6i chiSu (b~t d~u tu 12h45).

Vi~c ch:1m COl1gd6i vai kh6i giang vien thl,fc hi~n cham cong theo lich
giang va Jich trl,fc da dang ky vai cac dan vi chuc nang.
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nbi voi cac tnrong hop can bQ, giang vien kiem nhiem nhieu vi tri cong

viec thuc hien cham cong thea vi tri cong taco
2. nbi voi cac tnrong hop tv chu
Cac dan vi, ca nhan co cong viec d~c thu nSu cam kSt di lam dung gio,

dung ch§.t hrong co thS him cam kSt voi H9C vien va khong can thuc hien viec
ch§.m cong qua may ch§.m cong, tuy nhien:

- Phai co kS hoach cong tac cu thS thea tuan, theo thang gui phong T6
chirc - Hanh chinh (theo m~u kS hoach Phong T6 chirc -- Hanh chinh quy dinh)
xem xet, tong hop trinh Ban Giam dbc quyet dinh;

- Hang thang dan vi dang ky tv chu v~n phai nQP bien ban binh xet thu
nhap tang them cua dan vi v~ phong chirc nang lien quan;

- Lanh dao dan vi do phai chiu hoan toan trach nhi~m truac Ban Giam
dbc v~ m9i ho?t dQng cua dan vi minh;

- HQi 06ng xet thu nh?p tang them se can cu van bien ban h9P binh xet
cua dan vi va Y kiSn nh?n xet cua Ban Giam d6c dS binh xet thu nh?p tang them.

3. Truang cac dan vi thuQc H9C vi~n co trach nhi~m cung c§.p cac thong
tin lien quan cho Thucmg trvc HQi d6ng xet thu nh?p tang them thea dung tiSn
dQ quy dinh dS t6ng hqp d6i chi§u va trinh Ban Giam d6c xet duy~t lam ca sa
thanh toan thu nh?p tang them thea quy dinh.

Truang cac dan vi thuQc H9C vi~n co trach nhi~m ph6 bi§n va t6
chuc thvc hi~n nghiem tuc quy trinh xet thu nh?P tang them dbi vai can
bQ, giang vien thuQCdan vi quan 1ythea dung quy ch§ nay.

4. Trach nhi~m cua cac dan vi:

- Phong T6 chu'c - Himh chinh: Truang phong thea d6i t6ng hgp sb li~u
va bao cao HQi d6ng xet thu nh?p tang them vi~c thvc hi~n quy ch§ thu nh;}p
tang them, tiSp nh?n va xu 1y thong tin phan h6i cua kh6i Phong, Ban, Trung
tam va Trg 1yKhoa; T6 chuc kiSm tra dQt xu§.t vi~c thvc hi~n quy ch~ thu nh;}p
tang them bao cao HQi d6ng xet thu nh~p tang them; Thua l~nh Giam dbc thong
bao cac vi ph?m cua can bQ, giang vien len m\lc van ban nQi bQtren Website cua
H9C vi~n thea th§.mquy~n.

- Trung Him Thanh tra - Khao thl: TruOng phong thea d6i t6ng hqp s6
1i~u va bao cao HQi d6ng xet thu nh~p tang them vi~c thvc hi~n quy ch§ thu
nh?p tang them, ti§p nh~n va xu 1y thong tin phan h6i cua kh6i giang vien;
Chu§.n bi va chiu trach nhi~m bao cao, s6 li~u v~ thvc hi~n quy ch~ thu nh~p
tang them cua kh6i giang vien; Thua l~nh Giam dbc thong bao cac vi ph?m cua
giang vien len ml,lcvan ban nQi bQtren Website cua HQc vi~n thea th§.mquy6n.

- Phong Quan If diw t~o: Truong phong chiu trach nhi~m bao cao, s6
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lieu giang day, cong tac lien quan dSn thi tuyen sinh; va cac bao cao thea chirc
nang: khung chuang trinh, tai lieu tham khao, giao trinh, lich giang, ...; T6 chirc
kiem tra va bao cao Hoi dong xet thu nhap tang them viec thuc hien quy ch~ thu
nhap tang them.

- Phong Khoa hoc - Hgp tac: Truo-ng phong chiu trach nhiem bao cao,
s6 lieu cong tac lien quan dSn nghien ciru khoa hoc cua giang vien va viec quan
ly cong tac nghien ciru khoa h9C cua sinh vien.

- Phong K~ hoach - Tai chinh: Truo-ng phong chiu trach nhiern cung c~p
chinh xac, dAydu s6 lieu v~ nguon thu nhap tang them bao cao Hoi dong xet thu
nhap tang them hang thang; bao cao cac tnrong h9'P vi pham v~ quy trinh tarn
ling, thanh toano Chiu hoan toan trach nhiem phap ly v~ kinh phi danh d~ chi thu
nh~p tang them.

6. Sau cu(>ch9P cua H(>id6ng xet thu nh~p tang them hang thang, ca nhfm
nao co th~c m~c, khiSu n?i gui van ban giai trinh co xac nh~n cua cac dan vi lien
quan v~ thu ky H(>i d6ng (thai gian t6i da sau 03 k~ til ngay t6 chuc h9P H(>i
d6ng xet thu nh~p tang them) d~ bao cao Chu tich H(>id6ng xem xet giai quy~t.

7. Nhfrng truang h9'P d~c bi~t do Chu tich H(>i d6ng xet thu nh~p tang
them quy~t dinh.

8. Quy chS nay co hi~u l\fc tu ngayon AL/2015. Trong qua trinh th\fc hi~n,
nSu co vuong m~c d~ nghi Thong bao v6i truo-ng phong T6 chuc - Ranh chinh
d~ t6ng hQP, bao cao Ban Giam d6c xem xet, sua d6i, b6 sung-4L
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