
SOY TE HA GIANG 
VANPHONG 

s6: 15 rrn-VP 

CQNG HOA xA H<)I CHU NGHiA ~T NAM 
D<)c l~p- T\1· do - H~nh phuc 

Ha Giang, ngay 05 thdng 3 nam 2019 

THONGBAO 
Phan cong nhi~m V\1 Van phong SO' Y t~ tinh Ha Giang 

Can cu Thong tu Lien tich s6 5112015!ITLT-BYT-BNV ngay 11112/2015 ella. 
Lien b<): B<) Y tS - B<) N<)i V\1 Hu6ng dfui chuc nang, nhi~m V\1, quySn h~ va ca cftu t6 
chuc cua Sa y tS thu<)c Uy ban nhan dan tinh, thanh ph6 trvc thu<)c Tnmg uong va 
Phong y tS thu<)c Uy ban nhan dan huy~n, qu?n, thi xa, thanh ph6 thu<)c tinh; 

Can cu QuySt d!nh s6 1510/QD-UBND ngay 13/7/2016 cua Uy ban nhan dan 
tinh Ha Giang vs vi tri, chuc nang, nhi~m V\1, quySn h~ va C(J cftu t6 chuc cua S6 y tS 
tinh Ha Giang; 

Can cu QuySt dinh s6 819/QD-SYT ngay 27/9/2016 cua Sa Y tS tinh Ha Giang 
vS vi~c ban hanh Quy chS lam vi~c cua S6 Y tS tinh Ha Giang; 

DS thu?n lqi cho vi~c lien h~, giao djch cong tac. Van phong Sa y tS phan c6ng 
nhi~m V\1 cac chuc danh, C\1 thS nhu sau: 

I. VJ TRi, CmJC NANG VA NJiq:M Vl) 
Van phong la m<)t t6 chuc chuyen mon, nghi~p V\1 thu<)c Sa Y tS duqc Ban Giam 

d& giao la bQ ph?n d~u m6i t6ng hQP, c6 chuc nang tham muu giup Ban Giam d6c SaY 
tS quan ly nha nu&c vs linh V\l'C t6 chuc b9 may nganh y tS; bien chS va quan ly can bQ, 
cong chuc, vi en chuc va ngum lao d9ng trong nganh y ts theo quy dJnh cua phap lu?t. 

T6ng hQP, diSu ph6i ho~t d(>ng cua cic t6 chuc chuyen m6n, nghi~p V\1 theo chuong 
trinh, kS ho~ch cong tac cua Ban Giam d6c SaY tS; dam bao c6ng tac hanh chinh, quan tr!; 
van thu luu trfr, cai each thu t\}c hanh chinh, tmg d\lllg c6ng ngh~ thong tin. 

ll. NGUYENTACLAM~c 
1. M6i can b(> c6ng chuc phai neu cao tinh thfui trach nhi~m tru&c t6 chuc Dang, 

Nha nuac va nhan clan xay d\}ng ca quan chuyen mon, doan kSt, ph6i h9P ch~t che dS 
hoan thanh nhi~m V\1 duqc giao theo sv phan c6ng cua t6 chuc. 

2. Nfun vfrng chS d(>, chinh sach cua Bang, Nha nu6c, thS 1~ nguyen tic va thu 
t\}c hanh chinh, chuang trinh c6ng tac cua ca quan, chu d<)ng dS xuftt giai quySt cong 
vi~c trong ph~ vi cong tac duqc giao, dam bao kjp thai, chinh xac, dting chS d9 chinh 
sach do Nha nu&c quy d!nh. 

3. Trong n(>i dung cong tac cua minh, thuemg xuyen ph6i hqp v6i cac phong 
chuc nang, cac don vi trong va ngoai nganb dS hoan thanh nhi~m V\1 duqc giao. 

4. Thuong xuyen tu du5ng ren luy~n phfun chftt d~o due, c6 16i s6ng lanh m~, 
tac phong lam vi~c khoa hQc, hi~u qua, th~g thfui trung th\l·c, c6 y thuc xay d\}ng ca 
quan, don vi, luon hQc hoi dS nang cao trinh d(> chuyen m6n, nghi~p V\1, trinh d<) chinh 
trj, hiSu biSt xa h(>i. Thgc hi~n t6t N(>i quy, Quy chS cua ca quan ~o m6i quan h~ t6t v6i 
d6ng nghi~p cling nhau hoan thanh nhi~m V\1 chung cua ca quan don vi. 



m. PHAN CONG NHIEM VU 
1. TB TB chll'c - Can b{) · · 
1.1. I>/ c. T~ Th! LQ, Ph6 Chanh van phong 
Ph1,1 tnich chung, ch.iu tnich nhi~m tru&c Ban Giam d6c S& Y tS vS lanh d~o, t6 

chuc ho~t d<)ng cua Van phong. 
Tham muu cho Ban Giam d6c S& Y tS trong vi~c thvc hi~n chl:rc nang quan ly 

nha nuac vS T6 chuc b9 may, cong tac can b9 cua nganh y tS, chiu trach nhi~m truac 
Ban Giam d6c S& vS cong vi~c duqc giao. Trvc tiSp ph1,1 tnich t6 T6 chuc - Can b9 va 
dam nhi~m nhung nhi~m V\1 sau: 

- Tham muu giup Ban Giam d6c xay dl!llg cac van ban quy ph~ phap lu~t vS t6 
chuc b9 may nganh y ts trinh cac cip co thfun quysn ban hanh va huang ctfin t6 chuc 
thvc hi~n; 

- Tham muu cho Ban Giam d6c S& Y tS trong vi~c xay dl:ffig cac dS an trinh c§p 
co thcim quysn thfun dinh va quyst dinh thanh I~p mai, sap nh~p, giai ths va t6 chuc I~i 
cac t6 chl:rc, cac dan vi S\1' nghi~p trvc thu()c S& y tS; 

- Huang dful t6 chu·c thvc hi~n va kiSm tra vi~c ap dl,lllg cac tieu chi xSp h~g 
cho cac dan vi S\1' nghi~p y tS; 

- Tham gia xay d\mg chuc nang, nhi~m V\1 cua cac dan vi trl,lc thu()c theo quy 
dinh cua Nha nuac phu hqp vm tinh hinh thvc ts a dia phuong. 

- Xay d1,1ng quy chS lam vi~c, phan cong nhi~m V\1 cua Ban Giam d6c S& Y tS; 
Quy chS ph6i hqp gifra S& y tS vm UBND cac huy~n, thanh ph6; Quy chS ph6i hqp 
giua cac don vi y ts tuySn huy~n, thanh ph6; tham muu ban hanh cac Quy chS lien quan 
ct&n cong tac chi d~o, &su hanh. 

- Thatn muu giup Giam d6c S& Y tS vs cong tac t6 chu·c can b9: 
+ Xay dl,lllg Phuong an Quy ho~ch cong chu·c lanh d~o, vien chuc quan ly; Quy 

ho~ch phat triSn ngu6n nhan ltJc cho nganh; 
+ TuySn dl,lllg, tiSp nh~, diSu d()ng cong chuc, vien chu·c theo quy dinh cua 

phap Iu~t va phan c§p quan Iy cua Uy ban nhan dan tinh; 
+ B6 nhi~m, b6 nhi~m l~i, luan chuySn tlr chuc, mi~n nhi~m cac chuc danh can 

b9 lanh ~o, quan ly theo quy dinh phan c§p quan ly; 
+ Qui trinh thu wc h6 sa ky lu~t d6i v&i cong chl:rc, vi en chuc. 
- Ph1,1 trach va chi d~o cong tac Thi dua- Khen thuong; 
- Thu k:Y H<)i d6ng luong va chinh sach: Xet nang Iuong thuemg xuyen, tru&c 

thm h~; b6 nhi~m, chuySn xSp chuc danh nghS nghi~p; nang ng~ch c6ng chuc, thi ho~c 
xet thang h~g chuc danh nghS nghi~p vien chuc ... giai quyst cac ch& d9 chinh sach 
lien quan dSn cong chuc, vi en chuc va hqp d6ng lao d9ng; 

- Phl,l trach cong tac dao ~0, b6i duong can b9 cua nganh; trvc tiSp xay dl)Tig dS 
an, quy ho~ch phat tri~n ngu6n nhan Ivc cho nganh; Hang nfun xay dl!llg kS ho~ch dao 
~o vS chuyen mon, nghi~p V\1, chinh tri, quan ly, ngo~ ngfr ... 

- Thatn muu giai quySt Cong tac cai each hanh chinh, cong ngh~ thong tin; Dam 
bao thong tin lien l~c va bao m~t thong tin ca quan; 

- Giup Giam d6c S& thtJc hi~n cong tac bao v~ chinh tri n9i b9 trong toan nganh 
theo quy dinh; 

- DS xu§t giai quySt thu ti.IC xet chQn can b(), cong chtrc di cong tac, hQC ~p, tham 
quan & trong va ngoai nu&c; 
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- Chuck bi n()i dung bao cao va la thu kY cac Icy hQp cua Ban Giam d6c, Van 
phong. 

- Tham gia cac c6ng vi~ khac theo S\1' phan cong cua Ban Giam d& Sa va 
Chanh Van phong khi c6 yeu du. 

- "k.Y nhay" duy~t phat hanh van ban di a ph§n nai nh~. 
1.2. 1>/c. l>ao Thu Trang, Chuyen vien Van phong 
Giup vi~c cho lanh d?O Van phong, chiu trach nhi~m v~ cong vi~c dtrQ'C giao va 

bao cao kSt qua sau khi thvc hi~n. 
- Quan ly s6 luQng, chfrt lm.mg can b() cong chuc, vien chu·c, c~p nh~t va quan ly 

khai thac ph§n m~m quan ly can b9 va triSn khai cho cac dan vi nvc thu9c. 
- Quan ly h6 SO' can bQ, cong chuc, l~p va b6 sung h6 SO', phiSu danh gia hang 

nam cua can b(), c6ng chuc thu()c Sa quan ly. 
- Tham m~ cho lanh d?o Van phong, H()i d6ng luang va chinh sach cua SaY tS 

xem xet giai quyet: 
+ Nang luang thuemg xuyen, tru&c thm h?n; B6 nhi~m, chuySn xSp chuc danh 

ngh~ nghi~p; Thi nang ng?ch cong chuc, thi ho~c xet thang h?ng chuc danh ngh~ nghi~p 
vien chuc theo quy dinh; 

+ ChS d9 nghi huu huang chS d<) BHXH; Thvc hi~n chinh sach tinh gian bien 
chS theo Nghi djnh s6 108/20141ND-CP cua Chinh phu; 

- Thvc hi~n chS d<) th6ng ke bao cao theo quy dinh; 
- Tham gia m<)t s6 cong vi~c khac khi Lanh d?o Van phong phan cong. 
1.3.1>/c. Ninh Van Hoan, Chuyen vien Van phong 
Giup vi~c cho lanh d?O Van phong, chiu trach nhi~m v~ cong vi~c dtrQ'C giao va 

bao cao kSt qua sau khi thvc hi~n. 
- Tham muu triSn khai thvc hi~n va theo doi cong tac Thi dua- Khen thuemg, Ky 

lu?t cua nganh; 
- Tham muu m<)t s6 n<)i dung cong tac dao t?o, b6i du5ng can b<) cua nganh: 

T6ng hqp bao cao dao t?o, theo doi s6 li~u dao t?O, b6i duong, SO?fi thao cac quySt dinh 
CU di hQC, ... ; 

- Tham muu cho lanh d?o Van phong cac n()i dung v~ Huang dfin t6 chuc thvc 
hi~n va kiSm tra vi~c ap d\illg cac tieu chi xSp h?ng cho cac dan vi Sl,l" nghi~p y tS; 

- Tharn muu triSn khai va t6ng hqp bao cao cong tac ke khai tai san thu nh?p ca 
nhan theo quy dinh; 

- Trinh thu tl,lc xet chQn can b<), cong ch(rc di cong tac, hQC t?p, tharn quan a 
trong va ngoai nu&c; 

- Tharn muu h6 SO', thu tl,lc trlnh cac t6 chuc, ca nhan Ia nguai nu&c ngoai dSn 
tham va lam vi~c v&i nganb y ts; 

- Theo doi, t6ng hqp bao cao cong tac d6i ngo?i, bao v~ bi m~t nha nu&c, bao v~ 
ANTI· 

' 
- Tham gia m<)t s6 cong vi~c khac khi Lanh d?o Van phong phan c6ng. 
2. TB Hanh chinh - Qmin tri 
2.1. 1>/c. Lvc Ti~n V Qt, Ph6 Chanh Van phong 
Tham muu cho Ban Gifun d6c Sa Y t~ trong vi~c thl,l·c hi~n chuc nang quan ly 

nha nu6c v~ linh VlJC hanh chinh, quan tri va nvc tiSp ph\l n·ach t6 Hanh chinh va dam 
nhi~m nhling cong vi~c Cl,l thS: 
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- Thrun muu giai quySt Cong tic van thu, luu trcr; 
- Cong tic Han.h chlnh cua Van phong SaY tS: 
+ Chufui bi cac diSu ki~n ck thiSt dS lam vi~c, tiSp khach theo quy dinh; quan ly 

h9i truemg, ph6i hQP v&i cac phong chuc nang thu()c Sa y tS, ch!u trach nhi~m diSu 
ph6i vs thai gian, b6 tri d!a diSm, cac diSu ki~n ck thiSt phl,lc Vl,l h9i nghi, h9i thao, t?p 
hufin vS chuyen mon nghi~p Vl,l cua Sa va cac dan vi. 

+ Cong tic quan tri, h?u ck bao dam diSu ki~n, phuong ti~n phl,lc Vl,l cong vi~c 
diSu hanh cua Ban Giam d6c va diSu ki~n lam vi~c cua can b9 Van phong Sa; Quan ly 
tai san, thiSt bj van phong, di~n nu&c; bao dam an ninh tr?t tl,l' ca quan Sa Y tS. 

- Tham muu cong tac quan sg, qu6c phong; dan quan tl,l' v~ ngan.h y tS; Cong tic 
dan v?n chinh quySn; Xa h9i h6a hQc t?p; b~o Ivc gia dinh; Dan chu ca sa, van h6a 
cong sa, tang cu0ng kY lu?t kY cuang; triSn khai thvc hi~n Quy chS ph6i hqp Ban tuyen 
giao tinh uy; toan dan xay dl,lng dai s6ng van h6a; Theo doi cong tic h6 trq cac xa kh6 
khan duqc tinh phan cong; Thu kY Ban vi Sl,l' tiSn b9 Phl,l nfr; Tham muu cong tic H9i 
Chfr th?p do cua ngan.h; 

- Tham gia cong tac tuySn dl,lng; H9i d6ng luang va chinh sach: Xet nang luang 
thuemg xuyen, tru&c thai h~; b6 nhi~m, chuySn xSp ch(rc danh nghS nghi~p; nang 
ng~ch cong chuc, thi ho?c xet thang h~g chuc danh nghS nghi~p vien chuc. . . giai 
quySt cac chS d9 chinh sach lien quan dSn cong ch(rc, vi en ch(rc va hQP d6ng lao d()ng; 

- Ph6i hQP v&i Phong KS ho~ch Tai chinh: Xay dl,lng kS ho~ch mua s§.m, sua chua 
nang thiSt bi, van phong phfun cua van phong va tai san ca quan; Sua chua di~n, nu&c; 

- "ey nhay" duy~t phat h<iflh van ban di a phfui nai nh?fl thUQC lfuh Vl,l'C dtrQ'C 
phancong; 

- Thay m?t Chanh Van phong giai quySt m9t s6 cong vi~c khi duqc uy quySn; 
- Thvc hi~n m()t s6 nhi~m Vl,l khac do Ban Giam d6c Sa giao. 
2,2.1>/c. T~ Van Khrron~, Chuyen vi~n Van phong 
- Tham ffiUU xay dl,lng ke ho~ch Vel trien khai thl,l'C hi~n cong tic cai each hanh 

chinh; Ap dl,lllg H~ th6ng quan ly ch§t luqng theo tieu chufui TCVN ISO 9001 :2008; 
ISO 9001 :2015; ISOIIEC 17025 trong ho~t d()ng cua cac dan vi trvc thu()c; B9 ph?n 
"M9t cua" va tra kSt qua thu tl,lc hanh chinh; Ph6i hQP Thanh tra theo doi ra soat thu tl,lc 
hanhchinh. 

- V?n han.h, quan ly c6ng thong tin di~n ru cua nganh Y tS; Phk mSm quan ly 
van ban M-Office; 

- Quan ly theo doi v?n hanh may chu, m~g Internet ca quan Van phong; 
- Xay dl,lng dS an va triSn khai cac ho~t d()ng ilng dl,lllg cong ngh~ thong tin trong 

nganh; Huong dful, kiSm tra va giam sat cong tic ung dl,lng cong ngh~ thong tin ~i cac 
dan vi trvc thu()c; 

- Tham gia m()t s6 cong vi~c khac khi lanh d~o Van phong phan cong. 
2.3. 1>/c. Nguy~n Thj Hoa, Chuyen vien Van phong , 
Giup vi~c cho Chanh Van phong, ch!u trach nhi~m tru&c Chanh Van phong ve 

cong vi~c duqc giao: 
- TiSp nh?n cac thu tl,lc hanh chinh thu9c linh Vl,l"C kham, chua b~nh, Duqc - my 

phfun, y tS dl,l' phong; t6 chuc can b9 ~i BQ ph?n "M9t cua" va tra kSt qua thu tl,lc hanh 
chinh; niem ySt cong khai thu h;lc harm chinh theo qui d!nh. 

- Tham gia m()t s6 c6ng vi~c khac khi lanh d~o Van phong phan c6ng. 
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- Theo doi hom thu gop y hang tu<k. 
2.4. D/c. D~ng Son Hung, Lai xe , 
Giup vi~c cho Charm Van phong, chiu tnich nhi~m tnr&c Charm Van phong ve 

cong vi~c dugc giao: 
- Qwin ly va su dl)l1g co hi~u qua phuong ti~n 0 to dugc giao; dam bao an toan 

phuong ti~n, v~ sinh va phong ch6ng chay n6. 
- Thrun gia m<)t s6 cong vi~c khac khi lanh d~o Van phong phan cong. 
2.5. D/c. Lam Vu·ong Duy, Lai xe 
Giup vi~c cho Charm Van phong, ch!u trach nhi~m tru&c Charm Van phong v~ 

cong vi~c dugc giao: 
- Quan ly va su dl)l1g co hi~u qua phuong ti~n 0 to dugc giao; dam bao an toan 

phuong ti~n, v~ sinh va phong ch6ng chay n6. 
- Thrun gia m<)t s6 cong vi~c khac khi lanh d~o Van phong phan cong. 
2.6. Can bo Van thll', Iuu trfr 
Giup vi~c ~ho Charm Van phong, chiu trach nhi~m tru&c Chanh Van phong v~ 

cong vi~c dugc giao: 
- Cac lo~i (van ban di) phai tuan thu thvc hi~n theo dilng nguyen tic phan c~p 

quan ly (kS ca cac van ban cua cac don vi trvc thu<)c Sa) nh~t thiSt phai dugc chuySn 
qua cac phong chuc nang xem xet tru6c khi trinh lanh d~o Sa k';. Cac van ban trinh 
Lanh d~o Sa duy~t kY, thS thtrc van ban phai dilng theo Thong tu lien tich s6 
0112011!IT-BNV ngay 19/01/2011 cua B<) N<)i V\1. Vi~c phat hanh phai theo dtmg quy 
dinh v~ cong tac van thu luu trfi·, bao m?t. 

- Cac lo~i (van ban dSn) d~u dugc van thu t?p hgp va chuySn Lanh d~o Sa duy~t 
va chuysn dsn d§.u m6i cua cac phong ban chuc nang, nguai nh?n van ban phai ky nh?n 
d~ydu. 

- Cac lo~ van ban phai dam bao gifr bi m?t theo dilng quy dinh cua Nha nu6c. 
Van thu co t:rach nhi~m quan ly ch~t che cac lo~i con d~u cua ca quan. Nghiem ck 
vi~c Slr dl)l1g d~u va dong d~u khong dtmg thfun quySn. 

- Cac van ban sao h.Jc, sao y co lien quan dS gll'i dSn cac don vi trvc thu<)c thvc 
hi~n theo dilng quy dinh cua Phap lu?t. 

- Luu trfr, bao quan van ban theo dtmg quy dinh cua phap lu?t dam bao dS tim, dS 
l~y, dS khai thac, su d\ffig. 

- Xay dlJllg kS ho~ch, bao cao cong tac Van thu luu trfr theo quy dinh; tham muu 
ban hanh Danh m\}c h6 sa giao n<)p tai li~u luu trfi· theo dilng quy dinh. 

- Thrun gia m<)t s6 cong vi~c khi lanh d~o Van phong phan cong. 
2.7. Nhan vien ph1Jc VIJ 
Giup vi~c cho Chanh Van phong, chiu trach nhi~m tru6c Chanh Van phong v~ 

cac cong vi~c dugc giao: 
- Chufui bi h<)i tnremg, che nu6c phvc V\1 cho cac h<)i nghi, cu<)c h<;>p ca quan; 
-Bam bao che, nu6c phvc V\1 va c6ng me v~ sinh phong cua Ban Giam d6c SaY tS; 
- Thrun gia quan ly tai san, thiSt bi ~i Van phong; 
- Ph6i hgp vm nhan vien bao v~ dam bao cong me v~ sinh chung cua ca quan; 

Trvc tiSp ph\1 trach v~ sinh H<)i truemg, cac cong trlnh v~ sinh ca quan Van phong Sa. 
- Thrun gia m<)t s6 cong vi~c khi Lanh d~o Van phong phan cong. 
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2.8. Nhan vien bao v~ cO' quan 
Giup vi~c cho Charm Van phong, ch!u trach nhi~m truac Charm Van phong vS 

cac cong vi~c duqc giao: 
- Dam bao an ninh tr~t tv' cua ca quan; 
- Quan ly, cham s6c cay c:illh tr·ong khu vvc ca quan; 
- PhBi h9p vm nhan vien phlfc V\1 dam bao cong tac v~ sinh chung cua ca quan; 

Twc tiSp v~ sinh harm lang, ngo~i c:illh tf\1 sa ca quan; 
- Huang d§ll, b6 tri s~p xSp phuang ti~n dSn giao cijch cong vi~c; 
- Thrun gia m()t s6 cong vi~c khi lanh Van phong phan cong. 
3. Thuong trl}'c Van phong Dang uy 
D/c. Nguy~n Thj Bich Lien, Ph6 Chanh van phong 
Chiu trach nhi~m truac Dang uy, Ban Giam d6c va Charm Van phong linh Vl!C 

duqc phan cong, 1:fl!c tiSp thl!c m()t s6 nhiem V\1 sau: 
- Thuemg tfl!c Van phong Dang uy Sa Y tS. 
- Cong tac Dang uy Sa Y tS: Tham muu, t6ng h9P bao cao cua Dang uy, kiSm 

tra, quan ly h6 sa dang vien, c~p nh~t danh sach Dang vien trong toan Dang bQ; Xay 
dlfng cac kS ho~ch cong tac cua Dang uy Sa Y tS, la thu ky cac kY h9p cua Dang uy; 

- Thmn gia cong tac tuySn d\lflg; H9i d6ng luang va chinh sach: Xet nang luang 
thuemg xuyen, truac thm h~; b6 nhi~m, chuySn xSp chuc danh nghS nghi~p; nang 
ng~ch cong chuc, thi ho~c xet thang h~g chuc danh nghS nghi~p vien chuc. . . giai 
quyst cac chs d9 chinh sach lien quan dSn cong chuc, vi en chuc va h9P dbng lao d9ng; 

- Thay m~t Charm Van phong giai quySt m9t s6 cong vi~c khi duqc uy quySn. 
- Thmn gia cac cong vi~c khac theo sv phan cong cua Ban Giam d6c Sa va 

Chanh Van phong khi c6 yeu d.u; 
- "leY nhay" duy~t phat hanh van ban di a phfin nai nh~; 
Van phong Sa Y tS Ha Giang phan c6ng chuc trach, nhi~m V\1 cho rung can b9 

nhfun hoan tharm tf>t cong Vi~c dUQ'C giao Va ~0 S\f thu~ lqi trong vi~c theo doi chi d~o 
cua Ban Giam dBc Sa, SlJ ph6i hqp cac phong ban va cac dan vi c6 lien quan giai quySt 
cong vi~c./. 

Noinfl~n: 
- DU, BGD S6 Y tS; 

LANH D~O SO PHE D~T KT. ciiANH VAN PHONG 
PH6 cHANH vAN PHONG 

- C<ic phong tlm()c S6; 
- C<k don vi tn,rc thu()c S6; 
-LuuVT, V~ 

Luong Vi~t Thu§n T~ ThjLQ 
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