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I. MUC PiCH

Quy trinh nay duoc thyc hién dé xac dinh chinh xé4c cong tac quan ly hoat dong
thyc hanh thi nghiém trong toan Truong. Tu d6 1am co so dé danh gia toan dién vé
cong tac 1ap ké hoach, trién khai, quan 1y hoat dong thuc hanh thi nghiém nham nang
cao chit luong ddo tao cia Nha truong.

II. PHAM VI AP DUNG

Quy trinh ,nz‘ly ap dung ddi v&i cac don vi thude va truc thude Truong Pai hoc
Vinh lién quan dén hoat dong thuc hanh thi nghi¢m.

III. TAI LIEU THAM KHAO

- Tiéu chuan ISO 9001:2015 Hé thdng quan 1y chét luong - Cac yéu cau.

- Tiéu chuén ISO 9000:2015 Hé thdng quan 1y chét luong - Co sd va tir vung.

- Luat an toan, v¢ sinh lao dong ngay 25/6/2015.

- Nghi dinh sO 151/2017/ND-CP ngay 26/12/2017 cta Chinh phu quy dinh chi
tiet mot sO di€u cua Luat Quan ly, st dung tai san cong.

- Théng tu s6 23/2023/TT-BTC ngay 25/4/2023 ciua B truong Bo Tai chinh
hudng dan ché do guén 1y, tinh hao mon, khau hao tai san c6 dinh tai co quan, t6 chirc,
don vi va tai san c¢0 dinh do nha nudc giao cho doanh nghiép quan Iy khong tinh thanh
phan von nha nudc tai doanh nghiép.

- Thong tu s6 144/2017/TT-BTC ngay 29/12/2017 cua Bo truong Bo Tai chinh
hudng dan mdt s6 ndi dung cua Nghi dinh s6 151/2017/ND-CP.

- Chuong trinh dao tao dai hoc hé chinh quy tiép can CDIO theo hé thng tin
chi, ban hanh theo Quyét dinh ctia Hi¢u trudng Truong Pai hoc Vinh.

- Dinh muc Kinh té ky thuat cac hoc phﬁn co thyc hanh thi nghiém ban hanh
theo Quyét dinh cua Hi¢u truéong Truong Pai hoc Vinh.

IV. PINH NGHIA VA TU VIET TAT
4.1. Dinh nghia

- Pinh muc kinh té - k¥ thuat vé dich vu su nghi¢p cong sir dung ngan sach nha
nude 1a lugng tiéu hao cac yéu td chi phi vé lao dong, vat tur, may moc thiét bi dé hoan
thanh viéc thuc hién mot dich vu su nghiép cong dat dugc céac tiéu chi, tiéu chuan do
co quan c6 thim quyén ban hanh.

- Pho Hiéu truéng phu trach - Ngudi dugce Hiéu trudng uy quyén kiém soat toan
bd quy trinh quan 1y hoat dong THTN cta Nha trudong.

- Nguoi bién soan/sira dbi: 13 vién chirc, ngudi lao dong duoc phan cong thuc
hién bién soan/stra doi tai licu.

- Nguoi phé duyét: 1a can bo quan 1y c¢6 thim quyén ctia Nha trudng.
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4.2. Tir viét tat

- THTH: Thyc hanh - Thi nghi¢m
- TKB: Thoi khoa biéu

- KTKT: Kinh té k¥ thuat
-QT&PT: Quan tri va Pau tu
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V. QUY TRINH KIEM SOAT TAI LIEU NQI BQ

5.1.LUU PO
STT Luwu dd cong viée Trach nhiém Dién giai/Biéu miu
1. Phong Pao
TKB céc 16p THTN tao/Bon vi TKB chinh thirc dugc thiét 1ap
dao tao/Trung
tam THTN
Lap ho so dé nghi cap hoa cpét, vat
tu, C(A)ng, cu dung cu, mau vat,
trang thiét bi THTN phuc vu cong
tac THTN
V} ~ A . A A
. Trung tim » Mdu Dbé nghi cap vat tw THTN
2. Lap hosodenghicap | THTN OT.THTN.01/BM.01
> Mau bé nghi ccfp cong cu dung
. cu THTN QT.THTN.01/BM.02
Khong . . . .
> Mdu Dé nghi cap trang thiét bi
4 THTN QT.THTN.01/BM.03
3 <(z’;c6r2(iynh «HPhong KHTC Pho'ngAKPTC xac minh “HO6 so dé
nghi cap
Duyét Khong ch?:u tl.ﬂtmng/ Hiéu treéng/Phé Hiéu trudng phu
4 Pho Hiéu , N o cerrd A .
: Phé duvé X trach phé duyét “H6 so dé nghi
¢ duyét trudng phu An”
trach P
A 4 \ A A r
5 pra— Phong P%long, QT8f‘Drl: thl_l’C}\hlE}l’l .caE) Eha}
. QT&DT can cr vao * Ho so dé nghi cap” da
dugc xac minh va phé duyét
Duyét Can bo phu trach cac phong THTN
| Cén b6 oh ticp nhan vat tu THTN tai kho
an by phu
6. Tiép nhan vat tu tréach phr())ng QT&DT
THTN > Mau T ié’p nhan vd€ tw, cong cu
dung cu, trang thiet bi THTN
QOT.THTN.01/BM.04
Thuc hién chuan b
THTN Cén bd phy A s
7 trach phong Cén bo phu trach cac phong THTN

THTN

tién hanh chuan bji THTN
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Can bd phu
@ trach ph(‘)-nqg Ban giao vat tu THTN, trang thiét
. THIN/Giang | b THTN dau budi THTN
. o . vién, gido vién ~
Ban giao truge THIN hu,éngg din » Mdu Nhdt ky thuc hanh thi
dién nguoi hoc
- Giang vién/giao vién huéng dan
THTN theo theo dung ké hoach va
Giang vién, chuong trinh dao tao
— ﬁ?of)nwil%n - Nguoi hoc dam bao THTN theo
9 Hoat dfﬁ%ﬁay hoc THTI%I /Newoi ding hudéng dan cua giang
o vién/giao vién va dam bdo cong
hoc/Can bd . X . o
. tdc v€ an toan lao dong
phu trach
phong THTN - Can b phy trach phong THTN
ho tro ngudi hoc trong qua trinh
THTN
Can bg quan ly phong THTN hoan
Céan bd phu thanh hd so phong THTN, phdi
A A trach phong hop vo6i  giang vién/giao vién
Hoan thanh ho so PTN THTN/Giang huéng dan THTN va dai diér}
10. vién, gido vién | nguoi hoc ky xac nhan vao cac ho
huéng dan so phong THTN c6 lién quan
T_I?TN/D‘@? = Mau Bién ban diéu chinh Binh
dién ngudi hoc | myie kinh té kjf thudt diéu chinh, bo
sung OT.THTN.01/BM.06
Nhén ban giao vat tu THTN, trang
Canbophu | thiet bi THTN sau budi THTN
o tﬁ“_f?ﬁ/hé’gi o | = Mdu Nigt ki thwc hnh thi
an ban giao . A
11. sau THT%\I vién, gido vién nghzenj OT.THTN.01/BM.05
huéng dan = Mau Bién ban xac nhdn tinh
THTN/Dai trang, nguyén nhdan hw hong cua

dién nguoi hoc

trang thiét bi thuc hanh thi nghiém
OT.THTN.01/BM.07

5.2. DIEN GIAI NQI DUNG
5.2.1. Buéc 1: Thiét 1ap TKB céc 16p THTN

Trén co so thoi khoa biéu cac 16p THTN tam thot do Phong Dao tao phdi hop
v6i cac don vi dao tao xay dung, Trung tam THTN tiép tuc phdi hop véi phong DPao
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tao trong qua trinh bd tri cac phong THTN dé thiét 1ap TKB chinh thirc cho cac hoc
phan THTN.

5.2.2. Buéc 2: Lap ho so dé nghi cﬁp

- Trung tim THTN l4p hd so dé nghi cAp hoa chat, vat tw, mau vat THTN (goi
tat 1a vat tu THTN); cong cu dung cu THTN, trang thiét bi mdy méc THTN dya vao
Pinh mic KTKT va du kién cac 16p hoc phﬁn, du kién sb lugng sinh vién theo TKB
da duoc phong Pao tao chuyén dén. Ap dung cac loai biéu miu sau:

+ Mdu Dé nghi cap vét tw THTN OT.THTN.01/BM.01.
+ Mdu Dé nghi cap cong cu dung cu THTN QT.THTN.01/BM.02.
+ Mdu Dé nghi cap trang thiét bi THTN QT.THTN.01/BM.03.

+ Riéng d6i v6i mau vat THTN duoc Nha truong thim dinh va duyét gia riéng
va giao cho can bd phu trach cac phong THTN tryc ti€ép mua va chuan bi trudc moi
budi THTN dién ra.

5.2.3. Buéc 3: Xac minh hd so

- Phong KHTC xé4c minh hd so do Trung tim THTN chuyén dén, trong do:
+ Pbi voi ho so dat chuyén dén BGH phé duyét.

+ Pbi voi ho so chua dat chuyén vé Trung tim THTN diéu chinh, bd sung.
5.2.4. Buéc 4: Phé duyét

Hiéu truong/Pho Hi€u truong phu trach phé duyét hd so d& nghi cip do phong
KHTC di xac minh va chuyén dén.

Dbi voi hd so chua dat chuyén vé phong KHTC xé4c minh lai.
5.2.5. Buéc 5: Cap phat

- Ph(‘)ng QT&DT thuc hién c‘ép phgit vat tu THTN, cong cu dung cu THTN,
trang thiét b1 THTN... can ctr vao “H0 so dé€ nghi cap” da dugc xac minh va phé duyét.

- Danh muc duoc cip phét phai dam bao cac thong s ki thuat theo quy dinh.

- Vige cap phat phai duoc tién hanh kip thoi nhim dam bao cho cong tac THTN
dugc dién ra dang tién do va dam bao chat lugng.

5.2.6. Buéc 6: Tiép nhén vat tw thi nghiém

- Can bd phu trach phong THTN tiép nhan vat tu THTN, cong cu dung cu
THTN, trang thiét bi THTN theo “Hb so dé nghi cip” di duoc Nha truong phé duyét.
Dong thoi can quan ly, bao quan, bao dudng nhiing danh muc dé dugc tiép nhan theo
dung yéu cau phong THTN, dic biét ddi v6i cac hoa chat doc hai va dé bay hoi.

- Biéu mAu tiép nhan vét tu THTN bao gom:
+ Mau Tié}) nhan vt tu, cong cu dung cu THTN QT.THTN.01/BM.04
5.2.7. Buéc 7: Thuc hién chuin bi thi nghiém
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Can bd phu trach cac phong THTN tién hanh chuan bi THTN (bao gém chuan
b1 hoéa chat, vat tu, cong cu dung cu thuc hanh thi,nghiém, mua va chuan bi ,méu vat,
lap rap, chay thir cac bai thi nghiém, hi¢u chinh thiét bi...) kip thoi va dung tién do.

5.2.8. Buée 8: Ban giao tru¢c THTN

- Can bd phu trach phong THTN phéi hop voi giang vién/gido vién huéng din
THTN 0111 dai dién nguoi hoc nhan ban giao vat tu THTN,qcéng cu dung cu THTN,
trang thiét bi THTN tuong tng voi bai THTN da dugc chuan bi va dung voi chuong
trinh dao tao tir can bd phu trach phong THTN. Trong d6 can xac nhén rd tinh trang
trang thiét bi THTN trude khi ban giao.

- Biéu mau ban giao truéc THTN bao gom:

+ Madu Nhat ky thue hanh thi nghiém OQT.THTN.01/BM.05

5.2.9. Buéc 9: Hoat dong day hoc THTN

- Giang vién/giao vién huéng din THTN theo theo dung ké hoach va chuong
trinh dao tao.

- Ngudi hoc THTN dam bao THTN theo dung huéng dan cia giang vién/gido
vién va ddm bdo cong tac an toan lao dong, thuc hi¢n nghiém tic viéc st dupg do bao
ho lao dong trong qua trinh thao tac THTN. Thuc hién dung ndi quy, quy tac an toan
va k¥ thuat tién hanh thi nghiém.

- Can bo phu trach phong THTN hd tro giang vién/giao vién, nguoi hoc trong
qua trinh THTN (b6 sung vat tu THTN con thi€u, ho trg nguoi hoc st dung trang thiét
bi THTN... khi can thiét nham nang cao hi¢u qua sir dung trang thiét bi).

5.2.10. Buéc 10: Hoan thanh hd so phong THTN

Can bo quan ly phong THTN hoan thanh h’(‘A) so phong THTN (bao gdm s6 nhat
ky phong THTN, so theo doi su dung trang thiét bi THTN...); phoi hop véi giang
vién/gido vién hudéng dan THTN lap bién ban dicu chinh BDinh muc KTKT (néu c6 thi
su dung bi€u mau Bién ban diéu chinh Dinh mirc kinh té ky thudt diéu chinh, bo sung
QT.THTN.01/BM.06)

5.2.11. Buwéc 11: Nhan ban giao sau THTN

- Giang vién/gido vién huéng dan thuc thi nghién} cu dai dién nguoi hoc ban
giao vat tu THTN, cong cu dung cu THTN, céc trang thiét bt THTN da duoc su dung
trong budéi THTN cho can bg phu trach phong THTN. Trong do6 ghi 10 tinh trang thiét
bi tai thoi diém ban giao.

- Trang thiét bi hu hong trong qua trinh THTN can ghi rd nguyén nhan hong hoc.

- Biéu méu ban giao sau THTN bao gom:

+ Mdu Nhdt ky thwe hanh thi nghiém OT.THTN.01/BM.05

+ Mau Bién bdn xdc nhdn tinh trang, nguyén nhdn hw héng cia trang thiét bi
thwe hanh thi nghiem QT.THTN.01/BM.07
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VI. PHU LUC/BIEU MAU
6.1 Phu luc
N/A

6.2 Biéu mau

STT Tén bi¢u mau S6 higu Thoi gian luu
o1 | Mau Dénghicap vat tu thuc hanh thi QT.THTN.01/BM.01 5 niim
nghiém
Mau Pé nghi cép cong cu dung cu thuc <
02 hanh thi nghiém QT.THTN.01/BM.02 5 nam
03 Mflu Dingh; cap trang thiét bi thuc hanh QT.THTN.01/BM.03 5 ndm
thi nghiém
Mau Tiép nhan vat tu, cong cu dung cu, <
041 {rang thiét b thuc hanh thi nghiém QT.THTN.OI/BM.O4| 5 nim
05 | Mau Nhat ky thuc hanh thi nghiém QT.THTN.01/BM.05 5 nim
06 Mali B1€13 ban diéu chinh Dinh mirc kinh QT.THTN.01/BM.06 5 ndm
te k¥ thuat
Mau Bién ban xac nhan tinh trang, nguyén
07 | nhan hu hong cua trang thiét bi thuc hanh | QT.THTN.01/BM.07 5 nam
thi nghiém
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LICH SU THAY POI
STT Lanban | Ngay ban Trang sira doi Noi dung/ Vi tri thay doi

hanh

hanh




MAU GIAY PE NGHI CAP VAT TU TIEU HAO PHUC VU

THU'C HANH THi NGHIEM
i , NAM HQC

Ma hiéu:

QT.THTN.01/BM.01
LAn ban hanh: 1

Kinh trinh :

Ho va tén ngudi dé nghi:
Pon vi: T6 Thuc hanh
Ly do: Phuc vu THTN hoc phén

- Ban Giam hiéu;
- Phong Ké hoach - Tai chinh

Tai phong THTN: ..., Kyhigu: ...l

S 16p:

(1)

S6 nhom/ 16p:

2

Tong s6 nhém:

3)

Can ¢t vao PMKTKT d3 diéu chinh nam hoc 20... - 20... ; Can ¢t ban du trt VTHC nam hoc 20.... - 20.....d3 dugc Nha truong phé duyét. Kinh
dé nghi Nha trudng cip vat tu tiéu hao, hoa chit theo danh muc dudi day:

Ky hiéu; cong S8 lwgng

STT | Tén VIHC | thirc héa hoe | DVT | 3| Quy cich | sLtheo |TOM92 | g Anbs| kETC | Thee | ., | GM
Xt PM/nhém ky tai . N Con thiéu | chu

(CTHH) bM sung duyét | nhan

PTN
_ (13)=(11)- _
@) ®) ©6) ™ | ® ©) (10) An=a0x@)[ (12 12) (14) as) | a6=14)-15) | a7
) Ngh¢ An, ngay ~ thang ~ nam .........
CB PHU TRACH KHO TRUNG TAM THTN TO TRUONG NGUOI DE N GHI
PHONG KHTC BAN GIAM HIEU




MAU GIAY PE NGHI CAP CONG CU DUNG CU PHUC VU THUC HANH THI

Ma hi¢u: QT.THTN.01/BM.02

NGHIEM A o
HOCKI e, ,NAM HOC ...oevnn... Lan ban hanh: 1
Kinh trinh : - Ban Giam hiéu;
- Phong K& hoach - Tai chinh
Ho va t8n ngudi d& nghi: ...
Pon vi: Té Thuc hanh .................. - Trung tam THTN
Ly do : Phuc vu THTN, str dung chung cho cic hoc phan THTN.
Tai phong THTN: ........................ Kyhiéu:....................
STT Tén HP Mé HP 6 Iop N n[hom/ Tong 50
lop nhom

Cin ctr vao PMKTKT d3 diéu chinh nim hoc 20... - 20... ; Can ¢ ban Dy trit CCDC thuc hanh thi nghi¢m nam hoc 20.... - 20.....da
duoc Nha truong phé duyét. Kinh dé nghi Nha truong cap CCDC thyc hanh thi nghiém theo danh muyc dudi day:

S6 lwgng
STT Tén CCDC PVT | Xuit xit | Quy cach j SL theo | Ton tai | SL cAn bd | KHTC | Thue . .. | Ghichi
PM/nhom PM PTN sung duyét nhén Con thieu
_ 12)=(10)-
(O] @) (©)] @ ® (6 (Y] & [O=(M-® | ao) an an a3)
Ghi chu
1 CCDC sir dung chung cho cdc hoc phan. Chi ké khai CCDC ¢ hoc phan nao cé dinh mirc cao nhit.
Nghé An, ngay  thang nam .........
CB PHU TRACH KHO TRUNG TAM THTN TO TRUONG NGUOI PE NGHI
PHONG KHTC BAN GIAM HIEU




MAU GIAY PE NGHI CAP TRANG THIET BI PHUC VU
THUC HANH THi NGHIEM
HOCKY ............. ,NAM HOC ................

Ma hi¢u: QT.THTN.01/BM.03

Lén ban hanh: 1

Kinh trinh:

Ho va tén nguoi dé nghi: .....

Don vi: Té Thuc hanh

- Ban Giam hiéu;
- Phong K& hoach - Tai chinh

........ - Trung tdam THTN

Ly do : Phyc vu THTN, sir dung chung cho cac hoc phén.

Tai phong thi nghiém: ........................ Kyhiu: oo
N
STT Tén HP MaHP | Sélép | nhom/ | "T85
lop nhém

Can ¢t vao PMKTKT d3 diéu chinh nim hoc 20... - 20... ; Can ct ban dy tri trang thiét bi THTN ndm hoc 20.... - 20.....d3 duoc

Nha truong phé duyét. Kinh dé nghi Nha truong cip trang thiét bi THTN theo danh muc duéi day:

S6 lwong
STT | Tén trang thiét bi THTN | PVT | Xuétxit | Quy cdch | SL theo | Tén tai | SL cinbé | KHTC | Thwe o Ghi chi
bM PTN sung duyét nhin Con thiéu
) o) | @ | o © | o [ereon| o | a TR a3
CB PHU TRACH KHO TRUNG TAM THTN TO TRUONG NGUOI PE NGHI
PHONG KHTC BAN GIAM HIEU




BO GIAO DUC VADAOTAO ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC VINH DPoc 1ap - Tu do - Hanh phuc

Nghé An, ngay thang nam 20

GIAY TIEP NHAN VAT TU, CONG CU DUNG CV,
TRANG THIET BI THU'C HANH THi NGHIEM

Ho va t€n nguroi tEP NNAN: .....ooiiiiiieieee et e e e

101 130T LR
LY dO 8P MNAN: ¢
STT Mi hang | Tén hang PVT S6 lwong Ghi cha
XAC NHAN CAC BEN LIEN QUAN
NGUOI TIEP NHAN NGUOI BAN GIAO

(Ky, ghi ro ho va tén) (Ky, ghi ro ho va tén)

QT.THTN.01/BM.04




MAU NHAT KY PHONG THU'C HANH THi NGHIEM

Ma hiéu: QT.THTN.01/BM.05

LAn ban hanh: 1

Thi/ngay/thang/

nam

Tiét

Noi dung thue
hanh thi nghiém
(Tén l6p THTN;

Tén bai THTN...)

S6 SV ¢
mat/
S6 SV
theo danh
sach

Tinh trang vat tw, cong cu dung

cu, trang thiét bi THTN...

Xéc nhan cac bén lién quan

(Ky, ghi ro ho va tén)

Ban giao truéc
THTN

Ban giao sau
THTN

Giing
vién/Gido vién
hwéng din
THN

Can b0 phu
trach phong
THTN

Dai dién

nguoi hoe

tham gia
THTN

Ghi chu




MAU BIEN BAN PIEU CHINH PINH MUC KINH TE KY THUAT

Ma hi¢u: QT.THTN.01/BM.06

LAan ban hanh: 1

Tén hoc phAn THTN: ....eeeiiiiie e,

ME ROC PRAN: ..o

CBHD Liiiiiiiiiiieeceeee Nganh:...........oooooiiinn. Khoa/Vién:........coooiiiiiiiiiiiiin

CBHD Liiiiiiiiieeeeee Nganh:..........coooooiiinen. Khoa/Vién:........cooeiiiiiiiiiiii

Céan b phu trach phong THTN: ..o,
TT Danh muc didu chinh M3 vit tw pv Xuitxt | Quy cich SL;:;":;ITI 931 S1, didu chinh | SL Chénh léch | Ly do didu chinh Ghi chii
(1) 2) 3) ) (5) (6) (7) (8) ) (10) (11)

Bai 1:.....

Bai 2:.............

Trong do:

1. D6i véi 1 hoc phan c6 nhiéu CBHD thi:

+) Chi ghi tén CBHD truc tiép diéu chinh Binh mitc KTKT;

+) Trieong hop ¢é nhiéu CBHD diéu chinh Dinh mirc, thi CBHD c6 thé ky trire tiép vao phan ghi chii, twong img véi danh muc diéu chinh;
2. Bién ban duwoc ldp va heu tai cac phong THTN ciia Trung tam THTN (gom 02 ban, trong dé 01 ban dwoc ding lam can cir diéu chinh Binh mirc KTKT;: 01 ban dwoc heu tai cdae phong THIN)

TRUONG BQ MON (KHOA/VIEN)

TRUNG TAM THTN

GIANG VIEN HUONG DAN THTN

Nghé An, ngay thang

NGUOI TONG HQP

HOI PONG KH&DPT (KHOA/VIEN)

nam




BO GIAO DUC VADAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC VINH DPoc 1ap - Tu do - Hanh phic

Nghé An, ngay thang nam 20
BIEN BAN XAC NHAN

Tinh trang, nguyén nhin hu héng cia trang thiét bi
thuc hanh thi nghiém

Thoi gian (thi/ngay/thAng/MaAm): .......coeeiviieiiieieeee e e
Tai phong THTN/ky hi€u phong THTN: ......ooooiiiiiiiieeee e
TN h0C PRAN THTN: ..ot e
TEN DAT THTIN: ...ttt st sttt ettt et e

IVLA A SAI: et e e e et a et aaa—_

MG ta tinh trang Trang thiét bi THTN hur RONG ........co.ovvvvvieieeeeeeeeeeeeeee e,

Luu y: Mdu bién ban can dwoc Idp kip thoi ngay sau khi két thiic buéi THTN.

XAC NHAN CAC BEN LIEN QUAN

CAN BQ HUONG DAN THTN CAN BQ PHU TRACH PHONG THTN

TO TRUONG TO THTN PAI DIEN NGUOI HQC

QT.THTN.01/BM.07





