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Gidm a6c Cong ~ Thadt nuac va xu If; marc thai Da Nang)

Chuong I
NHUNG QUY DINH

Di~u 1.Clnrc nang, nhiem vu cua cong ty
1. Chirc nang
a) Quan ly, van hanh va bao duong toan bl) h~ thong thoat mroc do thi,
b) Quan ly, van hanh h~ thong thu gom, cac tram xu ly mroc thai duoc UBND

thanh ph6 giao.
2. Nhiem vu
a) Quan ly, khai thac va van hanh toan bl) h~ thong thoat nuoc do thi, h~ thong

thu gom, cac tram xu ly mroc thai;
b) Thirc hien cong tac bao duong thiet bi, may mac dam bao h~ thong xu ly nuoc

thai van hanh an toan, lien tuc;
c) Xay dung k~ hoach, duy tu sua chua, nao vet muong, cong dam bao h~ th6ng

thoat nuac do thi phat huy hi~u qua thoat nuac;
d) Kiem tra ng~p ling, t6 chuc khai thong thoat nuac khi co mua; d~ xu~t cac ca

quan co th~m quy~n giai phap kh~c phl)c tinh trl;lngng~p ung;
e) Quan ly, xu ly 0 nhi~m, tl;locanh quan kenh, muang thoat nuac, h6 di~u ti~t;
f) Quan tr~c, phan tich, danh gia ch~t luqng nuac thai va moi trucmg khong khi

xung quanh cac trl;lmxu ly nuac thai;
g) D~ xu~t cac ca quan co th~m quy~n xem xet, c~p phep d~u n6i h~ th6ng xa

nuac thai cua cac t6 chuc, hI) gia dinh vao h~ th6ng thoat nuac do thi;
h) Huang d~n vi~c su dl,lng cong trinh thoat nuac do thi phu hqp vai yeu c~u ky

thu~t, kiem tra phat hi~n va d~ xu~t ca quan co th~m quy~n xu ly cac hanh vi xam phl;lm
d~n h~ th6ng thoat nuac;

i) Th\fc hi~n cac dich vl,llien quan d~n lTnhV\fC thoat nuac va xu ly nuac thai;
k) Tu v~n khao sat, thi~t k~,giam sat, quan ly d\I an d~u tu cac cong trinh thoat

nuac va xu ly nuac thai;
1) Nghien cuu, ung dl)ng khoa hoc cong nghe trong 11nhV\fCthoat nuac va xu ly

nuac thai;
m) Quan ly sir dl,lng bien ch~, lao dl)ng, tai san, tai chinh theo dung quy dinh hi~n

hanh cua Nha nuac;
n) Th\fc hi~n cac nhi~m Vl,l khac do UBND thanh ph6 va Giam d6c Sa Xay d\Ing

glao.
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f)i~u 2. BQ may tA chirc cong ty
BQ may t6 chirc cua cong ty gom Ban giam d6c, 05 phong nghiep vu, 07 dan vi

true thuoc nhir sau:
1. Phong T6 chirc - Hanh chinh
2. Phong Tai chinh - K~ toan
3. Phong K~ hoach
4. Phong Ky thuat
5. Phong Cong nghe moi tnrong nuoc thai
6. Tram xu ly mroc thai Hoa Cirong
7. Tram xu ly mroc thai Phu LQc
8. Tram xu ly mroc thai Ngu Hanh San
9. Tram xu ly nuoc thai San Tra
10. Tram Thoat mroc Hoa Xuan
11. DQiQuan ly duy tu
12. XUOng co khi

Chuong II
NGUYEN TAc QUAN LY, TRAcH NHI~M vA MOl QUAN H~ CONG

TAc CVA BAN GIAM DOC
f)i~u 3. Nguyen t~c quan Iy
1. Cong ty chiu trach nhiem v~ hieu qua hoat dong thea phuong thirc hach toan doc

lap, chap hanh moi chinh sach, ch€ dQ cua Nha mroc, dam bao loi ich t~p th~ va cua
nguoi lao dQng.

2. Cong ty quan Iy thea ch€ dQmQtThu truang tren nguyen t~c t~p trung, dan chu.
Giam d6c Cong ty Hlnhd~o, quan Iy chung mQi ho~t dQng va cong tac cua Cong ty thvc
hi~n nhi~m Vl},quy~n h~n cua minh thea quy dinh cua phap lu~t, chiu trach nhi~m truac
Uy ban nhan dan thanh ph6, Sa Xay dlJng v~ tofm bQ cong vi~c thuQc chuc nang, th§m
quy~n cua minh, k€ ca khi phan cong, uy quy~n cho cac Ph6 giam d6c ho~c tlY quy~n
cho cac Truang phong, truang dan vi trlJCthuQc Cong ty.

3. Cac Ph6 giam d6c giup Giam d6c chi d~o nhung lTnhVlJCcong tac cua Cong ty
do Giam d6c phan cong va chiu trach nhi~m truac Giam d6c v~ 11nhVl,l'Ccong tac duqc
glao.

4. Truang, ph6 cac phong, cac dan vi tn,rc thuQc c6 trach nhi~m tham muu, giup
vi~c cho Ban giam d6c Cong ty va chi d~o t6 chuc thlJc hi~n cac chuc nang, nhi~m V~l

duqc giao; chiu trach nhi~m truac Giam d6c va Ph6 giam d6c phl} trach v~ mQi cong
vi~c cua phong, dan vi va cac cong vi~c duqc uy quy~n giai quy~t.

5. Trong chi d~o, di~u hanh cong vi~c, Ban gi{uTId6c Cong ty va lanh d(;lOcac
phong, dan vi tn,rc thuQc phai thlJc hi~n nguyen t~c t~p trung dan ch6, ch~ dQth6 truang;
d6ng thai phat huy tinh th~n chu dQng, tinh sang t~o, y thuc trach nhi~m ca nhan cua
tung vien chuc, nguai lao dQng; dam bao tr~t tlJ, ky cuang cua Cong ty.

6. Cong ty c6 t6 chuc Dang d€ tri€n khai thlJc hi~n duang 16i, chu truang, chinh
sach cua Dang, cac dp, lanh d~o ho~t dQng cong tac thea dung quy dinh cua Ban bi thu,
c6 t6 chuc Cong doan, Doan thanh nien tham gia cac ho~t dQng cua Cong ty.
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Di~u 4. Ch~ dQ lam vi~c, trach nhiem va mBi quan h~ cdng tac cua Ban giarn
dBc Cdng ty

1. Ban Giam d6c Cong ty lam viec thea nguyen t~c t~p trung dan chu va thea quy
che hoat dong cua Cong ty.

2. Giam d6c la nguoi dung d~u Cong ty, chiu trach nhiem chung va toan dien tnroc
Uy ban nhan dan thanh phc, Sa Xay dung va truce phap luat v~ toan bQheat dQng cua
Cong ty v~ viec thuc hien chirc nang nhiem vu, quyen han duoc giao.

- Giam d6c Cong ty phan cong cong viec cho cac Ph6 Giam d6c thuc hien mot s6
cong viec cu th~ thea quy dinh cua phap luat.

- Truong hop Giarn d6c Cong ty di vang thi c6 trach nhiern uy quy~n bfuIg van bim
cho Ph6 Giam d6c Cong ty thl,l'chi~n nhiem vv thea quy dinh.

3. Cac Ph6 Giam d6c la nguai giup Giam d6c Cong ty trong cong tac qmin ly di~u
hanh cac ho?t dQng Cong ty va chiu trach nhi~m truac Giam d6c Cong ty va truac phap
lu~t v€ nhi~m V\l duqc phan congo

- Cac Ph6 Giam d6c duqc Giam d6c phan cong ph\l trach mQt s6 IInh Vl)"C va mQt
s6 phong chuyen mon, duqc quy~n su dvng quy~n cua Giam d6c, nhan danh Giam d6c
khi giai quy~t cac cong vi~c thuQc IInh VlJC duqc phan cong va chiu trach nhi~m truac
Giam d6c va trucYcphap lu~t v~ nhung quy~t dinh cua minh.

- Trang ph?m vi nhi~m V\l, quy€n h?ll duqc phan cong, Ph6 Giam d6c chu dQng
chi d?o xu ly cong vi~c, ph6i hqp vai cac phong chuyen mon Sa Xay dlJng, UBND
phucmg xa, qu~n huy~n va cac ca quan khac d~ xu ly cac v~n d~ lien quan d~n nhi~m vv
giao; chju trach nhi~m truac Giam d6c Cong ty v~ ch~t luqng va ti~n dQ hoan thanh
nhi~m V\l; cac v~n d€ Ian quan trQng, nh?y cam thi Ph6 Giam d6c phai xin y ki~n chi
d?o cua Giam d6c.

- Trong qua trinh thlJc hi~n nhi~m V\l n~u c6 v~n d~ lien quan d~n IInh Vl)"C do cac
Ph6 Giam d6c khac phv trach thi cac Ph6 Giam d6c chu dQng ph6i hqp cung nhau giai
quy~t. Truang hqp cac Ph6 Giam d6c c6 y ki~n khac nhau thi Ph6 Giam d6c dang phV
trach giai quy~t cong vi~c d6 bao cao vai Giam d6c xem xet, quy~t dinh.

- Truang hqp Ph6 Giam d6c di hQc t~p trung toan thai gian ho~c di cong tac dai
ngay thi Ban Giam d6c hQP phan cong va giao nhi~m V\l d6 l?i cho Giam d6c va Ph6
Giam d6c khac dam nh~n.

- Truang hqp Ph6 Giam d6c di hQPd9t xu~t rna van ban cAnkY gui g~p thi bao cao
vai Giam d6c giili quy~t.

4. MQt s6 nQi dung cong vi~c thao lu~ va thong qua y ki~n cua Ban Giam d6c
Cong ty:

a) Cac chu truang, giai phap Ian thlJc hi~n k~ ho~ch, chi tieu, nhi~l11V\l cua thanh
ph6, cua Sa Xay dlJng.

b) 8€ an v~ s~p x~p t6 chuc, bQmay cua Cong ty.
c) Quy ho~ch can bQ lanh d~o, quan ly cua Cong ty.
d) Bao cao sa, t6ng k~t tinh hinh ho~t dQng cua Cong ty.
e) Chuang trinh cong tac va phan cong nhi~m V\l.
f) B6 nhi~m, di~u dQng, luan chuy~n, khen thuang, ky lu~t; k~t lu~n nhung V\l vi~c

khi~u n~i, t6 cao c6 lien quan d~n nguai lao dQng.
g) Nhung v~n d€ khac rna Giam d6c Cong ty th~y dn thi~t phai l~y y ki~n Ban

Giam d6c.
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5. ChS de>h9P trong Ban Giam d6c: Dinh ky hang thang hoac de>txuat, Ban Gitlin
d6c C6ng ty h9P d€ trien khai cong tac chi dao di~u hanh, Phan cong Truong phong T6
chirc - Hanh chinh lam thu Icy, ghi bien ban h9P va thong bao ket luan cua Giarn d6c tai
cac phong, don vi tnrc thuoc d€ biet va tlurc hien.

Di~u 5. Ch~ <li)lam vi~c, trach nhiern va mai quail h~ cong tac ciia Giarn <lac
1. Giam d6c C6ng ty phu trach chung va chiu trach nhiern truce UBND thanh pho,

Sa Xay dung v~ toan be>hoat dong c6ng tac thoat mroc, xu Iy nuoc thai, moi tnrong tren
dia ban thanh pho trong pham vi duoc giao thea phan cap quan ly va cac mat hoat dong
khac cua c6ng ty thea quy dinh cua phap lu~t;

2. Giam d6c C6ng ty co quy~n hi;lnva trach nhi~m:
a) Chi di;lOc6ng tac: t6 chuc nhan S\I, xay d\Ing kS hOi;lChsan xu~t, tai chinh, d§u

tu, d~u th§u, mua s~m trang thi€t bi; ti€p dan giai quySt khi€u ni;lit6 cao;
b) Chu tich He>id6ng: Thi dua khen thuang, ky lu~t, nang b~c luong, ki€m ke tai

san; an ninh qu6c phong; sang kiSn cai tiSn ky thu~t;
c) Th\Ic hi~n nhi~m V\l la nguai phat ng6n cua C6ng ty thea quy dinh cua phap

lu~t.
d) Giam d6c tr\Ic ti€p ky cac van ban thea lInh V\ICduqc phan c6ng ph\! trach va

nhung van ban v~ chu truang Ian gui He>id6ng nhan dan thanh ph6, UBND thanh ph6,
Sa Xay d\Ing.

e) Ky cac h6 sa dlJ toan, quy€t tmin; hqp d6ng kinh t€; hqp d6ng giao khoan; hqp
d6ng lao dQng; lien doanh lien k€t.

f) Ky quy€t dinh c6ng tac nhan S\I, ca cftu t6 chilc cac phong, dan vi thuQc c6ng ty
thea phan cftp quan ly cua UBND thanh ph6.

3. M6i quan h~ c6ng tac giua Giam d6e va cftp uy dang be>C6ng ty
a) M6i quan h¢ giua Dang be>C6ng ty va Giam d6c C6ng ty la quan h~ ph6i hqp,

bao dam va ti;lodi~u ki~n d€ cling th\Ic hi~n trach nhi~m, quy~n hi;lnduqe giao; c~p uy
dang be>thuOng xuyen phan anh vai Giam d6c y ki€n eua dang vien, qu§n ehlll1gv~ vi~c
th\Ic hi~n cac nhi~m V\lva chinh sach, ch€ de>trong C6ng ty.

b) Dinh ky 6 thang, 0 I nam, vao dip Di;lihOi Dang be>ho~e de>txu~t khi co yeu du,
Giam d6c C6ng ty bao eao vai cftp uy dang be>ho~e di;lihOi v~ tinh hinh th\Ie hi~n cac
m~t e6ng tae va nhung ehu truang, nhi~m V\l s~p tai eua C6ng ty; cftp uy ho~c dang be>
thao lu~n, ra nghi quy€t v~ nhung v~n d~ lan, quan tr9ng va lanh di;lOdang vien, qu§n
chung trong C6ng ty, dan vi th\IChi~n.

c) Giam d6e C6ng ty l~y Y kiSn e~p uy dang be>truac khi xem xet, quy€t dinh cae
v~n d~:

- Ki~n toan t6 chilc, s~p x€p bQmay eua C6ng ty.
- Quy hOi;lCh,kS hOi;lChdao ti;lo,b6i du5ng can be>va nh~ xet, danh gia, b6 nhi¢m,

mi~n nhi~m, di€u dOng, luan chuy€n, khen thuang, ky lu~t. .. d6i vai can bOthue>cth§m
quy~n quan ly cua C6ng ty.

Di~u 6. Ch~ <li)lam vi~c, tdch nhi~m clla cac Pho Giam <lac
1. Cac Pho Giam d6c duqc Giam d6c C6ng ty giao ph\l trach tung Hnh VI,fCc6ng

tac e\l th€ va chiu traeh nhi~m truae Giam d6e C6ng ty v~ lInh V\ICc6ng tac Quqc giao
thea quYStdinh phan c6ng nhi~m V\ltrong Ban Giam d6c C6ng ty.

2. Cae Pho Giam d6c C6ng ty co quy~n hi;lnva tnich nhi~m:
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a) Giup Giam d6c Cong ty phu trach cac linh vue cong tac thea SlJ phan cong
nhiern VI,1,thay m~t Giam d6c giai quyet CI,1th€ cac cong viec duoc phan cong, dam bao
thuc hien duong 16i, chinh sach cua Dang, phap lu~t cua Nha mroc va chiu trach nhiem
v~ cac quyct dinh cua minh.

b) Chi dao cac phong, dan vi tnrc thuoc xay dung k€ hoach phat trien, co ch€,
chinh sach; d~ xuat nhtrng yin d~ cfrn sua d6i, b6 sung co ch€ chinh sach lien quan den
linh VlJCCong ty phu trach va quyen, lei ich cua nguoi lao dong thuoc pharn vi trach
nhiern duoc phan congo

c) Ki€m tra, don d6c cac phong, dan vi tnrc thuoc trong viec t6 chirc thirc hi~n cac
quy€t dinh CllaUBND, cua Sa Xay dVng; cac chu truang, chinh sach phap lu~t.

d) Ph6 Giam d6c pl1l,1trach lTnhVlJCcong tac chuyen mon nao se chiu trach nhi~m
thea doi, t6ng hqp, huang d~n, chi d~o v~ chuyen man d6 va bao cao Giam d6c.

e) Ngoai cac nhi~m VI,1CI,1th€ duQ'cphan cong, cac Ph6 Giam d6c c6 trach nhi~m
tham gia quan ly ho~t dQng chung cua Cong ty khi Giam d6c giao nhi~m VI,l. .

f) Cac Ph6 Giam d6c bao cao k€t qua cong tac cua minh t~i cUQchQP Clla Ban
Giam d6c ho~c sau khi hoan thanh nhi~m VI,l duQ'cphan congo

Di~u 7. Quan h~ cong tac gifra Ban giam oBc Cong ty VOl cac phong, oo'n vi
1. Ban giam d6c Cong ty chi d~o, di~u hanh ho~t dQng cua cac phong, dan vi can

ClIvao chuc nang, nhi~m VI,l cua cac phong, dan vi va thea k€ ho~ch cong tac, lich lam
vi~c.

2. Giam d6c, Ph6 giam d6c phl,1trach phong nao thi quy€t dinh, giai quy€t cong
vi~c thuQc ITnhV\1CduQ'cphan cong tren cO' sa lam vi~c trlJc ti€p vai vai lanh d~o phong
d6 ho~c can cil vao h6 So', cong van gui, trinh cua phong.

3. Giam d6c, Ph6 giam d6c dinh ky lam vi~c vai cac phong duQ'c phan cong phl,1
trach it nhit 01 lfuvthang.

4. Hang thang, tru6'ng phong c6 trach nhi~m c~p nh~t, bao cao Hinh d~o ph\! trach
v~ k€t qua va k€ hO(,lchho~t dQng cua phong minh thong qua di~n tho(,li,email ho~c trvc
tiep.

ChU'oongIII
CHUC NANG, NHI:E:MVl), QUYEN H~N vA MDI QUAN H:E:CONG TAc CVA

cAc PHONG NGHI~P Vl), cAc DON VI TRVC THUOC
Di~u 8. Nhi~m V\l chung cua cac phong nghi~p v\I, cac Goonvi tr\l'C thuQc
a) Tham muu giup vi~c cho Ban giam d6c Cong ty trong nhung IInh VlJCdo

phong, dan vi dam nhi~m phl,1trach.
b) Chiu trach nhi~m v~ mQi ho~t dQng tham muu, d~ xuit, so~n thao cac van ban

d~u phai ky truac khi trinh Ban giam d6c.
c) Cac Tru6'ng phong duQ'c cung dp va quan ly s6 li~u, tai li~u, h6 So'luu tru d€

phl,1cVI,1cong tac cua phong phl,1trach thea quy dinh quan Iy h6 So'cua Nha nuac hi~n
hanh.

d) Chu dong di~u dong, b6 tri, phan cong nhan SlJ trong phong, dan vi hqp ly,
tinh gQn, hi~u qua, th\1c hi~n t6t chilc nang, nhi~m VI,1cua phong, cua dan vi·

e) D~ xuit cac giai phap cai ti€n, sang ki€n trong lInh V\1Cduqc giao thea chuc
nang nhi~m VI,1nh~m dem l~i hi~u qua cao nhit cho dan vi·

f) Khong duqc dua tai li~u, thong tin, tinh hinh noi bO cong ty ra ngoai khi chua
co y ki€n chi d~o cua Lanh d~o Cong ty.
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g) Quan h~ chat che voi cac co quan chuyen nganh d€ hoan thanh nhiem vu duoc
giao,

Di~u 9. Trach nhiem, quyen han cua cac Trufmg phong, Truong don vi

1. Tn1ch nhiem
a) Chiu trach nhiem truce Lanh dao Cong ty v~ moi hoat dong cua phong, dan vi

minh phu trach,
b) C6 trach nhiern phan cong nhiern vu cu th~ cho CBCVN trong phong, dan vi

minh phu trach.
c) C6 trach nhiern bao cao cong viec cua phong, dan vi minh cho Ban Giam d6c

Cong ty trong cuoc hQP giao ban hang thang hoac khi Ban Giarn d6c yeu cau.
2. Quyen han
a) Diroc quyen kY van ban d~ xufit xu 19 cong viec lien quan d~n nhiem vu cu th~

cua phong, dan vi.
b) Nhan xet, danh gia, kiem diem, x~p loai thi dua khen thuong CBCVN trong

ph6ng, dan vi minh phl,l trach.
c) Duqc quy~n cho nhan vien cua ph6ng, dan' vi minh quan 19 nghi vi~c 01 ngay

(khong lurifng llfung), tfit ca cac trucmg hqp 02 ngay tra len phai bao cao Lanh d~o
Cong ty.

c) Thanh vien trong HQi d6ng thi dua khen thuang, thanh vien trong HQi d6ng ky
lu~t n~u c6 nguai lao dQng ph6ng minh quan 19 bi vi ph~m ky lu~t;

d) Cac quy~n h~n khac thea uy quy~n clla Giam d6c Cong ty.
Di~u 10. Trach nhi~m, quy~n h~n clla cac pho trU'(rng phong va pho trU'o'ng

dO'n vi tn,l'c thuQc
1. Ph6 truang ph6ng, ph6 truang dan vi tn,rc thuQc c6 trach nhi~m giup Truang

ph6ng, Truang dan vi thl,1'chi~n nhi~m Vl,lduqc Ban Giam d6c giao. Nhfrng vfin d~ vuqt
thAm quy~n phai xin 9 ki~n cua Truang ph6ng, truang dan vi; thay m~t Truang ph6ng,
Truang dan vi giai quy~t cong vi~c khi duqc phan cong, uy quy~n·.

2. Ph6 truang ph6ng, ph6 truang dan vi duqc Truang ph6ng, truang dan vi phan
cong phl,l trach mQt s6 nQi dung, cong tac Cl,lth€ clla ph6ng, dan vi; chiu trach nhi~m
truac Truang ph6ng, Truang dan vi va Ban Giam d6c Cong ty v~ cac nQi dung, cong
vi~c duqc giao phl,l trach.

3. Ph6 truang ph6ng, ph6 truang dan vi c6 trach nhi~m chi d~o, don d6c, huang
d~n can bQ, nhan vien duai quySn thl,1'chi~n nhi~m V\l duqc giao. Thuang xuyen, dinh
ky bao cao Truang ph6ng, Truang dan vi k~t qua thl,1'chi~n nhi~m Vl,lduqc giao.

Di~u 11. Philn cong chuc nang, nhi~m V\l C\l th~ clla cac phong

1. Phong T6 chu'c - Himh chinh
a) Chuc nang
_Tham muu cho lanh d~o cong ty v~ t6 chuc thl,1'chi~n cong vi~c tren mQt s6 lTnh

VI,1'Ct6 chuc nhan SI,1',b6 tri nhan Il,1'c,cong tac van thu, luu trfr, h6 So' 19 Itch, bao h9 lao
dQng, cong tac dao t~o, suc kh6e cua nguai lao dQng.

- Ki~m tra, don d6c thl,1'chi~n nQi quy, quy ch~.

b) Nhi~m Vl,l_De xufit phuang an quy ho~ch can bQ, cong tac can bQ ngu6n, d~ b~t, b6 nhi~m,
mi~n nhi~m, tuy€n dl,lng, luan chuy€n, b6 tri nhan sl,1',chuy~n vi tri cong tac;
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- Thanh toan cac khoan ch~ dO chinh sach cho nguoi lao dong, t6ng hop, lam
luang hang thang va cac khoan thuong, thu nhap;

- Quan I;' hop d6ng lao dong, h6 sal;' lich vien chirc, nguoi lao dong, BHXH va
BHYT;

- Theo doi, t6ng hop cong tac thi dua, khen thuong, ky luat, x~p loai vien chirc,
nguoi lao dong;

- Bao cao tong k~t cong tac thi dua, khen thuong, thirc hien quy che, phap luat
cho cac Co'quan c§p tren;

- Ti~p nhan, trinh ky phat hanh, luu tru cong van;
- Quan I;', thea doi cong tac phong chay chua chay, v~ sinh moi tnrong, cong tac

an toan lao dong, trang bi bao ho lao dong, c&pphat d6ng phuc;
- Xay dung k~ hoach dao tao, b6i dtrong nghiep vu chuyen mon;
- Lap k~ hoach huang d§n t6 chirc thi nang b~c cho CNVC-LD;
- Xay d\Ing noi quy, quy ch~ Cong ty va ph6 bi~n d~n cac dan vi tn,rc thuoc;
- Ph6i hqp vai phong Tai chinh - K~ toan d€ xu&t cac khoan chi, ch~ dO chinh

sach cho CNVC-LD;
- T6 chuc hOinghi, hOi h<;>p,cac bu6i t<;>adam, sinh hOi;lt,g~p m~t;
- Quan I;' van phong lam vi~c, may m6c, thi~t bi van phong cong ty, xe con phvc

vv cong tac;
- Bao quan va SlrdVng con d&uthea quy dinh cua Nha nuac;
- B6 tri nhan vien phvc vv, ti~p khach khi d~n lam vi~c vai Cong ty;
- Quan I;' T6 mot clra, th6a thu~n d&un6i nuac thai;
- Quan I;' Trang thong tin di~n tu cua Cong ty;
- Quan 1;' kho lUll tru van tIm, h6 So'cong vi~c phvc vv cong tac khai thac tai li~u;
- Quan I;' vi~c ch&phanh gia gi&clam vi~c d6i vai nhan vien kh6i van phong;
- Bao v~ van phong, ti;lPvv, v~ sinh van phong lam vi~c.
2. Phong Tai chinh - K~ toan
a) Chuc nang
- Tham muu cho Giam d6c trong vi~c t6 chuc, chi di;lOth\Ic hi¢n toan bOcong tac

tai chinh, k~ toan, th6ng ke va hi;lchtoan kinh t~ cua Cong ty.
- Chu tri hOi;lChdinh va ki~m soM tai chinh cua Cong ty.
b) Nhi~m vv
- Phan anh va ki€m tra tinh hinh v~n dong cua cac 10i;litai san, qua trinh va k~t

qua hOi;ltdong san xu&t- kinh doanh, tinh hinh SlrdVng v6n cua Cong ty;
- Thu th~p xu 1;' thong tin, s6 li~u k~ toan, noi dung cong vi~c k~ toan thea chu~n

ml,rcv€ ch~ dOk~ toan;
- Theo d5i tinh hinh luan chuy€n, Slr dvng tai san, v~t tu Cong ty, k~ hOi;lChthu,

chi tai chinh;
- Xay d\Ing, huang d§n, cac ch€ do k€ toan d~n cac dan vi thea dung quy dinh

hi~n hanh;
- T6 chuc quySt toan Uli chinh thea dinh ky vai Co'quan huu quan thea quy dinh

cua Nha nuac;
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_ Lap bao cao k~ toan thea ch~ dQ quy dinh voi co quan htru quan hoac thea yeu
d.u dQt xuat cua giarn d6c Cong ty;

_ Chu tri phoi hop voi cac phong chuyen mon xay dung cac hoat dong va dieu
ph6i kinh phi kip thai hQ'P ly phu hQ'Pvoi nhiem vu cua dan vi;

_ Tham gia darn phan ky k~t hQ'Pd6ng kinh t~, lam thu tuc thanh toan va thea doi
tinh hinh thanh toan, thanh ly hop d6ng;

_ Don d6c cac dan vi, cac phong chuyen men thanh toan cac khoan tarn irng
quyet toan von cong trinh, thu h6i cong no;

- Luu tnt tai lieu k~ toan thea quy dinh cua Nha mroc;
_Thuc hien mot s6 nhiem vu khac thea su phan cong cua Ban Giam d6c.

3. Phong K~ hoach
a) Chuc nang
Tham mUll cho Ban Giam d6c Cong ty trong cac lInh vVc:
- Cong tac xay dVng k~ hOI;lChva bao cao th6ng ke.
_ Cong tac thea dei, don d6c, huang d~n cac dan vi tn,rc thuQc thvc hi~n k~

hOI;lCh.
b) Nhi~m V\l
_ Xay dvng k~ hOI;lChsan xu~t kinh doanh h~ng thang, h~ng qui, h~ng nam, k~

hOI;lChdinh huang phat tri€n cua Cong ty bao g6m k~ hOI;lChng~n, trung, dai hl;ln.
_Tfmg hQ'Pk~ hOI;lChcac lTnhVlJCdo cac phong chuyen mon cua Cong ty l~p d€

xay dvng k~ hOI;lChchung cua Cong ty (k~ hOI;lChdAu tu, k~ hOI;lChsua chua thi~t bi xe
may, k~ hOI;lChdao tl;lo,k~ hOI;lChsu d\lng lao dQng, k~ hOI;lChtai chinh ... );

_Chu tri l~p dlJ toan va quy~t toan d~t hang thoat nuac va xu ly nuac thai;
_Chu tri cong tac quan ly v~t tu, don d6c cac dan vi, bQph~n thvc hi~n k~ ho~ch

cung ung cac 10l;liv~t tu, thi~t bi ph\l tung dV phong ph\lc V\lkip thai cac hOl;ltdQng v~
nhi~m Vl) cua dan vi;

_L~p k~ hOI;lChmua s~m cac tai san, thi~t bi va nguyen v~t li~u d.n thi~t, luon s~n
sang cho vi~c v~n hanh va bao du5ng dl;lthi~u qua;

_ SOl;lnthao cac quy~t dinh giao nhi~m Vl) san xu~t thuQc chuc nang nhi~m V\lcua
phong va nhung cong vi~c co lien quan d~n cac bQph~n, dan vi trvc thuQc;

_ Tham muu lanh dl;lOCong ty v~ k:Y k~t hgp d6ng kinh t~, chu tri l~p h6 So' mai
thAu,thu t\lCxet h6 So' thAu, t6 chuc d~u thAu, tham gia d~u thAu;

_Theo dei, ki~m tra, don d6c thvc hi~n k~ hOI;lCh,ti~n dQ thi cong cong trinh, v~n
hanh thoat nuac va xu ly nuac thai, danh gia phan tich giup Giam d6c chi dl;lOdi~u
hanh;

_ T6ng hgp cac y ki~n cua 11inhdl;lOcong ty trong cac cUQchQP giao ban trinh
lanh dl;loCong ty ho~c nguai dugc uy quy~n ky ban hanh va thea d5i don d6c thvc hi~n.
T6ng hQ'Pva vi~t bao cao sa k~t, t6ng k~t nam cua Cong ty;

- Di~u v~n xe, may thi~t bi;
- Thvc hi~n cac cong vi~c khac do Giam d6c phan congo
4. Phong Ky thu~t
a) Chuc nang
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r - Tham rmru cho Lanh dao Cong ty v€ cong tac quan 1yvan hanh bao duong h~
thong thoat mroc va xu ly mroc thai, quan ly chfrt IUQ'ng,khoi hrong cac cong trinh do
Cong ty dam nhiern thi cong;

- Ki€m tra giam sat, huang d~n nghiep V1,lcho cac dan vi true thuoc Cong ty.
b) Nhiem V1,l
- Giam sat, kiem tra, huang d~n cac dan vi true thuoc thuc hien thee dung quy

trinh ky thuat, dam bao chat IUQ'ng;
- Chi dao, giam sat thi cong cong trinh;
- Chu tri cong tac nghiem thu khdi Iuong trong nQi bQCong ty;
- Tham muu xay dung cac tieu chuan, chfrt luong, dinh mire, quy trinh thao tac co

tinh chat nghiep vu d5i voi cac hoat dong cua Cong ty;
- Chu tri l~p h6 sa du toan, quyet toan cac cong trinh do Cong ty thuc hien thea

quy dinh cua Nha nuac;
- Quan 1yky thu~t xe may, thi~t bi va tham gia dinh muc nhien li~u su dt,mg, dan

gia nhan cong, sua chua xe may ph1,lcV1,l cho cac ho;;ttdQng san xufrt cua Cong ty;
- Tham gia nghi~m thu va ti~p nh~n, ki€m tra, luu tru h6 sa hoan cong cong trinh

do cac chu dftu tu ban giao;
- Tham gia cac quy trinh v~n hanh, bao duang va sua chua h~ th5ng thoat nuac

va xu 1ynuac thai; cac quy dinh v€ an toan va bao hQ lao dQng;
- C~p nh~t 1uu tr11cac thong tin v€ cac cong trinh thoat nuac va xu 1ynuac thai;
- Tu vfrn khao sat, thi~t k~, giam sat, quan 1y d\t an dftu tu cac cong trinh thoat

nuac;
- Lam h6 sa th6a thu~n dfrun5i xa thai;
- Nghien cuu, u'ng d1,lngkhoa hoc cong ngh~ trong lInh vvc tho at nuac;
- Th1,l'chi~n cac cong vi~c khac do Giam d5c phan congo
5. Phong Cong ngh~ moi trU'(rng nU'(Ycthai
a) Chuc nang
- Tham muu cho Ban giam d5c C6ng ty trong lInh vvc xu 1ynuac thai, quan 1y

m6i twang, quan 1ychfrt 1uQ'ng,kh5i luqng cac c6ng trinh do Cong ty thi c6ng;
- Ki€m tra, giam sat, huang d~n, nghi~p V1,l cho cac dan vi trl,fCthuQc Cong ty

trong chuc nang, nhi~m V1,lcua phong.
b) Nhi~m V1,l
- L~p ke ho;;tch thee d5i, ki€m tra, giam sat cong tac m6i twang cua h~ th5ng thu

gom va xu 1ynuac thai tren dia ban thanh ph5;
- Nghien cuu, d€ xufrt cae giai phap khie ph1,lcxu 1y 6 nhi~m m6i truang eua h~

th5ng thu gom va xu 1ynuae thai, cae diSm nong 6 nhi~m m6i truang tren dia ban thanh
ph5;

- Theo d5i, danh gia s5 1i~uquan tric moi truang cua cac Tr;;tmxu 1ynuae thai tir
d6 c6 nh11ngd€ xufrt phu hQ'Ptrong c6ng tac v~n himh h~ th5ng;

- Di€u tra ngu6n xa thai cua cae hQgia dinh, cac cO'sa san xUfrt,kinh doanh, djch
V\!,tr1,lsa lam vi~c. Thu th~p, quan 1ys5 1i~ulien quan d~n cong tac m6i truang;

- Chu tri, l~p h6 sa d1,l'toan, quyet toan cac e6ng trinh xu 1y6 nhi~m m6i twang
do C6ng ty thl,fchi~n thee quy dinh cua Nha nuac;

- Chu tri nghi~m thu kh5i 1uqng trong nQi bQCong ty;
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_ Chi dao, giam sat thi cong cong trinh xu 1)' 0 nhiem;
_ Tham gia nghiern thu, ti~p nhan va kiem tra cac chat hrong cac ch~ pham sinh

hoc, thiet bi may moe phan tich ch§.throng moi tnrong;
_L§.ymfruva phan tich cac chi tieu 0 nhiem moi tnrong ruroc va khong khi.
_Tu v§.nkhao sat, thiet k~, giam sat, quan 1)' du an dftu tu, I~p h6 sa bao tri bao

dirong cac thi€t bi may moe va l~p bao cao giam sat cac cong trinh xu 1)'nuoc thai.
_Nghien cuu, irng dung khoa hoc cong nghe trong linh VlJCxu 1)'mrcc thai;
_Thirc hien cac cong viec khac do Lanh dao Cong ty phan congo
Di~u 12. Phan cfmg chirc nang, nhiem vu C\l th~ cua cac don vi true thuQc
1.Cac Tram xii' ly nU'O'cthai, Tr~m Thoat nU'o'c
a) Chuc nang: Quan 1)" bao du5ng h~ th5ng thoat nuac, xu 1)' 0 nhiSm moi

truang, v~n hanh h~ th5ng thu gom, trc;tmxu 1)'nu6c thai tren luu Vl)'CduQ'cphan congo

b) Nhi~m V\l
_ Trl)'c ti€p v~n hfmh, bao duang h~ th5ng xu 1)' nu6c thai thea dung s6 tay v~n

hanh va quy trinh cong ngh~ dugc phe duy~t;
_ Quan 1;' kenh, muang, song, h6, xu 1)' 0 nhiSm moi truong; d~ xu§.t phuang an

tc;tOcanh quan tren kenh, muang, h6 di~u ti€t dugc giao quan 1)';
_Nc;tovet, sua chua muang, c6ng, xu 1)'d§.un5i, cac vi tri t~t nghen, ca du tach

dong, gi€ng tham, h5 ga, kenh dfrn.
_Ki~m tra hc;ttftng thoat nu6c v6i phong Ky thu~t tru6c khi nghi~m thu dua cong

trinh vao su d\lng;
_ Th5ng ke cong tac d§.un5i xa thai clla cac nha hang, khach sc;tn,ca co san xuftt

kinh doanh - dich V\l tren dia ban;
- Dinh ky va thuemg xuyen bao cao cong tac v~n hanh;
_B~ xu§.tcac cong C\l,d\lng C\l,trang thi€t bi ph\lc V\l cho cong tac v~n hanh;
_Thl)'c hi~n cong tac xu 1;' tinh hu5ng kh~n c§.p lien quan d€n lTnhVl)'Cthoat

nuac, xu 1;'nuac thai, moi truang;
_ Thl)'c hi~n cong tac khai thong thoat nu6c khi c6 mua, dinh ky v~ sinh h5 ga,

cua thu nu6c dfun bao thoat nu6c t5t;
_BuQ'c tim ki€m, khai thac va thi cong cac cong trinh ben ngmli va phai bao cao

v6i Lanh dc;toCong ty.
_Tuyen truy~n va ph5i hQ'Pv6i cong d6ng v~ cong tac bao v~ tai san va cac cong

vi~c khac duQ'cGiam d6c Cong ty giao.
2. DQi duy tu
a).Chuc nang: Duy tu, bao du5ng h~ th5ng muang, c5ng, xu 1;' Sl)'c5 thoat nuac.

b) Nhi~m V\l
_ T6 chilc thi <:ongcac cong trinh Cong ty giao khoan va cac cong trinh doi tv

khai thac, dam bao chat lugng, ky thu~t, my thu~t; dung ti€n dO·
_ Dam bao cong tac v~ sinh moi truong, an tofm giao thong, an toan lao dong

trong qua trinh thi cong thea dUng quy dinh CllaNha nu6c.
_Khai thac, thi cong cong trinh thea Sl!phan cftp CllaGiam d5c Cong ty.
_Thl)'c hi~n cong tac nc;tovet, duy tu, bao duang h~ th5ng muang, c5ng; thay dan

va, sua chua h5 ga, cua thu, c5ng hu hong, xu 1)'Sl)'c5 t~t nghen, nu6c thai tran tren m~t
duang.
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- Quan ly, di~u van, bao duong xe may dircc Cong ty giao v~ dan vi dung quy
dinh.

- Cac nhiem vu khac do Giam d6c Cong ty giao.
3. XU'O'ngCO'khi
a) Chirc nang: San xuat, ch€ tao bam, cac thiet bi Co' khi, cac tram bam, cac tram

xu ly mroc thai.
b) Nhiem vu
- Sua chua bam, gia cong, ch€ tao thiet bi Co' khi.
- Quan ly, sir dung xe may, thiet bi cong ty giao hieu qua; d~ xuat sua chua dam

bao thi€t bi luon van hanh t6t.
- Nghien ciru ch€ tao, gia cong cac san pham Co' khi thay th€ cac thiet bi ngoai

nhap.
- Cac nhiem vu khac do Giam d6c Cong ty giao.
Di~u 13. MBi quan h~ cong tac giu'a cac phong, don vi true thuQc Cong ty
1. Quan h~ cong tac gitra cac phong, dan vi tf1:ICthuoc Cong ty la quan h~ ph6i

hqp, huang dfin v~ cong tac chuyen mono Khi Truong phong, Truang dan vi chii tri giai
quy€t nhung cong vi~c thuQc thAm quy~n, n€u vfin d€ c6 lien quan d€n phong, dan vi
khac, thi phai hoi y ki€n cua Truong phong, Truong don vi lien quan. 8€n thai h~n tra
lai, phong, dan vi duQ'choi y ki~n phai tra lai, trong truang hqp kh6 khan c6 th~yeu d.u
gia h~n them thai gian nhung khong dUQ'canh huang d€n ti€n dQ, k€ ho~ch hofm thfmh
cua phong, dan vi chu tri.

2. Trong cac ho~t dQng ph6i hqp lien quan d€n nhi€u phong, dan vi, lanh d~o
Cong ty chi dinh mQt phong ho~c dan vi chu tri lam dftu m6i, tfit ca cac twang phong,
dan vi khac c6 trach nhi~m ph6i hqp, cung cfip thong tin d~ Truang phong, Truong dan
vi d6 xu Iy nh~m dam bao SlJth6ng nhfit trong cong tac chi d~o cua Cong ty.

3. Giai quy€t cong vi~c cua cac dan vi (Tr~m, 8Qi, Xuang) t~i cac phong khong
qua 01 ngay. N€u c6 tra ng~i, kh6 khan khi giai quy€t cong vi~c thi bao cao tnlc ti€p
cho cac Ph6 Giam d6c ph\l trach, Lanh d~o Cong ty d~ giai quy€t thea quy€t dinh philn
cong nhi~m V\l trong Ban Giam d6c Cong ty.

4. Van phong Cong ty c6 trach nhi~m tham muu va giup lanh d~o Cong ty thea
d5i vi~c ph6i hqp cac ho~t dQng cua cac phong, dan vi trong Cong ty; thea d5i, don d6c
cac phong, dan vi th\l'c hi~n nhi~m Vl,l, cong vi~c duQ'cBan Giam d6c Cong ty giao; kip
thai bao cao Ban Giam d6c cac v§.n d€ vuang m~c trong cong tac ph6i hqp ho(lc khong
giai quy€t cong vi~c dung h~n.

Di~u 14. Quan h~ cong tac giu'a cac phong, dO'n vi trong Cong ty vo; cac CO'
quan, do'n vi ngoai Cong ty

Khi quan h~ cong tac v&i cac Co' quan, dan vi ngoai Cong ty, cac phong, cac dan
vi phai giup Ban Giam d6c thlJc hi~n thea dung chuc nang tham muu thea nhi~m V\l
duQ'cgiao, th\l'c hi~n chu twang va SlJchi dC;lOcua Giam d6c Cong ty.

ChU'O'ngIV
CHE DQ LAM VI~C, TRAcH NHI~M vA QUAN~ CONG TAc eVA

cAN BQ, CONG CHUC, VIENCHtrc
Di~u 15. Ch~ dQ lam vi~c va trach nhi~m clla cong chu'c, vien chu'c va ngU'o;

lao dQng
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1. Cong chirc, vien chirc va ngiroi lao dong phai tlurc hien dung nQi quy, quy che
cua Cong ty va Luat can bQ Cong chirc, Luat Vien chirc, Luat Lao dong; chu dong va tv
giac thuc hien t6t chuc trach, nhiem vu duoc giao. C6 y thirc pho! hop va hop tac voi
d6ng nghiep d~ hoan thanh nhiern vu chung.

2. Vien chirc va nguoi lao dong lam viec duoi S\1chi dao true tiep cua lanh dao
phong, lanh dao dan vi; d6ng thai diroc lam viec voi Ban Giarn d6c khi c6 yeu cau, sau
d6 phai ?ao cao cho Truong phong va Truong dan vi bi~t y kien cua Ban Giam d6c da
giai quyet.

3. M6i cong chirc, vien chirc va nguoi lao dong phai xay dung chuang trinh cong
tac cua ca nhan va vi~t ban t\1nh~n xet ki~m di~m hang nam thea quy dinh cua Lu~t Can
bQ, cong chilc; Lu~t vien chilc.

4. M6i cong chuc, vien chuc va nguai lao dQng phai tich cvc hQc t?P d~ khong
nglrng nang cao trinh dQnghi~p Vl,l chuyen mon dap ung yeu c~u nhi~m Vl,l.

5. Cong chuc, vien chuc va nguai lao dQng phai tuan thu cac quy dinh cua phap
lu?t trong vi~c th\1c thi cong Vl,l va trong dai s6ng, sinh ho:;ttva chiu trach nhi~m tru6'c
phap lu~t v~ hanh vi cua minh; khong duqc u6ng ruqu, bia va d6 u6ng c6 c6n trong gia
lam vi~c ho~c bu6i trua cua ngay lam vi~c; khong duqc vi ph:;tmphap lu?t v~ an toan
giao thong; c6 n~p s6ng lanh m:;tnh,trung th\1c, chi cong vo tu.

6. Trong khi thi hanh cong V\l, vien chuc va nguai lao dQng phai tuan thu thea Sl,l'

chi d?o cua c~p tren, phai t\1 phe binh nghiel11tuc, phat huy uu di~l11,sua chua khuy~t
di~m d~ khong ngung ti~n bQ, phai th~ng th~ng phe binh d~ xay dvng nQi bQ Cong ty
trong s?ch, vung m?nh.

7. Vien chilc va nguai lao dQng duqc lanh d:;toCong ty cong khai, minh b:;tchvi~c
thvc hi~n chu truang, chinh sach cua Dang va Nha nu6'c; bao cao k~t qua tai chinh hang
nam cua Cong ty; v~ quy~n va lqi ich cua can bQ,vien chuc va nguai lao dQng,

Di~u 16. Quan h~ vo; tA chu'c, cong dan trong vi~c th\l'c thi cong vt.I
1. Trong quan h~ lam vi~c v6'i t6 chilc, cong dan, can bQ,vien chuc phai khiel11t6n,

ilch S\1,binh d~ng vi cong vi~c chung, tuy~t d6i nghiel11c~m cua quy~n, quan lieu, hach
djch, Vl,l lqi chuc V\l, gay kh6 khan phi~n ha cho t6 chuc va cong dan. Khong du'Q'cti~p
va giai quy~t cong vi~c cua cong dan t:;tinha rieng ho~c khong dung nai quy dinh.

2. Cong vi~c cua cong dan, t6 chuc phai duqc can bQ, vien chfrc nghien Cll'llxu ly
va giai quy~t mQt cach nhanh nh~t thea dung quy dinh cua phap lu~t. Truang hqp nhung
cong vi~c c6 thai h?n can bQ vien chilc phai ch~p hanh dung thai h:;tn.d6, nhung cong
vi~c c~n phai c6 thai gian nghien Clru, can bQ, vien chilc co trach nhi~m thong bao kip
thai cho cong dan, t6 chfrc bi~t.

3. Vien chilc va nguai lao dQng c6 trach nhi~m bao v~ bi m~t Nha nu6'c, bi m?t
cong tac va bi m~t nQi dung dan thu khi~u n:;ti, t6 cao cua cong dan, t6 chlrc thea quy
dinh cua phap lu~t.

CHUONGV
CREDQ QUAN LY

Di~u 17. Ch~ d{>h{>ihQp va qmin ly phM ngon
1. Thai gian hQP hQi Y Ban Giam d6c 0 1 l~n/thang van khoang thai gian d~ll

thimg.
2. Thai gian hQPgiao ban Cong ty 01 l~n/thang van khoang tu ngay 0 I d~n ngay

10 cua thang, truang hqp hQPdQtxu~t Giam d6c Cong ty thong bao sau.
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3. Lanh dao phong, lanh dao don vi hop h9i y 01 Ifrnlthang khoang thai gian dfru
thang,

4. Cac phong, don vi tnrc thuoc Cong ty hQP01 Ifrnlthang thai gian do cac phong,
don vi tu b6 tri cho phil h9'}Jvoi di~u kien cong tac cua minh; trong mot s6 tnrong h9'}J
cfrn giai quyet v~n d~ quan trong co th€ moi Lanh dao Cong ty tham du,

5. Ch~ d9 phat ngon cua Cong ty: Giam d6c hoac nhtrng nguoi duoc uy quyen
moi co quyen phat ngon voi cac co quan ngon luan,

ChirongVI
TO CHUC THVc HI~N

Di~u 18. T~t ca CNVC-LD trong Cong ty co trach nhiem nghien ciru tim hieu d€
thirc hien nghiem tuc nhtrng quy dinh trong quy ch~ nay.

Trong qua trinh thuc hien quy che, CNVC-LD phat hien nhtrng di€m nao chua
h9'}Jly thi phan anh cho Cong ty bang van ban thong qua Phong T6 chtrc - Hanh chinh
d€ lanh d~o Cong ty xem xet sua d6i, b6 sung.!.
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