SO GIAO DUC VA PAO TAO  CQNG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH DPoc 1ap - Tw do - Hanh phuc
TRUONG THPT
TAN PHUOC KHANH

Sé: 393 /HD-THPTTPK Thanh phé Ho Chi Minh, ngay 10 thang 8 nam 2026

HUONG DAN i
Quy trinh quan ly, bao quan, cap phét‘béng tot nghi€p trung hoc pho thong
va danh muc ho so kém theo

(Xdy dung trén co so Cong van hudng dan cong tdc quan ly van bang, chung chi
ciia S6 GDPT TP. Ho Chi Minh va Quy ché quan 1y, bdo qudn, cdp phat
van bang, chirng chi cia Truong THPT Téan Phude Khdnh)

I. CAN CU XAY DUNG QUY TRINH
- Luat Gido dyc s6 43/2019/QH14 ngay 14/6/2019, dugc stra doi, bd sung boi
Luat s 123/2025/QH15;

- Thong tu ) 10/2026/TT-BGDDT ngay 26/02/2026 cuia B GDDT ban hanh
Quy ché van bang, chirng chi cia hé thong gido duc quoc dan;

Théng tu s6 24/2024/TT-BGDDT ngay 24/12/2024 vé Quy ché thi t6t nghiép THPT,
dugc stra doi, bd sung bdi Thong tu s6 13/2026/TT-BGDDT;

- Thong tu s0 18/2020/TT-BGDDT ngay 29/6/2020 quy dinh mau Gidy chimg
nhan hoan thanh chuong trinh gido duc phoé thong;

- Cong van sd 7967/SGDDT-QLCL ngay 05 thang 8 nam 2026 cua So Giao
duc va Pao tao Thanh pho H6 Chi Minh vé hudng dan cong tdc quan ly van bang,
chirng chi.

II. QUY TRINH THU'C HIEN

Quy trinh gém 14 buf(')’cZ thuc hién tuan tu tir khi c6 két qua xét cong nhan tét
nghiép dén khi cap phat van bang chinh thire cho ngudi hoc, kém trach nhiém va ho
so tuong img & moi budec.

Buéc 1. Xét cong nhén tot nghiép THPT

~ - Hoi dong xét cong nhan t6t nghiép THPT cua So GDDT duyét va ban hanh
quyét dinh cong nhan tot nghiép cho thi sinh du diéu kién.
- Nha truong noi thi sinh dang ky xet cong nhan t6t nghiép c6 trach nhiém cap
bang tot nghi€p THPT sau khi thi sinh dugc cong nhén.
Trach nhiém: Héi dong xét cong nhén tot nghiép — S GDDT; Nha trieong.

Buéc 2. Piing ky nhu cau nhén vin bang, gidy ching nhén
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Ngay sau khi co két qua xet cong nhan t6t nghiép, nha truong dang ky sb
lugng van bang t6t nghiép va gidy chung nhan hoan thanh chuong trinh gido duc
pho thong vé1 Phong Quan 1y chat lugng (QLCL) — S6 GDDPT.

Trach nhiém: Nha truong (bo phdn phu trach VBCC) — Phong QLCL, So
GDDT.

Buéc 3. Cir ngwdi nhan va van chuyén vin biang, ching chi (phoi)

- Nha trudong thong bao ho tén, chic vy, s6 dién thoai cua nguoi phu trach
nhan VBCC.

- Nguoi nhan phai co gidy gi6i thiéu cua nha trudong, kém thé vién chire khép
thong tin da dang ky.
- Khi c6 thay doi nhan sy phu trach, nha trudng phai béao cao Phong QLCL.

- Nguoi nhan phai chuan bi day du thlet bi, dung cu bao vé (chdng thit thoat,
chéng mua uét) trong qua trinh van chuyén vé truong.

Trach nhiém: Nguoi duoc phan cong nhan VBCC.
Budéc 4. Bao cao va ban giao vin bing, chirng chi vé truomg

Nhan sy nhan VBCC bdao cao sd lugng va ban giao bang bién ban cho lanh
dao phu trach VBCC cuia nha truong.

Trach nhiém: Nguwoi nhdn VBCC — Lanh dao phu trach VBCC cua truong.
Buéc 5. Bio quén vin bang, chirng chi (phoi) trong thoi gian ché in

- B4 tri khu vuc an ninh, an toan, déy du trang thiét bi: tu, két, gia, k&, may
diéu hoa, thict bi hat am, hat bui, quat thong gid, thuoc chong am moc va diét sinh
vat gy hai.

- Bao dam co s& vat chat, phong chdng chay nd tai cac khau in, dong dau, luu
gilt cho ban giao.

- Néu vin bang, chimg chi bi mat (ké ca khi da ky, dong ddu nhung chua cap):
1ap bién ban, bdo ngay co quan cong an gan nhat va bao cao S6 GDDT.

Trach nhiém: Nguoi duoc phdan cong bdao quan (dwoi sy chi dao cua lanh dao
nha truong).

Buéc 6. Ra soat, d6i chiu thong tin truéc khi in

- Thu truong nha truong to chire kiém tra, d6i chiéu thong tin nguoi duoc cap
VBCC.

- Yéu cau nguoi dugc cap xac nhan da kiém tra thong tin; néu cd yéu cau
chinh stra, phai cung cap can ctr kem theo.

- Can cir dbi chiéu: gidy khai sinh hop phap hodc dir liéu dién tir trich xuét tir
co s¢ dir liéu quoc gia vé dan cu da ndp khi tring tuyén hoac chuyén dén.

- Tong hop, ban giao két qua ra soat cho ngudi phu trach in VBCC.

Trdch nhiém: Thi trudng nha truong; nguoi dwoc cdap VBCC xdc nhdn.
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Buéc 7. Lap s6 gbc cap vin bang, chirng chi

- Lap va luu trit s6 gdc trudce khi in van bang theo quy dinh.

- G file dir liéu Excel va PDF vé Phong QLCL dé kiém tra, giam sat.
- In s6 gbc, dong gay chic chin, bén dé phuc vu cong tac phat VBCC.

- Cap nhat dir liéu dién t ) géc vao co so ditr licu VBCC ngay sau khi 1ap
s0; lap bién ban kiém tra, ra soat viéc cap nhat (dinh kém s6 goc).

- Nhén sy phu trach phai c6 cam két bao mat dit liéu sb gbe va vin bang gidy
chua in, khong cung cap cho bén thir ba.

Trach nhiém: Nha truong — Phong QLCL, So GDDT.

Budéc 8. Lap ké hoach in 4n vin bing, chirng chi

- Phan cong nhan su phu trach bao quan va in 4n.

- Quy dinh viéc bao quan VBCC ¢ tung khau.

- X4c dinh thoi gian hoan thién VBCC ¢ khau in, dong diu, ban giao.
- Quy dinh cong tac béo céo ¢ tat ca cac khau, ddu méi quan 1y.

- Quy dinh cong tac luu trir dir liéu in va ban cimg sd gbe cip VBCC da phé
duyét, dong dau.

Trdach nhiém: Thii triedng nha trieong quyét dinh phén céng.
Budc 9. In thir — phé duyét — in chinh thire
- Nguoi duoc phan cong in photo VBCC thanh mau nhép, tién hanh in thu.

- Trinh lanh dao truong phu trach VBCC phé duyét ban in tht trudce khi in
chinh thtec.

- X4c lap ho so giao nhan VBCC khi luan chuyén giita cac khau, bao dam an
toan.

Trdch nhiém: Ngwoi phu trach in dn; lanh dao truong phé duyét.

Budéc 10. Ky, dong dau vin bang, chirng chi

- HiGu truong ky VBCC; ¢ thé quyet dinh phan cong cap pho ky VBCC, cip
lai, cAp ban sao tir s6 gdc, chinh stra, thu hoi, hity bo VBCC.

- Viéc phan cong phai bang van ban, xac dinh rd pham vi va thoi han phan
cong.

- Truong hop nguoi co tham quyen cdp VBCC chua dugc bd nhiém, cong
nhan: cip pho dugc co quan ¢ tham quyén giao phu trach 1a ngudi ¢ tham quyén

ky.
Trdch nhiém: Hiéu trudng hodc cap phé dwoc phan céng (theo Piéu 12 Thong
tw 10/2026/TT-BGDDT).

Buwéc 11. Cép gidy chirng nhén tot nghiép tam thoi
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’ - Trong thoi gian cho cép véan bang chinh thire, ngudi hoc da duge cong nhén
tt nghiép c6 nhu cau dugc cap gidy chung nhén tot nghiép tam thoi theo khoan 22
biéu 11 Thong tu 10/2026/TT-BGDDT.

- Cap nhat vao s cép gidy ching nhan tét nghiép tam thoi theo mau cia S¢
GDDT.

Trach nhiém: Nha truong.
Buéc 12. Cap phat vin bang, chirng chi chinh thire

- Nguoi dugce cap VBCC truc tiép dén truong noi duoc cong nhén tbt nghiép
dé nhan; kiém tra tinh chinh xac thong tin trén VBCC trude khi ky nhén vao s6 goc
(hodc xac nhan khi nhan VBCC sb).

- Trudng hop khong truc tiép nhan: phai ¢ gidy oy quyén theo quy dinh cta
phép luat.

- Nh1~1 ciu nhin sém (du hoc, bod sung hd s0...): lién h§ nha truong dé duqc
xem xet, ho trg; chi thuc hién sau khi S6& GDPT da ra quyét dinh cong nhan tot
nghiép.

_ Trach nhiem: Nha truong cap phat; nguoi dwoc cdp (hodc nguoi dwoc 1y
quyén) ky nhan.
Buéc 13. Kiém ké, bao cdo dinh ky
- Hang thang: kiém tra vé sinh, an ninh, an toan khu vuc bao quan VBCC.
- Hang quy: kiém tra chét luong, tinh trang bao quan VBCC.

- Hang nam: phun thudc diét sinh vat gay hai, bao dudng :[hiét bi bao quan;
kiém ké va bdo cao s6 lugng VBCC da dang ky, in hoan thién, cap phat trong nam
vé S6 GDDT (qua Phong QLCL) truée ngay 31/12.

Trach nhiém: Nha truong — Phong QLCL, So GDDT.
Budéc 14. Cong bd cong khai thong tin

, - Cong khai trén cong thong tin dién tir cua truong: mau VBCC; danh sach
cap VBCC hang ndm (ho tén nguoi hoc, ngay cap); dia chi trang tra clru, xac minh
VBCC.

- Thong tin tra ctru tir co s6 dit liéu VBCC hoic hién thi trén VNeID dugc sir
dung thay cho ban sao tir s0 goc va c6 gia tri xac minh thay cho van ban xac minh
cua So/nha truong.

Trdach nhiém: Nha truong.

III. XU LY CAC TINH HUONG PHAT SINH

1. Van b%lng, chirng chi in bi 16i, hong (dé nghi cfip doi phoi ma6i)
- Khéng huy s6 hiéu va sd vao sé cip VBCC da st dung.
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- HO so: vian ban dé nghi cap doi; quyét dinh thanh 1ap hoi dong xtr Iy VBCC
hong; bién ban hop hdi dong hiy VBCC hoéng; thong tin nguoi phu trach nhan
VBCC.

2. Cip lai vin bang, chirng chi (viét sai do 18i co' quan cép)

- Tham quyén: VBCC do nha truong cap tir ndm 2026 tré vé sau: lién h¢ nha
truong; VBCC do S& GDPT cap (bing tot nghiép THCS tir 2025 trg vé trudce): lién
hé S& GDPT hodc Cong dich vy cong qudc gia (dichvucong.gov.vn).

- Thot han: 03 ngay lam viéc ké tir khi nhan du ho so hop I¢.

- Hb so: phiéu yéu cau (theo mau Phu lyc VI Thong tu 10/2026/TT-BGDDT);
giay to chung minh 161 cua co quan cap (hodc duong dan CSDL trich xuat); ban
chinh VBCC bi sai.

- Két qua: VBCC cép lai + quyét dinh cép lai; cap nhat phu luc ) géc va co
s¢ dir licu VBCC; huy bo ban chinh VBCC bi sai.

3. Chinh sira ndi dung viin bing, chirng chi

- ‘Ap dung khi: thay ddi/cai chinh ho tich; xac dinh lai dan toc, gi61 tinh; bd
sung/diu chinh ho tich; dang ky khai sinh qua han, dang ky lai khai sinh; thong tin
do nguo1 hoc cung cap sai.

- Tham quyén: tuong tu cap lai (nha truong d6i voi VBCC cap tir 2026 tro vé
sau; Cong dich vu cong qudc gia do1 véi VBCC do Sé cap tir 2025 trg ve trude).

- Thoi han: 03 ngay 1am viéc ké tir khi nhan du ho so hop 18.

- H6 so: phiéu yéu cau (Phu luc VI); ban sao tur s6 goc/chung thue VBCC dé
nghi chinh stra; trich luc hodc quyét dinh thay d6i/cai chinh hd tich, xac dinh lai dan
tdc/gidi tinh; gidy khai sinh (n€u do b6 sung/di€u chinh hd tich, dang ky lai viéc
sinh, dang ky khai sinh qué han).

- Ket qua: quyét dinh chinh sira (khong stra truc tiép trén VBCC); cép nhat
phu luc s6 gbc va co so dit liéu VBCC.

4. Thu hdi, hity b6 vin bang, chirng chi

- Ap dung khi: gian 1an trong tuyén sinh, hoc tap, thi cir, 1am ho so dé duoc
cap VBCC; cap cho ngudi khong du diéu kién; do nguoi khong co tham quyén cap;
bi tay x0a, stra chita; cho ngudi khac st dung; do 16i cta co quan cép.

- Tham quyén: VBCC do nha tru’ong‘cap tir 2026 trd vé sau: nha truong thu
hoi, huy bo; VBCC do S¢é cap tir 2025 trd vé trude: S6 GDDT thyce hién.

- Thanh lap Hoi dong xir Iy VBCC: d01 Vo1 truong gom thu truong nha truong,
can bo quan 1y phy trach VBCC, dai dién t6 chuyén mén, to van phong, thanh tra
nhan dan, nhan sy phu trach in, vién chuc van thu.

- Hoi dong hop, 1ap bién ban thong ké, kiém tra timg VBCC va quyét dinh
hinh thirc huy (cat d6i, huy bang may huy giay...).
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Két qua: quyét dinh thu hdi/hily bo dang tai trén cong thong tin dién tir clia co
quan c6 tham quyén; giri ¢én ngudi bi thu hoi, co quan kiém tra phat hién sai pham
(néu c0), co quan ngudi d6 dang cong tac (néu co); cip nhat phu luc s6 gbe va tinh
trang thu hdi/hty bo trén co so dir liéu VBCC.

5. Cap ban sao van bang, chirng chi tir s0 goc

- Nguoi co quyén yéu cau: ngudi duogc cap ban chinh; nguoi dai dién theo
phap luat hodc theo iy quyén; cha, me, con; vo, chdng; anh, chi, em rudt; nguoi thira
ké khac (khi ngudi duge cap da chét hodc mat nang lyc hanh vi dan su).

, - Tham quyén: S6 GDPT thuc hién ddi véi ban sao bang tgt nghi¢p THPT
cap tr ndm 2025 tr¢ ve trude; nha truong thuce hién doi voi bang tot nghiép THPT,
chung chi cap tir nam 2026 tré ve sau.

- Thoi han: ngay trong ngay tiép nhén hodc ngay lam viéc tiép theo (néu nhan
yéu cau sau 15 giod); co thé kéo dai thém t6i da 02 ngay lam viéc (hoic theo thoa
thuan bang vin ban) ddi véi yéu cau sb lugng nhiéu/ndi dung phire tap.

- Dong thoi cap nhat vao s6 cap ban sao phuc vu luu trit, ki€m tra.

6. Mat viin bang, chirng chi (phdi chwa in hodic d3 hoan thién cho cap
phat)

- Lap bién ban ngay khi phat hi¢n.

- Thong bao ngay vdi co quan cong an noi gan nhat.

- Bao cao So Giao duc va Pao tao.

7. Pé nghi mua vin bing, chirng chi méi thay thé ban héng

- Nha truong lién hé Trung tim Cong nhan vin bang, Cuc Quan 1y chat luong.

- HO so: quyét dinh thanh 1ap Hoi dong xu ly VBCC hong; bién ban huy
VBCC hong; cong vin dé nghi mua va sb luong can mua.

IV. PHAN CONG TRACH NHIEM

Chii thé Trach nhiém chinh

Ban hanh quy ché quan 1y, bao quan, cip phat VBCC
(quy dinh r6 trach nhiém tung bo phén/ca nhan va ché
tai xir Iy vi pham); quyét dinh phan cong nguoi phy trach
Hi¢u trudng VBCC; ky VBCC hodc phan cong cap pho ky bang van
ban; quyét dinh thanh lap Hoi dong xir ly VBCC khi can;
chiu trach nhiém chung toan bd cong taic VBCC cua
truong.

bang ky nhu cau, nhan, bao quan, ra soat thong tin, lap
s6 goc, 1ap ké hoach in, t6 chirc in 4n, cap phat, kiém ké,
bao cao dinh ky; cam két bao mat dir liéu s6 gdc.

Can b quan ly / b phan
phu trach VBCC




Chiu thé Trach nhiém chinh

Nhan VBCC tir S6 GDDT (c6 gidy gi6i thidu, thé vién
chl'rc);‘béo dam an toan khi van chuyén; bao cao, ban
giao bang bién ban cho lanh dao phu trach.

Nguoi duoc phan cong
nhan, van chuyén VBCC

In tht, trinh phé duyét, in chinh thuc; chiu trach nhiém
Nhan sy phu trach in an trudc hi¢u trudng va phap luat néu dé that thoat do thicu
trach nhiém.

Tham gia Hoi dong xtr ly VBCC hong, thu héi, huy bo
khi dugc phan cong; phdi hop ki€ém tra, giam sat cong
tac VBCC.

Van thu / thanh tra nhan
dan / t6 chuyén mon

Tiép nhan dang ky nhu cau; kiém tra, giam sat dir liéu
Phong Quan ly chét luong ) géc; xu ly cép ban sao, cép lai, chinh stra, xac minh,
—S6 GDDPT thu hoi, hity b6 VBCC do S& cép (tir 2025 trd vé trude);
huéng dan, kiém tra cong tac VBCC toan Thanh phd.

V.DANH MUC HO SO, BIEU MAU CAN CO

Danh myc hé so duoc sip xép theo tung giai doan cua quy trinh, dé nha truong
cht dong chuan bi, luu trir va cung cap khi c6 yéu cau kiém tra.

1. Giai doan xét cong nhén tot nghiép — ding ky nhu cau

1.1. Quyét dinh cong nhan t6t nghiép THPT ctua S¢ GDDT (danh sach kém
theo).

1.2. Phiéu dang ky s6 lugng vin bang tot nghiép / gidy chimg nhan hoan thanh
chuong trinh GDPT gtri Phong QLCL.

2. Giai doan nhén, bao quén viin bang, chirng chi (phoi)
2.1. Giy gioi thiéu cta nha truong cho nguoi di nhan VBCC.
2.2. Thé vién chtrc ciia nguoi nhan (khdp thong tin da dang ky).

2.3. Bién ban ban giao VBCC gilta ngudi nhan va lanh dao phu trach cua
truong.

2.4. SO theo ddi ra vao khu vuc bao quan VBCC (néu co).

2.5. Bién ban (truong hop mat VBCC) kém thong béo gui cong an, béo cdo
S& GDDT.

3. Giai doan ra soat thong tin — 1ap s gbc

3.1. Phiéu xac nhan thong tin clia ngudi dugc cap VBCC (da d6i chiéu gidy
khai sinh/dir li¢u dan cu).

3.2. Can ctr dé nghi chinh stra thong tin ctia ngudi hoc (néu o), kém gidy to
chimg minh.
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3.3. S6 gbc cip VBCC (ban in déng gay + file Excel, file PDF giri Phong
QLCL).

3.4. Bién ban kiém tra, ra soat viéc cap nhat co s¢ dir licu VBCC (dinh kem
s0 goc).

3.5. Ban cam két bao mat dir liéu s6 géc va VBCC gidy chua in ctia nhan su
phu trach.

4. Giai doan 14ap ké hoach — in 4n — ky, déng dau

4.1. Ké hoach in 4n VBCC ciia nha trudng (phan cong nhan sy, thoi gian hoan
thién, cong tac bdo cdo, luu trix).

4.2. Ban in tht (nhédp) VBCC va van ban/bién ban phé duyét cua 1anh dao
truong trudce khi in chinh thuec.

4.3. Ho so giao nhan VBCC giita cac khau trong qua trinh hoan thién.

4.4. Vin ban phan cong cip pho ky VBCC (néu c¢6), néu rd pham vi va thoi
han phéan cong.

5. Giai doan cip phat
N S6 gé,c cap VBCC c6 chit ky nhin cua ngudi duge cdp (hoic xac nhin
doi véi VBCC s0).
5.2. Gidy uy quyén theo quy dinh cta phép luat (trudng hop nhén thay).

5.3. SO cap gidy chung nhan t6t nghiép tam thoi (theo miu S& GDDT), néu
c6 phét sinh.

5.4. Pon/vin ban d¢ nghi nhan VBCC sém (du hoc, bd sung ho so...), kém
can cu ngay S6 GDDT ra quyét dinh cong nhan tot nghiép.

6. Giai doan kiém ké, bao cdo, cong khai

6.1. Bién ban kiém tra dinh ky khu vuc bao quan (hang thang, hang quy, hang
nam).

6.2. Bdo cdo sb lwong VBCC di dang ky, in hoan thién, cip phat trong nim
gui S6 GDDT (trude 31/12).

6.3. Danh sach cong khai cap VBCC hang nim ding trén cong thong tin dién
tir cua truong (ho tén, ngay cap).

7. Ho so xir 1y cip doi, cap lai, chinh sira, thu hoi, hiy b6

7.1. Vian ban d& nghi cap d6i VBCC bi 16i in an.

7.2. Quyét dinh thanh 1ap Hoi dong xir Iy VBCC hong/thu hoi/hity bé.

7.3. Bién ban hop Hoi dong xtr Iy VBCC (thdng ké, kiém tra, quyét dinh hinh
thire huy).

7.4. Phiéu yéu cau cap lai/chinh sira VBCC theo mau Phy luc VI Thong tu
10/2026/TT-BGDDT.
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_1.5. Ban chinh VBCC bi sai (d6i v6i cap lai) hodc ban sao tir s6 gbc VBCC
de nghi chinh stra.
7.6. Giéy, t& chimg minh 15i ctia co quan cdp VBCC (hodc duong din co so
dir liéu trich xuat).
7.7. Trich luc/quyét dinh thay doi, cai chinh h¢ tich; x4c dinh lai dan toc, gi6i
tinh; gidy khai sinh (461 v&i ho so chinh sura).
7.8. Quyét dinh cp lai/chinh stra/thu hdi/hty bo VBCC.
7.9. Phu lyc s6 gbc cip VBCC cép nhat theo ting trudng hop phat sinh.
7.10. Cong vin dé nghi mua VBCC méi gtri Trung tim Cong nhan vin bang,
Cuc Quan ly chat luong (kém quyét dinh, bién ban huy VBCC héng).
8. Ho so cap ban sao tir s6 goc
8.1. Pon/phiéu yéu cau cip ban sao VBCC.
_ 82 Gidy to chimg minh tu cach nguoi yéu céu,(quan hé nhan than, gidy uy
quyén, gidy to thua ké... néu khong phai nguoi duge cap ban chinh).
8.3. S6 cap ban sao VBCC phuc vu luu trir, kiém tra.
VI. NGUON KINH PHi

- Ban chinh vin bang tot nghiép THPT, gidy ching nhén hoan thanh chuong
trinh gido duc pho thong: nha trudng can dbi tir nguon ngan sach chi thudng xuyén.

- Ban sao vin bang, chimg chi: thuc hién x4 hoi hoa theo nhu cau ctia ngudi
dugc cap bang.

- Nha truong thuc hién hop dong véi Trung tim Cong nhan vin bang va thanh
toan theo hinh thirc chuyén khoan.

VIL. LUU Y CHUNG

- Toan b ho so tai cac muc trén phai dugc luu trir khoa hoc, ¢6 ddu moi quan
1y 10 rang, san sang phuc vu cong tac kiém tra cia S6¢ GDDT.

- Moi vuong méc trong qua trinh thyc hién, nha truong lién hé Phong Quan
1y chat lugng - S6 GDDT d¢ dugc hudng dan, giai quyét kip thoi./.

Noi nhén: 9 ~ - HiLU TRUONG
- S6 GDDT TP. HCM (dé béao cao); O =&\
- Email cong vu (dé thuc hién);
- Website truong;

- Luu: VT, hd so VBCC.
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