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QUYET DINH
Ban hanh Quy die van hoa cong so’ ciia Hoc vicn Nong nghiep Viet Nani

Nguyen Thi Lan

BQ NONG NGHIEP VA MOI TRUONG
HOC VIEN NONG NGHIEP VIET NAM

S6:^^QD-HVN

Ccm cii Ludt Vien chuc ndm 2010 va Ludt Vien chirc sira ddi ndm 2019;
Can cir Bo ludt lao dong ndm 2019;
Can cir Quyet dinh so 441 /QD-TTg ngdy 28 thdng 3 ndm 2014 cua Thu tirdng 

Chinh phu ve viec thdnh lap Hoc vien Nong nghiep Viet Nam tren co' so' to chirc lai 
Trud'ng Dai hoc Nong nghiep Hd Noi;

Can cir Quyet dinh so 5906/QD-BNNMT ngdy 31 thdng 12 ndm 2025 cua Bo 
triro'ng Bo Nong nghiep vd Moi tnrdng ve quy dinh chirc ndng, nhiem vu, quyen han vd 
co' can to chirc cua Hoc vien Nong nghiep Viet Nam;

Can cir Quyet dinh so 3849/QD-HVN ngdy 03 thdng 12 ndm 2015 cua Giam 
doc Hoc vien Ndng nghiep Viet Nam ve viec han hdnh Quy dinh van hoa vd quan he 
cdng so",

Xet de nghi cua Chdnh van phdng Hoc vien,

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay la “Quy che van hoa cdng so cua 
Hoc vien Nong nghiep Viet Nam”.

Dieu 2. Quyet dinh nay co hieu lire ke tir ngay ky va thay the “Quy dinh van 
hoa va quan he cdng so” ban hanh kem theo Quyet dinh so 3849/QD-HVN ngay 03 
thang 12 nam 201 5 cua Giam ddc Hoc vien Ndng nghiep Viet Nam.

Dieu 3. Chanh Van phdng, Truong cac don vi thudc, true thudc Hoc vien Ndng 
nghiep Viet Nam va cac to chirc, ca nhan cd lien quan chin trach nhiem thi hanh Quydt 
dinh nay./.

CONG HOA XA HOI CHU NGHIA VIET NAM 
D oc lap - Tir do - Hanh phuc
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BQ NONG NGHIEP VA MOI TRUONG
HOC VIEN NONG NGHIEP VIET NAM• • • •

QUYCHE
VAN HOA CONG SO CUA HOC VIEN NONG NGHIEP VIET NAM • • • •

(Bcm hanh kem theo Quyet dinh so /QD-HVN ngciy £% thdng/j num 2026)

CONG HOA XA HOI CHU NGHIA VIET NAM • • •
Doc lap - Tir do - Hanh phuc

Ch iro ng I

NHUNG QUY DINH CHUNG
Dieu 1. Pham vi dieu chinh v a doi tiro ng ap dung

I. Quy che nay quy dinh muc dich, nguyen tac thirc hien van hoa cong so; tinh 

than, thai do lam vice; chuan mire vc dao dire, loi song, giao tiep ling xii, trang phuc, 

le phuc cua vien cluic, ngirdi lao dong (VC, NLD) khi thirc hien nhiem vu va trong 

quan he xa hoi; quy dinh bai tri cong sb va xay dung moi tnrbng lam viec; thbi gian 

lam viec, tiep khach, sir dung trang thiet bi lam viec, quan ly phirong tien giao thong 

tai Hoc Vien Nong nghiep Viet Nam.

2. Quy che nay ap dung doi vdi VC, NLD cua cac don vi thuoc va true thuoc 

Hoc vien, Van phong Dang - Doan the, dang lam viec tai cac phong lam viec, giang 

dirong, phong thi nghiem, phong thirc tap, thu vien..., cac khuon vien noi chung cua 

Hoc vien; cac tap the, ca nhan trong va ngoai nude den lien he edng tac, lam viec tai 

trii so Hoc Vien.

Dieu 2. Muc dich

1. Nang cao y thuc to chuc ky luat, bao dam tinh nghiem tuc va hien qua boat 

dong cua Hoc Vien.

2. Xay dung phong each ung xu, le loi lam viec chuan muc cua VC, NLD; bao 

dam tinh chuyen nghiep, trach nhiem, minh bach, hien qua trong thuc hien nhiem vu; 

hubng tdi muc tieu xay dung moi trubng van hoa edng so van minh, hien dai.

3. La mot trong cac can cii de danh gia, xep loai VC, NLD hang nam; khen 

thudng khi VC, NLD thirc hien tot hoac xu ly trach nhiem khi vi pham cac quy dinh 

vc Quy che van hoa edng so trong thuc hien nhiem vu.



Ch iron g II
TINH THAN, THAI DO LAM VIEC, CHUAN MUC DAO DUC, LOI SONG 

VA UNG XU CUA VIEN CHUC, NGUOI LAO DONG
Dieu 3. Tinh than, thai do lam vice ciia VC, NLD

1. VC, NLD phai trung thanh voi Nud’c Cong hoa Xa hoi Chu nghia Viet Nam; 
bao ve danh du To quoc, loi ich quoc gia, dan toe va uy tin Hoc vien; ton trong va tan 
tuy phuc vu sinh vien, hoc vien va ngudi dan.

2. Khi thuc hien nhiem vu, VC, NLD phai y thuc rd ve chuc trach, bon phan 
ciia ban than, bao gdm:

a. Phai san sang nhan va no lire hoan thanh tot moi nhiem vu dupe phan edng; 
khdng ken chon vi tri edng tac, chon viec de, bo vice kho. Tam huyet, tan tuy, guong 
man lam trdn chuc trach, nhiem vu dupe giao.

b. Phai co y thuc Id chuc ky luat; sir dung cd hieu qua thdi gian lam viec; tranh 
hien tupng trung binh chu nghia, lam viec qua loa, kem hieu qua; chap hanh ndi quy, 
quy die cua Hoc vien; chu dong phdi hop trong thuc hien nhiem vu.

c. Ngudi giu chuc vu quan ly phai edng tarn, khach quan trong sir dung, danh 
gia can bp thudc quyen quan ly; khdng Ipi dung vi tri edng tac de bo nhiem ngudi 
than quen; chu dong xin thdi giu chuc vu khi nhan lhay ban than con han che ve nang 
lire va uy tin.
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d. Chap hanh cac quy dinh ve nhung viec phai lam va khdng dupe lam khi thuc 
hien nhiem vu theo quy dinh cua Luat Vien chuc, Luat Can bo, edng chuc, Bo luat 
Lao dong va cac quy dinh phap luat cd lien quan.
Dieu 4. Chuan muc dao due, loi song ciia VC, NLD

1. Khdng ngung tu dudng, ren luyen ve dao due, loi song. Thuc hien can, kiem, 
liem, chinh, chi edng vd tu; trung thuc, gian di, thang than, chan thanh; khdng cd bieu
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hien co hoi, song ich ky, ganh ghet, do ky.
2. Khdng dupe tham gia vao cac te nan xa hoi; khdng dupe sir dung do udng cd 

con ngay trudc, trong gid lam viec, hoc tap va nghi giira gid lam viec, hoc tap; hut
/

thudc la dung noi quy dinh.
3. Tuan thu ky luat phat ngdn, chap hanh Luat An ninh mang, khdng sir dung 

mang xa hoi de khai thac, tuyen iruyen cac thong tin chua dupe kiem chung, phien 
dien, mot chicu anh hudng den boat dong cua Nha nude, Hoc vien, don vi.

4. Tuan thu chuan muc dao due gia dinh va xa hoi, thuan phong my tuc. truyen 
thong van hoa tot dep cua dan toe; khdng me tin di doan va cd nhung hanh vi phan
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cam khi tham gia le hoi.
Dieu 5. Chuan mire irng xii ciia VC, NLD vol cap tren

1. Tuan thu thu bac hanh chinh, phuc tung sir chi dao, dieu hanh, phan cong cong 
vice cua cap tren; khong tron tranh, thoai thac nhiem vu. Ton trong va thirc hien 
nghiem che do bao cao cong vice vdi cap tren.

2. Khi thirc hien nhiem vu, phai chap hanh sir chi dao cua cap quan ly true tiep. 
Truong hop co quyet dinh cua cap tren quan ly true tiep thi VC, NLD phai thirc hien 
theo quyet dinh cua cap co tham quyen cao nhat, dong thoi co trach nhiem bao cao 
cap quan ly true tiep cua minh ve viec thirc hien quyet dinh do. Khi thirc hien quyet 
dinh cua cap tren, neu thay co can cu trai phap luat phai bao cao ngay bang van ban 
vbi ngudi ra quyet djnh, truong hop van phai chap hanh quyet dinh thi khong phai 
chiu trach nhiem ve hau qua cua viec thirc hien quyet dinh do gay ra.
Dieu 6. Chuan muc ring xu cua VC, NLD vdi cap dudi

1. Phan cong nhiem vu cho cap dudi rd rang. Thudng xuyen kiem tra, don doc 
vice thuc hien nhiem vu cua cap dudi.

2. Guong man trong loi song, giao tiep, ung xu, chap hanh ky cuong hanh chinh 
va noi quy, quy che noi bo; giu gin doan ket noi bo trong Hoc vien, don vi.

3. Doi xu binh dang vdi cap dudi; khong duoc duy y chi, ap dal, bao thu; phai 
ton trong, lang nghe y kien cua cap dudi. Cd phuong phap dieu hanh phu hop. phat 
buy duoc nang lire, kinh nghiem, tinh sang tao cua tung VC, NLD trong don vi. Tao 
dieu kien de cap dudi hoan thanh tot nhiem vu dupe giao.

4. That huy dan chu, tao dieu kien de VC, NLD hoc tap, nang cao trinh do, phat 
huy sang kien trong qua trinh thuc hien nhiem vu. Bao ve danh du, quyen va loi ich 
hop phap cua VC, NDL thudc quyen quan ly.

5. Cong tarn, khach quan trong sir dung, danh gia VC, NLD thudc quyen quan 
ly. Dong vien, khen thudng kip thoi, xung dang ddi vdi VC, NLDva kien quyet xu ly 
cac truong hop vi pham cac quy dinh cua phap luat theo phan cap quan ly VC, NLD. 
Dieu 7. Chuan muc ung xu ciia VC, NLD ddi vdi dong nghiep

1. Cd thai do ton trong, tinh than hop tac, tuong trp trong thuc hien nhiem vu, 
bao ve danh du va uy tin cua dong nghiep.

2. Thang than phe binh, kien quyet dau tranh vdi bieu hien sai trai, tieu cue cua 
dong nghiep trong Hoc vien, don vi; khong chay theo chu nghTa thanh tich, khong bao 
che khuyet diem, khong be phai, gay mat doan ket noi bo; xay dung moi quan he dong 
nghiep lanh manh, trong sang, co ly, cd tinh; khong phan anh sai sir that ve dong
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nghiep nham boi nho danh dir, lam mat uy tin cua dong nghiep.

Bieu 8. Chuan muc ling xir ciia VC, NLD cldi vdi khach den lam viec

1. Khi giai quyet yen can, cong viec cua khach den lam viec, can phai thirc hien 

dung quy dinh, quy trinh; khong gay kho khan, phien ha, vdi vinh, keo dai thdi gian 

xu ly edng viec cua Hoc vien, to chuc. Khong nhan tien, tai san, lai ich bat hop phap 

tir phia cac ca nhan, to chuc va khach den lam viec.

2. Thai do ton trong, lang nghe, tan tinh hudng dan ve quy trinh xu ly edng viec 

va giai thich can kc nhung thac mac cua khach den lam viec. Trudng hap yeu cau cua 

khach den lam viec khong du tham quyen giai quyet ciia dan vi thi VC, NLD hudng 

dan ho den diing dan vi cd tham quyen giai quyet.

Dieu 9. Ngon ngir, thai do giao tiep, ung xu va sir dung dien thoai

1. Ngon ngu giao tiep phai chuan muc, rd rang, mach lac. Thai do, tac phong 

van minh, lich su.

2. Khi giao tiep qua dien thoai, VC, NLD phai xung ten, chuc vu, don vi noi edng 

tac; trao ddi ngan gon, tap trung vao noi dung edng viec; dieu chinh am lugng giong ndi 

cua minh vua du nghe, tranh anh hudng den edng viec ciia ngudi xung quanh.

3. VC, NLD khi tham du cac cudc hop, hoi nghi phai nghien cuu ky tai lieu hop 

da nhan dugc, phai den trudc tdi thieu 05 phut trudc khi bat dau cudc hop; the hien 

su ton trong, nghiem tuc trong cudc hop. Neu vang mat phai thong bao trudc cho Van 

phdng Hoc vien hoac ngudi chu tri cudc hop.

4. Tat chudng dien thoai di dong trong cac cudc hop, hoi nghi. Trudng hop can 

thiet, viec su dung dien thoai di dong phai dam bao khong anh hudng den cudc hop, 
hoi nghi.

Dieu 10. Giao tiep, ung xu vdi co' quan bao chi 
f t

VC, NLD khong dugc han che, can trd bao chi; chi dugc phat ngon, cung cap 

thong tin, tai lieu lien quan den boat dong cua Hoc vien cho cac co quan thong tin, 

bao chi khi da dugc uy quyen hoac dugc su chap thuan ciia Giam doc Hoc vien. 

Trudng hgp VC, NLD tu tiep xue, cung cap thong tin sai sir that, xuyen tac, vu khong, 

trai quy dinh cho co quan bao chi va nha bao thi phai chiu trach nhiem trudc phap 

luat ve ndi dung thong tin do.

Ch iron g III

TRANG PHUC, LE PHUC VA THE VIEN CHUC NGUOI LAO DONG
A ADieu 11. Trang phuc, le phuc

1. VC, NLD phai an mac lich su, kin dao, dau tdc gon gang; di giay hoac dep
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Chuong IV
BAI TRI CONG SO

Muc 1
BAI TRI CONG SO

Dieu 12. Treo Quoc ky
1. Quoc ky duoc treo noi (rang trong trudc tru so Hoc Vien hoac Ida nha chink 

va phai duoc thirdng xuyen thay moi khi da cu, rack. Quoc ky pkai dung tieu ckufm 
ve kick tkudc, mau sac da dirge Hien pkap quy dink.

2. Viec treo Quoc ky trong cac buoi le, don tiep kkack nude ngoai tuan tkeo quy 
dink ve ngki le nka nude va don tiep kkack nude ngoai.
Dieu 13. Treo anh hoac dat tuong Chu tich Ho Chi Minh

Treo anh hoac dat tuong chu tick Ho Chi Minh d hoi tnrdng, phdng tidp kkack 
phai the hien trang trong, phu hop, dung quy dinh.
Dieu 14. Bien ten tai tru sd

1. Tru sd phai cd bien ten gan tai edng chinh, dam bao tinh trang nghiem va phu 
hop vdi kien true cua edng trinh, ghi ten goi day du bang tieng Viet, dia chi cua Hoc 
vien va tuan thu theo nhan dien true quan cua Hoc vien.

2. Cach the hien bien ten co1 quan theo quy dinh tai Thong tu sd 
05/2008/TTBNV ngay 7/8/2008 ciia Bo Noi vu hudng dan ve bien ten co quan hanh 
chinh nha nude.

Dieu 15. Treo khau hieu, bang ron, thong tin tuyen truyen chao mung cac ngay 
le, cac hoi nghi

1. Hang nam, thuc hien treo cd phudn, bang ron, khau hieu tai vi tri da duoc an 
dinh trong cac dip le, tel, cac ngay ky niem theo quy dinh.

2. Khau hieu, bang ron phai cd noi dung tuyen truyen, giao due.
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cd quai hau, phu hop vdi thdi tiet, tinh chat edng viec.
2. Ngudi lao dong duoc cap phat trang phuc rieng (nhan vien bao ve, nhan vien lam 

edng tac ve sinh moi tnrdng) thi phai mac trang phuc dung quy each khi thuc hien nhiem vu.
3. VC, NLD duoc phan edng phuc vu hoac tham du cac sir kien trong the, tiep khach 

quan trong phai mac le phuc theo mua: Nam mac bo comple, ao so’ mi trang that cravat; Nir 
mac ao dai Hoc vien hoac bo comple nu.

4. VC, NLD phai deo the trong gid lam viec va khi thuc hien nhiem vu tai cac khu vuc 
lam viec cua Hoc vien.



3. Khau hieu, bang ron phai dam bao tinh tham my, gop phan tao canh quan moi trubng.
Dieu 16. Bang dien tir

Bang dien tii trinh chicu cac thong tin can thiel dirge dat ci vi tri thuan Igi de moi 

ngirdi de thay do Chanh Van phong Hoc vien bien tap, duyet noi dung. Bang dien tir 

dirge duy tri trong cac ngay lam viec; khi cd cac cuoc hop ngoai gib, Van phong Hoc 

vien phan edng ngirdi trirc de bat, tat he thong bang trinh chicu.

Ch iro ng V

THOI GIAN LAM VIEC, TIEP KHACH, SU DUNG TRANG THIET BI, 

QUAN LY PHUONG TIEN GIAO THONG
*

Dieu 19. Thoi gian lam viec

1. Thd'i gian lam viec ciia Hoc Vien dirge thirc hien theo quy dinh cua Nha nude.

Van phong Hoc vien cd trach nhiem thong bao gib lam the ap dung cho lung mua.

2. VC, NLE) phai chap hanh nghiem tuc thbi gian lam vice theo quy dinh. Neu
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Muc 2

BAI TRI PHONG LAM VIEC
Dieu 17. Bien ten, bai tri phong lam viec

1. Phong lam viec cua Giam doc, Pho Giam doc, vien chirc quan ly phai cd bien 

ten ghi rd ho ten, chuc vu, hoc ham, hoc vi; mot bien Ibn dirge dat tai ct'ra chinh ra 

vao cua phong lam viec va mot bien nho dat Iren ban lam viec (bien ten dat tai cua 

chinh ra vao phong lam viec ghi bang ca tieng Viet va tieng Anh).

2. Phong lam viec cua VC, NLD dugc sap xcp hgp ly timg khu virc khdi Van phong, 

ban chirc nang, cac don vi true thuoc; moi khu virc cd bien ten rieng cua cac don vi.

3. Phong lam vice cua VC, NLD dirge sap xep, bai tri gon gang, ngan nap, thuan Igi 

cho viec thirc hien nhiem vu chung. Phong co 02 ngirbi trd len phai niem yet danh sach 

lung thanh vien trong phong.

4. VC, NLD phai co y thuc giir gin ve sinh moi trubng trong phong lam viec va 

trong Hoc vien; khdng lap ban thb, lhap hirong; khdng nau nirbng, an, udng nrgu bia 

trong phong lam viec.

Dieu 18. Trang bi thiet bi phong lam viec

Viec trang bi ban, ghe, tu tai lieu, may tinh lam viec va cac trang thiet bi lien quan 

phai bao dam chat luong, hien dai, tham my, phu hop vdi chirc nang nhiem vu dirge giao 

va phai dam bao dong bo giira cac don vi, dong bo theo tieu chuan cac chuc vu.



vang mat qua 2 gid- tai no'i lam viec phai bao cao Lanh dao quan ly true tiep va thong 

bao bang giay ghi rd ly do de Irirdc ban lam vice hoac ngoai ciia phdng lam viec.

3. Viec quan ly thdi gian lam viec cua VC, NLD duoc thirc hien thong qua phan 

mem quan ly ra vao hoac cac hinh thirc phu hop khac.

Dieu 20. Lam viec ngoai gid-

Trong trirdng hop vi yen can edng viec, VC, NLE) phai lam viec ngoai gid, ngay 

nghi, ngay le thi phai cd y kien ciia lanh dao quan ly trirc tiep, phai thong bao cho bao 

ve va chap hanh sir kiem tra cua bao ve Hoc vien.

Dieu 21. Tiep khach

VC, NLD lam viec tai tru so- Hoc vien khdng diroc tuy tien du-a khach hoac 

ngirdi nha vao tru so- lam viec; trirdng hop cd khach den lien he edng tac hoac gap 

ngudi nha phai tuan thu sir hirdng dan cua bao ve. Neu can gap Giam doc hoac Pho 

Giam doc Hoc vien phai dirac sir dong y cua Van phdng Floc vien. Phai hirdng dan 

khach hoac ngirdi nha chap hanh quy che van hda edng so-, khdng de khach lam anh 

hirdng den edng viec chung ciia Hoc vien, don vi.

Dieu 22. Sir dung dieu, nude, trang thiet bi lam viec

VC, NLD sir dung dien, nude, trang thiet bi lam viec tai Hoc vien phai tiet kiem, 

dam bao an loan:

1. Khda vdi nirdc san khi sir dung xong

2. Tat cac thiet bi sir dung dien Irirdc khi ra ve.

3. Dong cira so, khoa ciia phdng khi het gid lam vice.

4. Sir dung trang thiet bi lam viec an loan, tiet kiem.

5. Giir phdng ve sinh no-i lam viec sach sc.
. ' ' '6. Khi phai hien he thong dien, nirdc, trang thiet bi hoac co- sd vat chat cd dau 

hieu bat tlwdng, rd ri, hir hong hoac mat an loan, VC, NLD phai bao ngay cho Ban 

Co- sd vat chat & Dau tir hoac lanh dao don vi de dirac kiem tra va xir ly kip thdi.

Dieu 23. Quan ly phuong tien giao thong

1. Van phdng Hoc vien bo tri khu virc de phuong tien giao thong va dam bao an 

loan phuong tien giao thong cua VC, NLD va khach den lam viec. Khdng thu phi giri, 

do phuong tien giao thong cua khach den lam viec.

2. VC, NLD va khach den lam viec can chu y de xe gon gang, dung noi quy dinh 

va tir bao quan tir trang, tai san cua minh; tir sap xep xe theo nguyen tac xe den Irirdc 

phai chon vj tri de xe thich hop, tao dieu kien thuan loi cho xe den sau. Khi phai dal 

xe ngudi khac ra ngoai de tranh dirdng cho xe minh ra, thi sau do phai xep xe ngudi

8



f

2

9

khac lai de dam bao trat tir, ngan nap.

3. Neu can giri xe qua dem, VC, NLE) phai thong bao vdi bao ve Hoc vien; 

trirong hop khong thong bao, neu xay ra mat, hong bao ve khong chiu trach nhiem.

4. Bao ve Hoc vien can hubng dan cho VC, NLE) va khach den lam viec de xe 

dung noi quy dinh; to chtrc trong, giir xe theo quy dinh, khong dupe thu phi, neu de 

mat xe phai boi thubng; phat hien va co bien phap xu ly cac trubng hop ke gian Ipi 

dung de lay cap hoac danh trao xe.

DOC 
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Nguyen mi Lan

Ch iron g VI

TO CHUC THUC HIEN • •

Dieu 24. Trach nhiem tin hanh

1. Chanh Van phong, Truong cac ban chuc nang, Truong cac don vj, cac to chuc 

Doan the thuoc Hoc vien co trach nhiem quan triet, thirc hien nghiem Quy che nay; 

chu dong don doc, kiem tra, danh gia viec thuc hien, dua viec thuc hien Quy che vao 

ticu chi danh gia, phan loai hang nam doi vdi tap the, VC, NLD thuoc tham quyen 

quan ly.

2. VC, NLD dang lam viec tai Hoc vien, khach den lam viec phai thuc hien 

dung cac quy dinh trong Quy che nay.

3. Trong qua trinh trien khai thuc hien, neu co van de vudng mac hoac phat sinh, 

cac don vi phan anh ve Van phong Hoc vien de tong hop trinh Giam doc xem xet, 

dieu chinh, bo sung cho phu hop.

Dieu 25. Klien thubng, xu ly vi pham

VC, NLD thuc hien tot cac quy dinh ve Quy che van hoa cong sb trong thuc 

hien nhiem vu se dupe khen thubng; neu co y vi pham, tai pham se bi nhac nhb, phe 

binh va xu ly trach nhiem theo quy dinh./.
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