
s6:?09 /QD-DHYD Thdi NguyAn, ngdy'/9 thdng J ndm 2019

QUYET DINH

Vi viQc ban hinh Quy ilinh v6 cdng tdc drin, tiiip kh6ch
cria Tm'd'ng Dai hgc Y - Du'g'c, Dgi hgc Thii Nguy6n

Hrpu TRTIONG TRTIONG DAr HQC y - DUqC

Cdn cu Nghi tlinh si5 :tlcp ngdy 04 thing 4 ndm 1994 cria Chinh pht v6

vi6c thdnh ldp Dai hoc Th6i Nguy6n;

Cin cri Quytit dlnh 
"6 

Z+Z+IqO-OHTN ngdy 22 thing 10 ndm 2015 cira

Gi6m d6c D4i hgc Th6i Nguydn v6 viQc ban hdnh Quy <Iinh nhiQm vs, quy6n h4n

cta D4i hqc Thrii Nguy€n, cdc co so giSro duc d4i hgc thdnh vi6n vd don vi truc

thu0c;

Cin cir Quyi5t dlnh rO SOOIqO-OUYD ngdy 06 th6ng 4 nim2016 cta Hi€u

truong Truong Eqi hgc Y - Duoc, D4i hgc Thrli Nguy€n v€ viQc ban hdnh Quy

ch6 tO chric vd ho4t dQng cua Trudng Dai hoc Y - Dugc;

Theo tl6 nghi crla Truong phdng Hdnh chinh - T6 chuc,

QUYfr DfNH:

Didu f . Ban hdnh kdm theo Quy6t dlnh ndy Quy dinh v€ c6ng t6c d6n, ti6p

kh6ch cira Trudng Dai hgc Y - Dugc, Dai hgc Thrii Nguy€n.

Di6u 2. Quy6t dlnh c6 hiQu luc k6 tu ngdy kj.

Di6u 3. Tru<rng c6c phdng chric ndng, khoa, bQ rn6n, cric t6 chfc vd c6 nhAn

c6 li6n quan chiu tr6ch nhiQm thi hdnh Quy6t dinh ndy./.

DAI HQC THAI NGUYTN
TRUoNG D^r HQC Y - DU'QC

CQNG HOA XA HQI CHU NGHiA VIET NAM
DQc I{p - Tg do - H4nh phtic

HIPU TRUoNG
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Noi nh$n:
- Nhu Ditiu 3 (d6 thuc hi€n)l
- Ddng website Nhe trudng;
-Ltru: VT. HCTCM

TRUdNG
DAI HQC
Y.DUOC
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euY DINH o6N, rrEp ruAcu
cul rRuoNG DAr Hec y - DU'oc, DAr Hec rnAr ucuytN

(Ban hdnh kdm theo Quyit dinh si5 ?09 \?O-DHYD
ngdy49 thdng ! ndm 2019 cua HiQu tructng Tradng Dai hoc Y - Du'oc)

Chuong I
NHITNG QUY DINH CHUNG

Di6u 1. Phqm vi tlitiu chinh vir tISi tugng 6p dgng

l. Quy dinh ndy quy tlinh nguy6n t6c chung, trinh tg thir tqc vd tr6ch

nhiQm cua c6c dcvn v! trong vi6c t6 chric d6n, ti+3p khrlch trong nu6c vd nu6c

ngodi d6n th6m, ldm viQc t4i Trudng D4i hqc Y - Dugc (sau ddy gei tit ld d6n,

tii5p kh6ch).

2. Quy ttlnh ndy 6p dUt g aOi vOi c6n bQ, vi€n chtc c6c dcyn v! thuQc

Trudrng, c6c don vi, t6 chric, c6 nhdn di5n [6n hQ c6ng t6c 'ai Truirng Dai hoc Y - Du-o. c.

Didu 2. Nguy6n tic chung t6 chrirc tl6n, ti6p khich
I . Tuin thri c.ic nguy€n tic ngoai giao, luat phrip vd c6c quy dinh cira Nhd tuong.

2. Mpi c6ng viQc 16 tdn, hdu cdn phgc vg cho viQc d6n, tii5p kh6ch ph6i

ttuoc chu6n bi chu d6o, vdn minh, lich su.

3. Kinh phi t6 chirc d6n, tiiip dugc chi theo quy dlnh chung cia Nhd nuoc

vd du trir k5 hoach kinh phi dugc Hi6u truong duyQt nhmg ph6i b6o drim ti6t

kiQm, theo tfting chti tlQ, ti6u chudn quy dinh hien hinh.

4. Trinh tr,r, thir tr,rc ve tr6ch nhiQm cta c6c c6 nhdn, don vi thuc hiQn theo

c6c quy dlnh tai vdn b6n ndy.

Chuong II
TRiNH TrI. , THU TUC To cHUC o6x, rrrp xnAcn

Di6u 3. ChuAn bi, t6 chric iilin, ti6p khich

1. D6i vdi khrich nu6c ngodi: Phong KHCN&HTQT ld don vi tlAu m6i

ti6p nhan c6c d6 xuAt lirm vi€c trqc ti6p tu cric d6i t6c nuoc ngodi. ho{c th6ng

qua c6c don vi thuQc Trudng.

- Trinh Ban Gi6m hiQu duyet tiiSp dodn

- O6 xu6,t tii5p d6n vd ldm viQc, ptrOi trqp v6i c6c Phong chfc nbng vir c6c

khoa, bQ m6n 1i6n quan chuAn bf c6ng t6c hfu cin ft6 hopch, danh s6ch dodn

viro, nQi dung vir chucrng trinh lirm vi€c chi ti6t, tdi liQu, th6ng tin vA di5i t6c; dg

trt kinh phi; xin xe dua d6n; que t[ng...)
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- Thuc hiQn c6c thri tuc li€n quan tl6n dodn vdo (thu mdi, giii quy€t crlc

vdn dd lien quan tl6n visa vd cu tru cho ngudi nu6c ngodi, b6o crio Dqi hgc Th6i

Nguy€n (Ban Hqp t6c qu6c t6), C6ng an tinh Th6i Nguy6n (Phdng PA0l,

PA03), S0 Ngo4i vs tinh Th6i Nguy6n.

- Ldm viQc v6i c6c Phdng, Khoa, BQ m6n c6 li6n quan xAy dpng chuong

trinh ldm vi6c cu th6.

- Thi5ng nh6t chucrng trinh ldm vi6c v6i Aiii tac.

- Ph6i hqp ciic dcyn vi trong trudng c6 li6n quan tri6n khai c6c hoqt dQng

theo kii ho4ch.

2.E6n,ti6p kh6ch trong nu6c:

a) Diii vtfi tlodrn khdch tl6n tirm viQc theo k6 ho4ch.

Kh6ch di5n Nhd truong ldm viQc ph6i c6 c6ng vdn vC n6i dung vd kti hoach

ldm viQc trudc khi UuOi tam viec bit dAu, c6ng vdn d6 dE duo.c HiQu truong ph6

duyQt. Khi kh6ch di5n Trudrng ldm viQc li6n hQ tnr6c voi b0 phan VEn thu (hoac stl

diQn tho4i: 02083 852 671) dC crrng c6p th6ng tin hanh chinh, nQi dung c6ng viQc.

Vdn thu c6 tr6ch nhiQm huong d6n kh6ch theo k6 hoach cria l6nh d4o Phdng

HC-TC.

- Phdng HC-TC lAp k6 hoach <16n, titip theo chi d4o cta Ban Girim hiQu

:,
gom cac nol oung sau:

+ Danh srich doirn kh6ch, mgc dich, nQi dung, chucrng trinh lirm viQc.

+ Sip x6p thdi gian, dia di6m ldm vigc

+ ChuAn b! nQi dung, chuong trinh ldm viQc

+ Th6ng brio thinh phAn tit5p, d6n v?r lirm viQc v6i doirn kh6ch.

+ 86 tri xe 6 t6 dua d6n dodn khdch (ni5u cAn).

+ Ph6i hqp vdi Phdng Quan tri - Phuc vu cric diAu kiQn cAn thi6t nhu: Am

thanh,6nh s6ng ...

+ Tiy theo n6i dung vd mqc dich chuy6n c6ng t6c c0a kh6ch mir chu6n bi

qud tlng cho phi hqp.

+ 86 tri d{t com, d4t phdng nghi cho kh6ch (ntiu cAn).

+ Ldp dg trt kinh phi d6n, titip kh6ch trinh HiQu tru&ng ph€ duyQt.
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- C6c d<vn vi c6 li€n quan chlu tr6ch nhiQm chuAn Ui c6c nQi dung th6ng

tin, tdi li6u theo k6 hoach ti6p, d6n vd lirm viQc.

b) D6i vdi ttoin kh6ch cria cic tlon vi thuQc Trutrng

- Don v! c6 kh6ch d6n ldm vi6c phai l6p Td trinh xin j ki6n Hi6u trucrng

vd grii v6 Phdng HC- TC d6 b6o c6o, n$i dung Td trinh g6m:

+ Th6ng tin vC doan thrich, mqc tlich, nQi dung, chuong trinh diSn hm viQc.

+ EC xu6t thdnh phAn tham gia d6n, ti6p vir ldLm viQc.

+ Dd xu6t di€u kiOn d6n, ti6p: phong lirm viQc, phucrng tiQn giao th6ng, co

sd v{t chAt kh6c nhu: nu6c, b6nh ngot, hoa quiL, bing r6n, bi€u ngfr ...

- Phdng HC-TC trinh HiQu truong To trinh vd th6ng b6o l4i cho tlon vi c6

kh6ch d6n ldm viQc, th6ng b6o toi cri nhAn vd don vi trong thdnh phan d6n, titip

kh:ich, d6ng thoi ch*.in bi c6c didu kiQn d6n, ti6p kh6ch theo n6i dung du-q c ph6 duyQt.

- Don vl c6 khrlch d6n ldm vi6c chiu tr6ch nhiQm chinh trong c6ng t6c tO

chuc d6n, ti{ip kh6ch, chuAn bi nQi dung lirm viQc (tdi liQu, dC xu5t hqp t6c, ghi

bi6n b6n ldm viQc ...). Cric b6o c6o, th6ng tin, tdi liQu li6n quan di5n butji lam

viQc phii trinh HiQu tru&ng duyQt.

c) E6i vni c6 nhAn, t6 chric d6n li6n hQ c6ng tic tIQt xuit
Kh6ch ld c6 nhAn, t6 chuc dr5n li6n h6 c6ng t6c d6J xuAt fth6ng c6 kti

ho4ch ho[c kh6ng c6 hgn tru6c) d6u phrii ddng ky v6i b0 phQn Vin thu Phong

HC-TC vd thuc hiQn theo quy trinh sau:

- Khrich *r6t t.inh gi6y td (gi6y gi6i thiQu cta ccr quan/t6 chric cri dt5n li6n

hQ c6ng t6c, Thd Nhd b6o, Th6 C6ng an ...) trinh bdy 16 nQi dung, muc dich di5n

lim vi6c.

- Ven thu b6o c6o Tru&ng (Ph6) Phdng HC-TC c6n cri nQi dung, mpc dich

dtin ldm viQc cira kh5ch d€ b6o c6o HiQu trudng, c6c Ph6 HiQu truong, ho{c

Truong c6c don vi truc ti6p ldm viQc vd giAi quy6t c6ng vi6c voi khrlch theo quy dinh'

- OOi vOi kh6ch do HiQu truong hoic c6c Ph6 Hieu truong ti6p:

+ Phdng HC- TC bi5 tri Aia ditim ti6p kh6ch, cri can b6 ghi ch6p n6i dung,

bi6n bin ghi nh6, bi€n bin lim vigc (niiu cin);

+ Th6ng b6o cho c6c c6 nh6n, tlon vi c6 li€n quan ctng lirm viQc theo y6u

cdu cria l6nh d4o Trudng.
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- D6i voi khrich do Truirng ciic don v! titip vd giAi quyi5t c6ng viQc thi ph6i

cir c6n b6 cta d<yn vi ghi ch6p, luu gifr cric tdi li6u cAn thi6t, b6o c6o Hi6u trudng

bing vdn bdn n6i dung, k6t qua ldm vi6c.

d) Diii voi c6n bQ vi6n chrlc, ngudi lao tlQng trong Trud'ng

1. C6n b0 trong Trudng cdn cf vdo lich truc ti6p dAn dugc ddng kj trong

llch tuAn co quan d6 gqp Ban Girim hi€u.

Cric ngdy khric trong tuAn, c6n b6 vi6n chirc, ngudi lao dQng g4p tryc ti6p

lSnh dao khoa, b9 m6n, c6c phong chuc ndng dC dugc hu6ng d6n vd gi6i quy6t

circ vdn dC theo tung linh vuc chfc ndng, nhi6m vu. Trudng hgp c6n BGH truc
.{ .,. ;. ,tiep gieii quy€t, cric phdng chric ndng Li dAu m6i tap hSp b6o cito BGH vd tham

muu phuong 6n.

2. DOi vdi hgc vi6n, sinh vi€n cAn gi6i d6p thic mic r6n d€ hgc tap phai

glp cdc phdng quAn ly trpc titip nhu: Phdng Ddo t4o, Phdng C6ng tric Hoc sinh
;, .,. -,sinh vi6n; cin giai ddp c6c van d€ chuydn ngdnh vE Kioa, BO mdn (xem so d6

cric phdng t4i t6ng 1) kh6ng g[p trqc ti6p Ban Gi6m hiQu.

Didu 4. Quy ilinh rd trung phgc, 16 phuc tl6n ti5p kh6ch

l. Khi d6n ti6p kh6ch, d4c bi6t ld d6i v6i khrlch nu6c ngodi, c6n bQ ph6i

su dung trang phgc ggn gdng, lich sU, phi hqp voi tinh chdLt, nQi dung buOi dOn ti6p.

2. Tru trudng hgp c6 y6u cdu kh6c dugc quy dinh trong gi6y moi, trang

phsc th6ng thudng khi titip khrich:

a. Crin bQ nam: b6 comple, c2r vat hodc trang phuc c6ng so nam. Kh6ng

dQi mfr, deo kinh den khi tii5p Lh6ch.

b. C6n bQ nt: bQ 6o ddi truyAn th6ng hoqc bQ vest nt, trang phuc c6ng so

nfr, giAy d6p c6 quai. Kh6ng dQi mfi, deo kinh den khi titSp khrich.

EiAu 5. Quy tlinh v6 t5 tan drin, ti6p khdch

1. L6 tin d6n, tii5p khrich ph6i chu d6o, vdn minh, lich su theo dring nghi
.x ^thuc le tdn phir hoo vo-i tip qudn cua Vi6t Nam.

2. Phdng HC-TC ld don vi diu rn6i, huong din, ki6m tra ve 16 tan d6n,
.: ,, ,

tlep l(hach.

3. Phdng HC-TC cht tri, phOi hqp v6i c6c don vi chuc nang chuAn b! dla

di6m titip kh6ch, trang tri, kh6nh ti6t, sip x6p ch5 ng6i vd c6c y€u ciu 16 tan khric.
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Chucrng III
TRACH NHIPM CUA CAC DON vI

Didu 6. Trr{ch nhiQm cta Phdng KHCN&HTQT
1. Ld dcyn vi ttAu m6i <I6n, tirip khrich nudc ngoiri cira Trudng; chiu trrlch

nhigm todn diQn tru6c Ldnh d4o Trulng v6 c6c hoqt dQng di5i ngo4i n6i chung
':vd n6i dung ldm vi6c, k€t qu6 d6n, ti6p khrich nu6c ngoiri n6i ri6ng;

2. Cht tri, ph6i hqp vdi c6c co quan c6 li6n quan kiiim tra,xic thuc c6c

th6ng tin ,d kha"n nu6c ngoiri, tldm bAo yiiu til an ninh chinh tri;

3. Chi tri ho[c phi5i hqp vdi c6c don vi dugc giao chri tri thgc hiQn c6c

ngi dung theo quy dinh tai Eidu 3, 4,5,6,7,,8 Chucrng II cira Quy dinh ndy;

4. H5 trq cho khrich vd cric thir tgc ldm h0 chiaiu, visa, 16 phi theo quy dinh;

5. Luu trt vd quin lj cric vin b6n, tdi li€u th6ng tin, phim, anh tl6i ngoai

theo chric ndng, nhiQm vU;

6. Thgc hiQn c6c nhiQm vq kh6c theo ph6n c6ng cira Ban Gi6m hieu.

DiAu 7. Tr6ch nhiQm cta Phdng Hinh chinh - T6 chrirc

l. Cht tri hoac phi5i hqp vcri c6c don vl dugc giao chrl tri thgc hi6n c6c

nQi dung theo quy dinh tqi Ei6u 3, 4, 5, 6, 7, 8 Chucrng II cira Quy dinh niry;

2. Cdn cir d6 nghi cria c6c don v! dugc Ban Gi6m hiQu ph6 duyQt d6 chu6Ln

bi <Iia di6m d6n, titip kh6ch, giri gi6y rnoi, bil tri phuc vu 16 tAn.

3. Li6n h6, moi ph6ng vi6n tl6n chyp 6nh, dua tin; tl6ng thdi cung c6p

th6ng tin cho b6o chi theo quy dinh.

4. Ph6i hqp v6i Phdng Kli hoach - Tdi chinh trong viQc thqc hiQn viQc thu,

chi, t6ng hqp vd d6 nghi thanh quy6t to6n li6n quan d6n, tiiip kh6ch theo quy

dinh hien hdnh.

5. PhOi hqp v6i Phdng Qudn tri - Phuc vu trong viQc kh6nh tii5t, loa dAi;

ehili trqp Phdng C6ng tdc HSSV mdi lqc luong an ninh, bio vQ d6p ung y6u c6u.

6. Thuc hi6n c6c nhi6m vu kh6c theo phdn c6ng cira Ban Gi5,m hieu.

Didu 8. Tr6ch nhiQm cta Phdng Quin tri - Phgc vg

l. ChuAn bi co sd v$t chAt: bdn, ghti, khin chii birn, Am thanh, 6nh s6ng,

bdng r6n...P

2.Dim b6o diQn, nudc trong tuOi ti6p khrich vd lirm vigc.
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Di6u 9. Tr6ch nhiQm cfra Phdng C6ng tic HSSV

1. 86 tri luc lugng bdo v9 c6c di6rn d6n, ti6p khrich hu6ng d6n khrlch

dung, dd xe cho pht hqp, s6p x6p xe m6y ggn gdng vir dirng noi quy dinh.

2.Ditm b6o an ninh trat tu, bao vQ an toirn cho khdch.

Di6u 10. Trich nhiQm cf,a Phdng K5 ho4ch Tiri chinh

1. Hu6ng d6n c6c thri tqc, gi6y td vd ph6i hqp vdi Phdng HC- TC trong

vi€c lap kinh phi dg trt vir thanh quy6t todn cho buOi dOn, tii5p kh6ch.

2.Bi; tri c6n bQ ph6t tidn cho khrich (ni5u c6).

Didu 11. Tr6ch nhiQm chung cria c6c altrn vi thuQc Trudng

1. ThUc hiQn nghiCm tfrc c6c nQi dung t4i Quy dinh ndy.

2. Ph6i hqp chuAn bi vd d6n ti6p, kh6ch khi c6 y6u ciu.

3. Khi dugc giao thay m4t llnh d4o Trudng chri tri ti6p ktr6ch, ph6i hqp

v<ri Phdng KHCN&HTQT (n6u d6n kh6ch qu6c t6)

Chu'ong lV
DIEU KHOAN THI HANH

Di6u 12. Tii chri'c thqc hiQn

1. Phdng HC-TC chir tri, chfu trrlch nhigm hu6ng din, ki6m tra, d6n d6c

vi6c thgc hi6n Quy dlnh ndy.

2. Truong c6c tlon vi co trdch nhiQm ph6 bitin, quan triQt d6n c6n bQ vi6n

chirc, ngudi lao dQng trong dcrn vi nghi6m ti"rc thqc hiqn Quy dlnh ndy.

3. Trong qu6 trinh thuc hiQn naiu c6 kh6 khdn, vu6ng m6c, c6c dcrr v!, c6

nhAn kip thdi phan 6nh vA Phdng HC-TC d€ t6ng hqp, b6o crio HiQu truong

qry6t dint b6 sung, sua d6i cho pht) hgp.

EU TRUdNG
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Phg luc I
QUY TRiNH DON TIEP KHACH NU,6C NGOAI

TT NQi dung Don vi chiu tr:ich
nhiQm tl6u m6i

Don vi ph6i
hqp

1 LAp k6 hoach titip kh6ch
+ Lich ldm vi€c chi ti6t
+ N6i dung lirm vi6c
+ Cric y€u cAu v6 ch6 5n, o, phuong
tiQn di lai vd c6c y6u cAu kh6c (n€u c6)

Phdng
KHCN&HTQT

Phdng HC- TC

2 86o c6o.v6i c6c co quan ch(rc ndng cua
Tinh; 86 ti d6n ti6p

Phdng
KHCN&HTQT

Phdng HC- TC
Phdne QTPV

J Lap du trir ti6p kh6ch trinh HiQu trudng
ph6 duyQt

Phdng
KHCN&HTQT

Phong HC- TC

4 ChuAn bi c6c nQi dung th6ng tin, tiri
li6u li6n quan d6n bu6i ti6p d6n v?r ldm
vi€c; th6ng tin vd tdi li6u ph6i b6o c6o

Phong
KHCN&HTQT

Phdng HC- TC

5 D6ng ky.llch tuAn co quan n6i dung,
thdnh phAn, thdi gian, dla di6m d6n,,

ti€p kh6ch

Phdng
KHCN&HTQT

Phong HC- TC
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Phu luc 2

QUY TRiNH DoN, TIEi, KHACH TRONG NUOC

TT N6i dung Don vi chiu
trrich nhi6m tl6u

mor

Dcrn vi ptriii trqp

I + Lich ldm vi6c chi ti6t
+ Cric y6u ciu vA ch6 5n, 0, phucrng
tien di lai vd c6c ydu cdu kh6c (n6u c6)

Phdng HC- TC Don v! d6 nghl
ti€p khrich

2 Lap dU tru ti6p kh6ch trinh Hi€u tru0ng
ph6 duy€t

Phons HC- TC Phong KHTC

J Chu6n b! c6c ngi dung th6ng tin, tdi
li6u li6n quan d6n UuOi ti6p d6n vir lirm
viQc

Phong HC- TC Don vi d6 ngh!
ti6p kh6ch

4 Edng ky.lich tuAn co quan n6i dung,
thr.inh phAn, thoi gian, dla di6rn d6n,
ti6p khdch

Don. vi d€ nghi
ti€p kh6ch

Phdng HC- TC
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Phu luc 3
QUY TRINH DON, TIEP CONG DAN HOAC KHACH LIEN HE CONG

TAC DOT XI]AT

TT C6 nhin, tlon vi
thu'c hi6n

Dia tli6m

I Xuat trinh gi6y td: GiAy gi6i thi€u, The
Nhd b6o, The C6ng an ...

Kh6ch B0 phan Vdn thu

2 Dang kyi' ldm vi€c v6i l6nh d4o NhA

trudng hodc cdc don vi chuc ndng
Kh6ch 86 phAn Vdn thu

J 86o cao v6i linh dpo Phong HC- TC 86 phan Vdn thu
4 Biio c6o vdi BGH, sip x6p llch ti€p kh6ch Phong HC- TC
5 86 tri dia di6m ti6p khrich, cu c6n b6 ghi

chdp nQi dung, ldrn bi6n b6n ghi nh6, bi6n
ban ldm vigc (n6u c6n)

Phong HC- TC Tty timg truong
hgp c9 th6

6 -Cuc6n b6 t6i dU budi ti6p vd lirm viQc
(n6u c6 trong thdnh phAn)

- Chudn bl c6c n6i dung th6ng tin, tdi liQu

li6n quan d6n bu6i ti6p d6n vd lirm vi6c

Phdng HC- TC

Dcrn vi chuc ning
c6 li6n quan

Tty tirng trudng
hgp cu th€

9
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