SOGDDT KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS VA THPT NGUYEN VAN LINH DPoc 1ap— Tur do— Hanh phiic
Sb: 21/KH-NVL Thudn Nam, ngay 26 thang 01 nam 2026
KE HOACH

Thuc hi€n cong tac cai cach hanh chinh nam 2026

Thyc hién K& hoach s6 364/KH-SGDDT, ngay 24/01/2026 cua S¢ Gido duc va
bao tao vé thuc hién cong tac cai cach hanh chinh nam 2026.

Trudng THCS va THPT Nguyén Vin Linh xay dung Ké hoach cai cach hanh
chinh (CCHC) nam 2026 véi cac ndi dung chu yéu sau:

|. MUC PiCH, YEU CAU

- Cu thé héa cac muc tiéu, nhiém vu CCHC cua S& GDDT phu hop voi dac thu
cua truong co hai cap hoc.

- Nang cao chat luong phuc vu cta bd phan vin phong, gido vu ddi voi phu
huynh, hoc sinh va gido vién.

- Pam bao 100% can bg, gido vién, nhan vién (CBGVNV) quan tri¢t va thuc
hién nghiém tic ndi dung ké hoach.

I1. CAC CHI TIEU CHU YEU NAM 2026

Dua trén cac muc ti€u trong tam cua S& GDDT, nha truong phén d4u dat cac chi
tiéu sau:

1. Chi dao diéu hanh:

Chi dao va to chirc thuc hién nghiém tc Chi thi s6 26/CT-TTg ngay 05/9/2016
cua Thu tuéng Chinh phu vé tang cuong ky luat, ky cuong hanh chinh trong hoat dong
cua cac co quan, don vi.

Xay dung va ban hanh cac ké hoach nam 2026: Ké hoach CCHC nam 2025; Ké
hoach tuyén truyén CCHC 2026. Thyc hién nghiém tic ché d¢ bao cdo theo dinh
ky, ddm bao day du ndi dung va giri ding thoi gian quy dinh.

Tiép tuc dé& cao trach nhiém nguoi ding dAu, nhat 1a trach nhiém cua Hiéu
truong; phat huy dan chu trong cong tac chi dao, di€u hanh; d6i méi phuong phap, 1¢
161 lam viéc dé thich img, phu hop v61 mo hinh chinh quyén dia phuong 02 cap, huéng
dén nén hanh chinh hién dai, chuyén nghiép, gan dan, sat dan va pl}uc vu Nhan dan;
dam bao nguyén tac “06 rd: 1o nguoi, 10 viéc, rd trach nhi€ém, rd tham quyén, rd thoi
gian, 10 két qua”.

100% van ban chi dao vé CCHC duoc trién khai kip thoi; hoan thanh Ké hoach
CCHC cua truong trong thoi gian khong qua 30 ngay ké tir ngay S& ban hanh ké
hoach.

2. Thi tuc hanh chinh (TTHC):

100% TTHC thuoc thAm quyén giai quyét cua truong (chuyén truong, tiép nhan
hoc sinh, cap ban sao bang tot nghiép...) dugc niém yét cong khai tai bang tin va
Website truong.

Thuc hién s6 hoa 100% hd so, két qua giai quyét TTHC (hoc ba dién tir, so
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diém dién tir).

3. T6 chirc b may & Ddi ngii:

100% vién chuc duge bd tri dang vi tri viéc lam va dat chuén theo quy dinh. 100%

gido vién tham gia boi dudng nang cao ning luc theo ké hoach giai
doan 2026-2030.

4. Chinh quyén so:

100% vin ban trao dbi giita truong véi S& GDDT va cac co quan nha nudc thuc
hién dudi dang di¢n tir (trir van ban mat).

100% gido vién str dung thanh thao s6 diém dién tt, hoc ba sd va ky s6 ca
nhan.

Trén 95% can b, gido vién thuong xuyén ung dung cong nghé thong tin
trong quan ly, giang day; 100% CB, GV, NV c6 dia chi email dé trao doi van ban gilra cac
bo phan.

Xay dung, ban hanh ké hoach ing dung cong nghé thong tin trong hoat dong ctia nha
truong

Trién khai thi diém hodc 4p dung mé hinh "Trudng hoc thong minh" tng dung CNTT
va Tri tu¢ nhan tao (néu dugc chon hodc tu chu dong theo nguon luc): Céc tiét day co6 Ung
dung CNTT/AI hi¢u qua.

I11. NHIEM VU CU THE VA GIAI PHAP TRONG TAM

1. Ci cach thé ché va tuyén truyén

Nhiém vu: Ra soat, sira d6i, b6 sung Quy ché chi tiéu ndi b, Quy ché lam viéc, Quy
tac ung xur trong nha truong dam bao phu hop véi quy dinh phap luat méi nam 2026.

Tuyén truyén: Pa dang hoa hinh thirc tuyén truyén: Long ghép trong hop nha trudng,
sinh hoat dudi co, dang tai trén Website truong, Fanpage va nhom Zalo cua nha truong cua
tung 16p dé phu huynh dé dang ti€p cén thong tin cai cach cua trudong. Pho bién ké hoach
CCHC cua UBND tinh va S& GDDT dén toan th¢ CBGVNV trong cac cudc hop nha
truong.

2. Cai cach thi tuc hanh chinh (TTHC)

Niém yét cong khai: Cap nhat va niém yét bd TTHC méi nhat (nhu tha tuc chuyén
truong, xin mién giam hoc phi, cap lai bang tot nghiép...) tai bang tin van phong va trén
cong thong tin dién tr trudng.

Co ché mot cira: B6 tri phong Hoc vu tai vi tri thudn 1oi, ¢6 bién hiéu, hudng dan rd
rang. Can bo truc phai deo thé, thai d§ van minh, lich sy.

Pon gian hoéa: Ra soét, cat giam cac gidy to khong can thiét trong hd so nhap hoc,

chuyén truong; cam két khong yéu cau phu huynh cung cip lai théng tin di c6 trén Co so dit
li¢u nganh.

Giai quyét TTHC: Thuc hién tiép nhén va tra két qua ding han, han ché t6i da ho so
tré han. Xin 101 cong khai néu dé x4y ra tre han.
3. Cai cach to chirc bd may

Tiep tuc ra soat, bo tri gido vién, nhan vién ding theo B¢ an vi tri viéc lam



da dugc phé duyét. Cap nhat chuc nang nhiém vu cia céc td chuyén mon, td van
phong. Pam bao nguyén tac "rd nguoi, rd vi¢e, rd trach nhiém".

Thue hién cac quy dinh vé quan 1y bién ché, khong ky hop ddng lao dong lam
chuyén mon trai quy dinh.

4. Cai cach ché @9 cong vu

Tang cudng kiém tra viéc chap hanh gio gidc lam viée, quy ché chuyén mon cua
gido vién va nhan vién. Xu ly nghiém céc truong hop vi pham quy ché chuyén mon,
day thém hoc thém trai quy dinh.

7 Do6i moi phuwong phép danh gia vién chirc hang nim, gan véi két qua cong viée
cu thé (KPI) va mirc 46 hoan thanh nhi€ém vu.

T chuc it nhat 01 16p tdp huan vé k¥ ning Gmg dung CNTT cho d6i ngii gido
vién, nhan vién van phong. Ctr gido vién tham gia cac 16p tap huan chuong trinh GDPT
mai va cac 16p boi dudng k¥ nang CCHC do S& GDDT t6 chuec.

5. Cai cach tai chinh cong

Thyc hién nghiém tac "3 cong khai" trong giao duc, cong khai dy toan, quyet
toan ngan sach, cac khoan thu - chi diu nim hoc theo dung Thong tu quy dinh vé cong
khai trong giao duc; day manh thanh toan khong dung tién mit trong thu hoc phi va céac
khoan thu khac (néu co).

6. XAy dung Chinh quyén dién tir, Chuyén ddi so

Co s¢ dir liu: Cap nhat "dung, du, sach, séng" dir liéu hoc sinh, gido vién
1én HE thong co s¢ dir 1iéu nganh (CSDL).

Ho so dién tir: Trién khai toan dién Hoc ba s6, S6 diém dién tir, Gido an dién ti,
giam thiéu ho so giay.

Hop khoéng gidy: 100% tai liéu cac cudc hop Hoi ’d@)ng, hop Té chuyén moén
duoc gui trude qua hé thong zalo trudong, han ché to1 da in an tai li€u giay.

Két nbi: Pam bao hé thdng mang nodi bd, wifi phuc vu day hoc va quan ly;
tich hop dit li¢u véi cac h¢ thong dung chung ctua S&/BJ.

IV. TO CHUC THUC HIEN

1. Ban Giam hi¢u:

- Hi€u truéng phé duyét K& hoach, chiju trach nhiém trude Giam dbc S¢ vé két
qua CCHC cua truong. Chi dao xtr 1y cdc phan anh, kién nghi cua phu huynh lién quan
dén TTHC.

- Céac Pho Hi¢u truong chi dao cac té chuyén mén thyc hién doi méi phuong
phép day hoc, tng dung CNTT va chuyén doi so trong giang day. Gidm sat vi¢c thuc
hién quy ché chuyén mon va ky luét lao dong.

- T6 chirc tuyén truyén cho can b9, gido vién, nhan vién, hoc sinh va cha me hoc
sinh hiéu dang, hiéu du vé cai cach hanh chinh.

- Xay dung ké hoach va phan cong trach nhiém cho can b, gido vién, nhan vién
thuc hién cdi cach hanh chinh trong nha trudng.

- Chi dao xay dung va ban hanh céc van ban thyc hién ké hoach céi cach hanh
chinh.



- Xay dung ké hoach va chi dao kiém tra hodc truc tiép kiém tra cong tac cai
cach hanh chinh trong nha truong.

- Thuc hién bao cao dinh ky, dot xuét véi S6 GDPT va cép trén vé cong tac cai
cach hanh chinh trong nha truong.

- Panh gia cac td, cic bod phan chic nang, can bd, gido vién, nhan vién vé
cong tac cai cach hanh chinh.

2. T6 Vin phong:

La bo phan thuong truc, tham muu cho Hi€u truong theo doi, don dde cac bo
phan thuc hién. Phu trach cong tac niém yét TTHC, ti€p nhan ho so tai phong Hoc vu.

Téng hop bao cao CCHC dinh ky va dot xuit gui vé S& GDDT theo quy
dinh.

Thu thap minh chiing dé phuc vu cong tac kiém tra, cham diém chi s6 CCHC
cudi nam.

3. Cac Té chuyén mén va Poan thé:

- Phéi hop tuyén truyén va thuc hién cac nhiém vu chuyén ddi sb trong day va
hoc.

- Van dong gido vién, nhan vién c6 sang kién trong cong tac CCHC.

- Thuong xuyén tham muu dé xudt v6i Ban giam hiéu nha trudng thuc hanh cai
cach hanh chinh, tham muu quy trinh giai quyét cac thu tuc hanh chinh trong linh vuc
chuyén mén dugc phan cong.

- C6 trach nhiém thyc hi€én CCHC trong linh vuc chuyén mén dugc phan cong,
nhat 1a trong viéc thuc hién cac TTHC, thuc hién ché do thong tin, bdo cdo theo quy
dinh cua Ban giam hi¢u dam bao c6 chat luong, kip thoi.

Trén day 1a Ké hoach Cai cach hanh chinh nim 2026 cua Truong THCS va
THPT Nguyén Van Linh. Yéu cau toan thé can b0, gido vién, nhan vién nghiém tuc
thuc hién K& hoach nay. Trong qua trinh thuc hién, néu c6 vudéng mac, bao cao
Ban Gidm hi¢u (qua T6 Van phong) dé kip thoi chi dao./.

Noi nhdn:
- S§ GDDT;
- Ban Gi4m hiéu;

- T truéng CM, VP, Poan TN (dé thuc hién),
- Luu: VT.

Phan Cong Trinh



Phu luc

BANG PHAN CONG NHIEM VU CAI CACH HANH CHINH (CCHC) NAM 2026
(Kem theo Ké hoach so 21/KH-NVL, ngay 26/01/2026 ciia Truong THCS va THPT Nguyén Van Linh)

TT Nhi¢m vu cu thé Sin phim Tién d9 Phin céng va cach thie thwe hién Ghi cha
| |CAI CACH THE CHE
Xay dung va ban hanh ké hoach CCHC ciia nha £ Thang
L | trwong nam 2026 K& hoach 01/2026 BGH, VP
Ké hoach tuyén truyén cong tac Cai cach hanh £ Thang
2| chinh nam 2026 K& hoach 01/2026 BGH, VP
Bao cao cong tac céi cach hanh chinh dinh ky dam L Theo quy
3| bio ding tién do thoi gian quy dinh, Bao cao dinh cia S¢ BGH, VP
Il | CAI CACH THU TUC HANH CHIiNH
Ra soat, stra d6i Quy ché chi tiéu ndi bo phu hop quy L 4 , L.
1 dinh 2026. Quyeét dinh Qui 1/2026 BGH, Ké toan
Niém yét cong khai TTHC (chuyén trudng, Xin hoc lai, | Hinh anh Bang tin cong khai; Thuong - . A A
2 cap ban sao van bang...) Bai ding trén Website truong xuyén Vén phong, B phan CNTT
"Cf}llz};é r‘lllé}an, xtr ly phan anh, ki€n nghi cua ca nhan, to | TI}ang
3 | quy dinh hanh chinh 1ién quan dén Tinh vuc gido duc Bién ban xuyen trong BGH, VP
s £ nam
va dao tao (N€u co)
1l | CAICACH TO CHUC BQ MAY VA CONG VU
: . p . . . Pau nim hoc
Ra soat, bo tri vién chirc theo dung B¢ an vi tri viée Bang phén cong nhiém vu ca A 2., 2
L | iam (VIVL) da phe duyét. nhan; 100% ding VTVL | < D3 nam BGH, To truong CM, To VP
2 Cir gido vién tham gia dao tao, boi dudng nang cao Danh sach cir di hoc; Chtng | Theo cacdot | Phé Hiéu truong CM, Cac T6 truong
nang luc, chuan chiic danh nghé nghiép. chi/Chting nhan hoan thanh ctua S& CM




TT Nhiém vu cu thé San phim Tién dd Phin cong va cach thirc thuce hién Ghi cha
| |CAI CACH THE CHE
5 | Thuc hién kiém tra ndi bo nam hoc Ké hoach Theo ké hoach Ban KTNB
Panh gia, xép loai vién chirc cudi nam dya trén hiéu | Bién ban danh gia; Két qua . e o
4 | qua cong viee (KPT/Mite d6 hoan thanh). xép loai thi dua Thing 5 Hoi dong TDKT, toan truong
IV | CAI CACH TAI CHiNH CONG
1 | Thuc hién cong khai tai chinh, ngan sach theo quy Ban cong khai niém yétva £
dinh ’ cong bd trong hdi nghi Theo quy dinh BGH, K& toan
1. CBCCVC.
v | XAY DUNG CHINH QUYENDIEN TU &
CHUYEN POI SO
Cap nhat, lam sach dir liéu trén CSDL nganh (CSDL D1t liéu trén hé théng "dlng, \ R N
1 | dan cu, dinh danh dién tir du, sach, séng" Thutmg xuyén B phan CNTT, GVCN
- A - A A - R A 5 .y , A 0, A A r 4 .,
5 ”[:rler{ khai ‘HQC ba s0, So diém dién tir, Gido an dién 100% ho so dl:}’()’C s0 hoa, ky Ca nam hoo Phé Hiéu truong CM, toan thé GV
tu toan truong. SO.
3 | Ting cuong émg dung CNTT Céc tict day cO img dung |py oo van BGH, Céc Té chuyén mon
g cuong ung dung CNTT/AI hiéu qua g Xuy ’ y
V | CONG TAC CHI PAO, PIEU HANH
1 T chirc ty danh gia, cham diem Chi s6 CCHC nam HO so chim didm Nim 2025 Hiéu truéng, VT
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A. QUY DINH CHUNG

Dia diém tiép nhan: Phong Hoc vu

PHU LUC 2

Hinh thtrc ndp hd so: ndp truc tiép/ qua zalo (Tuy thii tuc)
Thoi gian tiép nhan: Sang: 7h00 - 11h00; Chiéu: 13h30 - 16h30 (Tur thir 2 dén thi 6).

B. DANH MUC CU THE

DANH MUC CAC THU TUC HANH CHINH TRONG TAM NAM 2026
Hpheo Ké hoach so 21/KH-NVL, ngay 26/01/2026 ciia Trueong THCS va THPT Nguyen Van Linh)

Thoi gian gii quyét

Cach thirc ngp

TT Tén thu tuc hanh chinh (Téi da) Phi, L¢ phi B0 phan chu tri (Khuyén nghi 2026)
I | Danh cho hgc sinh va phu huynh
Thu tuc chuyén truong (Chuyén Qén) . 01 ngay lam viéc VNOE tr;fc,tlép pr
1 | (Danh cho HS ngoai tinh chuyén vé | (ké tir khi nhdn dii hé so Khong Hiéu truong, Van thy | (/a7 thi hwong dan,
. . cach thiee lam ho so néu
truong) hop 1) chia dii hé 50)
7 ” R NGp truc ticp
o | Thutuc chuyen trudng (Chuyén di) (Gigz‘l o rllarg méndi | Khon Hiéu truong, Van thy | (/an thie huong dan.
(Riit hd so chuyén di noi khdc) quyetngay g : & cdch thite lim hé so néu
ho so) L3
chwa du ho so)
£ 1 sk n Theo quy | Vin thu huéng dan diang Ding ky truc tuyén
3 | Cap ban sao Bang tot nghiép THPT dinh (néu c6) ky qua dich vu cong qua dich vu cong
Xin cép lai Gidy chimg nhan tot nghiép N R < bang ky online, nhén
4 tam thoi (Do thdt lac) Trong ngay lam vige Khong Van thu két qua truc tiép
Xac nhan dang hoc tai truong Ngay lap tic . < . bang ky online, nhén
5 (Dé vay von, hoan NVQS, du hoc...) (Ky ngay Khi trinh) Khong Van thu trinh BGH két qua tryc tlep
5 Xin rfnen, giam hoc phi, ho tro chi phi Khong Ké toan & Vin thu N(_)pvho so dau
hoc tap nam hoc
7 | Xin bao luu két qua hoc tap 02 ngay lam viéc Khong BGH & Van thu Nop truc tiep
Chinh stra nd1 dung Hoc ba 03 ngay lam viéc A Nop truc tiép kém
8 | (Do sai st thong tin cd nhan) (Cén xdc minh hd so gdey | KDONE BGH & GVCN gidy t& chimg minh
;| | PANH CHO GIAO VIEN, NHAN
VIEN (NOI BQ)
1 | Cap giay x&c nhan luong, xac nhan 01 ngay lam viéc Khong Keé toan/Van thu Dang ky qua nhom




Thoi gian gidi quyét

Cach thirc ngp

TT Tén thu tuc hanh chinh (Téi da) Phi, L¢ phi B¢ phan chu tri (Khuyén nghi 2026)
cong tac (Vay ngan hang, lam thé tin Zalo ndi bd
dung...)

Thanh toan theo quy ) Nop chime tr vé bo
2 | Thanh toan cong tac phi, lam thém gio | (theo yéu cau nop ho so Khong K¢ toan PP TAUME T Ve b
S phan K¢ toan
cua Ké toan)
3 580 y ho so vién chic, quyét dinh Trong budi 1am viéc Khoéng Van thu Lién hé tryc tiép

luong

C. CAM KET VE CHAT LUQNG PHUC VU
1. Nguyén tic "4 Xin": Xin chao - Xin 15i - Xin cam on - Xin phép.

2. Nguyén tic "4 Lu6n": Ludn mim cudi - Ludn nhe nhang - Ludn ling nghe - Ludn giup dd.

3. Néu h6 so tré han, bo phan chuyén mén phai c6 Thu xin 18i (hodc vin ban thong béo 1y do) giri dén phu huynh/hoc sinh.




MAU 01: PON XIN CHUYEN TRUONG
(Danh cho phu huynh hoc sinh chuyén dén hodc chuyén di)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PON XIN CHUYEN TRUONG

Kinh gtri:
= SO/UBND XA...ciiiiiiiiiieiienieeiee e ;
= SO/UBND XA...ciiiiiiiiiiiieciee e siee et ;
= TIUONE oo :
= TIUHONE oo
O R RS OT la phu huynh cta hoc sinh:
................................................................ Ngay sinh: ............ccceceeeveeen, hién
dang hoc 16p ........ nam hoc: 20.....-20........... , tal Truong .....cccceeveeeinnne, , xa
.................................... 310 o N
T6i lam don nay kinh xin Hiéu truong Truong ... , xa
.................................... , 0D ceeeeeeeeeeeeeeeeeeenn..dONE Y chO phép con 61 duoc
theo hoc 16p ............. tai Trudng THCS va THPT Nguyén Vian Linh, x3 Thuan Nam,
tinh Khénh Hoa.
5 [ LTRSS RRPR PR

(Vi du: Theo nguyén vong gia dinh/Gia dinh chuyén noi cu trii vé.../ B6 me chuyén cong tic....)
T6i xin cam doan thuc hién ddy di cac thu tuc theo quy dinh va hoan thanh cac khoan
dong gop (néu c6) trude khi rat ho so.
Néu dugc chap thuan, Toi xin cam doan va hta s& chap hanh t6t moi quy dinh,
cling nhu cung phéi hop t6t voi nha trudng trong viée gido duc hoc sinh.
T61 xin chan thanh cam on./.
Y kién ciia trueong noi chuyén di
....................... , ngay ... thang ....nam 20...
Phu huynh hgc sinh

Y kién ciia truwong noi chuyén dén



MAU 02: PON XIN CAP BAN SAO TOT NGHIEP THPT TU SO GOC
. (Dimg cho hoc sinh f’l’d 1ot nghl'ép)

CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap — Tu do — Hanh phic

PON PE NGHI
CAP BAN SAO BANG TOT NGHIEP THPT TU SO GOC

Kinh giri: Giam ddc S& Gido duc va Pao tao Khianh Hoa

TO1 801 18 (VAL CHT TN NOA): .ttt
DAN EOC ..o G101 tinh:.. e
Sinh ngay ............... thang............. 10110

INOT SINN e
NOT CONG tAC NIEN NAY . ..ooooooeseessssss s s

$ 3 3 1) 0 1 410 Y- ¥ 0000000000000
B e
CIMND/CCCD.........oooooeeeesseeesssssees s sssssses s ssisssss s
Dia Chi TN 180 KNI CAN: oo
Trudce day 1a hoc sinh 16p 12 cia Truong/Trung tdim Gido duc thudong xuyén:

Khoa thi ngay ................ thang..... NAM....ooooerrrirrrenn

TAL HOL GONE tNiT sttt ettt sttt
Kinh xin ong Giam doc S¢ Gido duc va Pao tao Khanh Hoa cap cho t6i ban sao bang
t6t nghiép (Trung hoc phd thong hodc Bo tuc trung hoc phd thong).

SO THONE: 02 DAN SO (.vvvvervrreerereererseeresseesese s esssssesss st s s eesssse s s sssen st anesssesesensansaneeses
LY 0O XIN CAP DAN SAO: .ottt
T6i xin cam doan 101 khai trén ddy 1a dung su that, néu c6 diéu gi sai trai, toi xin chiu
hoan toan trach nhiém trudce phap luat./.

* Kém theo don nay: Nguoi viét don
CMND dé kiém tra, doi chiéu (K, ghi 76 ho, tén)
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MAU 03: PON XIN XAC NHAN (PANG HQC TAI TRUONG)
(Dung dé hodan nghia vu quan sy, giam thué...)

SOGDBTKHANHHOA CONG HOA XA HOICHUNGHIA VIETNAM
ONG THCSVATHPTNGUYEN VAN LINH DPoclap-Twdo-Hanhphiic

GIAY XAC NHAN

XACTNAN BM: .o Ngay Sinh.....cocoooiiiiie,
CON ONE: it Nghé nghiép: ....coovvvevvvrrrnnee,
CON DAL e Nghé nghiép: ....co.ovvvvrerrenenee,
INOT CU UL i n e r e e n e e nn e nneenne s
Hién dang theo hoc tai lop ......... Trudng THCS va THPT Nguyén Vin Linh.
Nam hoc: 202.....-202......

Thugn Nam, ngay .... thang ... nam 202...
HIEU TRUONG

Phan Cong Trinh
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