
Qudng Hoa, ngdyAi thdng 10 ndm 2023

HIEU TRUONG TRUONG PHO THONG DTNT THCS PHUC HOA • •

QUYET DINH:
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Dieu 1. Ban hanh kem theo quyet dinh nay la Quy che thu’c hien dan chu 
trong boat dong cua truong Pho thdng DTNT THCS Phuc Hoa.

Dieu 2. Quyet dinh co hieu lire ke tir ngay ki.

Dieu 3. Toan the can bo, giao vien, nhan vien truong Pho thong DTNT 
THCS Phuc Hoa chiu trach nhiem thi hanh quyet dinh nay./.

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu’ do - Hanh phuc

Noinhan:
- Nhu Dieu 3;
- Luu: VP.

UBND HUVEN QUANG HOA
TRUONG PTDTNT THCS 

PHUC HOA

Soy/6yQD-DTNT

QUYET DINH 
Ve viec ban hanh Quy che thuc hien dan chu trong boat dong nha truong 

Nam hoc 2023-2024

Can cur Nghi dinh so 04/2015/ND-CP ngay 09 thang 1 nam 2015 cua 
A * *

Chinh phu ve viec thuc hien dan chu trong boat dong cua co quan hanh chinh 
nha nude va don vi sir nghiep edng lap;

Can cu thdng tir 01/2016/TT- BNV ngay 13/1/2016 cua Bd noi vu hudng 
dan mot so noi dung cua Nghi dinh 04/2015/ND-CP;

r«A/\x 9X ACan cu Dieu le Trudng trung hoc co so, truong trung hoc phd thdng va 
truong phd thdng cd nhieu cap hoc ban hanh kem theo Thdng tu so: 
32/2020/TT-BGDDT ngay 15/9 /2020 cua Bd trudng Bd Giao due va Dao tao;

Can cu tinh hinh thuc te ciia nha trudng,
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UBND HUYEN QUANG HOA
TRtfCXNG PTDTNT THCS

PHUC HOA

CHUO’NG II
DAN CHU TRONG NOI BO CO QUAN, DON VI

CHUONGI
QUI DINH CHUNG

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

Dieu 1: Muc dich thuc hien dan chii trong nha truong.

1. Thuc hien co hieu qua nhat nhung dieu trong Luat Giao due va Nghi 
dinh so 04/2015/ND-CP ngay 09 thang 1 nam 2015 cua Chinh phu ve viec thuc 
hien dan chii trong boat dong cua co quan hanh chinh nha nude va don vi su 
nghiep cong lap trong tat ca cac boat dong cua nha truong.

2. Phat buy quyen lam chii va huy dong tiem nang tri tue ciia tap the CB-
\ yr

GV-NV trong nha truong theo luat dinh, gop phan xay dung ne nep, trat tu, ky 
cuong trong moi boat dong ciia nha truong, thuc hien nhiem vu phat trien su 
nghiep giao due phu hop voi dudng loi, chii truong ciia Dang va luat phap ciia 
Nha nude.

Dieu 2: Nguyen tac thuc hien dan chii trong nha truong.

1. Dam bao su lanh dao ciia chi bo Dang nha truong theo nguyen tac tap 
trung dan chii, thuc hien trach nhiem ciia Hieu truong va phat huy vai trd ciia 
cac doan the trong nha truong.

2. Thuc hien dan chii trong nha truong phu hop voi Hien phap va phap luat, 
quyen phai di ddi voi nghia vu va trach nhiem, dan chii phai gan lien voi ky 
luat, ky cuong trong nha truong. Dan chii trong khudn khd phap luat, dam bao

r r x

nguyen tac che do thii truong trong quan ly, dieu hanh.
X

3. Khdng duqc cd hanh vi loi dung dan chii hoac xam pham quyen dan chii
r

lam anh hudng den uy tin va boat dong ciia nha truong.

QUY CHE
Thuc hien dan chu trong boat dong nha truong 

(Ban hanh kem theo Quyet dinh so'W? /QD-DTNT ngdyty/10/2023 
cua Hieu truong truong Pho thong DINT THCS Phuc Hoa)
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MUC 1 
TRACK NHIEM CUA KIEV TRUONG 

VA CAN BO CONG CHUC VIEN CHU’C

A /K f r Z •TVDieu 3: Hieu truong co trach nhiem:

1. Quan ly dieu hanh moi boat dong cua nha truong, chiu trach nhiem 
truoc phap luat va cap tren ve toan bo boat dong cua nha truong.

2. Thue hien cac che do hoi hop theo dinh ky sau:

- Hang tuan hop giao ban giua BGH, to truong va cac Doan the ( co the 
hop giao ban toan the don vi)

- Hang thang Hop hoi dong nha truong de danh gia viec thuc hien ke hoach 
thang va trien khai ke hoach thang sau.

- Ket thuc hoc ky I, to chuc so ket hoc ky I va trien khai phuong hudng 
nhiem vu hoc ky II.

- Cudi nam hoc to chuc danh gia tong ket cac mat boat dong nha truong, 
thuc hien khen thuong hoc sinh; xet thi dua;.

3. To chuc danh gia CB-GV-NV ve viec thuc hien nhiem vu nam hoc theo 
ke hoach cong tac, cong khai ket qua danh gia va luu tru trong ho so ca nhan.

< 1>«A 1 Z 1 • A Z 1 A A Z 74. Lang nghe va tiep thu nhung y kien cua ca nhan, to chuc, doan the trong
A A ' 7

nha truong thong qua hop Hoi dong nha truong, sinh boat to, boat dong doan 
the, ban dai dien cha me hoc sinh, trao doi true tiep ctia ca nhan... va co bien 
phap giai quyet dung theo che do, chinh sach hien hanh cua nha nude, theo noi 
quy, quy che, dieu le cua nha truong va phu hop vdi tham quyen, trach nhiem 
dupe giao cua Hieu truong.

5. Thong bao cong khai de can bo, cong chuc, vien chuc biet nhung viec 
dupe quy dinh tai Nghi dinh so 04/2015/ND-CP.

6. Ban hanh quy che quan ly trang thiet bi lam viec trong co quan, don vi 
bao dam thiet thuc, hieu qua, tiet kiem; su dung tiet kiem kinh phi dupe cap; 
thuc hien cac quy dinh ve cong khai tai chinh. Viec mua sam thiet bi, phuong 
tien va cac tai san cua co quan, don vi phai thuc hien theo quy dinh cua phap 
luat.

7. Thuc hien cac bien phap phdng ngua, ngan chan hanh vi tham nhung; xu 
ly va tao dieu kien de co quan, to chuc cd tham quyen xu ly ngubi cd hanh vi
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A • Z **

tham nhung; neu thieu trach nhiem de xay ra tham nhung trong nha truang thi bi 
xir ly theo quy dinh cua phap luat.

8. Chi dao viec cung cap day du, kip thdi nhung thong tin, tai lieu, each 
thuc to chuc thuc hien, trach nhiem thuc hien va trach nhiem giai trinh nhung 
noi dung cong viec trong nha truang quy dinh tai Nghi dinh so 04/2015/ND-CP, 
tru nhung tai lieu mat theo quy dinh ciia phap luat.

9. Xem xet, giai quyet kip then theo quy dinh cua phap luat cac khieu nai, 
to cao, kien nghi cua can bo, cong chuc, vien chuc va kien nghi cua Ban Thanh 
tra nhan dan cua dan vi; kip thbi baa cao vdi co quan co tham quyen nhung van

a 9 \ r

de khong thuoc tham quyen giai quyet cua minh.

10. Kip thbi xu ly nguai co hanh vi can tra viec thuc hien dan chu trong 
boat dong cua co quan, dan vi va nguai co hanh vi tra thu, tru dap can bo, cong 
chuc, vien chuc khieu nai, to cao, kien nghi theo quy dinh cua phap luat.

A AFA F A A ADieu 4. To chuc hoi nghi can bo, cong chuc, vien chuc
1. Hieu truang dan vi chu tri, phoi hop vdi Cong doan dan vi to chuc hoi 

nghi can bo, cong chuc, vien chuc cua co quan, dan vi moi nam mot lan theo 
hudng dan cap tren. Khi cd mot phan ba can bo, cong chuc, vien chuc cua co

F X

quan, dan vi hoac Ban Chap hanh Cong doan co quan, dan vi yeu cau hoac
X t'/s ’AX’AAA* "FAA

nguai dung dau co quan, don vi thay can thiet thi trieu tap hoi nghi can bo, cong 
chuc, vien chuc, cua co quan, dan vi bat thudng. Thanh phan du hoi nghi bao 
gdm toan the hoac dai bieu can bo, cong chuc, vien chuc cua co quan, don vi.

2. Noi dung cua hoi nghi, gdm:

a) Kiem diem viec thuc hien cac nghi quyet, chu truang, chinh sach cua 
Dang, phap luat cua Nha nude cd lien quan den chuc nang, nhiem vu cua co 
quan, don vi; kiem diem viec thuc hien Nghi quyet Hoi nghi can bo, cong chuc, 
vien chuc trudc do va nhung quy dinh ve thuc hien dan chu trong boat dong cua 
co quan, don vi; danh gia, tong ket va kiem diem trach nhiem cua ngudi dung 
dau co quan, don vi trong viec thuc hien ke hoach cong tac hang nam; thao 
luan, ban bien phap thuc hien ke hoach cong tac nam tdi cua co quan, don vi;

b) Lanh dao don vi lang nghe y kien dong gdp, phe binh cua can bo, cong 
chuc, vien chuc; giai dap nhung thac mac, kien nghi cua can bo, cong chuc, 
vien chuc;
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Z \ r /xc) Thong qua Quy che chi tieu noi bo cua nha truong; phat dong phong 
trao thi dua va ky ket giao udc thi dua giua ngubi dung dau co quan, don vi vdi 
to chiic cong doan;

d) Ban cac bien phap cai tien dieu kien lam vice, nang cao dbi song cua 
can bo, cong chuc, vien chuc trong co quan, don vi;

d) Ban Thanh tra nhan dan cua nha truong bao cao cong tac; bau Ban 
Thanh tra nhan dan theo quy dinh cua phap luat;

e) Khen thubng ca nhan, tap the cua nha truong co thanh tich trong cong 
tac.

Dieu 5: Can bo, giao vien, nhan vien trong nha truong cd trach 
nhiem:

1. Nghiem chinh chap hanh noi quy, quy che lam viec cua co quan, don vi; 
thuc hanh tiet kiem, chong lang phi va bao dam thong tin chinh xac, kip thoi; 
thuc hien cac quy dinh ve nghTa vu, dao due, van hda giao tiep, quy tac ung xu, 
nguyen tac trong boat dong nghe nghiep va nhung viec khong dupe lam theo 
quy dinh cua phap luat.

2. Chiu trach nhiem trudc phap luat, trudc ngubi phu trach true tiep va 
trudc Hieu truong ve viec thi hanh nhiem vu cua minh. Trong khi thi hanh 
nhiem vu, CB-GV-NV dupe trinh bay y kien, de xuat viec giai quyet nhung van 
de thupc pham vi trach nhiem cua minh khac vdi y kien cua ngubi phu trach 
true tiep, nhung van phai chap hanh su chi dao va hudng dan cua ngubi phu 
trach true tiep, dong thoi cd quyen bao luu y kien va bao cao len cap cd tham 
quyen. CB-GV-NV dupe quyen tu chdi thuc hien cong viec hoac nhiem vu trai 
vdi quy dinh cua phap luat, dupe quyet dinh van de mang tinh chuyen mon g&n 
vdi cong viec hoac nhiem vu dupe giao.

3. Thuc hien phe binh va tu phe binh nghiem tuc, phat huy uu diem, cd giai 
phap sua chua khuyet diem; thang than dong gdp y kien de xay dung npi bp co 
quan, don vi trong sach, vung manh.

r r r • r 54. Dong gdp y kien vao viec xay dung cac van ban, de an cua nha truong 
khi dupe yeu cau.

5. Bao cao ngubi cd tham quyen khi phat hien hanh vi vi pham phap luat 
trong boat dong cua co quan, don vi.

MUC2
NHUNG VIEC PHAI CONG KHAI DE



CAN BO, CONG CHUC, VIEN CHU’C BIET
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Dieu 6. Nhung viec phai cong khai

1. Chii trirong, chinh sach ciia Dang va phap luat cua Nha nuac lien quan 
den cong viec cua nha trirong.

2. Ke hoach cong tac hang nam, hang quy, hang thang cua nha trirong.

3. Kinh phi boat dong hang nam, bao gom cac nguon kinh phi do ngan 
sach nha nirdc cap va cac nguon tai chinh khac; quyet toan kinh phi hang nam 
ciia nha trirong; tai san, trang thiet bi cua nha trirong; ket qua kiem toan.

Al A A 7 9

4. Tuyen dung, dao tao, boi duong, dieu dong, bo nhiem, luan chuyen, biet 
phai, tu chuc, mien nhiem; hop dong lam viec, thay doi chuc danh nghe nghiep, 
thay doi vi tri lam viec, chain dut hop dong lam viec ciia vien chuc, giai quyet 
che do, nang bac luong, nang ngach, danh gia, xep loai cong chuc, vien chuc; 
khen thuong, ky luat, thoi viec, nghi huu doi vdi can bo, cong chuc, vien chuc; 
cac de an, du an va viec xay dung cac van ban quy pham phap luat cua nha 
trirong.

5. Cac vu viec tieu cue, tham nhung trong nha truong da duoc ket luan; 
ban ke khai tai san, thu nhap cua nguoi co nghia vu phai ke khai theo quy dinh 
ciia phap luat.

6. Ket qua thanh tra, kiem tra, giai quyet khieu nai, to cao trong noi bo don 
vi.

7. Cac noi quy, quy che cua nha truong.
r r r yr

8. Ket qua tiep thu y kien ciia can bo, cong chuc, vien chuc ve nhung van
a t y r * a

de thuoc tham quyen quyet dinh ciia nguoi dung dau nha truong dua ra lay y
# r r • ry rkien can bo, cong chuc, vien chuc.

• a a •> r a ry • a a9. Van ban chi dao, dieu hanh ciia co quan quan ly cap tren lien quan den 
cong viec ciia nha truong.

Dieu 7. Hinh thuc va thoi gian cong khai

1. Hinh thuc cong khai

Can cu vao dac diem, tinh chat boat dong va noi dung phai cong khai, don 
vi ap cac hinh thuc cong khai sau day:

a) Niem yet tai nha truong;
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Dieu 8. Nhung viec can bo, cong chuc, vien chuc tham gia y kien

1. Chii triro-ng, giai phap thirc hien nghi quyet cua Dang, phap luat cua Nha 
nuoc lien quan den cong viec ciia nha truong.

2. Ke hoach cong tac hang nam ciia nha truong.

3. To chuc phong trao thi dua ciia nha truong.

4. Bao cao so ket, tong ket ciia nha truong.

5. Cac bien phap cai tien to chuc, boat dong va le loi lam viec; phong, 
chong tham nhung, thuc hanh tiet kiem, chong lang phi, chong quan lieu, phiSn 
ha, sach nhieu nhan dan.

6. Ke hoach tuyen dung, dao tao, boi duong can bo, cong chuc, vien chuc; 
bau cu, bo nhiem can bo, cong chuc, vien chuc.

7. Thuc hien cac che do, chinh sach lien quan den quyen va loi ich ciia can 
bo, cong chuc, vien chuc.

8. Cac noi quy, quy che cua nha truong.

Dieu 9. Hinh thuc tham gia y kien

b) Thong bao tai hoi nghi can bo, cong chuc, vien chuc;

c) Thong bao bang van ban gui loan the can bo, cong chuc, vien chuc;

d) Thong bao cho to truong ciia nha truong va yen cau ho thong bao den 
CB-GV-NV trong to;

d) Thong bao bang van ban den Chi bo, Ban Chap hanh Cong doan nha 
truong;

e) Dang tren trang thong tin noi bo ciia nha truong,

2. Thdi han cong kliai cham nhat la 03 ngay lam viec, truong hop dac biet 
khong qua 05 ngay ke tu ngay van ban duqc ban hanh hoac ke tu ngay nhan 
duoc van ban ciia co quan, don vi cap tren, tru nhung tai lieu mat theo quy dinh 
cua phap luat. Doi voi van ban niem yet tai tru so nha truong thi phai thuc hien 
niem yet it nhat 30 ngay lien tuc ke tu ngay niem yet.

MUC3
NHUNG VIEC CAN BO, CONG CHUC, VIEN CHUC THAM GIA Y 

KIEN, HIEU TRUONG NHA TRUONG QUYET DINH
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X • A r A A Z • A r ADieu 10. NhiTng viec can bo, cong chuc, vien chuc giam sat, kiem tra

1. Thue hien chu truong, chinh sach ciia Dang va phap luat cua Nha nude, 
ke hoach edng tac hang nam cua nha truong.

2. Su dung kinh phi boat dong, chap hanh chinh sach, che do quan ly va su 
dung tai san ciia nha truong.

3. Thue hien cac noi quy, quy che cua nha truong.

4. Thue hien cac che do, chinh sach cua Nha nude ve quyen va loi ich cua 
can bo, edng chuc, vien chuc trong nha truong.

5. Giai quyet khieu nai, to cao trong noi bo nha truong.
A ADieu 11. Hinh thuc giam sat, kiem tra

9<a *Zr*A A X

Nha truong to chuc de CB-GV-NV giam sat, kiem tra thong qua ba hinh 
thuc giam sat, kiem tra sau day:

1. Thong qua boat dong ciia Ban Thanh tra nhan dan ciia nha truong.
•^•AA Z AX XAX Z A

2. Thong qua kiem diem edng tac, tu phe binh va phe binh trong cac cuoc 
hop dinh ky ciia nha truong.

3. Thong qua hoi nghi can bo, edng chuc, vien chuc ciia nha truong.

MUC4
NHU’NG VIEC CAN BO, CONG CHUC, 

VIEN CHUC GIAM SAT, KIEM TRA

Chuong III
DAN CHU TRONG QUAN HE VA GIAI QUYET CONG VIEC 

VOI CONG DAN, CO QUAN, DON VI, TO CHUC CO LIEN QUAN

Can cu dac diem, tinh chat boat dong va noi dung tham gia y kien, nha 
truong ap dung mot trong ba hinh thuc tham gia y kien sau day:

1. Can bd, edng chuc, vien chuc tham gia y kien true tiep hoac tham gia y 
kien thong qua ngudi dai dien vdi lanh dao nha truong.

2. Thong qua hoi nghi can bd, edng chuc, vien chuc ciia nha truong.

3. Phat phieu hdi y kien true tiep, gui du thao van ban de can bd, edng 
chuc, vien chuc tham gia y kien.
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Dieu 12. Trach nhiem ciia ngudi dung dau co* quan, don vi

1. To chuc, chi dao va kiem tra viec niem yet cong khai tai tru so lam viec 
va dang tai tren trang thong tin dien tu ciia nha truong de cong dan, co quan, to 
chuc biet cac noi dung sau: Tuyen sinh, chuyen truong, rut ho so hoc ba, rut 
bang tot nghiep, xac nhan cap lai bang TNTHCS, cac che do chinh sach lien 
quan den hoc sinh, lich tiep cong dan...

a) Bo phan chiu trach nhiem giai quyet cong viec co lien quan;
r

b) Thu tuc hanh chinh giai quyet cong viec;

c) Mau don tu, ho so cho tung loai cong viec;

d) Phi, le phi theo quy dinh;

d) Thai gian giai quyet tung loai cong viec.

2. Chi dao va kiem tra CB-GV-NV trong viec giai quyet cong viec ciia 
cong dan, to chuc; kip thbi co nhung bien phap xu ly thich hop theo quy dinh 
ciia phap luat doi voi nhung CB-GV-NV khong hoan thanh nhiem vu, thieu tinh 
than trach nhiem, sach nhieu, gay phien ha, tham nhung trong viec giai quyet 
cong viec ciia cong dan, to chuc.

3. Chi dao viec bo tri noi tiep cong dan, thuc hien viec tiep dan va to chuc 
horn thu gop y; cu dai dien truong cung Ban Thanh tra nhan dan ciia nha truong 
hang tuan mb horn thu gop y, nghien cuu va de xuat giai quyet cac y kien gop y 
duoc giii den, bao cao den lanh dao don vi de de ra nhung bien phap hop ly 
nham tiep thu va giai quyet cac y kien gop y.

4. Thong bao de cong dan, to chuc ciia dia phuong biet va tham gia dong 
gop y kien doi vbi nhung chuong trinh, du an do nha truong xay dung hoac to 
chuc thuc hien co lien quan den sir phat trien kinh te - xa hoi ciia dia phuong.

5. Cu ngubi co trach nhiem gap va giai quyet cong viec co lien quan khi 
cong dan, to chuc co yeu cau theo quy dinh ciia phap luat; nhung kien nghi, 
phan anh, phe binh ciia cong dan, to chuc phai duoc nghien cuu va xu ly kip 
thbi.

Dieu 13. Trach nhiem ciia can bo, cong chuc, vien chuc

1. Chi dupe tiep nhan tai lieu va giai quyet cong viec ciia cong dan, to chuc 
tai tru sb lam viec ciia nha truong; bao ve bi mat Nha nubc, bi mat cong tac va 
bi mat thong tin ve ngubi to cao theo quy dinh ciia phap luat.
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2. Khi cong dan, to chuc co yen can, CB-GV-NV co track nhiem giai quyet 
cac yen can do theo tham quyen. Nhung vice khong thuoc tham quyen giai 
quyet, CB-GV-NV phai thong bao de cong dan, to chuc biet va hudng dan cong
AAr^’r’ 5 r

dan, to chuc den noi co tham quyen giai quyet. Can bo, cong chuc, vien chuc 
khong duoc quan lieu, hack dich, cua quyen, tham nhung, gay kho khan, phien 
ha, sack nhieu trong giai quyet cong viec cua cong dan, to chuc.

3. Cong viec cua cong dan, to chuc phai duoc CB-GV-NV nghien cuu xu 
ly va kip thoi giai quyet theo dung quy dinh cua phap luat va noi quy, quy che 
cua co quan, don vi.

4. Nhung cong viec da co then han giai quyet theo quy dinh thi CB-GV-NV 
phai chap hanh dung thbi han do. Truong hop phuc tap doi hoi phai co thoi gian 
de nghien cuu giai quyet thi CB-GV-NV co track nhiem bao cao ngubi phu 
track true tiep va kip thbi thong bao cho cong dan, to chuc biet.

Dieu 14. Quan he giua Hieu truong voi co’ quan, don vi cap tren 
' r r \ r

1. Chap hanh quyet dinh ciia cap tren. Khi co can cu cho rang quyet dinh 
do la trai phap luat thi phai kip thbi bao cao bang van ban vbi ngubi ra quyet 
dinh.

2. Phan anh nhung vubng mac, kho khan trong qua trinh thuc hien chuc 
nang, nhiem vu cua minh; kien nghi co quan, don vi cap tren nhung van de 
khong phu hop, can sua doi, bo sung trong cac che do, chinh sack, cac quy dinh 
cua phap luat va trong chi dao, dieu hanh cua co quan, don vi cap tren.

3. Tham gia dong gop y kien, phe binh doi vbi hoat dong cua co quan, don
' • • • r • a \ r 9 a 1 avi cap tren; co track nhiem nghien cuu, tham gia y kien vao cac du thao ve che 

do, chinh sach, van ban quy pham phap luat do co quan, don vi cap tren yeu 
cau.

4. Bao cao co quan, don vi cap tren tinh hinh cong tac cua co quan, don vi 
minh theo quy dinh; doi vbi nhung van de vuot qua tham quyen giai quyet thi 
phai kip thbi bao cao, xin y kien chi dao cua co quan, don vi cap tren. Noi dung 
bao cao len co quan, don vi cap tren phai khach quan, trung thuc.

Ch irong IV
DIEU KHOAN THI HANH

Dieu 15. Hieu luc thi hanh • •

1. Quy che nay co hieu luc ke tu ngay ki.
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2. Qui che nay duoc xem xet, sua doi bo sung theo nghi quyet cua hoi nghi 
can bo, cong chuc, vien chuc hang nam.

Toan the can bo, giao vien, nhan vien truong Pho thong dan toe noi tru 
THCS Phuc Hoa chiu trach nhiem thi hanh Quy che nay./.

Nffinhan:
-BGH.TT, Doan thi;
- Luu

Minh Hanh


