CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM

LAM NGHIEP SAI GON DPoc lap — Tw do — Hanh phic
Sb: 25/QD-LN Theanh phé Ho Chi Minh, ngay 26 thang 12 ndm 2023
QUYET DINH

Ban hanh Quy ché tri lwong tra thwong

CHU TICH HQI DONG QUAN TRI
CONG TY CO PHAN LAM NGHIEP SAI GON

Cdn cir Ludt Doanh nghiép $6 59/2020/QH 14 dé doe eréc hoi niwoe Cong hoa
xd hoi chi nghia Viét Nam thong qua ngay 17/6/2020;

Cein cir Diéu 1¢ Té chire va hoat dong ciia Cong ty Co phan Lam nghiép Sai Gon
di duwoe Dai hdi dong cé dong théng qua ngay 20/4/2023;

Cein cir Nghi quyét s6 09/NQ-HDQT ngay 26/12/2023 ciia Hi dong Quan tri vé
viée sita doi, bé sung Quy ché tra lwong tra thuéng ciia Cong ty Co phan Lam nghiép
Sai Gon.

QUYET PINH

Pi¢u 1: Ban hanh kém theo Quyét dinh nay - Quy ché tra luong tra thudng cia
Cong ty Cd phan Lam nghiép Sai Gon.

Picu 2: Quyét dinh ¢6 hiéu luc thi hanh ké tir ngay ky. Quy ché tra luong tra
thuong ban hanh kém theo Quyét dinh nay thay thé cho Quy ché tra luong tra thudng
da ban hanh theo Quyét dinh s6 22/QD-LN ngay 01/4/2020 cta Cong ty C6 phan Lam
nghiép Sai Gon.

Piéu 3: Ban Téng Giam ddc, Trudng Phé cac Phong nghiép vu, Trudng cac don
vi truc thude Céng ty C6 phan Lam nghiép Sai Gon chiu trach nhiém thi hanh quyét

dinh nay./.

Noi nhiin: ] 1
- Nhu Diédu 3:

- Thanh vién HDPQT;
- Ban Kiém soat:

- Luu: VT,
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CONG TY CO PHAN LAM NGHIEP SAI GON

QUY CHE TRA LUONG, TRA THUONG
CONG TY CO PHAN LAM NGHIEP SAI GON
(Siva dbi, bd sung 1An thir hai)
(Ban hanh kém theo Quyét dinh so 25/Q0P-LN ngay 26 thing 12 nidm 2023
ciia Hpi dong quan tri Cong ty Cé phin Lam nghiép Sai Gon)

Tp. H6 Chi Minh, thang 12 nim 2023

sASDAr



Muc luc

II,

II1.
IV.

1Y L0038 2) (0] P 2
CAN CU PHAP LY covoiteeteeteetsseiessestesess s sss s ses e sessses s ssssessssssssessossssses 2
DOl TUGNG AP DUNG .......viveiseiesseineesiesseseessesisstesssssssssesssssssssssssssssssesssessseses 2
NOL DUNCGOUITY CHE .o sossscnsissssmssnsssissssrsismsan e e issists nssse s 2
NHUNG QUY DINH CHUNG ....cooeviririieeeriesossessessssessssissiessssssssssssssssessssssenns 3
MUC LUONG VA CAC KHOAN PHU CAP, TRQ CAP ....ooovvvrereeeereerrrrinns 3
TINH VA TRA LUGNG ..ocooveverseerceeceteees e s s et ses st s sensessessssnsanias 4
CHE PO VA THU TUC XET NANG LUONG «..ovovvreerereeeeereeeessseieeseseesissonns 7 63,%9
CHE DO THUGNG ..o sosossossssessesssssssessossoessesoesessrsese s 7 .
PHU LUC 01. HE THONG THANG BANG LUONG CONG TY CO PHAN LAM LA}
NGHIEP SAT GON (V1) evvvvvveeressssssssessessssesssssssssssssssssssesessssessesssesessessssssssssesene 10 %
PHU LUC 02. BA:\NG‘PHU CAP THEO CHUC DANH CONG TY CO PHAN S
LAM NGHIEP SAT GON (V2) wecoiirieriieieeieeisisssssssesssssssssssssssesssssssssesssesasses 11
PHU LUC 03. TIEU CHf PANH GIA CBCNV HANG THANG.........cocevvrne. 12
PHU LUC 04. BANG THU NHAP THEO CHUC DANH CONG TY CO PHAN
LAM NGHIEP SAT GON (V) torveevreereeeesseseseeeissssessssessesseesossssssesssesssseesssnsanns 14
e



QUY CHE TRA LUONG, TRA THUONG

I. MUC PiCH

Quy dinh vé cac khoan ma ngudi lao dong nhéan duoc khi tham gia lam viée tai
Cong ty.

Quy dinh vé cach tinh lwong, mic hudng ctia céc khoan tidn lwong va phu cép
theo luong.

Quy dinh vé viéc tra luong, tra thudng cho timg ci nhan, timg bd phin nhiam
khuyén khich ngudi lao dong 1am viéc, hoan thanh tét cong viée theo chirc danh
va dong goép quan trong vao viéc hoan thanh ké hoach san xuét kinh doanh ctia
Cong ty.

Dam bao doi séng cho ngudi lao dong, tao didu kién cho ngudi lao dong yén tim
lam vigce tai Cong ty.

Thyec hién theo ding quy dinh ctia phap luat lao dong vé luong thudng va cic ché
do cho nguoi lao dong.

II. CAN CU PHAP LY

Bo luat Lao dong sb 10/2012/QH13;

Luét Viéc 1am s6 38/2013/QH13;

Nghi dinh sb 157/2018/ND-CP;

Luét Doanh nghiép s6 68/2014/QH13;

Pidu 1& td chirc va hoat dong, Quy ché Tai chinh va Thoa wdc lao dong tap thé
ctia Cong ty Co phan Lam nghiép Sai Gon.

I11. POI TUQNG AP DUNG

Ap dung cho tit ¢ ngudi lao dong tham gia lam viéc theo hop ddng lao dong tai
Cong ty C6 phan Lam nghiép Sai Gon.

IV. NOI DUNG QUY CHE

oz



PHAN I
NHUNG QUY PINH CHUNG

1. Lwong chinh:
2. La mbrc lwong trad cho nguoi lao dong 1am viée hanh chinh trong didu kién binh
thuong theo thoi gian lam viée thuc té trong thang,
3. Lwong dong BHXH:
4. La mirc tién luong va cac khoan phai dong BHXH theo quy dinh ctia phép lut,
5. Lwong thir vigc:
6. La mic lvong do hai bén théa thudn nhung it nhét phai bing 85% mic lvong clia
cong viée do.
7. Lwong khodn:
8. La luong danh cho cic ca nhén truc tiép lam cdng vi¢c co tinh chét thoi vy, vu viée,
nhitng cong viée dugc giao trong mot thoi gian nhat dinh, theo mot khéi lwong cong
viée cu thé théng qua hop ddng khoén viée. i
5 84;
9. Cich tinh lwrong: | ;:
10. Ap dung hinh thirc tra lwong theo thoi gian lam viée thyc té trong thang thong qua 1AT
ngay cdng chudn 1am viéc cua thang, Luong thdi gian dwoc 4p dung cho bo phéan *‘”‘l
gian tiép, Ban 1anh dao Cong ty va c¢6 thé ca cong nhan lao dong, 0
i

11. Lwong bo sung: A=

12.L4 khoan tién lwong bd sung cho ngudi lao déng ngoai thu nhdp hang thang va tiy

Ao -

-

4.2,

thudc vao hi¢u qua san xuat kinh doanh ctia Cong ty.

PHAN II
MUC LUONG VA CAC KHOAN PHU CAP, TRQ CAP

Mirc lwong chinh (V1):

Miic lwong cia CBCNV Céng ty dugce quy dinh cy thé tai Phy lyc 01 Quy ché nay.
Cic khoan phu cép, tro cap (V2):

Ngoai lrong chinh duoc thoa thusn va ghi cu thé trong hop dong lao dong thi ngudi
lao dong con nhan duge cac khoan phu cip, trg cip/hd tro sau:

4.1. Cde khodn hé tro thuong xuyén hang thang:

Bao gdm tién hd trg xdng xe, tién hd trg dién thoai, tién hd tre di lai, tién hd tro nha

&, tién ho trg gilt tré, tién hd trg nudi con nhd, tién hd trg chi phi ngoai giao,. .. //(;/
3



4.4.

Nhitng ngudi lao dong ky hop dong lao dong dudi 03 thang (thir viée, khoan, thoi
vu) dugec thoa thuan cdc khoan phu cép, tro cép/hf“i trg cu thé trong hop ddng,

4.3. Cdc khodn hé tro khéng thiong xuyén:

Bao gdm tién hd trg khi ngudi lao dong ¢6 than nhan bi mét, tién hd trg khi ngudi
lao dong co6 than nhéan két hon, tién hd tro khi sinh nhét nguoi lao dong, tién trg cip
cho nguoi lao dong gidp hoan canh khé khan khi bi tai nan lao dong, bénh nghe
nghi€p,... Mtrc cy thé dugc quy dinh tai Thoa wéc lao dong tap thé.

Phu cép tién dn trwa, in giia ca:

Ngudi lao dong duge nhén tién in trwa, dn gitta ca tinh trén ngdy cdng thuc té lam
viéc, Miurc chi tién #@n gitta ca khong duge vugt qua mirc quy dinh ciia BY Lao dong
- Thwong binh va Xa hoi. Thu trudng don vi co s¢ quyét dinh mire chi tién in cta
don vi minh phu trach trinh Téng giam ddc duyét.

Cac khoan phuc lgi khac: ]

7.1. Tham quan, nghi mat: Hang nadm, nguoi lao dong duge don vi t6 chus dyic
dugc chi tién dé ty di tham quan, nghi mat theo quyét dinh cia Ban lan} :
Céng ty, tiry thude vao tinh hinh va két qua kinh doanh ctia Cong ty. b0

7.2. Ché dg hiéu hi: Theo thoa uéc lao dong tap thé. 7

7.3. Khdm site khée: Nguoi st dung lao dong td chire kham sirc khée dinh Ky cho
ngudi lao déng 01 1an/nam.

PHAN 111
TINH VA TRA LUONG

Nguyén tic tinh toan lwong:

Chinh x4c vé s6 lidu, dam béo thoi gian tra luong cho ngudi lao dong ding theo quy
dinh,

Mirc tién lwong chinh, luong bd sung, tién thudng, phy cép, trg clp/hd trg s& theo
két qua san xuat kinh doanh chung ctia Céng ty va mirc do déng gép clia ngudi lao
dong theo nguyén tic lam nhiéu hudng nhiéu, 1am it hudng it, lam cong viée gi, chirc
vu gi thi hudng luvong theo cong viée do, chirc vu do.

Khi thay déi cong viée, thay dbi chirc vu thi huéng luong theo cong viée méi, chire
VU mdai.

Khi két qua san xudt kinh doanh ting 18n thi tién lvong, thuéng, phu cip ciia ngudi
lao dong ting theo hiéu qua thyc té phtt hop véi quy tidn lwong thyc hién duge Ban
lanh dao phé duyét.

Quy tién luong thwe hién = Thu nhép hang thang (V) + Tién lwong bd sung (Vis)

e a




Thu nhép hang thang (V) = Tién luong chinh (V1) + Mirc phuy cép, trg cAp/hd trg
(V2) + Thudng dot xudt (V3) (néu co).

Ae re b . A g A ~
1.1. Doivei Nha mdy ché bién go:

Tién lvong chinh; mirc phy c¢ip, tro c¢ip/hd trg cia CBCNV do Giam dbc Nha méy
d& xudt, trinh Ban Téng giam ddc quyét dinh.

1.2. Doi véi cde by phin con lgi (vin phong Cong ty, cac doi trong rirng, trai sau,
showroom,...):

Thu nhap ctia CBCNV hang thang: V = V1 + V2 + V3 (néu c6)
Trong do:
V: Thu nhdp hang thang;
V1: Tién lvong chinh;
V2: Cac khoan phy cp, trg cip;
V3: Thudng dot xudt.

o Tién lwong chinh (V1) cu thé ctia timg nguoi lao dong duge thé hién chi tiét
trong hop ddng/ phy luc hop dong lao dong theo Phy luc 01 Quy ché nay.

e Mirc phy cﬁp, tro cAp/hd tro (V2): Céc khoan phy cp, tro cAp 1a cic khoan hd
tro thudmg xuyén hang théng: tién hd trg xéng xe, tién hd trg dién thoai, tién hd
tro di lai, tién hd trg nha &, tién hd tro giit tré, tién hd trg nudi con nho, tién ho
trg chi phi ngoai giao,... theo Phy lyc 02 Quy ché nay.

Mirc hudng cu thé cua timg ngudi lao dong dugc thé hién chi tiét trong hop
ddng lao dong hodc phu luc hgp ddng lao dong 1a mic duge hudng 100% mic
phu cép, trg cip/hd trg. '

Cubi mdi thang, trén co s khdi lugng cong viée, mirc do hoan thanh cong viéce,
viéc tudn thi ndi quy lao dong, cdc ca nhan dugce thu trudng don vi, phong ban
nhan xét danh gia, xép loai theo mirc A, B, C trinh Ban lanh dao Cong ty quyét
dinh. Mirc A 1a 100% mic phy cip, trg cap; mirc B 1a 90% mirc phy chp, trg
cap va mire C 1a 80% mic phy cép, tro cép. Tidu chi danh gia dugc dp dung
theo Phu luc 03 Quy ché nay. Trudng cac phong nghiép vu phéi hop v6i Phong
Nhén sy - Hanh chinh d& danh gi4a mirc do hoan thanh céng viée va y thire 5
chirc ky ludt cia CBCNV hang thang.

o Thudng dot xudt (V3): Trong thang, CBCNV hoan thanh xuét siic cong viéc,
mang lai loi ich cho Coéng ty, tudn thu ndi quy lao dong,... duge Trudng
phong/tht trudng don vi dé xuét d& Ban lanh dao trinh Chu tich Hoi déng quan
tri xem xét khen thudng dot XUAL.

2. Ciin civ dé tinh lwong cho nguoi lao dong:

Duya véo thoi gian lam vigc trén bang cham cong.



Thu nhép thang =

Thu nhgp thang =

3.

2.1. Khéi lao dpng gidn tié'p.'

Tién luong chinh (V1) + Phy cép, trg cip (V2) (nu co)

Sb ngay 1am viée trong thang theo quy dinh

2.2. Khéi lao ddng trie tiép:
Tién lwong chinh (V1) + Phy cdp, trg ¢p (V2) (néu c6)

SH ngay 1am viée trong thang theo quy dinh

Thoi han tra lwong:

Toan bd lanh dao va nhan vién trong Cong ty dugc tra luong vao ngay 01 dén ngay
05 thang sau.

Tién lwong lam viéc thém gio:
4.1. Ddivéi CBCNV:

Néu lam thém ngoai gid thi dugc lanh dao Cong ty, don vi sap xép cho nghi bu theo
su thoéa thudn cia ngudi st dung lao dong véi nguoi lao dong. Truong hgp khong
sip xép nghi b dugc thi tién luong 1am viée thém gidr duge tinh theo quy dinh hién
hanh cta B§ ludt Lao dong nhu sau:

o Lam thém vao ngay thudng, thir Bay:

Tién luong lam thém gid = Tién lwong (theo gid) * 150% * S6 gitr am thém
e Chu Nhat:

Tién lwong lam thém gio = Tién lvong (theo gid) * 200% * SH gior lam thém
o Ngay I&, Tét:

Tién lvong lam thém gidr = Tién lvong (theo gid) ¥ 400% * S6 gio lam thém
Trieong hop Bo ludt Lao dgng ¢b quy dinh khdc véi mie quy dinh tién lwong lam
viée thém gio néu trén thi Cong ty dp dung theo quy dinh cua Bé ludt Lao dong.

4.2. Doivéi Hpi dong qudan trf, Ban Tong gidam dbc, Ké todn trwong (cdn bj linh
dgo):

Cén bo lanh dao phai cha dong bé tri thoi gian (ké ca lam ngoai gid) dé hoan thanh
nhiém vu duogc giao. Trudong hop dic biét néu phai [am thém gio, Chu tich Hoi dong
quan tri sép xép cho nghi bu vao thoi gian phu hop.

Nhirng ngay nghi dwec hwéng nguyén lwong:
Nghi [é, Tét: Theo dung quy dinh ctia Bo luat Lao dong.
Ban than két hén: Nghi 03 ngay.

x S0 ngay lam vige thye t€

x S0 ngay 1am vi¢e thye té

ONC
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Con két hén: Nghi 02 ngay.

Cha, me mat (ké ca bén chéng, vo), vo' hodic chéng, con mat: Nghi 03 ngay.

Nghi phép ndm: Theo quy dinh cua B{ luét Lao dong.

. Tién lwong bo sung (Vis):

Ngoai thu nhdp hang thang, tiy vao hiéu qua hoat dong san xuét kinh doanh va ning
suét lao dong, Cong ty s& trich quy tién lvong bd sung véi mire t6i da 1a 05 thang thu
nhép tién luong hang thang dé chi bd sung lwong cho ngudi lao dong, cu thé nhu sau:

- Loi nhuan truée thué nam tai chinh nhd hon 100% lgi nhudn trude thué Theo ké
hoach, thi Céng ty hd trg nguoi lao dong lwong bd sung 13 1 thang lwong thir 13.

- Loi nhuan trude thué nim tai chinh tr 100% dén nho hon 150% loi nhudn trude
thué Theo ké hoach, thi Nguoi lao dong duge hudng thém 3 thang tién lwong bao
gbm ca thang lwong thir 13.

- Loi nhuan trude thué nim tai chinh tir 150% dén nho hon 200% lgi nhudn trude
thué Theo k& hoach, thi Nguoi lao dong duge hudng thém 4 théng tién luong bao
gdm ca thang lwong thir 13.

- Loi nhuan trudce thué nam tai chinh tir 200% loi nhuan truéc thué Theo ké hoach
trg I1én, thi Nguoi lao dong duge hudng thém S thang tién lvong bao gdm ca thang
lvong thir 13.

Mire tién luong b sung cu thé timg ngudi lao dong tiy thudce vao sy dong gép cong
stre, chit lwong cong tac, chip hanh diy di nodi quy, cic quy dinh cia Cong ty va
duoc Tong Giam dbc dé xudt trinh Chu tich Hoi ddng quan trj phé duyét.

PHAN IV
CHE PO VA THU TUC XET NANG LUONG

A A' A r
. Vé ché dj xét nang lwong:

Ba ndm mdt 1an, Lanh dao Cong ty xét nang bac lwong (V1) cho nhin vién mot lan
tiry theo hiéu qua san xuét kinh doanh ctia Céng ty. CBCNV da c6 dii nién han & mot
muc lwong (ké tir ngdy xép luong 1an ké vai ngay xét 1én luong méi) véi didu kién
hoan thanh nhiém vy dugc giao va khong vi pham ndi quy lao dong, khong bi xir ly
ky ludt bang viin ban tir hinh thirc kéo dai thoi han ning lwong s& dugce xem xét nang
luong.

Hang nam, tiy thudc vao hi¢u qua san xuat kinh doanh ctia Cong ty va két qua, hi¢u
qua lam viéc cua nguoi lao dong, Ban lanh dao Cong ty xem xét trinh Chu tich Hoi

7
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dong quan tri quyét dinh didu chinh tang thu nhap (V) cta ngudi lao dong cho phu
hgp trén co s& Phu luc 04 Quy ché nay.

Thi tuce xét ning lwong:

Phong Nhan sy - Hanh chinh tdng hop danh sich CBCNV di du nién han nang lwong,
trinh Ban lanh dao/Hdi ddng luong dé xét duyét. Hoi ddng lwong, thudng Cong ty s&
xét ting lwong cho tirng nhéan vién cin ¢t vao nang lyc lam vi¢e — hi¢u qua — sy chng
hién — thai do lam viée. Can clr vao bién ban hop cta Hoi dong, Phong Nhén sy -
Hanh chinh s& thong béo két qua xét duyét nang lwong cho toan thé nhén vién.
Mire ning lwong:

Ty theo két qua kinh doanh ctia Céng ty trong nim va tinh hinh thye t& mirc lwvong
trong khu vy, Hoi ddng luwong xem xét trinh Chu tich Hoi df“mg quan tri quyét dinh
murc lwong cho phu hop.

Truong hop ning luong trude thoi han:

CBCNV duge ning luong trude thoi han khi dap tng mét trong céc tiéu chi:

- Bb sung chimg chi, bing cip pht hop véi cong viée dang phu trach;

- C6 sang kién, tiét kiém nguyén vat li¢u t10ng hoat dong san xuét kinh (loan 8
Cong ty hodic dem lai doanh thu, lgi nhugn tét cho Cong ty.

- Phdi hop véi Cong ty giai quyét kip thoi nhitng khé khan, sy cb trong 8¢
kinh doanh lam giam bét thiét hai cho doanh nghiép. B

- CBCNV kiém nhiém, lam thém viéc nhung déu giai quyét tot cac cong vige ciing
mot luc.

a

Mirc ning luong trude thdi han phu thude thanh qua cua nguoi lao dong, hiéu qua
san xuét kinh doanh ctia Cong ty va dugc Ban lanh dao trinh Cha tich Hoi dong quan
trj quyét dinh.

A 2 ’ 2 A A
Piéu chinh cac khoin phu cép, trg cip/hd trg (V2):

Hang ndm, tuy thudc vao hiéu qua san xuét kinh doanh cta Cong ty va két qua, hié¢u
qué lam viéc ctia nguoi lao dong, Ban lanh dao Cong ty xem x¢ét trinh Chu tich Hoi
ddng quén tri diéu chinh ting hoidc gidm céc khoan phy cép clia ngudi lao dong cho
phu hop.

PHAN V
CHE PO THUONG

7 A A ;o A o
Thuwdéng I¢, Tét, quy va cudi nam:

Cong ty s& chi thudng vao céc dip 1&, Tét, cubi ndm cho nguoi lao dong tir quy khen
thudng. Mire thudng cu thé cho timg ngudi lao dong tiy thude vao sy déng gop cong

o



stre, chit lugng cbng tac, chdp hanh ddy du ndi quy, cic quy dinh ciia Cong ty va
duoc Ban 1anh dao trinh Chu tich Hoi dong quan tri quyét dinh tai thoi diém thuong,

2. Thuéng dt xuit:

Nguoi lao dong c6 thanh tich xuét sic trong thang hodc cé sang kién, tiét kiém
nguyén vt lidu trong hoat dong san xudt kinh doanh ctia Céng ty hoic dem lai doanh
thu, loi nhufin t&t cho Céng ty; phdi hop véi Cong ty giai quyét kip thoi nhitng khé
khan, su cb trong sdn xuit kinh doanh lam giam bat thiét hai cho Cong ty s€ dugc
Ban lanh dao trinh Chu tich Hoi dong quan tri xem xét khen thuong dot xudt.

3. Chinh siach dé bat va khen thwéng:
3.1. Chinh sach dé bat nhén vién:

Céng ty khuyén khich va duy tri chinh sach dé bat v6i co hdi thing tién cong bing
cho tit ca CBCNV. Néu CBCNV dat duoc nhitng thanh tich cao s& dugc cong nhin
xung dang,

Tuy thudce vao co cu td chire ctia phong va Cong ty, CBCNV duge & bat 1én chirc
danh cao hon. Viéc dé bat nay phu thude vao két qua danh gia c4 nhén, tiém ning va
kha ning dam nhéan trach nhiém cao hon cia CBCNV.

3.2. Chinh sdach khen thirong, cong nhdn thanh tich:

Thue hién dinh huéng quan 1y theo mye tiéu ké hoach kinh doanh va the
Cong ty ¢6 chinh sach khen thudng, cong nhéin thanh tich ca nhan sau kh ddh
két qua cong viéc trong tirng glal doan hodc trong tirng du 4an. Vi¢e thira hj‘lﬁ\ﬁ}tll} .
tich chi thuan tay dya trén két qua cong viéc va kha niing hoan thanh cong yi&p '
c4 nhan. Viéc xem xét c¢ong nhén thanh tich c6 thé thuc hién bing dé ctr nar
ning muc luong, khen thudng dot xut. “M,%

Trén day 1a quy ché tra lvong, tra thuong duoc ap dyung di véi toan thé CBCNV Céng
ty va ¢ hiéu lyc k& tir ngay ky quyét dinh ban hanh,

Nhitng quy dinh trudc day trai voi quy ché nay duge bai bo./.

TM. HOI PONG QUAN TRI

Pham Viét Duong
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