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BAO CAO SANG KIEN
St dung mot so thi thuit Word, Excel giip don gidn héa viéc soan thio vin
ban va cic bang tinh trong cong viéc ciia t6 KH-KT
1. Phin mé déu
1.1. Piic diém tinh hinh va co ciu 6 chire ciia to KH-KT.

T Ké hoach — K¥ thuat thudc Chi nhénh thuy loi Nga Son quan 1y

+ V& co chu td chuc ctia tb: 01 ddng chi td truong, 05 ddng chi to vién .

+ V& chirc ning, nhiém vu dugc giao: Tham muu cho Ban Gidm dbc Chi nhanh
trong cong tac 14p ké hoach tuéi tidu, theo ddi bao cdo s6 liéu hang ngay phuc vu
quéan ly diéu hanh san xudt, phong chéng lut bio.

Tham muu cho Ban Giam dbc Chi nhanh trong céng tic quan 1y cong trinh, 1ap
hd so du toan trinh Céng ty stra chita cong trinh duy tu bao dudng thudng xuyén
va cong trinh nao vét, stra chita ndng cAp cong trinh. Thudng xuyén kiém tra cong
trinh kénh muong, nha may bom trén dia ban toan Chi nhanh, dim bao du diéu
kién phuc vu san Xut.

1.2. Ly do éhgn de tai

Do dic thu cong viéc cua t6 KH-KT 1a lap ho so, béo co, ké hoach nén lién
quan rAt nhiéu dén viée soan thao cic vin ban va bang tinh. Trong qua trinh soan
thao van ban, ban thin t6i nhan ra minh cling nhu cac dong nghiép trong to gip
phai nhitng khé khin nhit dinh trong cong téc ndy. Chang han nhu viéc nhép thong
tin khong ddng bd, bang biéu trinh bay khéng hop 1y, thiéu khoa hoc, s6 ligu khong
nhét quén. MAét nhiéu thoi gian khi soan thao mét van ban do han ché trong viéc sur
dung cac ham, 1énh trong Word, Excel. Van ban bi 16i sai, bang tinh s6 lidu, két
qua khong chinh x4c do qué trinh nhép liéu, st dung cong thire tinh todn khong
dung, khong phu hop.

Sau mot sd ndm cong tac tai vi tri nhin vién trong to KH-KT, ban thén t6i dac



rat dugc mot s6 kinh nghiém, thu thuat nho dé viéc soan thao vin ban tré nén
nhanh chéng, d& dang hon. Sau mét thoi gian chét loc kinh nghiém ban than cong
v6i tim hiéu, nghién cu thong tin cdc ngudn trén mang Internet, t6i tong hop
thanh 05 tha thuét. Nhitng tha thuét dua ra trong séng kién kinh nghiém nay sé& hitu
ich cho cbng viéc soan thdo vin ban trong té KH-KT néi riéng va cac cb thé nhan
rong cho cac td chtrc ning khéac. Viée st dung céc thu thuat nay don gian, khong
phirc tap moi ngudi hoan toan c6 thé ap dung vao cong viée cia ban than.

Mit khéc, tuy ban than di cé ging tim toi, nghién cu trong mot thoi gian,
nhung trinh d6 ban than cé han, cling nhu do hiéu biét v& céc cong cu soan thao
con nhiéu han ché. Vay nén, céc thi thuét toi trinh bay trong sang kién ndy c6 thé
khong phai 1a giai phép t6i wu, hodc dbi voi mot sb ngudi c6 thé chi 1a thao tac don
gian, binh thudng. Tuy nhién, ban than t6i tin ring ndi dung cua sang kién nay
hoan toan c¢6 ich dbi v6i nhiing ngudi thuong gip khé khin trong coéng tic soan
thao vin ban hay nhitng ngudi méi tiép xtc voi cong viée nay.

1.3. Diem méi ciia dé tai

Tan dung chirc ning co san trong céc cong cu Word, Excel xay dung thanh cac
mAu vian ban, bang tinh tu dong cho ra két qua khi thay dbi sb lidu dau VE‘IO..Xﬁy
dung sin cac mau “form” dé thuc hién céc cong viée ¢o lién quan thi s& giam thiéu
di cac budc trung gian, gitip rit ngin thoi gian thuc hién cong viée.

2. Phan ndi dung

Séang kién kinh nghiém nay 1a tip hop ctia nhiéu thi thudt vé nhiing linh vuc,
cong tac khac nhau. VAy nén, dé tién cho viéc theo ddi cling nhu viée trinh bay y
tudng mot cach d& hiéu va tron ven nhét, t6i s& trinh bay theo timg chi d& riéng
biét. Mdi chii d& 14 mot tha thuit khic nhau, trong d6 s& néu vén dé, khé khin gap
phai, bién phép khic phuc, cdch xdy dung bién phap khéc phuc, wu diém, khuyét
diém bién phap.

2.1. Chii d@é 1: Chén ngay, thang, gio bom trong soan thao “Lénh chay

may”

a) Van dé gdp phdi.

Trong qué trinh bom nudc phuc vu san XUét noéng nghi€p, viéc van hanh tram

2



bom can thiét phai duoc sy phé chudn cta Ban Giam ddc Chi nhanh thong qua
“Lénh chay may” (LCM). Viéc soan thiao LCM yéu ciu tinh chinh xé4c cao, & rang
dé van hanh tram bom ding véi muyc dich d& ra. Mic du, Céng ty di cung cp mau
LCM, nhung viéc soan thio van xay ra nhdm l4n do sai léch ngay, gio gifta 2 lién
ctia LCM. Viéc nhdm lan nay chi yéu 1a do 18i chu quan cia nguoi soan thao, sia
ngdy gior bén lién 1 ma khéng stra lién 2, hodic g nhim sb, ky tu khi soan thao.

b) Bién phdp khdc phuc

Dé tranh nhiing 18i sai c6 thé xay ra anh huéng dén cong téc van hanh tram
bom, ta sir dung tinh ning ty dién, link di liéu trong Excel. Lap bang tinh nhép di
liéu ddu vao nhu dién tich bom tuéi, tén tram bom, s6 may, ngay gidr bat diu chay,
ngay gio két thiic bom, sé cong to, chi sb cong to... két qua 1énh chay may dugc
Mailings sang ban Word, kiém tra lai thong tin va in ra.

¢) Phuong phdp

Trong bang tinh Excel, 1ap bang nhép lidu bao gbm céc cdt sb 1énh, ngay thang
nam lam 1énh, ngay gi¢ chay mdy, ngay gio nghi, tén tram bom, cong suit may,

don vi phuc vu tudi...
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Hinh 2.1: Bdng di liéu dau vao
Sau khi nhap xong tat ca dit liéu diu vao, m& mot mAu file Word 1énh chay may
bét ky, thay thé céc vi trf tén tram, ngdy thang nim lam 1énh, bit ddu van hanh va

két thic, téng gio chay céc ca, dién tich tudi... Bé’mg cach: click chudt vao phan
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Mailings, chon Start Mail Merge, chon Step bay step Mail Merge Wizard, bén goc

phai phia dudi chon Next dén Step 3 of 6, & muc Use an existing list, chon Browse,

trong ctra s6 lua chon hién ra chon dén bang Excel d3 lap trudc do, 4n OK.

Hop thoai Mail Merge Recipients hién ra, chon dong nhép s6 liéu trong bang

Excel, 4n OK. Trong tab Mailings chon Insert Merge Field, thay thé cac sb lidu tén

tram bom, dién tich, s6 may, ngay gi¢ trong bang vao vi tri ding, chon Preview

Reults, kiém tra lan cuoi trude khi in ra.
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Hinh 2.2: Thay thé cdc s6 liéu bang Excel vao vi tri cu thé trong file Word
Luu p: Khi tét file Word chita LCM chon Save khi hdp thong b4o hién ra. Khi

1am 1énh khéc thi chi cAn m& file Excel nhap sb liéu dau vao, mé file Word hop

thoai thong bao hién ra chon Yes, khi do s6 liéu trong file dd dong bd theo file

Excel, kiém tra 1an cudi va in ra.

d) Uu, nhwoc diém phwong dn



Uu diém: Gitp giam thoi gian 1am 1énh bom, han ché sai sot khi danh may. C6
thé 4p dung cho 1énh van hanh cbng, van hanh u theo cach tuong tu.

Nhuoc diém: Tinh t6i vu hod chua cao, viéc tinh toan gio chay, s& ngdy chay
may van phai lam thd cong.

2.2. Chit d2 2: Bang khdi lwong Kkhi thay dbi s6 lidu cot dién todn, cot khoi

lwgng tw dong cip nhap trén Excel (dung cho tong hop khoi lwong duy tu

theo Quy, tong hop khdi lrgng cong trinh sira chita thwong xuyén...)

a) Van dé gdp phdi

Khi tién hanh lap céc du toan cong trinh, hay théng ké cac bang khdi lugng. Ta
thudng phai lap céc cot khdi lugng, cot dién toan (dién gidi cac phép tinh tinh toan
ra khéi lugng). Do viéc tinh toan nhidu khi phai thay doi khdi lugng, phéat sinh
khéi luong méi, hay cit giam phan da tinh. Khi d6 ta can thay dbi lai ca phan khéi
luong va phan dién toan. VAn dé 13 nhiéu khi ngudi soan thao chi nhé sira chita
mdt cot khéi lugng hodc didn toan, din dén khéi lugng khong khép.

Néu 14 bang khdi lugng chi c6 vai cong tac thi ta c6 thé chinh sta thu cong.
Nhung d6i véi cong trinh 16n c6 dén vai chyc cong tac thi viée chinh sira s& rat mat
thoi gian va cong suec.

b) Bién phdp khic phuc

Xay dung mot ham tinh toan két qua phén dién ton, sau d6 dan két qua tinh
toan sang cot khéi lugng.

¢) Phuong phap

Trong file khéi lwong hién co trong Excel bdi den toan by ving cot “dién
to4an”, chon tab Formulas, chon Define Name, hdp thoai New Name hién ra, stra
dong Name trong hdp thoai thanh “dientoan” (khong déu, khong khoéang tring), tai
dong Refers To stra thanh “=evaluate( “, quét chon toan by vung cot dién toan, an

OK.
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Hinh 2.3: Ldp dinh danh cho cét dién todn
Chuyén sang dong dau tién c6t “khéi lugng” nhap “=IF(ISERROR(dientoan),*
“ dientoan)” (trong d6 “dientoan” chon nhu m¢t ham trong Excel), 4n Enter.

Bonvi | Khdilugng Dién toan

m3  |=IF{ISERRORIdientoan}," dientoan)
gt olue Vel alve 1 fobe) PA250120.12
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Hinh 2.4: Nhdp ham tinh todn vao 6 tinh khéi lwong
Két qua phin “dién toan” s& dugc dan sang cot “khéi lugng”, khi cin thay dbi
ta chi cAn thay déi bén “dién toan”, cot “khdi lugng” s& tu dong thay doi theo.
d) Uu, nhuoc diém phiong dn
U didm: Han ché duoc sai s6t khi tinh toan khéi lugng, C6 thé 1ap trude mot
file dé 4p dung tinh toan khéi lwgng cong trinh méi. Gidm thdi gian tinh toan khi

bang khoi Iugng co nhieu cong tac.



Nhuoc diém: Khi tit file Excel chita bang tinh nay di, hé théng s& khéng cho
luu cdng thie (két qua thi vAn con), bit bude khi mé lai file ndy ta lai phai tién
hanh tir budc ban d4u (tuy nhién khéng phai nhap lai s6 liéu cii phan “dién toan”).

2.3. Chii dé 3: Tim dit liéu nhanh chéng trén Excel.

a) Van dé gdp phai

Khi lap bang tong hop khéi luong véi nhiéu cong tac, ta thuong gip kho khin
khi mudn kiém tra mot cong viéc riéng nao d6. Viéc tim kiém thuong mAt nhiéu
thoi gian, chua ké dén con c6 thé thiéu s6t khi tong hop lai.

b) Bién phdp khdc phuc

Dénh du cac cong tic can tim lai bing cach bdi mau tu dong cho cong tac dob.
Viéc tim s& don gian hon 1a chi cin tim nhitng dong c6 mau khéc biét.

¢) Phuong phap

Trong file Excel chira bang khéi lugng c6 cong tac can tim, boi den toan bd
béang, r6i vao thé Home chon Conditional Formatting, click chon New Rule, hop

thoai New Formatting Rule hién ra.
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Hinh 2.5: Thiét Idp tim kiém thiét bi bang cdch chon té mau ty dong
Ta click chon dong Use a formula to determine which cells to format, dudi

dong Format values where this formula is true, ta nhdp “=”, click 6 dau tién dit
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liéu, 4n F4 hai 14n, 4n “=" click 6 nhép gia tri tim kiém. Sau d6 click vao 6 Format
bén canh, chon thé Fill chon mau t6 cho hanh két qua tim kiém, 4n OK. Sau d6, khi
can tim kiém cong tac nao thi chi cln gb vao 6 tim kiém, két qua s& ty dong duogc
td theo mau da chon.

d) U, nhuoe diém phwong én

Uu diém: Nhanh chéng tim dugc dbi tugng cin tim, d& dang quan sat két qua.
Thao téc don gian, d& dang thiét 1ap va sir dung.

Nhuoc diém: Chi tim kiém dugc dbi twong chi dinh dé qua sat va kidm tra,
chua két hop duogc vai céc thao tac nhu tinh tdng céc dbi tuong, hay cac phép toan
chung véi tat ca dbi tuong tim kiém dugc.

2.4. Chii dé 4: Lap bang chim cong Excel tw dong thay ddi cac thi theo

thang chon trwde.

a) Vian dé gip phdi

Viéc chdm cong cac t, cum trong Chi nhanh thuy lgi Nga Son dién ra dinh ky
hang thang, do cc td truéng, cum trudng tién hanh chim cong. Céc vin dé ma td
trudng, cum trudng thuong hay méc phai 1a chim sai ngdy thir 7, chii nhat do nhin
sai lich, hodc nhim tinh trong d4u do khong c6 lich, chédm sai cong do dém sét cac
dAu tich chim cong.

b) Bién phdp khdc phuc

Lap bang chim céng tu didu chinh céc thit trong thang tw dong khi ta chon céc
thang khac nhau. Ty dong t6 mau & cot ngay thir 7 va chu nhét dé phan biét véi
ngay trong tudn. Ty dong dém sb cong clia nguoi lao dong va théng ké vao cot
“tdng cong”.

¢) Phuong phap

Str dung mot ban chdm cong hién c6 trong Excel, chon 2 6 nhap dit liéu vao
gdm: 1 6 nhap thang va 1 6 nhap ndm. Tai 6 ngay dau tién trong thing (E7) gd ham
“~DATE ($C$5;$C$4:1)”, trong d6 $C$5 13 6 nhap ndm (chon 6 C5 nhéan F4 hai
1in), $C$4 1a 6 nhap thang (chon 6 C4 nhin F4 hai 1an), con “1” 1a ngay dau tién
trong thang. O tiép theo trong hang (F7) gé “=E7+1”. Sau d6 dé tré chudt phia goc
phai dudi kéo dua 31 ngay.



Pé tu dong thay dbi thtr trong thang ta st dung ham TEXT. Chon 6 E8 g&
“<TEXT(E7;"[$-42A]ddd")”, trong d6 “=TEXT(E7;"ddd")” 14 cau tric lénh hién
thi gi4 tri 6 E7 theo dinh dang ngay, tuy nhién véi dinh dang 1a tiéng Anh, mudn
chuyén tiéng Viét ta thém doan [$-42A] vao cau Iénh. Sau d6, giit tré chudt kéo du
31 trang, ta di tao dwoc cac thir trong thang thay dbi theo cac thang.
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20; 12 |Mai Thi Lan x|x[x|x|x x|[x|x|x|x x| x|x[x [x|x]|x|x 20
21 13 |Phani Quang Dat x| x [x]x]|x x[x[x]|x]|x x|x|[x]|x|x X|x|x|x|x 20 |
22 14 |Pham Van Lic | X [X]|x|x [xx]|x]x X[x[x]|x|x X|X|x|x 19
af ik Bl 1 OO I O N 5
Al — _ Nedy thine nim203 .

| Sheetl | Sheet2 | Sheets | - T

Hinh 2.6: Xdy dung bang cham céng vi du cho Cum Bdc HL

Pé t6 mau ng;‘iy thir 7, chu nhat phan biét vdi cac ngay trong tudn, ta bdi den
toan bd bang tir ngay 1 dén hét, chon thé Home, chon Conditional Formatting,
click chon New Rule, hdp thoai New Formatting Rule hién ra. Ta click chon dong
Use a formula to determine which cells to format, dudi dong Format values where
this formula is true, ta nhdp =E$8="CN”, muc dich tim trong hang 8 tat ca céc & 06
chit “CN”. Sau d6 ta click vao & Format bén canh chon thé Fill, chon mau mubn 9,
an OK.

Tuong ty, thao tac danh déu ngay thir 7, ta nhip =E$8="Bay”, muc dich tim
trong hang 8 tat ca cac 6 cé chit “Bay”. Sau d6 ta click vao 6 Format bén canh
chon thé Fill, chon mau mudn t, 4n OK.

Cubi cing dé dém cong clia ngudi lao dong trong théng, chon 6 cot “tong
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cong” nhap ham “=COUNTIF(E9:AI9;"x")”, véi viéc ding ddu “x” dé danh déu
ngay cong, ham COUNTIF s& dém tat ca ddu “x” trong ving duge chon va cho ra
két qua 1a sb ngdy cong. Sau dé, gitr tré chudt kéo xudng céc 6 phia dudi cot, ta cd
két qua bang chim cong. An 2 dong nhip thang, nam 14 ta c6 thé in ra két qua.

2.5. Cha dé 5: Téng hop mét sé thit thuit nhé khac

Trong chii dé nay, t6i s& néu mot sb thu thudt, thao tac don gian nhung mang
lai hiéu qua cao. Néu nhu ap dung s& gitip ta d& dang hon trong viéc soan thao.

a) Chuyén doi tir file PDF sang file Word ngay trong Word

Khi mudn chuyén dbi tir file PDF sang Word ta thudng phai ding nhiing cong
cu chuyén dbi chuyén biét. Tuy nhién véi cach nay ta c6 thé chuyén dbi truc tiép
br?lng Word: Mé¢ file Word chon File, trong thé File chon Open, chon Browse, chon
file PDF muén chuyén nhin OK, khi théng béo hién 1én nhén OK.

b) Thém nhiéu dong trong Excel & bdng nay ma khéng anh hudng dén bang
khac

Khi mudn thém nhiéu dong & bang ndy, ma bang bén canh khéng bi anh
hudng, ta click chon mot 6 & bang nay, nhéan giit phim Shift, dua con tro chudt vao

git 2 6 va kéo chudt xudng.

(A5 wfigl | £ s
4A] : & £t BioglEL I F ) H
1540TT Tén cdng viée Bon vi Il Si chim cbng C2 .
211 St chita cdng T3 1 |Dung dan gido thi cdng bang tre Tudhg ¢80 mm m
3 | 1 |Phédédancing taccl m3 2 _|Thép budc cd dinh dan gi&o kg
4 | 2 |Pha dahéng o lancan m3 3 |Ceo bd 1dp sonci canh phai m2
-5 | 3 |Pha bc 1én xudng va tay vin bac [&n xudng m3 4 |San lzi canh phai m2
6 5 |Khoan I3 neo bu long ¢ ginh chbt hdmcanh phai 13 khoan
7 i
9 | 4 |Pha dadémddsancong iic m3 |
10 ‘ i
52
13| |
o
15

16
17
18] |
1? i
2

21
22

2
24

Hinh 2.7: Thém hang bén bdng trdi nhung khéng dnh huéng dén bang bén phdi
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Tuong tu, khi mudn thém cdt ma khong anh hudng dén bang khéc, ta chon 6
st vi trf cAn thém gitr phim Shift, dua con trd chudt dén khi con tr6 thay ddi hinh
dang thanh 2 miii tén nguoc nhau thi kéo sang phai.

¢) Thu gon vdn ban vao mét trang in

Vin béan soan thdo khi in ra ndi dung dan trai sang 2 trang, nhung ching ta
mubn in trong mot trang. Néu chinh stra khoanh cach, canh lai 18 thi rAt mat thoi
gian. Ap dung cach nay, s& gitip don gian va nhanh chéng hon. Click vao biéu
tuong mfii tén m& rong bén gbc trén bén trai file Word mudn in, chon More
Commands, hop thoai Word Options hién ra, click chon Quick Acces Toobar, tai
thanh menu Choose commands from, chon All Commands, kéo xudng chon Shrink
One Page, chon Add, sau d6 nhian OK. Biéu twong Shrink One Page s& xuét hién
bén gdc trai phia trén man hinh, chi can 4n vao biéu twong d6 1a thu duge vin ban

ve 1 trang.
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Hinh 2.8: Tao phim tdt ché d in mét trang trong Word
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d) L6i nhay trang trong Word

Khi soan thdo van ban, déi khi ta giip tinh trang trang true con nhidu khoang
tréng nhung vin ban lai bi ddy sang trang sau. D& khic phuc tinh trang nay, ta boi
den ving vin ban bj 16i, chon Paragraph, chon Line and page Breaks, b6 diu tich

tai dong Keep lines together, tich chon dong Widow/ Orphan control. Nhu vay la

c6 thé khic phuc 16i trén.
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Hinh 2.8: Béng biéu trong Word bj nhay trang

Véi trudng 13 bang biéu trong Word bi 15i nhay trang, ta x{r Iy nhu sau: click
chon bdi den toan bd bang, nhén phdi chudt chon Table Properties, chon tab Row,
tich chon Allow row to break across pages, nhan OK. Nhu vay 14 c6 thé khic phuc
16i nay.

3. Phan két luan

3.1. Y nghia ciia dé tai

Paé tai “Stx dung mot s6 thi thuat word, excel gitip don gian hoa viéc soan thao
vén ban va cac bang tinh trong cdng viée cua td KH-KT” 14 tdp hop mét s6 phuong

phap c6 thé 4p dung ngay trén cdng cu soan thao Word, Excel. Chi cin mot s thao
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tac, c6 the gitp cho nguoi soan thao vian ban thyc hién cong viéc dé dang va nhanh
chong hon.

Hiéu qua dé tai: Xay dung dugc mot s6 mau vin ban, bang tinh gitp viéc soan

thao don gian hon, tiét kiém thoi gian, cong surc. Bén canh do, cling giam thiéu mot
s6 161 sai thuong gip khi soan thao. M6t s6 tha thuit gitip ich cho viéc kiém tra, ra
sodt nhitng déi tugng cin trong thoi gian ngan hon va khong dé sot déi tuong.

Han cheé dé tai: Do kién thiic ciia ban than vé cdc cong cu soan thao vin ban

con nhiéu han ché. Péi tugng nghién ctru trong dé tai chi gi61 han trong cong cu
Word va Excel trong bd cong cu Microsoft Office, chit chua mé rdng ra cac cong
cu khac. Mt khac, do kinh nghiém béan than con it, nén kha ning van dung céc
cdng cy soan thao van chua duoc t6i wu hod, din dén mot s6 thuat tht ban than toi
mudn dao sau, nghién ctru tdi wu hon nhung hién tai van chua thuc hién duoc.

3.2. Nhiing kién nghi, dé xuét

Pé diy nhanh téc d 1am viéce, cling nhu nang cao hiéu qua cong viée c6 lién
quan dén soan thao vin ban, dé nghi Céng ty xem xét, td chirc céc 16p dao tao
nghiép vu vé soan thao vin ban. Hodc dit mua va phat hanh tai lidu vé st dung
cdng cu soan thao vin ban dén cic t6, phong, ban chirc nang trong Cong ty c6 lién
dén cong tac nay./.

Xac nhan cia tha trwéng, Nga Son, ngay 09 thang 11 nam 2023
Ngudi viét

e

Pham Pinh Tuin

co quan don vi
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