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] o ~ HUONGDAN
Thong nhat thé thac, bo cuc cdc loai phong hdi nghi ciia B§ Cong Thwong

I. Pham vi va ddi twong dp dung
1. Huong dan nay quy dinh vé thé thiic, b6 cuc cac loai phong hoi nghi, hoi

thao, dién dan, toa dam, hop, 1€ ky... (sau ddy duoc goi chung 14 Héi nghi) do B
Cong Thuong ho#c céc Pon vi truc thue B Cong Thuong t chic.

2. Huéng dan nay khong ap dung d6i véi ce hoi ngh1 do By Céng Thuong
th chuo trong khudn khd céc té chire, dién dan qubc té ma Viét Nam tham gia
nhu: ASEAN, ASEM, APEC... Nhimg hoi nghi nay duoc thuc hién theo quy
dinh va théng 1€ ctia céc td chuc dién dan néu trén.

IL Quy dinh miu phong Hoi nghi

1. Hoi nghi do mét Pon vi chit tri t§ chire

1.1. Pon vi chii tri 6 chiec la By Céng Thuong thiec hién theo mau nhie
sau:

BO CONG THUGNG @

HOI NGHI o

------------------------------------------------------

Chui thich:
D Quéec huy duge dit trén ciing, chinh giita. ]
@Dong chit “Bé Cong Thuong” dit chinh giita, bén dudi Qubc huy.
@ Dong chir “Hoi nghi” duge dét chinh gifta, cling véi tén cia Hoi nghi tao
thanh m6t khéi trung tAm ciia phong.
*) Tén ciia Hoi nghi
®) Dong dia danh, ngay thang nim té chirc chit in nghiéng.
1.2. Pon vi chii tri 16 chiec la mpt Pon vi thudc B, thuec hién theo miu
nhu sau:



@ BO CONG THUONG @
TEN PON VI TO CHUC ©

HOI NGHI ¢
®
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Cha thich:
) Qudc huy dwgc dit trén cing, chinh gitra.
@ )Dono chit “Bo Cong Thuong” dit chinh giita, bén dudi Qudc huy
(3)’ Tén Pon vi td chirc 12 mét Pon vi thude Bo Cong Thuong gom Vu, Cuc,
Tdng cue, Vién, Trung tdm, Trudng... Tén Don vi td chic duge trinh’béy & phia
trén cting, chinh gifta. Co quan cht quan ¢& chit nhé hon véi co quan t6 chire.
) Logo cua Pon vi to chitc (néu cb). Trrdong hop logo/ bidu trung va tén cua
Pon vi duoc thiét ké gén lién véi nhau thi c6 thé giit vi tri logo/biéu tnmg theo
thiét ké ban dau cia Don vi.
) Dong chfr,“Hcf)i nghi” dugc dat chinh gilta, cung véi tén ciia Hoi nghi tao
thanh m¢t khoi trung tdm cia phdng.
©Tén ciia Ho1 nghi.
" Dong dia danh, ngiy thdng nim to chirc chit in nghiéng.

2. Hoi nghi do hai Pon vi ddng td chike

2.1. T rong do mot Don vi la B Cong Thuong, mot Don vi la co quan
ngang B9, co quan t6 chiee, doan thé.

2.1.1. Truong hop Pon vi la co quan ngang B¢, co quan 16 chitc, doan thé
khéng c6 logo/biéu trung riéng, thuec hién theo mdu nhw sau:




BO CONG THUONG @ TEN DON VI DONG TO CHUC @

HOI NGHT ©
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Chu thich:

a )Quoc huy dugc dit trén cling, chinh gitta.

@ Dong chit “B Cong Thuong” dit bén trdi phong, phia dudi Qubc huy.

®) Tén Pon vi dbng t6 chire, vi du nhu: Van phong Chinh pht, B Ngoai giao...
dat bén phai phong, phia duéi Qudc huy, c6 ¢& chit bang dong chit Bé Cong

Thuong.
“ Dong chit “H6i nghi” dugc dat chinh giffa, cing véi tén cia Ho1 nghi tao
thanh mot khéi trung tAm ctia phong.
®)Tén ctia Ho1 nghi.
® Dong dia danh, ngay théng nam té chic chit in nghiéng.

2.1.2. Truong hop Pon vi la co quan ngang BJ, co quan t6 chirc, dodn thé
c6 logo/ biéu trumg riéng, thuc hién theo mau nhu sau: A

2)

/\

BO CONG THUONG @ TEN PON VI DONG TO CHUC @

HOI NGHI TONG KET ©

-----------------------------------------------------------

Ch thich:

W vi tr Quéc huy.
@ Vi trf logo/bleu trung cua Pon vi dong t§ chirc. Truong hop logo/ biéu trung

va tén cua Pon vi dugce thiét ké gan lién v&i nhau thi ¢6 thé gitt vi trf logo/biéu
trung theo thiét ké ban dau cta Pon vi.




' Dong chir “Bo Cong Thuong” dit phia trén cing, bén trai phong.
®) Tén Pon vi ddng to chic, vi dit nhu: Thanh tra Chinh phd, Ngan hang Nha

nuéc Viét Nam, Uy ban Dén tdc, Uy ban Mit tran Té quéc Viét Nam, Pai
Truyén hinh Viét Nam... dit trén ciing, bén pha1 phéng, c6 c& chit bing dong

chit B6 Cong Thuong. ,
©) Dong chit “Hoi nghi” duge dit chinh giffa, cling véi tén cia Hoi nghi tao

thanh mot khéi trung tAm ciia phong.
©Tén ciia Hoi nghi. ’
) Dong dia danh, ngay thidng nim t6 chitc chit in nghiéng.
2.3. Hpi nghi do hai Don vi d‘éng 16 chirc, trong do hai Pon vi déu thupc
Bo Cong Thuong, thurc hién theo mau nhw sau:

BO CONG THUONG?
TEN PON VI 1® TEN PON V] 2¢

A (onéocd) A (6-néuct)

HOINGHI»
®
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Chu thich:
O Quéc huy duge dat trén cing, chinh gitra.
@Dong chit “Bé Cong Thuong” dit chinh gitta phong, bén dudi Qude huy.
® va ® Ten Pon vi td chirc Hoi nghi ¢ ¢& chit nhé hon dong chit B6 Cong
Thuon
® va ©® Logo/bidu trung cuia cic Pon vi to chitc (néu c6). Trudmg hop logo/ biéu
tnmg va tén cia Pon vi duge thiét k& gin lién véi nhau thi ¢ thé giit vi tri
logo/biéu trung theo thiét ké ban dau ciia Pon vi.
D Dong chir “Hoi nghi” duoc dat chinh gita, cing v6i tén cia Hoi nghi tao
thanh mot khéi trung tm cia phéng.
®)Tén cua Hoi nghi.
©)Ddng dia danh, ngay thang nim t6 chirc chir in nghiéng.

3. Hoi nghi do ba Pon vi tr& 1én ddng td chire




3.1. Truong hop tit cd cdc Pon vi khéng cd logo/biéu trung, thue hién
theo mau nhw sau:

TENDONVI1®  BO CONG THUONG ® TENPONVIZ® TEN PON vi4©®

HOI NGHJ o
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Ch thich:
(D Qubc huy dugc dit trén ciing, chinh gitra.
(2)D(‘)ng chit “Bé Cong Thuong” dit gitra, bén dudéi Qubc huy.
® va ¥ va ©) Ten cac Pon vi t6 chire Hoi nghi c6 ¢& chit bang c& chit Bo Céng
Thuong. Vi du: Trung uong H6i Lién hiép Phu nit Viét Nam, Lién minh Hop tdc
x4 Viét Nam... '
© Dong chit “H6éi nghi” dugc dét chinh gilta, cung véi tén cia Hoi nghi tao
thanh mot khoi trung tdm ctia phong.
' Tén ciia Hoi nghi.
® Dong dia danh, ngay thang nam té chirc chit in nghiéng.

3.2. Trwong hop hoi nghi do ba Pon vi tré Ién dong t6 chirc, trong dé
mpt Pon vi la B§ Cong Thieong, c6 logo/biéu trimg, thuwe hién theo méu nhie

sau.

TENPONVI1® BOCONGTHUONG® TENDPONVIZ®  TENDONVI4®

HOI NGHI ©
(10)
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Chau thich:

W Quéc huy duogc dat trén ciing, chinh gitra.
(3)Dong chir “B6 Cong Thuorng dit gitra, bén dudi Quéc huy

@ va® va © Teén céc Pon vi tb chire Hoi nghi c6 ¢& chit bang c& chit B6 Cong
Thuong
© vaNyy ® Logo/b1eu trung céc Pon vi i t& chirc Hoi nghi dugc dat chinh gilta
tén céc Pon vi t6 chitc va c6 kich c& bang nhau (néu c6). Trudng hop logo/ biéu
trung va tén cua Pon vi dugc thiét ké gin lién v6i nhau thi c6 thé gitt vi tri
logo/biéu trung theo thiét ké ban dau ctia Pon vi.
© Dong chit “Hoi nghi” dugc dat chinh gilra, cing voi tén ciia Hfi nghi tao
thanh mot khéi trung tAm cta phéng.
(9Tén ciia HOi nghi.
(Y Dodng dia danh, ngay thang nam t6 chirc chit in nghiéng.

3.3. Hpi nghi do ba Pon vi tré Ién dong t6 chikc, trong d6 cdc Pon vi déu

thupc Bo Cong Thuwong, thiec hién theo min nhw sau:

m

BO CONG THUONG @

TEN PON V11 @ TEN PON v 2 @ TEN PON VI3 ©® TEN DON v 4©

ii (7- néu cb) ii (8-nbuct) i i (9- néu c6) ii (10- néu c6)

HOI NGHI ®
(12)
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Chau thich:

(1) Quoc huy dugc dat trén cung, chinh gifra.
) Dong chit “BQ Cong Thuong” dét gitta, bén dudi Québc huy.

( ) va @ va © va® Ten cdc Pon vitd chitc Hoi nghi ¢6 ¢ chit bang nhau va nho
hon co chu Bo Cong Thuong.

D ya By Oy 09 Logo/bi€u trung cdc Don vi td chirc Hoinghi dugc dét chinh
gifra t€n cac Bon vi t§ chirc va ¢6 kich c& bang nhau (neu ¢6). Trudng hop logo/
biéu trung va tén clia Pon vi duogc thiét ké gén lién véi nhau thi ¢6 thé gift vi tri
logo/biéu trung theo thiét ké ban dau cia Pon vi.




(a Dong chir “Ho1i nghi” duoc dit chinh giita, cling v&i tén cia Hoi nghi tao
thanh mot khéi trung tAm cita phong.
(2Tén cua Hoi nghi.
) Dong dia danh, ngay thang nim t6 chirc chit in nghiéng.
4. Hoi nghi ¢6 yéu t6 nuwéc ngoai

4.1 I3 untn do hai Don vi ffrma fn nlnrr' frong Ao Rg f’nna Thrfn’no In

cde LIVE IS

DPon vi dirgc Chinh phu ay quyen dlu dlen, thuc Iuen theo mdu n]zu' sau:

) ' @)

. : @) TEN CO QUAN PUQC CHINH PHU NUGC G
MINISTRY OF INDUSTRY AND TRADE TAI UY QUYEN BANG TIENG NUGC NGOAT @

LE KY KET @
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Chu thich:
M Quoc ky Viét Nam dat trén cing bén trai.
@ Quéc ky Quéc gia/ving lanh thd ddng t5 chirc dit trén cliing bén phai.
®) Dong chit MINISTRY OF INDUSTRY AND TRADE.
™) Tén co quan duoc Chinh phi nuéc s§ tai uy quyén ddng td chirc duge viét
bing tiéng nuée ngoai.
© Dong chit “Lé ky két” duoc dit chinh giita, cling v6i tén cia Hoi nghi tao
thanh mot khdi trung tdm ctia phong. _
(5) Tén cua Hoi nghi. ’
" Dong dia danh, ngay théng nam t5 chirc cad in nghifng.
®) Déng chit “LE& ky két” duge viét bang tiéng nude ngoal

©)Tén ctia H6i nghi duoce viét bang t1eng nude ngoai.
49 Dong dia danh, ngay thing nim té chirc dugc viét bing tiéng nude ngoai chit

in nghiéng.



4.2. Truwong hop By Cong Thuong khong dong vai tro la Don vi duoc
Chinh phit uy quyén dai dién, thic Iuen theo mdu nhi sau:

) @

/N

TEN CO QUAN PONG TO CHUC BANG TIENG
NUGC NGOAT ¥

MINISTRY OF INDUSTRY AND TRADE ©

........................................................................

Chi thich:
a )Quoc huy Viét Nam dit trén cung bén tréi.
@ Quéc huy/Lo go/bleu trung cua Pon vi dong t6 chirc dat trén cung bén phai.
Truong hop logo/ bidu trung va tén cua Don vi duge thiét ké gén lién v6i nhau thi
c6 thé gitr vi tri logo/biéu trumg theo thiét ké ban dau ctia Pon vi.
®)Dong chit MINISTRY OF INDUSTRY AND TRADE.
® Tén Pon vi ddng tb chuc duge viét bang tleng nudce ngoal,
©) Tén nude sa tai dong t5 chire duoc viét bing tiéng nude Nngoat.
© Dong chir “L& ky két” dugce dit chinh gifta, cling véi tén ciia Hoi nghi tao
thanh mot khéi trung tAm clia phéng.
(NTén ctia Hoi nghi.
© Dong dia danh, ngay théng ném t6 chic i in nghiéng.
% Dong chir “L& ky két” dugc viét bang tleng nuéc ngoal
(9Ten cia Hoi nghi duge viét bing t1eng nuéc ngoai.
M Dong dia danh, ngay thang nim t4 chirc dugc viét bing tiéng nude ngoai chit
in nghiéng.
4.3. Hpi nghi do hai Don vi d(?ng 16 chikc, trong dé cé mot Pon vi thupc
B¢ Cong Thicong, thuec hign theo miu nhie sau:




(1- néu c8) . (2- néu cé)

/N /\

TEN CO QUAN DONG.TO CHUC BANG TIENG

MINISTRY OF INDUSTRY AND TRADE © !
NUGC NGOAT ©

------------------------------------------------------------------------------

...........................................................

.....................................................................................................

........................................................................

Ch thich:

(')Logo/bleu trung cua Don vi true thude B dat trén cing bén phai. Trudng hOp
logo/ biéu trung va tén clia Bon vi dugc thiét ké gan lién véi nhau thi 6 thé gitt
vi tri 10g0/bleu trumg theo thiét ké ban diu ctia Pon vi.

@ Logo/bleu trung cua Pon vi dong td chitc dit trén cing bén tréi. Truong hop
logo/ biéu trung va tén ctia Pon vi duoc thiét ké gén 1ién véi nhau thi ¢ thé giit
vi tri logo/bidu trumg theo thiét ké ban d4u ctia Pon vi.

®) Dong chit MINISTRY OF INDUSTRY AND TRADE .

® Tén Pon vi ciia Bo Cong Thuong duoc viét bang tiéng nudc ngodi ¢6 ¢ chit
16n hon dong chit MINISTRY OF INDUSTRY AND TRADE.

®) Tén Pon vi ddng td chic duge viét bing tiéng nude ngoai.

® Dong chit “Lé ky két” dugc dit chinh giita, cing véi tén cliia Hoi nghi tao
thanh mot khéi trung tAm ctia phéong.

(MTén cua Hoi nghi.

® Dong dia danh, ngdy thdng nim t6 chirc chit in nghiéng.

© Dong chit “LE ky két” dugc viét bang tiéng nudc ngoal

19Ten ciia Hoi nghi dugc viét bing t1eng nuée ngoai.

() Dong dia danh, ngay thang nim td chirc dugc viét bing tiéng nudc ngoai chit

in nghiéng.

#.4. Hgi nghi do hai Don vi dong 10
Bj Cong Thuong, mjt JDo’n i D dn ho
méu nhie sau:

s
a 0o ‘r;un Pon vith nor-

e

nwdéc ngodi, thuec hién theo



BO CONG THUONG @

TEN PON VI @ TEN DU AN ©
(5-néu cé) (6~ néu c6)
LE KY KET @

..............................................................................

...........................................................

an

..........................................

........................................................................

Ch thich:

a )Quoc huy dat trén cung chinh gifta.
Dong chit “B6 Cong Thuong” dat dudi Quoc huychinh gitta.

®) Tén Pon vi ciia Bo Coéng Thuong dugc viét bang tiéng nudc ngoai.
™ Tén Du 4n dugc viét bing tiéng nude ngoai.
©) Logo/biéu trung cia Pon vi thuge Bo Cong Thuong dat bén trai (méu co).
Truong hop logo/ biéu trung va tén cua Bon vi dugc thiét ké gan lién v6i nhau thi
c6 thé giit vi tri logo/biéu trung theo thiét ké ban dau ciia Pon vi.
© Logo/biéu trumg cia Pon vi Dy 4n dat trén cung bén phai (néu c6). Trudmg
hop logo/ biéu trung va tén ciia Pon vi dugc thiét ké gan lién v&i nhau thi c6 thé
%111 vi tri logo/bleu trung theo thiét k& ban dAu ctia Pon vi.

Dong chir “L& ky két” duoc dit chinh giita, ciing v6i tén ciia Hoi nghi tao
thanh mot khéi trung tam cua phéng.
®Tén ctia Hoi nghi.
® Dong dia danh, ngay thdng ndm to chitc chit in nghleng
10 Dong chir “Lé ky két? dugc viét bang tiéng nuée ngoai
(DTén ctia Hoi nghi duoc viét bing tleng nuéc ngoai.
12 Doéng dia danh, ngay thang nam 4 chirc dwgc viét bang tiéng nude ngoai chi
in nghiéng.

5. Quy dinh vj tri cAc Don vi tai tr¢ '
Tén va/hodc logo cua céc Pon vi tai trg Hoi nghi duge trinh bay phia dudi

phong Hdi nghi thuc hién theo méu nhu sau:

10




TENDPONVI1® BOCONG THUONG ®  TENPONvVI3® TEN PON VI 4 ©

HOI NGHI ¢

----------------------------------------------------------

Vi tri tén va/hoic cdc Pon vi tii trg @

Chn thich:
a )Quoc huy dugc dét trén clng, chinh gitta.
@ va®vaWya ® Ten cac Pon vi td chirc Hoi nghi c6 ¢& chit bing c& chit Bo

Cong Thuong.
© Dong chir “Hoi nghi” dugc dat chinh gifta, cing v6i tén ctia Hoi nghi tao

thanh mot khdi trung tAm ctia phong.
(MTén ctia HO1 nghi. ,
® Dong dia danh, ngay thang ndm to chire.
@}Vi trf tén va/hodc cac Pon vi tai tro.

ITL Quy dinh vé mau sic phﬁng, c0 chir

- V& mau séc phéng: Mau séc cua phong phai dam bao lich sy, trang trong.
Thong thudng, phong thiét ke cb nen mau dd co, chit mau vang (601 Va1 céc
budi hop, Hoi nghi); hodc nén mau trang, chit mau xanh (601 véi céc LE ky két,
Hoéi thao, Tap huén, Dién dan, L& khai mac, L& tng k&, Trién lam,..). Véi
nhitmg dip déc biét nhu Chuc mimg nhén dip ky niém Ngay Béo chi Cach mang
Viét Nam, Chic mung nhén dip Tét... phéng nén s& duoc dua hinh anh phu hop
v&i ndi dung.

- V& ¢& chit, kiéu chir:

+ Quoc huy ¢6 chiéu cao bing 1/8 chiéu cao ciia phong va gp 2,5 - 3 lan
s0 v&i chidu cao ctia dong chit B Cong Thuong.

+ Dong chit B¢ Cong Thuong c6 ¢& chit bing 1/3-1/4 so v&i dong chit Hoi
nghi va bang 1/8 chiéu dai cua phéng.

+ Dong chit “Ho1 nghi” ¢6 ¢& chir 16n gép tir 1,5-2 1dn so v&i tén cia Hoi
ngh‘j, kiéu chir dtng. Dong chit “Hoi nghi” va tén cuia HYi nghi bang 1/3- 1/4
chiéu dai cua phéng. . _




TENPONVI1® BO CONG THUONG (3) TENDPON VI3 ™ TENDON v1 4 &
HOI NG
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Vi tri tén va/hodc cac Pon vi tai trg @

Chu thich:
a )Quoc huy dugc dét trén cung, chinh gitra.
2va®va ®ya © Ten cac Dcm vi td chirc Hoi nghi c6 ¢& chit bing ¢& chit Bo

Cong Thuong.
© Dong chir “Hoi nghi” duoc dit chinh gifra, cing v6i tén cia Hoi nghi tao

thanh mot khéi trung tAm ciia phong.
“Tén cia Hoi nghi. i
® Dong dia danh, ngay thang ném to chue.
@ Vi trf tén va/hodc cac Pon vi tai tro.

M1 Quy dinh vé mau sic phﬁng, c& chir

- V& mau sic phong: Mau sic cua phong phai dam béo lich sy, trang trong
Théng thuong, phong thiét Le co nen mau doé co, chlt mau vang (d01 véi cac
budi hop, Hoi nghi); hodc nén mau tring, chir mau xanh (do1 véi céc LE ky két,
Hoi thao, Tép huén, dién dan, L& khai mac, Lé tong két, Trién lam,...). Vi
nhitng dip d&c biét nhu Chic mimg nhan dip ky niém Ngay Béo chi cach mang
Viét Nam, Chuc mimg nhén dip Tét... phdng nén s& duge dua hinh anh pht hop
vl ndi dung.

- V& ¢& chit, kiéu chit:

+ Qu\c“’)c huy ¢6 chidu cao bang 1/8 chidu cao ctia phéng va gip 2,5 - 3 lan
so véi chiéu cao cia dong chit B§ Cong Thuong.

+ Dong chr B§ Cong Thuong c6 ¢& chit bing 1/3-1/4 so v&i dong chit Hoi
nghi va bang 1/8 chiéu dai ctia phong.

+ Dong chit “Hgi nghi” ¢6 c& chit 16n gép tir 1,5-2 1dn so v&i tén ctia Hoi
nghi, kiéu chit démg. Dong chit “Héi nghi” va tén ciia Hoi nghi bang 1/3- 1/4
chidu dai cia phéng.

11




+ Dong chit dia danh va ngay thang nim c& chit bing 1/3-1/4 so véi ten cia
Hbi nghi, kiéu chit in nghiéng.

+ Dong chit tén Pon vi t6 chire ¢6 ¢& chir Jon hon dong chit tén Pon vi chi
quan. Dong chit tén Pon vi ngang cap c6 ¢ chit bang nhau.

- V& bd cuc chit: Phan chit can dbi, hai hoa v6i phan nén, ngt cau du y.
Quéc huy, Quéc ky, logo/biéu trung can 61 véi tdng thé chung cua phéng.

- Truong hop song ngi: Phan noi dung tiéng Viét & bén trén. Phin noi
dung tiéng nudc ngoai trinh bay & bén dudi (dugce quy dinh tai cdc miu phéng
hé1 nghi).

IV. Quy dinh ghi tén co quan chi tri, phdi hop t6 chire Hoi nghi

Tén cia co quan, don vi phai dugc ghi day du theo quy dinh tai vdn ban
thanh 14p, quy dinh chitc nang nhiém vy, quyén han va co cau t& chiic bd may,
phé chuan, cép glay phép hoat dong hodc cong nhén tu cdch phap nhén cia co
quan, td chirc ¢6 thdm quyén. Trudng hop tén co quan, t& chirc dai c6 thé trinh
bay thanh nhidu déng.

V. Pia danh va ngdy, thing, nim t6 chirc

- Dia danh ghi trén phong la tén goi chinh thirc cua tinh, thanh phé truc
thudc Trung vong, noi dién ra Hoi nghi.

- Ngay, thang, nam td chirc phai dugc viét day di ngdy ... thang ...
céc sb chi ngay, thing, nim dung chit s6 A Rép; dbi vai nhimg so chi ngay nho
hon 10 va thang 1, 2 phai ghi thém s6 0 & trude.

VI. Trach nhiém thwe hién

T4t ca céc don vi thudc B§ Cong Thuong ¢6 trach nhiém thyc hién nghiém

tic cdc quy dinh vé thé thite, bo cuc phong hoi nghi trong Huéng dan nay./.
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