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s6,72/)crums Phil Y€n, ngdy 8 thdng 8 ndm 2018

Kinh grii: Chi CUc TTIADS c6c huyQn, thi xd, thdnh ph6 thu0c tinh.

CVc Thi hanh an d6n sU nhdn ttugc C6ng van sO +gtlSWV-rfn-t ngiry 3117D018

cua SdNOi vutinhPhriY€r! vC vifuhuong d6nvdm6uh6acacnQi dung laphd so c6ngviQc

vd giao nQp h6 so vdo lw tCr co quan.

Cgc Thi hanh an ddn su sao grii C6ng van sO +g1/SNV-VTLT ngdy 3117D018

cua 36 N$i vs tinh Phir Y6n d6n Chi cgc Thi hdnh 6n d6n sq c6c huyQn, thi x6, thdnh
,L., .t,, ..,

ph6 thuoc tinh tri6n khai thqc hiQn.

(Kdm theo C6ng vdn, C6ng vdn rd +StfSNV-\IfLf ngiry 311712018 cua SdNOi

vU tinh Phi Y6n dao. c gtri vdo dia chi tha di€n tu cila cdc don vil./W-

Noi nhQn:
- Nhu hOn;
- Ldnh dao Cuc;
- Luu: VT-CTHADS.





UBND T1NH PHIJ YEN
so'Ngl_vv

56:{3/ /SNV-VTLT
''a.iv/v nuong oan va mau noa cac nQl

, i. i i ^dung lap no s0 cong vlec va grao

nQp hii so vdo luu trt co quan

Kinh gti:

Noi nhQn:
- Nhu trCn;
- GD Sd NQi vs (b/c);
- Phdng N$i vu c6c huyQn, thi xd, thdnh ph6:
- Chi cuc Vdn thu - Luu trf;
- Luu: VT, VTLT.

CQNG HOA XA HQI CH{I NGHIA VIDT NAM
O0" l0p - ftl do - H?"h p

Phil Y€n, nSAy,ttl thang I ndm 20 t 8

- Cdc sd, ban, ngdnh tinh;
- UBND c6c huygn, thi x5, thanh phO;

- C6c co quan, t6 chric thuQc ngu6n nQp luu tdi liQu

vdo Luu trf lich su tinh.

Thgc hiQn DiAu 9, 10, 1l vd Di€u 12 cria Luat Luu trt; Chi thi s6 35/CT-TTg ngdy

071912017 ouaThi tuong Chinh phri vi, tdng cudng c6ng t6c lflp hd so vd giao n$p hii so,

tai liQu vdo luu trf co quqn, Luu trft lich sri; Th6ng tu s6.0712012|fT-B\V ngdy

2211112012 cria BQ NQi vg ve hu6ng ddn quin lyf vdn ban, lfip h6 so vd nQp Iuu h6 so, tdi
liQu vdo luu trii co.quan vd Chi thi .sO I7/CT-UBND ngiry 2211012013 cria Chtt tich
UBND tinh 

"e 
tap nd so vd nQp luu hd so, tdi liQu vdo luu trit co quan, d6n nay c6ng t6c

l{p h6 so cdng viOc dd c6 nhfrng chuy6n biti:n tich cuc, c6n b.Q, c6ng chirc, vi€n chric cta
c6c co quan, don vi, dia phuong dd tung bu6c thuc hiEn l{p hd so theo quy.dinh; tuy nhi6n

b€n c4nh tl6 v6n cdn nhi6u co quan, don vi, dla phuong chua thqc hiQn thdng nhdt nghiQp

vp c6ng tiic l{p hd so c6ng viQc vd giao nQp hd so, tdi liQu vdo luu trft co quan nghi€m tuc.

O6 thgc hiQn nghi0m cdc quy dinh crla phdp luqt hi€n hanh vd cdng tdc-lqp h6 so
cdng viQc vd giao nQp h6 so, tdi liQu vdo luu trir co quan; Sd NQi vp hucnrg dAn vd ban
hdnh quy trinh mdu h6a c6c nQi dung l{p h6 so cdng viQc vd giao nQp h6 so, tdi liQu

vdo luu trir crr quan cia c6n bQ, cdng chric, vi€n chric trong quri trinh duoc giao theo

d6i, gi6i quytit c6ng vrQc (kdm theo quy trinh ndu h6a c6ng tdc lQp h6 so c6ng viQc).

D€ nghi c6c s0, ban, nginh tinh; c6c co quan, td chrlc thuQc ngu6n nQp luuldi
liQu vdo Luu trr1 lich srl tinh; UBND c6c huyQn, thi xa, thanh ph6 ph6 biOn, hu6ng ddn,

ki6m tra c6n bQ, c6ng chric, vi€n chric thqc hi€n viOc l6p h6 so c6ng viQc vd giao nQp

hd so, tdi liQu vdo luu trft co quan theo dfng cluy dinh.

Trong qu6 trinh thgc hiQn, niiu c6 vudng mi" cAn trao ddi, de nghi li6n h€ Sd
NQi vu (qua Chi cqc Vln thu - Luu tr[) theo s6 diQn tho4i 0257.3552141 ho6c
0257.3550509 d6 duqc hu6ng d6n, gi6i d6p cuth1.l .lt,-

sd





euy rRiNH vrAu noa cAc Nor DUNG r.Ap no so vA
crAo Nep nd so vAo rtlu rmr cci ouAN

(Kdm theo C6ngvdn sii:491 tSWV-VftT ngdy jft 7 tZOtA
cila Sd N6i vu)

I. HIIONG DAN NQI DUNG LAP Hd SO CONG VIEC THEO DANH
MUC HO SO

1. Lgp Danh mUc hd so

- Hu6ng dan sri dung Danh muc h6 so tu khoan 1 diSn ktroan 4 cria Ei€u 13
theo Th6ng tv 07/2012/T[-BNV ngdy 22ltt/2012 cria BQ NQi vu.

- Tham quy€n ban hdnh Danh muc h6 so: Tht trudng co quan, t6 chric.
- Cdn cf l{p Danh muc h6 so: Chirc ning, nhiQm vg, quydn han vd ccr c6u t6

chfrc cria co quan, dcm v!.

. - Td chric xAy dpng Dalh muc h6 so: C6n bQ, c6ng chric, vi6n chric ldrn c0ng
t6c vdn thu' luu tr0 xdy dung dp th6o Danh muc h6 so cira co quan vd l6v v ki€n cric

lnOnq, 
Ag ul^tr9nq :" guT ho{c cric phdng, don vi dr,r.ki6n Danh *q. i6 ,o .rtu

don vi minh dd crln bQ vdn thu, luu trft t6ng hqp, xin f kii5n vd hinh ki 6an hanh.

DANHMUCHd SO

TEN CQ, TC CAP Ti{EhI
TEN CO QUAN, T6 CHIIC

CQNG HOA XA HQI CHi] NGIIiA VIET NAM
DOc I6p - TU do - H4nh phric

DANH MVC HO SO CirA ...,. (tAn co quan, tij chrlc)
Nim......

(Ban hdnh kdm theo euyh dinh s6 .... ngay ... thdng .... ndm cia ....)

QUYTN HA,N, CHTIC VU COA NGI'OI Kf
(ch* kf, d6u)

Hg vh t6n

TOn tI6 mqc vh ti6u
hd so

r. TtN of wrUc L6N
1. TGn tI6 muc nh6

Ti6u dd hd so



2. Lflp h6 so

Hinh thinh hd so gdm: M& hd so vi thu thfp vin bin tlua vio hd so

a) M0 hd so: DAu nim, m5i c6n bQ, c6ng chric, vi6n chric cdn cri vdo Danh
muc h6 so a6 ti6t duoc minh lQp nhirng hd so ndo; sau d6 l6y td bia h6 so ghi
nhirng th6ng tin cAn thi6t I€n td bia hd so theo ti6u chuAn Qudc gia, cg th6 sau:

T€n
don vi
lQp ho

so

Mi hb so:

HO SC'

Tir ngdy: ............ ddn ngiy:

Ph6ng s6: THOIHAN BAO QUAN
Mgc lgc sd:

Hb so sd:...............

Ghi tiOu Ad hO scy

(Ghi theo phu luc XIII
cia Th6ng tu

07/2012/TT-BNV)
Chti j: Phii lua chon

<hing ti€u <tA h6 so cta
hA scy dA hi€n mrrc

Ghi ngiy th6ng
b6t ddu va

ngdy th6ng kilt
thric hd so (vdz

bdn s6m nhiit
vd vdn bdn

mu6n nhiit
trone hi so)

C6c yi5u

ro rnong

tin ndy

do crin bS

lrru trt co
quan thqc

hiQn

Ghi thdi h?n bao

quin HS theo
Th6ng tu

09/201lITI-BNV
ngdy 03/6/2011

cria BNV d6i vdi
c6c co quan, t6

chric ver Thdng tu
sti t3lzol I rrt-

BfW ngey

21/10/2011 ciaB'6
Noi vu 6p dUng diii

vqi UBND tinh,
TP tryc thuoc TW

unr rong

s6 lucrng td
cta v5n

ben trong
hd so



Vdn bin tl6n cria co
quan (ban chinh) sau

khi dac6 j ki6n
phdn ph6i cta L6nh
d4o vd chi tt4o, tt5

chric thlrc hign di5n

c6n bQ, c6ng chric,
vi6n chfc giii quytit

vd lflp h6 so cdng

viQc

Vin ban di cria co
quan cluoc crfur bQ,

c6ng chric, vi6n
chtic tham muu dp
th6o, hoan chinh,
trinh l6nh d4o co
quan ky ban hdnh,

d6ng ky vd ldm tht
tqc ph6t hdnh theo
quy ilinh

b) Thu th$p, cgp nhgt vin bin tiri tiQu vdro hd so

Tii liQu kh6c c6
li€n quan (bdi ph6t

bi6u cria ldnh dpo,

tham luin c:0la cAc

ttai bi6u tai hQi

nghf, hQi thno...)

$
Phim, 6nh, ghi 6m, thi6t bi luu trt (n{5u c6)

- Trong qu6 trinh gidi quy6t c6ng viQc, sC l6n luqt dua ciic v6n
c6 li6n quan vdo bia h6 so d6,

ban hinh thanh



- Tdi liQu dua vdo hd so pMi li bln chinh, ban gisc ho{c ban sao c6 gi6 fi
nhu ban chlnh;

. - Tai JiQu vA viQc ndo phdi dugc dua vdo tlfng hd so cfia viQc <16, kh6ng dua
nhdm vdo h6 so kh6c (kh6ng ph6n biet ven ban di ho{c v6n bdn d6n).
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f,

3. Sip.xdp.c6c vin bin trong hd so
3.1. Snp x6p theo trinh tg thdi gian

SIp x6p theo trinh tg thdi gian: VAn ben
c6 ngiy thring ban hdnh som sE duoc x6p
I€n tru6c, v6n bdn c6 ngdy th6ng muQn x6p

sau (Ap dung h6 so v6n dd, co quan giao

dich hodc d{c trmg t6n lo4i vdn ban)

3.2. Sip x6p theo trinh tg gini quy6t cdng viQc

Sip x6p theo trinh ty giii quy6t c6ng
viQc: Cdc vdn bar hinh thdnh trong qu6

trinh giAi quy6t v6n dA, su viQc. Vin ban

ndo hinh thd,nh tru6c thi d6 len tr€n, vtrn

ban nio hinh thdnh sau thi xrip xu6ng ducri.

Ap dftng cho c6c h6 so c6 qu6 trinh gidi
quyiSt van thu li€n tuc nhu h6 so vu 6n, hd
so hQi ngh!

3.3. Sip x5p theo sii thrl tu cria v[n bin
Sip x6p theo s6 ttrrt tu cfia vln b6n:
Du,oc 6p dgng d6i voi hd so l6p theo d6c
trung t6c gii. Th6ng thudng vin ban do
mQt co quan ban hanh thudng d6nh s6
thrl tg li€n tuc theo trlnh tU thdi gian
(nhu tAp luu vln bin di)



3.a. Sip x5p theo vAn chir crii

Sip x6p theo vAn chtr c6i A,
B, C: Ap dpng d6i v6i c6c hd
so gdm nhftng vdn bAn li€n
quan c6c tap don tu, tap ban
khai ci nhdn, c5c t{p 86o cAo
ctia c5c tlia phucmg...

3.5. Sip x6p theo tim quan trgng cia titcgii:in bin

Ngodi cric c6ch s6p x6p nCu tren,

ngudi hp hd so c6 th6 sfp xi5p

theo "tlm quan trQng cta t{c
gii vin bin, theo c:ic chuyGn

rt6, v6n tlA" mi n6i dung v6n bin
oe cap

- Bin sao c6c
vdn bin quy
ph4m ph6p lu{t
ho{c vdn bin
humrg d6n

ttng mAt c6ng
t6c nghi6p 4r,
chuy6n m6n.
- C6 thii tap
hqp vin bdn
cria nhidu ndm,

n6u c6 thay drSi

, phdi sn dyng
v6n ban c6
hi€u luc thi
hAnh.

- Kh6ng phii
n$p vdo luu tr&
co quan.

HO SO

Nguy6n tic

- Bin chinh, bdn
sao c6 gi6 tri nhu
bdn chinh vd c6c
vin bdn c6 li6n
quan d6n qu6

trlnh giei quy6t
cdng viQc.

- Tdi li6u thudng
c6 thdi gian

trong I ndm

hdnh chinh.

- Phdi n6p vdo
Iuu tr& co quan.

C6ng viQc

Chr!:tL. Sq khfc nhau gifra hd so c6ng vigc vd h6 so nguyGn tic



c) Vi6t chrlng tir kdt thrfic

nrAu cmltvc TTIKET rnirc

Chfng tt k6t thfc
dugc vi6t tr€n mQt td
gi6y riOng theo m6u

in sin ho4c vi6t I6n

m6u td bia hd so
dugc in sEn

56 luqng td
vdn b6n c6

trong hd so

ft6t quAthyc

hiQn ttlnh s6

td)

Mgc lgc vin
bAn h bnn

th5ng k0 hiQn

c6 trong h6
so (dugc d6nh

sd td rieng;

kh6ng tlugc
ct6nh s6

chung v6i td
vAn b6n)

Don vl b6o quan ndy gdm c6: ..

vdn ban c6:...........td

D{c tli6m vd tr4ng th6i cria tdi li6u b6n trong hd so..

....., ngdy... thdng ...ndm .....

Ngudi tgp hd so
(Kit ftn vd ghi rd hp, t€n)

Vi6t blng
chtr ti6ng

ViPt (vl du:

Hai muoi
llm td)

M6 tA tt[c cti6m

trpng th6i cria

tai lipu b6n

trong hd so
nhu: T5t hoic
tai lipu trong
tinh treng bi

m6i mgt ldm hu
hai tni liQu...

rr. NQp LUI] Hd SO, TAr LrF.U VAO LUII TRTICO QUAN
l. Thdi h4n nQp tuu
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THor HAN NeP LU'u n0 so, rAr
r-,rnu vAo r-, lu rml co ouAN

Tni liQu

hnnh

chinh:

Trong

thoi hqn

01 nim
k6 tir khi
c6ns vi€c

Tdi liQu

xdy dpg
co bdn:

Trong
thdi h4n

03 thdng
KE IU KNI

c6ng trlnh

q,ryiSt to6n

Tdi lipu anh,

phim <liQn

Anh;

micrdphim;

tdi liQu ghi

Am, ghi htn[
tdi li6u diQn

tt: Trong
thdi h4n 03

thing k6 tt
khi c6ng

vtec KeI tnuc

Tdi liQu

nghi€n cftu
khoa hgc, tug
dpng khoa

hgc c6ng

nghQ: Trong
thbi hqn 01

nnm k6 tt khi
c6ng trinh
tlugc nghiQm

thu chinh thr?c

Trudmg

hqp c6 nhu
I '- , .

cau gru l?l
hd sq tni

liQu da d6n

hpn nQp

luu khOng

quf 02

ntrm

2. Thinh phin hd sq tii liQu nQp Iuu vio luu trir co quan

THANH PHAN Hd So, rAr l,rpu
NOP VAO LIIUTRTTCO OUAN

H6 so nguy€n tic
kh6ng giao nQp vio

luu tril co quan dugc
c6 nh6n giil vi c6 th6
ru loai hriy khi v[n
bnn h6t hiQu lsc thi

hinh

ilo so cong
viQc c6 thdi

h4n bAo quAn

tt 05 ntrm
tl6n 70 ntrm

H6 sq c6

thdi han

vinh vi6n
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4. KGt thric h6 so

Thgc hiQn khoan 1 vd khoan 2 Di6u 16 cria Th6ng tu 07/20I2ITT-BNV. Ngodi
raphii thuc hiQn bi€n muc bOn ngodi vd bi6n muc b€n trong hd so du-o. c lQp ra, cg'' :tne:

4.1. Bi6n mgc b6n ngohi bia hd scr

Bia h6 so dugc c6u.thanh bdi cric thdnh phdn: T6n co quan, t6n tlcm vi t6
chfc, kf hi€u h6 so, ti€u tld h6 so, thoi gian U6t eAu va t6t tnric, s5 lugng td, thdi
hqn b6o quan, st5 luu trft (Phdng s6, mpc lgc sti, h6 so s6;.

KHo Ltfu TRCI TiNH prrU yEN g€n kho luu trii)

CHI CUC VAN THU-LUU TRUgencoquanl

PHONG NGHIPP VV (rcn don vi l{p hd so)

ru5 hb scr: 20.NV (56 vd ky hi6u cria Danh mpc hd so co quan)

\a

HO SCt

Hd sct HQi nghi so kiit 05 tkyc hiQn

Ludt Lmt trit giai doqn 2012- 2017

cfia tinh Phil YAn

rir ngay: 01/01/201 8 adn ngay: 30/l l/2018

cbm: 125 td

Ph6ng sd: rHdl HAN gio quAN

t/ Inn yten

Mqc lgc sd:

Hb so sd:



4.2. Bi0n mgc b6n trong hd so

a) Dinh s5 td trong hd so

b) ViSt mgc lgc vin bin trong hd so

Van ban trong h6 so sAn dusc d6nh s6 td
theo thr? ty tir t€n xu6ng dudi a6 c6 Cintr

vi tri s6p x6p, tao thu6n lgi cho viQc b6o
qruim vA tra tlm c6c vdn b6n trong hd so.

M6i td cia van ban <lugc rt[nh mQt s6 vdo
g6c phdi phfa tren bang brit chl; hd so c6
phong bl kdm theo vln bAn thl m5i phong

bi ttuqc ddnh mQt sii riOng; kh6ng <luqc b6
s6t ho[c tt6nh trung s5.

C6c td mpc luc vtrn bAn <tuqc d6nh s5

ri6ng vd th6ng k€ ri€ng.

C6c vin bin trong

MUCLUCVaNnAN

s6
TT

si6, tcy tripu
vin brin

Ngnv
th6ng
vin
bin

TGn lo,4i vir
trich yOu nQi
dung vin bin

T6c gii
vin bin

Td
so

Ghi
chri

(t) (2) (J/ (4) (s) (6) (7)

{,
Mgc lpc vdn bAn du_o. c <iltu:h m6y thdnh td riOng

vd x5p tru6c c6c vdn ban cira hd scr.

Nh&ng hd so c6 gi6 t{ bno quan vinh vi6n thi
mdi vi6t muc luc vin bdn.

H6 ss c6 thdi han bio quan tu 05 ndm til5n 70
ndm kh6ng vi6t mqc lgc vIn bin.

Khi vi5t mgc lgc vdn ban trong hd so, c6c y6u tt5

th6ng tin cdn du-q. c th6 hiQn dring theo ven bar1
kh6ng ducr. c tiry tiQn th€m bcrt ho{c sria d6i.



3. Thri tgc nQp tuu hd so

Bf,N GIAo vA nfiN NHAN

n0xxn4x

c6rruicuxnrpu

- Hudng din viQc ctrudn bi h6
sq tdi liQu giao nQp;

- Ti6p nhdn hd sq tAi tiSu
giao nQp kdm "Mpc lqc h6 sq,
tdi IiQu n6p luu";

- L{p Bi6n bin giao nQp rii
liQu;

"Mpc lsc hd sq tdi liQu nQp

luu" vd "Bi€n bdn giao nhfn
tdi liQu ' phdi dugc lfp thanh
02 ban: Don vi ho{c c6 nh6n
giao n6p tdi liQu vd Luu trf
co quan gifr,m6i loai 0l bdn.

- Khi tii5p nh{n hd so cAn

kii5m tra, Ciii ctri6u v6i Danh
mpc hd so vd Mr,rc lpc hd so
nQp luq truong hqp phdt hiQn

thi6u h6 scr thi y6u ceu don vi,
c6 nhin b6 sung.

BTN GIAO

cO TR/icH NHrpM

- Hoan thiQn viQc l{p h6 so;

- Xric itinh nheng hd so c6
gi6 tri luu trft vd thSng k0
thdnh "Mpc luc h6 sq tdi
liQu nQp luu";

- Nhfrng hd so tliin han nQp

luu nhrmg cAn git lpi don
vi dii phqc vs c6ng viQc
phdi duqc sy ttdng f vd
thoi han giao nQp crla Thri
truong co quan.

12



a) Mgc lgc hO sq tii liQu nQp luu

Tf,N DON Y @pp hru tdi lieu)

MUC LVC HO SO, TAI LrFU NQP LUIJ
Nim 20...

Mgc lgc ndy gdm: hd so (don vlb6o quan),

Viiitbangchft:........... .............hdso(donvibioquan).

Trone tl6 c6:

h6 so (don vi bio qu6n) b6o quin vinh vi6n;

h6 scr (dcrn vl bdo quan) b6o quan c6 thcri h4n.

ngdy .... thang ..... ndm 20.......
Ngudi tgp

(K! vd ghi rd hp t€n, chtic vu/chilrc danh)

II0p/
.+P
so

s6, ki
hiQu
HS

Ti6u ttd hd so Thdi
gian TL

Thdi
h4n bio

quin

S6
td

Ghi
chri

(t) (2',) (3) (4') (s) (6) (7)

13
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b) Bi6n bin giao nhgn hd sq tii tiQu

TEN CQ, TC CAp TREN. CONG HdA XA, HQr CHir NGHIA VIFT NAM
TtN cO eUAN, TO cHIIc Doc Hp - iu do - H4nh phric

............, nCay thdng ndm 20.....

BITNBAN
Vd viQc giao nhgn tii IiQu

Cdn ct Th6ng fi s6 0712012/TT-BNV ngiy 22 thing 1 1 ndm 2012 oiiaBet
NQi 4r hucrng dan quan lj vdn ban, l6p h6 so ua ngp tuu hd sq tni [6u vdo Luu Lt
co quan;

Cdn cri (Danh muc hi so ndm ...., Kti hoach thu thQp tdi liQu.....),
Chung t6i gdm:

ntN CfaO: ften donvi giao n.6p tdi tiQu), dpi diQn li:
- Ong 0d):

Chfc qu cdng t6clchirc danh:

nnN nffdN: (Lru trfr co quan), duidi€n ld:

- 6ng 0d):

Chfc vU cOng triclchric danh:

Thi5ng nh6t lflp bi6n ban giao nhan tdi liQu v6i nhtng nQi dung nhu sau:
, ,(. ...,,^l. len khdl tai Ii€u giao ndp:

2. Thdi gian cria tdi liQu:

3. S0luqng tdi liQu:

- T6ng st5 h6p (cap):

-T6ngsi5h6 so(donvf b6o quan); euyram6tgiri: .............m6t
3. Tinh tr4ng ldi liQu giao ngp:

L4



4. Mgc lgc hd so, tdi li€u nQp luu kdm theo.

Bi6n ban ndy du-o. c lSp thanh hai ban; b6n giao (don v! /c6 nhAn) giii mQt bin,
b6n nhfn (Ltru trfr' co quan) gift mQt ban./.

DATDTENBtN GrAO
(Ki ftnvd ghi rd he t€n)

c) Luu gifr tht tgc nQp luu

D+T DTFN BSN NHAN
(Kfi tAnvd ghi rd hp ftn)

LIIUGII'TITO
rqc NQP LIIU

DCTNVI

- Msc lpc hd so, tdi liQu

nQp luu (l bdn);

- Bi6n ban giao nh|n hd
so, tii li6u (l bAn)

cANHAN

- Muc lqc hd sq tii liQu
nQp luu (1 bAn);

- Bi6n bin giao nhfn hd
sq tdi liQu (1 ben)
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