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THONG BAO
(Viv: Quy chuén sir dung Letterhead khi soan thao van ban)

Nhém théng nhét quy chuén vé viéc sir dung Letterhead trong céc vén ban dugc
soan thao, ban hanh béi cac Cong ty thuge TNH va cac SOJO Hotel, Téng Gidm Péc
Cong ty C6 phin Piu tr va Quan ly Khach san TNH (“TNH”) ban hanh thong bao
nay dé thong nhét viéc sir dung Letterheader nhu sau:

I.  Dbi twong va pham vi 4p dung

1. Ap dung dbi véi cac Cong ty thudc TNH.

2. Ap dung dbi véi cac Khach san SOJO.

II. Hudéng din thuc hién
1

Péi véi cac vin ban dugc soan thao, ban hanh béi Cong ty thugc TNH

Céc vin ban ndi bd bao gdm nhung giéi han nhu to trinh, thong béo va cac vin
ban guri dén Co quan nha nudc: Yéu cau sir dung Letterhead 1a Logo TNH (Logo
TNH theo mdu dinh kém)
2.  Péi véi cac vian ban dwgce soan thao, ban hanh béi Khich San SOJO
Cé4c vin ban ndi bd va van ban giri cho dbi tac, khach hang ciia Khach San SOJO:
Yéu céu sir dung Letterhead 1a Logo SOJO (Logo SOJO theo mdu dinh kém tai
Link)
III. Trach nhiém cia Lanh dao Cong ty, Trwéng Phong/Ban va Cin bd nhin
vién:

1. Trach nhiém cua Lanh dao Cong ty, Truong Phong/Ban:

- Truyén thong, theo di, giam sat CBNV thuc hién dung, day du, nghiém tic quy
dinh tai Thong bdo nay.

2. Trach nhiém cua Can by nhan vién:
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- Nghiém ttc tudn thu, thuc hién ding va dé‘ly du theo noi dung dugc quy dinh tai
Thong bao nay.
Thong béo nay c6 hi€u luc ké tir ngay ky dén khi c6 Thong bdo khac thay thé.

Vay, Téng Gidm Déc yéu ciu cic Pon vi, Phong/Ban va toan thé CBNV cin clt

thuc hién./.
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