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Ki hi¢u: VT-MTCV-01

- q R . R A Ngay hiéu luc:
=SALAN | MO TA CONG VIEC |1one

Lan stra doi: 0

Chtrc danh cong viéc: Nhan vién Lai xe Mi s6: VT-01
B phéan : T xe

Pon vi: TRUNG TAM DICH VU HANH CHINH CONG

Chirc danh cép trén truc tiép: T6 truong To xe Ky tén:

Tén cép trén truc tiép:

Tén nguodi gilt vi tri hién tai: Ky tén:

M3 sb nhan vién: VT-01

BIEU PO CAC MOI QUAN HE TRONG CONG VIEC

Moi quan hé cap trén:

TO TRUONG TO XE
M&éi QH bén ngoai: M&éi QH bén trong:
- Cong ty xdng dau; - Cac phong ban
- Dich vu sua chira, trong Cong ty;
bdo tri xe. <— == _Nhiing vi tri Cong
- Cac co quan ban viéc duoc phép diéu

Kngénh lién quan j l Q@ng Xe. j

M&éi quan hé cap dwéi:

Quan hé¢ cong viéc

I. MUC PICH CONG VIEC.

- Lam viéc ding theo muc tiéu ké hoach ciia Cong ty va phong Kinh doanh Van tai.
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- Nguoi ky vao ban mé ta cong viée ndy cam két da doc, hiéu rd va chap hanh ding theo Ban mé ta Cong
viéc va cac Quy ché Quy dinh cua Cong ty.

II. SO PO TO CHUC.

[ Phong KD Van tai ]

,, l l

[ Té trudong T xe } [ P. Kinh doanh ] [ P. TC Ké toan ]
1L 1l

v
[ NV. Lai xe ]

Ghi chu: Phdn theo cac bo phan dwoc quyén diéu dong xe.

III. TRACH NHIEM- NHIEM VU CHINH.

STT TRACH NHIEM NHIEM VU CHINH TIEU CHUAN KET QUA

Pung gio, 141 xe an toan

Ky nhan diy du gidy to theo

1 Van chuyén hang hoa. | Liy dang diém, chuyén dung chd ‘ ,
quy dinh: Nha cung cap va
khéch hang.
5 Van chuyén hanh Pua dén noi theo yéu cau ciia khach hang | Pung gio, l4i xe an toan
khach hoic theo Hop dong Khach hang hai long
Pua dén noi lam viéc, cong tic theo yéu o
3 bua don CB. CNV . Pung gio, 1ai xe an toan

A

cau.

Kiém tra thong $0 ky thuat, do an toan cta

Xe.
» , ' Pam bao xe ludn an toan khi
Kiém tra, thay thé nhién liéu (Nhot may,
, khoi hanh.
Bao tri, bao dudng, nudc giai nhiét, ac quy...) theo dinh ki.
4 , , , . , Tuéan thu ding céc quy dinh
kiém tra dinh ky xe Kiém tra h¢ thong diéu khién hang ngay, .
. , . ‘ ve bao tri, bdo dudng, stra
phat hién hong hoc dé stra chiva kip thoi.
, ] chira, dai tu cia Cong ty.
Kiém dinh xe, dang ky bao hiém theo

ding quy dinh.

5 Céc cong viéc ho tro Van chuyén, giao nhan hang hoa, thu tu, Chinh x4c, nhanh chong, co

e DT:0902251359 / Email: info@dichvucong.vn
e Dja chi: P402, Tang 4, Thap A, Keangnam, Pham Hiing, Mé
Tri, Nam T Liéem, Ha Noi

\;ﬁ‘\/ DICH VU HANH CHINH CONG VIET NAM

Cmn? Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan




thanh toan... dén cac don vi. xac nhan day du

Nhan nhién liéu thich hop cho
Ghi chép s6 nhat ky 16 trinh hoat dong Xe.

6 Nhan nhién liéu lam can ctr dé nhan nhién lidu ding theo S6 nhat ky 16 trinh ghi chép 6
dinh mirc. rang dtng quy dinh cia Cong
ty

‘ Chép hanh ménh lénh va sy phan cong . ,
7 Céc cong viéc khac . Theo yéu cau cu thé.
cong viéc cua Trudng phong.

IV. THAM QUYEN.
- Puoc quyén dé nghi stra chita hodc thay thé cac phu ting xe khi phat hién xe bi hu hong.
- Tt chbi ché hang hoa, dua don néu khong nham muc dich phuc vu cong viée ctia Cong ty.
- Chu dong giai quyét va dé xuét cac giai phap cai tién cong viéc.
- Yéu cau hd tro ngudn lyc va thoi gian dé hoan thanh ké hoach ciia Cong ty va ctia Phong Kinh doanh
van tai dé ra.
- Pong gop sang kién, cai tién cong viéc.
V. THONG TIN KHAC VE CONG VIEC.
- Séap xép va giai quyét cong viéc khoa hoc.
- Tuén thi dung quy dinh ctia Cong ty va cac Quy ché, Quy dinh, Noi quy lao dong.
- Ché dd bao céo:
1. Khi hoan thanh cong viéc.
2. B4o c4o thoi han dang ky bao hiém va luu hanh xe cho T6 truong T6 xe.

3. B4o cao dot xuat theo yéu cau cua Truong Phong.

Soan thdo Sodt xét Phé duyét
EGALAN [ IEGALAN  [IEAALAW
LAW FIRM LAW FIRM
Ho & tén: Ho & tén: Ho & tén:
Ngay: Ngay: Ngay:
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Ki hidu: VT-MTCV-02

— A > A - Ngay hiéu luc:

I: q/\ LI\\\ MO TA CONG VIEC Trang:
LAW FIRM . .
Lan stra d6i: 0

Chtre danh cong viéc: T6 trudng T6 xe. Mi s6: VT-02
B6 phan : Phong KD Van tai
Pon vi: TRUNG TAM DICH VU HANH CHINH CONG
Chuc danh cép trén tryc tiép:  Truong phong KD Van tai Ky tén:
Tén cap trén truc tiép:
Tén nguoi gilt vi tri hién tai: Ky tén:
M3 s nhén vién: VT-02

BIEU PO CAC MOI QUAN HE TRONG CONG VIEC

Moi quan hé cap trén:

TP. KD VAN TAI
M&éi QH bén ngoai: M&éi QH bén trong:
- Cong ty xing dau; - Cac phong ban
- Dich vu stra chira, trong Cong ty;
bdo tri xe. - Nhing vi tri Cong

TO TRUONG TO viée duge phép didu

XE

- Céc co quan ban [—

nganh lién quan.

- CS Giao thong.

o J

dong xe.

- Lai xe tai, xe

Qhéch, Xe con. j

M&éi quan hé cap duéi:

Nhan vién lai xe.
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I. MUC PiCH CONG VIEC.

- Lam viéc ding theo muc tiéu ké hoach ctua Cong ty va phong Kinh doanh Van tai.

- Nguoi ky vao ban mo ta cong viéc nay cam két da doc, hiéu ro va chap hanh ding theo Ban mo ta

Cong viée va cac Quy ché Quy dinh ctia Cong ty.

I1. SO PO TO CHUC.

[ Phong KD Van tai ]

A 4

[ T truong Té xe ]

1L

l

[ NV. Lai xe ]

I11. TRACH NHIEM- NHIEM VU CHINH.

STT | TRACH NHIEM NHIEM VU CHINH TIEU CHUAN KET QUA
Pho bién quy dinh, chinh sach méi cua Nhan vién hiéu rd quy dinh,
Cong ty dén nhan vién cap dudi. chinh sach cua Cong ty dé
Quan Iy, phan cong va 1én ké hoach nhan | TV Mién

1 Quan Iy nhan vién. su du phong khi NV 14i xe vang mat hay Phan Cél}g nhél,l vien h()]? 13,
nghi viéc khong dé ach tac cong viéc.
Hudng dan nhan vién lai xe kiém tra an Pam bao an toan khi xe luu
toan trong qua trinh luu thong. thong.
Lap ké hoach kiém tra, bao dudng, bao tri,
dai tu, kiém xe dinh ky; Theo dbi tinh
hinh str dung va stra chira cac loai xe tai K& hoach kiém tra, bao

o Cong ty. dudng, bao tri, dai tu, kiém xe

2 Quan ly cong viéc L ) ) )
Theo doi, ki€m tra qua trinh luu hanh xe dinh ky phu hop vdi nhu cau
cua cac Lai xe. thuc té.
Sap xép, diéu dong xe thay thé khi c6 hu
hong hodc sua chira.

3 Stra chita, bao tri bao | Kiém tra, theo ddi va x4c nhan dé nghi Dé nghi phu hop véi yéu cau

dudng, thay thé thiét stra chita, cung cp phu ting thay thé cho | thuc té.
bi phu tung xe. cac loai xe dang quan 1y. Paép tmg duoc yéu cau sira

Tim kiém d6i tac, thim dinh gid ca va chira xe tai Cong ty nhanh

R
e ?
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chong kip thoi chit luong, gia
ca hop ly

trinh trudng BO phan duyét sta chira, thay | C6 phu tung thay thé kip thoi
thé phy ting xe. khi phat sinh hu hong.

Lap ké hoach du phong cac thiét bi phu Thuc hién dung quy dinh
tung thay thé. kiém tra, bao dudng, bao tri,
dai tu, kiém xe dinh ky, sua
chira xe.

. ) Hoan tat cac thi tuc thanh toan chi phi khi | Chung tir day du r6 rang ding
4 Thu tuc thanh toan o . . . T
c6 phat sinh stra chira, mua méi quy dinh ctia Cong ty.

2 ) . Soat xét cac chuyén di, doi chiéu véichi | Pam bao dung, du s6 chuyén.
Kiém soat hoat dong

5 cita 14i xe s6 Contermet dazlm bdo mirc tiéu ’thu xing | Pam bao s6 km phu hop voi
chinh xac voi s6 km chay thuc té dinh murc tiéu thu nhién liéu.
IV. THAM QUYEN.
- Kién nghi dé bat, thuyén chuyén, diéu dong nhan vién 14i xe.
- Kién nghi xir 1y nhan vién lai xe vi pham cac quy dinh cong ty va quy trinh 1am viéc.
- Chu dong giai quyét va dé xuét cac giai phap cai tién cong viéc.
- Yéu cau hd tro nguon lyc va thoi gian dé hoan thanh ké hoach ctia Cong ty va ctia Phong
Kinh doanh van tai dé ra.
- Pong gop sang kién, cai tién cong viéc.
V. THONG TIN KHAC VE CONG VIEC.
- Sap xép va giai quyét cong viéc khoa hoc.
- Tuén tha dung quy dinh cua Cong ty va cac Quy ché, Quy dinh, Noi quy lao dong.
- Ché d6 bao cao:
1. Khi hoan thanh cong viéc.
2. Béo c4o thoi han diang ky bao hiém va luu hanh xe cho T truéng T xe.
3. Bdo cdo dot xuat theo yéu cau ctua Trudng Phong.
Soan Sodt xét Phé duyét
I=EAALAN [ IEAALAN | ESALN
LAW FIRM LAW FIRM LAW FIRM
Ho & tén: Ho & tén: Ho & tén:
Ngay: Ngay: Neay:
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QUY PINH
QUAN LY VA SU DUNG XE

(Ban hanh kém theo Quyét dinh s6: 01/2023/0P/HPQT- DVHCC
Ngay 08 thang 01 nam 2023 cua Chu tich HDQT)

Ma tai liéu: 01/2023-QD-NS/DVHCCC

Ha Noi, .../../2018

HCNS : Hanh chanh - Nhan su.




CB.CNV : Cén bd cong nhan vién Trung tdm (Bao gdm cad nhan vién
nhén khoéan cong viéc lai xe).

IV. NOI DUNG.

1. Phan quyén quan 1y va trach nhiém thuye hién.

1.1. T6 truéng t6 xe:

- Quan ly, di€u hanh, kiém tra giam sat va danh gia viéc bao dudng, stra chira xe.

- Quan 1y va lap thu tuc thanh toan tit ca cac chi phi: Stra chita xe, xét luu hanh, bao hiém, vé
cau dudng va céac chi phi khac...

- Piéu dong xe va lai xe dugc khoan vi¢c theo ké hoach kinh doanh.

- Quan ly viéc tiéu thy xing dau, xam 16p, binh dién v.v.. theo dinh mirc d6i véi timg dau xe
tuong Gmg voi sd km xe chay. Kep chi déng hd cong to mét cho tit ca cac xe dang quan 1y (trir
xe méi mua theo quy dinh ctia nha san xuat) ¢ dam bao murc tiéu thu xing chinh xac voi s6 km
chay thuc té.

- Kiém tra, cap nhat so theo ddi xe cua ting 1ai xe va xac nhin hang tuan, hang thang lam co s&
cho phong Tai chinh K¢é toan thanh toan xing dau cho mdi xe trong 1 thang.

- Lap ké hoach kiém tra, stra chita, bao dudng, bao tri ddi véi tung xe, co ké hoach phan cong
xe hop 1y dé hang nam céc xe déu duoc kiém tra dinh ky, sua chira, bdo dudng kip thoi, bao
dam an toan tuyét doi cho mdi xe; du trit kinh phi hang nam, timg qui giri cho Phong Tai chinh-
K¢é toan.

- Giai quyét kip thoi cac dé nghi cua l4i xe, bao cdo phong Hanh chinh Nhén sy néu vugt thim
quyén giai quyét.

Pham vi quan ly: TAt ca cc xe vin phong phuc vu van chuyén hanh khach va hang hoa.

1.2. Nhdn vién ldi xe:

- Chap hanh 1énh diéu dong, phan cong ciia TH trudng To xe va chiu sy diéu dong tryuc tiép cua
Truong doan khi di cong téc.

- Chuan bi va kiém tra k¥ thut xe chu ddo trudc mdi chuyén di cong tac, thudong xuyén giit gin
xe tot, sach sé.

- Chap hanh dung luat giao thong, ndi quy, quy ché ciia Cong ty dé bao dam tuyét d6i an toan
vé nguoi va xe.

- Pam bao ding gio va dia diém don, tra theo yéu cau cua phiéu ding ky xe va Truong doan
cong tac.

- Co thai do hoa nha, vui vé, giao tiép lich thiép, dung muc ddi v6i can bo, cong chirc doan
cong tac va can bo dia phuong noi dén cong tac.

*
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- C6 y thirc tiét kiém xing dau, xam 15p, binh dién. Mdi chuyén cong tac, tir khi xuat phat dén
khi két thiic, phai 1iy chit ky x4c nhan ctia Truéng doan cong tac vé s6 km thyc té cho dot cong
tac do.

- Khi sir dung xe vao ngdy nghi, phai bao cho Bao vé co quan bang vin ban dé theo ddi, kiém
tra. Bao vé co quan c6 trach nhiém ghi chép vao sd tit ca cc xe 6 to ra khoi co quan trong cac
ngay nghi, ngdy 1& va bao cao cho Truéng phong Hanh chinh Nhan su.

- Pam bao ding gio, thoi gian van chuyén hang héa phu hop véi s km chay tir dia diém nhan
hang t6i noi giao hang, tudn thu trong tai va tdc d6 theo quy dinh cua Phép luat.

2. Bao dudng xe.

- T4t ca cac xe dugc 1ap ké hoach bao tri, bao dudng thuong xuyén nham dam bao an toan trén
16 trinh cong tac, phuc vu tot cac phong ban.

- Nhan vién lai xe thyc hi¢n cong tac kiém tra bao dudng dinh ky ddi vai xe thude trach nhiém
quan 1y trong thoi gian hop dong, cu thé nhu sau:

STT CONG VIEC TAN SUAT
1 Vé sinh, tham nhdt, nudce, dau 01 14n/01 ngay
2 Tham nuéc binh dc quy, bom md, vé sinh loc gi6 01 1an/01 ngay
3 Kiém tra, vé sinh gam xe 01 1an/01 ngay
4  Thay nhét 9000 km/01 lan
5 Thay loc nhét 03 thang/lan
6  Thay loc dau 01 nam/lan

- T6 truong To xe kiém tra, gidm sat viéc bao dudng xe.

- Nhan vién lai xe cap nhat vao So6 theo doi bao dudng- stra chira xe.

3. Stra chira xe.

3.1. Thu tuc va thoi gian thuc hién.

- Khi xe hong can stra chita, nhan vién 1ai xe phai dién dy du thong tin vao “To trinh dé nghi
sira chira xe” trinh 1én T6 truong.

- T6 trudng T6 xe tham dinh, xem xét dé nghi stra chita va lién hé bao gia (phai c¢6 bao gia canh
tranh) trong thoi han 24h ké tir khi nhan duoc dé nghi stra chira xe.

- Ban lanh dao xem xét phé duyét gid va noi stra chira trong thoi gian 04 gio (tinh gio l[am viéc)
ké tir khi nhan dugc To trinh va bao gia.

- T4 trudng To xe duoc quyén duyét gia cho sira chira dbi voi nhitng truong hop ¢ chi phi dudi
1.000.000 déng/1 1an/1 xe/1 thang.

- Nhan vién lai xe cap nhat ddy du ndi dung stra chita vao so theo ddi- stra chita bao dudng xe
trude khi lam thu tuc thanh toan.

*
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T6 trudng T xe thuc hién cac thu tuc thanh toan theo dung quy dinh ctia Cong ty .

3.2. Truong hop sira chita khong co bdo gia.
- Xe di cong tac hodc dang van chuyén bj hong dot xuat.
- Nhan vién l4i xe xin ¥y kién T truong T xe dé thyc hién.
- Chi phi stra chita xe khong dugc vuot qua 1.000.000 dong/1 1an/1 chuyén cong tac (Néu vuot
qué s& quy trach nhi¢ém vié¢c bao dudng xe khong day du va dat yé€u cau).
3.3. Truong hop dai tu xe.
- Thoi gian dai tu, sira chira xe tir 15 ngdy tr& xudng thi nhan vién lai xe phai lam to trinh dé
nghi trude 01 tuan.
3.4. Pia diém sita chita, dai tu xe.
- Gara 6 t0: ABC
- Pia chi:

- Pién thoai:

3.5. Nghiém thu xe.
- Nhan vién lai xe phai chiu trach nhiém theo ddi trong sudt thoi gian sira chira xe.

- Xe sua chita phai dugc nghiém thu theo biéu mau “Bién ban nghi¢m thu xe”. Cac hang muc
sira chita va thay thé phu tiing phai duoc bao hanh it nhat 06 thang ké tir ngay ky nghiém thu.

- Nhan vién 1ai xe ky xac nhan vao bién ban nghiém thu xe khi phu ting thay thé va chat luong
sira chira dat yéu cau.

- Trudng hop chit luong stra chita va phu ting thay thé khong dat yéu cau ma nhén vién lai xe
ky nghiém thu dua vao sir dung, trong sudt thoi gian bao hanh néu xay ra hu hong va thiét hai
phat sinh thi nhan vién l4i xe phai hoan toan chiu trach nhi¢ém stra chira va boi thuong thiét hai
phat sinh.

4. Chi phi cong tac kiém dinh xét xe lwu hanh.
- Xe tlr 25 chd dén 45 chd va xe tai tir 2 tn tr& 1én: Chi phi khong qué 1.000.000/1an/xe

5. Chi phi ciu dwong.

- Céc chi phi khong thuong xuyén nhu: Chi phi cau duong 1é cac tram, giit xe... nhan vién lai
xe tu chi, sau d6 tap hop chimg tir c6 xac nhan ctia TO trudng t6 xe va thyc hién thanh toan vao
cubi thang.

- Pbi v6i xe thuong xuyén di nhitng tuyén duong c6 thu phi thang, T6 trudng quan 1y xe chiu
trach nhiém mua vé thang cho xe va thyuc hi¢n thanh toan dting quy dinh.

6. Quy dinh chung.
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- T6 trudng 1ap S6 theo ddi bao dudng- sira chita xe dé theo ddi, kiém soat cong tac bao dudng
va stra chira se.

- Nhan vién lai xe cap nhat day du ndi dung bao dudng, stra chira vao so theo dodi bao dudng,
sua chira xe.

- Hang thang, Tb truong td xe danh giad hi¢u qua cong viéc cho nhan vién lai xe dya vao cac ti€u
chi:

+ Lai xe an toan, gitr gin xe sach s¢;

+ Thuc hién bao dudng xe day du theo quy dinh.

+ Thuc hién ghi s6 nhat ky 16 trinh, s6 theo ddi bao dudng- sua chira xe dﬁy du, chinh xac.

+ Muc ti€u hao nhién li€u diing dinh muec.

+ Thuc hién nghiém nhitng quy dinh Cong ty ban hanh.

+ Chép hanh nghiém sy diéu dong cta Ban lanh dao hodc cip quan Iy truc tiép.

+ Thuc hién ding ndi quy, quy dinh danh cho nhan vién khoan viéc, gitr gin hinh anh thuong
hi¢u ctia Cong ty .

7. Giam sat hoat dong xe.

7.1. Déi véi xe van tai hanh khdach.

- B6 phan ké toan duogc quyén tir chdi thanh toan phi cau duong, phi d6 xe qua dém trong
truong hop nhan vién lai xe khong ndp lai “Phiéu ding ky xe” hodc “Phiéu dang ky xe” dugc
duyét khong dung quy dinh.

- Truéng phong HCNS thuong xuyén kiém tra s6 nhat ky hoat dong xe theo quy dinh, ddi chiéu
v6i “Phiéu ding ky xe”. Truong hop nhan vién lai xe thyc hién 1énh diéu xe ma khong co
“Phiéu ding ky xe” thi Truong phong HCNS c¢6 quyén dé nghi phong ké toan khong thanh toan
hodc thu hdi phiéu xang di cdp cho sé km tiéu hao do vi pham quy dinh nay (trir truong hop
“Phiéu dang ky xe” di dugc ndp lai cho bd phan ké toan dé dé nghi thanh toan phi ciu dudng,
phi db xe qua dém).

7.2. Doi voi xe van chuyén hang hoa.

- T6 truong T xe, bd phan ké toan phai thuong xuyén kiém tra Bang ké chi phi thanh toan chi
phi xe 6 t dé kiém tra sd chuyén, s6 km theo tuyén duong, ddi chiéu lénh diéu dong xe, dinh
mirc tiéu hao nhién liéu dam bao khong co bat ki gian 14n nao vé sé chuyén, sé km, va dinh
mirc cip phat xang dau.

8. Cac quy dinh cu thé.

8.1. Cdc nguyén tac chung qudn 1y va sir dung xe:

R
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- Xe 6 t6 co quan chi phuc vu cho nhu cau cong tac va kinh doanh cta Cong ty , khong dugc sir
dung vao muc dich riéng, trir truong hop xe sir dung cho Ban Tong giam dbc, Hoi dong quan tri
cong ty, nhung nguoi str dung phai chiu phi phi xing xe va phu cp cho nhan vién lai xe.

- Phong HCNSS 1a don vi tryc tiép quan 1y diéu hanh t6 xe ctia Cong ty .

- Phong Tai chinh - Ké toan tryc tiép quéan 1y kinh phi xing xe va cac kinh phi duy tri hoat dong
ctia xe 6 t6, theo ddi cac khoan kinh phi c¢6 lién quan dén hoat dong cua xe 6 t6 dé bao cdo Tong
Giam ddc phé duyét.

- Pbi tugng duoc sir dung xe 6 t6 cong ty 1a cac ddi tuong duge cip xe riéng, dbi véi cac ddi
tuong khong duoc sir dung nhung c6 nhu cau thi phai lam gidy dé nghi sir dung va phai duoc
duyét theo quy trinh dudi day.

- Nghiém c4m tuyét dbi khong ddu ndi cac thiét bi diéu chinh countermet 1am sai 1éch két qua
do s6 km luu thong nham huéng loi c4 nhan.

- Nhiing xe chua dugc phan cong nhiém vu thi 1ai xe khong dugce tuy tién diéu khién xe ra khoi
kho bai quy dinh ctia Cong ty khi chua c6 1énh didu dong ctia T trudong T xe.

- Khi xe thuc hién nhiém vu phai xac dinh 16 trinh xe di qua, thuc hi¢én ding quy dinh phi giao
thong dam bao cung duong ngén nhét, thuan tién nhat, sau khi thyc hién xong nhiém vu phai
phi lai nhat ky hanh trinh va s km dé giai trinh khi thanh toan (phai rd dia chi noi di, noi dén,
cac tuyén dudng xe qua).
- Bao quéan, gilr gin xe can than, st dung tiét kiém nhién liéu duoc cép phat, tranh that thoat
lang phi nhién li¢u va lam hu hong xe.
- Khi thyc hién xong nhiém vu l4i xe phai luén kiém tra hé théng lién quan dén an toan cua xe
(thuong xuyén kiém tra dau nhét may, dau phanh, dau tro lyuc 14i...),vé sinh xe sach, d6 dac va
dung cu trén xe phai sip xép nsin lap gon gang khi ra vé.
- Khéng ty y thay doi phu ting thiét bi cta xe néu khong duge sy dong ¥ cia BTGP Cong ty.
Khi thuc hién viée stra chita cac chi tiét lién qua dén cac vi tri niém phong kep chi 1ai xe phai
bao vé T trudng To xe ghi lai s6 km thuc té va g& liém phong chi kep.
- Khi thyc hién viéc stra chita phai lam dung thu tuc theo quy dinh ctiia Cong ty da ban hanh va
dua xe dén diing noi sira chita quy dinh.
- Khi xe bi hu hong hodc c¢6 hién twong hu hong phai bao ngay cho Té truong To xe co phuong
an sura chita kip thoi tranh gay thiét hai 1on.
- Khi thanh toan chi phi luu thong thang (xing, dau, phi cdu duong), 14i xe phai c6 nhat ky hanh
trinh chi tiét cho timg chuyén di dé phong HCNS kiém tra, l4i xe s& bi tir chéi thanh toan néu
khong chimg minh dugc chi phi 1a hop ly.

8.1.1. Quy trinh diéu xe vin tai hanh khach.
- Ngudi ¢6 nhu cau sir dung xe ciua Cong ty phai 1am gidy dé nghi diéu xe theo phiéu dé nghi
chung cta Cong ty, sau d6 chuyén cho quan 1y duyét.

- Tham quyén diéu xe: Truong Phong Kinh doanh, Ban Téng Giam déc.
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- Thoi gian dang ky sir dung xe: Néu di vé trong ngay phai dang ky trude 1 ngay. Néu di vé tir 2
ngay trd lén phai dang ky trude 2 ngay.

- Néu xe khong con thi T truong T6 xe phai ghi dé xut vao ngay trong phiéu dé nghi xe thué
xe ngoai trinh Ban Téng Giam dbc phé duyét va thuc hién theo sy phé duyét do.

- Sau khi thué xe ngoai xong, thi T trudng To xe yéu cau bén dich vu 1am Hop dong thué xe va
chuyén qua phong TCKT lam thii tyc thanh toan.

8.1.2. Quy trinh diéu xe vdn tai hang héa.

- Nhan 1énh diéu xe tryc tiép hodc qua dién thoai cua can bo diéu hanh xe trong cong ty phan
cong cong viée theo thuc té tinh chat cong viée: T truong To xe, Phong Kinh doanh, Phong
Tai chinh K¢ toan.

- Néu c6 bt cap yéu cau lai xe phan hdi hodc y kién truc tiép voi T truong To xe. Sau khi TH
truong T6 xe giai quyét néu xét thdy viéc chip hanh 1énh diéu dong c6 thé gay thiét hai hodc
nguy hiém s& phai bao cdo truc tiép 1én Tong Giam dbc Cong ty.

- Sau khi d3 nhan 1énh hiéu rd cong viéc minh lam thi thuc hién ding trinh tu sau:

+ Nhan hang: Nhan dung, du sb lugng, chét luong hang, ching loai hang hda, néu
thanh toan truc tiép can c6 gidy to bién nhan hodc phiéu c6 ky xac nhan. Néu cong no thi co sb
ky ddi chiéu ctia ca 2 bén, 1ai xe phai ky vao s6 noi nhan hang. Moi sai sot giao nhan hang hoa
14i xe hoan toan chiu trach nhiém thanh toan cac thiét hai do 16i sai ctia ban than. Khi luu thong
lai xe phai dam bao xe di diéu kién luu thong (nhu trong tai, che bat), moi chi phi phat sinh do
vi pham phép ludt giao thong 1ai xe phai hoan toan chiu trach nhiém chi tra.

+ Giao hang: Giao dung, du sb lugng, chit luong hang, ching loai hang hoa, ky s6 du
ca hai bén, theo ting chuyén. Moi sai sOt giao nhan hang hoéa lai xe hoan toan chiu trach nhiém
thanh to4n céc thiét hai do 13i sai ctia ban than. Khi luu thong lai xe phai dam bao xe du diéu
kién luu thong (nhu trong tai, che bat), moi chi phi phat sinh do vi pham phép luét giao thong
lai xe phai hoan toan chiu trach nhiém chi tra.

- Hang ngay Lai xe phai giri bao céo vé s6 chuyén vé phong Tai chinh ké toan dé cap nhat dbi
chiéu va theo ddi thuong xuyén. Trong trudng hop hu hong hay mat s6 nhat ky giao nhan hang
hoa, 1ai xe phai bao cao ngay voi Phong Tai chinh K& toan va T6 truong To xe dé giai quyét voi
bén giao bén nhan. Toan b thiét hai do viéc mat mat hu hong cua Lai xe, Lai xe hoan toan chiu
trach nhiém thanh toan.
- Khi két thiic ngay chay xe Lai xe dua xe vé bai xe ctia Cong ty ban giao cho bao vé trong giit
xe can than, néu dé lam mat hodc hu hong bén nao sai bén dé chiu trach nhiém véi Cong ty.

9. Biéu miu dinh keém.
9.1. S6 theo ddi stra chira xe: NS-QP 18/BM1
9.2. T& trinh dé nghi sira chita xe: NS-QD-18/BM2

9.3. Bién ban nghiém thu: NS-Qb-18/BM3
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10. Diéu khoan thi hanh.

10.1. Truéng phong Hanh chinh nhén sy va T6 truong to xe c6 trach nhiém phd bién dong thoi
hd tro, hudng dan nhan vién 1ai xe thuc hién ding theo quy dinh nay.

10.2. Trong qua trinh trién khai thuc hién cac don vi c6 y kién déng gop hodc thic mic vé quy
dinh nay, xin vui long gui ndi dung chi tiét v& dia chi Mail:
trungtamdichvuhanhchinhcong@gmail.com dé duoc hiéu chinh ngay cang phu hop hon.

10.3. Quy dinh nay c6 hiéu luc ké tir ngay ky ban hanh, dong thoi thay thé tit ca cac quy dinh,
thong bao, hudéng dan stra chita, bao dudng xe di ban hanh trudc day.

b

Semy?
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HE THONG QUY DINH TRONG DOANH NGHIEP

2. QUY DINH QUAN LY
T0 CHUC CUOC HOP

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

KE HOACH TO CHU'C CUOC HQP
1. Chi dé cudc hop
2. Thoi gian
3. Dia diém
4. Thanh phin
5. Cac khau chuin bi
- Pit trudce dia diém hop
- T6 chirc vé sinh phong hop.
- Kiém tra dén, ban, ghé, may lanh, 6 cdm dién, dién.
- Chuén bi tai liéu cho cudc hop.
- Chuan bi nuéc udng.
- Khan phu ban.
- May chiéu, computer, man chiéu, TV.
- Soan thu moi va trinh duyét.
- Gui thu moi.
- Nhic tham gia hop trude 60 phut.

6. Kinh phi

NGUOI LAP NGUOI DUYET
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

DANH SACH THAM GIA DU HOP

Lo A GHEIM & oottt ettt e e ee e st eeneeen.
N N o1 4 T RS PS
3. Thanh phan tham dy
STT HOQ VA TEN CHUC DANH PON VI CONG TAC
Tong cong: ............ thanh vién
CONG TY LUAT LEGALAM
CHU TICH HPQT
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

THU MOI HQP

Kinh givi: Ban Tong Gidam dic
- Cdn cit Quy ché t6 chirc hoat déng ciia Phong Kinh doanh
- Can cir vao Ké hoach doanh s6 Quy I ndm 2023.

- Theo chi dao ciia Tong Gidm doc

Ban Lanh Pao Céng ty kinh mdi cac thanh vién trong Ban Tong giam dbc cac chi nhanh dén tham
du cudc hop vé viéc phan bd doanh sb va ké hoach thye hién véi nhitng noi dung nhu sau:

Pia diém:

Thoi gian: 8 gio 00 phut ngay 01/01/2023
Chau tri:

Thanh phin tham duy:

Noi dung: (dinh kem Chuwong trinh hop)

1. K& hoach doanh s6 va ké hoach thuc hién
2. K& hoach muc tiéu

3. Bao céo doanh s6 2023.

Nhim gitup cho cudc hop dat két qua cao, Ban Lanh Pao Cong ty dé nghi cic don vi chudn bj tbt
cac ni dung trén..

Vi tim quan trong ciia cudc hop, dé nghi cdc thanh vién dén tham dw hop ddy dii va diing gio.

Noi nhin: CONG TY LUAT LEGALAM
- BGD cdc chi nhdnh TM. HQI PONG QUAN TRI
- Lueu VT, PTL 5105 CHU TICH QUAN TRI
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

CHUONG TRINH HOQP

- Pja diém e eeeeeeeeetee e eeeeeeeeeeeeeienteeeeeteeeeaianhat——tteeeeeiaia—————teteeeeaia ————tteeeeeaaaa bt ataeteeetteettrraraartrarara———_.
I N 1 Lo 4 T s S SUPR PSP
- Chu tri et eteeeheeteeteetteaseesteeteeteenteesteaseenteesteteenteesteseenteenee st enteente st enteeneeseenteenteenteeenneeenteeenneenneean
NOI DUNG PE XUAT
Lo e
2 e
3 e e
CONG VIEC TRIEN KHAI
Trach nhiém Thoi gian
STT Noi dung cong vige thue hié;l hoan tlglz‘lnh
CHU TRI THU KY
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

BIEN BAN HOP

Hom nay, luc ............ngay ..................tai van phong Cong ty .................. dién ra cugc hop voi cdc
noi dung sau:

I/ THANH PHAN THAM DU GOM:

Cudc hop két thiic liic ... ngay .......
THU KY CUQC HQP CHU TRi CUQC HOP
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

BIEN BAN GIAO NHIEM VU

Can cir vao ké hoach phat trién thi truong nam 2023 cua bo phan Kinh doanh
Can cur vao nang luc va thanh tich cua ong .......................

Nham thiic ddy san pham .............. phat trién chiém 45% thi phan trén toan quoc.

Hom nay, ngay 01 thang 01 ndm 2023 tai Van Phong Cong ty Luat LEGALAM, chiing t6i gom c6
cac bén:

1. BEN GIAO NHIEM VU:

CONG TY LUAT LEGALAM
bia chi:

Dai dién: Ong ..o CRUC VUL oo

2. BEN NHAN NHIEM VU:

() (€31 :7.N T
CMND SO: oo, NEAY CAP: oo, NOT CAP: oo

Hai bén cung thong nhat ngi dung bién ban giao nhiém vu nhw sau:

I. NOIDUNG CONG VIEC PUQC GIAO:
I.1. Phat trién bo phan ............. chiém linh 45% thi ph?ln cua thi truong ................ Mién Bic
[.2. Xay dung }‘lé thé}lg Dai ly pl}én phéi doc quyén san pham .................... tai 10 Tinh trong
khu vuc Dong Bang Song Hong.
1.3.  Thiét 1ap kénh ban hang truc tuyén.
14.  Xay dung chinh sach danh cho cac dai Iy doc quyén.
II. TRACH NHIEM VA QUYEN HAN CUA BEN GIAO NHIEM VU:

II.1. Cung cép nhan luc vat luc va cac diéu kién vat chit khac nhanh chong kip thoi

I1.2.  Kiém tra giam sat tiép nhan bao cao chi dao truc tiép.

I1.3. Kip thoi diéu chinh bd sung ké hoach cong viéc.

I1.4. Khen thuong kip thoi nhimg c4 nhan sang kién tot.
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III. TRACH NHIEM VA QUYEN HAN CUA BEN NHAN NHIEM VU:

II1.1. Trach nhiém:
IIL1.1. Thuc hién (6t cong viéc duoc giao. Cu thé:

+ Quy 1 nam 2023 doanh s6 dat 100.000.000.000 dong, xay dung dai 1y déc quyén trén 02
tinh Dong Bang Song Hong.

+ Quy 02 nam 2023 doanh sb dat 120.000.000.000 dong, xay dung dai 1y doc quyén trén 05
tinh Pong bang Séng Hong.

+ Quy 03 nam 2023 doanh sé dat: 200.000.000.000 dong, xay dung dai Iy doc quyén trén
10 tinh Pong bang Song Hong.

+ Quy 04 nam 2023 doanh s6 dat 300.000.000.000 dong, xay dung thuwong hiéu ..............
tr¢ thanh su lya chon s6 01 cho cac cong trinh dan dung va du an tir 10.000.000.000 dong tré
lén.

II1.1.2. Xay dung chinh sach cho cdc Dai Iy doc quyén ciia .................. Cu thé:
+ Pai 1y c6 doanh s6 cao nhat.

+ Lay hang tri gia tir 100.000.000 dong trd 1én thanh toan ngay triét khiu 8.5% gia tri trén
hoé don.

+ LAy hang tri gia tir 100.000.000 dong tro 1én cong ng 01 tudn triét khau 1%.
+ L4y hang nho hon 100.000.000 dong thanh toan ngay triét khau 5% gia tri trén hoa don.
+ L4y hang nho hon 100.000.000 dong cong ng 01 tuan triét khau 1% gié tri trén hoa don.
111.2. Quyén han
3.1.2. Puoc quyén chi dong sir dung ngudn lyc cong ty cung cap.
3.1.3. Puogc quyén yéu cau cac chi nhanh cua .............. hd trg vé ngudn luc néu can

3 LA

IV. CHE PQ LAM VIEC, HQI HOP VA BAO CAO (NEU CO):

IV.1. Dinh ky hang tuan bao céo két qua cho Chu tich HDQT

IV.2. Hang thang bao cdo tién do thuc hién theo ké hoach dugc giao.

IV .
CHE PO KHEN THUONG - KY LUAT (NEU CO):
V.. Ong .o, duoc quyén dé nghi khen thuéng ki luat cac thanh vién do minh quan
ly.

V.2. Thuyc hién dung 16 trinh ké hoach s& duoc thudng 1.000.000.000 dong.
V3.

VI. CAM KET THU'C HIEN
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VI.1. Hai bén cam két thyc hién dung ndi dung cta ban giao viéc ndy. Néu c6 van dé kho
khin trong khi thyc hién hai bén phai ban bac trao d6i va tim ra giai phap uu viét nham
bao dam tién d6 thyc hién ké hoach.

VI.2. Bién ban nay dugc 1ap thanh 02 ban mdi bén gilt mot ban va co gia tri phap 1y ngang

nhau
BEN NHAN NHIEM VU BEN GIAO NHIEM VU
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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TRUNG TAM DICH VU CONG HOA XA HOI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phic

So: ... wr, NEAY......thang......nam......

SO THEO DOI BOOK PHONG HQP

Lan 1 Lan 2 Lan 3 Lan 4 Lan 5
Phong s6 .. | Nguoi | Noi .. | Nguoi | Noi .. | Nguoi | Noi .. | Nguoi | Noi .. | Nguoi | Noi
Gio book | dung Gio book | dung Gio book | dung Gio book | dung Gio book | dung
NGUOI LAP BANG
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QUY PINH
QUANLY VA TO CHUC
CUOC HOP

Mai tai liéu: ...../2023-QC/TCHDP

., ngay .../.../20...




CHUC CUQC HQP

Stra doi:
LAn ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai liéu 16i thoi
STT Ngay phan phdi = B6 pha _ . :
sYP phot ©P . an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY POI
Ngay sira d6i Vi tri Noi dung sira doi Lan sira Ghi chu
Nguwoi bién soan Nguwoi soat xét Ngwoi phé duyét

Ho va tén

Chit ky

I. MUC PICH:

- Théng tin cic quyét dinh mai tir quan 1y cép trén.

\;ﬁ‘\/ DICH VU HANH CHINH CONG VIET NAM
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Giai quyét cac van de lién quan dén nhiéu bd phan.

Nhim giam bét sb lwong, nang cao chit luong cac cudc hop cua cong ty...

II. PHAM VI:

I11.

Iv.

1.

2.1.

2.2.

Ap dung cho toan by cac cudc hop cua cong ty.

PINH NGHIA:
Khong c6.

NOI DUNG:

Cic nguyén tic chung:

Chi tién hanh khi thuc sy can thiét dé phuc vu cho cong tac chi dao, didu hanh cia cac cip quan
Iy trong viéc thuc hién cac nhiém vy cong tac quan trong. Khong ding cudc hop dé thay cho
viéc ra cac quyét dinh quan 1y, diéu hanh.

Xéc dinh rd muc dich, yéu cau, nodi dung, thanh phén tham du; dé cao va thuc hién nghiém tic
ché d6 trach nhiém ca nhan trong phan cong va xir 1y cong viée, biao dam ting cuong hiéu luc,
hiéu qua cong tac chi dao, diéu hanh tip trung théng nhit, thong subt ctia quan 1y cac bd phan.
Phai ¢6 chuong trinh ké hoach; thuc hién cai tién, don gian hoa quy dinh thi tuc tién hanh, duoc
bb tri hop 1y; bao dam chat luong, hiéu qua, thiét thuc, tiét kiém, khong hinh thirc pho truong.
Thuce hién 10ng ghép cac ndi dung van dé, cong viée can xtr 1y; két hop céac loai cude hop véi
nhau trong viéc to chirc hop mot cach hop 1y.

Phu hop véi tinh chat, yéu cau va ndi dung cta van dé, cong viée can giai quyét; phu hop véi
tinh chat va dic diém vé td chuc va hoat dong cua tung loai co quan, don vi.

DPam bao dung thoi gian cude hop, truong hop dén tré thi phai thong bao cho chi toa cudc hop.
Tat ca cac quan 1y phai c6 s6 hop ndi bd. Ngoai bia s6 hop str dung nhén cua s6 theo mau
chung ctia bd phan HC. Mdi lan t6 chirc hay tham gia cudc hop, quan 1y phai ghi rd cac ndi
dung: ngay gid, thanh phan tham gia, ndi dung trién khai, ¥ kién ctia ngudi tham gia, ky tén.

Trinh ty cudc hop:

Xay dung ké hoach t6 chirc cdc cudce hop:

Can ctr vao chuong trinh cong tac hang nim, hang thang ctia don vi minh va yéu cau giai quyét
cong vige, quan ly cac b phan chi dao xay dung va quyét dinh ké hoach t6 chtrc cac cude hop
16n, quan trong trong ndm va hang thang; phan cong trach nhiém don vi chuan bi ndi dung, dia
diém va cac vain dé khac lién quan dén viée t6 chirc cac cude hop do.

K¢é hoach to chtic cac cudc hop trong nim va hang thang phai duge thong bao trudce cho cac dbi
tugng dugc tri€u tdp hodc moi tham duy.

Céc cudc hop bat thudng chi dugc t6 chirc dé giai quyét nhitng cong viée dot xuat, khan cap.

Chuan bi noi dung cdc cuoc hop:
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2.3.

2.4.

Noi dung cac cudc hop phai duge co quan, don vi dugc phan cong chuén bi ky, dﬁy du, chu dao,
dung yéu cau va thoi gian.

Nhing van d lién quan dén ndi dung cudc hop va nhiing ndi dung, yéu cau can trao doi, tham
khao y kién tai cudc hop phai duoc chuén bi déy du trude thanh van ban.

Pbi voi nhitng tai li¢u dai, co nhiéu noi dung, thi ngoai ban chinh con phai chuén bj thém ban
tom tat ndi dung.

Nguoi chu tri cude hop phai 1ap ké hoach t6 chirc cudc hop theo mau: BM_ 01 Ké hoach t6
chure cude hop.

Ngudi to chirc cude hop phai chuin bi thém cac ndi dung sau ddy: (Bang checklist cac budi hop)
Cic cong viéc can chuin bi trueée khi hop:

Pit trude dia diém hop

T4 chirc vé sinh phong hop.

Kiém tra dén, ban, ghé, may lanh, 6 cdm dién, dién.

Chuén bi tai liéu cho cudc hop.

Chuan bj nudc udng.

Khén phu ban.

May chiéu, computer, man chiéu, TV.

Soan thu moi va trinh duyét.

Gui thu moi.

- F F & F & F & + ¥

Nhic tham gia hop trudc 60 phut.

Thu moi hop

Gidy moi hop duoc ghi theo mau: BM 03 Thu mdi hop va phai dugc ghi rd nhitng ndi dung
sau day:

a) Nguoi triéu tap va chu tri;

b) Thanh phan tham duy;

¢) Nguoi duoc tri¢u tap; nguoi dugc moi tham duy;

d) Noi dung cudc hop; thoi gian, dia diém hop;

d) Nhitng yéu cau ddi voi nguoi dugce triéu tdp hoac dugec moi tham dy.

Thu moi hop phai duge guri trude ngay hop it nhat 1a 3 ngay lam viéc, kém theo 14 tai lidu, van
ban, noi dung, yéu cau va nhiing goi y lién quan dén noi dung cudc hop, trir truong hop céc
cudc hop dot xuét. Thu moi hop phai giri kém BM_4  Chuong trinh hop. Céc thanh vién dy hop
theo yéu cau ciia chuong trinh hop can phai chuan bi k¥ ludng tai lidu va ké hoach trién khai
cong viéc theo Chuong trinh hop.

Thanh phan va sé lirong ngieoi tham dir cudce hop

%,
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2.5.

2.6.

2.7.

Tuy theo tinh chét, noi dung, myc dich, yéu cau clia cude hop, nguoi triéu tap cudc hop phai can
nhic k¥ va quyét dinh thanh phan, s6 luong ngudi tham du cude hop cho phi hop, bao dam tiét
kiém va hiéu qua.

Quan 1y don vi dugc moi hop phai ctir nguodi tham du cudc hop dung thanh ph?m, c6 du thAm
quyén, ning luc, trinh d6 dap tmg ndi dung va yéu cau cia cudc hop.

Trudong hop nguoi dugce triéu tdp hoac duge moi la quan ly cac bo phan khong thé tham dy cudc
hop, thi ¢6 thé iy quyén cho cip dudi cé dii kha ning dap ing nodi dung va yéu cau ciia cude
hop di hop thay.

Thoi gian tién hanh cudc hop
Thoi gian tién hanh mot cudc hop thudc céc loai cude hop dudi day dugce quy dinh nhu sau:
a) Hop tham muu, tu van khéng qua mot budi 1am viéc;

b) Hop chuyén mén tir mot budi 1am viéc dén 1 ngay, trudng hop ddi v6i nhimg dé an, du an
16n, phire tap thi c6 thé kéo dai thoi gian hon, nhung ciing khéng qué 2 ngay:

¢) Hop tong két cong tac nim khong qué 1 ngay;
d) Hop so két, tong két chuyén dé tir 1 d&én 2 ngay tuy theo tinh chat va ndi dung cta chuyén
dé;
d) Hop tap hudn, trién khai nhiém vu cong tac tir 1 dén 3 ngay tuy theo tinh chat va ndi dung
van de.
Céc loai cudc hop khac thi tuy theo tinh chit va noi dung ma bd tri thoi gian tién hanh hop 1y,
nhung khong qué 2 ngay.

Nhitng yéu cau vé tién hanh cuéc hop

Mdi cudc hop cé thé két hop giai quyét nhidu ndi dung, sir dung nhiéu hinh thirc va cach thirc
tién hanh phu hop véi tinh chét, yéu cau cia timg van dé va diéu kién hoan canh cy thé dé tiét
kiém thoi gian, bao dam chat lugng va hiéu qua giai quyét cong viéc.

Nguoi chi tri hodc nguoi duge phan cong chi trinh bay tom tit ngén gon tu tudng, ndi dung cot
16i cua dé an, du an, van dé dugc dua ra cudc hop hoac chi néu nhirng van dé con y kién khéc
nhau, khong doc toan van tai li¢u, van ban cia cudc hop, khong trinh bay toan bd ndi dung chi
tiét vin dé can xu 1y tai cudc hop.

Vi¢c phat biéu, trao d6i y kién tai cudc hop phai tap trung chu yéu vao nhiing van dé dang con
nhiing y kién khac nhau dé dé xuét nhiing bién phap xr 1y.

Y kién két luan cua nguoi chu tri cude hop phai rd rang va cu thé, thé hién dugc dﬁy du tinh
chat, noi dung va yéu cau ctia cudc hop.

Trach nhiém cua nguwoi chu tri cugc hop

Quaén tri¢t muc dich, yéu cau, ndi dung chuong trinh, thoi gian va lich trinh ctia cude hop.

Xéc dinh thoi gian t6i da cho mdi ngudi tham dy cude hop duoc trinh bay ¥ kién ctia minh mot
cach hop ly.

Piéu khién cudc hop theo dung muc dich, yéu cau dit ra.
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2.8.

2.9.

3.

2.1.

Coy kién két luan cudc hop, trudce khi két thic cudce hop.
Giao trach nhiém cho co quan, don vi c6 thAm quyén ra vin ban théng bao két qua cudc hop dén
nhiing co quan, don vi, ca nhan ¢6 lién quan.
Trach nhiém cua nguoi tham du cudc hop
Nghién ctru tai li¢u, van ban ctia cudc hop nhan dugce trude khi dén du cudc hop.
Chuén bi trude y kién phat biéu tai cudc hop.

Phai di du hop diing thanh phan, dén hop diing gio' va tham du hét thoi gian ciia cudc hop. Chi
trong truong hop vi nhitng 1y do dot xuat va duge sy dong ¥ ctia nguoi cha tri thi ngudi tham dy
6 thé 101 cude hop trudce khi cudc hop két thic.

Trong khi du hop, khong dugce lam viéc riéng hodc xur ly cong viéc khong cé lien quan dén ndi
dung cudc hop.

Khong goi hodc nghe dién thoai trong phong hop.

Trinh bay ¥ kién tham gia hodc tranh luén tai cudc hop phai ngan gon, di thing vao ndi dung
van dé va khong vuot qua thoi gian ma ngudi chi tri cude hop cho phép.

Trong trudng hop duoc ctr di hop thay, thi phai bao cdo két qua cudc hop cho thu truéng co
quan, don vi da ctt minh di hop.
Bién bdn cudc hop va théng bdo két qud cude hop

Noi dung dién bién ctia cudc hop phai duge ghi thanh bién ban. Trong trudng hop can thiét, thi
t6 chtrc ghi Am, ghi hinh cudc hop.

Bién ban cudc hop phai gdm nhitng ndi dung chinh sau day:

a) Nguoi chu tri va danh sach nhirng ngudi tham du c6 mat tai cudc hop;

b) Nhitng van dé duoc trinh bay va thao luén tai cudc hop;

c) Y kién phat biéu cua nhitng nguoi tham du cude hop;

d) Két luan cua chu toa cude hop va cac quyét dinh duoc dua ra tai cude hop.

Cham nhat 1a 5 ngdy lam viéc sau ngay két thic cudc hop, co quan, don vi dugc giao trach
nhiém phai ra théng bao bang vin ban két qua cudc hop, giri cho cac co quan, don vi, ca nhan
c6 lién quan biét, thyc hién. Vian ban thong bao phai giri kém BM_06_ Bién ban giao nhiém vu
dbi voi co quan don vi ca nhén.

Vian ban thong bado két qua cudc hop bao gom nhiing ndi dung chinh sau day:
a) Y kién két luan cua nguoi chu tri cude hop vé cac van dé dugc dua ra tai cude hop;

b) Quyét dinh ctia nguoi cé tham quyén dugc dua ra tai cude hop veé viée gidi quyet cac van de
c6 lién quan va phan cong trach nhiém t6 chure thyc hién.

Bién ban cudc hop phai dugc ghi theo mau: BM_05.
Phén loai cudc hop:

Hop giao ban
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2.2.

2.3.

Hop giao ban 1a cudc hop ctia Ban Tong Gidm dbc d6i véi cac quan 1y va nhéan vién truc thudc
hang tudn hodc hang thang.

Déi v6i cude hop giao ban giita Ban Tong Giam doc diéu hanh va cac quan 1y duogc to chic
hang tuan tir 2:30 pm — 3:30 pm thir bay hang tudn.

Nhan vién Hanh chinh chiu trach nhiém t6 chic cudc hop. No§i dung cudc hop do Téng Giam
d6c hodc Tong Giam dbc uy quyén cho nhan vién Hanh chinh tryc tiép soan thao va chuyén cho
nguoi tham gia trude khi hop.

Cudc hop giao ban chi giai quyét cac van dé: Thong tin méi tir Ban Tong Giam ddc, giai quyét
cic van dé lién bo phan, ndi dung trong tdm cong viéc cia tuan sau, cac cong viéc chung con
ton dong ..trong tuan.

Trong cudc hop, cic bd phan khong trinh bay cac van dé: dé xuét, thic méc, bao cdo, giai trinh
mang tinh chét c4 nhin ciia bd phan d6. Cac ndi dung nay dugc ghi chu trong ké hoach hoic bao
c4o tudn, bao cao ngay. Tong Giam doc sé& thu xép thoi gian dé lam viée riéng véi timg b phan
vé cac ndi dung nay.

Tat ca thanh vién tham gia cudc hop c6 trach nhiém ghi nhan vao s6 hop noi bd, sau dé trién
khai ngay cho nhan vién do minh quan ly.

Céc ndi dung khong co trong quy dinh nay dugc thuc hién theo cac quy dinh trong trinh tu t6
chtrc cude hop tai phan 2.

Hop cua quan ly cap trén va cac quan ly hodc nhan vién cap duoi
La cudc hop cua cap trén voi cap dudi dé giai quyét nhirng cong viéc hang tuan hodc dot xuat dé
gidi quyét cong vige.

D61 véi cudc hop cia Tong Gidm doc véi quan 1y cac b phan dugce thuc hién theo lich sau:

STT B¢ phan Ngay gio
1 Marketing 8-9h30 thtr ba

2 Bén hang 10h-11h30 tht ba

3 Phat trién san pham 8-9h30 thu tu

4 Logistics 10h-11h30 thtr tu

5 Nhan su 8-9h30 thir nam

6 | Kétoan 10h-11h30 thtr ndm

Lich hop trén c6 thé thay doi do thu ky Toéng giam ddc s& bao trude cho cac bd phan. Dbi véi
cudc hop nay, khong can t6 chire theo trinh tu & trén. Viéc chuin bi cac tai li¢u, phuong tién néu
¢6 do Téng giam dbc thong bao cho thu ky chuan bi.

D061 voi cac cude hop dot xuat cd thé do Tong Gidm doc yéu cau hoac Trudng cac bd phan dé
nghi t6 chure. Poi véi cude hop do Tong Gidm doc yéu cau, Tong Giam doc s€ tryc ti€p hodc
thong qua nhan vién Hanh chinh tri¢u tap cudc hop.

Hop cua Tong Giam doc voi toan thé nhan vién:
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- Madi thang thyc hién 1 lan (1 cho ca sang,/ 1 cho ca chiéu).
- Tb chirc vao thir hai dau tién cua thang.
- Thoi gian: ca sang: 10h — 10h30, ca chiéu: 16h -16h30.

- Noi dung: Thong béo céac chién luge, ké hoach, tuong lai.. cong ty, khong ghi nhan cac phan
anh tAm tu nguyén vong cta nhan vién (nhan vién c6 yéu cau thi ghi thu va giri cho Téng Giam
déc).

- B0 phén nhan sy t6 chuc trién khai cudc hop va ghi bién ban.

2.4.  Hop tham muu, tw van

- Hop tham muu, tu van 1a cudc hop dé quan 1y cac cap nghe cac y kién dé xuat va kién nghi cua
cac quan ly va nhan vién cap dudi, cia cac chuyén gia, nha khoa hoc nham c6 du thong tin, c6
thém céc co sd, can cu trude khi ra quyet dinh theo chirc ndng, tham quyén.

2.5.  Hop chuyén mon

- Lacudc hop de trao doi, thao luan nhitng van dé thudc vé chuyén mon ky thuat, nghi€p vu nham
xay dyng va hoan thién cac dy an, de an.

2.6.  Hop trién khai cua cdc quan ly voi nhan vién.

Quan 1y cac bo phan hodc nguoi duge uy quyén td chirc cude hop trién khai cac cude hop, quyét
dinh cta cip trén... Noi dung cudc hop ¢ thé bao gdbm cac ndi dung sau day:

4+ Trién khai cac ndi dung tir cudc hop véi Tong Giam ddc hodc cac bd phan lién quan.
+ Nhic nhd, giai thich cac nghiép vu, quy dinh ma nhan vién da thuc hién khong ding. ..

+ Thong tin cac cong vi¢c quan trong ...

Noi dung cudc hop phai dugc ghi nhan trong ) hop ndi bo.

Quan 1y phai dam bao tat ca cac nhan vién lién quan phai duogc trién khai ndi dung day du,

nguoi vang mat phai dugc trién khai bo sung.

2.7.  Hop tong két

- Lacudc hop dé kiém diém, danh gia tinh hinh va két qué thuc hién nhiém vy cong tac hang nam
va ban phuong hudng nhi€ém vu cong tac cho nam tdi cua cac don vi truc thude cong ty.

- Débi voi truong hop t6 chirc dudi dang céc hdi nghi thi thuc hién theo quy trinh t6 chirc hoi nghi

4. St dung phong hop cta cong ty:

- Phong hop cua cong ty do phong Hanh chinh quan 1y. Cac cudc hop co thé to chirc tai cong ty
hodc bén ngoai.

- Khi cac bd phan c6 nhu cau sir dung phong hop thi phai dang ky trudc véi nhan vién 18 tan.
- Nhan vién 18 tan vao s theo ddi cudc hop theo mau:

- Trong truong hop ¢ xung dot vé viée sir dung cudc hop, nhan vién 18 tan phai théng bao cho
Trudng phong Hanh chinh biét, ¥ kién ciia TP Hanh chinh 14 y kién cudi cung.
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V/ BIEU MAU KEM THEO:

STT VAN BAN MA SO
1 Ké hoach t6 chitrc cudc hop BM-01
2 Danh sach tham gia du hop BM-02
3 Thu mo1 hop BM-03
4 Chuong trinh hop BM-04
5  Bién ban hop BM-05
6  Bién ban giao nhi€ém vu BM-06
7 SO theo ddi book phong hop BM-07

o6 [ &
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HE THONG QUY DINH TRONG DOANH NGHIEP

3.QUY DINH CHE DO
CONG TAC PHI

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, té churc, ca nhan

QUY PINH CHE PO

CONG TAC, CONG TAC PHI

Ma tdi liéu: HC - 12




CONG TAC PHI

LAn ban hanh:

1. PHAN PHOI

Phén phoi Thu nhén tai liéu 16i thoi
STT = Ngay phin phdi = B§ pha . . .
£ay plat phot °p . an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY POI
Ngay sira déi = Vi tri Noi dung sira doi Lén sira Ghi chu
Nguwoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chit ky

I/ MUC PiCH:

- Xdc dinh cac muc ma quan ly, nhan vién phai thuc hién khi di cong tac

- Xaéc dinh cac chinh sach, ché do cua quan ly, nhan vién khi di cong tac.

\&/ DICH VU HANH CHINH CONG VIET NAM
“m" Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan
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1I/ PHAM VI:

- Ap dung cho toan bd cong ty.

11/ PINH NGHIA:
- Khong co.

IV/ NOI DUNG:

1. Quy trinh di cong tac:

Quy trinh cong tac nay ap dung cho cac truong hop di cong tac ngoai tinh va di cong tdc nudc
ngoai.

1.1. Bé nghi di céng tdc:

- Ngudi c6 nhu ciu di cong tac phai lam gidy dé nghi di cong tac theo mau: HC — 12 — BM 01.

- Gidy dé nghi di cong tac phai duoc quan 1y truc tiép xem xét va ky xac nhan.

1.2. Duyét.

- Tham quyén phé duyét di cong tac dugce quy dinh nhu sau:

- Giam ddc cac bo phan d6i véi tit ca nhan vién truc thudc (ngoai thAm quyén cua trudng phong)
- Giam déc diéu hanh ddi véi truong hop cac Giam ddc bd bd phén di cong tac tinh va voi tat ca
cac truong hop di cong tac nude ngoai.

- Dbi véi cAp nhan vién di cong tac trong ndi bd tinh,thanh phd thi chi cin cip Trudng phong phé
duyét.

1.3. Chudn bj.

- Ddi voi truong hop cong tic nude ngoai do phong HCQT lam thii tuc xin cép passport va visa.

- Dbi véi truong hop cong tac lién tinh thi do tro 1y hay thu ky cia giam déc chudn bi, ddi voi
truong hop cac Truong phong thi do ty TP chuan bi.

- Ngoai cac ndi dung chuan bi trén, viéc chuan bi cac cong cu, phuong tién khac do thu ky chuan
bi (d6i v6i cap giam dbc), ddi v6i cap TP va nhan vién thi ty chudn bi.

1.4. Quy dinh vé céng tac:

- Thuyc hién dung cac chuong trinh, ké hoach ndi dung di duoc giao trong thdi gian cong tac.

- Khéng str dung viéc di cong tac dé 1am cac cong viéc ca nhan (trong gid 1am viéc).

- Khéng thuc hién cac hanh vi gdy anh huong dén uy tin cta cong ty.

- Trong qua trinh thuc hién, néu c6 vuéng mic phai bao ngay cho ngudi c6 thaim quyén xin ¥
kién chi dao giai quyét.

1.5. Bao cao:

Dbi véi trudng hop di cong tac lién tinh hay cong tac nudc ngoai, ngudi di cong tac phai lam céc
cong viéc sau:
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- Lap bang x4c nhan gid cong theo mau trong quy dinh vé quan 1y gid cong va chuyén cho phong
nhan sy tinh luong.

- Lap bang bao cdo cong tic trong thoi gian di cong tac bao gdm
+ Céc cong viéc da thyc hién dugc.

+ Céc cong viéc chua thyc hién dugce, néu ly do.
2. Thanh toan cong tac phi:

2.1. Quy dinh chung:

- Thanh toan cong tac phi nham tao diéu kién cho ngudi di cong tac giai quyét cong viée clia cong
ty c6 kha ning thanh toan nhitng chi phi can thiét vé an, ¢, di lai, phu cép theo mirc thong thudong
trong nhitng ngay di cong tac theo phin céng ciia TGP hodc nguoi duoc TGP uy quyén phan cong
bang Gidy gi6i thiéu, Gidy di duong hodc quyét dinh ctr di cong tac.

- Truong hop di cong tac & nude ngoai thi phai c6 quyét dinh bang vin ban cia TGP hoic TGD
di cong tac & nudc ngoai thi phai c6 quyét dinh bang vin ban ciia Chu tich HDQT.

- Chu tich HPQT, TGP hoic ngudi duoc TGD uy quyén phai xem xét, cdn nhic khi quyét dinh
cr can bd nhan vién di cong tac (Vé ) luong, thanh phﬁn, thoi gian) nhim dam bao tiét kiém chi
phi va dat dugc hi€u qua cong viéc.

- No6i dung duoc thanh toan cong tac phi gdm:
+ Tién vé tau, xe, may bay di vé, tién thué phuong tién di va vé tir vin phong Cong ty dén noi
cong tac, tir noi ¢ dén noi lam viéc.
+ Phu cap luu trii (phu cép di duong)
+ Tién thué chd & noi dén cong tac (khach san, nha tro, phong nghi)

+ Tién khoan cong tac phi hang thang do yéu cau phai di lién hé cong tac thudng xuyén ma
khong thanh toan theo ngay.

+ Cac khoan phi, 1& phi khac theo thong 1& quéc té (truong hop di cong tac & nude ngoai)
- Céc truong hop sau day khong dugce thanh todn cong tac phi:
+ Thoi gian diéu tri, diéu dudng tai co s y té, nghi tai nha diéu dudng, dudng sirc

+ Nhitng ngay di hoc tap, ddo tao di thanh toan theo ché do dao tao theo quyét dinh bang vin
ban cua TGD

+ Nhirng ngay lam viéc riéng trong thoi gian di cong tac

+ Nhitng ngay di tham quan du lich da duoc thanh toan theo du toan dugc duyét kém theo
quyét dinh ctr di tham quan du lich bang van ban cia TGP

+ Thoi gian dugc giao nhi€ém vu thuong tr, bi¢t phai tai mot dia phuong, don vi khac theo
quyét dinh ciia TGD hodc ngudi duoc TGP uy quyén phan cong bang vin ban.
2.2. Binh muec thanh todan cong tac phi:

a/ Tién vé tau, xe, may bay:
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- CBNV Céng ty khi di cong tac tu tic phuong tién di lai dugc thanh toan tién vé tau, vé xe, vé
may bay, phi qua pha, cau, duong, do; phi sin bay, phi bén bai, thué mudn xe 6t0, taxi, xe may, xe
thd di lai ... ; cwde hanh Iy phuc vu cho chuyén cong tac ma CBNV di truc tiép chi tra theo gia cude
van tai hanh khach quy dinh hién hanh (ghi trén vé hop 1€, hop phap).

- Hang v¢é tau, xe, may bay dugc quy dinh nhu sau:

+ Céc thanh vién Ban lanh dao cong ty gém HDQT, BKS, TGD, Pho TGD, cac GBCM, pho
GDPCM, Ké toan truong, Trudng cac phong chuyén mon, Trudéng van phong dai dién chi
nhanh, chuyén gia c6 van cao cap va cac chirc danh khac c6 hé s6 luong co ban tir 3.7 tré 1én
duoc thanh toan phuong tién di lai bang vé mdy bay va phuong tién taxi hodc xe 6-t6 cong ty
bo tri.

+ Céc cip Pho trudong phong, Pho quan ddc va cap pho twong duong va cac chirc danh khéc c6
mirc lwong co ban tir3.0 : dugc thanh toan phuong tién di lai bang vé tau, xe hang givdng nam
va phuong tién taxi

+ Céc cip nhan vién con lai: duoc thanh toan phuong tién di lai bang vé tau, xe hang ngdi mém
va phuong tién xe méy, xe tho.

- Trudng hop di bang xe 6-t6 ciia Cong ty, xe 6-td thué muon theo hop dong thi khong thanh toan
tién tau, xe, may bay

- Trudng hop can thiét, giai quyét cong viéc gdp, quan trong ma thoi gian di tau, xe khong dam
bao (ngudi di cong tac khong du tiéu chuan thanh toan vé may bay hodc khong thé mua duoc vé
theo hang quy dinh) thi tuy theo tinh hinh thuc té, hiéu qua cong viéc, TGD co thé xem xét quyét
dinh phé duyét dong ¥ cho di cong tac bing phuong tién may bay hodc phwong tién khac vuot hang
quy dinh bang vin ban theo mau dinh kém quy dinh nay.

b/ Phu cdp lwu trii (phu cdp di dwong)

- Phu cép luu tra 1a nhdm hé tro thém tién dn, &, tiéu vat, phi phuc vu ... & muc binh thuong trong
nhimng ngay di cong tac (khong co bia, ruou, chiéu dii, tiép khach, mua qua ...), tinh tir ngay bét dau
di cong tac cho dén khi vé& dén noi di tinh theo Gidy di duong
- Phu cip luu tra chi duoc 4p dung trong truong hop ngudi duge cir di cong tac theo Gidy gidi
thiéu hodc Gidy di duong do TGP hoidc ngudi duoc TGP uy quyén phé duyét di dén dia diém cach
xa noi 1am viée tir 30Km trd 18n va ¢é xdce nhdn ciia noi dén céng tic (ddu cia co quan, don vi lién
hé, khach san & noi cong tac trong nudc hodc dau cta co quan xuit nhdp canh trong truong hop di
cong tac & nudc ngoai).
- Muc phu cip luu trG trong nwée quy dinh theo ngdy nhu sau:

+ Phu cAp luu trd tai cac TP truc thudc Trung wong:  100.000 d/ngudi/ngay

+ Phu cAp luu trd tai cac tinh, thanh phd khac: 50.000 d/ngudi/ngay

- Muic phy cip luu tri & nwée ngoai quy dinh theo ngay nhu sau:

+ Phu cip luu trai & cac nude nhém 1: Mic A: 105 USD/nguoi/ngay
Mtrc B: 95 USD/nguoi/ngay
+ Phu cip luu tra & cac nude nhoém 2:  Mic A: 100 USD/nguoi/ngay
Mtrc B: 90 USD/nguoi/ngay
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+ Phu cip luu tra & cac nudec nhoém 3:  Mic A: 85 USD/nguoi/ngay

Mitic B: 75 USD/nguoi/ngay
+ Phu cip luu tra & cac nudec nhoém 4:  Mic A: 75 USD/nguoi/ngay
Mtic B: 65 USD/nguoi/ngay

+ Phu cip luu trdi & nude ngoai duge thanh toan theo miu dinh kém quy dinh nay.
¢/ Tién thué ché o:

- CBNV di céng tdc trong nuée chi duoc thanh toan tién thué chd & noi dén cong tac v6i mirc tbi
da theo quy dinh nhu sau:

Mtic A:
+ Tién ¢ tai cac TP tryc thudc Trung wong: 500.000 d/ngudi/ngay
+ Tién 6 tai cac tinh, thanh phé khac: 300.000 d/nguodi/ngay
Muc B:
+ Tién 6 tai cac TP truc thudc Trung wong: 300.000 d/nguoi/ngay
+ Tién & tai cac tinh, thanh phd khac: 150.000 d/ngudi/ngay

+ Truong hop di mét minh, doan co6 1€ nguoi, khac gidi bude phai thué phong riéng, phong don
(1 ngudi) thi duoc thanh toan mic ti da nhu sau:

Marc A:

* Tién 6 tai cac TP tryc thudc Trung uwong: 1.000.000 d/ngudi/phong/ngiy

* Tién & tai cAc tinh, thanh phd khéc: 500.000 d/ngudi/phong/ngay
Murc B:

* Tién 6 tai cac TP tryc thudc Trung uong: 500.000 d/ngudi/phong/ngay
* Tién O tai cac tinh, thanh phd khéc: 300.000 d/ngudi/phong/ngay

+ Trudng hop dic biét phai thué chd & mirc cao hon dinh mirc trén thi phai dugc TGD dong ¥
thanh toan theo hoa don thuc té hop 1y, hop 1é.
+ Truong hop nguoi di cong tac tu thu xép duoc chd & (ngoai hé théng dich vu khach san, nha
tro, nha nghi ... ) ma van dam bao dugc hiéu qua cong viéc thi duoc thanh toan mirc khoan tir
sap xép chd & 1a 75.000d/nguoi/ngay
- Céc trudong hop di cong tac di, vé trong ngay hoic da duoc cong ty, don vi noi dén cong tac bd
tri chd & thi khong ap dung thanh toan tién thué chd o.
- CBNV di ¢éng tdc ¢ nude ngodi duoc thanh toan tién thué chd & theo hoa don chimg tir hop 18,
phu hop véi thuc té tai noi cong tic & nude ngodi va theo du toan duge duyét.
d/ Tién khodn céng tac phi hang thdng:
+ CBNV phai thuong xuyén di cong tac luu dong, quan hé¢ giao dich trong va ngoai tinh/TP dudi
30km/ngay va trén 15ngay/thang (ma khong thanh toan phu cap di duong theo ngay duoc quy dinh

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tur Liém, Ha No¢i

\/ DICH VU HANH CHINH CONG VIET NAM

“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan



tai diém b muc 4.2.2) thi duoc thanh toan tién khoan cong tic phi hang thang toi da khong qua
200.000 d/ngudi/thang dé chi tiéu cho hao mon xe, nhién liéu, phi giir xe ... cia ca nhan.

+ Pbi tuong duogc thanh toan tién khoan cong tac phi hang thang va muc tién khoan cu thé do TGD
hodc ngudi duoc TGP uy quyén quyét dinh phé duyét thanh toan theo timg thang bang vin ban
theo mau dinh kém.

e/ Cdc khodn phi, 1é phi khdc theo théng 1é quoc té (trudng hop di cong tac & nude ngoai) duge
thanh toan theo hoa don chimg tir hop 18, pht hop véi thuc té tai noi cong tac

V/ BIEU MAU KEM THEO:

1. Giay dé nghi di cong tac mi s6: HC — 12 — BMO1
2. Giay gi6i thiéu mi s6: HC — 12 — BM02
3. Ké hoach di cong tac mi s6: HC — 12 — BM03
4. Bang xac nhan cong tac mi s6: HC — 12 — BM04
5. Bao cao két qua cong tac mi s6: HC — 12 — BMO05
6. Bang ké thanh toan cong tac phi mi s6: HC — 12 — BM06
7. Béng ké phu cp luu trii & nudc ngoai ma sé: HC — 12 — BM07
8. To trinh cong tac phi vugt khung hang mi s6: HC — 12 — BM08
o6 L &
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
S6: ... , ngay......thang......nam... ...
GIAY DE NGHI PI CONG TAC
NGUOT A8 NENT e BO phan:......oooiiieieeee e
LY dO @1 COME TAC ...ttt ettt ettt e sttt et e s et e et e e sheeenb e e ssbeeabeensteenbeasseeeabeenseeenbeenseesnneans
Thoi gian:

Danh sach can bé di cong tac:

STT HO TEN BQ PHAN GHI CHU

Truong hop di cong tac dai ngay tur 2 ngay trd 1én thi phai c6 chuong trinh cong tac kém theo

Phan cac ché d9 dwoc duyét:

SO TIEN ) X
LOAI , SO THANH ,
STT | o pui Muce DINH LUQNG TIEN GHI CHU
MUC ;
NGUOI PE NGHI QUAN LY DUYET
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic
S6: ... e, NEAY......thdng......nam... ...

GIAY GIOI THIEU

Tran trong gidi thi¢u ong/ba:

Chlre danh/AOm Vi oo ——
DUOC CU QBN oo
DI e,
Kinh dé nghi quy co quan, don vi tao diéu kién giup ong/ba .............. hoan thanh nhiém vu

(Gidy nay cé gid tri dén hét ngay ........ thang ....... nam 20...)

GIAM POC
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...
KE HOACH PI CONG TAC

Nguoi di cONG tAC:..c.ueeiieieeiieieeeeee e BO phan:......oooi
TROT ZIAN e NOT QBN
NO1 dUng ChINI CONE TAC ...ttt ettt ettt ettt e et e bt e enbeesseeenseesaeeenseesnnas

K& hoach cu thé:

STT Noi dung cong viéc Thoi gian Pia diém Pon vi Nguoi lién quan

NGUOI LAP QUAN LY

: A/ DICH VU HANH CHIiNH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

Thoi Thoi Nguoi xac Ky tén
STT| Noidi 19" | Noidén | gian | Noidung cong vide | oo ox xdc
gian di £ nhin A
dén nhan
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... e, NEAY ... ... thang......nam... ...

BAO CAO KET QUA CONG TAC

Nguoi di cONG tAC:..c..eieiieieeiieiieeieeee e BO phan:......oooiii
ThOt ZIaN:.....ccevoiiieeiieeeieeee e NOTACN:..eiiiiiiieee e e
NO1 dUng ChINh CONE TAC:......eieiieiie ettt ettt e et e st e et e e bt e eabeesseeebeessteenseenenas

1. Cac cong viéc da thue hién dugc

STT NOI DUNG CONG VIEC gl& MUC KET QUA
2. Cac cong viéc chua thuce hién dugc, ly do
STT NOI DUNG CHUA THUC HIEN LY DO
3. Dé nghi
4. Y kién nhan xét cia quan ly
NGUOI LAP QUAN LY
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

BAN THANH TOAN TIEN KHOAN CONG TAC PHI

Ponvi.......oooooi thang..... nam 2023

Chirc danh cong .

TT Ho va tén So tién X4c nhan Ghi chua
viéc ddm nhan

(1) 2 3) (6) (7) ®)

Cong
BANG CRIF .. ov oo oo e e e e e et e e et e et et e e e e et e et e e e
(PON VI TRINH) (PHE DUYET)
Ngudi lap Trwéong phong ban Ké toan truémg Téng giam doc

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thip A, Keangnam, Pham
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

So: ... e, NEAY ... ... thang......nam... ...

BAN KE THANH TOAN PHU CAP LUU TRU CONG TAC NUOGC NGOAI

T BUOC... ..o iev i iee i e e e eee e e e bl NOTL

DPonvi.....................thang..... nam 2023
R Chirc danh cong .
TT Ho va tén So tién Xdéc nhén Ghi chu
viéc ddm nhan
(1) 2 3) (6) (7 ®)
I I I I I
T T T T T T T T T T
I I I I I
Cong
BANG CRIF <. ov oo oo e e et e e et e e et e et e e e e e et e et e e e
(PON VI TRINH) (PHE DUYET)
Ngudi lap Trwong phong ban Ké toan truémg Téng giam doc

e DT: 0902251359 / Email: info@dichvucong.vn
o Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tuw Liém, Ha Noi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic

S: ... o, NEAY......thdng......nam.......

TO TRINH XIN PUQC PHE DUYET
Vv duoc s dung phuong tién di cong tac vwot khung hang

7/ e USSR PPRPR
- Can civ Quy ché chi tiéu hanh chinh ban hanh kém theo Quyét dinh s6: ... ngay ... cia Tong
Gidam déc Cong ty.

Kinh dé nghi Tong Giam ddc phé duyét cho sir dung phuong tién di cong tac vuot khung hang

nhu sau:
1. Ho va tén ngudi di cOng tdc:  ...oovvviiiiiiiiiiennee, Chtrcdanh: ........................
.................................. Chtc danh: ...,
2. Puoc di cong tac bang phuong tién: ...............cceeeeen.... hang: ...
K TR ) ' (6 H P
(PON VI TRINH) (PHE DUYET)
Nguoi 1ap Trwéong phong ban K& toan truémg Téng giam doc

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Noi
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DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY DINH TRONG DOANH NGHIEP

4.QUY DINH KIEM SOAT
RA VAO CONG

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



/ DICH VU HANH CHINH CONG VIET NAM

t'-m-w Tu van dich vu céng cho doanh nghiép, t6 chirc, ¢4 nhdn

QUY PINH KIEM SOAT
NHAN VIEN, KHACH
RA VAO CONG

Ma tai lieu: HC - 20

Ha Ngi, 15/02/2023




\,ﬂ/ DICH VU HANH CHINH CONG VIET NAM

Nmg?  Tuvindich vy cong cho doanh nghigp, t6 chirc, ¢4 nhan

QUY PINH

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

KIEM SOAT NHAN VIEN, Trang:
KHACH RA VAO CONG  Stadoi:

LAn ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT Ngay phan phdi = B¢ pha - :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY DPOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

I/ MUC DPiCH:

\&/ DICH VU HANH CHINH CONG VIET NAM
“m" Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan
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- Muyc dich cta quy dinh kiém soat ra vao cong la dam bao an ninh va an toan cho cong ty bang
cach giam sat va kiém soat qua trinh ra vao cta nhéan vién va khach hang. Diéu nay giup dam
bao rang chi nhitng nguoi duoc quyén méi co thé ra vao khu vyc va tai san quan trong cua
cong ty. Ngoai ra, quy dinh kiém soat ra vao con gitp quan ly va giam sat cac hoat dong trong
khu vuc cong ty mot cach hiéu qua, dong thoi giam thiéu cac nguy co vé an ninh va bao mat,
nhu trém cp tai san hodc tin cong tir bén ngoai.

1I/ PHAM VI:

- Ap dung cho bd phan bao v¢, 18 tan cua cong ty.

11/ PINH NGHIA:
- Khong cé.

IV/ NOI DUNG:

1. Khach dén sir dung dich vu

- Dbi véi truong hop khach dén sir dung dich vu ciia cong ty thi gip truc tiép bo phan giéi thiéu
san pham.

2. Khach dén lién hé cong viéc, xin viéc, nha cung cép...

2.1. H6i tham thong tin.

- Nhan vién bao vé, can hoi thim thong tin ctia khach bao gém: tén co quan, gidy giéi thiéu,
ching minh nhan dan.

- Dbi v6i trudng hop 1a cic nha cung cap ra vao thuong xuyén thi bd phan mua hang phai chuyén
danh sach cac nhan vién cia mdi nha thau cung cap co chir ky cua Truong phong HCQT cho bd
phan bao v¢.

- Nhan vién bdo v¢ chi cho phép cac nhan vién cua nha thau phu ra vao néu cac nhan vién dé cé
tén trong danh sach.

2.2. Moi khach vao phong cho.

- Nhan vién bao vé truc tiép dan khach vao trong phong cho.

- Tiép d6 chuyén thong tin cho 18 tn xtr 1y.

2.3. Lién hé v6i b phan hen gap.

- Nhan vién 1é tan goi dién cho by phan can hen gap.

- Néu nguoi can hen gip dong y thi chuyén qua budc tiép theo.

- Trudng hop ngudi hen gip khong ddng ¥ hoic khong lién hé duge thi bao cho khach mot cach
té nhi dé khach hen lai sau (d6ng thoi ghi lai thong tin va bao lai cho nguoi ¢6 trach nhiém sau).

2.4. Dan Khach 1én.

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tur Liém, Ha No¢i
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- Nhan vién bao vé cira chiu trach nhiém dan khach 1én gap truc tiép bd phén (theo thong tin tur 18
tan.

2.5. Ghi ho so.

Nhan vién bao vé€ chiu trach nhi¢m ghi hd so qua trinh ra vao cua khach theo mau: HC — 20 —
BMO1.

3. Ravao cong ty cia nhan vién.

w

.1. Vao cong ty.
- Nhan vién di muon thi phai ky vao so ctia bao vé va ghi 15 1y do di muon.
- Nhan vién khong dugce dua ban be, nguoi than vao cong ty; khong duge tiép nguoi than trong

gid 1am viée, trir trudng hop khin cdp do bao vé bao cdo Ban Giam DPdc, Truong phong T
chtrc Hanh chanh xem xét giai quyét (tiép & Phong khach hodc ¢ xin phép ra ngoai).

- Nhan vién khong c6 nhiém vu thi khong dugc ra khu vuc cong cong ty, phong bao vé trong gid
lam vi€c, nghi trua.

- Nhan vién vao ra vao cong phai xuat trinh gidy to, cac vat tu hoang hoa thiét bi, dung cu mang
theo cho bao vé kiém tra va ghi so.

3.2. Ra cong ty.

- Nhan vién di cong tac ngoai phai co gidy cong tac do Quan Iy cip phong dong y va xac nhan
vao gidy di cong tac.

- Dbi vé6i nhan vién thuong xuyén ra ngoai thi khong phai co gidy nhung phai c6 vin ban cua
Quan ly gti cho bg phan bao v¢.

- Nhan vién bi bénh ra ngoai phai c6 gidy x4ac nhén cua bac sy cong ty.

4. Kham xét

- Chi kham xét di v6i nhan vién khi bao vé nghi ngo nhan vién vi pham qui dinh ciia cong ty,
chi kham xét ddi v4i nhan vién véi muc dich khong cho nhan vién mang vii khi, cht nd, chat
chdy, ngan chédn hanh vi trom cép, bdo v¢ tai san trang thiét bi cong ty va khéach hang.

- Viéc kham xét phai duoc tién hanh nhanh chdng, nguoi kham xét va nguoi bi kham cung gidi
tinh, phai dugc thuc hién trong phong kin. Viéc kham xét phai tuan thu theo qui dinh ctia Phap
ludt hién hanh lién quan.

- Trong cac truong hop phat hién vi pham quy dinh cta cong ty thi bd phén bao v¢ lap bién ban
theo mau: HC — 20 — BMO03 gtri vé cho Truéng phong HCQT xtr 1y.

VI/ BIEU MAU KEM THEO:

1. S theo ddi khach hang ra vao cong mi s6: HC — 20 — BMO1
2. SO theo ddi nhan vién ra vao cong mi s6: HC — 20 — BM02
3. Bién ban vu viéc mi s6: HC — 20 — BM03

o& L &
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TRUNG TAM DICH VU

CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... , ngay......thdng... ...ndm... ...
SO THEO DOI NHAN VIEN RA VAO CONG
STT HO TEN BQ PHAN \%‘g KY TEN (1}11? KY TEN GHI CHU

\ / / DICH VU HANH CHINH CONG VIET NAM

Tu vén dich vu céng cho doanh nghiép, t6 chirc, cd nhan

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic

S6: ... o, NEAY......thdng......nam... ...

SO THEO DOI KHACH RA VAO CONG

NGAY HOQ TEN CO QUAN NGUOI CAN GAP | NOIDUNG CONG VIEC | GIOVAO | GIORA

/ DICH VU HANH CHINH CONG VIET NAM e DT: 0902251359 / Email: info@dichvucong.vn
Yy Tuvan dich vu céng cho doanh nghiép, t6 chiic, ca nhan e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hung, Mé Tri, Nam Tiwr Liém, Ha Ngi




TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phic
So: ... e, NEAY ... ... thang......nam... ...

SO THEO DOI O TO RA VAO CONG

X o s . £ Xe cua Xe cua A i R
Ngay Gio vao Gio ra Bién so0 xe Kkhach cong ty Tén lai xe Ghi chu

, DICH VU HANH CHINH CONG V|ET NAM e DT: 0902251359 / Email: info@dichvucong.vn
\ > Tuvan dich vu cong cho doanh nghiép, t6 chirc, & nhan e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hung, Mé Tri, Nam Tu Liém, Ha Ngi




TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
So:...... e, NEAY ... ... thang......nam... ...
BIEN BAN VU VIEC
Hém nay, hoi... ... gio ....... ngay ..... thang ... ... nam ......

Chiing tdi gom:

Nguwoi ldp bién ban:

1-0Ng (DA oooveiie e Chtrcdanh:..............oo
2 = 0NZ (DAY Lot Chirc danh:..........ccooooieiiiiii .
Ngwoi chirng kién:

ONG (DA): Lo, Chucdanh:..............ooiiiiiii
SOCMND:...ooiiiiiiii cip ngay ...... S [evinnn. 121
Dia Chi thuOmg . e

ONG (DA): .o chitcdanh:......................
SOCMND:....oiiiiiii cip ngay ...... S [eviunnn. 171
Dia Chi thuOmg . .ot

Tién hanh 1ap bién ban vu viéc sau day (ghi thoi gian, dia diém xdy ra, phat hién vu viéc, ngi dung dién
bién, hién truong, nguyén nhdn, nguoi chirng kién, nguoi lién quan, hdu qua téc hai, cac bién phdap di
xik 1y, két qud da xir Iy kém theo bién bdn thu giik tang chitng, vit chirng néu cd):

Bién ban duoc lap thanh ....... ban
Bién ban két thic hoi .......... gio....... cung ngay, moi nguoi co tén trén xac nhan sy vi¢c, cung ky tén
dudi day:

e DT: 0902251359 | Email: info@dichvucong.vn
e Dia chj: P402, T cfng 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tu Liém, Ha Ngi
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NGUOI CHUNG KIEN NGUOI CO LIEN QUAN NGUOI LAP BIEN BAN
(Ky, ghi r6 ho tén) (Ky, ghi ro ho tén) (Ky, ghi r6 ho tén)

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chj: P402, T d‘ng 4, Thap A, Keangnam, Pham
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DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY DINH TRONG DOANH NGHIEP

5. QUY DINH PHONG CHAY
VA CHUA CHAY

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



TRUNG TAM DICH VU
HANH CHINH CONG

So.....

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap — Tuw do — Hanh phic

e, NGAY......thdng......nam... ...

DANH MUC CAC DUNG CU PCCC THUONG DUNG VA CACH SU DUNG

Tén dung cu

STT PCCC Miéu ta Cong dung Cich sir dung (tém tit)
C r \ t \ \ dq 5 ’ r B y dA kh , A j ] ]
1 | Coibao dong ovvong ron mau ¢o o' cac goc ? 0 ong KM COSICo 1 Ap cO1 vao trong, xoay theo bén phai
xuong Xay ra
Béo dong khi c6 su cd .
2 | Kéng ? 0 COng XL CO S €0 Dung thanh sat danh vao kéng.
Xay ra
3 | Binh PCCC Gom cac loai binh loai nho, binh 16n | Chita chay bang khi | Théo chdt binh, hudng voi vao ddm chéy,

T35

CO2, bang bot

bop can déu dan.

Rap céc voi lai voi nhau, rap voi vao may

4 | Voirong ciru héa | May bom, c6 voi ron Chira chay bang nudc : , 4, ,
. Y 8 y Datg bom, n6 may bom, hudéng voi vao dam chay
Coee Pé thang vao khu vuc an toan, leo 1én khu
5 Thang Culru nguoi, tai san N & x j
vuc can ho trg
6 | Cauliem C6 lidm odn vio mét civ dai Dung dé ngét day Dung cau liém ngét day dién ra khoi nguoi
& Leay dién, ngudn gdy chay | bi nan
; i s N Dung bao b6 dip nuée va tram vao dam
7 | Bao bo Bao tai loai lon Dap Itra bang bao bo chd g P
y
o Dung nuéc dap tat , o xR as ,
8 | X0 nudc ) & . 4P Muc nude, d6 vao dam chay.
dam chay
9 | Phi cat + xén Dung cat hat vao dam | Dung xéng, xtic cat hat vao dam chay (d4m
8 chay chay nhd)
\ﬁ/ DICH VU HANH CHINH CONG VIET NAM e DT: 0902251359 | Email: info@dichvucong.vn

Semy?

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc lap — Ty do — Hanh phiic

So:..... e, NGAY......thdng......nam... ...

HUONG DAN SU DUNG BINH PCCC

Hinh anh Huwéng din sir dung

3 N

E' va kim ap xuat khong & vi tri mau do.-

4 >

- Bude 1: Théo chdt (s6 1) ra khoi binh

Cach s dung:

trai thi cam nguoc lai.

chay 1 mét, tay phai bop can bop (s 4) déu dan.

thi dong chdt lai ¢é dam bao an toan.

dang c6 bénh khong nén sir dung.

1. Binh swr dung dwoc: con trong thoi han bao hanh

- Buwéc 2: Tay phai cam chic c6 binh (s6 2), tay
trai cam chéc voi (sé 3), dbi v6i ngudi thuan tay

- Budce 3: Huong voi vao vi tri chay (chu y phai
hudng voi chéch xudng dudi), ding cach xa vi tri

- Sau khi thao tdc xong ma binh con st dung dugc

3. Luwu y: Tuyét déi khong duoc huéng voi binh
vao ngudi khac. Ngudi co stc khoe yéu, nguoi

R
e ?

DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan

Hiing, Mé Tri, Nam Tir Liém, Ha Ngi

e DT: 0902251359 / Email: info@dichvucong.vn
e Dja chi: P402, Tang 4, Thap A, Keangnam, Pham
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phic

So: ... ..., NEAy......thang......nam... ...

HUONG DAN SU DUNG
VOI RONG CUU HOA

Buwée 1: Nhanh chong mang cudn day tir hop ra san.

Buwéc 2: Trai cudn day ra, lip ddu voi bom vao khdp ndi cua day ciru hoa.

Budée 3: Kéo cudn diy ciru hoa ra, sao cho cudn day khong bi gip khuc. Pua dau khép
ctia day ctru hoa khéc 1ap vao khdp ndi cua day ciru hoa trén.

Budée 4: Sau khi ldp xong, mot ngudi ra phia trudc cAm dau voi bom, ngudi cam phai

cam chac bang hai tay, cho voi nudce ty vao cac di€ém gan nhat, cho dau voi hoi
huong 1én trén, vé phia hoa hoan.

Buée 5: Chay may bom nude dé tién hanh ctru hda cu thé nhu sau:
- Mo& van khod nhién li¢u, mé cong tac may, md ga nho.

- An nat d& cho dén khi né may, néu cin kéo e (truong hop binh Ac-qui yéu)
thi gidt may nd bang tay.

- Néu may n6 binh thuong, kéo ga 2, kéo can bom nudc khi thay nude bom,
trd can kéo bom vé vi tri binh thuong, kiém tra nudc giai nhiét that tot dé
bdo v¢ may.

Chu y: Trong qua trinh sir dung vo1 rong, luon phai c6 ngudi ho trg nguoi cam voi.

* 3 . N " e DT: 0902251359 ‘/ Email: info@dichvucong.vn
\@’ DICH ¥i HANH EHINM CONG ViGN NAN e Dja chi: P402, Ting 4, Thap A, Keangnam, Pham
Hung, Meé Tri, Nam Tw Liém, Ha Noi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHiA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phic

So: ... .o, NEAY......thang.....nam... ...

KE HOACH MAU THOAT HIEM

1. Cac sy co xdy ra bao gom:
- Su c0 chay no;
- Sy c6 do ngd doc thuc an;

- Céc su c0 bat ngd nhu do tuong, d6 nha xudng, 14t mai nha xuong,...

2. Thoat hiém:

- Cdc duong thodt hiém: clra dbi dién voi Xuong may 2 sat khu ndi hoi, ctra vao Xudng cit.
Ngoai ra con mot s6 ctra bi khoa nhu ctra di qua Xuong Hoan thanh, cira sang Cong ty Long
Nguyén. Trong trudng hop cac cira md & trén khong dung duoc cho thoat hiém thi nguoi bi
nan va nguoi ung ctru bén ngoai chu dong lién hé¢ dé mo cac ctra bi khoa;

- Nguyén tdc thodt hiém: Moi Can bd cong nhan vién phai that binh tinh dé tim ra duong thoét
hiém va huéng dan thoat hiém g?m va an toan nhat, khong dugc tranh nhau chay dan dén tic
duong di.

3. Xdc dinh ngwoi bi nan (néu co):

- Moi CBCNV phai chay ra san ctia Cong ty (gan khu vin phong va nha bao vé), cac
cong nhan cung to phai ding gan nhau, cong nhan cia cac to khong dugc ding 13n 16n;

- Thu kho ¢6 trach nhiém huéng dan cho nhan vién minh ding trong mot khu vuc nhat
dinh;

- Tha kho ¢6 trach nhiém dém sé nhan vién cia minh, phat hién ra ngudi khong c6 mat
tai noi qui dinh, nhanh chong bao ngay cho bo phan ctru nan té€n cua ngudi Véng mat.

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAMDICHVU  CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic

S6: ... ey NEAY ... ... thang......nam......

PHUONG AN PHONG CHAY CHUA CHAY CONG TY
PHAN 1: PAC TINH HINH CONG TAC PHONG CHAY CHUA CHAY

A. PAC PIEM TINH HINH CONG TY:

1/ Vi tri co s6:

v6i chirc nang san xuét kinh dit tai : vé huéng Dong Nam va cac hudng tiép giap:

Phia Bong giap nha dan.

Phia Tay.

Phia Nam giap rudng.

Phia Bic giap duong dat do.

Kha ning tiép cén chita chay theo hai huéng:

2/ Pic diém kién tric:

Téng dién tich 1a bao gom

Céu trac xay dung: nha cap 4 xay gach lop tole.

B. PAC TINH CHAT CHAY NO - PQC:

- Nganh san xuét hang

— Tinh chat chay, nd, doc tuong ddi an toan PCCC.
— Khi thyc hién luén ding ndi quy an toan PCCC.
— Kha ning xay ra sy cd it.

C. LUC LUQNG VA PHUONG TIEN TAI CHO:
1/ Luc luwgng gf“)m:

- Cip Cong Ty (22 nguoi)

- 06 phan d6i tai cac xuong (?? nguoi )

2/ Phwong tién gom:
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— Binh bot téng hop 16n, nho : binh.

— Thang cay dai 6m : cal.

- X0 xach nudce : cal.

- Thung phi chira ddy cat :  thung.
- Xéng : o cal.

— Dén bao chay :cai

- Cau liém ;o cai

- May bom : cai

— Voi nude ;o cal

- Coi hu : ;i

3/ Thong tin lién lac bao chay:

- Dung s6 dién thoai co s dé bao cho luc lugng PCCC chuyén nghi¢p 114, hodc Bao
cho d6i PCCC géan nhat.

— Dung xe ty ¢6 dé bao chay cho lyc lwong PCCC.
4/ Nhitng nguyén nhén phdt sinh chdy né:

— Khéng cup cau dao tong ( Automat )

— Do chap dién trong hé théng dién.

— Vi pham noi quy PCCC.

- Do pha hoai.

- Do bi chay lan tir bén ngoai vao.
D. PHAN 2 : CAC BIEN PHAP PHONG CHAY

A. CONG TAC XAY DUNG TAI CHO:
1/ Cong tac tuyén truyén gido duc:

- Thudng xuyén nhic nhd CB.CNV ¢6 ¥ thirc tét trong viéc phong chdng chay nd,
tuyét d6i nghiém chinh chap hanh ding noi quy PCCC.

— Van hanh may moc dung quy trinh cong nghé.

- Tat may, clp cau dao khi hét ca lam viéc .

- Vé sinh cong nghiép may moéc thiét bi va hé théng dién.
2/ Céng tac td chirc:

Thanh 1ap t6 PCCC day du vé s luong , ¢6 td chirc chit ché, thiét bi day du vé co s vat chat
cho cong tac PCCC.
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B.CONG TAC HUAN LUYEN LUC LUQNG PCCC TAI CHO:

— T chirc cho doi PCCC hoc tap tinh nang tdc dung va cach str dung cac phuong tién
chtra chay tai chd theo su huéng dan ciia co quan PCCC chuyén nghiép.

— Theo thoi gian dinh ky , td chuc kiém tra trang thiét bi PCCC va thuc tap PCCC tai
don vi.

- Két hop d6i PCCC véi Cong ty dé dién tap va hoc tap hudn luyén cong tac PCCC.
- Két hop chit ché véi lyc lwong chita chiy chuyén nghiép cho phuong an PCCC.

E. CONG TAC KIEM TRA HUONG DAN VE KY LUAT AN TOAN PCCC:
1/ Cong tac kiém tra:

Viéc kiém tra cong tac PCCC duogc tién hanh nham dam bao yéu cau cao nhit trong viéc
phong chdng chay nd nhu sau :

- Kiém tra thudng xuyén duoc tién hanh hang ngay ddi v6i su van hanh may méc trong
gior va hét gio 1am viéc, kiém tra tinh hinh thyc hién vé qui dinh PCCC.

- Kiém tra dinh ky : dugc tién hanh 1 thang dbi voi :
+ Hé théng dién.
+ Bado tri mady moc
+ Kiém tra duong day méi ndi
+ Kiém tra trang thiét bi PCCC
+ Kiém tra sap xép lai thiét bi PCCC
2/ Hwéng din an toan PCCC:

— Khoéng hut thube , dbt lira khong str dung dun niu trong khu vuc kho , khu vuc san
xuat, khu vin phong.

- Str dung diung va day du cac loai cau chi, cau dao , phich cam cho hé thong dién va
may moéc cua don vi theo tiéu chuan an toan veé dién.

— Khong ty dong cau moc , lép dat thém thiét bi dién khi chua tinh toan xem hé sb an
toan chiu tai ctua hé thong dién.

— Khi hét gio lam viéc phai kiém tra , tat may, tat cau dao dién trong cac khu vuc nha
Xxuong.

- Sép xép vat tu trong kho vai, phu liéu hai luu ¥ dén cacu loai vat tu d& gy chay dé
theo ddi trong qua trinh cép phat.

PHAN 3: TO CHUC CHUA CHAY

A. TO CHUC CHUA CHAY :
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— Khi phat hién chdy, ngudi phat hién ho to : chay , chay, chay, 4n coi bao chay hoic
danh kéng lién tuc

— Cuap cau dao khu vuc va khu vuc lién hé.

- Dung dién thoai bao chay cho luc lugng PCCC chuyén nghiép sb : 114 hodc bao cho
d6i PCCC gén nhat :.

- Dung phuong tién PCCC dép tat dam chay.
— Ctru nguoi bi nan ra khoi khu vuc chay.

- Di chuyén tai san ra khoi khu vuc chay.

- Tao khoang cac ngin chay chng lay lan.
B. CHI HUY CHUA CHAY:

Viéc chi huy chita chay dugc phan cong cu thé nhu sau:

C. DU TINH CHUA CHAY:

1/ Viéc gay chay cé thé ¢é cac nguyén nhan:
- Chay do co so chap dién.

- So xuit bat can

- Vi pham noi qui

— Pha hoai

- Chay lay lan tir bén ngoai

2/ Tinh hudng xay ra va xir Iy cu thé:

- Té co dién va to bao vé: Clp Automat hodc cau dao nhanh , hé to chay, chay, chay,..
bam chudng hoic kéng lién tuc, dién thoai cho s6: 114-8911.294

- Hudéng din va chi huy cong nhan, di chuyén ngudi, hang hoa va tai san ra khoi khu
vuc chay.

- Cr nguoi lién lac voi doi PCCC va ra cong don dudng chi cho xe vao co s& chay.

— Chi huy d6i PCCC phai nim rd tinh hinh va thong bao cho cong nhén cu thé : loai vat
liéu dé chay,. Khu vyc chay, huéng lay lan va cac thong tin khéc....

D. NHIEM VU CUA LUC LUQNG PCCC TAI CHO :

— Nguoi phat hién phai ho to, bdo dong cho moi ngudi trong phan xudng.

- Cip cau dao dién khu vuc chay va toan bd phan xudng.

- Str dung nhanh chong cic phuong tién tai chd dap tit dam chay.

- Nhanh chéng cép ciru ngudi bi nan ra khoi khu vuc chay.

-~ Di chuyén tai san ra khoi khu vuc chay.
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— bién thoai cho luc lugng chira chdy chuyén nghi€p 114 hoac 8911 294, cir nguoi ra
don va chi duong cho xe chira chay.

- Cung cip thong tin vé vat tu , chit chay, ngudn nudc, duong di chuyén cho luc luong
PCCC chuyén nghiép biét.

- Két hop voi Cong an dia phuong bao vé hang héa trat tu an ninh trong khu vuc co so.

- Khi dam chay duoc dap tat, chi huy chita chay tai chd ra 1énh giit nguyén hién truong
cho kiém tra két luan cta Cong an thanh phé moi dugce thu don hién truong.

Noi nhin: TONG GIAM POC CONG TY

XAC NHAN CUA CO QUAN PCCC:
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Ty do — Hanh phiic

So: ... ey NEAY ... ... thang...... nam... ...

NOI QUY PHONG CHAY CHUA CHAY

Dé dam bao an toan tai san trang thiét bi nha xudng, an ninh trat tu cia Cong ty, nay qui dinh viéc
Phong chay chita chay nhu sau:

Diéu 1:

Diéu 2:

Diéu 3:

Diéu 8:

Phong chay va chita chay 14 nghia vu ciia toan thé Can b — Céng nhan vién Cong ty ké ca
khach hang dén cong tac tai Cong ty.

Cam khong str dung ltra, cti dun nau, hat thuoc trong kho, noi san xuat, dung day dong,
day bac thay cau tri, dung day dién cam tryc ti€p vao 6 cam di€n, dé cac chat chay gan
cau chi, bang dién va trén day dan dién.

Sap xép trat tu vat tu hang hoa trong kho, khu vuc san xuit gon gang, sach s&. Xép riéng
timg loai c6 khoang cach ngin chay, xa mai nha, xa tuong dé tién viéc kiém tra hang hoa
va clru chira khi can thiét. Khi sir dung xing cong nghiép, hoa chét phai that can than,
tuan theo hudng dan sir dung.

: Khi xuat nhap hang hoa xe khong duoc né may trong kho noi san xuat va khi dau xe, phai

hudng dau xe ra ngoai.

: Khong dé cac chudng ngai vat trén 16i di lai.

: Phuong tién dung cu chita chay phai dé noi d& thay, dé 1y, khong duoc str dung vao viée

khac.

: Ai thyuc hién tdt qui dinh nay s€ dugc khen thudng, ai vi pham s€ tuy theo mirc o ma xu

Iy tir canh cao dén thong bao dén co quan nha nudc cé thim quyén dé truy td trudc phap
luat.

Noi qui ndy c6 hiéu luc ké tir ngay ky.

Ha Noi, ngay.... thdng ...... nam 2023
TONG GIAM POC

AR
Cam?
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HE THONG QUY DINH TRONG DOANH NGHIEP

6. QUY DINK QUAN LY,
CAP PHAT VA SU DUNG
VAN PHONG PHAM
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Cene?

QUY PINH

N /4 -
K2a%_ DICH VU HANH CHINH CONG VIET NAM AN AN
: U LYV

Turvéin dich vu céng cho doanh nghiép, t6 chic, cd n

PHONG PHAM

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:
Stra ddi:
LAn ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT Ngay phan phdi = B¢ pha . :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY DPOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chit ky

\&/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan

Semy?
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I - MUC PiCH:

- Quan ly dugc viéc sir dung vin phong pham trong cong ty, dam bao du nhu ciu, sir dung tiét
kiém.

II - PHAM VI:

- Quy dinh nay 4p dung cho viéc quan 1y va sir dung vin phong pham trong cong ty.

II1 - PINH NGHIA:
- VPP: “van phong pham”

IV — NOI DUNG:

1. Tiéu chuin sir dung viin phong pham:

- Bang tiéu chuan cac loai vin phong phiam theo mau HC — 10 — BMO1 dinh kém quy trinh nay.

- Tat ca cac loai van phong pham dugc sir dung chung tiéu chuan khong phan biét cac chirc danh,
trir cc loai vin phong phim dugc phan cip nhu sau.

- Pdi véi cac chirc danh quan 1y hodc chuyén vién quan trong, thi ngoai cac loai vin phong pham
chung trén ddy, cac loai viét, s cong tac duge quy dinh voi gia tri mua/don vi nhu sau.

STT CHUC DANH BUT SO CONG TAC
1 | Giam ddc diéu hanh; Giam dbc khéi 50.000-150.000 Cong ty cip
2 | Giam déc nha may, Giam ddc chi nhanh 25.000-35.000 Cong ty cap
3 | Trudng phong va twong duong 15.000-25000 Cong ty cip

2. Dinh mirc sir dung:

- Mobi loai VPP phai c¢6 dinh murc st dung. Phong HC 13p dinh murc sir dung tam tinh, dinh mirc
st dung tam tinh dugc thao luan théng nhét véi Trudng bo phan, sau do chuyén BGD Cong ty
duyét.

- Hang quy, Phong HC c6 trach nhiém ra soat lai dinh mtrc st dung VPP cho phu hop, truong
hop do ¢6 su thay ddi, Truong bo phan dé nghi Phong HC cung nghién ciru dé thay doi dinh
muec.

- Dinh mtc st dung vin phong pham dugc quy dinh theo mau: HC — 10 — BMO2.

3.  Quy trinh cap phat.

- Vao ngay 28 hang thang, cac bd phan lap gidy dé nghi VPP cua thang sau theo biéu mau: HC —
10 — BMO03, chuyén Truong bd phan duyét, sau d6 chuyén Phong HC xem xét.

- Phong HC c¢6 trach nhiém kiém tra dinh muc s dung theo quy dinh, néu khong dung thi
chuyén cho bd phan dé nghi chinh stra lai, néu ding tong hop tit ca cac bang dé xuat va lam
bang téng hop thi chuyén BGD duyét.
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Cin cur trén gidy dé nghi dugce duyét, Phong HC tién hanh lién hé nha cung tmg dé mua VPP
theo yéu cau.

VPP dugc mua lam 02 14n, lan 1 tir ngay 01 — ngay 05 cta thang, 14n 2 tir ngay 15 — 20 cia
thang. MOdi lan mua bang 60 % tong nhu cau cia thang (muc ton kho 1a 20 %).

Viéc cap phat thuc hién 1am 02 lan, lan 1 tir ngay 01 — ngay 05 cuia thang, 14n 2 tir ngay 15 — 20
ctia thang. Mdi lan cp phat bang 50 % nhu ciu cia thang. Sau khi kiém tra xong thi ngudi
nhan VPP ky tén vao bién ban cip phat mi sé: HC — 10 — BM04.

4. Cép phat dot xuit:

- Khi ¢6 nhu cdu VPP dot xuat, ngudi c6 nhu cau lap gidy dé nghi VPP theo biéu mau: HC — 10
— BMO5, chuyén Trudng bd phan duyét, sau d6 chuyén Phong HC xem xét.

- Phong HC c6 trach nhiém kiém tra dinh muc st dung theo quy dinh, néu khong dung thi
chuyén cho bo phan dé nghi chinh sira lai, néu dung thi chuyén BGD duyét.

- Cin cir trén gidy dé nghi duoc duyét, Phong HC tién hanh lién hé nha cung tmg dé mua VPP
theo yéu cau.

- VPP dugc cap phat ngay sau khi nhan vé cho ngudi sir dung. Viéc cap phat ciing phai ky nhan
vao thé kho.

5. Quan ly va sir dung VPP:

- CNV duoc cip phat VPP phuc vu cho cong viéc duge giao trén co s¢ ding muc dich sir dung,
str dung tiét kiém, tranh lang phi.

- Trudéng bd phan 13 nguoi chiu trach nhiém huéng dan va kiém tra truc tiép viéc su dung VPP
cia CNV truc thudc.

- Phong HC c6 trach nhiém 1ap thé kho theo d&i sir dung VPP trong cong ty. BPam bao dinh muc
ton kho 1a 20 %.

V. PHU LUC:

1. Bang tiéu chuén van phong pham ma s6: HC — 10 — BMO1

2. Bang dinh mirc vin phong phdm mi s6: HC — 10 — BM02

3. Gidy dé nghi tong hop van phong pham hang thang mi s6: HC — 10 — BMO03

4. Sb cap phat VPP mi s6: HC — 10 - BM04

5. Gidy dé nghi VPP ma s6: HC — 10 — BMO05

o [ &

N )
“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tur Liém, Ha No¢i

N/ DICH VU HANH CHINH CONG VIET NAM



TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phic
So: ... o, NAY......thadng......nam......

BANG TIEU CHUAN VAN PHONG PHAM

TIEU CHUAN ]
STT | LOAI VPP : i : GHI CHU
QUY CACH | CHAT LUONG GIA
NGUOI PE NGHI TRUONG PHONG HC GIAM POC
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Déoc 1ap — Ty do — Hanh phic
So: ... o, NEAY......thang......nam......
GIAY DE NGHI VAN PHONG PHAM HANG THANG
BO PhAN:..eeeeeeeererreeeeeeeeeeen Thang .....nam 200....
STT TEN VPP PVT ll:)f:lg STT TEN VPP PVT S6 lwong
1 |Gidy A4 Gram 36 [Bianit Cai
2 |Gidy Decal Gram 37 [Biala Cai
3 |Bia A4 mau To 38 [Tampon Cai
4 |PXK lén Quyén 39  |[Hop muc dau Hop
5 [PXK nho Quyén 40 [Kéo bim Cay
6 [PNK 16n Quyén 41 |Dao trd gidy Cay
7 [Phiéu thu Quyén 42 |[Ludi dao trd nho Cay
8 [Phiéu chi Quyén 43 [But 16ng bang xanh Cay
9 |SH tam ting Quyén 44 Bt 16ng bang do Cay
10 |S6 quy tién mat Quyén 45 Bt 16ng diu xanh Cay
11 |S6 chi tiét thanh toan  |Quyén 46  [Tap 100 tr Quyén
12 |Sé tién giri ngan hang  |Quyén 47 [Tap 200 tr Quyén
13 [Kéo Cay 48  |Chubt chi Cai
14 |Thuéc ké 30cm Cay 49 |HO nudc Bén Nghé 35 ml  (Chai
15 |Thudce ké déo Cay 50 [Kep buém Cai
16 [Pia mém Cai 51 |Ké r6 nhua Cai
17 [P bdm kim Cai 52 (G& kim cang cua Cai
18 |Kim bam Hop 53 |Bia phan trang mau To
19 |Bim 15 Cai 54 Bt nhi1 bac Cay
20 |Accor nhua cai/hdp 55 Butchi 2B Cay
21 But da quang TL Cay 56 |Butxoéa TL Cay
22 |Gidy than Horse 16n To/xép 57 Bat TLO27 xanh Cay
23 |Gidy than Horse nho To/xép 58 |Bat TL027 do Cay
24 |Gidy Note 3x3 Xap 59 Rudt chi vang Hop
25 |Keo trong 16n Cudn 60 [Keo mouse cuon
26 |Keo vang Cudn 61 [Bia 15 nylon Cai
27 |Keo trong 1,2F Cudn 62
28 |Keo trong VP Cudn 63
29 [Keo gidy 1,2F Cudn 64
30 [Keo gidy 2,4F Cudn 65
31 |[Keo 2 mat 1,2F Cudn 66
32 |Keo 2 mat 2,4F Cudn 67
33 |Bia cong 3F Cai 68
34 |Bia cong SF Cai 69
35 |Bia trinh ky d6i Cai 70
Ngay....thang.....nam 2023
GIAM POC DUYET PHONG HC TRUONG BQ PHAN NGUOI PE NGHI
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TRUNG TAM DICH VU
HANH CHIiNH CONG

GIAY PE NGHI VAN PHONG PHAM HANG THANG

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tu do — Hanh phic

Bophan:........................... Thang .....nam 2023
STT TEN VPP pvr | S0 STT TEN VPP PVT S6 lwong
lwong |
1 |Gidy A4 Gram 36 Bia niit Cai
2 |Gidy Decal Gram 37 Bia 14 Cai
3 |Bia A4 mau To 38 Tampon Cai
4 |[PXK 16n Quyén 39 Hop muc dau Hop
5 [PXK nho Quyén 40 Kéo bam Cay
6 |PNK16n Quyén 41 Dao trd gidy Cay
7  |Phiéu thu Quyén 42 Ludi dao trd nho Cay
8  [Phiéu chi Quyén 43 But 16ng bang xanh Cay
9 |S6 tam tng Quyén 44 But I6ng bang do Cay
10 |S6 quy tién mat Quyén 45 Bt 16ng dau xanh Cay
11 |S6 chi tiét thanh todn  |Quyén 46 Tap 100 tr Quyén
12 |S4 tién guri ngan hang Quyén 47 [Tap 200 tr Quyén
13 [Kéo Cay 48 Chudt chi Cai
14 |[Thudc ké 30cm Cay 49 HO nuéc Bén Nghé 35 ml  (Chai
15 |Thudc ké déo Cay 50 Kep buém Cai
16 |[Dia mém Cai 51 K& r6 nhya Cai
17 [P bdm kim Cai 52 GO kim cang cua Cai
18 |Kim bim Hop 53 Bia phén trang mau To
19 |Bdm 16 Cai 54 Bt nhi bac Cay
20 |Accor nhya cai/hop 55 But chi 2B Cay
21 |Butdaquang TL Cay 56 But x6a TL Cay
22 |Gidy than Horse 16n To/x4p 57 Bt TL027 xanh Cay
23 |Gidy than Horse nho To/x4p 58 Bt TL027 do Cay
24 |Gidy Note 3x3 Xép 59 Rudt chi vang Hop
25 |Keo trong 16n Cudn 60 Keo mouse cudn
26 |Keo vang Cudn 61 Bia 16 nylon Cai
27 |Keo trong 1,2F Cudn 62
28 |Keo trong VP Cudn 63
29 [Keo gidy 1,2F Cudn 64
30 [Keo gidy 2,4F Cudn 65
31 |[Keo 2 mat 1,2F Cudn 66
32 [Keo 2 mit 2,4F Cudn 67
33 |Biacong 3F Cai 68
34 |Bia cong SF Cai 69
35 |Bia trinh ky doi Cai 70
L , ngay....thang.....nam 20...
GIAM POC DUYET PHONG HC TRUONG BQ PHAN NGUOI PE NGHI
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Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phic
So: ... .., NEAy......thang......nam... ...

GIAY PE NGHI VAN PHONG PHAM

Ngudi yéu ciu: Bo6 phan:
Ly do:
STT | LOAI VAN PHONG QUY CACH SO THOI GIAN
PHAM LUQNG YEU CAU
....... ngay......thang.....nam......
NGUOI YEU CAU TRUONG BQ PHAN PHONG HC
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HANH CHINH CONG Péoc 1ap — Tu do — Hanh phic
S6: ... .., NEAy......thang......nam... ...

SO CAP PHAT VAN PHONG PHAM

THOI | LOAI VAN PHONG SO

GIAN PHAM LUONG BO PHAN KY TEN
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HE THONG QUY DINH TRONG DOANH NGHIEP

1. QUY DINH QUAN LY
CON DAU
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HANH CHINH CONG Péc 1ap — Tw do — Hanh phic

So: ... e, NZAY ... ... thang......nam......

SO THEO DOI PONG DAU

Nga A v o So Nguoi dé s on Nguoi dén .
say Tén van ban Nguoi ky gwo1 Ky tén suo1 cong Ghi chu
gio lugng nghi ky tén
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/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, té churc, ca nhan

QUY PINH
QUAN LY CON DAU

Mai tai liéu: HC-06

Ha Noi, 15/02/2023




\,ﬁ‘y DICH VU HANH CHiNH CONG VIET NAM

Cemy? Tur vén dich vy cong cho doanh nghiép, t6 chic, cd nhan

QUY PINH
QUAN LY CON DAU  si asi

S6 ma ky hiéu: NS-Qb-01
Ngay c6 hiéu luc:
Trang:

LAn ban hanh:

1. PHAN PHOI

Phan phéi Thu nhin tai li¢u 16i thoi
STT Ngay phan phdi B0 pha _ _ :
gayp P 0 pA an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY DOI
Ngay sira d6i Vi tri Noi dung sira doi Lén sira Ghi chu
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét
Ho va tén
Chir ky

\;ﬁ‘\/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan

Semy?

e DT: 0902251359 / Email: info@dichvucong.vn
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Hung, Mé Tri, Nam Tur Liém, Ha No¢i




I/ MUC PiCH:

bam bao viéc st dung dung quy dinh, myc dich.

Tranh viéc dong dau sai muc dich.

II/ PHAM VI:

Ap dung cho toan bo cong ty.

111/ PINH NGHIA:

Khong co.

IV/ NOI DUNG:

1.

2.

Lam con dau:

Truong hop cong ty mo thém phép nhan méi hodc mé thém chi nhanh (va dugc giam dbc dong
y), cong ty s& tién hanh 1am con déu cho cac don vi truc thudce.

Thuc hién thu tyc 1am con dau do phong HCQT dam nhiém hodc do giam ddc uy quyén cho bo
phén khéc.

Viéc lam con diu tron phai ding theo trinh ty, thu tuc do nha nudc quy dinh vé viéc lam con
dau.

Céac con diu vuong...do cong ty tu lam dé phuc vu hoat dong quan tri khong thugc pham vi diéu
chinh cua quy dinh nay.

Quy trinh déng diu:

2.1 Nhdn théng tin déng déu:

Nhaén vién van thu chiu trach nhiém giit con ddu va thuc hién thu tuc dong dau.

Khi cac bd phan c6 nhu cau déng dau phai lién hé voi nhan vién van thu dé dong déu, thoi gian
dong dau 1a thoi gian gio hanh chinh theo quy dinh ctia cong ty. Do vy cac bo phan ¢ nhu cau
dong dau ngoai gid phai lién hé dang ky trudc.

Truong hop nhéan vién van thu di cong tac hodc vang mit thi phai ban giao con dau cho Trudng
phong HCQT theo quy ché sau day:

+ Con dau phai dugc dé trong ti riéng, chia khoa tii do Truéng phong HCQT hoic Trg 1y TP
gitr.

+  Niém phong ti phai do nhan vién van thu va Truéng phong/hodc Tro ly cung ky tén vao
niém phong.

+  Khi nhan vién van thu vé ma khoa niém phong khong con thi phai lap bién ban vu viéc co
chir ky cua quan ly ngay.

+ Truong hop nhan vién vin thu di ving ma cong ty c6 nhu cau déng dau va néu nhu cau
dong diu 1a gip thi ngudi dugc giao chia khoa cing voi bao vé mé niém phong, sau d6 dong
dau theo s6 ban yéu cau va ghi day du thong tin vao sb theo ddi dong dau, ngudi dong dau,
ngudi duge dong diu va nhan vién bao vé cing ky tén vio so.

%,
“m‘l Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan
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+ Sau khi dong dau xong, nguoi dong dau cho s6 va dau vao tu, khoa lai va dan niém phong co
chir ky ctia nguoi gitr chia khéa va bao v¢. Bao vé phai chirng kién viéc dan niém phong.

2.2 Xdc dinh tham quyén doéng dau.

Chi duy nhat Chu tich hoi ddng quan tri, giam ddc cong ty duge quyén ky tén va dong dau van
ban.

Dbi voi cac chire danh khac phai duoc su uy quyén bang vin ban cia giam déc.

Vin ban uy quyén phai chuyén cho ngudi giit con dau 01 ban photo c6 doéng dau. Trudng hop
nhan vién van thu giit con ddu khong nhan dugc vin ban thi c6 quyén yéu cau nguoi xin dong
dau giai trinh theo quy dinh nay.

2.3 Tién hanh déng dau theo sé ban yéu cau:

2.4 Ghi hé so theo dbi:

Sau khi dong ddu xong, nhan vién vian thu phai ghi noi dung déng dau vao so theo doi dong dau
theo mau : HCQT — DD — 01.

Quan Iy con déu.

Nhén vién vin thu phai dam bao luén c6 hop muc phong ngira va mdi tuan vao thu hai phai
kiém tra hop myc dinh ky. Néu hop muc bi kho hay hét thi phai lam thu tuc di mua ngay.

Con dau ludn ludn phai dé trong ti khoa lai trong thoi gian khong sir dung, nhan vién van thu
khong duogc giao con ddu cho ngudi khong co tham quyén.

V/ BIEU MAU KEM THEO:

1.

S6 theo ddi dong dau: Mi sb 61L.HC-06-BMO1

o& L &

)
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DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY DINH TRONG DOANH NGHIEP

8. QUY DINH QUAN LY
GIO CONG LAO DONG

0902251359 (%)
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Tu van dich vu céng cho doanh nghiép, té chirc, cd nhéan

QUY PINH
QUAN LY GIO CONG LAO PONG

Mai tai liéu: NS - 19




\,ﬁ‘, DICH VU HANH CHINH CONG VIET NAM

Nemg?  7uvindich vy cong cho doanh nghigp, t6 chi, cé nhan

QUY PINH

LAO PONG

S6 ma ky hiéu: NS-Qb-01
Ngay c6 hiéu luc:

QUAN LY GIO CONG  Trang:

Stra doi:
LAn ban hanh:

1. PHAN PHOI

Phén phoi Thu nhin tai li¢u 16i thoi
STT Ngay phin phdi . B0 pha _ . .
gayp P °p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY POI
Ngay sira d6i = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan
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I/ MUC PiCH:

Quan Iy thé cham cong clia nhan vién.
Quan ly gio tang ca.

Quan ly thoi gian di cong tac.

1I/ PHAM VI:

Ap dung cho toan bo cong ty.

111/ PINH NGHIA:

Khong co

IV/ NOQI DUNG:

1.

Quan ly thé cham cong:
Toan bg nhan vién dugc cap thé cham cong dé xac dinh cong cua minh.

Thé cham cong 1a tai san cta cong ty, nhan vién co trach nhiém gilr gin thé chadm cong can than.
Néu thé cham cong bi mat, nhan vién bi trir 5 diém trong bang danh gia cong vi¢c hang thang.

Nhan vién khong dugc nhd nguoi khac bam thé cham cong ho hodc bam thé cho ngudi khac.

Trong truong hop mat thé chAm cong, nhan vién phai lam bang tudng trinh chuyén cho quan 1y
ky, sau d6 chuyén cho phong nhan sy va phai 1ap bang xac nhan cong trong thoi gian bi mét the.
Phong nhan sy c6 trach nhiém chuyén thé chAm céng méi ngay sau khi nhan duoc gidy dé nghi.

Di cong tac:

Nhén vién di cong tac bén ngoai phai 1am gidy dé nghi di cong tac, c6 chit ky cta quan 1y truc
tiép va xac nhan cta ngudi co thim quyén cho di cong tac (trir truong hop co quyét dinh cho di
cong tac ctia giam dbc cong ty).

Sau khi di cong tac vé, nhan vién phai lam gidy xac nhan thoi gian 1am viéc ¢ chir ky cua
ngudi quan 1y truc tiép cua ngudi di cong tac, sau d6 chuyén sang phong nhan sy lam céin clr
tinh luong.

Mirc luong trong thoi gian di cong tac dugc quy dinh chi tiét trong quy ché di cong tac

Dbi v6i nhan vién di cong tac nhung di trong gid 1am viée (van bim duoc gid vao va gid ra) thi
khong phai chuyén gidy cong tac cho phong nhén sy va van duoc hudng nguyén luong.

Tang ca:

V6i truong hop nhan vién lam tang ca thi phai c6 gidy dé nghi ting ca va phai duogc quan 1y c6
thAm quyén phé duyét theo miu: NS — 19 — BMO1.

Sau khi ting ca xong, thi gidy dé nghi ting ca phai dugc xac nhan boi nguoi co tham quyén la
cong viéc do6 da dugc thuc hién.

\/ DICH VU HANH CHINH CONG VIET NAM
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Péi voi truong hop khéi luong cong viée phat sinh can phai lam vuot qua 7 % s6 thoi gian 1am
viéc cua ca bo phan hodc ciia mot chirc danh thi giam ddc bo phan phai lam phuong an dé nghi
tang ca tir dau thang chuyén cho phong nhan sy va giam doc diéu hanh phé duyét.

Gidy dé nghi ting ca phai dugc chuyén cho phong nhan sy chim nhét 2 ngay ké tir ngdy ting ca.
Cudi mdi thang phong nhén sy tap hop s6 luong gidy dé nghi ting ca, kiém tra v6i phuong an
dé nghi ting ca (néu co) dé ddi chiéu véi tinh chinh xac. Néu nhu vuot chi tiéu vé mit thoi gian
nhu trén ma khéng c6 phuong an dugc duyét thi cong ty s& trir vao tién trach nhiém cta giam
dbc bd phan do.

Bang chim cong

Déi v6i cac chi nhanh, dy 4n khong sir dung may cham cong thi quan 1y chi nhanh hodc quan 1y
du an c6 trach nhiém 1ap bang chim cong theo mau: NS — 19 — BMO02.

Viéc chdm cong phai dugc thuc hién hang ngay.

Cham nhat vao ngay 2 thi quan Iy phai gii cho phong nhan sy bang chim cong (dd duoc ghi
chép day du va ky tén).

Xé4c nhan thoi gian lam viéc

Déi véi cac truong hop nhan vién di cong tac, mét thé chdm cong, hodc khong bam duoc thé thi
nhan vién phai viét gidy dé nghi xac nhan thoi gian 1am viéc theo mau: NS — 19— 03.

Déi voi cac trudng hop nhan vién 1am viée tir xa, nhan vién 1am viéc 4o khong ap dung chim
cong hang thang. Viéc tra luong cho nhan vién do s€ dugc ap dung theo hi¢u qua cong viéc.
Gidy x4c nhan phai c¢6 chit ky cta quan 1y, ctia bd phan quan 1y cong viéc trong thoi gian do,
ctia nguoi 1am ching (néu can thiét).

Gidy x4c nhan phai chuyén cho phong nhan sy sau it nhat 2 ngay ké tir ngay trd lai lam viéc
binh thuong va khong quéa ngay 2 cua thang sau.

V/ BIEU MAU KEM THEO:

1.
2.
3.

Gidy dé nghi tiang ca mi s6: NS — 19 — BMOL.
Béang cham cong mi s6: NS — 19 — BM02.

Béang x4c nhan thoi gian lam viée mi s6: NS — 19 — BMO03.

& [ &
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
So: ... ., NEAY......thang.....nam... ...

GIAY PE NGHI TANG CA

Ngay tang ca: ...... thang ...... nam ......

LY 0 TANZ CAT oottt et h bttt h e b e et h e bt et e e h e e s bt e e e at e bt enteeatenbeens

Dé nghi cong ty chap thuan cho toi dugc ting ca.

] THOI GIAN
ST A BO ) Nhan vién | Nguwoi xac
T HO VA TEN MSNV pHAN (Tw ky nhan nhin
’ ....dén....) ’ :
NGUOI PE NGHI TRUONG BP TP.NHAN SU’
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
S6: ... e, NEAY ... ... thang......nam... ...
BANG CHAM CONG
Thang:.......... nam 2023 Bophan:................ooeinn ; trngay...... thang...... nam 20....dén ngay...... thang...... nam 20.......
STT Ho (o Thir hai Thir Ba Thir Tw Thir N3m Thir Sau Thir Bay Gehi
o ten MSNV | Sing | Chidu | Sang | Chidu | Sang | Chidu | Sang | Chidu | Séng | Chidu | Sang | Chidu “«hu
PHONG HCNS TRUONG BQ PHAN NGUOI LAP
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Cemy?
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic
S6: ... oo, NEAY......thdng.....nam... ...

BANG XAC NHAN THOI GIAN LAM VIEC

Kinh giwri: Bo phdn Nhin sw

B¢ nghi cap trén va phong NS xac nhan gio cong lam viéc cho tdi nhu sau:

STT @ Ngay Thoi gian Noi dung cong viéc Ly do cin xdc nhan

Tran trong cam on!
Phan y kién ciia quan ly:

NGUOI PE NGHI QUAN LY PHONG NS

e DT: 0902251359 / Email: info@dichvucong.vn
® Dja chi: P402, T. ang 4, Thap A, Keangnam, Pham
Hung, Meé Tri, Nam Tw Liém, Ha Noi
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9. QUY DINH QUAN LY
NHAN SU
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QUY PINH
QUAN LY NHAN SU

Mai tai liéu: NS-19
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Cems? Tur van dich vu céng cho doanh nghiép, t6 chic, cd nhén

QUY PINH

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu luc:
Trang:

QUAN LY NHAN SU’  sina déi:

LAn ban hanh:

1. PHAN PHOI

Phén phoi Thu nhin tai li¢u 16i thoi
STT Ngiy phan phdi . B0 pha : o :
8y P P © pﬂ an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY DPOI
Ngay sira d6i = Vi tri Noi dung sira doi Lan sira Ghi chua
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét
Ho va tén
Chir ky

I - MUC PiCH:
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Gitip cho Phong HCNS quan 1y nhén sy tir khi vao cong ty cho dén khi nghi viéc.

Hb tro Trudng cac bo phan trong viéc quan Iy nhan su.

II - PHAM VI:

Ap dung cho toan cong ty.

II1 - PINH NGHIA:

CNV: Cong nhan vién.
HCNS: Hanh chinh Nhan sy
QDQLNS: Quy dinh quan ly nhan sy.

IV - NOI DUNG:
1.

Tuyén dung nhén vién:
Quan ly viéc tuyén dung nhan vién dugc thuc hién theo Thu tuc Tuyén dung.
Mai s6 cong viéc va ma s6 nhan vién:
MBbi loai cong viéc s& duoc ghi mot loai ma s6 tao diéu kién cho viéc tuyén dung, dao tao,
phan tich mé ta cong viéc... Ma cong viéc duoc viét tit dudi dang: chiv viét tit hoa cua bd

phan — chir viét tit hoa cua vi tri cong viéc (b?mg tiéng Anh), vi du: Nhan vién bao tri —
Phong Hanh chanh nhan sy (Maintenance Staff — HR Dept) 1a HR — MS.

Ma s6 nhén vién duogc viét tit dudi dang: chir viét tit hoa ctia bd phan (bang tiéng anh) — sd
thtr tu (sé tién, hai chit sé). Vi du nhan vién bao tri ma s6: HR — 02.

Trudng hop c6 su thay ddi, thuyén chuyén nhan su thi Phong HCNS tién hanh thay d6i ma
s6 nhan vién va bao cho Trudng bd phén, cd nhan lién quan dugc biét.

Phong HCNS lap danh sach mi sé cong viée trinh Giam ddc cong ty duyét va thong bao
cho cac bo phan biét.

Phong HCNS chiu trach nhiém quan Iy mi s6 cong viéc va mi s6 nhan vién.
Danh sach CNV Cong ty:

Danh sach CNV gdm céc cot sau: S6 thir tw, ho tén nhan vién,ngdy thang nim sinh, gi6i
tinh, ho khau thudng tru, noi tam tri — noi ¢ hién nay, s6 CMND, S6 dién thoai lién lac.

Danh sach CNV do Phong HCNS lap va cap nhat hang thang chinh x4c theo biéu mau:
1/BM-QDQLNS.

Quan 1y hd so nhén su:

Phong HCNS chiu trach nhiém to chirc viéc quan 1y hd so cia CNV day du theo yéu cau
ctia Thu tyc Tuyén Dung.

CNV c¢6 trach nhiém cung cdp day da ho so phuc vu cho nhu cau quan 1y cta cong ty.
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5. Quan ly gio cong lao dong:

- Bang chdm cong: Cong ty lap bang chdm cong dé theo dbi thoi gian lam viée ciia nhan vién
theo biéu miu: 2/BM-QDQLNS. Truéng bd phan co trach nhiém cung cap bang chim
cong cho Phong HCNS kiém tra dot xuat vé thoi gio 1am viée ciia nhéan vién.

- Khi ¢ nhu cau ting ca, bo phan va ca nhan goi gidy dé nghi ting ca theo biéu mau: 3/BM-
QDQLNS, va chuyén vé cho Phong HCNS, truong hop khong chuyén kip thi phai chuyén
vé cham nhat hét ngdy hom sau. Trudng bd phan cé trach nhiém cham cong gio ting ca
vao bang chdm cong cho nhan vién theo biéu miu: 4/BM-QDQLNS va chuyén bang chdm
cong cho Phong HCNS cham nhat hét ngay hom sau.

- Gidy cong tac: CNV di cong tac phai co gidy cong tac do Trudng bd phan ky, gidy cong tac
phai chuyén kém bang chim cong vé Phong HCNS vao cudi ky két toan.

6. Quan ly dao tao va phat trién ngudn nhéan hrc:
Quan ly viéc dao tao va phat trién ngué)n nhan Iuc duogc thuc hién theo Thu tuc Pao tao.
7. Quan 1y lwong, thwéng, ché dd cho nguoi lao dong:
Thuc hién theo quy ché lvong thudng va ché do cho ngudi lao dong.
8. Quan ly nghi phép:
- CNV dugc nghi phép theo quy dinh cta ndi quy lao dong cia cong ty.

- CNV mubn nghi phép phai lam gidy d& nghi theo biéu miu: 5/BM-QDQLNS, chuyén
Truéng bod phan ky, sao d6 chuyén phong HCNS xem xét, néu Phong HCNS dong ¥ thi
CNV méi duge nghi.

- Tru6c khi duyét dong ¥ cho nhan vién nghi phép, Trudng b phan phai thu xép cong viéc
cho nguoi khac lam thay, ddm bao cong viéc dugce thuc hién trdi chay.

- Truong hop Trudng bd phan xin nghi phép hoac nhan vién nghi viéc tir 4 ngay trd 1én thi
Phong HCNS phai chuyén gidy nghi phép cho Ban Giam ddc duyét.

9. Quan ly nghi viéc riéng:
- CNV dugc nghi viée riéng theo quy dinh cua ndi quy lao dong cia cong ty.

- CNV mudn nghi viéc riéng phai 1am gidy dé nghi theo biéu miu: 6/BM-QDQLNS, chuyén
Truéng b phan ky, sao d6 chuyén phong HCNS xem xét, néu Phong HCNS dong ¥ thi
CNV moéi duge nghi.

- Trudc khi duyét dong ¥ cho nhan vién nghi viéc riéng, Truong bd phan phai thu xép cong
viéc cho nguoi khac lam thay, dam bao cong viéc dugc thuc hién tréi chay.

- Truong hop c6 viéc gip thi CNV dugce nghi nhung CNV ¢6 trach nhiém giai trinh cho
Phong HCNS biét 1y do va van phai 1am don xin nghi viéc riéng bu.

- Truong hop Trudéng bo phan xin nghi viéc riéng hodc nhan vién nghi vi¢c tir 4 ngay trd 1€n
thi Phong HCNS phai chuyén gidy nghi viéc riéng cho Ban Giam déc duyét.

e DT: 0902251359 / Email: info@dichvucong.vn
o Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Meé Tri, Nam Tw Liém, Ha Noi
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10. Pi¢u dong nhan vién:

- Viéc diéu chuyén nhan su tir Bo phan nay sang Bo phan khac phai dugc cip Truong quan
1y ca hai Bo phan nay dong y va gidy chuyén phai thong bao cho P HCNS.

- Viéc chuyén nhan sy trong bd phan tam thoi phuc vu cho hoat dong san xuét kinh doanh
trong mot bo phan do Trudng bd phan d6 quyét dinh. Tuy nhién viéc chuyén doi phai
duoc thong bao ngay cho Phong HCNS biét dé quan 1y nhan sy va cong tac tinh luong.
Truong hop chuyén nhan su qua 10 ngay thi phai duoc Truong phong HCNS dong .

- Viéc chuyén d6i nhan vién vin phong, can b cap to truong tré 1én phai duge Giam ddc
phé duyét.

Khi tién hanh chuyén doi, Ngudi c6 thim quyén chuyén d6i phai ban giao sd ngudi tir bo
phan chuyén ddi toi bd phan méi. Trong thoi gian chuyén ddi nhan sy, CNV truc thudc
toan quyén quan 1y ctia Truéng bo phan méi.

11. Xir ly vi pham ky luét:

- Vige xu Iy vi pham ky luét thyc hi¢n theo ndi quy lao dong va Thu tuc xir 1y vi pham ky
luat va xem xét khiéu nai vé thi hanh ky luat.

12. Quan ly nghi viéc:

- Khi nghi viéc, nhan vién viét don xin nghi viéc theo mau: 7/BM-QDQLNS chuyén lén
Trudng bd phan xem xét, néu dong y thi Truong bd phan chuyén don cho Phong HCNS
xem xét, Phong HCN'S s& xem xét don, tim hiéu tdm tu nguyén vong ctia ngudi lao dong.
Trudng hop khong thuyét phuc duge, ca hai bén déu dong y theo don xin nghi viéc thi
chuyén don cho BGD duyét va ra quyét dinh nghi viéc.

- Phong HCNS lap danh sich CNV nghi viéc theo biéu miu 8/BM-QDQLNS va hang
thang cap nhat danh sach nghi viéc vao cudi thang.

- Khi nhén dugc thong tin vé nghi viéc cuia nhan vién, Phong HCNS yéu cau nhan vién ban
giao cong viéc, 1ap bién ban ban giao, chuyén bién ban ban giao vé phong HCNS. Sau
khi nhan dugc bién ban ban giao, Phong HCNS lap bang dé nghi cac loai ché do cho
nhan vién nghi viéc va chuyén cho Giam ddc duyét, sau d6 chuyén cho Phong Ké toan
thanh toan. Phong HCNS moi nhan vién nghi viéc dén lam Thu tuc nghi viée gdm giai
thich ché d6 nghi viéc, viéc tra ho so, 1am gidy chimg nhan cong tac.

- Trudng hop nhan su nghi ngang khong bao cho cong ty biét, Trudng bd phan ¢ trach
nhiém béo cho Phong HCNS biét. Phong HCNS sé& goi thur thong bao chdm dut hop dong
lao dong dén cho duong su, hen ngay dén lam viéc. Truong hop nhan su dén cong ty thi
thuc hién theo budc trén, néu nhan su khong dén thi lap quyét dinh sa thai nhan vién va
lru ho so, phan luong chua tra s& duoc thu vé phong ké toan.

- Sau khi da hoan tat xong thu tuc nghi vi¢c, phong HCNS loai nhan sy khoi danh sach
CNV cong ty va loai riéng hd so nghi viéc.

V — TAI LIEU THAM KHAO:
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Noi quy lao dong.
Thi tyc Tuyén dung

Thu tuc Pao tao.

Thi tuc xtr 1y vi pham ky luat va xem xét khiéu nai vé thi hanh ky luat.

Quy ché luong thudng va ché do cho nguoi lao dong.

VI- PHU LUC:

Danh sich CNV Céng ty Biéu mau:
Bang chdm cong Biéu mau:
Gidy dé nghi ting ca Biéu mau:
Bang chdm cong ting ca Biéu mau:
Pon xin nghi phép Biéu mau:
Pon xin nghi viéc riéng Biéu mau:
Pon xin nghi viéc Biéu mau:
Danh sach CNV nghi viéc Biéu mau:
[Jwe

1/BM-QDQLNS
2/BM-QDQLNS
3/BM-QDQLNS
4/BM-QDQLNS
5/BM-QDQLNS
6/BM-QDQLNS
7/BM-QDQLNS
8/BM-QDQLNS

e ?
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Mau s6 7/BM-QDQLNS
(Ban hanh kém theo Quy dinh qudn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

PON XIN NGHI VIEC
Kinh gitvi: - Ban Gidm Déc Cong Ty
- Phong Hanh chinh — Nhén sw

O R (< 4 T P
ChlIC VU oo BOphan: oo,
Nay t6i lam don nay, kinh xin BGD cho t6i duoc thdi viéc k& tl NZAY.......o.oveveeeeeeeeeeeeeeeeeean,
56 1o U .
T6i da ban giao cong vi€c cho ..o Bophan: ..o

T6i cam doan 1a da ban giao cong viéc lai cho bd phan c6 lién quan trudce khi nghi viéc.

R4t mong Ban Giam ddc xem xét va chap thuan cho toi dugc phép théi viée. Toi xin chan thanh
cam on.

.o, NEAY...thang....nam 20...

TRUONG BQ PHAN NGUOI LAM PON
PHONG HCNS BAN GIAM POC

e DT: 0902251359 / Email: info@dichvucong.vn
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Mau s6 5/BM-QDQOLNS
(Ban hanh kém theo Quy dinh qudn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

DON XIN NGHI PHEP
Kinh gui : - Ban Gidam Déc Céong Ty
- Phong Hanh chinh — Nhan sy

Ko I 1< s N RO .
M SNV BOphan : .o,
Dia chi va s dién thoai 1ién 1ac Khi CAN thiBt tu..... e e e i

Nay t6i trinh don nay kinh xin BGP chap thuan cho t6i duoc nghi
Trong thoi gian ........ ngdy (KEtngay.........co.oeevvueeeiin, dénhénngay ................. )
Ly do xin nghi phép :

oo, NEay...thang....nam 20...

TRUONG BQ PHAN NGUOI LAM PON

PHONG HCNS BAN GIAM DOC

e DT: 0902251359 / Email: info@dichvucong.vn
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Mau s6 3/BM-QDQOLNS
(Ban hanh kém theo Quy dinh qudn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

GIAY PE NGHI TANG CA

Ngay tangca: ............ thang ............ nam 2023
| G Lo 21 Ve ot SO SSUSSUURRRPSRRRPRRI

Dé nghi cong ty chap thuan cho chiing téi dugc ting ca.

ST N BO THOI GIAN S
* ; KY NHAN
T HO VATEN MSNV PHAN | (Tir...dén....) '
Ngay ....... thang ... .... Nam 20....
TRUONG BQ PHAN NGUOI LAM PON
PHONG HCNS

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
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Mau s6 4/BM-QDQOLNS
(Ban hanh kém theo Quy dinh qudn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

BANG CHAM CONG TANG CA

Ngay .... thang .... nam 20...

THOI GIA a
S BO LAﬁI T(I;-IEI\I\/I[ MO TA KY |GHI
T| HOVATEN PHfsN Nga | Thoi | Toéng sb CONG NHAN |CHU
T ' g ong so VIEC :
y gian gio
TO BAO VE TRUONG BQ PHAN TRUONG PHONG NHAN SU'

e DT: 0902251359 / Email: info@dichvucong.vn
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Mau s6 8/BM-QDQOLNS
(Ban hanh kém theo Quy dinh qudn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

DANH SACH CONG - NHAN VIEN NGHI VIEc

LOAI NGHI VIEC
. NGAY | Nohi
R B N ghi s 2 A
STT| HQTEN MSNV O | Ncni ding Nghi | Nghi voly
PHAN | VikC .. | khong du lut
: (du) thoi . .
thoi han (k.bao)
han
.., NZAy...thang....nam 20...
TRUONG PHONG HCNS NGUOI LAP BIEU

Cemy?

N/ DICH VU HANH CHINH CONG VIET NAM
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Mau s6 6/BM-QDQOLNS
(Ban hanh kém theo Quy dinh qudn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

PON XIN NGHI VIEC RIENG
Kinh giri : - Ban Giam Pdc Cong Ty
- Phong Hanh chinh — Nhan sy

Ko I 1< s W T .
M SNV s BOphan : .o
Dia chi va s dién thoai 1ién 1ac Khi CAN thiBt fu.....ee e )

Nay t6i trinh don nay kinh xin BGD chép thuén cho t6i duoc nghi viéc riéng (nghi khong luong)

Trong thoi gian ......... ngdy (K&t ngay...........vevveneerennnn dénhénngay ................ )
Ly do:
To1 da ban giao cong viec cho 1. Bophan: ...

.o, NEAY...thang....nam 20...

TRUONG BQ PHAN NGUOI LAM PON

PHONG HCNS BAN GIAM DOC

e DT: 0902251359 / Email: info@dichvucong.vn
o Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Meé Tri, Nam Tw Liém, Ha Noi
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Mau s6 2/BM-ODQLNS (Ban hanh kém theo Quy dinh quadn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

BANG CHAM CONG
Thang:.......... nam 20... Bophan:................o
T ngay...... thang...... nam 200....dén ngay...... thang...... nam 20
STT Ho tén MSNV |  Thi hai Thir Ba Thir Tw Thir Nim Thit Sau Thit Biy | Ghi chi
Sang | Chiéu | Sang | Chiéu | Sang | Chiéu | Sang | Chiéu | Sang | Chiéu | Sang | Chiéu
PHONG HCNS TRUONG BQ PHAN NGUOI LAP




Mau s6 1/BM-ODQLNS (Ban hanh kém theo Quy dinh quadn Iy nhdn sw s6: NS-19 ngady ... thang ... nam ...)

DANH SACH CNV CONG TY

. - Nim | Giéi - tam R I
STT Ho tén MSNV B0 phan sinh tinh HO khau tra/noi & CCCD Dién thoai | Ghi chu
hién nay
.., NgAy...thang....nam 20...
TRUONG PHONG HCNS LAP BIEU

Cems?

/%% DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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HE THONG QUY DINH TRONG DOANH NGHIEP

10. QUY DINH QUAN LY
HO SO

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi



DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, to churc, ca nhan

QUY DINH

QUAN LY HO SO

Mai tai lieu: HC-14

Ha Ngi, 15/02/2023




\ﬁ\‘/ DICH VU HANH CHINH CONG VIET NAM

Vemy?

Turvan dich vu cong cho doanh nghiép, tG chic, cé nhan

QUY DPINH
QUAN LY HO SO s déi

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:
Trang:

LAn ban hanh:

1. PHAN PHOI

Phén phéi Thu nhén tai li¢u 18i thoi
STT Ngay phan phdi = B¢ pha . :
8y P P ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY DPOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

I/ MUC PiCH

\&/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan

Semy?
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Vin ban nay quy dinh cu thé cong tac lap, kiém soét, luu trit hd so cia cong ty dé dam bao cac
hd so dé nhan biét, rd rang va thudn tién trong khai thac str dung.

1I/ PHAM VI

Khong co.

I11/ PINH NGHiA

Ho so: tai liéu cong bd cac két qua dat duoc hay cung cép bang ching vé cac hoat dong dugc
thuc hién tai Cong ty. Vi du: ho so xik Iy sw c6 mdy...; ho so tuyén dung dot 1 nam 2023; ho so
tai nan lao dong..., ho so gidi quyét don thw ciia khdch hang...

Danh muc ho so' tp hop céc loai ho so du kién 1ap tai cac ban / phong.

Lap hd so: bao gdm cac qua trinh 1ap danh muc, mé ho so, thu thap van ban, tai liéu c6 lién
quan trong qua trinh theo ddi, giai quyét cong viée clia cac ban / phong, két thuc hd so.

IV/ NOI DUNG:

1.

Lap danh muc hd so:

Hb so ctia cac ban / phong phai dugc phan loai va lap thanh Danh myc ho so (biéu HC-14 -BM-
01). Can ctr vao cac hd so hién c¢6, cac ban / phong td chirc lap Danh muc hd so cong vigc cua
don vi minh.

Khi c¢6 hd so méi phat sinh trong qué trinh hoat déng, Truéng don vi phan cong can bd cap nhat
vao Danh muc hd so.

Néu trong thoi gian cong tac c6 phat sinh hay thay doi ndi dung trong Danh muc hd so, don vi
c6 thay ddi phai cap nhat kip thoi, nguoi gitr danh muc hd so cii phai huy an toan, tranh sir dung
nham lan.

Hé thong nhan biét ho so

Sau khi két thuc cong viéc, ho so trude khi dua vao tap luu trit, ngudi dugc phan cong quan ly
ho so phai cap nhat déy dt vao danh muc hd so, kiém tra cac dit liéu trong tung hd so; néu thiéu
phai bd sung, thira hodc khong c6 gia tri thi loai bo.

Ho so trong moi by phai dugc sap xEp sao cho ddm bdo rang:

+ Theo tuan ty thoi gian thyc hién va cdp nhat cong viéc hodc moéi quan hé lién doi lan
nhau.

Vi du: Nhan ho so thau 1/2023, thang 5/2023, thang 12/2023,....

+ Co sy phan biét rd rang giita cac bd hod so bang cich dong riéng ting tap hodc dung
nhéan/ gidy ngan cach.

M>i tap hd so duoc sip xép theo mot trong nhimng cach thirc sau:
+ Tap hop céc vin ban ¢ cung tén loai (vi du: Quyét dinh...)

+ Sap xep theo chu dé: Céc loai van ban, gidy to gom nhiéu tén goi, nhicu tac gia...nhung
¢6 ndi dung vé mot van d¢, mot su viéc.

)

e DT: 0902251359 / Email: info@dichvucong.vn
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+ Sap xép theo don vi giao dich: Tat ca van ban c6 cac van dé lién quan dén mot don vi,
mot ca nhan...

+ Sap xép theo dia du: Tap hop cac van ban co lién quan dén vi tri dia 1y.

+ Sap xép theo thoi gian: Tap hop cac van ban c6 cling thoi gian nhat dinh dugc lap thanh

tap ho so.

Céan ctr vao Danh muc ho so, Truéng don vi giao nhi¢ém vu cho nhan vién trong don vi minh mé&

ho so, cap nhat tai liéu dua vao ho so theo danh muc ho so.

Str dung céc loai cdp hodc bia hd so (goi tat 1a cap hd s0) thich hop dé mo va luu hd so.

M>i tap hd so phai ghi rd trén gay hodc ngoai bia ma hiéu va tén ho so theo quy

dinh nhu sau:

“DV”

- “PV”: 1a tén viét tat cia cac ban / phong theo quy dinh tai Qui trinh
Kiém soat tai liéu,

HS".......” - HS: viét tat chir “Ho so”, dugc gilt nguyén,
- “.......70 ghi tén cac chung loai ho so ctia don vi theo danh muc ho
SO.

“Nam/Hop dong/...”

- “Nam/Hop dong/...” ... : Tuy loai hd so dé qui dinh luu theo timg
quy, nim hodc theo ting hop dong hodc san pham, ... hodc két hop
cd nam va chung loai.

Ma so
- Ma s6: ... 1a s thir ty HO so ctia mdi don vi.

Vidu I: Dién giai:
PTNL Pay 14 hd so tuyén dung nim 2023 do Ban PTNL lap va 1a bo ho so
HS Tuyén dung thir 01 ctia Ban PTNL.
Néam : 2023
Mi s6: 01
Vidu 2: Pay 14 ho so xir 1y sy ¢d may xodn s6 01, ndm 2023 do Phong K¥ thuat
PKT 1ap va 13 bo ho so thi 02 cta PKT.

HS Sy ¢6 may xoén 01
Nam: 2023

M sb: 02

Vi du 3:

KD

HS Hop dong kinh té
Nam: 2023

M sb: 03

Pay 1a hd so Hop ddng kinh té nam 2023 do Ban KD 1ap va 1a bd hd
so thtr 03 cua Ban KD.

3. Luwu trir ho so:

Tat ca cac ban / phong déu phai xac dinh mot vi tri thich hop dé luu trir hd so cua don vi minh
va giao cho nguoi cé trach nhiém theo doi, quan ly.

Nhitng hd so, tai liéu tai cic ban / phong dya vao nhitng yéu ciu sau ddy dé xac dinh thoi gian

luu gitr:
3 5 . . " e DT: 0902251359 / Email: info@dichvucong.vn
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+ Yéu cau ctia luat phap c6 lién quan,

+ Nhu cau tai su dung céac dir liéu trong hd so,
+ Yéu cau hop dong, don hang,

+ Thoi gian (vong doi) clia san pham/dich vy,
+ Yéu cau khac do cac bén hitu quan dua ra.

Ngoadi ra, Giam dc Cong ty s& thong bao cho tat ca cac ca nhan, don vi lién quan bang vian ban
vé sy thay d6i thoi gian luu hd so do:

+ Cac yéu cau hop dong cu thé,

+ Trach nhiém phap 1y di v6i san pham,

+ Luat phap,

+ Yéu ciu cta co quan cha quan.
Tat ca CBCNV ciia Cong ty trude khi nghi huu, théi viéc hay chuyén cong tac khac déu phai
ban giao lai hd so, tai liéu cho don vi hay ngudi ké nhiém.
Khi can c¢6 phuong phéap luu trit khac v6i qué trinh sap xép ban dau, Trudng cac ban / phong
chiu trach nhiém t6 chtic xac dinh va thuc hién theo nhu cau nhung phai dam bao phuong phap
Iuru trix thich hop cho mdi loai hd so sao cho dap tng cac yéu cau bao quan, str dung, bao vé ciia
tung ban / phong.

Hb so luu duge luu trir bang ca hai cach: luu ban ctng vao file va luu ban mém trén hé théng
ERP (truc tiép hodc scan vin ban).

Bio quan hd so:

B0 phén, c4 nhian dugc giao chiu trach nhiém xay dung céc bién phap, bdo quan nham dam bao
hd so duoc luu trit t6t trudce khi bi huy theo quy dinh.

Céc ho so phai luu giit, bio quan dam bao an toan, tranh cac yéu td co thé gay hu hong nhu mdi
mot, am u6t, chay hay anh hudng cta hod chit. Ho so dung va xép 1én gia.

Tuy thudc vao tdm quan trong va thé loai ho so (gidy cimg, tranh anh) cac ban / phong phai xac
dinh cach thuc bao quan thich hop.

Khi ¢6 nhu cau vé diéu kién bao quan phai trinh kip thoi 1én Tong Giam dc Cong ty dé giai
quyét.

Trong qua trinh bdo quan, cac ban / phong phai phan cong rd rang nguoi chiu trach nhiém theo
ddi, quan ly. Khi phat hién bat ky sy mat mat/hu hong/nguy co xay ra cac van dé trén phai kip
thoi bdo cdo vdi Truong cac ban / phong. Trudng cac ban / phong c6 nhiém vu xem xét cach
thirc ngan ngira, xir 1y thich hgp trong quyén han ctia minh va xin y kién Téng Giam doc Cong
ty khi can.

Tuy thudc tinh chit quan trong cac dit liéu trong hd so, Tong Giam ddc Cong ty quy dinh mirc
d6 bao mat cac loai hd so, Truong cac ban / phong trién khai thuc hién va quy dinh bb sung chi
tiét (néu can) nhung khong duoc trai voi quy dinh ctiia Cong ty.
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- Tuong mg véi mirc d6 bao mat, Tong Giam ddc Cong ty phan cong ci nhan/don vi thyc hién
viéc bao quan, luu trit thich hop.

- Khi céan thiét, Tong Giam déc Cong ty xem xét viéc ban hanh quy dinh cu thé ddi vai cac ho so
yéu cau bao mét cao, ké ca viée xir phat dbi véi CBCNV vi pham.

5. Sir dung ho so:

- HO so, tai liéu 1a tai san cua Cong ty, khong mot can by, chuyén vién nao dugc tu tiéu huy, dugc
chiém lam cua riéng hoidc ty y mang sang co quan khac néu khong dugc phép cua cip cd thim
quyén.

- Céc hd so phai dugc sir dung dung muyc dich va pham vi quyén han.

- Moi ngudi khi sir dung hd so phai co trach nhiém bao quan, giit gin, tranh lam mét mat hu hong
va khong duogc x4o tron viée sip xép trong cac bd hd so va File ho so.

- Dbi v6i hd so thong thuong (khong thude hd so mat), cac nhan vién trong don vi quan 1y khi sir
dung phai dam bao sip xép ngan nap dang vi tri 1y ra. H6 so mat khi can sir dung phai ¢ sy
dong y cta ngudi c6 tham quyén méi dugce st dung.

- Khi cac ban / phong nay c6 nhu cau sir dung hd so don vi khac phai c¢6 sy dong ¥ cia Trudng
céc ban / phong quan 1y hd so.

- Chi sao chup ho so khi thuc su can thiét va phai c6 sy dong ¥ cua Trudng cac ban / phong quan
1y ho so.

- Nhimng ngudi ngoai Cong ty chi duoc phép xem xét, muon hd so, tai liéu khi co sy dong ¥ cua
Toéng Giam dbc Cong ty .

- Viéc muon, tra ho so phai ddm bao ding cac nguyén tic khong hu hai hd so, dam bao tinh bao
mat cta ho so va tudn theo trinh tu sau:

+ Nguoi dé nghi sir dung hd so viét gidy dé nghi theo mau: HC — 14 — BMO02 chuyén lén
ngudi c6 thAm quyén phé duyét.

+ Nguoi c6 tham quyén phai xem xét dén tinh bao mat ciia ho so, tinh phi hop véi ddi twong
dé xem xét va ky nhén.

+ Néu khong ddng ¥ hodc chua dong y thi giai thich cho ngudi muon biét, néu déng v thi xac
nhan vao gidy dé nghi.

+ Ngudi c6 tham quyén co thé truc tiép 1y hd so hodc giao cho ngudi khac thue hién thi tuc
giao nhan. Viéc giao nhan hd so phai c6 bién ban giao nhan hd so theo mau HC — 14 — BM03.

6. Cap nhat ho so

- Khi phat sinh hd so méi (trong cting mét loai hd so) thi it nhat % thang, mdi bd phéan c6 trach
nhiém cap nhat hd so vao danh muc ho so.

- MQdi hd so phai bao g@)m cac dir liéu ghi nhan Kkét qua thyc hién cong viéc nhu da néu trong cac
quy dinh lién quan dén cac qua trinh cu thé.

- Trong qua trinh thuc hi¢n cong vi¢c, nguoi thuc hién c6 nhiém vu tap hop (béng cach thu thap,
cip nhat) cac bang chimg c6 lién quan dén timg van dé, timg su viéc cu thé dé dua vao ho so.

e DT: 0902251359 / Email: info@dichvucong.vn
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7. Huy hé so

- Hang thang mdi bo phan co trach nhiém kiém tra danh muc hé so, nhitng hd so d3 hét han luu
trlt dugc huy.

- Phuong phép huy theo quy dinh danh muc hd so chat lugng ctia Cong ty.

- Khi huy thi Truéng b phan c6 trach nhiém 1ap bién ban huy hd so. Bién ban huy gém cac noi
dung;: thoi gian, dia diém huy, nguoi tién hanh huy, danh muc ho so bi huy, ky tén. ..

- Viéc tiéu huy ho so, tai liéu hét gia tri phai thanh 1ap hoi dong. Thanh phan cia Hoi dong gom:
+ Tong Giam dbc Cong ty - Chu tinh Hoi dong
+ Giam doc PTNL - Uy vién thuong truc
+ Trudng céc ban / phong ¢6 tai li¢u ti€u huy - Uy vién
+ Nhéan vién luu trit - Uy vién
V/ BIEU MAU KEM THEO
5: HC — 14 - BM 01
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1. Danh muc hd so

5: HC — 14 —BM 02
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Gidy dé nghi muon ho so

5: HC — 14— BM 03

3
[N
7]
o>

Bién ban giao nhan ho so
5: HC — 14 — BM 04
5: HC — 14 — BM 05
Bién ban huy ho so mi s6: HC — 14 — BM 06
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Danh muyc quan ly muon ho so
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Gidy dé nghi huy hd so
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phiic
So: ... e, NZAY ... ... thang......nam... ...
DANH SACH HO SO
3 1] 1 ) 1
Nguoi Dang ho so Cich .
Nguwoi st ¢ ad g 93 a’c Ngay Ngay | Thoi | Phuwong
. . dwoc | Vi tri de Trong 6 CD - thire, i ,\ . i
STT Tén HS quan Vin ) 7 . ) phat cat gian phap
i doc HS ; cieng may vi | rom/dia | phan loai . e
ly ban o 5 c sinh HS | HS luu huy bo
HS an mem sap xep
, ngay......thang......nam... ...
TRUONG BQ PHAN DUYET NGUOI LAP

AR  DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Dgc 1ap — Tu do — Hanh phiic
So: ... v, NEAY......thdng......nam......
PHIEU PE NGHI MUON HO SO
I3 Loz IR 1< s SRR PRPRTRTRR
D10 4 1N V4 R RPN
bé NENT AON VI oottt ettt et e et e et e st e e bt e eabeeseessbeesseeesseeeanssaesansseeennsaeennns
Vui long cho muon nhiing tai liéu - hd so sau:
STT Tén ti liéu - ho so Ma so Thoi gian tra Muc dich sir dung
Y KIEN CUA PON VI CUNG CAP
0 Chép nhan o Khong chap nhan
Ly do khong chap nhan: ...........oooeeueeeeeeeeeeeeeeeeeeens
Tinh trang tii liéu - ho so khi tra: 0 Chdp nhan o0 Khong chép nhan
Y KIEN KNAC: vvvovivreeseeseees sttt
....... ngay ...... thang ...... nam 20
PON VI CUNG CAP PON VI BE NGHI
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Péoc 1ap — Tw do — Hanh phic

S6: ... ey, NEAY ... ... thang......nam......
BIEN BAN GIAO NHAN HO SO

- Can ctt.....(Danh muc ho so nam....Ké hoach thu thap tai liéu),
Chuing t6i gdbm:
BEN GIAO: (tén don vi giao ndp tai li€u), dai dién la:

Chirc vu cong tadc/chirc danh......... ...

BEN N HAN: (tén don vi giao ndp tai liéu), dai dién 1a:

Chirc vu cOng tac/chirc danh......... ...
Thong nhat ldp bién ban giao nhén tai liéu véi nhitng néi dung cu thé nhw sau:

1. Tén khoi tai liéu @Iao NOP:..... ...,
2. Thoi ian CU@ EAT LIGU: ..o e e et et
3.5 lwong tai liéu:

S TONE SO NOP (CAP )t
- Téng sb hd so (don vi bao quan)......... quy ra mét gia............ mét.

4. Tinh trang tai liu GIA0 NOP. «...o..oe et et e e e
5. Muc luc hé so, tai liéu nop luu kem theo.

Bién ban nay dugc lap thanh hai ban; bén giao (don vi/ca nhan) gitt mot ban, bén nhan (luu trix
hién hanh ctia co quan, t6 chirc) giit mot ban./.

PAI DIEN BEN GIAO PAI DIEN BEN NHAN
(Ky tén va ghi rd ho tén) (Ky tén va ghi 10 ho tén)
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TRUNG TAM DICH VU

CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic
So: ... ., ngay......thang......nam......
DANH MUC QUAN LY MUQN HO SO
. - NGAY KY \ . , TINH
STT HO SO MA SO PON VI MUQN MUON | MUON NGAY TRA | KY TRA TRANG

\ , DICH VU HANH CHiNH CONG VIET NAM

Tu vén dich vu céng cho doanh nghiép, t6 chirc, cd nhan

e DT: 0902251359 /| Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hung, Me Tri, Nam Tw Liém, Ha Ngi




TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
S6: ... .., NEAy......thang......nam... ...

Hom nay, ngay ...... thang ...... NAM 20, .., 210 ceoeiieeiee e e e e e e e e e s e eaeeeeas
Chuing toi gdom:

................................................................................ ,Chitc danh: ......ccovvvviiiiiiiie
................................................................................ ,Chirc danh: ...
KAnh G NI e cho phép huy céc loai hd so sau:

5 4 [ OO OO PSP PP P PPN

TRUONG PON VI NGUOI PE NGHI
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc lap — Tw do — Hanh phiic
So: ... v, NEAY......thdng......nam......
BIEN BAN HUY HO SO
Cin ctr gidy dé nghi sb............ ngay............. 011 TP da duogc
.......................................... AUYCE AV ..ttt
Hom nay, ngay ...... thang ...... NAM 2023, TA17 ceeeiiiieiieeie ettt et e e e

Chuing toi gdom:

................................................................................ ,Chitc danh: ..o
................................................................................ ,Chirc danh: ...
Cung tién hanh huy hd so véi danh muc nhu sau:

STT Tén ho so Ma s6

CAC THANH VIEN THAM GIA CUNG KY TEN
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DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY DINH TRONG DOANH NGHIEP

11. QUY DINH QUAN LY
MANG MAY TINH

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi
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Tu van djch vu cong cho doanh nghiép, t6 churc, ca nhan

QUY PINH
QUAN LY MAY TINH,

MANG INTERNET

Mai tai lieu: HC-08




RV  DICH VU HANH CHINH CONG VIET NAM

Ngmg?  Tuvandichu céng cho doanh nghiép, t6 chir cé nhin

QUAN LY MAY TIiNH,

QUY PINH

INTENET

S6 ma ky hiéu: NS-QD-01
Ngay c6 hiéu lyc:

Trang:

Sira doi:

Lan ban hanh:

1. PHAN PHOI

STT = Ngay phén phdi

Phan phoi

Thu nhin tai li¢u 16i thoi

B4 phéan
nhén

Nguoi nhan

Nguoi giao Nguoi nhan

2. PHAN THAY DOI

Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguwoi phé duyét

Ho va tén

Chir ky

I/ MUC DPiCH:

G, ‘/ DICH VU HANH CHiNH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, cd nhan

Semy?
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Quan ly tai nguyén trén mang, internet ciia cong ty
Dam bdo tinh bdo mat cho céc thong tin cua cong ty

Pam bdo céc cong cu phuong tién cho nguodi str dung. ..

1I/ PHAM VI

Ap dung cho toan bd cong ty

III/ PINH NGHIA - TU VIET TAT:

TKWeb: Tai khoan dung dé quan 1y va cap nhat tin trén Web
TKFTP: Tai khoan dung cho truy cap FTP

CB: Can bo

TKTMT: T6 k¥ thuat may tinh

CBQLM: Cén b quan ly mang

DPDLD: bai dién lanh dao

Web: Dich vu truy xuét thong tin trén mang qua giao thtc http
Ftp: Dich vu truyén file

NSD: Nguoi st dung

Thu muc Save Here: Thu muyc trén may chi FTP dung dé chia sé dit liéu noi bo

IV/ NOI DUNG:

1.

Piéu kién nguoi sir dung may vi tinh:

D3 hoc quan 16p vi tinh va dat két qua hodc nhitng nguoi co gidy xac nhan cua Cong ty st dung
duoc may vi tinh.

Déi v6i cac pham mém ma cong ty ting dung thi ngudi st dung da dugc huin luyén st dung
thanh thao phdm mém twong Gmg.

Quy dinh vé sir dung may vi tinh :
Tuan thu nghiém Qui trinh van hanh may vi tinh.
Khong chay cac dia CD la hay chuong trinh méi khi chwa kiém duyét diét virut.

Cong viéc cua nguodi nao nguodi do6 thuc hién, cam tdo mo xem, stra xo0a va chay cac chuong trinh
khac.

Khong sao chép tiét 19 thong tin ctia cong ty.

Chi ghi nhiing thong tin can thiét 1én dia CD. Dia CD phai duoc bao quan can than, khi dung
xong cho vao bao gidy, hdp va cit vao ti. Cac dia CD phai c6 nhin va ghi va sb thong ké dé tién
theo doi. Truong BO phan cac don vi chiu trach nhi€ém quan 1y chat ché céac dia.

Chi in nhitng ban rat can thiét va tuan thu nghiém chinh qui trinh in.

\/ DICH VU HANH CHINH CONG VIET NAM
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Khong bdé do cong viée, khong bé may khi chua ban giao hodc chua thuc hién thao tdc ngung
may.

Cac hién tugng khong binh thuong cta may, thiét bi déu phai thao tac ngimg may, cap dién va
bao cao ngay cho Trudéng Bo phan. Nguoi st dung phai ddm bao may ludn sach s&, van hanh an
toan. Bao quan cac vat tu, thiét bi lién quan dén may (may 6n ap, may in, gidy in, cac dia CD
v.v.). Cac dia CD khi mang khdéi co quan phai c6 chit ky cua Trudng B phan.

May vi tinh chi dugc st dung 1am cac cong vi¢c phuc vu cong tac quan ly cua Cong ty, cam
chay céc tro choi hodc phuc vu cho cong vi¢c ca nhan.

Trude khi ra vé ngudi sir dung phai tat may vi tinh theo qui trinh van hanh, che ddy may vi tinh,
khi bat diu lam viéc ngudi st dung phai tién hanh vé sinh may.

Khi sir dung ngudn dién may phat thi bd phan co dién phai bao cho cic bd phan su dung may vi
tinh it nhat 10 phut dé tit may vi tinh trude khi tit ngudn dién may phat.

Khi phat hién bat ky su ¢6 gi thi ngudi st dung may tinh phai bao ngay cho trudong bd phan va
B0 phan quan 1y may vi tinh dé xur 1y, khong tu sira chita.

Quan ly may vi tinh:

M&i may vi tinh ¢6 01 thé kiém tra bao gdom céc ndi dung: Cac linh kién ctia may vi tinh, xuat
XU, ngay mua, by phan str dung, nguoi str dung, cac hu hong, thay moi — bao tri linh kién, thiét
bi, ngay hu hong, thay méi hay bao tri v.v.

Moi hu hong vé may, thiét bi hodc dir li¢u, nguoi st dung may phai giai trinh rd nguyén nhan va
qui trach nhiém ro rang.

May vi tinh giao cho B phén nao thi Truéng BJ phan chiu trach nhiém quén 1y va str dung.

Viéc cai dat va thay d6i phAm mém trén may hodc stra chita may, thiét bj lién quan dén may vi
tinh do Truéng bo phan dé nghi va theo doi.

Nguoi chay may chiu trach nhiém hoan toan vé may, thiét bi va cac dir liéu phat sinh trong qua
trinh lam viéc.

Quy dinh vé sit dung mang:

TKFTP dung dé truy cip dich vu FTP ndi bd cia cac don vi dang ky theo mau. Ngudi st dung
phai dugc cap usename va pass méi duge st dung, khéng duge muon ciia ngudi khac va khong
cho nguoi khac muon ctia minh.

TKWeb ding dé quan 1y va cap nhat dit liéu web cuia cac don vi dang ky theo mau.

Dich vu FTP dung dé chia sé dit liéu trén mang ndi by va mang Internet. Dit li¢u bao gé)m:

+ Tai liéu (khong kiém soét) bao gdm: gido trinh, phim anh, sach bao, tap chi,.. danh cho NSD
truy cdp tir mang ndi bo va Internet. Truy cdp an danh khong ding ky.

+ Thu muc Save Here danh cho muc dich chia s¢ dir li¢u gilta cac phong ban, don vi trong
cong ty. Truy cap co6 dang ky .

Truy cap co ding ky: cac phong ban, khoa trong trudng st dung TKFTP d3 ding ky dé truy cép
tai nguyén trén may chit FTP bao gdm ca thu muc Save Here.
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Truy cap khong dang ky: NSD truy cép tai nguyén trén may chi FTP tr mang ndi b va Internet
v6i tai khoan 4n danh mic dinh 13 Anonymous va chi dugc phép truy cap cac tai nguyén (khong
kiém soat). NSD s& khong truy cap vao dugc thu muc Save Here.

Quy dinh vé sir dung internet

Viéc sir dung mang Internet phai tuan theo quy dinh cua phap luat, nghiém cim viéc truy
cap va truyén b cac thong tin co hai.

Moi nguoi c6 trach nhi€ém st dung, bdo quan cac trang thiét bi va dich vu trén mot cach
phu hop v6i qui dinh.

Khoéng dugc truy cdp céac trang web cé ndi dung doi truy, cac trang web khong lién quan
dén cong viéc.

Khoéng chuyén céc dit lidu ciia cong ty 1én mang khi khong dugce phép.

Quy dinh sir dung email ca nhan:

M&i nhan vién trong cong ty do nhu cau can thiét trong cong viéc dugc cip email ca nhan.

Viéc ban giao email c4 nhan do phong HCQT t6 chuc thyc hién.

Nhan vién chi st dung email ¢4 nhan danh cho cong viéc duoc giao, khong sur dung email cho
cac viéc ca nhan.

Nhén vién khong duoc dung email cong ty dé dang ky thanh vién trong bat ky mét trang web
nao khac.

Truong hop bi bom mail, nhan vién phai thong tin ngay cho bo phan IT xu 1y.

Quy dinh sir dung cic phin mém:

Tat ca cac phan mém sir dung ddi véi may tinh va cac thiét bi lién quan déu phai duoc cong ty
(do phong HCQT) cho phép trude khi sir dung, nhan vién khong tu ¥ cai dit cac phadn mém néu
chua dugc phép.

Dbi véi truong hop viée cai dit phian mém gay thiét hai cho cong ty nhu bi virus tin cong, bi
cac co quan kiém tra vi pham vé s¢ hitu tri tué thi nhan vién d6 phai chiu hoan toan trach nhiém
(bao gom ca chi phi lién quan).

D6i v6i trudng hop phat hién nhan vién cai dit phin mém khong xin phép thi s& bi xir 1y & hinh
thirc canh céo.

Bdo mat thong tin:

Moi méy tinh déu phai cai dat password. Ddi v6i méy tinh giao cho c4 nhéan thi chi Truéng Bo
phan va c4 nhén st dung may biét dugc password.

Nguoi st dung méy khong dugc chia xé password cho nguoi khac, Truong hop cho ngudi khac
str dung password chung thi phai dugc sy dong ¥ ciia Trudng b phén.

Khi nguoi st dung cho nguoi khac st dung may thi phai bi mat password cua minh, nguoi cod
nhu ciu str dung st dung xong thi phai théng bao cho ngudi quan Iy may.
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9. Chia sé thong tin trén mang:

- Viéc chia x¢ céc thong tin ciia Cong ty, viéc phan loai cac thong tin cia Cong ty, cua bd phan,
clia ca nhan thyc hién theo qui dinh vé bao mat thong tin ctia Cong ty.

- Viéc chia xé cac thong tin ca nhan trong mang ctia cong ty, mang ctia Phong do ca nhan quyét
dinh, viéc chia x¢é cac thong tin cua b phan trong mang cta Cong ty, mang cua Bo phan do
Trudng bo phan quyét dinh.

10. Cac hanh vi nghiém ciAm:

Ngoai cac quy dinh trén day, cac hanh vi sau bi nghiém cam:

- C6 ¥ gay thiét hai vé mat vat chat dbi voi cac trang thiét bi va hé thong mang;

- S6 hitu cac thong tin bi mat mot cach bat hop phép;

- C6 y tham khao, sao chép, stra doi, pha hoai cac tap tin va dir lidu ctia ngudi khiac ma
khong co6 su déng y cua chu nhan, du cho n6 c6 dugc bao vé béng mat khau hay khong;

- C6 ¥ gay ra tré ngai va tinh trang gian doan trong viéc str dung céc trang thiét bi va dich vu
ctia hé théng, vi du gui thu rac, phat trién va str dung cac phadn mém may tinh, truyén hodc
download dir liéu gdy hai cho hé théng cta cong ty;

- C6 ¥ phat trién hodc sir dung cac thiét bi, phan mém hoic co ché khac dé tranh khong tra
tién cho cac dich vu c6 thu phi;

- Sur dung cac tai khoan va mat khau khong dugc phép, hodc cho nguoi khac st dung tai
khoan va mat khau cta minh;

- C6 cac hanh dong giy khoé chiu, phién ha cho ngudi khac vi du giri cac thong tin, tranh anh
bat lich su, cac 1oi de doa, xAm pham sy riéng tu cua nguoi khac;

- Truy cap, luu trir va truyén ba cac thong tin vi pham céc qui dinh ctia phap luét, vi du tai
liéu phan dong, khiéu dam, kich dong bao luc...;

- Choi games, chat & cac hoat dong mang tinh giai tri trir nhitng gid dugc quyén truy cap céc
tin trc voi cac trang web cu thé vé kinh té, chinh tri, xa hoi theo quy dinh riéng.

- Quang cao ma khong c6 sy ddng ¥ bang vin ban cua ngudi cd thim quyén.

- Tu ¥ cai dat thém cac chuong trinh, phan mém, can thiép vao phin ctng va pham mém cai
dit sin, tu y dich chuyén, théo lap cac trang thiét bi ma khong c6 sy dong ¥ ciia ngudi co
tham quyén;

11. Béo tri may vi tinh, cac thiét bi mang:

- [t nhat mot nam mét lan Cong ty thanh 1ap bd phan kiém tra may vi tinh theo Thu tuc bao tri
thiét bi.

V/ BIEU MAU KEMTHEO
1. Phiéu dang ky tai khoan mang mi s6: HC — 08 — BMO1
2. Phiéu ding ky tai khoan Web mi s6: HC — 08 — BM02

o6 [ &
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phic
So: ... o, NAY......thadng......nam......
PHIEU PANG KY

(V/v dang ky tai khoan sivr dung dich vu mang)

1. Thong tin ca nhan

HO VA TEN: oo,

Lueu y: Tén tai khodn nén la phan viét tdt ho, tén dém + tén cia nguoi dang ky.

2. Cam két ciia nguoi ding ky

Tuan thu cac quy dinh hién hanh ctia nha nudc Cong hoa xa hdi chi nghia Viét Nam vé viéc sur
dung cac dich vu mang Internet.

Tuan thu cac quy dinh cua cong ty vé viéc sur dung cac dich vu trén mang cta cong ty.

To6i cam két dd doc va chdp nhan cac qui dinh néu trén, néu vi pham t6i xin hoan toan chiu
trach nhiém trudc cong ty va Co quan phép luat.

NGUOI PE NGHI QUAN LY TRUONG PHONG IT
* 3 : A = e DT: 0902251359 ‘/ Email: info@dichvucong.vn
\@/ D!(?H_VU I-!ANH CHINI-'! C?NF; VIET NAM e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... .., NEAy......thang......nam... ...

PHIEU PANG KY
(V/v dang ky tai khoan web)

1. Thong tin ca nhan

HO VA TEN: oo,

Luweu y: Tén tai khodn nén la phan viét tdt ho, tén dém + tén ciia nguoi dang ky.

2. Cam két ciia nguoi ding ky

Tuan thu cac quy dinh hién hanh ctia nha nudc Cong hoa xa hdi chi nghia Viét Nam vé viéc st
dung cac dich vu mang Internet.

Tuén thi cic quy dinh cta cong ty vé viéc cap nhat dit liéu trén web cong ty.

T6i cam két da doc va chap nhan cac qui dinh néu trén, n€u vi pham t6i xin hoan toan chiu
trach nhiém trudc cong ty va Co quan phap luat.

NGUOI PE NGHI QUAN LY TRUONG PHONG IT

R
Ceme?

e DT: 0902251359 / Email: info@dichvucong.vn
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HE THONG QUY DINH TRONG DOANH NGHIEP

12. QUY DINH QUAN LY
TAI SAN

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi
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< 5 e 4 Tu van dich vu c6ng cho doanh nghiép, té chdrc, ca nhan

QUY PINH VE VIEC MUA,
QUAN LY VA SU DUNG MAY

MOC, TRANG THIET BI

Mai tai lieu: 6.17.1

Ha Ngi, 15/02/2023




QUY PINH VE VIEC MUA, S0 maky hi¢u: NS-Qb-01

&  DICH VU HANH CHINH CONG VIET NAM QUAN LY’ VA Sﬁ DUNG I;Iii};co hleu hIC:
- MAY MOC, TRANG Stra dbi:
THIET BI Lan ban hanh:
1. PHAN PHOI
Phan phoi Thu nhin tai li¢u 15i thoi
STT Ngay phan phdi = Bo phan

nhén

Nguoi nhan

Nguoi giao

Nguoi nhan

2. PHAN THAY DOI

Ngay sira doi Vi tri Noi dung sira doi Lan sira Ghi chu
Nguwoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chit ky

\&/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan

Semy?
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1. MUC PICH:
- Pam bao dap Gmg yéu cau may moc thiét bi ctia san xuét kinh doanh.
- Sur dung dung muc dich, hi¢u qua.

- Pam bdo tai san dugc bao quan tot.

2. PHAM VI:

- Ap dung cho viéc mua, quan 1y sir dung tt ca cac loai tai san, trang thiét bi trong Cong ty.
3. PINH NGHIA:
4. NOI DUNG:

4.1. Mua tai san, trang thiét bi:

a> Nhu cau mua: Khi c6 nhu cau mua hodc stra chira tai san trang thiét bi, nguoi dé nghi lap
phi€u yéu cau mua hang va chuyén Trudéng b phan xéc nhan, sau dé trinh Ban Gidm doc
duyét.

b> Bdo gid: Trén co so phiéu yéu cau mua hang dugc Ban Giam dbc duyét, Phong HC s& tién
hanh lién hé vdi cac nha cung tmg dé bao gia. Nha cung tng dam bao céc tiéu chi nhu chat
luong, gid cd, bdo hanh, cach phuyc vu...s€ dugc lya chon dé 1am tha tuc ky hop d@)ng.

c> Lap dat:

- Sau khi ky hop ddng, nha cung cimg s& tién hanh lap dit, cung cip tai san trang thiét bi cho
cong ty, Phong HC ¢6 trach nhiém theo ddi qué trinh lap dit.

- Sau khi lap dit xong, néu hai bén dong ¥ thi hai bén ky vao bién ban lap dit va nghiém thu ma
sd: 1/BM — QDQLTS .

- Pdi v6i nhitng tai san trang thiét bi can phai qua mot thoi gian van hanh moi biét dugc tinh
trang hoat dong thi phai nghiém thu sau 5 — 10 ngay. Cu thé sau 5 — 10 ngay, Phong HC theo
ddi qua trinh van hanh cta may moc, trang thiét bi, néu khong dat thi Phong HC c6 trach
nhiém yéu cau nha cung ng dén sira chita va tiép tuc theo ddi 5-10 ngay cho dén khi hoat
dong t6t. Truong hop sau 5-10 ngdy ma may moc, trang thiét bi hoat dong tot thi Phong HC
s& tién hanh ky bién ban nghiém thu cho nha cung tng.

- Sau khi nghiém thu xong, Phong HC tién hanh ban giao tai san trang thiét bi cho ngudi sir
dung theo bién miu: 2/BM — QDQLTS .
4.2. Sira chira tai san, trang thiét bj:
a> Nhu cdu sira chira:

Khi ¢6 nhu cau sira chita tai san trang thiét bi, nguoi dé nghi 1ap phiéu yéu cAu stra chita theo
biéu mau: 3/ BM — QDQLTS. Giéy dé nghi dugc Truong b phan kiém tra, xac nhan va chuyén
cho Phong HC.

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
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4.3.
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b> Tién hanh sira chira: Nhan vién bao tri s& lién hé don vi bao hanh hodc don vi béo tri (da ky
hop ddng voi cong ty) dé tién hanh sira chita. Truong hop néu nhu khong ¢6 don vi bao
hanh, don vi bdo tri thi nhan vién bdo tri s€ lién hé¢ v4i mot nha cung ung dé tién hanh stra
chita. Thu tyuc tuong tu phén 4.1, a/b.

c> Sau khi sura chita xong (st dung dugc tai san, trang thiét bi), bén stra chira, nhan vién bao tri
s& ky bién ban stra chita va nghiém thu theo biéu mau: 4 / BM — QDQLTS .

d> Trudng hop dbi voi nhimng tai san va trang thiét bi doi hoi phai van hanh sau mot thoi gian
nhét dinh méi xac dinh duoc viée stra chira da hoan chinh hay chua thi sau 5 — 10 ngay, bén
sitra chira va nhan vién bao tri tién hanh lp bién ban nghiém thu theo biéu mau: 4/BM-
QDQLTS.

e> Truong hop ddi voi hu hong nhe (1a nhitng loai hu hong ma ¢ thé khic phuc duge bang
ngudn luc sin c6) thi nguoi st dung chi can bao cho nhéan vién bao tri sira chira Ttrong qua
trinh thue hién, néu thiy vuot qua kha ning thi nhan vién béo tri yéu cau ngudi sir dung lap
phiéu yéu cau sira chita va thyc hién theo ding phan 4.2 a — d.

Quan ly va sir dung:

a> Quan Iy tai san, trang thiét bi:
MOi tai san dugc dan tem tai san, tem tai san gém cac ndi dung sau: tén tai san, ma tai san,
ngay kiém ké, ky nhan. M4 tai san dwoc viét tit nhu sau: tén viét tit cua tai san (viét hoa) —
s thtr ty tién. Vi du: may vi tinh s6 10 dugc ky hi¢u la: MVT — 10 (khong danh thém theo tén
bd phan, ngudi sir dung vi tai san c6 thé thay doi). Danh muc tai san viét tat do Phong HC lap
va trinh Giam ddc cong ty duyét.
Kiém tra tai san dinh ky: Hang qay Phong HC thuc hién cong tac kiém tra tai san vé s6 luong,
chat lugng ca tai san theo biéu mau: 5/BM-QDQLTS.
Kiém ke tai san dinh ky: Hang nim Phong K¢ toan két hop Phong HC t6 chirc viéc kiém ké tai
san dinh ky. Viéc kiém ké théng qua danh gia s6 luong tai san so v6i danh muyc tai san cong ty,
dan tem tai san, gia tri tai san con lai...

b> Trach nhiém cua nguoi sur dung:
Str dung theo diing huéng dan van hanh, huéng dan st dung.
Khong cho nguoi khac str dung khi khong c6 su cho phép ciia Truong b phan.

B4o ngay cho Trudng bo phan cac trudng hop may moc hu hong dé sira chira kip thoi.

TAI LIEU THAM KHAO:

PHU LUC:

Bién ban lép dat va nghi¢m thu tai san Mi sb: 1/ BM — QDQLTS
Bién ban ban giao tai san Ma s6: 2/ BM — QDQLTS
Phiéu yéu cau sira chira Mi s6: 3/ BM — QDQLTS
Bién ban stra chita va nghiém thu tai san Mi sb: 4 / BM — QDQLTS
Bién ban kiém tra tai san Mi sb: 5/ BM — QDQLTS

o6 [ &
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TRUNG TAM DICH VU CONG HOA XA HOI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phic
So: ... e, NZAY ... ... thang......nam......

BIEN BAN LAP PAT VA NGHIEM THU TAI SAN

Hom nay, hai bén gdm ¢6 :

BEN A (BEN BAN GIAO)

Tén doanh nghiép e e et ettt
MSDN/MST PO
bia chi e
Pién thoai e
Tai khoan e e e
Do 6ng (ba) e ChltC VU & lam dai dién

BEN B (BEN NHAN BAN GIAO)

Tén doanh nghiép e et ee et ettt ettt
MSDN/MST e e e
bia chi e
bién thoai e
Tai khoan e e e
Do 6ng (ba) e Chic VU i lam dai dién
Nguoi nhan bao glao:........ovviiiiii i Bophan:..........ooooi

Hai bén thong nhdt ky vao bién ban ban giao va nghiém thu trang thiét bi, cu thé nhw sau:
PHAN L. LAP PAT - BAN GIAO:

1. Trang thiét bi:

Bén A ban giao cho Bén B c4c trang thiét bi sau :

ST | Tén Mo ti c4u hinh SO M5 ta Phu
T | Thiét bi Thiét bi lwgng hién trang kién
: . . ~ ~ DT: 2251 Email: i j .

J * \J  DICH VU HANH CHINH CONG VIET NAM o 0902251359 /| Email: info@dichvucong.vn
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2. Dich vu kém theo:

Thoi gian bdo hanh:... ...
Huéng dan sir dung dinh kém: Co [ Khong [
Hudéng dan strdung cho:.........ooooviiiiiiiiiiii Bophan:..........ooo

(P hiéu cdch sir dung, vin hanh).

PHAN 2. NGHIEM THU:

Sau khi tién hanh kiém tra lai tai san, trang thiét bi da duoc lip dit, hai bén nhat tri: tai san trang
thiét bi da hoat dong tot.

PAI DIEN BEN A PAI DIEN BEN B NGUOI PUQC SU DUNG

e DT: 0902251359 / Email: info@dichvucong.vn
® Dia chi: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tw Liém, Ha Noi
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TRUNG TAMDICHVU  CONG HOA XA HOI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc lap — Tu do — Hanh phiic
So: ... e, NZAY ... ... thang......nam......

D
NEUOT Z10: ...t eiiiiie e BOphan:......oooii
Nguoinhan:.........oooiiiiiiiiiii, BOphan:......ooooi

1. NOI DUNG BAN GIAO:

grr| TEN MOTACAUHINH |  © oo MO TA
THIET BI THIET BI c HIEN TRANG

2. HUONG DAN CACH SU DUNG:

Nguoi ban giao d3 hudng dan ddy du cach thire str dung tai san, trang thiét bi. Nguoi nhan tai
san/trang thiét bi khong ¥ kién gi thém.

C6 huéng dan vin ban dinh kém: [] Khoéng c6 huéng dan vin ban dinh kém: [l
Ghi chu:
NGUOI GIAO NGUOI NHAN
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TRUNG TAMDICHVU  CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Pjc 1ap — Tu do — Hanh phic
S6: ... e, NEAY ... ... thang......nam......

PHIEU YEU CAU SUA CHUA

TEN NNAN VICI & 1.otiiiiiiiieiie ettt ettt et e e e e e e esbeesseeesbeenseeeessbaae s e s s e e aa e e e e seaneeneennes .
B phéan L et eeeeeeeeeeeeeteeteeeeeeeeeeeeiteteteeeeetaaiaeattteteeeeetaa ———ttteeeeetaaaa——tteteeeeesaaa———tttt ettt tttratarnnnaannns
STT Noi dung yéu cau SL | Tinh trang hw Ly do Ngay hoan thanh
NGUOI YEU CAU TRUONG BQ PHAN  PHONG HCNS GIAM POC

e DT: 0902251359 / Email: info@dichvucong.vn
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM
HANH CHINH CONG Poc 1ap — Tw do — Hanh phic
So: ... e, NEAY......thang......nam......
BIEN BAN KIEM TRA TAI SAN
. ~ s \ . . X . . cr T Nguoi sir
NEIY | roptaisan | @l Newol | Kiém trachi | banhgia tinh hinh | 0 < i1y | dungxdc | Ghichi
thang san str dung tiet thiét bi ahan
Ngay....thang.....nam 200...
TRUONG PHONG HC TRUONG BP NGUOI KIEM TRA
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
S6: .. .., NEAy......thang......nam... ...

BIEN BAN SUA CHUA VA NGHIEM THU TAI SAN

Hom nay, ngay ....... thang ........ nim 20..., hai bén gom cé :
BEN A (BEN SUA CHUA):

Tén doanh nghiép :

bia chi :

bién thoai

Do ong (ba) : Chtrc vu : lam dai dién
BEN B (BEN BPUQC SUA CHUA)

Tén doanh nghi€p

bia chi van phong tai :

bién thoai : Fax :

Tai khoan

M s6 thué

Nguoi theo doi viée siia chira: B phan:

Hai bén thong nhdt ky vao bién ban sira chita va nghiém thu trang thiét b, cu thé nhw sau:
PHAN I. KIEM TRA — SUA CHUA THIET BI:

1. TRANG THIET BI:

ST Tén Mo ta cAu hinh S6 Mo ta

. ; Ghi chu
T | Thiét bi Thiét bi lwgng hién trang hu hong et
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2. LY DO HU HONG:

3. DANH MUC PHU TUNG THAY THE:

ST
T

Tén thiét bi Phu tung thay thé SL Ghi chu

Két luan:

Sau khi tién hanh kiém tra lai tai san, trang thiét bi da duoc sira chita, hai bén nhat tri: tai san trang
thiét bi da hoat dong tot.
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PAI DIEN BEN A DAI DIEN BEN B
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIiA VIET NAM

HANH CHINH CONG Poc lap — Tu do — Hanh phiic
So: ... e, NZAY ... ... thang......nam......

B0 phan/PhOng/Ban: ...
TEN TRANG THIET BI | THONG SO, PAC GIA DU N
STT VAN PHONG PIEM SL TINH NGAY CAN
NGUOI PE XUAT TRUONG BQ PHAN PHONG HC GIAM POC
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HE THONG QUY DINH TRONG DOANH NGHIEP

13. QUY DINH QUAN LY
THU VIEN
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DICH VU HANH CHINH CONG VIET NAM

rmv Tu van djch vu c6ng cho doanh nghiép, t6 chirc, ca nhan

QUY TRINH
QUAN LY THU VIEN CONG TY

Mai tai lieu: HC-01

Ha Noi, 15/02/2023




Semy?

QUY TRINH
& ocnwmmcimencvean (YWAN LY THU VIEN  Trang

CONG TY

S6 ma ky hiéu: NS-Qb-01

Ngay

¢0 hiéu luc:

Stra doi:
LAn ban hanh:

1. PHAN PHOI

Phén phoi Thu nhin tai li¢u 16i thoi
STT Ngay phin phdi . B0 pha _ . :
gayp P °p . an Nguoi nhan Nguoi giao Nguoi nhan
nhan
2. PHAN THAY POI
Ngay sira d6i = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chit ky
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Semy?
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I/ MUC PiCH:

bép trng nhu cAu tai liéu tham khao cua cac bd phan.

Quan 1y céc tai li€u, sach cua cong ty.

II/ PHAM VI:

- Ap dung cho bg phan HCQT va céc bd phan, cd nhan c6 nhu cau.

111/ PINH NGHIA:

Khong co.

IV/ NOI DUNG:

1.

Quan tri nfi dung

Quan tri nd1 dung la viéc xac dinh cac nguén tri thirc can thiét cho hoat dong cua cong ty nham
nang cao tri thirc cho CNV cong ty dua trén viéc tu hoc hay lam tai li¢u training cho cac bd
phan.

Duya theo ké hoach dao tao hang nim, phong nhan su chiu trach nhiém Iap ké hoach céc loai tai
lidu can thiét phuc vu cho cong ty va ngan sach kém theo: HC — 01 — BMO1.

Sau khi dugc duyét, phong nhan sy ty thyc hién viéc di mua va ban giao cac dau sach cho
phong hanh chéanh.

Bién ban ban giao sach dugc thuc hién theo mau: HC — 01 — BM02. Hang quy, phong HCQT
phai thong tin sb luong sach tang giam cho phong nhan sy vao cudi mdi quy theo mau HC — 01
— BMO3.

P6i twong dwoc mwon:

Pbi twong cho muon 1 tit ca cac CBCNV cua cong ty.

CNV chi dugec muon sach, tai liéu cho nhu cau st dung cia ban than, khéng duoc cho ngudi
khac muoc hay mugc cho nguoi khac.

Dbi vé6i cac ddi tuong 13 cac quan 1y cip truong phong tré 1én thi dugc wu tién sir dung céc loai
tai liéu. Danh sach cac d6i twong uu tién dugc phong nhan su chuyén cho phong HC va c6 thé
diéu chinh vao cudi mdi quy.

Nhitng ngudi duoc vu tién phai lap gidy dé nghi sir dung tai liéu sach sir dung cho ca quy theo
mau: HC — 01 — BM04 va phai giri cho phong HC vao ngay 20 cia cac thang 2,5,8,11. Truong
hop khong giri gidy dé nghi cho phong HC thi mat quyén wu tién.

Tuy theo timg loai tai liéu thoi gian cho muon ti da 14 10 ngdy, cac trudong hop dai hon phai co
y kién ctia giam ddc nhan su.

Quan ly sach, tai li¢u.

Moi loai sach, tai li¢u phai c6 ma so riéng d€ quan 1y.
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S.

Moi loai sach, tai li¢u phai dé trong khu vuc riéng, cé sticker ¢ ngoai dé dé dang tim kiém,
ngoai ra c¢d danh sach chi ti€t & ngoai, cac loai tai liéu dugc sap xép theo ma so tang dan tur trai
sang phai.

Vi mdi loai tai liéu, nhan vién luu gitt phai 14p danh sach céc loai tai liéu d6 theo mau: HC —
01 — BMOS.

Khi phat sinh cac loai sach, tai licu méi, nhan vién van thu phai cap nhat danh sach cham nhét
sau 02 ngay.

Déi voi mbi tai lidu phai c6 it nhét hai ban dé phong ngira trong truong hop mat mot ban thi con
ban khéc.

Hang thang, nhin vién van thu phai téng v¢€ sinh toan by thu vién, xu ly mbi mot, va kiém tra
toan bo sach va tai lidu, néu ¢ hu hai thi phai xir Iy kip thoi.
Quy trinh cho mugn

Khi nhan vién ¢6 nhu cau muon sach, tai liéu thi nhan vién van thu xem xét cac danh muc vu
tién, néu c6 quyeén uu tién thi giai quyét cho nhiing ngudi c6 quyén uu tién trudec.

Budc tiép theo 1a kiém tra dau sach, tai liéu trong thu viéc, néu s6 lugng con thi ghi cac thong
tin vao s theo ddi cho muon sach theo mau: HC — 01 — BMO6.

Tiep d6 hoi nguoi mugn ve thoi gian muon, gidi thich vé quy dinh thoi gian muon va vuot thoi
gian néu co.

Sau do6 chuyén sach cho ngudi muon va ky tén.

Doi véi sach da cho muon hét, can kiém tra nhitng ngudi dd mugn lan trude xem thoi gian tra
va bdo cho nguoi c6 nhu cau biét, dong thoi khi thong tin vao sé theo ddi chd muon lam danh
sach uu tién cho lan téi.

Xir 1y ddi véi cac trwdng hop vi pham quy dinh:

5.1. Truong hop vuot qua thoi gian cho muon

Néu vuot qua thoi gian cho muon trong vong 5 ngay thi trong vong 3 thang khong duoc muon
tai liéu cua thu vién. Di voi truong hop nay thi nhan vién vian thu chi can ghi vao cot ghi chu
cua sb theo ddi cho muon sach.

Néu vuot qua thoi gian 10 ngay thi bi xur 1y trir diém cong viée ( trir 2 diém) va khong duogc
muon trong vong 3 thang. Dbi véi truong hop nay, nhan vién van thu ghi bién ban theo mau:
HC - 01 — BM07, chuyén cho ngudi muon sach ky, sau d6 nhan vién van thu ky va chuyén ban
chinh cho phong nhéan su, luu lai ban photo.

Néu vuot qua 20 ngay thi xtr Iy nhu trudng hop mét tai liu dudi day.

5.2. Truong hop sach, tai liéu bi huw hong

Néu tai lidu bi hu khong sir dung duge dudi 5 % thi xir Iy nhu truong hop vuot thoi gian muot
dudi 5 ngay.
Néu tir 5 — 15 % thi nhu truong hop 10 ngay.

Néu trén 15 % thi xtr Iy nhu trudng hop mat sach, tai lidu.
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- Dbi véi cac truong hop nay, nhan vién van thu ghi bién ban theo mau: HC — 01 — BMO7,
chuyén cho ngudi muon sach ky, sau d6 nhan vién van thu ky va chuyén ban chinh cho phong
nhan sy, luu lai ban photo.

5.3. Truong hop mat tai liéu:

- Hinh thire xtr 1y phai bdi thuong 100 % sd tién mua tai liéu, bi trir 3 diém danh gia cong viéc va
khong dugc muon sach trong thoi gian 3 thang.

- Nhaén vién van thu chiu trach nhi¢p 1ap bién ban mét sach theo mau: HC — 01 — BM07, chuyén
cho nguoi lam mat ky tén, nhan vién van thu ky tén, chuyén cho Truong phong HCQT xac
nhan. Ban chinh ctia bién ban duoc chuyén cho phong nhan su 1am cin ci trir luong ngay trong
thang do6 va gir lai ban photo dé theo dai.

V/BIEU MAU KEM THEO

1. Ké hoach mua sach, tai liéu mi s6 : HC — 01 — BMO1
2. Bién ban giao sach, tai liéu mi s6 : HC — 01 — BM02
3. Béo cdo danh muc sach, tai li¢u hang quy mi s6 : HC — 01 — BM03
4. Danh sach tai liéu, sach mi s6 : HC — 01 —- BM04
5. Danh sach uu tién muon sach, tai li¢u mi s : HC — 01 — BM05
6. S theo ddi cho muon mé s6 : HC — 01 — BM06
7. Bién ban thu vién mi s6 : HC — 01 — BM07

o& L &

e DT: 0902251359 / Email: info@dichvucong.vn
e Dja chj: P402, Tang 4, Thap A, Keangnam, Pham
Hung, Mé Tri, Nam Tuir Liém, Ha Noi
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TRUNG TAM DICH VU

CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phic
So6: ... e, NZAY ... ... thang......nam......
KE HOACH MUA SACH, TAI LIEU
Loai tai . . . X "

TT lig Tén tai licu Tac gia Nha XB Nam XB So lwgng Gia Thanh tién | Dién gidi ly do

icu
Tong cong

CAN BQ PAO TAO TP NHAN SU GIAM POC PIEU HANH

2 DICH VU HANH CHINH CONG VIET NAM

“m" Tu van dich vu céng cho doanh nghiép, t6 chic, ca nhan

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hiing, Mé Tri, Nam Tir Liém, Ha Noi




TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc lap — Tw do — Hanh phiic
So: ... v, NEAY......thdng......nam.......

BIEN BAN BAN GIAO SACH, TAI LIEU

Bl A o Chir ky :
Paidién B (Thu vién): ..., Chtr ky :
Thoit gian giao:

Noi dung :

M@ ta tai ligu duoi day:

TEN TAI TAC X Ny SO .
STT LIEU GIA NHA XB | NAM XB LUONG TINH TRANG
BEN A BEN B
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phic
So: ... o, NEAY......thdng......nam......

BAO CAO TONG HQP SACH, TAI LIEU HANG QUY

LOAI "l . : » SL ] " c
% TEN TAI TAC NHA < SL PAU : SL SL CUOI | DIEN GIAILY
STT | TAI _ : NAM XB : PHAT : .
LIEU LIEU GIA XB KY SINg | G1AM KY DO
NHAN VIEN VAN THU TRUONG PHONG HCQT TRUONG PHONG NHAN SU
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc lap — Tw do — Hanh phiic
So: ... v, NEAY......thdng......nam.......

Thoigianap dung:..........cooiiiiiiiiiiiiinn,
STT | HO VA TEN BO LOAI TAI LIEU U TIEN
N PHAN % .
NHAN VIEN PHU TRACH
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TRUNG TAM DICH VU

CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHIiNH CONG Péc l1ap — Tu do — Hanh phiic
So: ... , ngay......thang......nam... ...
DANH MUC SACH
Loai sach/tai li€u.....................ccoeeeeel
STT LOL‘%]IEITJAI 1\84(—)‘& T]E;IETUAI TAC GIA | NAM XB | VI TRi iﬁ‘g}f

NHAN VIEN
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Cemy?
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc lap — Tw do — Hanh phiic
So: ... v, NEAY......thdng......nam.......

SO THEO DOI CHO MUQN SACH

Loaisach/tai li€u..........ccoovviiiiiinnn...

NGUOI
X - TEN TAI NGUOI BO ~ CHO
NGAY | MA SO LIEU MUQN | PHAN THEO DOI MUON KY
TEN
NHAN VIEN
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
So: ... v, NEAY......thdng......nam.......
BIEN BAN THU VIEN
Ho tén ngudi muon:...........ooeviiiiiiiiiiinnnn.. bOphan:... ...
NEAY MUON: ...t NEAY Az e
STT | MASO | LOAI TAI LIEU TINH TRANG
KET LUAN:
NHAN VIEN VAN THU TRUONG PHONG HC NGUOI MUON
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DICH VU HANH CHINH CONG VIET NAM

Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY DINH TRONG DOANH NGHIEP

14. QUY DINH QUAN LY
VA SU DUNG DIEN THOA
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc 1ap — Tu do — Hanh phiic
So: ... .., NEAy......thang......nam... ...

BIEN BAN CAP PASSWORD DPIEN THOAI

Théng tin c4 nhin ngudi dwoc cap:

N & [ I 2 T 1<) o L
m D OM Vi ——————
R 55 1 LTSRS SPRPTP
= MAEKDAU B8 NN e

Cam két ciia nguoi ding ky
- Tuén tha cac quy dinh hién hanh ctia cong ty vé quan 1y va st dung dién thoai

- Toi cam ket da doc va chap nhan cac qui dinh néu trén, néu vi pham t61 xin hoan toan chiu

trach nhiém trudc cong ty va Co quan phap luat.

NGUOI NHAN NGUOI GIAO

R

Ve
Cemy?

s . - " e DT: 0902251359 / Email: info@dichvucong.vn
DICRNS HANHCHINE CONG WIET AN e Dja chi: P402, Tang 4, Thap A, Keangnam, Pham
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péc 1ap — Tw do — Hanh phiic
So: ... v, NEAY......thdng......nam.......

SO THEO DOI PIEN THOAI DI PONG, LIEN TINH

NGAY GIO | NGUOI GOI BO PHAN SO LINE TONG TG GHI CHU
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DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu cong cho doanh nghiép, t6 churc, ca nhan

QUY PINH
QUAN LY VA SU DUNG

PIEN THOALI

Mai tai liéu: HC-11




S6 ma ky hiéu: NS-Qb-01

QUY DINH Ngay c6 hiéu luc:
\ﬂy D.I(fH VU HANH CHINH C?NQ VIET NAM QUAN LY’ VA Slj" DUNG Trang:
PIEN THOAI Sua doi:
Lan ban hanh:
1. PHAN PHOI
Phén phoi Thu nhin tai li¢u 16i thoi
STT Ngay phin phdi B¢ pha . . .
gayp phot ©p . an Nguoi nhan Nguoi giao Nguoi nhan
nhén
2. PHAN THAY POI
Ngay sira déi = Vi tri Noi dung sira doi Lén sira Ghi chu
Nguwoi bién soan Nguwoi soat xét Ngwoi phé duyét

Ho va tén

Chit ky
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I/ MUC PiCH:

bam bao viéc st dung dung quy dinh, myc dich.

1I/ PHAM VI:

Ap dung cho toan bo cong ty.

111/ PINH NGHIA:

Khong c6.

IV/ NOQI DUNG:

1. Céac nguyén tic chung:

Email dung line dién thoai chi dugc sir dung cho két ndi internet, khong dung dé goi dién trir
cac truong hop khéc thi phai c¢6 y kién ctia TP HC.

Chi c6 may cua téng dai méi dugc goi di qudc té, moi truong hop goi di hay fax qubc té phai
lién h¢ qua tong dai.

Céc phuong tién thong tin lién lac nhu dién thoai, Fax, dung dé phuc vu cho nhu cAu cong vi¢e
chung cua cong ty, nhan vién khong dugc dung vao viée riéng.

Quan ly cac bd phan c6 trach nhiém quan 1y chat ché sir dung phuong tién thong tin lién lac &
bo phan ciia minh, dam bao tiét kiém, co hiéu qua trong pham vi ngén sach dugc giao hang
nam.

Moi cén bd, nhan vién khong dugc sir dung dién thoai trong co quan vao vi¢e riéng - Néu st
dung vao viéc riéng phai ding tién ca nhén tra cho buu dién.

2. Quan Iy va sir dung dién thoai ¢6 dinh:

2.1 Cdc déi twong dwoc cip dién thogi cé dinh.

Mbi phong ban duoc cép mot dién thoai con riéng theo s6 lines cua cong ty hién co.

D6i voi cac quan 1y, nhan vién do dic thu cong viée riéng thi s& dugc cap lines riéng. Phong
HCQT chiu trach nhiém lap bién ban ban giao cho quan ly hodc c& nhan str dung theo quy dinh
quan ly tai san.

Viéc cap céac loai line dién thoai duoc thyc hién theo bién ban ban giao tai san theo quy dinh
quan ly va st dung tai san cia cong ty.

Déi voi cac truong hop ca nhan dugc cung céip riéng dién thoai thi dugc cép mot password dé tu
do goi theo han murc quy dinh theo mau: HC — 11 — BM01

2.2 Mirc khodn phi dién thogi ¢ dinh:

M khoan dién thoai ¢ dinh dugc quy dinh cu thé nhu sau:

STT Chirc danh S6 tién (VND)
1 Chutich HDQT 2.000.000
2 PhoCT 700.000
3 Tbong Giam ddc 2.000.000
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4 Giam doc diéu hanh 1.000.000
5 Giam déc chuyén mon 400.000
6 TP va tuong duong 300.000
7  Chuyén vién kinh doanh 200.000
8 . Chuyén vién khac 100.000

3. Dién thoai di dong:

Céac chtrc danh can st dung di¢n thoai dé phuc vu cho cong viéc dugc cong ty cung cép phi di¢n
thoai di dong d¢é lién hé cho cong viéc.

Trong trudng hop phat sinh cong viéc mai hodc thay doi cong viéc can nhu cau dién thoai di
dong thi nhan vién d6 hodc quan Iy hoic phong HCQT dé xuit cho nhan vién dugc hudng phu
cép dién thoai.

Murc phu cép dién thoai di dong dugc quy dinh nhu sau:

STT Chirc danh S6 tién
1  Chutich HDQT 2.000.000
2 Ph6CT 700.000
3 Tong Giam ddc 2.000.000
4 Giam dbc diéu hanh 1.000.000
5  Giam dbc chuyén mén 300.000
6 | TP va tuong duong 200.000
7  Chuyén vién kinh doanh 200.000
8  Kétoan 200.000

4. Quan ly dinh mirc sir dung:

Trudng hop ngudi duge cung cap dién thoai vugt mirc khoan thi phai thanh toan lai cho cong ty
s tién vuot muc theo hod don cia buu dién vao thang luong tuong tng.

Nhan vién téng dai chiu trach nhi€ém theo doi dinh mirc dién thoai trén day. Néu gﬁn vuot muac
thi phai bao cho ddi twong sir dung biét. Trong moi truong hop cong ty khong ché sé lugng vurot
muc khong qua 100 %.

Cudi mdi thang, nhan vién tong dai in bill va so sanh véi dinh mirc theo mau: HC — 11 — BM02.
Déi voi cac truong hop vuot mire chi phi, thi nhan vién van thu lién hé véi c4 nhan d6 dé thong
bao. Truong hop ngudi sir dung vuot chi phi ¢6 1y do chinh dang thi phai lam gidy giai trinh cho
Giam ddc xem xét, sau d6 chuyén cho nhén vién van thu.

NV vin thu dinh kém céc ban giai trinh (néu c6) kém theo bang tong hop so sanh bill dién thoai
trinh Trudng phong HCQT duyét.

Sau d6, nhan vién van thu chuyén ban chinh cho bd phan tinh lwvong dé trir vao luong thang cua
ca nhan lién quan.
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5. Goi dién qua tong dai:

Dbi vai cac chire danh duoc cung cap cac sb lines riéng thi khong duoc goi dién qua tong dai.
Déi vai cac chitc danh khong duoc cung cap thi cé thé goi dién thoai ban nhung phai dang ky
qua tong dai vién, thoi gian goi khéng qué 7 phit.

Déi v6i trudng hop can goi dién thoai di dong hay lién tinh thi phai lién hé qua téng dai vién va
khéng duoc goi qua 7 phat. Sau khi thue hién cude goi, nhan vién téng dai phai ghi chép tén
nguoi goi, $6 dién thoai can g01 vao s6 theo ddi goi di¢n thoai.

May tong dai chi do nhan vién téng dai (hodc ngudi biét sir dung may tong dai dugce nhéan vién
tong dai uy quyén) sir dung. Bat ky CBCNV nao khong duoc tu v sir dung may téng dai, may
Fax dé goi dién thoai khi khong c6 y kién ctia Téng dai vién.

Téng dai vién phai c6 théi d6 lich su trong khi thuc hién cong viéce, san sang gidi thich thic méc
cho khach hang, CBCNV Céng ty ... vé dién thoai trong kha nang ctia minh.

Téng dai vién phai co s6 dién thoai cia mot s6 CBCNV cong ty, cac ddi tac cua Cong ty; co sd
theo ddi céac sb dién thoai goi di, ghi 10 rang tén nguoi goi, BO phén cong tac, s6 dién thoai goi
di, thoi gian goi (d6i véi truong hop goi dién ra nudc ngoai thi yéu cau ngudi goi ky tén va so).
Khi yéu cdu sé dién thoai, ngudi yéu cau phai c6 thai do lich su, tra 101 ciu hoi ctia Tong dai
vién vé: Tén, Bo phan, noi goi dén.

Khi thuc hién cudc goi, truong hop khong thé két ndi duge, tong dai vién cé trach nhiém thong
béo lai cho nguoi yéu cau duge biét.

Cong ty khoan quy goi dién thoai chung danh cho tong dai vién 1a 1.000.000 VND/thang.

Tong dai vién theo ddi cac cude goi dién thoai di dong, lién tinh, quc té, fax qudc té theo mau:
HC - 11 — BMO03.

V/ BIEU MAU KEM THEO:

1. Bién ban cép password dién thoai

2. Bang so sanh bill dién thoai cudi thang.

3. So theo ddi dién thoai di dong, lién tinh, quéc té

o6 L &
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Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY DINH TRONG DOANH NGHIEP

15. QUY DINH QUAN LY
VAN BAN DEN VA DI

0902251359 (%)
info@dichvucongvn (i)
https://dichvuhanhchinhcong.vn/

P402, Tang 4, Thap A, Keangnam, Pham Hung,
Mé Tri, Nam Tur Liém, Ha Noi
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DICH VU HANH CHINH CONG VIET NAM

Semg?  Tuvandich w cong cho doanh nghiép, t6 chic, c nh

QUY PINH

™ QUAN LY VAN BAN
PEN, VAN BAN PI

S6 ma ky hiéu: NS-QD-01
Ngay c¢6 hiéu lyc:

Trang:

Stra dbi:
LAn ban hanh:

1. PHAN PHOI

Phén phoi Thu nhén tai liéu 16i thoi
STT Ngay phan phdéi = B0 pha _ - :
By P phot © pA an Nguoi nhan Nguoi giao Ngudi nhan
nhén
2. PHAN THAY DPOI
Ngay sira doi = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chit ky

I/ MUC PiCH:
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Muc dich cua Quy dinh quan ly van ban dén va di 1a dé quan ly va to chire cac van ban dugce gui va

nhén trong doanh nghiép, ddm bao tinh déy du, chinh x4c, trung thyc, bao mat va tién lgi cho vi¢e
sir dung va tra ciru sau ndy. Cu thé:

1. Quén Iy vin ban dén va di mdt cach hiéu qua: quy dinh s& gitip cho Doanh nghiép xac
dinh cach thirc tiép nhén va xur 1y cac van ban dén va di mot cach hop 1y, tir d6 dam bao cac
thong tin dugc xur 1y dung thoi han va dung ngudi nhan.

2. Bio vé tinh bao mat cia théng tin: quy dinh s& huéng din Nhan sy tiép nhan vin ban
trong viéc bao vé tinh bao mat cua thong tin, dam bao rang cac van ban khong bj ro i hay bi
su dung sai muyc dich.

3. Tao di€u kién cho viéc tra ctu thong tin sau nay: quy dinh s€ giip cho Doanh nghiép to
churc va luu trit cac van ban theo cach thuc deé dang tim kiém, tra ciru sau nay. Cac van ban
s€ dugc danh so, Iuu trit va phan loai mot cach rd rang dé tién cho viéc sir dung sau nay.

4. Nang cao hiéu qua 1am viéc ctia Doanh nghiép: khi quy dinh quan 1y vin ban dén va di duoc
thuc hié€n dung cach, viéc xir 1y thong tin s€ tré nén nhanh chong, chinh xéac va tiét kiém thoi
gian. Didu ndy s& giup nang cao hiéu qua lam viéc ciia Doanh nghiép va cai thién chat luong
dich vu d6i vé6i khach hang hodc nguoi sur dung.

II/ PHAM VI

Ap dung cho toan bd cong ty

I1I/ PINH NGHIA - TU VIET TAT:

Khong co

IV/ NOI DUNG:

IV.1. QUY TRINH QUAN LY CONG VAN PEN

1.

Tiép nhan van ban den

Khi tiép nhan vin ban duoc chuyén dén tir moi ngudn, nhan vién van thu hodc ngudi duge giao
tiép nhan cong vin dén (sau day goi chung la.nhan vién van thu) hodc ngudi dugc giao nhiém
vu tiép nhan vin ban dén trong trudng hop vin ban dugc chuyén dén ngoai gio lam viéc hodc
vao ngay nghi, phai kiém tra so bd vé sd luong, tinh trang bi, noi nhan, dau niém phong (néu
¢6), v.v...; d6i v6i van ban mat dén, phai kiém tra, d6i chiéu vé6i noi guri trude khi nhan va ky
nhan.

Néu phat hién thiéu hodc mat bi, tinh trang bi khong con nguyén ven hodc vin ban dugc chuyén
dén muon hon thoi gian ghi trén bi (d6i v6i bi van ban co dong dau "Hoa toc" hen gid), phai bao
c40 ngay cho nguoi duoc giao trach nhiém gitp nguoi dimg dau co quan, to chitc quan 1y cong
tac van thu (sau day goi tit 12 nguoi duge giao trach nhiém); trong truong hop can thiét, phai
1ap bién ban véi nguot dua van ban.

Pbi véi van ban dén duoc chuyén phat qua may Fax hodc qua mang, nhan vién vin thu ciing
phai kiém tra vé sé luong vin ban, sb lugng trang ctia mdi vin ban, v.v...; truong hop phat hién
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2.

cd sai soOt, phai kip thoi thong bao cho noi giri hoac bao cao nguodi duge giao trach nhiém xem
xét, giai quyét.

Phén loai so' b, béc bi viin ban dén

Sau khi tiép nhan, cac bi van ban dén dugc phan loai so bd va xt ly nhu sau:

Loai khong boc bi: bao gdm cac bi vin ban giri cho Hoi ddng quan tri, ban giam ddc, trudng cac
bd phan va cac bi van ban gui dich danh nguoi nhan, duge chuyén tiép cho noi nhan. Dbi véi
nhitng bi van ban giri dich danh nguoi nhan, néu 13 vin ban lién quan dén cong viéc chung cua
céc co quan, to chirc thi ca nhan nhan vin ban c6 trach nhiém chuyén cho vian thu dé dang ky.

Loai do nhan vién van thu boc bi: bao gom tat ca cac loai bi con lai, trir nhitng bi van ban trén
c6 dong dau chir ky hi¢u cac dd mat (bi van ban mat);

Khi thyc hién phén loai can luu y:

Nhiing bi c6 dong cac dau do khan can dugc boc trudce dé giai quyét kip thot;

Khong gay hu hai doi voi van ban trong bi; khong lam mat so, ky hi¢u van ban, dia chi co quan
guri va dau buu dién; can soat lai bi, tranh dé sot van ban,;

Doi chicu so, ky hi¢u ghi ngoai bi voi so, ky hi¢u cua van ban trong bi; truong hop phat hién cé
sai sot, can thong bao cho noi giri biét dé giai quyét;

Neéu van ban dén c6 kem theo phi€u giri thi phai doi chi€u van ban trong bi vé1 phiéu gui; khi
nhéan xong, phai ky xac nhan, dong dau vao phiéu gui va guri tra lai cho noi giri van ban;

Doi voi don, thu khi€u nai, t0 cdo va nhitng van ban can duoc kiém tra, xdc minh mot diém gi
do hoac nhiing van ban ma ngay nhan cach quéa xa ngay thang cua van ban thi can giir lai bi va
dinh kém v6i van ban dé lam bang chung.

DPong dau "Dén", ghi s6 va ngay dén

Vin ban dén cua tit ca cac don vi phai dugc dang ky tap trung tai van thu, tror nhiing loai van
ban duoc dang ky riéng theo quy dinh khéac cua cong ty nhu cac hoa don, ching tir ké toan v.v...
Tat ca van ban dén thudc dién dang ky tai van thu phai dugc dong dau "Dén"; ghi sé dén va
ngay dén (ké ca gio dén trong nhiing truong hop can thiét).

Pébi vé6i ban Fax thi can chup lai trude khi dong dau "Pén"; dbi voi van ban dén duge chuyén
phat qua mang, trong trudng hop can thiét, co thé in ra va lam thi tuc dong déu "Dén".

D6i v6i nhitng vin ban dén khong thudc dién ding ky tai van thu thi khong phai déng du
"Pén" ma dugc chuyén cho don vi hodc ca nhan co trach nhiém theo ddi, giai quyét.

Diu "Pén" dugc dong rd rang, ngay ngin vao khoang gidy tréng, dudi sd, ky hiéu (ddi véi
nhimg vin ban ¢ ghi tén loai), dudi trich yéu nodi dung (d6i véi cong vin) hodc vao khoang
gidy tréng phia dudi ngay, thang, nim ban hanh vin ban.

Ping Ky vin ban dén

Vian ban dén duoc dang ky vao so dang ky van ban hodc co s¢ dir li¢u van ban dén trén may vi
tinh.
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D6i v6i nhan vién van thu thi st dung méy vi tinh dé quan 1y van ban dén, nhung van c6 s6 theo
ddi van ban dén dé phong ngira xir 1y khi can thiét.

Ddi voi cac bd phén khac chi can st dung s6 theo ddi van ban dén.

D6i v6i phong nhan sy phai 1ap s6 theo ddi nhitng don, thu khiéu nai, t6 céo va cach giai quyét.
Mau sb theo ddi trong ty nhu mau theo ddi vin ban dén dinh kém quy trinh nay.

Khi dang ky vin ban, cin bao dam rd rang, chinh xac; khong viét bang bt chi, bt muc do;
khong viét tit nhing tir, cum tir khong thong dung..

IV.2. QUY TRINH QUAN LY VAN BAN PI

1.

Soan thao va danh may van ban:

Vin ban chuyén mén (vi du: hd so thau, bao gia...) can soan thao, danh may cta bo phan nao
do bo phan d6 truc tiép soan thao/danh may.

Phong HC chiu trach nhiém soan thao cac quyét dinh, cong vin gidy to, hop dong thudc pham
vi phu trach ctua van phong.

Dbi voi van ban cuia Hoi ddng quan tri, ban giam dbc s& do thu ky hay phong HCQT soan thao.

Déi véi truong hop danh may str dung ¢ dich vu ngoai hoic chuyén cho phong HCQT thuc hién
can dam bao cic nguyén tic sau:

a). Panh may dung nguyén vin ban thao, dung thé thirc va k¥ thuét trinh bay vin ban.
b). Nhén ban dung sb luong quy dinh;

¢). Gitr bi mat ndi dung van ban.

Photo va dong déu:
i voi bo phan nao dugc giao danh may thi bd phan dé thuc hién viéc photo tai li€u.

Déi v6i truong hop s6 lwong tai liéu can photo 16n thi c6 thé chuyén qua cho phong HCQT thuyc
hién viéc photo.

Viéc thuc hién déng diu tai liéu, cong van thuc hién theo quy dinh quan 1y con diu cua cong ty.

Chuin bi phong bi

Tuy theo s6 luong, d6 day va kho gidy dé lua chon kich thudc bi cho phu hop.

Bi van ban cin ¢ kich thude 16n hon kich thude cta van ban khi duge vao bi (6 dang dé
nguyén kho gidy hodc dugc gap lai) dé co thé vao bi mot cach dé dang .

Bi vin ban can duoc 1am bang loai gidy dai, bén, khé thdm nudc, khong nhin thau qua duoc va
c6 dinh luong it nhét tur 80gram/m2 trd 1én.

Trinh bay bi va viét bi. Phan tén cong ty va phan ngudi nhan phai dugc in truc tiép tir may hoic
danh may trén gidy dan va dan vao phong bi.
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8.

Vao bi va dan bi: Tuy theo sb lugng va d¢ day clia vin ban ma Iya chon cach gip vin ban dé
vao bi.. Khi gép vin ban can luu ¥ dé mic gidy co chit vao vao trong. Khi vao bi, can tranh lam
nhau vin ban. Khi dan bi, can luu ¥ khong dé hd dan dinh vao van ban; ho phai dinh déu; mép
bi phai dwoc dan kin va khong bi nhan. HO dung dé dan bi phai c¢6 do két dinh cao, khé boc.

Chuyén phat vin ban di:

Doi véi trudng hop chuyén giao tryc ti€p cho ngudi nhan thi yéu cau ngudi nhan ky vao cot ky
nhén cua s6 chuyén giao cong van di.

Déi voi truong hop phai giao cho nhan vién giao nhan hodc cac nhan vién khac di giao thi yéu
cau ngudi d6 ky vao sd giao cong van di, ddng thoi chuyén cho ngudi d6 phiéu giao ban gidy to,
sau khi giao xong thi thu hodi gidy da c6 chir ky lai.

Chuyén phat vin ban di qua buu dién. Tat ca van ban di dugc chuyén phat qua hé théng buu
dién déu phai duoc ding ky vao s6. Khi giao bi van ban, phai yéu ciu nhan vién buu dién kiém
tra, ky nhan va dong dau vao s6 (néu cb).

Chuyén phat vin ban di bang may Fax, qua mang. Trong trudng hop can chuyén phat nhanh,
van ban di c¢6 thé duogc chuyén cho noi nhan bang may Fax hodc chuyén qua mang, nhung sau
d6 phai giri ban chinh ddi véi nhitng vin ban ¢ gia tri luu trit.

Chuyén phat vin ban mat. Di véi trudng hop chuyén giao van ban mat, thuc hién theo quy ché
bdo mat tai li€u cta cong ty.

Theo déi viéc chuyén phat viin ban di

Nhan vién van thu c6 trach nhiém theo doi viéc chuyén phat van ban di, cu thé nhu sau:

Dbi véi nhitng vin ban mat, hoa tdc hodc theo yéu cau cua ngudi gui, nhan vién vin thu phai
theo ddi viéc chuyén phat van ban di theo yéu cau cta ngudi ky van ban. Déi voi cac truong
hop nay, nhan vién van thu phai ghi thém thoi gian phai kiém tra, néu dén thoi gian d6 phai goi
dién hoi tham ngudi nhan da nhan dugc chua, néu sau thoi gian 4 - 8h ma ngudi nhén chua
nhan dugc thi phai bdo cao ngudi c6 tham quyén xin y kién xir 1y (tiy theo tinh chat cap bach
cua van ban).

Déi voi nhimng van ban di ¢6 dong dau "Tai liéu thu hdi", phai theo doi, thu hdi dung thoi han;
khi nhan lai, phai kiém tra, di chiéu dé bao dam vin ban khong bi thiéu hodc thit lac;

Péi voi bi vin ban giri di nhung vi 1y do nao d6 (do khong c6 ngudi nhan, do thay doi dia chi,
v.v...) ma buu dién tra lai thi phai chuyén cho don vi hodc ca nhan soan thao vin ban d6; dong
thoi, ghi cht vao sd giri vin ban di buu dién dé kiém tra, xac minh khi can thiét;

Truong hop phat hién vin ban bi that lac, phai kip thoi bao cao ngudi dugc giao trach nhiém
xem xét, giai quyét.

Luwu cong van:

Ban luu van ban di tai van thu dugc Sap xép theo thr tu dang ky. Nhitng vin ban di duoc danh
s6 va dang ky chung thi duoc sip xép chung; dugc danh sd va ding ky riéng theo timg loai vin
ban hodc theo tirng nhom vin ban thi duge sip xép riéng, theo dung sb thir tu ctia vin ban.

D061 véi cac ban fax thi phai luu ca cuong fax.
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- DAi véi truong hop giri van ban qua buu dién hodc nhan vién cia cong ty thi phai luu kém ca
chung tir chirng minh da gui xong.

- Céc van ban luu dugc luu trir bang ca hai cach: luu ban cimg vao file va luu ban mém trén hé
thdng ERP (truc tiép hodc scan vin ban).
IV.3 QUAN LY CONG VAN

- Tat ca cac bd phan khi nhan cong vin gidy to phai luu vao file bia cong, bén ngoai phai 1ap
danh muc thong bao dén, thong bao di.

- Dbi véi truong hop c6 it cong van dén thi co thé luu chung mot file, ddi véi truong hop co
nhiéu cong van dén tir cac bd phan khac nhau thi luu theo tirng bg phan.

- Danh muc thong bao theo biéu mau kém theo quy trinh nay.

V/ BIEU MAU KEM THEO

1. S6 cong van dén mi s6: HC — 09 — BMO1
2. S6 cong van di mi s6: HC — 09 — BM02
3. S6 chuyén giao vin ban, gidy to mi s6: HC — 09 — BMO03
4. Danh muyc thong béo. mi s6: HC — 09 — BM04

o6 L &
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HANH CHINH CONG Poc 1ap — Tw do — Hanh phic
So: ... e, NEAY......thadng......nam......

SO THEO DOI CONG VAN DEN

. . . . NOI NHAN
N CO QUAN SO, KY NGAY TRICH YEU o .
STT | NGAYDEN | g\ N HANH HIEU VB THANG VB | NOIDUNG %%%ATI GHI CHU
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TRUNG TAM DICH VU CONG HOA XA HOQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tw do — Hanh phic
So: ... e, NEAY......thadng......nam......
SO THEO DOI CONG VAN bl
L : TEN LOALI, N
STT 50, KY NGAY TRICH YEU DON VI NGUOIKY NOI NHAN LUU HO SO

HIEU VB THANG VB SOAN THAO VB

NOI DUNG
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HANH CHiNH CONG Poc 1ap — Tw do — Hanh phiic
So: ... ., ngay...... thang......nam......
SO CHUYEN GIAO VAN BAN

. THOI __

I TRICH . . PV XU LY
SO, KY CQ BAN S | PONVIXU| NGAY o HAN S ,
STT | LIEU VB HANH YEU NOI LY Glao ve | KYNHAN | o0 TRA LOI GHI CHU

- DUNG LOT NGAY
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc 1ap — Tu do — Hanh phiic
S6: ... .., NEAy......thang......nam... ...
DANH MUC THONG BAO
Loai/BO phan:......ccccvevcivennnnne

. TRICH

SO, KY CQ BAN P .

STT - - YEU NOI GHI CHU
HIEU VB HANH DUNG
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Tu van dich vu cong cho doanh nghiép, té chirc, ca nhan

HE THONG QUY DINH TRONG DOANH NGHIEP

16. QUY DINH TIEP KHACH
TRONG VA NGOAI CONG TY
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Tu van dich vu c6ng cho doanh nghiép, té chirc, ca nhan

QUY PINH TIEP KHACH

Mai tai lieu: HC-07
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Cemy? Tur vén dich vy cong cho doanh nghi

iép, t6 chirc, ca nhan

QUY PINH

TIEP KHACH

S6 ma ky hiéu: NS-Qb-01
Ngay c6 hiéu luc:

Trang:

Stra d6i:

Lan ban hanh:

1. PHAN PHOI

STT = Ngay phén phéi

Phén phoi

Thu nhin tai li¢u 16i thoi

B phéan
nhén

Nguoi nhan

Nguoi giao

Nguoi nhan

2. PHAN THAY DOI

Ngay sira d6i = Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chit ky

\;ﬁ‘\/ DICH VU HANH CHINH CONG VIET NAM

Tu van djch vu céng cho doanh nghiép, t6 chirc, ca nhan

Semy?
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I/ MUC PiCH:
- Xac dinh cac mirc chi phi tiép khach cho cac bo phan.

- Xéc dinh quy trinh d6n tiép khach ciia cong ty.

II/ PHAM VI:

- Ap dung cho toan bo cong ty.

111/ PINH NGHIA:

- Khong cé.
IV/ NOI DUNG:

1. Trinh tu tiép khéach binh thwong:
1.1. Quy dinh chung
- Tiép khéach binh thuong 14 truong hop tiép khach dén lién hé cong tac thong thuong tai cong ty.

- Dbi véi cac trudng hop cac bo phan c6 hen trude véi khach thi bd phan d6 co trach nhiém thong
tin cho nhan vién 18 tan biét trudc dé tiép khach duoc chu ddo. Noi dung thong tin bao gdm: tén

khach, don vi cong tac, nguoi cAn gip, gio hen.
- Nhan vién 18 tan ghi nhan thong tin vao s thong tin ddng thoi théng bao cho bao vé biét.
1.2. Trinh ty tiép khach:

- Khi khach dén cong ty lién hé cong tac thi nhan vién bao vé c6 trach nhiém huéng din khach

giip bo phan 1€ tan xir 1y thong tin.

- Sau khi nghe yéu ciu tir khach, nhan vién 1& tan xr Iy nhu sau:

a> Khach da co hen truoc:

- Khi gip khach, nhan vién 1& tan hoi: “da, anh chi dén gap ai a?”” Khi khéch tra 101 tén, vi du: toi
mudn gip anh Hoang, Giam ddc tai chinh.

- Nhan vién 18 tan d3 xem trude lich hen, va hoi: da, co phai anh 1a anh Tan bén Cong ty cd phﬁn
Savimex khong a? Viéc tra 101 nhu vay sé cho khach biét, ban 1a ngudi rat chuyén nghiép.

- Khi khach tra 161 dong ¥, thi nhan vién 18 tin ndi: em moi anh ngdi chd a, (chi cho khach chd

ngdi tai phong/khu vue chd, rét nude cho khach, sau do lién hé v6i nguoi can gip dé thong tin.

% 5 . . " e DT: 0902251359 ‘/ Email: info@dichvucong.vn
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“m—’ uvan dich vu cong cho doanh nghiép, té chuc, ca nhan Hi{ng, Mé Tl”l‘, Nam Tl:f Llém, Hd Nél



Trong trudng hop khong thé lién hé dugc thi nhan vién 18 tan phai thong bao cho khach biét, ghi

nhan thong tin ctia khach vao cot ghi chii sau d6 thong tin lai cho nguoi ¢6 trach nhiém biét.

b> Khach khong hen trudc:

Truong hop ddi v6i khach khong c6 hen trude thi sau khi moi khach ngdi, nhan vién 18 tan phai
lién hé v6i bo phan lién quan dé gip khach.

Néu khéch 1 dai dién co quan nha nudc thi lién hé Trudong phong HCNS dé thong tin cho
Trudng phong xu ly.

Dbi véi truong hop can gip Giam ddc thi phai lién hé thu ky dé xu 1y.

2.

Dbi voi truong hop lién hé v6i cac quan 1y, nhan vién b phan khach thi lién hé truc tiép véi
ngudi d6 dé thong tin.

Trudng hop ngudi can gip khong thé lién hé dugc hodc tir chdi gip thi nhan vién can tra 10
khach 1a khong thé lién hé dugc, sau d6 xin thong tin cua khach dé lién hé sau. Sau d6 théng tin
cho nguoi can gip nhirng thong tin cta khach. Déi vé6i truong hop tir chdi can gip, sau 1 ngay
nhan vién 18 tan phai lién hé v6i ngudi tir chdi dé dua ra 1y do phu hop va thong tin cho khach

biét (qua dién thoai).

Trinh tu tiép khach quan trong:

2.1. Dé xuat yéu cau

Khéch quan trong 1 cac truong hop cac doi tac ky két cac hop dong 16n, du an hodc cic cong

viéc quan trong khéc.... cia cong ty.

Yéu cau tiép khach quan trong c6 thé do cac bd phan dé xuat hodc do Giam dbc diéu hanh chi

dinh.

Khi phat sinh yéu cau tiép khach dic biét thi nguoi yéu cau phai ghi phiéu yéu cau tiép khach
trinh gidm dbc didu hanh phé duyét theo mau: NS — 07 — BMO1.

Dbi véi cac trudng hop khong tiép khach quan trong nhung phat sinh chi phi thi b phan tiép

khach phai 1am gidy yéu cau theo mau trén va chuyén cho GD duyét trude.

Sau khi giam ddc duyét, nguoi dé nghi chuyén qua cho phong HCNS lap ké hoach t6 chirc.

2.2. Lap ké hoach

Phong HCNS lap ké hoach tiép khach theo mau: NS — 07 — BM02

%,
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Phong NSQT phai chuyén cho ngudi dé nghi tiép khach cung trao ddi va thdng nhat ké hoach
don tiép, sau d6 trinh GD phé duyét.
K¢é hoach tiép khach phai dwoc chuyén cho thu ky GD luu, cho ngudi tiép khach, phong HCNS

lwu dé t6 chire thuc hién.

2.3. Chuan bi:

Vé nguyén tic, toan bd khau chuin bi theo ké hoach do phong HCNS t6 chtrc thuc hién, tuy
nhién dbi voi mot sb cong viée dic thu lién quan dén bo phan chuyén mon khach thi cé thé phéi

hop véi bo phan d6 dé to chirc thyc hién.

Truong phong HCNS chiu trach nhiém kiém soat tién do va cac cong viéc dugc thuc hién theo

ké hoach dé ra.

2.4. Pén tiép:

Trude 2h so voi gio don tiép, Trudong phong HCNS chiu trach nhiém kiém tra truc tiép cac cong
viéc can chuan bi dén tiép.

Trong qué trinh dén tiép, Truong phong HCNS phai cir mot nhan vién tic tryc dé kiém soét
cong viéc va thyc hién cac cong viéc phat sinh (néu can thiét).

Truong hop phai chiéu dii khach, Truong phong HCNS (hodc uy quyén cho nhan vién khéc)

chiu trach nhiém lién hé cac dia diém chiéu dai.

2.5. Quyét toan chi phi:

3.

Phong Nhan su chiu trach nhiém 1ap tha tuc thanh toan theo phén 3 dudi day,bao g6m ca viéc

ldy hoa don GTGT.

Chi phi tiép khach:

3.1. Quy dinh chung:

Quy dinh ddi twrong thanh phan trong quan hé dugc moi chiéu dai, tiép khach 1a cac dbi tac
khach hang, t6 chuc kinh té, co quan quan 1y nha nudc ¢ tham quyén cé quan hé giao dich véi
cong ty.

Céc thanh vién HDQT, BKS, GP khdi, KTT, GP nha may, Truéng Vin phong dai dién chi
nhanh va nhimg ngudi khac theo sy phan céng cia GP diéu hanh hodc ngudi duge GD diéu
hanh uy quyén méi c6 thim quyén quyét dinh viéc chi tiéu chiéu dai, tiép khach va thanh toan

cac chi phi lién quan dén chiéu dai, tiép khach.
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Nhitng truong hop dot xudt, ban cong tac khong thé tric tiép moi chiéu dii, tiép khach duogc thi
ngudi co thim quyén quy dinh trén dy c6 thé phan cong cho ngudi khac (c6 quan hé lam viée
truc tiép voi ddi trong duoc moi chiéu dai tiép khach) thay mit minh moi chiéu dai, tiép khach.
Truong hop ndy ngudi phan céng van phai lam thu tyc thanh toan chi phi chiéu dai, tiép khach
va chju moi trach nhiém vé cac khoan chiéu dai, tiép khach d6. Nguoi duoc phan cong thay thé
khong 1am thu tuc thanh toan chiéu dii, tiép khach.

Viéc moi chiéu dai, tiép khéch chi phuc vu cho hoat dong san xuét kinh doanh, quan hé dbi
ngoai, ngoai giao cua Cong ty v6i muc chi phi tiét kiém, hiéu qua. Khong phuc vu tiép khach
giai quyét viéc riéng, ca nhén, cac d6i twong khong co quan hé giao dich voi cong ty.

Cac mirc khoan quy dinh dudi day 1a muc tbi da, néu chi phi chiéu dai, tiép khach vuot qua dinh

mirc d3 quy dinh, nguodi moi chiéu dai, tiép khach phai ty thanh toan sb tién vuot troi.

3.2. Pinh mitc thanh to4n chiéu dai, tiép khach:

Chiéu dai, tiép khach giai quyét cong viéc binh thudng, quan hé dbi ngoai, ngoai giao ... & mirc

thong thuong dugc thanh toan mire tdi da: 200.000 dong/ngudi/lan.

Chiéu dai, tiép khach giai quyét cong viée san xuat kinh doanh, tu vin k¥ thut cong nghé, dén
tiép khach hang, quan hé dbi ngoai, tiép khach nuéc ngoai, giai quyét nhitng van dé quan trong,
cap bach ... duoc thanh toan mirc tdi da: 500.000 ddng/ngudi/lan.

Céc truong hop dit biét moi chiéu dai, tiép khach 1a cac khach hang dbi tac 16n cta Cong ty,
lanh dao cép cao & cac co quan chinh quyén nha nuéc, cac Téng Cong ty, khach 13 ngudi nude
ngoai, chuyén gia c¢b van cao cip, dia diém chiéu dai tiép khach ¢ nudc ngodi ... ma muc thanh
toan néu vuot qua dinh murc nay thi s& do GP diéu hanh quyét dinh trén co sé xem xét hoa don

chimg tir thyc té, hop 1y, hop 18, hop phap.

V/ BIEU MAU KEM THEO:

1. Phiéu yéu cau tiép khach mi s6: NS — 07 — BMO1
2. Ké& hoach tiép khach mi s6: NS — 07 — BM02
3. Béo cdo tiép khach ma s6: NS — 07 — BM03

s L &
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc lap — Tw do — Hanh phiic
So: ... v, NEAY......thdng......nam......

PHIEU PE NGHI TIEP KHACH
Kinh givi: Gidm doc diéu hanh cong ty
Bophan................ dé nghi BGD duyét dugc tiép khach nhu sau:

2. Danh sach khach

STT Tén khach Tén co quan

3. Danbh siach can b§ ciia cong ty

STT Tén can b Bo phan

4. Noi dung d6n tiép:

5. Chi phi:

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hing, Mé
Tri, Nam T Liem, Ha Noi
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STT

Loai chi phi Pon gia

S6 lwong

Thanh tién

Ghi chu

BO PHAN PE NGHI

GIAM POC

[a
S
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Péoc lap — Tw do — Hanh phiic
So: ... e, NEAY......thdng......nam......

KE HOACH TIEP KHACH
(Vv tiép doan khdch............c..coeeeee )

- Can cit gidy dé nghi tiép khach ...... cua ......

- Can cir chi dgo cua Giam déc diéu hanh

- Phong HCNS ldp ké hoach tiép khéch véi ngi dung nhw sau:
1. Quy trinh dén tiép

BOQ PHAN PE NGHI GIAM POC

e DT: 0902251359 / Email: info@dichvucong.vn
e Dia chi: P402, Tang 4, Thap A, Keangnam, Pham Hing, Mé
Tri, Nam T Liem, Ha Noi
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TRUNG TAM DICH VU CONG HOA XA HQI CHU NGHIA VIET NAM

HANH CHINH CONG Poc lap — Tw do — Hanh phiic
So: ... v, NEAY......thdng......nam......

BAO CAO TIEP KHACH

Kinh givi: - Ban gidm déc;

- Phong HCNS.

I. THONG TIN CUA PON VI TIEP KHACH

1. Ho tén cin bd tham gia tiép khach:
STT Ho tén Chiic vu Nhiém vu tiép khach

2. Thoi gian tiép:

II. THONG TIN VE POAN KHACH:
1. Danh sach Poan:
STT Ho tén Churc vu Dia chi Noi luu tra

e DT: 0902251359 / Email: info@dichvucong.vn
® Dja chi: P402, T ang 4, Thap A, Keangnam, Pham Hing,
Me Tri, Nam Tw Liém, Ha Noi
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III.NQI DUNG BAO CAO:
1. Muc tiéu ciia chuyén viéng thim, 1am viéc:

2. Chwong trinh 1am viéc chi tiét:

STT Thoi gian Noi dung cong viée Pia diém Ghi chu

3. Két qua lam viéc:

...... , ngay..........thang.........nam.......
QUAN LY NGUOI BAO CAO
(Ky, ghi ho tén)

e DT: 0902251359 / Email: info@dichvucong.vn
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HE THONG QUY DINH TRONG DOANH NGHIEP

17. QUY DINH TINH TOAN
TRA LUONG
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Tw van dich vu céng cho doanh nghiép, t6 chirc, ca nhan

QUY PINH
TINH LUONG

Mai tai liéu: NS - 17




QUY PINH SO fna k’y I}f@u: NS-Qb-01
, A . Ngay ¢6 hiéu luc:
g Rt TINH CONG, TRA Trang:
Stra doi:

LUONG Lan ban hanh:

1. PHAN PHOI

. A Phén phéi Thu nhén tai liéu 15i thoi
st Eayphan . .
£ 0 phan A A LA A
phoi j pA ’ Nguoi nhan B0 phan giao Nguoi nhan
nhan
2. PHAN THAY DPOI
Ngay sira doi Vi tri Noi dung sira doi Lan sira Ghi chi
Nguwoi bién soan Nguoi soat xét Nguoi phé duyét

Ho va tén

Chit ky
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I/ MUC PICH:

Xac dinh chinh xac, ddy du luong va cac ché do kém theo lvong hang thang cho CNV.

1I/ PHAM VI:

Ap dung cho toan bo cong ty.

11/ PINH NGHIA:

Khong co

IV/ NOI DUNG:

1.

Bang luong
Bang luong cua cong ty bao gdm cac cot chi tiét theo miu: NS — 17 — BMO1. Phong nhan su ¢6
trach nhiém giai thich day du cac cot, cach tinh toan lwong cho nhan vién khi dugc yéu cau.

Trong trudng hop thay ddi cac yéu t6 cdu thanh trong bang luong, thi phai dugc duyét trude cua
giam ddc cong ty.

Cham cong:
Gi10 cong cua nhan vién dugc xac dinh dya theo thé cham cong cua nhan vién do.

Dbi véi truong hop gid cong bi thiéu thi ngudi lao dong phai lam gidy dé nghi xac dinh cong
theo quy dinh quan ly gio cong.

Déi voi trudng hop phét hién gio cong khong ding, khong chinh xéac theo quy ché cua cong ty
thi phong nhén su phai moi nhan vién lién quan 1én dé giai thich, néu vi pham quy ché thi phai
xir 1y theo quy ché ky luat ciia cong ty.

Dbi v6i truong hop nhan vién lam gio ting ca thi phong nhan su phai kiém tra cac gidy dé nghi
tdng ca cua nhan vién d6 xem c6 dung véi cac chinh sich, quy dinh cia cong ty hay khong.
Truong hgp khong dung hodc 1a nguoi lao dong lam tdng ca vugt qua 1h/ngay lam viéc ma
khong c6 gidy ting ca thi phai moi nhan vién d6 1én dé giai trinh.

Sau khi hoan thanh bang tong hop cong, phong nhan sy can in tong hop chdm cong va chuyén
cho timg bo phan dé xac dinh tinh chinh x4c cta gio cong cia timg nhan vién. Néu c6 su khiéu
nai ctia nhan vién thi phong nhan sy phai tién hanh giai quyét.

Cap nhat ciac mirc lwong, mire ché do cho nhan vién:

Néu trong thang phat sinh viéc thay d6i muc luong co ban, mic thudng, mirc bao hiém, phu cap
lién quan dén luong hang thang thi nhan vién tinh luong phai cap nhat cac so liéu thay doi vao
trong bang luong.

Xac dinh mire lwong thue té:

Mirc lwong co ban thyc té = muc lwong co ban * sé ngay cong thuc té / s6 ngay cong tiéu chuin
trong thang.

Miic lwong ting ca = mitc lwong co ban * s6 ngay cong ting ca * 1.5/ s6 ngay cong tiéu chuan
trong thang.
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Mirc luong lam vao ngay chu nhat * hé sb 2, vao ngay 18 nhan hé s6 3, néu lam vao ngay chi
nhat ma dugc phan cong nghi bu ngay khac trong tuan thi khong duge nhan hé sd, néu lam ngay
1& ma duoc phan cong nghi bu ngay khac thi chi dwgc nhan hé s 2.0. Cac khoan luong nay néu
c6 dugce cho vao cdt thu nhap khac.

Cac khoan thu nhap khac:

Ddi voi cac khoan thu nhép khac dugc nhap chung vao cdt cac khoan thu nhap khac.

Pbi voi phu cip chirc vu: néu lam du 23 ngdy cong trong thang trd 1én thi dugc tinh nguyén
mirc phu cap, néu lam dudi 23 ngay thi tinh theo cong thirc: = (s6 ngay 1am viée/sb ngay tiéu
chuan) * muc phu cip chic vy.

Xac dinh thuwéng ning suat:

Phong nhén sy ¢ trach nhiém ddc thic cac bd phan giri bang danh gia cac chi tiéu vé phong
nhan sy vao ngay 02 hang thang.

Dbi voi cac bién ban danh gia cong viéc hang ngdy, Trudng cic bd phan phai tp hop va chuyén
cho phong nhan su vao ngay cudi thang.

Dua trén bién ban danh gia cong viéc va cac bién ban xu 1y vi pham ndi quy, Truéong bd phan
nhan sy tong hop céc tiéu chi danh gia lién quan dén nghiép vu va quy ché cta cong ty.

Duya trén bang danh gia chi tiéu va bang tong hop danh gia nghiép vy, ndi quy ciia Trudng
phong nhan sw, nhan vién tinh lwong 1ap bang téng hop danh gia cong viée cia timg chirc danh
dé trinh Trudng phong xem xét.

Sau khi nhan dugc két qua phé duyét tir Giam ddc, nhan vién tinh luong nhap hé sé danh gia
cong viéc vao bang luong.

Mirc thudng ning suat thyc té = muc thuong ning suit twong ing * hé sd danh gia cong viéc.

X4c dinh cac khoan giam trur

Céc khoan giam trir bao g(‘A)m ung luong, boi thuong thiét hai, trur tién trach nhiém hodc chirc vy,
giam trir dong vao cac quy bao hiém, céng doan.. .

Déi véi cac khoan tmg luong thi thuc hién theo quy ché ciia cong ty, vao ngay 2 ciia thang sau
phong ké toan chuyén danh sach nhan vién ting luong cho phong nhéan sy. Nhan vién tinh lwong
nhap sb liéu img lwong vao bang luong.

Pbi v6i cac khoan bdi thuong thiéu hai (néu c6) nhan vién phu trach phap ché cia cong ty
chuyén quyét dinh xir Iy bdi thudng thiét hai cho nhén vién tinh lvong nhép vao cot cac khoan
giam tru khac.

Dbi voi cac khoan dong cac quy bao hiém, cong doan thi phai co6 quyét dinh twong tmg cua
giam ddc hodc cong doan cong ty.

In va kiém tra bang lwong

Nhén vién tinh lvong in bang lwong va kiém tra bang lwong dua theo cac nguyén tic sau:

Dbi voi cac loai cong ting giam theo s ngdy lam viéc trong thang thi phai kiém tra lai.

Péi voi mire thu nhap vuot qua mirc trung binh trong bd phan d6 100 % hay chi bang 50 % thu

nhap trung binh thi phai kiém tra lai.
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Sau khi tién hanh kiém tra, nhan vién tinh luong chuyén bang lwong cho Truéng phong nhan sy
xem xét va ky xac nhan.

Truong phong nhan su chiu trach nhiém trinh bang luong cho GD xem xét va phé duyét.

In phiéu lwong

Sau khi duoc giam doc duyét bang luong, nhan vién tinh luong in cac phiéu luong va dinh kém
theo bang luong tong dé chuyén cho phong ké toan 1am thu tuc thanh toan.

Phiéu luong dugc cho vao phong bi va gui cho timg nhan vién.

Thanh toan lwong

Vi¢c thanh todn luong cho nhan vién dugc chi trd qua thé ATM tai ngan hang MBbank. Phong
TCKT chiu trach nhiém lam thu tuc giri tién vao ngin hang cham nhat 13 vao ngay 9 hang thang.

Truong hop vi 1y do tai chinh chua thé thanh toan duoc thi phong TCKT phai thong tin ngay
cho Truong phong nhan sy dé thong bao cho nhan vién biét.

Luu ho so

Thit quy/ké toan ngan hang va ké toan thanh toan, ké toan tién lwong thyc hién luu day da ho so
thanh todn luong.

Thu quy va ké toan thanh toan phai hach toan vao tai khoan ké toan, ghi chép sb sach dung ddi
tuong.

V/ BIEU MAU KEM THEO:

l.
2.

Bang luong Ma s6: NS — 17 - BMO1
Phiéu luong Mi sb: NS — 17 - BM02
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BANG LUONG PHONG..........THANG 07/2023 S5:NS - BM17 - BMO1

Ngiy cong tiéu chudn (H1) dated:
8 ~ X A . Mikc lwong . 8 . Ngay cong | Ngay cong LT Luong ~ x~ | Thwéng NS (Phuc cz"ip CV|Thunhip|,. ,.z |Gidm trir - A
STT| Maso Ho tén Chire danh CB Thuéng NS | PC chire vu CB e thCuf 4 g Hé so DG thyre t& thye t& Khic Béo hiém Khic Thue linh Ky tén

A B C D E F G H 1 J=E*H/H1 | K=E*I/H1 L M=F*L N=Theo QD o P=E*(.17 Q +K+M+N+O-| S
1 Trudng phong 5,000,000 3,000,000| 2,000,000 26 #REF! #REF! 2.34| 7,020,000 2,000,000 850,000 #REF!
2 Troly 1 3,000,000 2,000,000| 1,400,000 26 #REF! #REF! 2.34| 4,680,000 1,400,000 510,000 #REF!
3 Troly2 2,000,000 1,600,000 1,200,000 21 #REF! #REF! 2.34| 3,744,000 #REF! #REF!
4 Nhén vién KD 1,490,000 1,000,000 0 22 1.5| #REF! #REF! 2.34| 2,340,000 #REF! 253,000 #REF!
5 Nhén vién KD 1,490,000 1,000,000 0 22 #REF! #REF! 2.34| 2,340,000 #REF! 253,000 #REF!
6 Nhén vién KD 1,490,000 1,000,000 0 24 2| #REF! #REF! 2.34| 2,340,000 0 253,000 #REF!
7 Nhén vién KD 1,490,000 1,000,000 0 24 #REF! #REF! 2.34| 2,340,000 0 253,000 #REF!
8 Nhén vién KD 1,490,000 1,000,000 0 25 #REF! #REF! 2.34| 2,340,000 0 253,000 #REF!
9 Nhén vién KD 1,490,000 1,000,000 0 26 0.5| #REF! #REF! 2.34| 2,340,000 0 253,000 #REF!
10 Nhén vién KD 1,490,000 1,000,000 0 26 2| #REF! #REF! 2.34| 2,340,000 0 253,000 #REF!
11 Nhén vién KD 1,490,000 1,000,000 0 26 4| #REF! #REF! 2.34| 2,340,000 0 #REF!
12 Nhan vién KD 1,490,000 1,000,000 0 26 1.5| #REF! #REF! 2.34| 2,340,000 0 #REF!
13 Nhén vién KD 1,490,000 1,000,000 0 26 #REF! #REF! 2.34| 2,340,000 0 #REF!
14 Nhén vién KD 1,490,000 1,000,000 0 26 #REF! #REF! 2.34| 2,340,000 0 #REF!
15 Nhén vién KD 1,490,000 1,000,000 0 26 #REF! #REF! 2.34| 2,340,000 0 #REF!
16 Nhén vién KD 1,490,000 1,000,000 0 26 #REF! #REF! 2.34| 2,340,000 0 253,000 #REF!
17 Nhén vién KD 1,490,000 1,000,000 0 26 #REF! #REF! 2.34| 2,340,000 0 253,000 #REF!
18 NV giao nhan 1,490,000 550,000 0 225 #REF! #REF! 2.34| 1,287,000 #REF! 253,000 #REF!
19 NV giao nhan 1,490,000 550,000 0 23 1.5| #REF! #REF! 2.34| 1,287,000 #REF! 253,000 #REF!
20 NV giao nhan 1,490,000 550,000 0 23 #REF! #REF! 2.34| 1,287,000 #REF! 253,000 #REF!
21 NV giao nhan 1,490,000 550,000 0 24 #REF! #REF! 2.34| 1,287,000 0 253,000 #REF!
22 NV giao nhan 1,490,000 550,000 0 26 #REF! #REF! 2.34| 1,287,000 0 253,000 #REF!
23 NV giao nhan 1,490,000 550,000 0 26 2| #REF! #REF! 2.34| 1,287,000 0 #REF!
24 NV giao nhan 1,490,000 550,000 0 26 #REF! #REF! 2.34| 1,287,000 0 #REF!

Nguoi lap Giam dbc nhén sy K& todn truwéng Giam dbc didu hanh
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