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1. MUC PiCH
Huéng dan thuc hién va phan dinh trach nhiém trong cong tdc mua hang phi thuong mai
nham dap tmg kip thoi nhu ciu hoat dong kinh doanh ctia cong ty.
2. PHAM VI AP DUNG

- Ap dung cho cong tdc mua hang nhdm cung cip cac san pham, vt tu, trang thiét bi, cong cu
lao dong, tai san c6 dinh, phan mém may tinh, van phong pham va dich vu.

- Cac mit hang phuc vu cho quang c&o, khuyén mai, cong tac xa hoi.
- Khéng ap dung cho viéc mua hang thuong mai, mua qua ting dot Xuat.

3. TRACH NHIEM

- P. HC-NS ¢ trach nhiém d4p (mg toan b cac yéu cau mua sam ciia cong ty (trir viéc mua cac
hang hoa, dich vu chuyen mon, mua hang héa dich vu theo dy an, mua sam céc thiét bi cong nghe
thong tin bao gém: may tinh, mdy in, cac linh kién kém theo may tinh may in, phu kién két ndi
...). Xay dung dinh mic VVP cho cac Phong ban dya trén théng ké st dung lién tuc khoang 3
thang ( duoc cap nhat trén Thong tin chung/HCNS/Van phong phdam) va dicu chinh khi c6 sy thay
doi.

- Phong CNTT c6 trach nhiém mua sim céc thiét bi cong nghé thong tin va hang héa dich vu
theo du an.

- Céac bd phan lién quan c6 trach nhiém hd tro vé mat k¥ thuat, théng tin nha cung cdp (néu
cd)... trong viéc thuc hién quy trinh.

- Ddi véi hang hoéa, dich vu chuyén mén (bao gdm ca hang nhap dé bao hanh, hang mau, hang
quéang cao khuyén mai, dich vy hau mai...): Cac phong ban chirc nang sé truc tiép mua.

- Giam dbc HCNS, Giam fioc TCKT, Téng Giam dbc c¢6 trach nhiém xem xét duyét khong
cham qua 01 ngay lam viéc ké tir khi nhan dugc Bang du toan/Pon dat hang/Hop dong.

- Sau khi Bang du toan/D& xuét dy an/dich vu dugc duyét, Giam doc don vi dugc ky Don dat
hang/Hop dong c6 gia tri < 5,000,000 dong cho nhirng hang hoa, dich vu thuéc pham vi mua hang
hoa, dich vu cua don vi minh.

- NVMH va Gb don vi chiu trach nhiém xem xet nhu cau hop 1y, lugng hang dy phong/ton kho
dé quyét dinh vi¢c mua méi hang hoa.

- Tbéng Giam dbc phé duyét nhitng Pon dit hang/Hop dong co gia tri > 5.000.000 dong.

4. TAILIEU THAM KHAO
- Diéu khoan 7.4 TCVN ISO 9001:2008
- S6 tay chat luong cong ty STCL 4.2.2/DDLD/01
- Qui dinh d4nh gia NCC (QD7.4/PDLP/01).

5. PINH NGHIA VA TU VIET TAT
5.1 Dinh nghia:
- Hang phi thwong mai:

+ Hang mua trong nudc: 1a cdc mat hang khong phuc vu cho muc dich mua ban cua cong ty
bao gom trang thiét bi, cong cu lao dong, tai san c¢b dinh, phdn mém may tinh va dich vy,
trang thiét bi CNTT, cac dich vu chuyén mon.
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+ Hang nhap khau: 12 hang nhap dé bao hanh, hang miu. ..

+ Hang hda, Dich vu chuyén moén: cac hang hda, dich vu phyc vu cho hoat dong cua don vi
ma nhan vién mua hang thudc phong HCNS khong thé thuc hién mua hang hoa, dich vu c}o
tinh phirc tap cua hang hoéa, dich vu d6 va chi c¢6 don vi sir dung ¢6 du chuyén mon dé hiéu
va danh gia, do luong dugc.

- Nhém Trang thiét bi (TTB): 1a cac loai tai san, trang thiét bi, dung cu c6 nguyén gia ban dau
(chua khau hao) nho hon 10.000.000 dong/1 don vi

- Nhém Cong cu dung cu (CCDC): La céc loai tai séq, dd dung trang bi phuc vu truc tiép cho
viéc stra chira, bao hanh cua cong ty c6 nguyén gia ban dau (chua khau hao) nho hon 10.000.000
dong /1 don vi

- Nhém tai san ¢d dinh (TSCP): La cAc loai tai san c6 nguyén gia ban dau (chua khiu hao)
trén 10.000.000 dong /1 don vi

- Co sb vat chat (CSVC): 1a cac trang thiét bi, may méc phuc vu cho hoat dong chung cta
cong ty.

- Nhén vién mua hang (NVMH): 1a nhitng nguoi c6 trach nhiém thyc hién cong viéc mua
hang.

- Giam dbc don vi: Giam doc Phong ban/Chi nhanh.
5.2 Tir viét tat:

TGP Tong Giam dbc P.HC-NS Phong Hanh chinh - Nhan su
PDLDP | Pai dién Lanh dao P.TCKT Phong Tai Chinh - Ké toan
BLD Ban Lanh dao P.CNTT Phong Cong Nghé Thong Tin
BP B0 phéan P.KT-BH Phong K¥ Thuat - Bao Hanh
Gb Giam dbc PPH Pon dit hang
VPP Vin phong phdm YCCC Yéu ciu cung cip
NCC Nha cung cap TTCTL Thoa thuan chéng tu loi

6. NOI DUNG
6.1 Luu d
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6.2 Dién giai qui trinh hru do
6.2.1 Yéu cAu mua hang, dich vu va trinh duyét

(1) Yéu cAu mua hang:
- Ngudi c6 nhu cdu mua hang 13p Yéu ciu cung cap hang hoa (QT7.4/HCNS/04-B1) vé6i day du
cac thong tin vé& hang hoa cAn mua, chuyén Giam déc don vi xem xét, phé duyét.

- Pbi voi cac yéu cau mua hang hoa thude linh vuc cong nghé thong tin, ngudi ¢ nhu cau mua
hang lap yéu cau qua phan mém OHMS - chirc ning IT Request (Tham khao quy trinh xir 1y cac
yéu cau vé thiét bi va dich vu CNTT - QT6.3/CNTT/06).

- Dbi voi cac mit hang c¢6 dinh mirc nhu VPP, d6 ding vé sinh thi khong can lap YCCC hang
héa. P. HCNS can cir trén Dinh mirc vin phong pham (QT7.4/HCNS/04-B5) cua cac phong ban
va lugng hang t6n kho dé 1ap Bang du toan (QT7.4/KDTT/09-B3).

(2) Yéu cau dy an/dich vu:
- Ngudi ¢6 yéu cau cung cip du an/dich vu thi 1ap Dé xuét dy an/dich vu (QT7.4/HCNS/04-
B2).

6.2.2 Tiép nhin yéu cau va tim chon NCC, théa thuin PCTL

- NVMH tiép nhan phiéu YCCC, xem xét thoi han dap ung, néu vi tinh phtc tap cua hang
hoa/dich vu khong déap g dung thoi han theo qui trinh thi thoa thuan véi nguoi yéu cau bang
email dé thong nhat thoi han dap img.

- Trén co s¢ hang dugc yeu cau cung cap, NVMH tim chon NCC thich hop trong danh sach
NCC dugc phé duyét dé mua dugc hang chat luong, gia ré, thoi gian giao hang, dich vu,... tdt
nhét dya trén Qui trinh danh gia nha cung cap (QT7.4/DDLD/01). 7

s Truong hop mua cac mat hang co trong danh sach NCC dwoc phé duyét ma tong gia tri don
hang:

+ Tir 10.000.000 VND tré xudng: Chon 1 NCC tbt nhat trong danh sach NCC dugc phé
duyét.

+ Trén 10.000.000 VND: Thu thap ba bang bdo gia tir ba NCC trong danh sach NCC dugc
phé duy¢t va lga chon mot NCC t6t nhat.

+ Dbi voi NCC 1a nha thau phu: duoc chon theo Qui trinh danh gia NCC (QT7.4/BDLD/01).

% Truong hop NCC dugc phé duyét khong dap iing dwoc nhu cd‘p)t (san phdam, sé lwong, gid, ...)
thi ¢6 thé mua cia NCC moi chua dwoc phé duyét nhung cé thé dap ing va cdp nhdt vao danh
sach NCC tiém nang.

Neu tong gia tri don hang:

+ Dén 2.000.000 VND: tim 01 bang bdo gid, 1ap du toan trinh duyét.

+ Trén 2.000.000 dén < 10,000,000 VND: tim 02 bao gia, lap du toan trinh duyét.

+ Trén 10.000.000 VND: Tim 03 bang bao gia tir 03 NCC va lap Phiéu danh gia lua chon
NCC moi.

% Doi véi nhitng mdt hang/dich vu mua thuong xuyén thi nén ky HP nguyén tic va thwc hién

theo HD.

- Dbi v6i truong hop mua nhidu mat hang trong mot Phiéu YCCC, nhan vién mua hang chu dong

thyc hién Iya chon mét hang c6 gid tri 16n dé danh giad lya chon NCC t6t nhat.
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- Sau khi tim chon NCC, NVMH théng nhét voi khach hang vé ndi dung thoa thuan PCTL , néu
khach hang dong y thi lap Bang du toan (biéu miu cua qui trinh mua hang thuong mai
QT7.4/KDTT/09-B3) sau d6 chuyén GD don vi va GD. TCKT dé xem xét ky duyét:

- Tét ca cac giao dich mua hang cé gia tri trén 2 triéu thi NCC va Cong ty phai ky théa
thuan PCTL. Théa thuan nay dwec ky béi TGP ciia HBC va ¢ gia tri dén khi co sw thay
doi.

6.2.3 Lap va trinh duyét du toan:

- Bdang dy todn gié tri hang héa cd chi phi < 5,000,000 dong thi sau khi GB. TCKT ky thi chuyén
qua buéc tiép theo.

- Trudng hop chi phi > 5,000,000 dong, NVMH chuyén Bang du toan di dugc GB. TCKT
duyét cho thu ky ciia TGP d¢ trinh ky. Néu:

e Déng y: Ky duyét, chuyén cho NVMH dé lap Pon dat hang / Hop dong mua hang.
o Khéng dong y: b4do NVMH diéu chinh.

- Néu c6 thay d6i, diéu chinh gia phai duoc GD don vi xem xét, GD. TCKT kiém tra hogc TGD
phé duyét lai trong vong 01 ngay lam viéc ké tir khi nhan dugc Bang du toan da diéu chinh.

6.2.4 Lap va Ky hop dong/don diit hang
- NVMH cin ct vao Bang du toan da duoc duyét dé trién khai thuc hién:

e Trong truong hop gia tri don hang dén 2,000,000 VND thi khong can Hop dong/Pon dit
hang.

e Trong truong hop gia tri don hang trén 2,000,000 VND dén 5,000,000 VND thi lap Hop
dong/Pon dit hang theo biéu mau (QT7.4/KDTT/09-B4) trinh GD don vi ky.

o Doi voi gid tri don hang trén 5,000,000 dong thi phai 1ap Hop dong/Pon dit hang trinh
TGD ky.
Ghi cha:
- Doi véi mdt hang can rang buge cdc diéu khoan théa thugn/gia trj trén 10,000, 000 & hogc tgm
ung tien trueoc thi bat bugr 1dp hop dong.
6.2.5 Tiép nhan hang, nghiém thu, ban giao:
- NVMH tiép nhan hang do NCC giao theo don hang/hgp dong.
- Nhan Vie::n cac by phan chuyén moén c6 trach nhiém hd tro nghiém thu theo tiéu chuén, k¥
thudt san pham cua NCC.

+ P6i voi mua van phong pham thi nhap kho VVP, can cu trén dinh mue duge duyét hang
thang cua cac Phong/ban, nguoi quan ly VPP s& cAp phat theo dinh mirc bang Phiéu giao
nhan vin phong pham (QT7. 4/HCNS/04-B4). Truong hop nguoi cd yéu cau dot Xuat ve
nhitng mat hang VPP khong nam trong dinh muc thi lap Phiéu yéu cau cung cap VPP
(QT7.4/HCNS/04-B3) dé duoc cip phat, néu GD don vi khong c6 mit de duyét thi chuyen
phiéu yéu cau cho GP. HCNS ky thay vao phan duyét cia TDV yéu ciu va chuyén cho
ngudi quan 1y VPP dé nhan VPP,

+ Dbi v6i cac hang hoa thude nhom tai san, trang thiét bi, cong cu dung cu, thi NVMH ban
giao cho bd phin yéu cau theo biéu miu Bién ban ban giao (QT7.4/HCNS/04-B6) va
chuyén ban sao Hoa don va Bién ban ban giao cho P.HC-NS dé cap nhat vao danh muyc tai
san.

+ Dbi v6i cac hang hoa 1a hang nhap khau phi thuong mai thi P. TCKT thyc hién theo qui
trinh quan ly hang hoéa.
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+ Ddi véi cac hang hoa la vat tu tiéu hao phuc vu cho dich vu, stra chira, dd dung vé sinh, qua

tang, nhan vién mua hang ban giao cho ngudi yéu cau, khong cap nhat danh muc tai san.

6.2.6 Xém xét chirng tir va thanh toan:

cap (QT 7.5.1/TCKT/03).
6.2.7 Luu hd so

7. HO SO QUI TRINH

+ Dbi véi mua dich vu nguoi yéu cau sé truc tiép nghiém thu va theo ddi.

NVMH s& phdi hop v6i P.TCKT lam céc thu tyc thanh toan theo qui trinh thanh toan nha cung

TT Tén hd so Ma 56 Thoi gian lvu | Trach nhiém luu

1 Ppiéu yéu cau cung cap | QT7.4/HCNS/04-B1 | nim P. TCKT,
hang hoa/IT request P. HCNS

2 P xudt dy 4n/dich vu QT7.4/HCNS/04-B2 I ndm P'pﬁggéa%éc

3 Bang dy todn QT7.4/KDTT/09-B3 I nim N

4 Pon dit hang QT7.4/KDTT/09-B4 1 nim NV mua hang

5 Phiéu cau cung cap VPP QT7.4/HCNS/04-B3 1 nim P. HCNS

6 Phiéu ban giao VPP QT7.4/HCNS/04-B4 1 ndm P. HCNS

7 Pinh mirc vin phong pham QT7.4/HCNS/04-B5 Khi diéu chinh P. HCNS

8 Bién ban ban giao QT7.4/HCNS/04-B6 | Dén khi thanh Iy P. HCNS

9 Eﬁo_a%}:;l;;‘ gi‘gtng chong tu Khéng mé héa Krgé?nfggé” NVMH

10 E"_a%}:g;;‘ ilr‘é’lng chong tu Khéng mé héa Kr]‘jé?n‘;’ggé” NVMH
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