B P.HC-NS
E E = - Ma sd - QC6.1/HCNS-HC/03
===== . Q’UY ‘CHE _ Ngay hiéu lyc - 15/10/2007
& == == = Lan ban hanh . 07
E = e QUAN LY HANH CHINH Ngay ban hanh __: 01/04/2013
- Trang/Tong so trang: 1/7

~ QUYCHE
QUAN LY HANH CHINH

Ngwoi soan thao Nguoi kiém tra Nguwoi xem xét _Phé duyét
TBP Hanh chinh TP. HCNS Pai Dién Lanh Bao Tong Giam Doc
NGO T. THANH LAN PHAM NGOQC VU HOANG.T.NGQC PHUQNG LE QUANG CANH

Z:\TAI LIEU NOI BO\04 - P.HCNS\03QC-QC QUAN LY HANH CHINH(issued)(01042013)\03QC-QC quan ly hanh
chinh(issued)(01042013)(update29072013).docx



P.HC-NS

7 Ma so : QC6.1/HCNS-HC/03
. Q,UY ‘C HE o Ngay hiéu luc : 15/10/2007
Lan ban hanh . 07
QUAN LY HAN H CH I N H Ngay ban hanh : 01/04/2013

Trang/Tong so trang: 2/7

1. MUC PICH:
Théng nhat cach quan 1y di véi cac quy pham vé linh virc hanh chinh trong toan cong ty.
2. PHAM VI AP DUNG:
Ap dung cho viéc quan 1y cac linh vuc hanh chinh trong toan cong ty.
3. TRACH NHIEM:
3.1. PHONG HANH CHINH — NHAN SU"

- Bo phan Hanh chinh thugc P.HCNS co6ng ty chiu trach nhiém quan ly toan bo cac cong viéc

lién quan dén linh vic hanh chinh trong toan cong ty;
~ Pé ra cac quy chuan dé van hanh céac cong viéc hanh chinh va &p dung thong nhat trong toan
cong ty.
3.2. CAC PHONG BAN KHAC:
Thuc hién nghiém tac cac quy dinh trong quy ché nay.
4. TAI LIEU THAM KHAO:
4.1. TAI LIEU THAM KHAO:
Khdng
4.2. TAI LIEU LIEN QUAN:
- Qui trinh quan ly tai liéu
- Chinh sach nhan su
5. PINH NGHIA VA TU VIET TAT:
5.1. PINH NGHiA:

Khéng

5.2. TU VIET TAT:
NVHC-LT : Nhan vién Hanh chinh L& tan
KTT : Ké toan truong

6. NOQI DUNG:

6.1. QUAN LY CONG VAN, FAX
6.1.1. Cong viin dén
~ T4t ca cc van ban, tai liéu giri dén cong ty déu do NVHC-LT tiép nhan, ghi vao so theo doi
giao nhan an pham, céng vin dén (QC6.1/HCNS-HC/03-B01) va phan phéi dén cac ca nhan,
phong ban lién quan ngay trong ngay;
- Ddi véi thu ngod, quang céo..., NVHC-LT s& mé thu xem ndi dung va chuyén cho nhimg dbi

tuong c6 nhu cau;
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6.1.2.

6.1.3.
6.1.3.1. Fax dén:
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Déi véi nhimg thu khong ghi day du tén nguoi nhan hoac phong ban, NVHC-LT sé& chuyén cho

TDV. HCNS m¢ thu, tiy theo ndi dung TDV. HCNS sé& chi dinh chuyén dén d6i tugng lién

quan.

Cong van di

Ngudi soan vin ban sir dung Biéu miu soan thao vin ban hanh chinh - Khéng méa hoa (thudc

QT kiém soat tai liéu - QT4.2.3/PDLD/02) dé soan thao néu noi nhan 1a co quan nha nuéc va

str dung mau cé thanh tiéu dé chuan cua cong ty dbi voi cac van ban ban hanh noi bo hodc guri

cho khéch hang.

Vin ban sau khi duoc ky duyét thi chuyén dén NVHC-LT dong dau va cho s, vao s6 cong vin

va luu giir lai mot ban chinh, (loai trir bang chao gia, thu ngo... P. HCNS khong cap sb va

khong luu).

TPV ¢ trach nhiém kiém tra ndi dung van ban va biéu mau trugc khi ky duyét.

NVHC-LT c6 quyén tir chéi dong déu van ban néu phat hién sai 15i chinh ta hoic khong sir

dung diing mau cong ty.

S6 ky hiéu trong van ban dugc théng nhat nhu sau: S6 TT/loai vin ban/phong ban/HBC.

Trong do:

e S4TT: Sé thir ty do P. HCNS cap va quan ly

e Loai van ban: la ky hiéu (viét tat) cua loai vin ban nhu: théng bao (TB), cong vin (CV),
quyét dinh (QD),...

e Phong ban: viét tat cia don vi ban hanh cong van.

e HBC: tén viét tit cua Cong ty.

Quan ly Fax

NVHC-LT c6 trach nhiém phan phdi fax dén tung ca nhan ngay khi nhan dugc fax dén bang
email noi bo;

Nguoi ¢d nhu cau nhan fax phai thong bao cho khach hang khi gui fax phai ghi day du tén
ngudi nhan, phong ban, dé thuan tién cho ngudi quan ly fax phan phéi kip thoi.

6.1.3.2. Fax di:

MJi phong ban déu co account dé gui fax, tuy nhién tat ca cac fax di déu phai qua may chu do
P. HCNS quan ly.

Déi vai van ban fax co ky tén va dong dau:

v' Ca nhan c6 nhu cau fax phai chuyén vin ban dugc duyét, cung cap, s fax cho nhan vién

phu tréch fax caa phong minh dé thyc hién;
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v NVHC-LT c¢6 nhiém vu chuyén tai liéu nay sang hinh thuc file dir liéu may tinh bang may
scan, sau d6 tién hanh gui fax.

- Ddi véi tai liéu trén may tinh: nguoi c6 nhu cau fax chi can guri file mém, cung cap tén nguoi
nhan, s6 fax cho nhan vién phu trach fax cia phong dé ho thuc hién gui fax.

6.2. QUAN LY GIAY GIOI THIEU

- Khi ¢6 nhu cau str dung gidy gioi thiéu thi nguoi dung sir dung Biéu mau Gidy gigi thiéu (theo
Chinh sach nhan su) ghi day du thong tin (riéng phan sé gidy gisi thiéu thi khong ghi) trinh
TPV duyét, néu 1a TV di hodc noi gidi thiéu dén 13 co quan can thi truong don vi phé duyét
GGT thi trinh TGD duyét, sau d6 chuyén cho NVHC-LT dong dau, cap sé va luu lai mot to.

- Cé&c Truong phong ban/don vi, Truong Chi nhanh truc thudc cong ty co trach nhiém phé duyét
gidy gidi thiéu theo yéu cau sir dung ctia nhan vién phong minh va chiu trach nhiém lién déi noi
dung trén giay giGi thiéu da phé duyét;

- Viéc danh sb the tu phai tuan tha nguyén tic nhu sau:
xxx/nim/tén don vi sir dung/HBC (Trong d6: xxx 1a s6 thir ty)

- NVHC c6 trach nhiém luu Gidy gigi thiéu va chét sé vao ngay cudi cing cia nim. Thoi gian
luru t6i thiéu 01 nam.

- KTT chiu trach nhiém trong viéc ky gidy giéi thiéu ddi voi cac truong hop st dung gidy gioi
thiéu cho nhitng muc dich lién quan dén cac van dé tai chinh, ké toan;

- Ngudi duoc cap gidy gigi thiéu phai chiu hoan toan trach nhiém truéc Cong ty va phéap luat vé
viéc quan ly va sir dung gidy gioi thiéu da duoc cap phat.

6.3. CAP SO VA QUAN LY HOP PONG:

6.3.1. Cap sbé hop dong:
NVHC-LT c6 trach nhiém 1ap So6 theo ddi cap sé hop dong (QC6.1/HCNS-HC/03-B02) va
phan loai hop dong nhu sau: hop dong di, hop dong dén, hop dong dai ly va hop dong XNK.

~ Hop ddng di: 12 cac loai hop dong mua bén, dich vy, van chuyén dugc cac phong ban soan thao
sau khi dugc duyét chuyén cho NVHT-LT dong ddu vao sé theo cach nhan dién nhu mau:
001.12/HBKDTT/HBC.

v 001: S6 bt dau tir 001

v' 12: La hai s6 cudi ciia ndm hién tai (Nam 2012).

v/ HD la viét tat cua hop dong

v KDTT la viét tit cua phong KDTT (Hoic tén don vi ban hanh)
v

HBC la tén viét tit caa cong ty.
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Hop dong dén: 1a hop dong do khach hang ky déng dau va cho sb trude nén khi dugc duyét thi
van thu dong ddu va vao sb theo sé cua khéach hang.

Hop dong Pai ly: 14 tat ca cac hop ddng mua ban, ky goi ma bén tham gia 1a dai Iy phan phéi
hang héa cua cong ty. Loai hop dong nay duogc theo ddi cip s6 nhu sau: 001/HPDL/HBC (vi
loai hop ddng nay chi c6 P. KDTT thyc hién nén khdng c6 nhan dang phong ban nhu hop ddng
di).

Hop dong XNK: I céc loai hop dong mua ban hang XNK vi s6 luong phét sinh trong niam
khong nhiéu nén cho sb 1a sb thir tu/ngay thang nam ky hop dong/tén cong ty doi tac.

Quan ly hep dong: (Pd cé néu trong OP quan Iy HP —bo ra khoi QC-02042014)

Hop ddng sau khi hai bén ky thi nguoi 1ap hop ddng chuyén vé NVHC-LT déng dau va gii lai

mot ban dé ban giao cho P.TCKT, c4c ban hop dong con lai tra cho don vi soan thao.

6.4. QUI PINH PI CONG TAC

Trwée khi di cong tac:

Nhan vién c¢6 nhu ciu di cong tac phai lap Ké hoach cong tac (QC6.1/HCNS-HC/03-B03)
chuyén TDV va KTT duyét, d6i véi vi tri TDV thi TGD phé duyét.

Néu di cong tac tir 02 nguoi trg 18n phai chi dinh nguoi 1am trudong doan, khong bé tri lai xe
lam truéng doan;

Sau khi ké hoach cong tac dugc duyét, ngudi di cong tac lién hé véi NVHC-LT dé yéu cau
cung cap Giay Cong Lénh (CS6.2/HCNS-NS/01-B13).

Trudng doan hoic nguoi di cong tac (Néu di moét nguoi) phu trach tam wng tién di cong tac theo
Phiéu dé nghi tam &ng (QT7.5.1/TCKT/02 — B1).

KTT xem xét cac khoan chi phi lién quan trong ké hoach cong tac va chi tam ung.

Déi véi truong hop di cong tac nuwdc ngoai tiy ting chirc danh phai c6 quyét dinh do Chu tich
HPQT hoic TGP ky hoic nguoi duoc uy quyén;

B4o cho NVHC-LT dat vé néu di bang phuong tién may bay va dat phong (néu can) trudc it
nhat 03 ngay;

Thi tuc diéu xe:

Khi nhu cau diéu xe di cong tac thi nguoi yéu cau giri email cung cap thong tin (thoi gian,
diém dén, sb luong ngudi di...) cho NVHC-LT va cho TDV yéu cau:

v' Trudc it nhat 05 ngay néu di cong tac Tinh tir 03 ngay trg 1én.

v' Trudc it nhat 03 ngay néu di cong tac Tinh tir 01 dén 02 ngay

v' Trudc it nhat 01 ngay néu di cong tac ndi thanh.

Diéu xe di trong thanh phd chi dap ung cho cap quan ly tir Phé TPV trd 18n hodc nhan vién
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6 nhu cau dua don khach nuéc ngoai, ché hang héa, tang qua cho khéach hang hoic nhan vién
P. TCKT nhan/ndp tién ngan hang.

NVHC-LT c6 trach nhiém phan hdi yéu cau diéu xe hoic vé may bay ngay trong ngay dé nguoi
di cong tac biét duoc két qua diéu xe/vé may bay.

Truong hop di duoc xé4c nhan diéu xe cia P. HCNS nhung vi tinh chit cdng viéc khan cap cua
bo phan khac thi bén phat sinh phai thwong lugng véi bén duge wu tién vé ké hoach diéu xe dé
dap g cong viéc, khi thwong lwong xong thi phai thdng bao cho P. HCNS biét dé diéu chinh
lich diéu xe.

Trwong hop diéu xe ma khong co xe nhuwng chuyén cong tac khdng thé doi vao ngay khac thi
nguwoi yéu cau diéeu xe sir dung Phiéu dé xudt (QT7.4/HCNS/04-B2A) trong qui trinh mua
hang phi thirong mai (QT7.4/HCNS/04) dé trinh duyét. P.HCNS c¢6 trach nhiém cung cap thong
tin thué xe nhue: gia thué, logi xe... dé nguwoi diéu xe c6 thdng tin 1am di toan trinh duyét.

Dia diém cong tac néu 1a cong ty con hodc mér dia diém khach hang ma co xe dich vu thudn
tien thi phai chon phuong tién xe ngoai.

Sau khi di cong tac:

Trong thoi gian téi da 1a 03 ngay sau khi trd V&, ngudi di cong tac phai 1ap béo cdo gai cho cap
trén truc tiép. TDV chi ky duyét thanh toan chi phi cong tac sau khi 3 nhan duoc béo cao;
Truwcng doan hodc ngwoi di cong tac (Néu di mét nguwoi) phy trach hoan ing theo muc 6.2.3
Hoan #ng — Quy trinh tam #ng va hoan #ng (QT7.5.1/TCKT/02)

Trong trudng hop can thiét co thé to chirc hop doan dé kiém diém, rat kinh nghiém.

. Nhirng trwong hop khéng dwoc thanh toan theo ché dé cong tac phi:

Thoi gian diéu tri bénh;

Thoi gian lam viéc riéng trong di khi di cong tac;

Thoi gian hoc & trudong 16p dao tao tap trung dai han, ngan han, da dugc huong ché do dbi véi
nhan sy duoc cdng ty cur di hoc;

Thoi gian dugc giao nhiém vu thuong tru hoac biét phai tai mot dia phuong hodc don vi khéc.
Hoan urng sau khi di cong tac (Thanh toan chi phi cong tac):

Nguoi di cong tac lam Phiéu dé nghi thanh toan (QT7.5.1/TCKT/03-B1) va kém cac gidy to
sau:

v' K& hoach cong tac da duoc duyét;

v/ Céc chung tir, gidy cong 1énh (liét ké cac loai chi phi: phi tau xe, phi luu trt, khach san, tiép

khach...vao méit sau cua cong 1€nh).
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v" Néu di bang xe gan may c& nhan/xe 6m thi phai kém theo Phiéu cong tac (QC6.1/HCNS-

HC/03-B4).

P.TCKT s& xem xét cac khoan chi phi lién quan trong ké hoach cong tac va thanh toan cac

khoan chi hop 1y, hop 18 can ctr vao ké hoach hoic cac phat sinh da dwgc cip quan 1y truc tiép

hodac BGD duy¢ét;
- TPV chiu trach nhiém vé noi dung cong tac, KTT va TDV chiu trach nhiém vé chi phi cong tac
trudec TGD.
7. BIEU MAU/ HO SO
Lz x . o Trach
Stt Tén biéu mau Ma so Thai gian )
nhiém
S6 theo ddi giao nhan an pham, NV HC -
1 , QC6.1/HCNS-HC/03-B01 | 01 nam
cong van den LT
S6 theo ddi giao nhan hop NV HC -
2 . QC6.1/HCNS-HC/03-B02 | 01 nam
dong LT
. Theo Qb
3 Ké hoach c6ng tac QC6.1/HCNS-HC/03-B03 . P.TCKT
ke toan
4 Phiéu cong tac QC6.1/HCNS-HC/03-B04 | 01 nam P. TCKT
Biéu mau soan thao vin ban
5 Khéng méa hoa 1 ndm
hanh chinh
a2 TCKT,
6 Phiéu dé xuat QT7.4/HCNS/04-B2A 1 ndm .
bV yéu cau
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