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Quy trinh mua hang hod, dich vu OT1.05

1. MUC PiCH

Quy trinh nay qui dinh thong nhét qua trinh mua sam hang héa/ dich vu nham dam

bao dap ting yéu ciu vé k¥ thuat, phu hgp véi yéu cau str dung va quy dinh noi bd

cua Cong ty.

2. PHAM VI

Quy trinh ndy 4p dung cho cac loai cong cu, tai san va dich vu (duge dinh nghia
trong muc IV) by phan Hanh chinh tong hop, bd phan mua hang cua cac chi nhanh
mua vao dudi moi hinh thire d& dam bao duy tri cac hoat dong cuia cong ty.

3. TRACH NHIEM

Phong Hanh chinh tdng hop va cic ca nhan lién quan dén hoat dong mua sim hanh
ho4/ dich vu ¢ trach nhiém thuc hién theo quy dinh ctia Quy trinh nay.

4. THUAT NGU VA PINH NGHIA
Hang hoa/ dich vu anh hudng truc tiép dén dich vu cia Cong ty bao gbm:

Hang héa dich vu mua theo ké hoach gém.' T, gia tai liéu, may in, ban ghé, dién

thoai... 1a cdc hang hoa dugc trang bi thudong nién theo dinh mue.

Héng héa can mua dot xudt:

- Hang héa/ dich vu loai 1 gom: cbng cu hodic dich vu mua ngoai ¢ gia tri tir 1
triéu trd 1én;

- Hang héa/ dich vu loai 2 gém: vit tu van phong hodc dich vu mua ngoai c6 gia
tri dudi 1 triéu;

Vat tu vin phong: 1a nhiing van phong phim c6 gié tri nho, thoi gian st dung ngin

hoiic tiéu hao ngay mot l4n st dung (gidy, ghim, but viét céc loai ...);

Dich vu: 1a nhitng dich vu thué ngoai (khong bao gdm viéc thué chuyén gia);

Nhé cung cdp (NCC): 1a to chirc hodc ¢4 nhén c6 kha nang cung cip hang héa/

dich vu;

Nhér théu phu (NTP): 1a tb chic hodc ca nhan thuc hién mét phén hop dong dich

vu do Cong ty ky két mot cach doc 1ap hodc dudi sy gidm sét ctia Cong ty;

Nguwoi mua hang : 1a nguoi duge Ban Gidm dbc giao thuc hién mua hang hoa/dich

vu cu thé, bao gém tim 11gu6n, Iéy bao gia, danh gia lya chon nha cung cép, trinh

duyét, dit hang va nghiém thu hang héa/ dich vu;

HCNS . Hanh chinh Nhdn sit;
TCKT « Tai chinh Ké todn;
CT . Céng ty,

Sir dung nhtrng tir viét tit trong SH tay quéan 1y.
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Quy trinh mua hang hod, dich vu O1.05

5. NOI DUNG
5.2. So' dd qua trinh mua hang héa/ dich vu:

Tréich nhiém Cic buée thue hién Mo
Biéu mau

MBOi cén bd va Yéu cdu mua §.2.1

Trudng bd phén hang hoa/ dich vu 0S0501

-
Phong TCKT Tiép nhédn
Newdi \ 0.,
guoi mua hang

Ban Lanh dao 4@ 523

v

Nguoi mua hang bit hang

i
Ngum mua hang; 594
Pon vi, ¢4 nhén yéu cau o
i

Ban giao cho bd phén
yéu cau

Ngudoi mua hang

[
Nguoi mua hang

5.2. Mb ta so' @ qua trinh mua hang hoéa/ dich vy:

5.2.1. Yéu ciu mua hang héa/dich vu

5.2.1.1 Ddi voi nhiing hang hoéa, dich vu mua theo ké hoach hoic theo hop dong
nguyén tic di ky: dinh ky hang ndm Phong TCKT cung cic bo phan lién
quan ra soat nhitng hang hoa hét han st dung can thay thé, hay trang bi mé&i
theo dinh mire cia Cong ty ho#ic nhitng hop ddng dich vu hét hiéu lyc vai
NCC/NTP dé 1ap ké hoach dé mua hang hodc danh gi4 lua chon lai dich vu
ctia NCC/NTP.

5.2.1.2 DBbi véi nhitng hang héa/ dich vu chua duge phé duyét NCC/NTP:
e Tiéu chi Iva chon don vi cung chp:
- Sén phém r3 ngudn gdce, xudt xir.
- Don vi cung cp phai dugc ding ky kinh doanh san phdm minh cung cép.

- Duogc td chtc chiig nhan hoat dong theo ISO 9001
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Quy trinh mua hang hod, dich vu QT.05
- Quy mo hoat dong, ngudn hang cung cdp 6n dinh, thoi gian cung cap.

- Déi v6i don vi hiéu chuén kiém dinh thiét bj: phai duoc t6 chirc cong nhén hoat
dong theo 1SO 17025; duge co quan co thAm quyén cong nhan gidy phép hoat
dong trong linh vuc hi¢u chudn thiét bi.

don vi, c4 nhin cin sir dung lap Phiéu yéu cau mua hang héa/ dich vu - BM0501 va kém

theo bang tiéu chi danh gia lya chon NCC/ NTP twong g (BM0505). Cac ca nhan, bd
phén sau khi l4p phleu yéu cau mua hang hoa/ dich vu cén chuycn cho trudng bo phén ky
duyét, sau do chuyén cho Ngudi mua hang do Ban Giam doc chi dinh.

5.2.1.3 D&i véi dich vu vén tai:

Cé nhan hodc b phan khi c6 nhu cau vé dich vu van tai 6 to dién cac thong
tin cAn thiét vao Phiéu dé nghi xe di cong tdc — BM0503 va chuyén cho
Phong HCNS dé lién hé dit xe.

Déi voi céc yéu cau vé dich vu mua vé may bay, K¢é toan hodc Nhan vién
Hanh chinh s& cin ¢t trén phiéu dé nghi mua hang hogic ké hoach di cong
tac da dugc phé duyét.

5.2.2. Tiép nhan

5.2.2.1 Nguoi mua hang tiép nhan yéu clu, kiém tra sy phi hop. Néu thong tin
mua hang va/hodc tiéu chi danh gia NCC/ NTP chua r6 rang hodc chua day
di, Nguoi mua hang yéu cdu hoic phm hop voi nguoi dé nghi dé lam ro
hodc bd sung hoan thién. Sau do trinh ldnh dao xem xét cho phép thyce hién.

5.2.2.2 Trén co s¢ thong tin vé& NCC/ NTP nhan dugc, Nguoi mua hang ¢ trach
nhiém truc tlep hodc ph01 hop véi don vi yéu ciu tim kiém it nhit 03 NCC/
NTP dap tmg t&t nhét cac tiéu chi lya chon @& yéu ciu béo gia.

5.2.2.3 Sau khi nhan dugc bao gia, Nguoi mua hang trinh Ban Giam dbe.
5.2.3. Phé duyét

5.2.3.1 Ban Giam ddc xem xét, yéu cau diéu chinh néu can thiét, lya chon NCC/
NTP va phé duyét ké hoach mua hang. Néu Ban giam ddc khong duyét
hodic ¢6 bién phap diéu chuyén hodc khac thi Nguoi mua hang c6 trach
nhiém thong béo cho cé nhan, by phin yéu cau.

5.2.3.2 Bdi véi hang hoa mua theo ké hoach, viéc phé duyét da dugc lanh dao phé
duyét mot 1an dya trén ké hoach ctia phong ban yéu cau 1ap theo dinh ky.

32 4 Pat hang, kiém tra, nhan hang va ban giao

5.2.4.1 Dbi voi cac hang hoa, dich vu phat sinh theo chu ky hodc co gia tri lon:
Nguoi mua hang va NCC/ NTP phai lam hop dong (ddi véi NTP phai quy
dinh 16 trach nhiém tuén thu cic quy dinh cua Cong ty khi chuyén giao
hang héa, dich vu cho khich hang ctia Cong ty), sau khi ban giao nghiém
thu phai c6 thanh ly hgp ddéng. Khi giao nhan hang hoa, Nguoi mua hang
phéi 14p bién ban ban giao (st dung BM0502 hodc mau ban giao ctia NCC,
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néu thiy c6 day di ndi dung nhu BM0502) khi tiép nhan d6i véi hang hoa

dich vu loai 1 va loai 2.

5.2.4.2 Dbi v6i cac loai hang hoa, dich vu con lai: Nguoi mua hang phdi hop véi

don vi, ca nhén yéu cdu dé kiém tra truc tiép s6 lugng, ching loai, chit
lwgng va cac yéu cau khéc. Néu khéng dat thi s& phai lam viéc vdi NCC/

NTP dé giai quyét.

5.2.4.3 P6i v6i dich vy clia NTP: Nguoi tiép nhan dich cia NTP bit bude phai
kiém soat va diéu chinh qud trinh cung cép dich vu cia ho cho khach hang
ctia Cong ty theo céc quy trinh, hudng dan, quy dinh lién quan cua Cong ty.

6. HO SO & PHU LUC
STT Tén ho so Trach Noi | Thoi
Ma hiéu | nhiém lwu | lwn gian
lru
1 | Phiéu yéu cdu mua hang héa/ dich vu | BMO0501 3 nam
2 | Bién ban ban giao BMO0502 3 ndm
3 | Phiéu dé nghi xe BM0503 . | 3nam
4 Hop dong, biér}l ban nghiém thu, — HCNS Ifr(l)usao 3 nam
thanh ly hop dong g
5 | Danh sach nha cung g dich vu BMO0504 3 ndm
6 Phiéu danh gia nha cung g san BMO0505 3 ndm
pham

Trong mét s6 trwomg hop hd so nou tron s&€ duge lwu theo qui dinh cia Nha nwdc Vvé chirng tr

tai chonh.
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PHIEU CUNG CAP THONG TIN KHIEU NAI/ KHANG NGHI
(Danh cho nguoi khiéu nai/ khang nghi dién thong tin)

Théng tin chi tiét v& ngudi khiéu nai/ khing nghi

Tén/ to chitc (Name/organization):

Dia chi (dddress):

Ngudi dai dién cho KN (Details of person acting on behalf of complainant):

Ngudi lién hé (néu khdc 6 trén) (Person to be contacted):

Tel: Fax:
Email: Website:
Ngay khiéu nai:

M5 ta san phAm/ dich vu lién quan (Product description)
Sé tham chiéu cia san phém/thil’ tu (néu cd MO ta) (Reference number of product/order (if known).

Vén d@ gip phai (Problem encountered):
Ngay xay ra (Date of occurrence):
MG ta (Description):

Nhén dinh nguyén nhén (root cause):

Hanh dong khic phue (Complaint resolution):

Yéu chu khiic phuc (Remedy requested):

C6 (Yes) []

Thot gian (time) :

Khéng Vo) []

GD/QMR (Dir/QMR)
Ngay (date):

Chit ky (Signature):

Tai liéu dinh kem (Enclosure):

BM0501 — bh02.00-08.4.2024

So phiéu: (56 thir tw)/(néim).
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