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Tluii Nguyen, ngay 17thdng 8ndm 2019

CONG TY CO PHAN
XI MANG LA HIEN VVMI

S6: 32/QD-HDQT

CONG HoA XA HOI CHiJ NGHiA VIET NAM. . .
DQc I~p -T,! do -H~nh phuc

QUYETBJNH
Phe duy~t quy eh~ tieu th\l san phim cua Cong ty

c6 phin xi mang La Hien VVMI

HQI BONG QuAN TR!
CONG TY CO PHAN XI MANG LA mEN VVMI

Can ell Luat Doanh nghiep s6 68/2014/QH13 da diroc quoc h9i mroc Cong hoa xa
h9i chu nghia Vi~tNam kh6a 13, thong qua ngay 26/1112014;

Can ell van Quyet dinh s6 09/QD-Hf>QTngay 05/04/2019 cua H9i d6ng quan tri
Cong ty v~ viec ban hanh f)i~u l~ t6 chirc va hoat d9ng cua Cong ty c6 ph§.nxi mang La
Hien VVMI;

Can ell van Quyet dinh s6 17/QD-lIDQT ngay 10/05/2019 cua HOi d6ng quan tri
Cong ty v~ viec ban hanh Quy che quan ly tai chinh efta Cong ty e6 ph§.nxi mang La
Hien;

Can cir Nghi quyet s6 29lNQ-HDQT ngay 17/8/2019 cua HOid6ng quan tri Cong ty
c6 phan xi mang La Hien VVMI,

QUYET BJNH:

Di~u 1.Ban hanh Quy eh~ tieu t11\1san pham cua Cong ty e6 phan xi mang La Bien
VVMI.

(C6 quy eh~ chi ti~t kern theo quyth dtnh nay).
Di~u 2. Quy ehe nay c6 hi~u hJe k~ tir ngay ky, cae quy dinh truo-eday trai vo-iquy

eh€ nay deu bai bo.

Di~u 3. Cae th(\oh vien HDQT, Ph6 giam d6e, K~ toan tru6ng Cong ty va cac
phong ban, phan xu6ng lien quan trong Cong ty can clI Quy€t dinh thi hanh.l.

Noi nh(in:
- Website Cong ty;
- IIDQT, BKS;
- Cae POD, KIT;
- Cae phong ban, PX;
- LlI'u Thtr ky, VP.
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Q~lt BV XI MANG, CLINKER

(Kem thea Qi/iT)ettlin/fHs,(J-6_2 c -HDQT ngay 17 thang 08 ndm 2019)W"~\ XI MANG LA HiEN ~
\~/~ VVMI ~
~~~~l~ .UY DJNH CHUNG

Cong ty C6 phfuI xi mang La Hien VVMl voi ttr each la doanh nghiep hach
toan d9C l~p, 18. chu thS kinh doanh, th6ng nhat quan ly quyen khai thac thi tnrong
va cac hoat d9ng kinh doanh khac trong pharn vi tuan thu cac quy dinh cua Nha
mroc va thee DiSu I~ t6 chirc va hoat d9ng cua Cong ty.

La chu thS ky hop d6ng thuc hien k~ hoach ph6i hop san xu~t kinh doanh, hop
d6ng mua ban xi mang, Clinker La Hien va tnrc ti~p viet hoa dan ban hang thea
quy dinh cua Nha mroc,

Di~u 1. Ml}c dich

1.1. Quy chS tieu thu xi mang, Clinker do Cong ty c6 ph~n xi mang La Hien
VVMI ban hanh nham quan Iy chat che dS dclym~nh Cong tac ban hang, thu h6i
cong ng, cong tac xay d\l'ilg thuang hi~u xi IDang La Hien va 1a trach nhi~m cua
toan thS can b9, cong nhan vien trong Cong ty c6 ph~n xi mang La Hien VVMI.

1.2. HOC;1td9ng ban hang va thu h6i cong ng cua Cong ty c6 ph~n xi mang La
Hien VVMI phai tuan thu cac quy d!nh cua phap Iu~t Nha nuac hi~n hanh co lien
quan.

, ,
1.3. Giam doc Cong ty chi d~o va chiu trach nhi~m toan di~n ve cong tac ban

hang va thu h6i cong ng. Pho giam d6c phI:!trach thi trucmg chi d~o tr\l'c tiSp cac
phong chuc nang th\l'c hi~n cong tac ban hang thea chiSn lugc cua Cong ty trong
timg thai kY duai sv chi d~o cua Giam d6c Cong ty.

1.4. Cac phong chuc nang, cac phan xu6ng trong Cong ty co trach nhi~m ph6i
hgp trong qua trinh th\l'c hi~n cong tac ban hang va thu h6i cong ng. .

1.5. Dinh r5 trach nhi~m, quySn h~ va nghTa VI:!cac phong ban, phan xucmg
trong cong tac quan 1:9 ban hang, quan ly cong ng vS vi~c tieu thlf san phclm La
Hien.

Di~u 2. DBi tUQ'ng va Ph~m vi ap dl}ng
2.1. D6i tugng ap d\illg

Quy ch~ nay ap d\lng d6i vai t~t ca can b9 cong nhan vien trong Cong ty c6
phfuI xi mang La Hien VVMI co th\l'c hi~n ho~c lien quan dSn cong tac ban hang,
thu h6i cong ng va t~t ca cac t6 chuc, ca nhan mua ban xi mang, Clinker clla Cong
ty.

2.2. Ph~m vi ap d\illg
, . \

Cong tac ban hang va thu hoi cong ng cua Cong ty co phan xi mang La Hien
VVMI, tu vi~c xay d\l'ilg thuang hi~u, xay d\l'ilg h~ th6ng nha phan ph6i, d~i 1:9, ban
Ie, d8n khau t6 chlrc ban himg va thu h6i cong ng.
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Di~u 3. Cac thu~t ngu' chung
1. San pharn cua La Hien duoc hiSu la san pharn xi rnang/Clinker dat tieu

chuan Vi~t Nam duoc san xu~t ra tai Cong ty c6 phan xi mang La Hien VVMI.
2. Khach hang trong quy dinh nay la cac t6 chirc, ca nhan, mua xi mang,

clinker tai nha may bao gom:

- Dai Ly: La cac khach hang mua hang tnrc tiSp cua nha san xu~t va ban cho
cho nguoi su dung cu6i cling.

- Nha phan phoi: La cac Doanh nghiep ban buon, co h~ thong cac dai ly, co
can b(>lam cong tac thi truong, co san hrong tieu thu Ion, mua hang tnrc tiSp cua
nha san xu~t sau do ban cho cac cira hang ban buon, ban Ie, duoc Cong ty giao cho
ban hang tren mot khu vue thi truong nhftt dinh.

- Du an: La cac nha may, tram tron be tong suodung nguyen li~u ]a xi mang,
Clinker; cac doanh nghi~p ban tflJc tiSp cho cac cong trinh, cac cong trinh xay dVng
dan d\lllg va cong nghi~p ...vv

- Khach hang Ie: La cac cua hang ban v~t Ii~u xay dVng, ca nhan ho~c h(>gia
dinh khong mua xi mang, Clinker thuOng xuyen lien t\lC,s6 luqng binh. quan khong
cao han 150 cinJthang ho~c can b(>cong nhan vien nha may co dan xin mua hang
thanh toan tiSn ngay ho~c trir luang hang thang.

3. Cac thu~t ngu khac:

- Ngay ban hang: La thai gian duqc trnh ill khi b~t d~u gia lam vi~c cua ca 1
dSn khi kSt thuc gia lam vi~c Clla ca 3.

- Ban hang khong dUng dia ban: La khach hang ban hang khong dung dia chi,
khu VlJC tieu th\l dll dang ky khi mua hang t~i Cong ty ho~c khong dung thi truang
tieu thv da:duqc ben mua va ben ban th6ng nh~t thea hqp d6ng.

- Nha may: 09i thay la Cong ty c6 ph~n xi mang La Hien VVMI.

- T6ng Cong ty: 09i thay c\lm ill;T6ng cong ty Cong nghi~p mo Vi~t B~c
TKV - CTCP.
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QUYEN LQI, NGHIA VV CUA CAN BQ, NHAN VIEN
PHONG THJ TRUONG vA cAc KHAcH HANG

f)i~u4. Quy~n lqi, ngbia v1} cua can bQ, nhan vien phong Kinh doanh thj
Tru<mg:

4.1. QuySn lqi:

Duqc huemg luang va cac ch~ d(>khac thea n(>iquy, quy dinh cua Cong ty va
quy dinh cua phap lu~t Nha nuac co lien quan.

4.2. Nghia V\l:
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·,.
- Phai lam t6t cong tac tiep thi, giu virng thi tnrong, giu vimg khach hang,

khai thac rna rong thj tnrong moi tai khu vue duoc phan cong phu trach theo yeu
cAucua Cong ty.

- Danh gia nang lire khach hang: Cac khach hang co kinh nghiem kinh doanh
v~t li~u xay dung, nang hrc tai chinh, dam bao cac yeu cAu v@tham dinh nang hrc
cua Cong ty (Nhu mdu kem thea).

- TiSp xuc true tiep, tham hoi khach hang va khao sat nam b~t thong tin tit do
d@xuat viec ky hop d6ng ban hang ding nhu cac bien phap phil hop dS thu h6i
cong no. NSu khach hang ngirng mua hang, thanh toan khong dung voi hop d6ng
phai co bien phap tiSn hanh thu h6i dirt diSm cac khoan cong ng. NSu co vuang
m~c, kho khan phai bao cao kjp thai vai truang phong Kinh doanh thj truang ho?c
Pho phong Kinh dOanh thi tfUang (Trang truong h9P trudng phong iii wing haq,c
aU'{lc uy quyJn), Pho giam d6c ph\! trach thi truOng ho?c Giam d6c Cong ty d~ tim
bi~n phap giai quySt, kh~c ph\!c.

- Trgc ban hang, tiSp nh~ thong tin tu khach hang va trgc tiBp bao cao d~
xuat ban hang cho cac khach hang do minh ph\! trach.

- TruOng hgp khong tuan thu d§y du guy trinh, thu h,lc thea guy dinh rna dfrn
dSn that thoM hang hoa (khach hang khong cong nhq.n m(Jts6 lU(1nghang hoa naa
do vi khong co day au chimg tir, tai li?u ad chimg minh) thi nhan vien Thi TruOng
ph\! trach khach hang do phiH hoan t02m chiu traeh nhi~rn tru6e Cong ty va phap
lu~t.

- Theo doi thuOng xuyen, lien h;lc cong ng cua cac khach hang do minh phl).
trach. Khi khach hang ng vugt h~ muc quy djnh trong hgp d6ng da ky vai Cong
ty, thl nhan vien ph\} trach khach hang do phai t<;unngUng e~p hang va tn,rc tiSp dSn
co so kinh doarih hUn vi~c dS thu h6i cong ng, d6ng thai dS xu~t vai Cong ty d~
ph6i hgp, tim bi~n phap xu lY. Tuy timg truong hgp nhan vien phong Kinh dOanh
tht truOng co thS bao cao Truong phong Kinh doanh tht truOng xem xet dS xu~t tiSp
tl).Cc~p hang cho khach hang, nhung trong tl'Uemghgp nay ca nhan vien dS xu§.tva
TruOng phong Kinh doanh thi truOng phai chiu tnich nhi~m hOal1toan truac Cong
ty va phap lu~t v~ cong ng cua khach hang do. Trong truang hgp Truong phong
Kinh doanh thi truang khong co kha nang giai guySt thl phai bao cao len lanh d~o
Cong ty dS xem xet gia guySt.

- Tf\Ic tiSp di thu h6i cong ng til khach hang.

- Hang ngay phai don d6c khach hang thanh toan ti~n hang. Tn,rc tiSp thu ti~n
hang d6i v6i cae khach hang thanh toan b~ng tiSn m?t. Khi thu dugc tiSn hang cua
khach hang phai n9P ngay trong ngay vS Cong ty ho~c n9P thfulg vao tai khoan cua
Cong ty t~i cae ngan hang. TruOng hgp khi thu tiSn vS rna khong kip n9P vi da h6t
gia lam vi~c ho~c thu tiSn vao ngay nghi, ngay l~, t~t thl phai bao CaDl~i TruOng
phong Kinh doanh th! truang ph6i hgp vai phong KS toan th6ng ke tai chinh b6 tri
nguai nh~ tiSn ngay trong ngay. Trong gua trinh di thu tiSn hang nSu s6 ti8n da
thu dugc Ian han ho?c bfuIg 500.000.000 d6ng phai ph6i kSt hgp vai lill xe tim
ngan hang g~n nh~t ll9P tiSn ngay vao tai khoan cua Cong ty sau do mai dugc tiSp
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t1,1Cdi thu tiSp. Trong tnrong hop nhan vien thi tnrong di thu ti8n hang v8 khong
nQPngay v8 nha may neu xay ra th~t thoat {Jhaihoan, to~n chiu ~rach nhiem truce
Cong ty va phap lu~t va chiu trach nhiern boi hoan so tien da that thoat cho Cong
ty. Khi thu ti8n cua khach hang phai co giay gioi thieu thu ti8n con han su dung va
viet phieu thu ti8n co dong d~u treo cua Cong ty cho khach hang.

- Kill khach hang co kiSn nghi v8 ch~t luong san phfun thi can bQ, nhan vien
ban hang phong Kinh doanh thi tnrong phai bao cao kip thai toi c~p tren true tiSp,
Ianh dao Cong ty dS co huang giai quyet khiSu nai cua khach hang v8 ch~t hrong
san pham.

- Co trach nhiem ph6 bien, huang d§n thuc hi~n Quy chS nay d~n cac khach
hang do minh ph1,1trach. Giam sat, don d6c khach hang th\1c hi~n nghiem chinh
Quy chS nay cung nhu cac quy dinh khac lien quan dSn cong tac ban hang va thu
h6i cong nQ'khong imh hU'ang dSn thuang hi~u va hinh anh Cong ty.

- Khi khach hang vi ph~ Quy chS nay cling nhu cac guy dinh khac cua Cong
ty gay thi~t h~i vS kinh tS, lam anh huang dSn cong tac ban hang va thu h6i cong
nQ',d@nchi@nluQ'c tieu th1,1san phdm cua Cong ty phai kip thai bao cao vai lanh
d~o Cong ty dS xu ly, giai guySt.

Di~u 5. Quy~n IQ'i, nghia vI} cua cae khach hang
5.l. Quy€n lQ'l:

- f)uQ'c nh~ hang d§y du, kip thai, dam bao dung ch~t luqng san phb d@
kinh doanh thea quy dinh cua phap lu~t.

- Co quySn kiSm tra ho~c dS nghj ben Cong ty kiSm tra ch~t luqng himg hoa
khi th~y co nghi v~ vS ch~t IUQ'ngho~c co ki@nnghi cua ngmJi tieu dung khi su
d\lIlg san phAm. Tuy nhien vi~c xac dinh ch~t luqng phai co can bQ ky thu~t va
nhan vien phong Kinh doanh thi truang cua Cong ty ~i hi~n truang va vi~c l~y
mftu dB kiBm tra ch~t luqng phai tuan thu dung quy trinh cua Cong ty va quy djnh
cua Nha nurrc.

- f)uqc huang cac crunh sach ban hang nhu: Giam gia, khuySn m~i, chiSt kh~u
thanh toan, ... vv va cac qUYSnlQ'ikhac theo quyet dinh cua Giam d6c cong ty thea
rung thai diSm.

5.2. Nghla V1,1:

- Phan anh kip thai cho Cong ty khi phM hi~n cac d~i Iy ho~c nha phan ph6i,
khach hang Ie tieu th\1xi mang La Hien ban hang khong dung dia ban quy dinh lam
8.nh huang den thi truang khu V\l'Cdo minh dang gufm ly tieu th\1.

- Ban hang dUng dia ban quy dinh trong Hgp d6ng da ky vai Cong ty. Vi~c
ban hang ngoai -dia ban quy dinh chi duqc th\1c hi~nkhi co S\1' d6ng y b~ng van ban
etia Cong ty;

- N~m b~t cac thong tin tbi truang va phan anh kip thai cac di~n bi@nthi
truang cho Cong ty;
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- Pb6i h91' voi Cong ty trong viec giai quyet cac v~n d~ lien quan d@nch~t
Iuong san pham do Cong ty cung c~p.

- Ky xac nhan d6i chi@ucong no va gir! lai kip thai cho Cong ty. Bien ban d6i
chieu cong no phai do dai dien thea phap luat cua dai ly/nha phan phoi ky va phai
dong dau (d6i voi dai Iy/nha phan ph6i la t6 chirc, doanh nghiep).

- Thanh toan ti6n hang d~y du, dung han thea quy dinh trong h91' d6ng da ky
voi Cong ty.

Ph§n III

CHiNH SACH BAN HANG vA THU HOI CONG NQ
Di~u 6. Chinh sach ban hang

6.1. TAt ca cac hoat d9ng mua, ban, van chuyen, b6c xSp va cac dich vu khac
phat sinh trong qua trinh tieu thu xi mang, Clinker d6i voi cac khach hang phai
duoc thS hien bfuIg h91' d6ng (Tnr khach hang Ie mua hang tra tiSn ngay, ho~c can
b9 cong nhan vien Cong ty co dan xin mua va dugc Giam d6c Cong ty d6ng y).

NQi dung cua hQ'p d6ng phai dugc cac ben th6ng nhAt cy, nhung phai th\l'c
hl~n theo dung quy dinh, chS dQnha nuac.

Trong qua trinh thl!C hi~n, neu co phat sinh thay d6i n9i dung cac diSu khoan
trong hqp d6ng da:kY, hai ben phru rna ph\l l\lc h91' d6ng ho~c thanh ly hqp d6ng
cu va kY kSt l<;tih91' d6ng rnai. Nguai kY kSt hqp d6ng ho~c kY nhfrng giAy to lien
quan den giao dich mua ban voi Cong ty c6 phfrn xi mang La Hien VVMI phai la
nguoi d<;tidi~n thea phap Iu?t cua cO'sa kinh doanh. NSu la nguai duQ'cuy quy~n
thi phai co giAy uy quy~n hqp phap cua nguai d<;tidi~n thea phap Iu?t.

Ngoai cac diSu khoan cO'ban ky k@th91' d6ng thea cac quy dinh cua nha nuac
c~n chi tiSt Cl,lthS cac diSu khoan sau:

- San phAmmua ban, s6 lUQ'llg,vting thi truang tieu th\l (Quy ainh ro khu v¥c
thi truong se ban scmphdm, Tinh, Huy?n, "ra, cong trinh, d¥ an...)

- B6i v6i nhUng khach hang la nha phan ph6i va nhung khach hang lan, cac
khach hang thanh toan ch?m c~ phai co thu bao lanh cua ngan hang co uy tin ho~c
co tai san dam bao.

- Trong truang h91' ban hang tin ch~p khong co thu bao lanh cua Ngan hang
ho~c tai san dam bao thi tily tUng truang hqp t6 thfun dinh danh gia nang h;rckhach
hang xem xet trinh Giam d6c cong ty quySt dinh.

- TAt ca cac truang h91' khach hang thanh toan ch?m tra d~u phai l?p bao cao
thAm dinh nang ll!c khach hang (Thea mdu quy C/inh cua C6ng ty). Truong hQ'P
khach hang thanh toan tra tru6c ho~c nh?n hang chuy~n nao thanh toan ngay chuy~n
do khong nhAtthl~t phai l?p bao cao thfun dinh nang Il!c khach hang.

- Quy dinh C\l thS gia ban va cac crunh sach thuang m<;tiC\l th~ trong h91'
d6nglph\l I\lc h91' d6ng ho~c van ban thong bao cua nha may v~ gia va cac chinh
sach d6i voi cac khach hang.

5



- Cac diSu khoan vS thanh toan cfin cu thS chi tiet:
+ Chinh sach vS cong no, rmrc du no cu thS cho rung khach hang

+Thai han thanh toan, phuong thirc thanh toan
- Xac dinh vS thai gian thanh toan cfin chi tiet nhir sau:
+ Thanh toan truce: La ben mua hang tra tien cho ben ban hang bang hlnh

thuc chuyen khoan hoac tiSn mat tnroc khi nhan hang hoac nh~ hang chuyen nao
thanh toan ngay chuyen do.

+ Thanh toan cham: La ben mua l§y hang tnroc va tra tiSn sau.

* Cac diSu khoan trong hop d6ng phai phu hop voi nhtrng quy dinh duoc neu
trong Quy cbe nay.

- Gia ban, cac rmrc chiet khau thee san lirong, chiet kh§u thanh toan va cac
quyen loi khac phai diroc Giani d6c cong ty quyet dinh.

6.2. Vi~c t6 chuc ban hang phai dam bao nhanh gQn, thu?n lqi cho khach
hang. Nang cao cac bi~n phap qum 1:9, ngan ngua va khong dS xay ra cac hi~n
tuqng tieu c\lc trong khau ban hang.

Di~u 7. Gia ban xi mang, clinker

7.1. Gia ban san phAm xi mang, clinker mang thuang hi~u La Hien 18. gia dli
bao g6m thuS VAT.

- Gia ban bao g6m: Gia giao hang t~i nha may tren phuong ti~n v~ chuySn
cua ben mua ho~c gia giao hang t~i cac cua hang, kho bai, chan cong trinh cua ben
mua dli bao g6m chi phi v~ chuySn.

7.2. V8 gia ban xi mang, clinker: Can Cli VaGtinh hinh th\lC te coa vling tbi
truOng, danh gia ti8m nang khach hang va chien luqc thi truOng tUng giai do~.
GiAmd6c cong ty ban hanh guySt dinh gia ban san phful1phil hqp cho tUng vung th1
truOng, tirng d6i tuqng khach hang dS tang nang I\l'cc~h tranh.

7.3. Vi~c chiSt kh§u gia ban thee san IU'qng, chiSt kh§u thanh toan, khuySn
m~i: DS khuySn khich cac khach hang tieu th\l xi mang vai kh6i luqng tieu th\1100
trong thang, qui, nam, khich 1~khach hang trong vi~c tieu th\1 san phgm va dS phu
hqp vai di~n bi~n eua thi truang thi vi~c chiet k.hftu gia ban thea san luqng, chiSt
kh§u thanh toan, khuySn m~i va cac qu?,Sn lqi khac phai duqc Gi:im d6c phe duy~t
va ban hanh thanh van ban thong bao den khach hang.

7.4. T&tca cac phong, ban, phan xUCmgva can be?,cong nhan vien cua Cong ty
co lien quan dSn vi~c ban hAng phai dam bao nguyen t~c "Kinh doanh co hi~u qua,
bao toan va phat triSn v6n". Cong ty Uti tien ban hang thee phuong thuc thanh toan
ngay, thanh toan nhanh, khong ban hang tra ch?m d6i vai cac khach hang vang lai.

Di~u 8. Th u h6i cong ng

8.1. Trong t§t cit cac truang hqp ban hang tra ch?m, t6 thAm dinh co tl'ach
nhi~m tim hiSu, danh gia vS tinh hinb tai chinh, kha nang thanh toan, uy tin cua
khach hang truac khi quyet dinh dS xu§t kY hqp d6ng ban hang.
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8.2. Han mire no:
8.2.1. Han mire no d6i voi cac khach hang, can cir k@tqua thAm dinh nang lire

khach hang (Can cu VaG nang luc khd nang rna rong thi trueing) kha nang tai
chinh, kinh nghiem kinh doanh vdt lieu xdy dung, khach hang truyen thong dli tung
la d6i tao voi cong ty trong nhiJu nam, san luang tieu thu va tinh hinh thanh toan
cong no eua ndm truce) t6 tharn dinh se d@xUdt han rmrc no cho nrng d6i nrong
khach hang va trinh Giam d6c cong ty xem xet quyet dinh va phai diroc th~ trong
hQ'Pd6ng ban hang. Cu th6:

- Mire du no cho khach hang trong thang:

+ D6i voi khach hang truyen thong, da la d6i tac, ban hang voi cong ty co
doanh s6 mua hang vai cong ty Ian hon 4 % t6ng doanh s6 cua nam truac, muc dU'
ng t6i da trong thang khong qua 50% doanh s6 mua hang binh quan thang cua nam
truac.

+ D6i vai khach hang truySn th6ng, da Ia d6i tac, b(;lllhang vai cong ty co
doanh s6 mua hang vai cong ty 160 hon 2 d@n4 % t6ng doanh s6 cua nam truoc,
muc du ng t6i da trong thang khong qua 45% doanh 56 mua hang binh quan thang
cua nam truac.

+ D6i vai khach hang truySn th6ng, da Ia d6i tac, b(;lllhang vai cong ty co
doanh s6 mua hang voi cong ty 160 han 1 d~n 2% t6ng doanh s6 cua flam trU'ac,
muc du ng t6i da trong thang khong qua 40% doanh s6 mua hang binh quan tbang
ella nam truac.

+ D6i voi khach hang truySn th6ng, da Ia d6i tac, b~n hang vai cong ty co
doanh s6 mua hang vai cong ty Ian hon 0,5 d@n1% t6ng doanh s6 clla nam truac,
muc du ng t6i da trong thang kh6ng qua 35% doanh s6 mua hang binh quan thang
clla nam truac.

+ D6i vai khach hang truySn th6ng, da la d6i mc, b(;lllhang vai c6ng ty, co
doanh s6,mua hang voi cong ty nha han 0,5 t6ng doanh s6 cua nam truac, muc du
ng t6i da trong thang:

Muc t6i thi6u 20.000.000 d6ng.

Muc t6i da khong vuqt qua 30% doanh s6 mua h~mgbinh quan thang cua nam
truac

+D6i vai khach hang mai Cong ty co nhu c~u rna rQng thi truOng thi my thee
tUng truong hQ'pmuc du ng t6i da khong vuqt qua 100.000.000 d6ng va khong ng
qua 50% doanh s6 ban hang trong thang (truOng hQ'Pnay dUQ'cap d\lng trong nam
d~u tien).

+D6i voi khach hang thuQc v6n ngan sach nha nuac: Muc du llg 100% gia tn
xi mang dugc (Nha nuac, tinh ho~c cac ca quan ban nganh co thAmquySn) phan b6
va then gian thanh toan khi co ngu6n ngan sach chi tra.

- H(;lnmuc llg vai khach hang ph,H dugc diSu chlnh tuong lIng v&i tUng giai
dO(;llldiSn bi~n cua thi truOng.
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- DBi voi cac khach hang truyen thong, mua hang thuong xuyen voi k.hBi
hrong, gia hi Ion, co kha nang tai chinh lanh manh thi Giam d6c xem xet cho no
nhung thoi gian cho no t6i da khong qua 30 ngay kS illngay giao hang.

- Mire du fig cho khach hang cuBi thang: Tuy theo tirng khach hang cu thS
mire du no cua khach hang voi Cong ty cuoi thang khong vuot qua 30 % gia tri
mua hang trong thang phat sinh.

- Truong hop khach hang con no tiSn hang cua thang truce hoac cac thang
truce thi khi khach hang thanh toan sB tien Thanh toan se duoc tnr lui vao s6 tiSn no
cu cho dSn khi hSt, s6 con lai moi duoc tinh la thanh toan tien hang cho cac ky tiSp
theo.

8.2.2. DBi voi viec tieu thu san pham cho can bQ cong nhan vien trong Cong
ty:

DS khuYSt khich va t~o diSu ki~n cho can bQ cong nhan vien trong Cong ty su
dvng san ph§m cua Cong ty dS xay dVng cong trinh trong gia dinh minh, Cong ty
d6ng y cho meli can bQ cong nhan vien duqc mua xi mang tra ch~m (tm vao luang
hang thang theo thoa thu~n nhung khong vuqt qua 30% thu nh~p thl,Ic 11nh)vai sB
luqng tBi da 20 t§n;nguoillftn.

Can bQ cong nhan vien khi co nhu ciu su dvng xi mang co dan dS nghi thong
qua thu wang don vi va dugc Giffin dBc xet duy~t. Thli truang cac dan vi chiu trach
nhi~m trong xac dinh vi~c mua xi mang cua can bQ cong nhan vien dam bao dUng
mvc dich sir dVng.

8.3 T~m ngimg ban hang:

8.3.1. Hang ngay nhan vien ban hang kSt hQ'pvai phong KS toan thBng ke tili
chinh theo doi cong ng cua khach hang dS don dBc thu h6i cong nq theo dung nhu
nQi dung thoa thu~n trong hQ'Pd6ng. TruOng hqp khach hang co nq vuqt h~ muc
trong hQ'Pd6ng thi phai dUng c~p hang. Truong hQ'Pd~c bi~t, nhan vien ban hang
phv trach khu V\TC phai co bao cao dS xu~t vai TruOng phong Kinh doanh thi
truang ho~c Pho giam aBc phv trach thi truOng xem xet, nSu vuqt qua thfun quYSn
cua pho giam dBc thi bao cao Giam dBc Cong ty dS quySt dinh vi~c tiSp tlJC c~p
hang. Tuy nhien, TruOng phong Kinh doanh thj truong, nhan vien thi truang phv
trach phai chiu tnlch nhi~m truac Cong ty va phap lu~t vS nhUng thong tin va bao
cao cua mlnh cung c~p va khoan cong nq phat sinh them ngoai h~n muc hQ'Pdang.

8.3.2. Khach hang vi ph~m cac diSu khoan trong Quy chS nay thi TruOng
phong Kinh doanh thi truang co trach nhi~m bao cao Pho giam d6c phV trach,, , ,
Giam doc Cong ty xem xet quyet dinh t~m ngirng ban hang den khi khach hang
th\1'chi~n dung nhUng cam kSt trong hqp d6ng va giai quy@tcac v~n dS t6n dQng
theo dS nght cua Cong ty thi mai duqc xem xet ban hang tra l~i.

f)i~u 9. Chinh sach chi~t khAu, khuy~n m~i

Can cu vao tiOOhinh san xuAt kinh doanh, ban hang, va diSn bi~n tren thi
truang; Giam dBc Cong ty ban hanh cac quy dinh, quySt djnh cv thS vS chinh sach:
Giam gia, chiSt kh~u thuang m~i, chiSt kh~u thanh toan, khuYSn khich v~n chuySn
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APhaD IV
QUY DJND CV THE DOl VOl cAc DON VI TRONG CONG TY

tieu thu, h6 tro van chuyen ..., cac mire thuong, thuong khuyen khich thea tirng thoi
d·;:.lem ....vv

Di~u 10. Trach nhi~m cua cac ca nhfin va «loonvi trong CODgty.
1. Gidm tl6c Cimg ty: Chiu trach nhiem chung trong viec ta chirc thuc hien,

theo doi, giam sat vi~c ban hang va thu h6i cong no thea dung nQi dung cua Quy
chBnay va cac quy dinh lien quan khac cua Cong ty.

2. Phd gidm il6c kinh doanh: Chi dao tnrc ti~p moi mat phong Kinh doanh thi
tnrong trong cong tac ban hang va thu h6i cong no theo chien hroc cua Cong ty
tung thoi ky va S1,l'chi dao cua Giam dBc cong ty. Tren co so thong tin vS khach
hang va th] tnrong do Phong Kinh doanh thi tnrong cung cftp, d@xuftt voi Giam dBc
cong ty chi~n lugc dBi vai tUng vilng thi truOng, tUng khach hang, tung thai kYo
Cling truemg ho~c pho phong Kinh doanh thi truOng th\Ic hi~n cong tac thu h6i
cong ng dBi vai cac khach hang co s6 n<,>'vuQ'th~n muc l&n.Ky hqp d6ng mua ban
hang hoa vai khach hang n~u co uy quy@ncua Giam aBc Cong ty.

3. Phong Kinh doanh thj trlfifng: Ta chuc th\1'chi~n ban himg, thu h6i cong
ng theo dUng nhUng thoa thu~n ghi trong hqp d6ng ban hang va bao cao Giam dBc
va Pho giam aBc ph1,ltrach khi co phat sinh bftt thUCrngvS tinh hinh mua ban hang
hoa va thanh toan cong n<,>'Clla khach hang. Phong Thi TruOng co trach nhi~m c~p
nh~t kip thai va soat xet cong ng clla tUng khach hang tru&c khi xuftt hang ban cho
khach hang.

ThlJc hi~n vi~c dBi chi~u cong ng hang thang dBi vai tUng khach hang, thai
gian hoan thanh aBi chi~u cong ng thang truac ch~m nhftt khong qua ngay 10 thang
sau phai nQP vS phong K~ toan thBng ke tai chfnh; Xu ly cac khoim ng kho doi thea
quy dinh cua Cong ty va quy dinh Cllaphap lu~t Nha nuac co lien quan, chu tfi va
phBi hgp vai cac phong ban, phful xuOng th1,l'chi~n cac nhi~m vl).chu y~u sau:

- Xay dvng va ta chuc thlJc hi~n k~ho~ch doanh thu, k~ ho~ch tieu thl,1san
phAmng~n h~ va dai h~n. Ho~ch dinh va tham mUll cho Hinh d~o cong ty v@chi~n
lugc gia ban, chi~t kh§u thanh toan, khuy~n m~i, chi~n lugc tieu th\1 san phAm tUng
giai do~.

- Chu tri so~ th<1ocac hgp d6ng ban hang thea dung ch8 dQ nha nuac, quy
dinh eua Cong ty.

- f)S xuftt cac chuang trinh cham soc khach hang, hQi nghi, quang cao, qua
t~ng dung cho fi\1Cdich quang ba thuang hi~u s~mphAm nh~m m\lc dich thuc dAy
vi~c ban hang.

- KiSm tra, thea d5i san lugng tieu th\1 san phfim, khai thac t6i da, phcit triSn
va gifr vfrng tbi t!Uang, khach hang. Thu th~p thong tin nghien cUu chi~n lugc cua
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d5i thu canh tranh, cac thirong hieu xi mang khac (Gia ca, ch~t luong, chinh sach,
khuyen mai, tang giam gia, cham soc khach hang ..... ) gioi thieu quang ba hinh anh
vS Cong ty va cac san pham cua Cong ty.

- Thu h6i cong no d6i voi khach hang mua san pham cua cong ty thea hop
d6ng mua ban.

c
C
M

. "
- Theo doi, kiem tra doi chien san hrong tieu thu voi cac b9 phan co lien quan.

, ,
- Ra soat cong no cua khach hang de dam bao thu hoi cong no m9t each hieu

•qua.
r " "- Hang thang phoi hop cung Phong Ke toan thong ke tai chinh doi chieu san

hrong, cong no voi khach hang trong thang.

- Theo d5i viec v~ chuyen xi mang, clinker. KiSm tra, xu Iy cac truOng hgp
ban hang khong dung dia ban da thea thu~ trong hgp d6ng b{mhang, kip thai bao
cao Hinhd;;toph\}trach va tham muu su ly cac truOng hgp ban hang neu tren.

- TiSp nh~ va ph6i hgp voi Phong Ky thu~t san xu~t xi mang giai dap cac
kiSn nghi cua khach hang vS ch~t lugng san phfun.

- L~p thu tl;lc, viSt ticker giao cho Iai xe (Khach hang) va huang d~n lai xe
(Khach hang) dia diSm nh~ hang, thea d5i ch~t che vi~c xu~t kho tieu th\}, kiSm
tra, giam sat s6 lugng, chUng lo;;tihang hoa thea dUng phiSu xu~t kho kiem giao
nh~ hang, ky xac nh~n vao phiSu xu~t kho kiem gia nh~ hang cho lai xe (Khach
hang) truoc khi ra c6ng nha mal" Hang nga~ kSt ~gp voi b9 ph~ ban can, kS toan
ban hang, ph§n xuemg thanh pham, bao v~ doi chieu san luqng tieu th\} tlmg ca.

- CU6i ngay l~p bao cao san luqng tieu th\! gui phong KS ho;;tch v~t tu va
phong Ky thu~t san xuelt xi mango .

- Thl!c hi~n cac nhi~m v\! khac khi Pho giam d6c ph\! trach ho~c Giam d5c
Cong ty giao.

4. Phong Ki hO{lchv(it til'
- Ph6i hQ'pv6i Phong Kinh doanh thi truang va cac dan vi lien quan l~p kS

ho;;tch san Iugng, doanh thu thea thang, quy, nam. T6ng hgp san Iuqng, tinh hinh
tieu th\!, hang ngay bao cao dSn ban lanh d;;toCong ty.

- f)6i voi thu kho nha can:

+Huang d~ xe cua khach hang vao vi tri can thea dUng yeu c~u.

+ KiSm soat vi~c xUelthang thea dUng chUng lo;;tiva s6 luqng hang hoa thea
ticker xu~t hang.

+ ThlJc hi~n can bi, can hang dung quy trinh dam bao s6 li~u chinh xac.
+ Theo d5i, kiSm tra d6i chiSu san luqng tieu th\! v6i cac b9 ph~n co lien qUan

vao cu5i cac ca, cac ngay ban hang.

- ThlJc hi~n cac nhi~m v\! khac khi Gifun d6c ho~c pho giam d5c giao.
5. Phong Ki toan Thang keTili chinh
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- Theo doi, kiem tra, giam sat tinh hinh thuc hien hop d6ng ban hang va tinh
hinh chap hanh nghia vu thanh toan cua khach hang thea hop d6ng d8:ky.

- KiSm tra giam sat tinh chinh xac viec thirc hien viec d6i chieu cong no hang
thang d6i voi tirng khach hang; Ph6i hop cung phong Kinh doanh thi tnrong xu ly
cac khoan no kho doi thea quy dinh cua Cong ty va quy dinh cua phap luat nha
mroc co lien quan.

- KiSm tra, giam sat gia ban va cac rmrc chiSt khau, khuyen rnai ..., xuAt dung
nQibe) thea quy dinh cua Giam d6c cong ty tai tirng thai ky. KiSm tra gia ca, cac
hQ'Pd6ng mua ban va cac van ban kern thea hQ'Pd6ng, cac chirng nr thanh toan,
chirng illxuftt kho dam bao dlly du tinh phap 1y hi~n hanb.

- BQph~ ban hang tnJc tiSp nh?n thong tin ban hang illnhan vien phong Kinh
doanh thi truang va khach hang vi@tphi@uxuat kho, hoa dan thea gia ban va cac
chinh sach chiSt khAu, khuySn m~i hi~n hanh d8: dugc girun d6c phe duy~t cho
khach hang.

- Theo doi va don d6c thu h6i cong TIgd6i vai khach hang to3o Cong ty, phan
tich danh gia cac khoan ng phat sinh va cac khoan ng qua h~, kho doi dS trinh
Giam d6c kip thai. Ph6i hQ'Pv6i cac phong chuc nang khac xu ly cac khoan ng kho
doi thea quy dinh cua Cong ty va quy dinh cua phap lu~t nha nuac co lien quan.

- Ph6i hqp c-ungv6i phong Kinh doanh thi truang thea doi tinh hinh cong ng
phai thu cua khach hang, co quySn t~m dung ban hang v6i nhung khach hang ng
qua h'jmmuc so v6i hqp d6ng d8:ky nSu khong co y ki@nclla Giam d6c ho~c pho
Giam a6c ph\! trach kinh doanh.

- Theo doi, ki@mtra a6i chiSu san luqng tieu th\} v6i cac be)ph?il co lien quan
van cU6i cac ca, cac ngay ban hang.

- Ph6i hqp v6i phong Kinh doanh thi truang ki@mtra thea doi vi~c V?TIchuySn
xi mang, clinker. L?p bien ban va bao cao Giam a6c va Pho giffin a6c ph\}trach -d6i
v6i cac truang hqp khach hang ban hang khong dUng dia ban.

- Th\Ic hi~n cac nhi~m Vl,l khac kbi girun d6c giao.
6.Phong Ky thu{ztsan xuat xi mang
- Phai t6 chuc quan ly san xuAt ch~t che dS dua ra thi twang nhung san phfim

xi mang, clinker phil hQ'Pvai tieu chuAn chat lugng, d6i v6i xi mang pooc lang h6n
hgp PCB 30, PCB 40 (Xi mang bao va xi mang rai) phai d~t chAt luqng t6i thiSu
theo TCVN 6260 - 2009, a6i v6i Clinker phai d~t chAt IUQTIgtdi thiSu TCVN 7024
- 2013 (Ho~c thea hqp d6ng mua ban). Khong dugc dua ra th! truang nhung san
phAmkhong dam bao chat luqng d~ anh huang dSn uy tin va thuong hi~u clla Cong
ty.

- Chiu trach nhi~m tru6c Giffin d6c Cong ty va truac phap lu~t vS chllt luqng
san phAm truac kill ban ra thi truang.

- Cung cAp ill li~u chUng minh chAt luqng san ph§m tUng 10 hang truac khi
xuAtban (Khi khach hang yeu cllu va dugc S\Id6ng y clla ban Giam a6c).

~I
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- Bao hanh ch~t luong, gia: quyet khieu nai va giai thich thac m~c cua khach
hang vS chat hrong san pham.

- Tham gia soan thao cac hop d6ng ban hang va chiu trach nhiem vS linh VlJC
chuyen mon phu trach.

- Thirc hien cac nhiem vu khac khi GiaIDd6c giao.
7.Phbng T6 chtcc - Hanh' chinh (B(Jphdn baa v¢)

- KiSm tra huang d§n khach hang vS guy trinh ra vao nha may dS mua hang.
- KiSm tra toan be?cac xe cua khach hang khi ra, VaGnha may (Ki8m tra hang

hoa tren t~t ca cac loai xe khi ra, vao). KiSm tra hang hoa tren xe thea cac chirng ill
cua hang hoa do, phai ghi cu th8 chi tiet hang hoa tren xe VaGs6 thea doi cua bao
ve),

- Ki8m tra giam sat xe 0 to cua khach hang khi can bi, can hang, tren dirong di
illban can d@nkhi nhan hang xong.

- Tham gia can, d@mhang, niem phong ky}' chi, d6i vai san ph§m la xi mang
rai (Kiem tra ro so niem phong, kyp chi tren phieu xuat kho kiem giao nh~n hang).

- KiSm tra xe cha hang ra c6ng, kY xac nh~ da xu~t hang, dong d~u da ki8m
tra VaGphiSu xu~t kho kiem giao nh~n hang.

- Nghiem c~m cho xe cha hang ra c6ng khi khong co phiSu xu~t kho kiem
giao nh~ hang thea guy dinh cua nha may.

- Gi fr an ninh tr~t tlJ t~i khu V\ICxu~t ban hang.
- Co thai de?vui ve hoa nha vai khach hang.
- ThlJc hi~n cac nhi~m V\l khac khi Giilln d6c ho~c pho gi~ d6c ph\! tnich giao.
8. Phan xuung Thanh pham

- DiSu ph6i, c~p, xa, xi mang cho khach hang a cac cua xu~t thea th& tlJ.
- T6 chuc bac xSp san phAm xi rnang bao ngay ng~, du. s6 luqng va chUng

lo~i thea ticker. D6i vai xi mang fai thi xuat dung chUng lo~i san phdrn.
- Khong duqc b6c x@pbao Tachva cho khach hang.
- In phun ca, ngay, thang, nam san xu~t, rna khach hang len vo bao xi rnang

theo guy dinh .

!
.;

•:.
0'
I

., , , ,
- Kiem dem bao xi ma_ngtren xe ° to, dliu trach nhi~m chinh ve so luqng va

chung 10~ibao xu~t kho.
- T~o diSu ki~n thu~ lqi cho khach hang, khdn truong nhanh chong giai

phong phuong ti~n v~n tai cua khach hang khi giao hang t~i leho.
- Co thai de?vui ve hoa nha vai khach hang.
- BiSu ph6i xe 0 to VaGnh~n hang a cac mang xu~t hang thea thu tlJ.
- Bao cao quan ly phan xuang thanh ph§m giai qUYStcac ki@nnghi lien quan

d@ns61ugng xi mang bao.
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- Nghiem cAmcac biSu hien tieu ClJCvoi khach hang.
- Thirc hien cac nhiern vu khac khi Giam d6c giao.
9. Phiin xuong Clinker.
- Chiu trach nhiem xu~t Clinker cho khach hang.
- DiSu phei xe oto nhan Clinker theo thir tv.
- Tao diSu kien thuan loi cho khach hang, nhanh chong giai phong phuong

ti~n v~n tai cua khach khi giao nhfm tai kho.
- Co thai dQ than thien voi khach hang

- Nghiem cam cac bieu hien tieu ClJCvoi khach hang
- Thirc hien cac nhiem vu khac khi Giarn d6c giao.
10 D A, " "h)( 'A h• 01 VO'l xe van c uyen tieu t {l:

- V~ chuyen hang hoa dam bao an roan, hang khong rach va, fun trot, Tra
hang dung d6i nrong va dia chi tren hoa don/phieu xu~t.

- Co thai dQ vui ve hoa nhff v6i khach hang; ph\lc Y\l khach hang nhi~t tinh,
chu dao.

- Chi b6 tTi cong vi~c tiSp cho 1Mxe khi co xac nh~n thvc hi~n cua nhUng
chuySn himg tru6c va co phiSu thu nQPtiSn (D6i vai nhUng truOng hgp co gi§y gi6i
thi~u di thu tiSn).

11. Tb tham iljnh nang llfC khach hang
T6 thfun dinh nang lvc khach hang co trach nhi~m th~m dinh nang Ivc pbap ly,

nang l1!ctai ehinh, nang llJc kinh nghi~m cua khacb hang mua xi mang va Clinker,
giao phong Kinh doanh thi truOng dam phan, l~p hgp d6ng mua ban hang hoa vai
khach hang thea nQi dung trong b~mbao cao thAm dinh nang l\Ic khaeh hang, trinh
Giam d6c ho~e pho Gifun d6c ph\! trach kinh doanh (Niu co uy quy§n) ky hgp d6ng
ban hang cho cac khach hang.

12. Quy iljnh chung
Toan th@can bQ, cong nhan vien Cong ty co quYSn va tnieh nhi~rn quarr ly th!

truOng. C\l thS: Pharr anh kip thai vS Cong ty dS xu ly khi phM hi~Dcac khaeh hang
ho~c can bQ, nhan vien trong cong ty co hanh vi lam thi~t h~i vS kinh tS, vS thuang
hi~u, hinh anh cua Cong ty nhu: Ban hang khong dung vUng th! truOng, thong tin
sai l~ch v~ chAt luqng san phfun, hinh anh cua Cong ty ... Nhiing nguai bao cao kip
thai, chinh xac giup Cong ty gifti quySt, xu ly duqc nhung vi ph~m eua khaeh hang
ho~c can bQ, nhan vien Cong ty se dugc xern xet khen thuemg. Nhiing nguoi bao
ehe cho nhUng vi ph~ se bi xem xet, xu ly va chiu tnich nhj~m lien d6i.

Bi~u11.Cac oi~ucam oBiveri tAchuc, ca nhan trong cong ty
• r ,

1. Dua ra thi tWOng cac san phfun khang d~t chat luqng thea tieu chuan.
2. Sir d\1ngtiSn hang eua Cang ty vao m\lc dich ca nh§.n.
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3. TiSp tay cho khach hang, lai xe cua khach hang lam trai cac quy dinh cua
Cong ty gay thiet hai vS kinh tS, thuong hieu, hinh anh cho cong ty.

4. TiSt lQ cac thong tin lien quan dSn chinh sach ban hang, cham soc khach
hang va chiSn hroc phat trien cua cong ty.

5. TiSt lQthong tin cua khach hang khi chua duoc khach hang d6ng y.
6. Thong dang voi khach hang, lai xe cua khach hang c6 tinh b6c x@psai s6

luong,

7. Lam trai cac quy dinh hien hanh cua cong ty trong cong tac tieu thu san
pham.

8. Cac hanh vi thieu ton trong, coi thuong khach hang, doi tien cua khach hang
trai quy dinh cua cong ty

9. Nghiem cam nhan vien phong Kinh doanh thi tnrong ban hang, v~n chuyen
hang rna khong diroc khach hang dang y.

f)i~u12: Kben thuong
Viec ban hang va thu h6i cong TIgcling nhu qufm 19 ban hang va thu h6i cong

ng phai dugc th\!C hi~n nghiem chinh theo quy chS nay va cac quy d.inh khac co
lien quan. Ai co tbanh tich se dugc khen thuOng thea cac quy dinh Clla Cong ty vS
tbi dua khen thuOng

f)i~u13: Xii' Iyvi ph~m
1. Nguai nao ra quy@tdinh trong qua trinh th\l'c hi~n ban hang va thu h6i cong

ng rna vi ph~ quy ch@thi phai chiu trach nhi~m ca. nhan, nguai lien doi dftn dSn
vi~c sai ph~rn phai chiu trach nhi~m lien doi. NSu co xay ra thi~t h~i v~t chat (tiSn,
hang) do vi ph~ thi phai b6i thuOng thi~t h~i thea chS dQ trach nhi~m v~t chdt va
se bi xu ly thea quy dinh vS kY lu~t lao dQng, kY lu~t hanh chinh va pbap lu~t hi~n
hanh.

2. D6i vOi cac khoan ng kho thu hai, gay t6n that cho Cong ty phai co HQi
d6ng xu 19 dS xem xet, danh gia, xac dinh r5 ph§n ng khong co kha nang thu hai,
tim hi8u nguyen nhan va kiSn ngh! cac bi~n phap xu Iy d~ HQi d6ng quan tTlquySt
djnh cac phuong an xu 19 cac kh08n ng nay.

f)i~u14. Xii' Iy vtr6'ng mic trong giao nh~n.
1. Trn(mg hgp gi§y ta co ddu hi~u sua chua, tAyxoa: Nguai phat hi~n ra (bao

v~, nhan vien tr~m can, nhan vien, cong nhan xu§t hang Clla phan xu6ng ho~c tbu
kho ...) phai bao cao ngay voi cap tren tf\l'CtiSp, lanh d~o cong ty va tiSn hanh l~p
bien ban, gifr l~i giay ta phugng ti~n.

2. Khi co nghi nga hi~n tugng thong d6ng l§y trQm hang, nguai phat hi~n phai
thong bao ngay bao v~ va lanh d~o ph\l trach bQph~n dS lam r5 va co bi~n phap xu
19ngay.

3. TruOng hgp lai xe can bi xong co bi8u hi~n xa nuac, chuy~n nhu'ng v~t co
tr9ng IUQ'llgra khoi xe nhArnm\lc dich lam sai tr9ng lUQ'llgbi xe. Bao v~ co trach
nhi~m l~p bien ban bao cao lanh d~o va xu ly thea quy dinh cua Cang ty.
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4. Khi can xe cho xi mang bao: Quy d6i s6 hrong bao tren xe so sanh voi
trong hrong xi mang qua ban can vuot qua khoang sai 86 cho phep thi xu ly thea
cac buoc nhu sau:

4.1. Thu kho phong Kinh doanh thi tnrong phai bao ngay cho phan xuong
Thanh Pham, bao v~ tnrc ca d6. - .4.2. Thu kho phong KDTT huang dan xe ra khoi tram can vao vi tri cho de xu
ly. KSt hop cung Bao v~, moi lai xe hoac nguoi nhan hang, dai dien phan xuong
Thanh pham tien hanh dSm lai toan bQs6 bao xi mang co tren xe xern c6 du khong,

4.3. Can lai 20 bao xi mang tren xe xem co dat trong lUQ11gbao theo quy dinh
hay khong.

4.4. NSu du s6 lUQ11gbao, m6i bao du trong hrong thea quy dinh, du cac diSu
kien khac vS chirng ill thi cho xe d6 ra cong.

4.5. Truong hop neu khong thS dSm duoc s6 IUQ11gbac, do b6c xSp khong
ngay ngfm, thi phan xuang Thanh phfim phai chju tnich nhi~m b6c xSp ra va kiSrn
dSm I?i toan bQho~c kiSm tra s6 IUQ11gqua camera giam sat cua Cong ty.

4.6. NSu thllC hi~n (1m\lC4.3, cac bao thiSu can so vai quy dinh rna s6 IUQ11g
dfru bao du tbi phai tiSn hanh can l?i toan bQ s6 luqng bao co tren xe. Cac bao d~t
trQng IUQ11gthea quy dinh thi xSp l~i xe con cac baa khong d~t trQng luqng thi d6i
bao khac. Trach nhi~rn xu Iy tren thuQCphan xuang Thanh ph§.m.

4.7. Truong hgp s6 baa thua so vai ticker. Bao v~ l?p bien ban laIDco dS su ly
nhfrng nguoi co trach nhi~m lien quan, dS ngh! khach hang tra l?i bao thua xong
cho xe ra c6ng.

Phftn V: TO CHUC TIIVC HI¥N
f)i~u14. Hieu hrc tbi hanh. .
- Cae dan vi, phong ban, phan xuang trong Cong ty can etc chuc nang nhi~m

V\l dugc giao co trach nbi~m ph6i hgp th\IChi~n.

- Quy cbS nay dugc th\Ic hi~n kS tu ngay kY. Cac quy chS, quy dinh truac day
trill v6i q~y chS n~y d~u ba:i bo. Trong qua trinh thgc hi~n nSu n~i dung nao chua
pbil hQ'Pcan sua doi bo sung thi Giam doc Cong ty bao cao HQi dong quan tri xern
xet diSu chinh cho phti hqp.l.
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Khach hang
Yeu c§.u

Phong Kinh doanh thi tnron
T6 th§m dinh

Thoa man

re ch6i

PhongKDTT Lap bao gia (nSu can)

1
Giam d6c, Ph6 Giam d1L....__ K_Y_h_qp_do_).n_g_--l

1
Ban hang Khong can ky

hop d6ngNhan vien phong KDTT

L~p va ky hop d6ng ban hang:

1. Trong tnrong hop khach hang thoa man moi di~u kien cua cong ty nhu: Gia
ban thee quyet dinh do Giam d6c ban hanh, thanh toan ngay, .... phong KDTT tien
hanh ban hang khong c§.n phai ky hop d6ng mua ban hang h6a (N§u khach hang
khong yeu cdu).
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2. Can err vao yeu e~u cua khach hang t6 th~m dinh nang luc khach hang xem
xet cu thS, danh gia nang lire phap ly, nang hrc tai chinh, nang hrc kinh nghiern, kha
nang tieu thu cua khach hang d6i voi san ph~m cua cong ty, sau khi thoa thuan v8
moi di8u kien mua ban nhu gia ca, thai gian thanh toan, va dia diSm giao nhan
hang. Can ell vao bao cao th~m dinh nang lire khach hang phong Kinh doanh thi
tnrong l~p hop d6ng ban hang va trinh Giam d6e hoac ph6 Giam d6e (Niu co uy
quyen) phu trach ban hang ky.

.I
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$df. ' H XUAT BAN XI MANG

(Kern theaqUJ/fl~I:t~~~.&~~:lr~QT ngay 17thdng 08 ndm 2019 vd viec ban
\~ Xl Mh~fh~~'iJ~:7~he tieu thu xi mang, Clinker)
" t- , \J\IM I S~o~ (,
~v,y'-__..(, '"'/'
'~-4I'T&

I. Trinh tl}' mua hitn~

Xe khach hang Nhan vien thi
tnrong tiSp nhan

thong tin

(1), (7)
Bao ve

(Cangra vao feY sa)

(2), (6) Du himg
Nha ban hang
(Nhdn Ticker) (Nt}p ticker, ti€n vanhdnphtiu

(3)
Nha can
(Can bi)

...... '",.

.::;:

Khach
dang ky mua

hang

'-- ___' xucit kiem giao nhdn hang)

1

Thira, thi~u hang(5)
NhaCful

(Can bi vahang)

I

(4)
Kho thanh pham

nh~ hang 1+----
(Lam theo huan.g dan i{li

khu .nldt hang)

(1). Xe cua khach d~n mua hang g~p Bao v~ true tai cong cua nha may, Bao
v~ co trach nhiem huang dful khach hang vao lam thu tuc mua hang.

(2). Khach hang vao nha ban hang. Tai day lai xe (Khach hang) d~n nhan
hang phai xu~t trinh chirng minh thu nhan dan hoac b~ng lai xe, Trinh gi§y gi6i
thi~u, ho~c gi~y uy quySn eua f)~i ly, NPP. (NSu co).

Phong Kinh doanh. thi truemg su ly thong tin cua Khach hang (theo bao hang
cua nhan vien thi truemg phong Kinh doanh thi truemg ho?c da dang kY tru6c qua
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di~n thoai ...). Cftp ticker giao cho Lai xe (khach hang). Tren ticker phai ghi ro ten,
dia chi khach hang, sf>xe van chuyen, rna in phun, s6 hrong, chung loai hang hoa
cfrp cho lai xe (Khach hang).

(3). Lai xe (Khach hang) vao Nha can, dua xe vao can bi tai nha can. Thu kho
ban can co trach nhiern huong dftn xe vao dung vi tri can, thuc hien can bi va xac
nhan hrong bi cung khach hang vao ticker.

(4). Lai xe (Khach hang) dSn phan xirong Thanh Pham trinh ticker dS nhan
hang.

- T(;1,inoi xufrt hang theo sir di~u ph6i xe vao nhan hang theo thir tv.
- Df>ivoi xi rnang bao phai b6c dung, du hang theo ticker. Ngiroi dai dien tai

khu xufrt hang thuoc phan xirong Thanh Ph§m phai ky vao ticker dS xac nhan sf>
hrong, chung 10(;1,isan pham da cfrp cho khach hang.

(5). Khi nhan dung du hang, Lai xe (Khach hang) dua xe tro lai nha can dS
can kiem tra trong luqng hang.

(6). Sau khi da nh?il xong hang, Lai xe (Khach hang) mang phiSu can t6i thu
kho, can cu vao phiSu can nSu tinh blnh quan tn;mg luqng mQt bao ca bi: 50 Kg (±
0,5 Kg) thi t(;linha ban hang nhan vien tf\l'Cban hang se l?p bang ke ban hang
chuySn bQ ph?il KS toan ban hang co trach nhi~m viSt phiSu xufrt kho kiem giao
nh~ hang cho lai xe (Khach hang) va xufrt hoa dan di~n tU theo quy dinh.

Trong truang hQ'p nSu thua, thiSu qua khoang sai sf> tinh binh quan tn;mg
IUQ'llgmQt bao ca bi: 50 Kg (± 0,5 Kg) thi th-ukho kSt hqp cling phan xuang Thanh
phfun, bao v~, lai xe (Khach hang) kiSm tra l(;li.

(7). Khi Lai xe (Khach hang) da: nh?il du hang, nh?n dung phiSu xufrt kho
kiem giao nh?n hang theo quy dinh t~i nha may. Bao v~ kiSm tra hang hoa va tinh
hQ'Pphap cua cac chUng tu, hang hoa. NSu dung quy dinh thl hu6ng dful khach kY
s3 t(;litqtm bao v~ va cho ra c3ng nha may.
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Khach hang

Nop Ticker, tidn va nhdn phi€u xudt ,---------,
kho kiem giao nhdn hang

(1), (8)
Bao v~

(C6ng ra vao IcY s6)

(2)(7)
Nha ban hang

(Lcy ticker)

(6)
Nha Can

(Can hi va hang)

1

(3)
Nha can
(Can bi)

(5)
Kho Clinker, PX 10..

(4)
Phong KTSXXM
(Ky tickerxual hang) (Theo huang ddn tai nai nhdn)

(1). Lai xe (Khach hang) dSn mua hang g~p Bao v~ true tai c6ng cua nha may,
Bao v~ co trach nhiem huong dfu1khach hang lam thu tuc mua ~ang.

(2). Khach hang VaG nha ban hang. Lai xe dSn nhan hang phai xu&t trinh
chimg minh thtr nhan dan hoac bang lai xe, Trinh gi&y gioi thieu, hoac gi&y uy
quyen cua Dai ly, NPP. (NSu co)

Phong Kinh doanh thi tnrong sir 1y thong tin cua Khach hang (theo bao hang
cua nhan vien phong Kinh doanh thi tnrong hoac dff dang ky tnroc qua di~n
thoai ...). C&p ticker giao cho Lai xe (khach hang). Tren ticker phai ghi r5 ten, dia
chi khach hang, s6 xe v~ chuy~n, lo~i san phAm(Clinker).
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(3). Khach hang dira xe vito can bi tai Nha can. Thu kho ban can co trach
nhiem huang dfuI xe vao dung vi tri can, thirc hien can bi va xac nhan hrong bi
cung khach hang.

(4). Khach hang dSn phong Ky thuat san xufit xi mang trinh ticker. Tai day can
bQ)'hong Ky thuat san x~fit xi mang xem xet ticker ~fit hang; nSu Clinker darn bao
chat hrong thea tieu chuan thi ky vao ticker cho xuat ban, neu Clinker khong dam
bao chfit hrong theo tieu chuan thi phong Ky thuat xac nhan Clinker khong dam bao
chfit hrong va khong xu~t ban.

(5). Khach hang dua xe vao dSn kho Clinker hoac phan xirong 10 (Thea huang
dan euaphong KTSXXM) trinh Ticker cho bQph~ xufit, xa Clinker d~ nhan hang.

- Lai xe (Khach hang) vao nhan hang thea thir tu.
- Khi xuat, xa du hang bQphan xufit, xa clinker tai khu xu&t hang phai ky vao

ticker d~ xac nhan hang da:cfip cho khach.

(6). Khi nh~n hang dung thea ticker lai xe (khach hang) dua xe tra l~i nha can
d8 can himg. Thu kho nha din co trach nhi~m din chfnh xac cho khach.

(7). Sau khi da:nh~n hang, Lai xe (Khach hang) mang phiSu can tai nha ban
hang d8 Jiun thil tl;lc.T~i day can cu vao bang ke ban hang cua phong Kinh doanh
thi ttUOng phong KTTKTC co trach nhi~m viSt phiSu xufit kho kiern giao nh~
hang cho lai xe (Khach hang) va xu&thoa dan di~n tir thea quy dinb.

(8). Khi lai xe (Khach hang) da:nh~n du hang, nh~n phiSu xu&tkho kiem giao
nh~n hang. Bao v~ ki8m tra hang hoa va tinb hqp phap eua cae chUng tir, hang hoa.
NSu dUng quy dinh thi huang ddn lai xe (Khach hang) kY s6 t~i tr~ bao v~ va cho
ra c6ng nha may.
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MAD BAo cAo THAM DINH NANG LU'C KRACH HANG. .
(Kern theo quyet dtnh s6 32IQD-HDQT ngay 17 thang 08 ndm 2019 vJ viec ban

hanh Quy chi tieu thu xi mang, Clinker)

CONG TY CO pHAN
XI MANG LA HIEN VVMI

CQNG HoA xA HQI CHU NGHiA VI¥T NAM
f>Qc I~p - Tt}' do - Hanh phuc

Thai Nguyen, ngay thdng. ndm 201...

BAo cAo THAM BINH NANG t.trc. .
(Kluich. hang: )

Can Cte Quyit dtnh s6 676IQD-TKV ngay 13/4/2017 Tdp doan Than khoang
scm Vi¢t Nam vlv ban hanh Quy trinh quan If' h9P tl6ng cua TKV,'

Can Cte Cong van s6 0475ICMV-KTKH ngay 14/4/2017 cua T6ng cong ty
cong nghiep rna Viet Bric TKV - CTCP vlv dp dung quy dinh quan If' h9P tl6ng cua
TKV,'

Can Cte V(1O Quy dinh s6 330IQD-KHVT ngay 24/04/2017 cua Giam tl6c Cong
ty cd phdn xi mang La Hien VVMI vJ viec ap dung quy dinh quan If' h9P tl6ng cua
TKV

Qua qua trinh khao sat thirc t~ va tren co sa h6 sa cung cip cua khach hang,
hom nay, vao h6i .......h.......p, ngay ......thang .....nam 201 .... , tai Cong ty c6 phan xi
mang La Hien VVMI, chung toi g6m co:

I. THANH PHAN THAM BINH (Thea quyit tltnh thanh l(zp cua cong ty)

II.NQIDUNG

Ban th§.m dinh cling nhau thBng nhit thfun dinh nang l\lc khach hang tieu th\l
san phfun xi mang, clinker cua C6ng ty c6 phan xi mang La Hien VVMI thea cac
n<)idung nhu sau:

Ten khach hang: .

Dia chi: n .

.t •"" .So az?n thOq.l: .

Ma s6 thui: .."',, .

1. Nang l1!cv~ h8 SO' phap Iy:

Ket qua kiem tra
STT NQidung ki~m tra Khong colKh6ngC6IPhu hQ'P

phuhqp
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1 Giay chUng nh?n dang kY kinh doanh
····r .

Dia diem kinh doanh:

2 .

•---- "1'--"-.'."".'."-...,.'-"'''"-'''--'''-'''- _ __ " ".".".".""".""--- _ .•__ .__ _ _._".." " ""._"_",,.* Ykie h" dinh ve . ha l'en tam. ve co sa p ap y: .
••• ••• ••• ••• • 0 ••••••••••• 0. , ••••• 0,0 •••••••••••••••••••••••••••• t •••• '" •••••••••••••••••• 0'0 ••••••••

2. Nang ll}'cv~ tili chinh:

STT N(H dung ki~m tra

K~t qua ki~mtra

Khong
Co/Phu hop co/Khong

phil hop

1

Cira hang buon ban cac loai V?t li~u xay dung;
kho bai:

- Dien tich: Tic 50m2 din < 100m2

- Dien tich: Tic 100m2 din < 200m2

-Dien tich Tic 200m2 din < 500m2

- Dien tich Tit: 500m2 din < 700m2

- Dien tich Tit: 700m2 din < 1.000m2

- Dien tich Tic 1000 m2 tro len

Phuong tien v?n tai:
~Xe 0 to ted vdn chuyen hang hoa tit 3-7 tein
- Xe 0 to tdi vdn chuyen hang hoa tic > 7 tdn
-Xe ddu keo

-Xe 0 to < 7 ch6 ng6i
-Khac

2

3

Nhao:
- Gia tri < 0,5 ry
- Gia tri Tit 0,5 ry din < lty

- Gia tri Tie fry din < 1)5 ry
- Gia tri Tie 1,5 rydin < 3t;
- Gid tri Tic3ry din < 5tj
- Gid tri Tic5 tY tra len

4 Van phong dieu hanh (cong ty)
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*y' ki~ h::' dinh .:. ~ 1 ,. hinhen tam! ve nang uc tal e : .

3. Nang 11!ckinh nghi~m:

'hN'_..-
Cat
MANC

V'
Ket qU3 ki~m tra -;--_

~--------~--------~,~
Khong

C6IPhu hop co/Khong
phil hop

STT NQi dung ki~m tra

1

2

3

4

Buon ban xi mang, v~t lieu xay dung:
- Kinh nghiem < 1nam
- Kinh nghiem tit:1din < 3 ndm

- Kinh nghiem Tie3 din < 5 nam
- Kinh nghiem tit:5 din < 10 ndm

- Kinh nghiem tic 10 ndm tro len
f)ff va dang la doi tac voi Cong ty:

- Duoi 1ndm
- Tit 1din < 3 ndm
- Tic3 din < 5 ndm

- Tit 5 din < 10 ndm

- Tit:10 ndm tra len
Hien dang kinh doanh ban buon, ban le:
- 1 loai xi mdng
- 2 loai xi mdng
- 3 loai xi mdng
- 4 loai xi mdng
- 5 loai xi mdng
- NhiJu han 5 loai xi mang
San hrong tieu thu cac loai xi mang binh quan:

- Nh6 han 100 tein/thang
- Tit 100 tein din < 200 tein/thang
- Tic 200 tein din < 500 tein/thang
- Tl,f 500 ttin din < 1.000 tdn /thang

- Tit:1.000 teindin < 2.000 tein/thang
- Tit:2. 000 teindin < 3.000 tein/thang
- Tit:3.000 tdn din < 5.000 tdn /thang
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- Tit 5.000 tdn den < 7.000 tan /thang
- Tit 7.000 tan din < 10.000 tan /thang
- Tit 10.000 tan din < 15.000 tan /thang
- Tic 15.000 tdn/ thong tra len

* y' ki~ h~ d'nh ;. w 1 kinh hi"len t am 1 ve nang uc ng iem. .

Kenh ban hang va h~ thong tieu thu:
-Bdn huon;

5 - Ban le;

- Cong trinh, dl! an;
- Khae: .

4. Tinh hinh tieu thu, doanh thu:

1

DVT Ghl. try%

- T6ng doanh s6 xi mdng, clinker La Hien D6ng
trong ndm trutrc

STT Npidung

2 - Doanh 86mua xi mang, clinker La Hien ndm D6ng
truac cua khach hang.

3

4 - Doanh s6 khach hang du kiin mua xi mang, D6ng
clinker La Hien trong ndm tiip theo

III.KETLU~
Tren co sa cac nhan xet vS h6 sa cua khach hang; can eu d~e diSm vung thi

tnrong; can cir VaGnang hrc tai chinh; can cu VaGkinh nghiem ban xi mang va V?t
li~u xay dung; can ell' VaGsir hop tac cua khach hang voi cong ty trong nhfrng nam
qua; can eu VaGsan hrong tieu th\l va cong ng eua khach hang d~n hSt ngay 31112
eua nam truac; can eu vao dl,I kiSn san luqng tieu th\l xi mang, clinker La Hien nam
tiSp thea eua khach hang. ChUng toi eung nhau th6ng nhit khaeh hang du diSu ki~n
la d6i tae, b?n hang eua eong ty e6 ph~n xi mang La Hien VVMI. Bu ea sa phap 1y
nang h;re d€ kY k~t hgp dang mua ban xi mang, clinker nam ..... vai Cong ty e6
phAnxi mang La Hien VVMI thea mQt s6 diSm e\l thS nhu sau:

- San lugng: Theo Sl,I diSu ph6i cua Cong ty

- Thi truffilg tieu th\l: .
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- Giei mua ban (Bao g6m thue VAT):
Thea quyit dinh gia ban cua C6ng ty / Thoa thudn tren h9'Pd6ng mua ban tai

timg thai didm.

- Thanh toan:

+ Thanh toan truirc khi nhdn hang: D
+ Thanh toan trd chdm: D
Mire du no t6i da trong thang: .

Bang chii: .

C6 baa ldnh, thi chdp D ;Kh6ng c6 baa tanh (tin chap) D
Thai gian thanh toan:

Mire du no d~n h~t ngay cu6i thang phat sinh:

Mire du no h~t 31/12/ ....... :

Bdng chii:

T6 thdm dinh giao phong Kinh doanh thi tnrong dam phan, l~p hop d6ng mua
ban hang hoa voi khach hang theo nQidung co ban tren.

., "
UYVIEN TO TRUONG

1 .

2 .

3 .

4 .

5 .
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