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5k v Pon vi/ Ca
Tr Budc Tén buwédc N@i dung nhan t. hién
Lap phiéu vyéu | B6 phan, phong, ban cé nhu cau lap phiéu | B6 phan/
1 B1 X 2 A a a & ¥ ot 2 A
cau hang hoéa yéu cau cap phat hang hoéa. Phong/Ban/
Kiém tra tinh trang hang héa tén kho hoac
con ton & cac bd phan khac:
" g o8 - Néu con va coé thé xuat, diéu chuyén thi | QLDH, thu
2 B2 Byanhigia tonkhio chuyén hd so xuat kho theo quy dinh. kho, KTHTK.
- Néu hét hodac khoéng thé g;uz‘it. diéu chuyén
phai mua bé sung thi chuyén sang B4
QLDH tap hop cac Phiéu yéu cau dé lap va
phan loai don hang:
- Néu thuéc danh muc hang da ky HDNT thi
h < ha th HDNT.
3 B3 Xir I¥ don hang SoRYSR mus ane o0 S | oLPH
- Néu khoéong thuéec HODNT va PO <5 trd thi
thuc hién B4.
- Néu lghéng th16c HDNT va PO =5 trd thi
chuyén dén » thye hién:
Tim kiém NCC, thuong thao gia, diéu kién
a B4 Luyua c;hon Nha lhu'(n’Ig m"_n;va lap h? SO .(PO‘ (“;Jay d:: ngAhg CBMH
cung cap tam Ung ) dé nghi tham dinh, phé duyét, yéu
cau.
Tham dinh hé | Phong KH khao sat, tham dinh hdé so dé
3 BS so; Phé duyét Iya | trinh Giam doéc phé duyét luya chon NCC, | Phong KH
chon NCC PO, Giay dé nghi tam tmg (néu co).
BPYC, Thu kho, CBMH, dai dién bén giao
t6 chire giao hang theo PO: BPYC/CBKT
6 B6 Giao hang - Khoéng dat: tra lai NCC theo B7 Thua kho,
- PDat yéu cau PO: nhap kho, xac nhan hd so CBMIH, NCC
theo B8
> A A - ~ 2 . . | BPYC/CBKT,
7| wr |remsey | Ehskionpen e cesges dhimpot| TG,
pEC b 2 BPAN va NCC
Thyuc hién nhap hang, xXac nhan hdé so, | BPYC/CBKT,
8 B8 Nhap kho chirng tir lam co s& cho viéc thanh toan cho | Thua kho,
NCC. CBMH, NCC
9 B9 Két thuc Hoan thanh viéc mua hang Th'u kho, S
toan lién quan.

3. Noi dung chi tiét trién khai cac buéc

Budc 1: Lap phiéu yéu ciu hang héa

- Khi phat sinh nhu cau hang héa, bd phan/phong ban lap Phiéu yéu cau:
+ Mau QT.PKT.05/B.01 di v6i hang thuc pham (thuc hién trén phﬁn mém Fast)

+ Mau QT.PKT.05/B.02 dbi v6i hang la ciy hoa, cdy xanh va vét tu ciy xanh (ban in)

+ Méu QT.PKT.05/B.03 dbi v6i cac mat hang khac (ban in)

Phiéu yéu cau duoc 1ap thanh 3 lién, ky va ghi rd ho tén trinh Trudéng bo phan xem xét.

- Phiéu yéu cau phai ghi rd rang, day du cac thong tin can thiét nhu: Tén hang hoa yéu cau; s6

lugng; dic tinh k¥ thuat; thoi gian nhén, cac thong tin can thiét khac. ..

- Truéng bd phan xem xét nhu cau, danh muc, sb lugng hang héa, néu dong y thi ky vao phiéu

yéu cau, néu chua dong ¥ thi tra lai ngudi 1ap phiéu diéu chinh cho phu hop.

- NV chuyén phiéu yéu cau hop 1¢ dén QLDH, néu Phiéu yéu cau chua du thong tin, chua ding

quy dinh thi QLDH hudng dén, hoan tra lai cho bén yéu cau hoan thién.
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Budc 2: Panh gia ton kho

- QLPH, thi kho, KTHTK kiém tra, xac dinh tinh trang ton kho ciia mat hang yéu cau:
+ Trudng hop con ton kho thi QLPH ghi dia diém, sb lwong ton kho, tinh trang hang héa va dé
xuat phuong an diéu chuyén, xuat kho... dap ing yéu cau.
+ Truong hop khong con ton kho hodc ¢6 hang ton kho nhung khong thé diéu chuyén phai mua
ngoai thi chuyén sang thuc hién budc B3.

- Thoi gian danh gia ton kho: 01 (mdt) ngay lam viéc sau khi tiép nhan PR hop 1é.

Buéc 3: Xir ly don hang
Nhan vién Quan ly don hang kiém tra:

- Hang héa thuc danh myc cung cép trong cac HDNT chuyén thong tin dat hang dén NCC da ky
HDNT dé thuc hién;

- Hang khong thudc danh muc cung cép trong cac HDNT va don hang < 5 triéu dong thi chuyén
sang budc B4;

- Hang khéng thugc danh muc cung cip trong cac HDNT va don hang > 5 tri¢u dong thi chuyén
thong tin dén Cong ty 3 dé xem xét:

+Hodc ~ trinh duyét Tap doan bd sung danh muc ky HDNT sau d6 chuyén giao dé Cong ty
thuce hién;

+Hodc. " chuyén sang thuc hién Quy trinh mua hang Tap doan;

- Thoi gian xtr Iy don hang: 01 (mdt) ngay lam viéc sau khi tiép nhan PR hop 8.
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Buéc 4: Lua chon nha cung cép.

CBMH lién hé tim kiém NCC, tap hop bao gia, cac diéu kién thuong mai (dia diém, thoi gian
giao hang, vin chuyén, xép d&, bao hanh, thanh toan...) dé so sanh va dé xuét lya chon.

Lap Bang so sanh gia d& xuat Iya chon NCC (biéu mau QT.PKT.05/B.04) kém theo PO, Giay
ds nghi tam Umg (néu NCC yéu ciu irng trudce) trinh Phong ké hoach thadm dinh, trinh duyét gia,
phuong thirc thanh toan hodc sb tién tam Ung trude (néu co) tai B5.

Quy dinh vé ho so dé so sanh, lua chon NCC:

+ Pon hang dudi 1 tridu ddng cé it nhit 01 bao gia hop 1&.

+ Pon hang tir 1 dén dudi 3 triéu ddng c6 it nhit 02 bao gia hop 1&.

+ Pon hang tir 3 dén dudi 5 triéu ddng co it nhit 03 bao gia hop 18.

Thoi gian lya chon nha cung cép: 02 (hai) ngay sau khi nhan dugc PO hgp 1€.
Budce 5: Thim dinh hd so va phé duyét lya chon NCC.

Can cir hd so, thong tin dé xuit cua CBMH, Phong Kké hoach khao sat, kiém tra, tham dinh va
lap hé so trinh Giam déc truc tiép phé duyét.

Trudng hop cin thay dbi, didu chinh, bd sung, giai trinh... Phong K& hoach yéu ciu CBMH dé
thyc hién.

Can ctr két qua thdm dinh, hé so trinh duyét ciia Phong ké hoach, Giam dbc xem xét phé duyét
lua chon NCC, PO va Gié‘iy dé nghi tam Gng (néu co).

Thoi gian thim dinh hd so va lya chon NCC: 02 ngay sau khi nhan dugc hd so hop 1é.

Budce 6: Giao hang.
Kiém tra hd so, hang hoéa:

Khi NCC giao hang, CBMH, BPYC/CBKT, Thu kho xem xét hd so (PR, PO, Hoa don GTGT,
cac gidy to lién quan nhu Gidy chirng nhin chit lugng, Phiéu bao hanh...) danh gia chit huong,
tidu chuin, quy cach, kiém tra sb luong ...:

+ Trudng hop sb lugng giao 16n hon s6 lugng yéu ciu thi chi nhin theo s lugng yéu ciu.

+ Trudmg hgp hang giao khéng dung yéu céu, chit luong, sé luong; hang giao thiéu khéong dam
bao dé trién khai c¢éng viéc thi BPYC tir chdi nhén, lap bién ban néu 1y do, chuyén sang B7.

+ Trudmg hop hang giao dam bao chét lrgng nhung khéng phit hop vé quy cach, sé luong. .. thi
tay thudc vao nhu ciu, quyét dinh cia BPYC/CBKT dé chép thuén hoidc tir chdi nhap hang.

+ Trudng hop hang giao dat yéu cau thi cac bén ciung lip, ky xac nhéan trén Bién ban giao nhan
(miu QT.PKT.05/B.06) hoic Phiéu nhap mua trong phén mém Fast chuyén sang budc B8.

Tiép nhan hang hoéa:
+ Trudng hop CBMH truc tiép nhin hang va giri hang vé Céng ty:
e CBMH chiu trach nhiém déanh gia, kiém dém nhin hang va giri hang vé& Kho téng;

e Trudng Kho téng, BPYC/CBKT, Thu kho nghiém thu nhip kho. Trudng hop hang giao
khéng dam bao yéu cau nhéap kho thi CBMH chiu trach nhiém tra hang lai cho NCC.

+ Trudng hop NCC giao hang tai Kho téng:
e Nha cung cip, BPYC/CBKT, Thu kho nghiém thu nhip kho theo néi dung néu trén.
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Buéc 7: Tra hang cho NCC

- Khi céc bén tham gia nghiém thu x4c dinh hang giao khong dap (g yéu ciu phai 1ap bién ban
néu rd 1y do tra hang.

- Can ctr Bién ban ghi nhan sy viéc, két qua nghiém thu... cac bién lién quan phc"')i hop thyc hién
cac thi tuc dé Nha cung cép thu hoi lai hang hoa (xac nhin dé qua cong kiém soat ctia Phong
An Ninh).

Budc 8: Nhip kho
- Thi kho nhip kho va ghi thé¢ kho theo miu QT.PKT.05/B.08.

- KTK céan ¢ ching tir, héa don GTGT, bién ban giao nhan hang, kiém tra don gia, d6i chiéu va
chuyén trang thai hach toan Phiéu nhdp mua trén phdm mém Fast, hoan thién ching tir dé luu
trit theo quy dinh.

- Truong hop hang nhap chua c¢6 héa don GTGT thi tam nhdp theo gia trén PO, sau khi nhén
dugc Hoa don GTGT hop 1€ Ké toan kiém tra sb lugng, don gia, gia tri hang, thué GTGT (néu
c6) chuyén tir trang thai Nhdp kho thanh Da ghi s cai dé ghi nhan gia tri hang nhip va céng
n¢ phai trd cho NCC.

- CBMH théng bao két qua thuc hién dén QLDH va phdi hop v&i KTK thuc hién cac thi tuc, hd
so trinh duyét thanh toan tién mua hing trong thdi han 03 ngay lam viée sau khi nhap kho. B
chitng tir thanh toan bao gdm:

+ Héa don, Giziy chimg nhan chét luong, Phiéu bao hanh. .. hop 1¢.
+ PR, PO va bang duy8t gia ciia Giam dbc
+ Phiéu nhip mua hop 18.

- Chung tir thanh toan cho NCC:
+ Dbi véi doanh nghiép, co s& kinh doanh: Phiéu thu ¢é chit ky, dong dau hop 1é
+ Déi vé6i cé nhan kinh doanh: Gidy bién nhén tién kém theo bin sao Gidy CMND.
Budc 9: Két thic

Cic c4 nhan, don vi ¢ lién quan hoan thanh tha tuc ghi chép, phan anh vao sb sach, phan loai,
Iuru trir chimg tir theo quy dinh.
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