g“.‘, T“" CONG TY CO PHAN PAU TU VA QUAN LY KHACH SAN TNH
Tang 21, Toa thap A, 54A Nguyén Chi Thanh, Quan Déng Da, Ha Noi
Tel: (+84.24) 3771.8989

A MEMBER OF TNG

sé )0/2021/QD-TNH Ha Noi, ngay .. .thang 4 nam 2021

QUYET DINH
V/v: Ban hanh quy trinh dat hang héa, dich vu cho ngay cudi tuan,

ngay nghi Lé, Tét

Chu tich Héi Pdng Quan tri
- Cd&n ctr vao muc tiéu xay dung Chudi Khach san Thuén ich SOJO;
- Cén ctr vao nhu cidu mua sadm cta hé théng Chubi Khach san SOJO;

- Cé&n c(r vao yéu cau cong viéc;

QUYET DINH:

Piéu 1: Ban hanh kém Quyét dinh nay ban Quy trinh dat hang hoéa, dich vu cho ngay
cudi tudn, ngay nghi L&, Tét cla Chudi Khach san Thuan ich SOJO trwc thudc
Coéng ty C6 phan Pau tw va Quan ly Khach san TNH.

Diéu 2: Quyét dinh nay cé hiéu lwc ké tir ngay ky.

Piéu3: Trwdng cac don vi va ca nhan thudc Chudi Khach san Thuan ich SOJO chiu
trach nhiém thi hanh Quyét dinh nay.
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CONG TY CO PHAN PAU TU VA QUAN LY KHACH SAN TNH

e TNH VPGD: Ting 21, Thép A, 54A Nguy&n Chi Thanh, Quin Déng Da, Ha Noi

_ Tel: (+84.24)73 073 099
A MEMBER OF TNG

QUY TRINH DAT HANG HOA, DICH VU CHO
NGAY CUOI TUAN, NGAY NGHI LE TET

Ha No6i, Nam 2021

Maso: ... .... Lan BH: 01 Ngay BH:
Pon vi soan thao: TNH




BANG THEO DOI SUA POI TAI LIEU

Ngay stra d6i | Vi tri Noi dung sira di LAn sira Ghi chi
'—-— —— —
Maso:...... Lan BH: 0] Ngay BH:

Pon vi soan thao: TNH




I. MUC PICH

Théng nhat vé trinh tu, thu tuc, thdi gian trong cac hoat dong mua sim tidu chuan
ctia Chudi Khach san Thuén ich.

II. PHAM VI AP DUNG

Quy dinh duge dp dung toan Chudi Khach san Thudn ich.

III. THUAT NGU VA CAC TU VIET TAT, KY HIEU
Acronyms/Viét sy A i AT -k
NO/STT t5t Description/ M6 ta | Description/ Mo ta SOJO names
1 GM General Manager | Tong Giam Ddc SOJO Head
2 HM Hotel Manager Giam déc Khach san
3 HRM Human Resource Trudng phong nhan
Manager sur
4 To ol o Well - Offerings
4 DOSM Dlrecto'r of Sales & Gia.r? doclz kinh doanh Director & The
Marketing & tiép thi ¢
Savvy Director
S CA Chief Accountant K& toan tuong tai site 010 Shist
Acccountant
6 FBM Food and Beverage | Quan ly b phén am
Manager thuc Kind smiles
x - ~ A . A —
7 EOM Front Office Quan ly by phan tién manager 3
Manager sanh &
2 [¢]
8 Ex. Chef Executive Chef Téng bép truong Kind cook 'g o
manager 83
; R W T = <
9 EHKP S {8 .29 pugo Kindclean | 8%
Housekeeper buong phong =
e &
10 ENG E{“gmee““g K§ st trudng 3
Alogd Kind engine
11 SECURITY Security B§ phén an ninh
Executive of ;o G ik Assistant to Sojo
12 EOM Manaser Trg ly tong gidm doc Hedd
13 PA Personal Assistant gg:: ky fong glarit PA
Maso:.. ... Lan BH: 01 Ngay BH:

Pon vi soan thao: TNH
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SCJO

POLICY & PROCEDURE
o ~ FINANCE/ Code/ Mé: IV.14
80|o CHINH SACH & QUY TRINH Page/ S6 trang: 2
o vores BO PHAN TAI CHINH KE TOAN

Issuance/ Ban hanh:

Drafter/ Nguwoi soan thao: Approver/ Nguoi phé duyét.

Signature/ Ky tén Signature/ Ky
........................................... (BT e N el
Date/ Ngay: Date/ Ngay

Tiéu d8: Quy trinh dat hang héa, djich vu cho ngay cudi tudn, ngay nghi Lé, Tét

i

&

i

MUC DICH:

1.

3.

Pam bao hang héa, dich vu duoc giao cho bd phan dung theo yéu cau vé thoi gian, s
lwong va chéat lwong.

Pam bao tat ca cac hang héa, dich vu dwoc mua véi gia tdi wu nhat, phu hop voi chat
lrong yéu cau, han ché sai sét va ngan ngtra rdi ro trong qua trinh mua hang;

Dam bao hoat dong ctia khach san khdng bi gian doan.

CHINH SACH:
Hang héa va dich vu mua vao tuan thi theo quy trinh quy dinh mua hang da dwoc ban hanh.

QUY TRINH THUC HIEN:

S

1.

B6 phan c6 nhu cau mua hang cho ngay cudi tudn, ngay nghi L&, Tét lap dé nghi mua
hang vé&i thong tin day da vé mat hang, s6 lwong, thoi glan giao hang.

D& nghi mua hang da duyét ctia Treéng BO phan yéu cau sé dwoc chuyén cho B phan
Mua hang tién hanh tim kiém nha cung cAp, thu thap bao gia dé chon ra nha cung cép
hop ly va tién hanh cac budc tiép theo theo Quyét dinh ban hanh quy trinh mua sam tiéu
chuan sb 24/2020/QD-TNH ngay 02 thang 11 nam 2020.

- Péi véi cac mat hang mua hang ngay cho bép (Daily Market List) can ¢t vao bang
gia dinh ky da duoc phé duyét dé 4p dung, cac d& nghi mua hang bép duoc hoan
thién va gt cho B6 phan Mua hang mudn nhat 01 (mét) ngay lam viéc tredec ngay
cudi tuan, ngay nghi L&, Tét.

- Pbi voi cac mat hang mua cong cu dung cu, tai san c¢b dinh va dich vu: B& phan
yéu cau hoan thién yéu cau mua héng va glvi cho B9 phan Mua hang muén nhat
03 (ba) ngay lam viéc trudc ngay cudi tuan, ngay nghi L&, Tét.

Trong trwéng hop mua gap hang héa, dich vu do phat sinh dét xuét, Bd phan c6 nhu cau
mua hang bét budc phai xin phé duyét ctia Giam Péc khach san qua tin nhan hoac email dé
mua va hoan thién thu tuc trong vong 01 (mét) ngay lam viéc ngay sau ngay cudi tudn, ngay
nghi L&, Tét. Sau khi c6 phé duyét ctia Giam Péc khach san, BO phan yéu cau cé trach nhiém
lién hé v&i Bd phan Mua hang dé tién hanh mua hang. Trong tredng hop khong thé lién hé
v Bé phan Mua hang, Bé phan yéu cau xin tiép y kién chi dao ctia Giam Déc khach san dé

dam bao hoat ddéng khéng bi gian doan.
sojohotels.com @ SOJOHotels sojohotels
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SCJO

LUU DO THYC HIEN o

!

Bd phan yéu cau tao PR

TBP yéu cau
phé duyét

Hang Daily Market List:

cubi tuan, ngay nghi L&, Tét

Gri PR cho Mua hang mudn nhat
01 (mdt) ngay lam viéc tredc ngay

h

\

Hang CCDC, TSCPD, dich vu:
Gtti PR cho Mua hang mudn nhét
03 (ba) ngay lam viéc trwéc ngay

cudi tuan, ngay nghi L&, Tét

Mua hang thuc hién
mua hang theo quy
dinh

Déi véi mua gap hang héa, dich vu do phat sinh dot xuét

No

l

BO phan tao yéu cau
mua hang dét xuat

e

Y

B& phan yéu cau
lien hé v&i BP Mua
hang

Y

Bo6 phan yéu cau
khéng lién hé dwoc
v@i BP Mua hang

Hoan thién chirng tlr trong

vong 01 (mét) ngay lam viéc |4

ngay sau ngay cubi tuan, ngay
nghi L&, Tét

BP Mua hang thue
hién mua hang

Y

Ké Toan Trwéng

‘ sojohotels.com @
L

?

BP yéu cau xin tiép
chi dao ctia HM

Chi tich HDQT TNH

SOJOHotels

\® sojohotels



