RYA CONG TY C6 PHAN DAU TU & QUAN LY KHACH SAN TNH
w I NH JOville, ting 21, TNR Tower, s 54A Nguyén Chi Thanh, Q.bdng ba, Ha Noi
Tel: (+84 24) - 7309 2066

Website: www.tnh-hotels.vn

/2021/QD-CT.HPQT Ha Néi, ngay=§.thang & nam 2021

QUYET PINH

V/v: Ban hanh quy trinh quan ly tai san

CHU TICH HPQT
- Can cir vao muc tiéu xdy dung Chuéi Khdch san Thudn ich SOJO;
- Cén cit vao nhu cau quan Iy tai san cho toan hé théng Chudi Khdch san Thudn ich SOJO;

- Cdn cir vao yéu cau cong viéc,

QUYET PINH:

Pidu 1: Ban hanh kém Quyét dinh nay ban Quy trinh quan ly tai san cia Chudi Khach san
Thuén ich SOJO truc thuc Cong ty C phan Dau tur va Quan ly Khéach san TNH.

Pidu 2: Quyét dinh nay co hiéu luc ké tir ngay ky.

Pidu3: Trudng cac don vi va ca nhéan thude Chudi Khéch san Thuén ich SOJO chiu tréach

nhiém thi hanh Quyét dinh nay./.

Noi nhan: 7107219,y ﬂ‘/
- Nhie Diéu 3, %NG TéYH TICH HDQT /

7%/ GO PHAN

- Luu: VIT/Cac don vi. 12/ . COPHAN Y
= (DA TU VA QUAN LY |5

Pham Thi Hai Ninh



Al CONG TY O PHAN PAU TU & QUAN LY KHACH SAN TNH

w NH JOville, tang 21, TNR Tower, s 54A Nguyén Chi Thanh, Q.B8ng ba, Ha N§i
I Tel: (+84 24) - 7309 9066

Website: www.tnh-hotels.vn

QUY TRINH QUAN LY TAI SAN
CHUOI KHACH SAN SOJO

(Ban hanh lan 03)

e P,

A0



BANG THEO DOI SUA POI TAI LIEU

Ngay sira débi

Vi tri

Néi dung siva ddi

LAn sira Ghi chu

T10/2020

T8/2021

nhiém vu.

tdng hop.

khung khau hao.

Cap nhat, b sung sat vai thuce té
hoat dong tai cac Site, phéan ro

Cap nhat, b sung sat vai thure té
hoat dong tai cac Site, phan ro
nhiém vu cua ké toan site va phong

B sung quy tic tao ma tai san, sira
d6i danh muc phan nhom tai san va

M3 sO:.......

Pon visoan thao: TNH

Lan BH: 03

Ngay BH:  /08/2021
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I. MUCPICH
- Théng nhét vé trinh ty, thi tuc, thoi gian trong cac hoat dong: mua sam tai san va
quan ly tai san ctia Chudi khach san SOJO.
1. PHAM VI VA POI TUQNG AP DUNG
- Quy dinh nay dugc ap dung trong toan Chudi khach san SOJO;
- Quy dinh nay ap dung ddi véi tai san 1a trang thiét bi van phong, cong cu dung cu,
tai san cb dinh, phuong tién lam viéc (goi chung la Tai san).
- Truong hop ngoai 1€ Quy dinh nay phai ¢6 su phé duyét cuia Ban Giam déc hay
ngudi duge Ban Gidm dbc uy quyén duyét cho thuc hién.
III. TAI LIEU VIEN DAN
- Luét Doanh nghiép s6 68/2014/QH13 ngay 26-11-2014 va cac van ban huéng dan
thi hanh;
- IS0 9001:2015;
- Théng tu s6 200/2014/TT-BTC.
IV. PINH NGHIA/THUAT NGU VA CAC TU VIET TAT, KY HIEU
BTN: Ban Téc nghiép Tap doan PHC: Phong Phép ché - Hanh chinh HO
BTD: Ban Tham dinh Tap doan NCC: Nha cung cép
BPC: Ban Phap ché Tap doan TS/CCDC: Tai san, cong cu dung cu
KTKS: Ké toan khach san LD: Lanh dao
KTT: Ké toan trusng TNH (HO) TBP: Truong bo phan
TGD: Téng Gidm dbc Cong ty PTH: Phong Téng hop khach san
- «GP: Giam dbc Cong ty BLDTNH: Pho Téng Giam ddc, Tong Gidm

déc, Chu tich Hoi dong Quan tri TNH

HTK: Hang ton kho

HM: Giam dbc Khach san VPTD: Vin phong Tap doan

P.CC: Phong Chuyén can Khach san BP: B0 phéan

M3 $6:..... L3n BH: 03 © NgayBH: /08/2021
Bon vi soan thao: TNH

Hi ot
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Dién giai luu dd quy trinh
Buwée 1: Phat sinh nhu cAu mua tai san

- B0 phan c6 phét sinh nhu cau mua sdm tai san cén ra sodt véi P.TH s6 lugng ton kho tai
san can mua hodc ctia cac bd phan khéc chua str dung dén co6 thé dicu chuyén, kiém tra

tinh trang tai san hf)ng,/mét trude khi dé nghi mua sdm méi.
Buwéc 2: Lap to trinh phé duyét mua sim.

- B0 phén c6 phéat sinh nhu cAu mua sdm cho cac hoat dong kinh doanh thuc hién lap to
trinh xin phé duyét nhu cAu mua sdm bao goém:
e Ly do, chu trrong mua sdm (hd so ching minh nhu ciu mua sdm: Bién ban danh gia
tai san hong hoc, bao cao hang ton kho...)
e Phan tich lya chon don gia, nha cung cap (Can toi thiéu bao gi4 ctia 03 nha cung cip
v6i gia tri d& nghi mua sam tir 10 triéu dén 30 triéu dong, 02 nha cung cap véi gia tri
d& nghi mua sdm dudi 10 triéu dong; gié tri trén 30 tridu dong can trinh Ban Tham
dinh lua chon nha cung cép).

Tham chiéu quy trinh thanh todn néi bo da ban hanh
Buée 3: Kiém tra dé nghi mua sim

- Trudng bd phdn c6 nhu cAu mua sam/HM thuc hién ky kiém soat vé ndi dung, nhu cau
thuc té cia to trinh can ¢l vao:
e Nhu cdu st dung thuc té cua bo phan, ké hoach chi phi cua ngén séch;
e Rasoat bao gia;

e Thim quyén phé duyét cia to trinh.

Buwée 4: Ké toan trudng, Ban lanh dao TNH phé duyét

- Ké toan truong, Pho Tong Gidm dbc/Tong Giam déc/CT HDQT TNH (tly theo tham
quyén phé duyét hodc theo uy quyén) phé duyét vé noi dung, nhu cau thuce té cta tor trinh
can cr vao:
e Nhu cau sir dung thuc té ctia bo phan, ké hoach chi phi cuia ngan sach;
e Rasoat bdo gia;

e Tham quyén phé duyét cia to trinh.
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Buwéc 5: Chuyén Ban Tham dinh tw van mua sam va chgn thau

Vi gia tri mua sim cac don hang Ién hon 30 triéu, don vi guri to trinh chi trrong mua
sim da dugc phé duyét cho BP mua sdm, BP mua sam lam viéc véi Ban Tham dinh lua
chon nha cung cép;

Ban Tham dinh thyuc hién theo quy ché mua sim thim dinh; hang héa- dich vu va quy
dinh ddu thau, cac quy dinh khic di ban hanh (Tham chiéu quy ché mua sam thdm dinh
hang hoéa - dich vu).

Sau khi Ban thdm dinh tv vAn mua sém va chon nha thau chuyén cho BP mua sam tién
hanh soan thao hgp df")ng.

Déi véi gia tri mua sam cdc don hang nho hon 30 triéu ddng khong can chuyén qua Ban

thAm dinh ma chuyén thing BP mua sim tién hanh soan thiao hgp dong.

Bwoéc 6: Soan thao hop dong

Sau khi lya chon duge nha cung cip phu hop, bd phan mua sdm lién hé nha cung cap
duoc lua chon dé lam viée va soan thao hgp dong:
o Néu dd c6 miu hop dong thi sir dung hop dong miu cia tap doan;

e Hop dong chua c6 mau thi liy v kién gop ¥, tu van va ra sodt cua Ban Phap ché;

Bude 7: Soat xét hop dong

B§ phdan mua sim sau khi soan thao xong hop dong sé& trinh hop ddng va cac ho so lién

quan qua Ban ké todn 2 va Ban Téc nghiép dé soat xét.

Ban ké toan 2 va Ban Téc nghiép can thuc hién:

e Soat xét hop dong trong thoi gian 1 ngay lam viée dbi v6i ban ké toan 2 va 2 ngay
lam viéc ddi v6i ban tac nghiép tinh tir thoi diém nhan hop dong

e Néu hop dong chua du tiéu chuén ban hanh thi tra lai don vi bd sung/chinh stra.

e Néu hop ddng du tiéu chuin ban hanh thi ky duyét va tra lai ho so cho bd phan mua sam.,

Buéc 8: Tiép nhan hop dong tir BTN, dong déu va ban hanh hep dong

BP mua sdm nhén hop dong tir Ban Tac nghiép, tién hanh trinh ky Nguoi dai dién theo
phéap luat/Ngudi duogc uy quyén dai dién Tap doan, Cong ty con/Cong ty lién két/Cong ty

thanh vién cua Téap doan ky va chuyén Vin phong Téap doan dong dé4u phat hanh;




- Vin phong Tép doan: Kiém tra day du chit ky & Phiéu trinh ky, chir ky nhay & céc trang Hop

dong trrde khi dong d4u, ban hanh va thuc hién luan chuyén ho so theo dung quy dinh.

Bwéce 9: Pat hang, giao nhan hang hoa

- Dua theo hop dong da ky két, bd phan mua hang dit hang v&i nha cung cap,

- DPon vi ¢6 nhu cau phdi hop véi P. TH nhén ban giao tai san va nghiém thu ding theo cac

tiéu chi nhu cau mua sam vé chung loai, tiéu chuan ky thudt, so lugng,...

Buée 10: Phong tdng hop cip nhét vao hé thong,

- P.TH thuc hién xut kho tai san trén phan mém theo cac tiéu chi sau:

Quy téc tao ma tai san (Phu luc 02)

Tiéu chi quan ly Tai san (gém 16 tiéu chi — Phy luc 02)

Phan nhém Tai san (Phu luc 03);

Lua chon hinh thirc quan ly tai san phi hgp cho mdi tai san theo danh muc chi tiét
(Phu luc 02);

Khai tao ma tai san 1én phan mém.

- P. TH thuc hién tao ma tai san theo quy cach quy dinh, tao va gdn ma tai san va ban giao

tai san cho nguoi sur dung theo quy dinh.

Buée 11: Phé duyét hach toan, theo doi phan b

Bo6 phan ké toan kiém tra tai khoan hach toén, thoi gian phan bd, nhom tai san, phé
duyét yéu cau xuét kho tai san cua bo phan téng hop.
Hang thang b phan ké toan thuc hién phan bd khéu hao vao chi phi mét phan gia tri

tai san.

Bwéc 12: Ban giao tai san cho by phan quan ly va sir dung

- P.TH lap bién ban ban giao tai san cho b phan c¢6 nhu cau mua sam, by phén c6 nhu cau

mua sam ky nhén vao bién ban ban giao tai san.

- P.TH theo dai viéc str dung tai san cia cac bo phan.

- B0 phan su dung tai san quan ly va st dung tai san theo quy dinh.

- Trudng bo phdan, HM chiu trach nhiém vé viéc quan ly va sir dung tai san trude cong ty

vé tai san dugc cap va giao quan ly.

WOl ™™ o



- Trong qua trinh sir dung tai san phat sinh diéu chuyén giira céc by phén, cho muon gitta
cac khach san, P. TH thyc hién lap bién ban ban giao theo mau ¢ d@iy dua chit ky cua cac

bén va thuc hién khai bao trén hé thong.
Bwée 13: Thanh toan cho NCC

- Thuc hién thu tuc thanh toan cho nha cung cép (Tham chiéu quy trinh mua sam: Bién ban ban

giao/ nghi¢m thu mua sam hang héa, thi tuc thanh todn theo quy trinh thanh todn ndi bo).




2. LUU DO QUAN LY TAI SAN GIAM

Quy trinh Quén ¥ i sén Chudi khéch san Thudn (ch SOJO
Liru 88 giim TS BP thue hidn 8P phéi hop MGt chi bt “‘"g;"" Bidu miutii Ky
e P. K& 104n Khi phat hién/phat sinh nhu ciu xir iy TS/ Khi phat
B hadid P.CC CCODC, BP tryc tiép sir dung bdo P.TH sinh giam
Kiém fra tinh trang cla TS TS
- Mdu 01: Phiéu ban glao/didu
" chuyén TS
P.Ké loan -G8 quan I tnse tiép TSICCDC xir ty -Mdu 02 Phiéu bao néng T3
o Y “oratim P.CC TSICC0C e timg tuong hop ¢y mil Khi phat EME": ;?f.r;hléu béo mitihdy/
i Thanh ty: Idp phurong dn de xu: sinh giam El
g > L%’Mﬂw thanh Iy cu thé chi tiéd. 15 - Mdu 04: Phidu ad xudt adu
WI SICCDC hop chuyén TS ra ngosi
: b truong -M3u 05: Bdo cao TS thira
I
_S;II
I - My 01: Phiéu ban giao/diéy
| cmzén TS
el| Khiphdt | _pdy 02: Phidu bdo hdng TS
-HM - GBILD dam vi phé duyét theo ding sioh giam | _ p3y 03: Phidu bdo mavhiy/
ﬁ - LB theo phin thadm quy TS thanh Iy TS
quyén - Mdu 04: Phidu dé xudt Géu
chuyén TS ra ngoai
-Mau 05: Bdo cdo TS thira
- Sau khi duge phé duyét, BP cd TS thye - M3y 01: Phidu ban glao/dd
hidn: Hily/danthanh Iy/cho/biéw :‘3;"" ’;"' in1s A
Xudt TSICCDC xr Iy -BPCOTS tang.. theo tung TH hd 0 phé - Mau 02: Phidu bdo héng TS
4 B (R by g - P.CC chiu trach nhidm gidm sdt vide Ayl - MJu 03: Phidu bdo mdthiry/
o cythé ht:nrManh Iy TS dam bdo khap vai danh thanhly TS
- ; sdch 43 dugc pha duydt : - My 04: Phidu 88 xudt ddu
g - Sau kbl dugc phé duyét, BP c4TS gl chuyén TS ra ngodi
bieu mau, tai liéu lién quan cho P.TH cdp u L‘ng; Bado cdo TS thira
nhat,
- P TH ghi gidm tai s3n trén phin mém,
chuyén hd so 1én KT
- My 01 Phiéu ban giao/déu
A -ﬂx&ﬁ&hmﬁhdnﬂmdmulhéu Ngay khi d;:l u::szm‘ i
© hao] chi nhan dugc 4 . Phigu d
g ok "";:‘"““;;’"”‘“ Ké todin P.TH - Xu3t hoa Sonvthu tidn (néu thanh 1y hosopnd | -M3u03: Phidu bdo mdthiy/
E tal sdn) duyét lha.ryllyTS .
- M3u 04: Phidu & xudt didu
chuzuéﬂ TS rangodi
- Mau 05: Bdo cdo TS thira

. I T e
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Dién gidi luu dd quy trinh
Budéc 14: Phat sinh nhu cAu cin xir 1y
- Khi phat hién/ phat sinh nhu cau xtr ly Tai san, b phan truc tiép sir dung bao céo Trudng
b phan thanh 1ap doi kiém tra tinh trang cua Tai san.
- Céc thanh vién kiém tra gom:
e B0 phén chuyén can kiém tra tinh trang hi¢n tai cua Tai san;
e Thu kho kiém tra s6 luong;
o K¢ toan kiém tra gia tri theo doi trén so sach;
e Trudng bd phan kiém soat.

e P.TH quan ly vé tai san




- Lap bién ban ghi nhan tinh trang cta Tai san.

Buwdc 15: Lap to trinh dé nghi xit 1y (mAu theo tirng trwong hop cu thé):

_ Céan bo quan Iy truc tiép tai san thuc hién 1ap phiéu dé nghi x Iy tai san theo timg truong

hop cu thé:

Mau 01: Phiéu ban giao/diéu chuyén Tai san

Mau 02: Phiéu bao hong Tai san

Mau 03: Phiéu bao mat/hiiy/thanh 1y Tai san

Mau 04: phiéu dé xuét didu chuyén Tai san ra ngoai

Mau 05: Bdo cao Tai san thua

- Trudng bd phan ky thdm dinh va xin phé duyét lanh dao don vi,

Bwdéc 16: Phé duyét

- Lanh dao don vi, phé duyét theo ding phéan quyén trén tham quyén phé duyét

(P6i véi Tai san ban thanh Iy: can lap phuong an dé xuat thanh Iy cu thé chi tiét;

Tai san bi mit: Thong bao va trinh Can bd lanh dao, Phong Tong hop, Phong ké toan,

Hoi dong Quan tri cd tham quyén phé duyét phuong an xr ly Tai san mat va quy o trach

nhiém céac ca nhan/BP lién quan).

Buée 17: Xuat TS/CCDC xir ly theo tirng trudng hop cu thé

- Sau khi dugc phé duyét,

B0 phan quan ly truc tiép xir ly tai san theo to trinh duge phé duyét.

P.CC chiu trach nhiém giam sat viéc huy/thanh ly TS dam bao khép véi danh sach da
dugce phé duyét.

Thuc hién guri Méu biéu, tai li¢u lién quan twong (mg cho P.TH cap nhat, xuat kho theo
tung truong hop cu thé.

P.TH ghi giam tai san trén phan mém, chuyén ho so 1€n ké toan.

Buéc 18: Ké toan khach san xuit tai san, xir 1y theo ting trwomg hop

- Ké toan xit Iy trén phin mém (Phé duyét: dimg khdu hao/phan b chi phi) va xuat hoa

don, thu tién (néu c6) theo diéu khoan hop dong thanh ly.
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Dién giai lwu d6 quy trinh
Buée 19: Lap ké hoach kiém ké dinh ky/ dot xuit
- Dinh ky hang quy, BP quéan ly truc tiép, HM, P.CC phdi hgp cung P. TH, P. K¢é toan thuc
hién kiém ké tai co s@.
- P.Ké toan, P. TH thuc hién kiém ké dot xudt theo quyét dinh ctia BLD.
- Céc thanh vién tham gia kiém ké can c6
e Canbod quan Iy truc tiép Tai san
e Thu kho
e Céan bo ky thudt (néu Tai san dic thu )
e  Cén bo phong ké toan theo ké hoach

e Cén bo phong téng hop
Buée 20: Thuwe hién kiém ké

- BP quan Iy truc tiép, P. Ké todn, P. TH, HM, P.CC thuc hién kiém ké theo ké hoach dinh
ky hang quy

- BP quan Iy truc tiép, P. Ké toan, P.TH, HM, P.CC déi chiéu két qua kiém ké thyc té voi
s6 liéu so sach, tim, giai trinh nguyén nhén chénh 1éch ( néu co)

- Chét bién ban kiém ké c6 ddy dii chit ky cuia thanh phan kiém ké: BP quan 1y truc tiép,
P.Ké toan, P. TH, HM, P.CC

Buée 21: Xir Iy két qua kiém ké

- BP quan Iy truc tiép, P. K& toan, P.TH, HM, P.CC lap cac phiéu bio mat/hiy theo ding
quy trinh giam Tai san va xin phé duyét

- BP quan Iy truc tiép gui bién ban kiém ké ban mém, ban ctng, cdc phiéu bdo mat/huy lén
P.TH

- P.TH thuc hién xir ly trén hé théng.

- Néu TS thiéu: P. TH, P. K& toan thyc hién xi Iy trén hé thong.

_ Néu TS thira: P. TH. P. K& toan thuc hién nhap kho ghi nhan gid tri bang 0 dé quan Ly vé
mat sd lugng.

- P.Ké toan giri bdo cdo két qua kiém ké vé Ban thanh tra tap doan (Néu can)

— et

L W
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4. Cho mwon/mwon va diéu chuyén tai sin
- Khi phat sinh nhu cau cho muon/ muon gitra cac Site va diéu chuyén giira cac bd phan
cta Site. Bd phan ¢6 nhu cau lap phiéu ban giao/diéu chuyén tai san theo Mau s6 01:
Phiéu ban giao/diéu chuyén tai san.
- P.TH cap nhit vao phr?m mém, K& toan khach san kiém tra, hach toan va duyét trén ph?an

mém.

VI. DANH MUC - BIEU MAU TAI LIEU

STT Tén biéu miu M3 s6 Pon vi luu
it 1 | Kiém soat thyc thi Phu luc 01
2 | Danh muc phan nhém QLTS Phu luc 02
3 Danh muc ghi chu Phu luc 03
4 | Phiéu ban giao/didu chuyén Tai san | Mau bicu
5 | Phiéu bao hong Tai san Mau biéu

6 | Phiéu bao MAt/Huy/Thanh ly Tai san | Mdu biéu

Phiéu d& xuét chuyén Tai san ra ngoai | Mau biéu
Cong ty

8 Bdo cao Tai san thira Mau biéu

VII. BAO CAO SU KIEN RUI RO VA CAP NHAT SO TAY LOI NGHIEP VU

1. Trong qua trinh thuc hién, khi phat hién sur kién da hogc c6 kha néng xay ra gay ton that
vé tai chinh, uy tin cta Tap doan/Pon vi, Pon vi lap tic béo cdo theo quy dinh cua Quy
trinh quan Iy su kién rui ro — QT-QLRRHD-01

- Khi cin hd tro, lién hé duong day néng: 024. 730.730.99 S6 may 1é: 7315 hodc Email:
glrrhd tng@tng-holdings.vn

2. Trong qud trinh 4p dung vén hanh, Pon vi thuc hién va cac don vi lién quan ¢6 trach
nhiém cdp nhat so tay 16i nghiép vu va guri Ban Thanh Tra cing Phong Quan tri rui ro vao
ngay 10 hang thang.




PHU LUC 01: KIEM SOAT THU'C THI

- Phd bién quy trinh da dugc phé duyét qua email téi tat ca linh dao

........

|
%]
]

e Phong Phap
3- Klﬁﬁm@a" . o et | ché-Hanh | Trueng Phong
|- Cap nhat ban scan cta quy trinh kén hé thong quan ly van ban cua Tap £
; chinh TNH
] doan
- Lap ké hoach phd bién huéng dan, dio tao quy trinh
|- Thuc hién cdc cong tac chuén bj dé t6 chirc va phd bién quy trinh
|- Truc tiép Thue hign phd bién, huéng dan dao tao quy trinh t6i cac
|don vi én quan theo céc hinh thire sau (hop pho bién, giti email silde
|dco tao hodc phdi hop véi Ban TT&QLTH, Mtalen truyén thong Cong ty ¢d
ngi dung dao tao). phin dau tur va St
: Chi tich HDQT
S nhdt DI thdng sau kL. i dhecie ban hasth (hl don'vi | aen by oty | T EEHE]
phu trdch hoan thanh viée phé bién, dao tao quy trinh va gii cdc san TNH
|bang chitng ciia viéc dao tao nhie (bién ban hop c6 xdc nhan/email
o truyén théng dao tao tGi cdac don vi lién quan, silde dao tgo.... t3i
| Ban Tdc nghiép ngay khi hoan thanh.
| Tip nhan thong tin hung dén, phd bién dao tao quy trinh tir don vj chit [Céc khch san| Giam déc khach
-~ |triva t6 chirc 4p dung quy trinh trong c4c mang cong viée lién quan. S0JO san
*|K#m sodt phd bién va huéng dan quy trinh & Iac Trudng Ban
4 nghiép
|- Phd bifln quy trinh d& dugc phé duyét sira doi qua email t6i tit ca Bnh P bl
gac EhorthongDan ché - Hanh | Truong Phon
- Cép nhat ban scan cta quy trinh dé sira ddi 1én hé thdng quan Iy van A 2 & &
S chinh TNH
|ban cta Tap doan
" |Lap phiéu yéu chu sira di quy trinh theo miu BM-BTN.01-03 dura
Sty trén:
|- Tap hop céc dé xudt stra dbi quy trinh tir ndi bd va céc don vikhéc Cong ty cd
2 o . L. -t A . a » s - i =
B h(‘)E_lC khi c6 su thay doi trong co cau to chirc am anh huong téi quy pha.n de’m tu va Chi tich HDQT
inh; quan ly khach
|- Pinh ky 6 thang/Bin ra soat quy trinh dé phat hién nhitng diémbat cap | san TNH
Truec tiép stra dbi quy trinh va thyuc hién céc bude trinh ky va ban hanh,
phé bién lai quy trinh
~ |Phat hién céc bit cdp trong qua trinh thyc hign, phét hién nhirng thay déi|Céc khach san| Giam déc khach
~ |lién quan dén quy trinh va d& xuét sira ddi quy trinh t6i don vi chu tri S0JO san
#m sodt thuc hién viée ra soat sira dbi quy trinh Ban Téc Truéng Ban

nghigp
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PHU LUC 02

MA TAI SAN

1.

M tai san bao gom 1

ky tu bao 6m ca chir va so. dugc tao theo uy tac sau:

ABBBCDDEEFFFFF
A Ngudn gbc TS

1: Tai san thude s¢ hitu SOJO
2: Tai san di thué

S01: KS Bic Giang

S02: KS Thai Binh

BBB Ma KS

S70: KS...

LTS CD

2. CEDE

01: May moc, t.bj dong luc

02: May méc, thiét bi cong tac

03: Dung cu lam viéc do luong, thi nghi¢m

{ & Loai TS

DD Tén nhom TS cép 1

01: May phat dong luc

02: Méy phat dién, thuy dién, nhi¢t dién,
EE Tén nhém TS cép 2 phong dién, hén hop khi.

03: Méy bién ap va thiét bi nguon dién

FFFFF | S6 tha tu Hé théng tu dong dién

I [ Manhom TS

2 | Tén nhém TS

3 | Tén TS

4 |MaTS A

5 | Pon vi tinh (¥)

6 | SO lugng

7 | Nguyén gia (**)

8 | Gid tri khéu hao liy ké (¥*)

9 | Gia tri con lai (**)

10 | Gia tri khau hao timg thang (**)

11 | Thoi gian khau hao (**)

12 | Thoi diém bat dau khau hao (**)

13 | BP sir dung (Ma hodc Tén)

14 | Tinh trang TS (Pang sir dung/Thira/Hong) -
|5 | Mo tachi tiét (dac tinh k¥ thuat, model, version...) di véi mot s6 TS déc thu

(may vi tinh, mdy anh, méy quay...)

N N

LT —— a W




Phan nhom kiém ké/dan ma: Mdi TS déu phai duge phén chia vé cac nhom

1B Kiém ké hoiic Khong kiém ké, Dan ma hoic Khong dan ma

(*): Doi véi cdc TS mua theo bj cé thé tich roi thanh tieng TS rreng biét (vi du bo
ban ghé...) phai cdp nhat riéng tirng TS vao plmn mém (gid tri phin bé cho tirng
TS do cong ty ti xdc dinh), doi voi TS la hé théng cé TS roi di kem phai cdp nhat
rieng TS roivao phin mém (tich gid tri néu cé thé hodic ghi gid tri bang khong

(=0)

(**): Khong dp dung doi véi cdc TS khong thue sé hivu ciia cong ty

3: Céc hinh thirc QLTS gb

Quan ly hé thong (QLHT): Thucmg str dung dé QL cic TS la mot he thong
I | khong tach roi, moi hé thong sé dugc tao mot ma riéng biét, truomg hop néu hé
thong c6 TS roi thi can tao ma riéng cho cac TS nay.

Quan ly dich danh (QLDD): Thuong sir dung dé QL céac TS gan v6i cd nhan, c6
2 | sb luong it, c6 gia tri 16m, dé di chuyen (vi du mdy tinh cé nhén, may in, may
photocopy, 0 to, xe mdy....), moi TS s& c6 mot ma ri€ng biét trén Phén mém.

Quan ly tap trung (QLTT): Thuong str dung dé QL cac TS cung loai glong nhau |
va thudng c6 s6 lwong nhiéu hodc hang loat (vi du ban, ghé, hoc tu, dién thoai,
ban ghé hoc sinh, ban ghé hoi nghi...), mdi 1an xuét dung sé str dung mot ma
chung (cac TS xuat cung mot 1an s& ¢ cling mot ma)

Quan ly dinh mtrc (QLDM): La mot dang dac biét cua QLTT, thuong sir dung
dé QL cac TS co so luong nhiéu va can duogc quan ly theo dinh murc do hay hao
4 | hut, mAt mat, v, mau cii hong nhu do sanh st (Chinaware), dd thuy tinh
(Glassware), d6 vai (linen)..., thuong str dung cho cic cong ty thuoc nhom NK,
KS, nha hang, tnr(mg hoc, bénh vién, siéu thi

Quan ly phéan bo (QLPB): Str dung dé QL cac TS hoic cd gia tri nho; hodc mau
hong; hodc co6 so lugng nhiéu nhung kho c6 kha nang mat trom; hodc TS dic

- th da c6 BP chuyén mon khiac QL (PCCC), hogc khong di chuyén duge. Cac
TS thugc nhém nay s€ khong can kiém ké
6 Quan ly khac (QLKH): Str dung dé QL cac TS khong thudc s hitu cia cong ty

nhung do cong ty dang str dung (di thué, mugn...)

Lieu y: Cdc céng ty liwa chon hinh thirc qudn Iy phit hop can cie theo dic tha TS va |

hoat dong kinh doanh ciia cong ty minh (co thé ciing mét loai TS nhwng cong ty

nay lwa chon OLTT, cong ty kia lia chon QTDD....) va chiu trach nhiém dbi voi
viéc lwa chgn hinh thire QOLHT va QLPB vi cdc TS thuéc cic nhom nay sé khong
kiém ké dé mmh thar thoat TS

4: Ma taisan

1 | Cacloai Ma TS:

Mai dich danh: Mdi TS la mot ma

Ma tap trung (Moi lan xuat dung 1a mot ma khong phy thudce vao s lugng xuat
timg lan, cac TS gibng nhau ¢6 chung ma)

2 | Nh6m cac TS khong cin ddn mi

Cac TS & nhung vi tri nguy hiém

Céc TS dé trang tri hodc can dam béo tinh thim m¥

Céc TS thudéc nhom QLDM, QLPB, QLHT (trir Cac TS roi thuge he théhg co

thé dan ma) s _ =)
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Céc TS nam cd dinh mot chd, khong di chuyén

Céac TS cuia cong ty chu dau tu ( ddn Ma TS cia cong ty chu dau tu)

Céc truomg hop dic biét khac tuy theo dac thu kinh doanh

Lieu y: Déi voi cdac TS khong didn ma nhung thuéc nhom kiem ké thi can din ma

trén catalogue hodc ddn ma trén anh chup cua TS (néu khong cé catalogue)

3

Mot s6 quy dinh chung vé dan ma

Dan tai vi tri d& tim kiém (dé kiém ké&) nhung phai dam bao m§ quan (mt sau,,
goc...)

Dén tai vi tri kho tiép xuc, va cham khi sir dung (tranh bong tréc, mo....)

Dan tai vi tri démg nhat d6i v6i céc TS cung loai

Déan ngay ngan khong x6 léch dam bao my quan dong thoi phai dam bao chinh
xéc (tranh nham 13n ma TS nay dan vao TS kia)

Déan chinh xéc (trdanh nham 1an ma TS nay dan vao TS kia)

5: Kiém tra, kiém soAt

Twr nd1 bd cong ty:

+ Téi thiéu 3 thang/lan ké toan g dir liéu tir phan mém cho cic BP dé tu kiém
tra/ddi chiéu

+ Kiém tra dot xudt tai tirng BP tan suat tir |1 lan/nam/BP

Tur Van phong HO: Theo ké hoach lam vi¢e cua tirng Phong/Ban

PHU LUC 03
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DANH MUC PHAN NHOM VA KHUNG KHAU HAO
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01 | 0101 | May phat dong luc 8-15 10 3
01 02 0102 %iyh;:,l;étk;]i?n, thuy dién, nhiét dién, phong dién, 7-20 10 3
01 |03 | 0103 |Maybién ap va thiét bi ngudn dién 7-15 10 3
May moc, thiét bi dong luc khac 6-15 10 3
02 |01 0201 May cong cu 7-15 10 3
02 |02 |0202 | Maiymoéc thiét bidung trong nganh khai khoéng 5-15 10 3
02 |03 |0203 | Maykéo 6-15 10 3
02 |04 | 0204 | Maydungcho nong, lam nghi¢p 6-15 10 3
02 |05 |0205 | Maybom nuéc va xang dau 6-15 10 3
| o6 | 'e0e Iféftkt.’;ﬁ'iﬁf kim, gia cong bé mat chong gi va an 2.15 10 3
02 |07 |0207 | Thiétbichuyén dung san xudt cac loai hod chit 6-15 10 3
02 |08 |0208 z'luiyg“:%“s;g;f‘sz‘ t"ﬁ‘;‘: L R el RN 10 3
o v leo [T IERE T | s ] s ;
g | e R | - 7 3
02 |11 | 0211 | Maiymoc, thiét bi dung trong nganh dét 10-15 10 3
02 12 | 0212 | May méc, thiét bj ding trong nganh may mic 5-10 5 3
02 |13 |0213 | May méc, thiét bi dang trong nganh gidy 5:15 5 3
02 14 0214 1\11415’:2 Ir;'ll:zs;::",]thié't bi san xuat, ché bién luong thuc, 715 - 3
02 |15 |0215 | May moc, thiét bi dién anh, y té 6-15 6 3
02 |16 | 0216 | Thiétbitdng dai, thiét bj vién thong p.vuq.ly 3-15 3 3
02 17 | 0217 | May chu (server) 3-15 3 3
02 |18 | 0218 | Thiétbimang 3-15 3 3
0 19 0219 hMgiyvglﬁcﬁ;gelt‘&vll{igcthong, théng tin, dién tu, tin 315 5 3
02 |20 |0220 | May moéc, thiét bisan xuat duge phdm 6-10 6 3
02 |21 |0221 | Maymdc, thiét bj cong tac khac 5-12 5 3
02 |22 | 0222 | Hé thong diéu hoa khong khi 5-12 10
02 |23 | 0223 | Heéthdng cap khi tuoi 5-12 10
02 |24 |0224 | Héthdng cép thoat nuéc 5-12 10
02 |25 | 0225 | H¢théng thong, hut gi6 5-12 10
02 |26 |0226 | Héthéng xirly nuéce thai 5-12 10
02 |27 | 0227 | Hé¢thénghoa hoi 5-12 10
02 |28 | 0228 | Hé théng loc nude 5-12 5
02 |29 | 0229 | Héthéng dén chiéu sang 5-12 10

N % A T

T T R\
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02 |30 |0230 [HgthéngPCCC 512 10
02 |31 | 0231 | Héthéngchudng, am thanh, an ninh kiém soét 5-12 10
0 3 0232 rﬁlfathéng trong gilr xe va kiém soét ra vao cic toa 5.12 10
02 |33 |0233 | Héthong chdng sét 5.12 10
02 |34 | 0234 | Cacloaibodn chuyén dung (bdn dau, bon nuée...) 5-12 5 3
0 35 0235 Cé:: loai' ti c{huyén‘ dung (tu dién phan phéi ha thé, ta 512 5 3
chira chay vach tuong...)
02 36 0236 Cac loai quat chuyén dung 5-12 5 3
02 37 0237 Céc loai binh chuyén dung 5-12 5 3
02 |38 |0238 | Thép giainhiét 5:12 5 3
02 |39 |0239 | Héthdngkhac 5-12 5 3
02 |40 | 0240 | Biéu hoakhong khi 5-12 5 3
May moc, thiét bj vé sinh (mdy cha san, mdy giat 5
02 |41 | 0241 | pr may dénh d4, may hit byi...) 12 I 4
May méc, thiét bi an ninh (Camera, du ghi camera,
02 |42 10242 | s hinh CMR, bo dam...) sl ’ 4
02 43 0243 May méc, thiét bi thé duc (GYM) va thim m§y 5-12 5 3
May méc, thiét bi khu games va vui choi giai tri
02 |44 | 0244 | AP VinKE, Kid Wold...) S : 4
02 |45 |0245 | May méc, thiét bi khu cong vién nudc 5-12 g 3
02 |46 | 0246 | May méc, thiét bi khu bowling 5-12 5 3
02 |47 | 0247 | May moc, thiét bj khu thiy cung 5-12 5 3
02 |48 | 0248 | May méc, thiét bi khu san bing 5-12 5 3
02 |49 | 0249 | May méc, thiét bi hd boi 5-12 5 3
02 |50 |0250 | May méc, thiét bjsan golf 5212 5 3
02 |51 |0251 | Maymoc, thiét bj gido duc 5-12 5 3
May méc, t}}iét bi phuc vu bép khach san, nha hang,
02 |52 |0252 | canteen (Bép, tu da, ti lanh, may rira bat, 1o 5-12 5 3
nuéng....)
0 53 0253 Mf:'l)’ n)éc, thict I::; gia dung (Tivi, tu lanh, may giat, 5-12 5 3
may sdy, dén chum)
02 54 0254 M:fly méc thEél bi phuc vu canh quan (may lam co, 5.12 5 3
may tudi nude.... )
02 55 0255 g/rljy 1‘)['16(:, thiét bi am thanh (loa, dai, am ly, may ghi 5.12 5 3
02 |56 |0256 | Mayméc, thiét bi chuyén dung (POS, ACM....) 5-12 5 3
May moéc, thiét bi k¥ thudt khac (may khoan, may N
O | ot [ b2 phun rira, may théi nén khi, may kho, may mai....) 2:12 5
02 |58 | 0258 | Maymoc, thiét bj ddc th khac 5-12 5 3
02 59 0259 h_/‘{éy vi’t,n phc‘)ng,(in, fax, photocopy, scan, hiy tai 512 5 3
liéu, may da chirc ning...)
02 |60 | 0260 | Mayquay phim, may anh, may chiéu 5-12 5 3
02 61 0261 i\:;y doc méa vach, may quet thé, may cham cong van 512 5 3
02 |62 |0262 | Céacmaymoc, thiét bi cong tac khac 5-12 5 3
02 |63 |0263 | Mayméc, thiét bi ding trong nganh loc hod dau 10-20 10 3
0 64 0264 xﬁy moc, thiét bi dung trong tham do khai thac dau 7-10 - 3
02 |65 |0265 | Maymoéc thiét bixdy dung 8-15 10 3
02 |66 |0266 | Cancau 10-20 10 3
03| Dyng cy lam vige do lrong, thi nghi¢m

L~ N T T P 1 |
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Thiét bi do ludmg, thir nghiém c4c dai lwgng co hoc,
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01

Khudn mau ding trong cdng nghiép diic

to 5-7 chd

03 |01 | 0301 | 2w "ua nhiét hoc 5-10 5 3
03 |02 |0302 | Thiétbiquang hoc va quang phd 6-10 6 3
03 |03 | 0303 | Thiétbidién va dién tir 5-10 5 3
03 |04 | 0304 | Thiétbido vaphan tich ly hoa 6-10 6 3
03 |05 | 0305 | Thiétbjvadungcudophong xa 6-10 6 3
03 |06 | 0306 | Thiétbichuyén nganh dic biét 5-10 5 3
03 |07 |0307 | Cac thiétbido luomg, thi nghi¢ém khac 6-10 6 3

08 | 0308 3 3

26

nha

0401 8
04 [02 |o0402 |Ototai 6-10 10
04 |03 | 0403 | O tdkhach 6-10 10
04 |04 | 0404 | Xeben 6-10 10
04 |05 | 0405 | Xedién 6-10 6 3
04 |06 | 0406 | Xe tic tic ; 6-10 6 3
04 07 0407 | Xe chuyén dung (san golf, TTTM...) 6-10 6 3
04 08 0408 | Xe may 6-10 6 3
04 |09 | 0409 | Phuong tién vén tai dudng bd khac 6-10 6 3
04 |10 | 0410 | Phuong tién van tai duong st 7-15 10
04 | 11 | 0411 | Tau cao téc 715 12
04 |12 |0412 |Cand 715 12
04 |13 |0413 |Pha 7-15 12
04 |14 |0414 | Xalan 7-15 12
04 |15 | 0415 | Duthuyén 7-15 10
04 |16 | 0416 | Xudngmay, ciruhd 7-15 10
04 |17 | 0417 | Thuyén 7-15 10
04 |18 | 0418 | Phuong tién van tai dudng thuy khac 7=15 10
04 19 0419 | Phuong tién van tai dudng khong 8-20 15
04 |20 | 0420 | Thiétbjvéan chuyén duomg ng 10-30 10
04 |21 | 0421 | Maykéo 6-10 6
04 |22 |0422 | Xe ndnghang 6-10 6
04 |23 | 0423 | Phuong tién béc d&, nang hang khac 6-10 6
04 24 0424 | Thang may 6-10 10
04 |25 | 0425 | Thangcubn 6-10 10
04 o426 | Hé théng khung thép va thang bj thodt hiém ngoai 10

khung

5
05 02 0502 | May tinh xéch tay 3-8 3 3
05 |03 | 0503 | Maytinhdéban (man hinh, CPU) 3-8 3 3
05 |04 | 0504 | Ipad, may tinh bang 3-8 3 3
05 |05 | 0505 | Phanmém cac loai 3-8 3 3
Maéy méc, thiét b théng tin, dién tir va phan mém tin :

i 06 G304 hoc phuc vu quan ly khac (phuc vu q.ly) &) d E

0507 | Phuong tién va dung cu quan ly khéc 5-10 5

- : Theo giay i
06 |01 | 0601 |Nhaciraloaikién cé. 25-50 BHER VA

trong




Nha nghi gitta ca, nha #n giira ca, nha vé sinh, nha
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U6 | 92 |On0e thay quén 4o, nha dé xe... G:2 B
06 03 0603 Nha cira khac. 6-25 10
B 2 T a 3
06 o4 | 0604 Kho Ehllfl, bé cl}ua, céu, dudmg, dudng bang sén bay; 520 10
bdi do, san phoi...
06 |05 |0605 |Ke, dap,cong, kénh, muong mang. 6-30 10
06 |06 |0606 | Béncang, utriénda.. 10-40 15
06 |07 |0607 | Céc vétkién triic khéc 5-10 5
07 01 0701 Cac loai suc vat 4-15 10 3
07 02 0702 Vudn cdy cong nghiép, vuon cdy an qua, vudn cay 6-40 10
lau ndm.
07 03 0703 Tham co, tham cdy xanh, cdy canh 2-8 3
08 |ot |oso1 Cic logi tai sin cb dinh hiru hinh khic chua quy 435 5 3
dinh trong cdc nh6m trén
09 |01 | 0901 | Ban,ghé, hoc, tu, ké, gia ) 2
09 |02 |0902 | B6 lwudién (UPS), on ap <3 2
09 |03 [0903 |O clng roi, USB, modem, b chia mang <3 2
09 |04 | 0904 | Loa, micro <3 2
09 |05 | 0905 |Kétsat <3 3
09 |06 |0906 | Caynudcndng, lanh <3 1
09 |07 | 0907 | Dién thoai(ban, di dong) <3 1
09 |08 |0908 |Maydém tién, kiém tra tién <3 2
09 |09 |0909 | Ddnghd, man chiéu, bang, bién cc loai <3 1
09 |10 | 0910 P trang tri (Tranh, dén cay, binh hoa...) <3 2
09 |11 {0911 |Quady Iétan <3 2
09 |12 |oon Dl{ng cu VP nho (may dong xoan, may dap L 1
ghim dai...)
09 |13 | 0913 | Noithit VP khac <3 2
10 |0l 1001 | Thang céc loai (thang nhom, thang chir A...) <3 2
CCDC cac loai (Ampe kim, kim cac loai, bo
10 |02 1002 | chong, bd co 1€, van, dong ho do, dau do, cua, <3 2
miii khoan , dau do céc loai, loa ken.....)
May mée, thiét bj ky thudt (M4y bao, may ct
10 |03 |1003 | gach, miy do dp suat, mdy do laser, may do <3 3
nhiét dg, may do d¢ on, may khoan...)
10 |04 | 1004 | Day daian toan <3 1
10 |05 |1005 | TTB,CCDC ky thuat khac <3 2
11 |01 | 1101 | Cube, xéng... <3 1
11 |02 [1102 | CCDC lam co, lam vuon <3 1
11 03 1103 CCDC khac <3 1
12 01 1201 ben pin <3 0.5
12 |02 |1202 |Dugd <3 1

>l ==X o 1210
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12 |03 |1203 |Bodam <3 2
12 04 1204 | Camera <3 2
12 |05 | 1205 | BinhPCCC <3 2
12 |06 | 1206 | CCDC an ninhkhac <3 2
13 |01 |1301 | May hat bui, my sy <3 3
13 |02 |1302 | Cay déy san, cay gat nude, chdi cha san,... <3 1
13 |03 | 1303 | Gid vitnude <3 2
3 losa 1304 'tll"ll:ﬁung rac go, thung rac inox, thung rac chim = |
13 |05 |1305 | Thungrac ma vang, thung rac lén c6 banh xe <3 2
13 |06 1306 | Xe dé dung cu lam vé sinh <3 )
13 |07 |[1307 | CCDC don vé sinh khac <3
14 |01 | 1401 | Thiétbi, DCy té <3 1
14 |02 | 1402 | Thiétbi tiét tring <3 1
CCDC y té khac <3 1

Giuong, tu, ké céc loai

 nha |

Ban, ghé, sofa

Két sit

3

Dién thoai

<3

Noi that khac
Khu viin pl Kh
Tivi, tu lan

h, 16 sudi, 10 vi song 3
Pau DVD, ky thuat s <3 3
May giat, may séy <3 3
May sdy toc, ban la, quat <3 1
May sdy tay, binh néng lanh <3 2
May phun suong <3 2
Am dun nude siéu toc <3 1
Thiét b gia dung khac <3 2
17 | o1 | 1701 | Trang thiét bj bép (ndu) <3 3
17 |02 |1702 | Noi that bép, nha hang <3 3
17 |03 | 1703 | TTB bép, nha hang <3
17 |04 |1704 | Am, Cdc, Chén, Tach <3 0.5
17 |05 | 1705 | Bat, Au, Pia <3 0.5
17 |06 | 1706 | Thia, Dia, Piia, Gap <3 0.5
17 |07 |1707 | Dao, kéo, thét <3 0.5
17 |08 | 1708 | N&i, xoong, chéo <3 1
17 {09 |1709 | Khay, rd, ra <3 0.5
17 |10 |1710 | Céng cunho bép, nha hang <3 1
e [T e = z
17 |12 | 1712 | Db thiy tinh <3 1
17 |13 [ 1713 | Xe phuc vu lam bép <3 3

Iy il

R

e i



| CCDC - Po vai (Khu khach san, nha khiach)
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uc (Gym) va CCDC tham my

18" | 01 1801 | Ga, gdi, chan, dém <3 1
18 |02 |1802 |Khintim <3 0.5
18 | 03 1803 | Khan an, khan ban <3 0.5
18 |04 | 1804 | Dém ghé, gbitua <3 1
18 |05 | 1805 | Quan 4o chuyén dung <3 1
18 06 1806 Rém <3 1
Xe do vai <3 3

CCDC san golf

CCDC tham my 2

19 |02 [1902 | CCDC thé duc (GYM) <3 2
19 |03 |1903 | DC tham my phu trg <3 2
20 |01 [2001 | CCDC Games (VAP) <3 2
20 02 |2002 | CCDC khu giai tri <3 2
20 |03 |2003 | CCDC cong vién nudc <3 2
20 [ 04 |2004 | CCDC thuy cung <3 2
20 |05 |[2005 | CCDC San bing <3 2
20 |06 |[2006 |CCDC Bowling <3 2
20 |07 |2007 | CCDC bé boi <3 2
2008 <3 2

CCDC gigo duc 2
21 (02 |2102 |Pan 2
21 |03 |2103 | Do choi <3 2
22 |01 |[2201 |Ddng phuc <3 1
22 02 2202 | CCDC khac <3 2

WA\ w2 e~y



MAu s6 01: Phiéu cho mwon/mwon/diéu chuyén tai san.

PHIEU BAN GIAO/PIEU CHUYEN TAI SAN

23

Miu_%é 01

| = |

| S6 phidu Ngy: |
. ! ;
|| |
Ngudi giao: | _ Chirc danh: ‘BanPhong/BO phin: {

_ Congty. o i

Neuiri nhin: Chitc darh ‘BanPhorg/B0 phin
|
{5 Congty. L
Ngidung: 3 b : iy 1 e
I . Dy chuyén trong cing BP Eoiu chuyén gira cdc BP trongcimg KV~ . Diéu chuyén gita cac BP khac Khu vue
- Mcipms | [ auoc cto, ting hore rhan i ngubnkhse | [ e ohicu
| i
Théng tin kém theo:
L do/Myc dich: ’ 1ds & .
Toa nha: |Téng Phong Toanhd: Ting Phong:
Ngudi sir dyng: L 5 Ngurir sir dung: .
CBLD phy trich: v LIl wiia 2o .

CBLD phy trich:

T R e
STT | Téntaisan, hang hoa MaTS | (Mausic, quy cdch, xudi |$8Serie | vi |, iy |2 ";;g ":' ‘?;‘" 8190/ | 1y tiew, han bio hish,
Xtr..) tinh g ey phu ting kém theo...)

DAI DIEN BEN GIAO

__ Ngudigiao

_ Trrémg BP

_ Nguwinhin

DAI DIEN BEN NHAN

L.



Mau s6 02: Phiéu bso hong Tai sian
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Miusd 02
PHIEU BAO HONG TAI SAN
6 phitu | INgy
Don vi/cd nhin bdo hong TS: Chirc danh: Ban/Phong/B9 phan:
Congty.
Nji dung:
Thong tin kém theo:
Dé xudt:
Vi tri tai sam:
Toa nha: ‘Téng | Phong:
Ngudi sir dung: CBLD phu trach:
Thong tin tai sin: A = e
.\1_6 td tii sdn bon <5 Ghi chii
STT | Téntisdan, hing hoa MATS |(Mau sde, quy cdch, xudt | S8 Serie | vi ) Tinh trang Taisin (Tai iu, hgn bio hinh,
xit...) tinh remg phy ting kémtheo...)
Ngudi bdo hong Trrémg BP Xidc nhin cia BP lién quan

(Ky, ghi rd ho tén)

(K, ghi rd ho tén)

Ghi chii: Mu nay dugc Hp thanh 02 kén: BP lién quan (IT, ky thudt): 01 lén; BP heu: 01 lén.

(IT, Ky thut,...)
(Ky, ghi rd ho tén)

VAR V7

WD h



Méu s6 03: Phiéu bao Mat/Hiy/Thanh Iy Tii sin
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chiel e L _ Miuso 03
fi S PHIEU BAO MAT/HUY/THANH LY TAISAN i
S6 phiéw [Nghy: |
Don vi/ca nhin dé xvit: Chirc danh Ban/Phyng/Bj phan:
) el : Cong ty: . §
Ngi dung: S {1 | L | Uy =
| BBt cdivany | BB | | i o "
H_Khﬁc (ghicy thé):
Thong tin kém theo: L JE I PALI NS
Ly do/Muyc dich:
Vi tri ti sdn:
Toa nha: Ting Phong. .
Ngudisit dung (CBLB phy tréch:
Thing tin tai san:
M_d ta tai sdn bom sé Ghi chi
STT Tén tiisdn, hing héa MaTS Mau sde, quy cdch, xudt | S Serie | i I Tinh trang Tai sdn (Tai i¢u, han bao hinh,
Xit...J) tinh rong phy tiing kémtheo...)
T = = e coreET = S
Ngui 6d xudt Trréng BP ¢ nhidn cia BP lién quan

(Ky, ghi rd ho tén)

Phé duyét cia CBLD
(Ky, ghi rd hp tén)

Ghi chii:

- Trong truémg hop Béo mat TS: (B) phan: 01 lién; Ké todn: 01 lén; Thanh tra’K #ém sodt chdt hromg: 01 hén)

(Ky, ghi rd ho tén)

(IT, Ky thujt, Thanh tra...)
(Ky, ghi rd ho tén)

Thi kho (néu nhip kho TS thanh 1¥)
Ky, ghi rid ho tén)

- Trong truémg hgp Béo Thanh Iy TS: (B phan: 01 kén; Kho: 01 bén, K& toan 01 lién; BP quan ly TS thira: 01 kn)
- Céc truémg hop khac: (K& toan: 01 1én; BP hru 01 lén)

s A

b P



MAu s6 04: Phiéu dé xuit chuyén Tai san ra ngoai Cong ty

H

UYEN TAI SAN RA NGOAT

i Lo e Sl B S ) S
! A ! 1 Ol ps i 1
!PHH::U DE XUAT CE
;_ 2 =) | S6 phiéw
Ngudi giao: Chite darh
Congty

Ngwii nhgn: A Chite dank

1 | Congty.
Npidung: SRl Lo

achira, bao dudng

- Bl

\Théng tin kém theo:

[ Chuyén dé cho, biéu tang |

_ BanPhong/BS phin:

BanPhong/BS phin

e i i I R SR
e din ke ghiro:

Lj do/Mye dich:

26

~ Miusb 04

Jan
Toa nhi: | Téng Phong: _ [Teanha: i S |Phong:
i
Ngudi s dyng: Ngudisir dyng: | |
CBLD phy trich: CBLD phuy trich: ¥ I
Mo ta tai san Don Tint Ghi chia
STT Tén tai san, hang hba MaATS fAMau sdc, quy cdch, xudt | S4 Serie vi hrii tm::l:‘s:h] ditu (Tai béu, han bao hanh, phu
Xit..) tinh = = tang kémtheo...)
Xidic nhiin cia BP lién quan (néu 1d TS chuyén di sira chira/bdo dudng): |
|
-
PAI DIEN BEN GIAO DAL DIEN BEN NHAN |
: Lk et SR . | | s ilomon ol | el I O [
Negudi giao | Tnrimg BP CBLD duygt ‘Ngudinhin Truréng BP CBLD duy§t
_ Xdcnhdncia BP Bao v§: ) S - S e .
Ghi chit: Mu ry duge Bip thanh 03 ¥én (Bio vé:01 bér: K& toan: 01 Bén; BP hru 01 lén) [ .
. = i\ N R

oy

LY

NS
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