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3% TNH CONG TY CO PHAN DAU TU & QUAN LY KHACH SAN TNH

$6: M312022/TB-TGD Ha Ngi, ngay 4 thing M nam 2022

THONG BAO
(V/v: huéng din bd sung va ghi nhin cdng ng ndi by tién phong ddi véi Can b

nhan vién khi di cong tic tai cic Khach san)

Sau mét thdi gian thuc hién ghi nhén cdng ng ndi bo cho Can bd nhan vién theo |
thong bao s 140/2022/TB-TGP ban hanh ngay 28/10/2022 (dinh kém theo Théng
bdo nay), dé thuén tién trong viéc quan Iy hach toan chi phi timg bo phén, Téng Giam
Péc Cong ty C6 phin Piu tu va Quéan ly Khéch san TNH (“TNH”) ban hanh théng
bdo bd sung thém mot sd thong tin va huréng dan cac CBNV thue hién céc thi tuc sau
khi két thiic cong tac cu thé nhu sau:

L. Doi twong va pham vi 4p dung
1. Ap dung d8i véi toan by CBNV thudc TNH.
2. Ap dung dbi vé6i cac Khéach san SOJO, Starcity Nha Trang va c4c Khéch san do

TNH ky Hop dong Quén Iy Vén hanh (“Khach San”) .

II. Huwéng din thuc hién
1. Trudng hop cac CBNV st dung xe c6ng vu ciia Vin phong Tép doan (“VPTD”)
khi di cOng tic ma l4i xe s& luu trii tai Khach San cling dot cong tac, CBNV cé

trach nhiém phéi hop, hé trg 14i xe vé viéc cung cip céc gidy tor cin thiét dé 1

xe dugc dp dung gid phong ni bg theo quy dinh cua Tép doan.

Gidy-td cAn cung cap bao gdm:

+  Thé nhan vién chimg minh 1 14i xe cia VPTD.

+  Email xdc nhan thong tin xe cong vu viia VPTD.

Luu y: Ldi xe s& phai thanh todn tryec tiép tién phong lwu trii cho Khdch San.

2. CBNV sau khi két thic cong tac tai cac Khach san can luu y thuc hién céc budc

nhu sau:
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- Khong phai thanh toan tién phong khi nhan phong/tra phong. Két thuc dot cong
tac, CBNV phai thuc hién lam hd so thanh toan tién sit dung dich vu luu tri cho
Khach San song song v&i bg thanh toan cong téc phi (thanh phan hd so ¢am bao
theo dling quy dinh). H5 so thanh toan bao gdm:

+  Gidy dé nghi thanh toan theo mAu ctia Tép doan: 01 ban géc.
+  Hoéa don tai chinh hop 1&: 01 ban géc.
+  Xac nhan booking phong Khach San: 01 ban in ludng mail x4c nhén dit
phong cua CBNV.
+  Gidy dang ky cong tac ciia CBNV: 01 bén sao.
III. Trich nhiém cia Lanh dao Cong ty, Trwéng Phong/Ban va Can b nhin
vién:

1. Tréach nhi€ém ctua Lanh dao Cong ty, Trudng Phong/Ban:

- Truyén thong, theo ddi, gidm sat CBNV thuc hién ding, ddy du, nghiém tic quy
dinh tai Thong bao nay.

2.  Trach nhiém ctua Céan bd nhan vién:

- Nghiém tdc tuan thu, thuc hién ding va déy du theo ni dung duge quy dinh tai
Thong bao nay.

Théng bdo nay c6 hiéu luc ké tir ngay ky dén khi c6 Thong béo khac thay thé.
Vay, Téng Giam Ddc yéu cau cdc Don vi, Phong/Ban va toan thé CBNV cén cit
thuc hién./.

Noi nhin: - .. TONG GIAM POC %&
- Lanh dao cac Phong/Ban, ;

S/ CONG TY

- All Contacts; cO PHAN

- LuuVT.
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