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CONG TY cO PHAN DAU TU & QUAN LY KHACH SAN TNH

I m JOville, tng 21, TNR Tower, s& 54A Nguy&n Chi Thanh, Q.B8ng Pa, Ha Ni
Tel: (+84 24) - 7309 9066

Website: www.tnh-hotels.vn

Sé: b /2021/QD-TNH Ha N6i, ngay 43 thang 03nam 2021

QUYET DINH
VA: Stra dbi bé sung “Danh muc 16i tuén thi TNH” (ban hanh lan 02)

CHU TICH HOI PONG QUAN TR

- Can c* Quy ché t6 chirc va hoat dong ctia Cong ty C6 phan Dau tw va Quan ly
khach san TNH;

- Can ct Quyét dinh sé 101/2021/QD-TGD ngay 01/8/2021 v& viéc sira déi bd
sung Danh muc 16i tuan thi TNG (ban hanh 1an 6);

- Can cr Quyét dinh s6 26/2021/QD-TNH ngay 14/4/2021 vé viéc ban hanh Danh
muc 16i thi TNH;

- Xét dé nghi cua Phong Chat lwong dich vu va Tuan tha; ﬂ
VAL
QUYET DINH e/  cop

2]
([ <[ DAU TU VA

Diéu 1. Ban hanh ban stra d6i bb sung “Danh muc I8i tuan thd TNH” (ban hanh lan 2) \’; KHACH
(chi tiét tai Phu luc kinh kem). %\TI\E

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky va thay thé Quyét dinh s6 26/2021/QD- 24~
TNH ngay 14/4/2021 vé viéc ban hanh Danh muc 16i thd TNH.

Piéu 3. Cac Phong, Ban, Bon vi tric thuéc TNH va ca nhan co lién quan chiu trach

nhiém thi hanh Quyét dinh nay./.

Noi nhan:
HDQT (dé béo céo);
Cac Phong/Ban/Bon vi;
truc thuée TNH (dé thuc hién);
- Lwu: PPC-HC/Cac don vi.

\®\_ TNH /quy
\ o : ,'-".’ \(\‘ /
“PHAM THI HAI NINH

Trang 1 trén 28
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T Tm JOville, tAng 21, TNR Tower, s& 54A Nguyé&n Chi Thanh, Q.Bdng Pa, Ha Noi
Tel: (+84 24) - 7309 9066

Website: www.tnh-hotels.vn

BANG THEO DOI SU’A POI TAI LIEU

Diéu 1: Stra ddi cach tinh 13i truc tiép theo cap bac

Bo cach tinh Hién tai

= Cép bac tir Band 5 - Band 9 (v&i don vi 1a cac cap bac twong dwong, bao gém cip chuyén
gia) néu ban than vi pham thi mdc trir tuan tha tang theo cdp sé nhan, cu thé:
v Cép bac Band 5: nhan hé sé 2,0
v" Cép bac Band 6: nhan hé s 3,0
v C&p bac Band 7: nhan hé sb 4,0
v" Cép bac tlr Band 8 - Band 9: nhan hé s6 5,0

Sdra thanh:

= Mtrc trir tudn thu dwec quy dinh cho tirng ma 16i va tang dan theo 3 nhém dwa trén phan cap
quan ly:
v" Band 1 ham Nhan vién dén Band 5 ham Chuyén gia
v Band 5 ham Quan ly dén Band 7 ham Quan ly cp cao (Bao gém Band 6 ham Chuyén
gia cao cép)
v" Band 7 ham Quan ly diéu hanh dén Band 9 ham Hdi ddng diéu hanh

Diéu 2: Stra dbi/ bd sung Mirc Trir tuan tha gian tiép déi véi Can bd quan ly truc tiép khi G& CBNV cip
dwéi vi pham 15i.

Bé cach tinh Hién tai:

Tinh trr tudn thi gian tiép cta cap quan Iy truc tiép dwa trén hé sé 18i vi pham cla don vi:

= S 16i tir 1-10: hé s6 nhan 0.5 trén téng sé trir tuan thd cGa nhan vién cap dwéi.
= S616i tir 11-20: hé s6 nhan 1.0 trén tdng sé trlr tuan thd cha nhan vién cap duwdi.
= S 16i tir 21 trd 1&n: hé sb nhan 2.0 trén tdng s6 trir tuan tha ctia nhan vién cap dwoi.

Stra thanh:
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khéng dwoc
bao cao

don vi

Trir tuan tha
500,000 déng/
nhom 16i néu
CBQL dé s6 16i vi

Nhém m'z,:‘:g (:"I:";n Nguyén tic tinh | Murc trirtudn | Vidu cho Bon vi ¢6 10 nhan
hanh vi d(?.i phat lién déi tha lién déi vién:
B Hanh vi c6 tan suat dinh ky
l. Thoi hang ngay: Cap QLTT bi trer
gio lam 200.000 ddng néu dé xay ra tinh
viee, - Dya trén ty 1& 16 trang di muén vé sém trong don
thoi gior vi pham (%) = s6 vi/bd phan clia minh virot tir 5%
nghi lwot vi pham/ téng téng sé Iwot theo ngay cong
g s6 Iwot dinh muirc (vt sang, Iwot chiéu) trong
- Trlr tuén thﬁ‘vé'i thang, cu thé cach tinh:
VAN | provisc | ouan o i s | T tuan thi 5% x 10 nhan vién x 24 ngay x 2
héalam |, . o quanlydetyle ol 500 oo lrot = 24 Iwot vi pham
idc noi | NUCCBNV& | viphamtrong don | oy /bam 13i v ' 7P
VISC Ol | cothé dinh | viminh vurot qua: | o Hanh vi c6 tin suét dinh ky
€oNg SO | mc vi pham Z o I G hang tuan:
5% (v&i nhom hanh
vi co tan suét dinh Cép QLTT bi trir 200.000 déng
. An ky hang ngay) va néu dé xay ra tinh trang khong
to-én_ va 20% (v&i nhém tuan tl?ﬂ cac yél’i cu khai bao/
vé sinh R - bfo ca‘o theo tuan vuzo't 20% .
Ia? | dinh ky hang tuan) tqng - lwot trong thang, cu the
dong ‘ cach tinh:
20% x 10 nhan vién x 4 tuan = 8
IV- Bio Iwot vi pham
vé tai Phu thudc y
san thirc CBNV &
khoéng thé dinh
mirc vi pham,
V- An cap quan ly Khéng tinh lién doi
toan khong biét/ cho cap quan ly
' théng khéng duwoc
tin théng bao/
tham gia/ chi
dao
Trlr tuan thu
o 300,000 & Cu thé cach tinh:
Cac vi pham ddng/nhém 16i
vé chét lvong ) . néu CBQL dé sé | 30% x 10 nhan vién = 3 lwot vi
z . . Tinh trr tuan thu X . .
VI. Chat | céng viéc e ~_ .. | 16i vi pham tw pham
R : lién doi dwa trén ty £ ol
lsgmg | khongthéng | 14 8 4kied ham 30% dén dudi 50% x 10 nhan vién = 5 lwot vi
cong qua capquan ... <5 CBNV cia i rg v pham
viéc ly/ cap quan ly don vi

CBQL khéng bi trtr tuan tha néu
s6 16i dwéi 3 16i/nhém 16i trong
thang

Trang 3 trén 28



e
*TNH

CONG TY cO PHAN DAU TU & QUAN LY KHACH SAN TNH
JOville, tdng 21, TNR Tower, s& 54A Nguyén Chi Thanh, Q.B8ng Da, Ha Noi

Tel: (+84 24) - 7309 9066
Website: www.tnh-hotels.vn

pham t&r 50% s6
CBNV don vi tré
Ién

CBQL dé sé 16i vi pham ctia don
vi tir 3 16i dén dwdi 5 16i bi trir
tuan thd 300,000 déng/nhém |6i
CBQL dé sé 16i vi pham ctia don
vi ttr 5 18i trér 1&n bi trir tuan tha
500,000 déng/nhém 16i

Cac vi pham
vé chét lwvong
cong viéc da
duoc thdong
qua cap quan
ly hoac ngudi
quan ly da biét
nhwng van cé

Tinh lién d&i trén
tdng trtr tuan thd
cua CBNV

Trir tudn thi cap
quan ly truee tiép
vGi hé sb 50%
trén téng sb trir
tuan tha cda nhan
vién cap duéi.

Cép QLTT bi trir 50% trén téng
s0 trir tuan thd cda nhan vién
cap dudi

VIL Y
thirc va
hanh vi

16i vi pham
Trir tuBn th Cu thé cach tinh:
300,000 ] 30% x 10 nhan vién = 3 lvot vi
déng/nhém 16i pham
OSSUCERIE SN | =08 x 10 nhlinvish = 5 lugtvi
. L 16i vi pham tir ham
c:P q”;‘.';'t'/y Tinh trir tuan thg | 30% déndusi | P ,
kh?ng r;e lién di dwatrénty | 50% sO CBNV C?C_)L khong bi trir tuan tha néu
khong tham don vi sb 16 dwoi 3 16i/nhém 13i trong

gia/ khéng chi
dao xét theo vi
pham cu thé

I& s6 16i vi pham
trén s CBNV cua
don vi

Trlr tuan thu
500,000 déng/
nhém 18i néu
CBQL dé sb 16i vi
pham tir 50% s6
CBNV don vi tré
Ién

thang

CBQL dé sé 16i vi pham ctia don
vi tir 3 16i dén dwai 5 16i bi trir
tuan tha 300,000 ddng/nhém 16
CBQL dé sé 16i vi pham ctia don
vi ttr 5 18i trér 1&n bi trir tuan tha
500,000 déng/nhém 16i

Cap quan ly
tham gia/ chi
dao hoac
duoc biét/
dwoc théng
bao nhwng
van dé xay ra
vi pham

Tinh lién d&i trén
téng trir tuan tha
clia CBNV

Trir tuan tha cap
quan ly truee tiép
v&i hé sb 50%
trén tdng sb trir
tuan tha cda nhan
vién cap duéi.

Cép QLTT bi trir 50% trén téng
s0 trir tuan thd cda nhan vién
cap dudi
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Diéu 3: Bb sung Quy dinh v& Han mdrc ap dung ddi véi trir tuan tha:

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

JOville, ting 21, TNR Tower, s8 54A Nguy&n Chi Thanh, Q.B8ng Da, Ha Noi

Tel: (+84 24) - 7309 9066
Website: www.tnh-hotels.vn

Cap bac Han mic trir tuan Ghicha
tha/thang
Band 1 ham Nhan vién dén Band 5 | 2.000.000 dong/ thang Can clr bao cdo téng hop vi pham

ham Chuyén gia

Band 5 ham Quan ly dén Band 7

ham Quan ly cap cao

3.000.000 dong/ thang

Band 7 ham Quan ly diéu hanh dén
Band 9 ham Héi ddng diéu hanh

5.000.000 dong/ thang

cua thang, TNTalent sé trir vao
tuan thi cta ky lwong thang ké tiép.

Sé vwot han mirc trir tuan tha cla
thang dé sé dwoc két chuyén sang
tree tuan tha trong ky tinh Iwong
thang tiép theo cho dén khi két thuc.

Diéu 4: Stra doi mét sé 16i trong Danh muc 16i tuan thi theo phu luc dinh kém:

Nhom Ma Noi dung chi tiét hanh | Mirc xtr ly | Mrc xtv Iy | Mrc xt¢ ly | Ghi chu
16i Hanh | vi vi pham tuan tha vi pham vi pham vi pham
Vi band 1| band 5 | band 7
ham NV - | ham QL - | ham QLPH
band 5 | band 7 - band 9 |
ham CG ham QLCC | ham HDDPH
Nhém Il | 1132A | B6 sung: Tree tudn | Tree  tudn | Tree  tuadn | Bi voi céc chi dao,
Van hoéa " 5 .| thu tha thad quy trinh ndi quy
; - Khéng chap hanh cac ¥
lam viéc chi dgo qupy trinh. ndi 100.000 200.000 300.000 khac da co van ban
noi céng e Khac S8y "anh déng/lan | déng/lan vi | ddng/lan vi | phé duyét rieng vé
so hwéng Bl e takn fias | VA pham pham pham k-rniung tzru’ {uand thu
viéc noi cong s&, an r;}eng i Zp u;:g
toan méi tredng lam teoﬂ V?,n arz p e,
i duyét rieng cua chi
viéc .
dao do.
VD: Khung tree tuén
thu cua cac chi dao
cta Té chi dao BCP
Nhém IIl. | 117C | Bé sung: Tree tuan | Tree tuan | Trie  tuan
An toan 4 S tha thu tha
Khéng thwe hién cac
lao déng auy d?nh P 100.000 | 200000 | 300.000
va vé Tap doan/ don vil d_ongllan dong/lan vi | dong/lan vi
sinh lao i vi pham pham pham
. phong ban
dong
Nhém V. | V8B | Hién tai: Tree tudn | Tree  tuan | Trir tuan | Ngwdi muwon/ cho
An toan " thu tha tha muwon/ vé tinh cd
Ch on/ t - i
théng khgé:'gé:gr?‘ﬁg; 4 |500.000 |800.000 | 1.000.000 | thong tin va st dung
tin it kindit (clia Ban ddéng/lan | déng/lan vi | ddng/lan vi | théng tin tai khoan
than va cia nguoi vi pham pham pham dang . n’hap cua
khac) ngwoi khac cho muc
dich ca nhan, gay
Stra thanh: thiét hai cho TNH sé
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CONG TY CO PHAN DAU TU & QUAN LY KHACH SAN TNH

JOville, tang 21, TNR Tower, s& 54A Nguy&n Chi Thanh, Q.©8ng Da, Ha Noi

Tel: (+84 24) - 7309 9066
Website: www.tnh-hotels.vn

théng bao/ cung cap
théng tin cho cap quan
ly trwee tiép ctia nhan
vién do; gay anh
hwéng dén cong viéc
cua don vi.

Nhom Ma No6i dung chi tiét hanh | Mdc xie ly | Mirc xdv ly | Mirc xir ly | Ghi cha
16i Hanh | vi vi pham tuan tha vi pham vi pham | vi pham
Vi band 1 | band 5 | band 7
ham NV - | ham QL - | ham QLPH
band 5| band 7|- band 9
ham CG ham QLCC | ham HDBPH
Cho muwon/muwon tai bi xem xét ky luat lao
khoan dang nhap va déng.
il oo sdc dn i
X do thiét hai va xem
— xét dé nghi ky luét
lao dong é&p dung
theo theo quy dinh
c6é hiéu Iluc hién
hanh cua TNH
| Nhém VISB | B6 sung: Trr tudn | Trie tuan | Trtr tuan | Viéc xac dinh mic
VL. Chat ot R thu tha tha dé thiét hai va xem
Iwong E::;;f;vbfgt‘g; 200000 | 300000 | 500000 | xét a8 nghi ky luat
c¢.3‘ng khéng théng béOQl:Ia dpngllén dong/lan vi | dong/lan vi | lao déng &ap dung
viéc cAp quan Iy truc tiép vi pham pham pham theo theo quy dinh
- cO hiéu Ilwc hién
hanh cua TNH
VI9B | Bd sung: Tree  tudn | Trer  tuan
pmm wew o thu tha
Can bd quan ly giao
viéc cho nhan vién cua 390-0‘10 , 590'OOP ,
don vi khac ma khéng dong/lan vi | dong/lan vi
pham pham
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CONG TY CO PHAN DAU TU & QUAN LY KHACH SAN TNH
JOville, tang 21, TNR Tower, s6 54A Nguyé&n Chi Thanh, Q.©3ng Da, Ha Nbi

Tel: (+84 24) - 7309 9066
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(Ban hanh kém theo Quyét dinh S64%/2021/QB-TNH ngay8.4%./2021 cda Chad tich HDQT)

PHU LUC 01: DANH MUC LOI TUAN THU TNH (BAN HANH LAN 02)

Mdrc Xt IV vi = g e Mtrc xtr |}" vi
. -4 L PR Y= M".”c Xty pham band :
Ma Noi dung chi tiét hanh pham band vi pham Zham
STT | Hanh vi 1 ham NV - | band § ham QLPH — Ghi chu Phwong thirc do lwéong
Vi vi pham tuan thu band 5 ham | QL-band7 | .~ o, .
CG ham QLCC HDDH
hém L. Thoi gior lam viée, nghi ngoi
- Thoi gio lam viée theo quy dinh
o s e e e U Trir tudn thG | Trir tuadn thG | Trir tudn tha | cda TNH ting thoi ky; o e 1
1 35 Eﬁ;‘ boé’éc’l',”’;’;‘ vieema 1 100,000 200.000 300.000 - Tromg hop ¢6 Iy do phai béo gg :::E :a’;":::; ‘;‘;:*;"; -
s fig oo ddng/lan vi ddng/lanvi | ddng/lan vi | cédo va dugc sy cho phép cla B 9
S pham pham pham cép quan ly truc tiép nhung 9
khéng qué 03 lan/thang;
- D6i v&i CBNV lam viéc tai HO:
Anh A la cép trén trirc tiép quan D@ ligu tr Hris sau khi da trir 03
Sl el o Iy 10 CBNV trong bd phén clia lan g'aé trinh. Tgu'o'ng hop. gisl
C?p quan ly triee ti_ep de I OIS tnbinher Sar trinh b. sung can cb6 phé duyét
i S o el Trivtudn thi | Trir tudn th | (10 ngudix 2 It séng, chidux | "M o0
NE SO Hong COnNy by 300.000 500.000 24 ngay cong) x 5% = 24 I6i ; \ ice ta
2 12C phan ctia minh vwot tir 3 : 5 AL don vij trire thude TNH:
5% téng 6 Iwot theo dongflanvi | dongflanvi | D@ liéu t may chdm céng/log
s : pham pham Néu trong théng bd phan anh A

ngay cong (lwot sang,
lwot chiéu) trong thang.

quan ly phét sinh tir 24 16i tré 1én
(sau khi da gidi trinh 03 1&n) thi bj
tinh 16i tuén tha.

cham céng

- Khong tinh 18i gian tiép clia cip
trén quan ly trye tiép.

- Khéng tinh hé sé 16i theo cép
bac.

Nhém Il. Van héa Iam viéc noi céng s¢&

1

Mc

Khéng mé&c déng phuc
theo quy dinh (Trong

Trir tuan tha
100.000

Trr tuan tha
200.000

Trir tuan thd
300.000

Ap dung dbi véi CBNV lam viéc
tai cac co sé TNH quan ly da duwoc
trang bj dong phuc theo quy dinh.

- St dung hinh anh
- Lap bién ban xtr ly

Trang 7 trén 28
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CONG TY O PHAN PAU TU & QUAN LY KHACH SAN TNH
JOville, tang 21, TNR Tower, s6 54A Nguy&n Chi Thanh, Q.Bdng Da, Ha N§i

Tel: (+84 24) - 7309 9066
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Mdre X 1y Vi | Mac xiv ly Mdrc xur ly vi
Ma | Noidung chitiét hanh | phamband | vipham | Pham band
% 7 ham
STT | Hanh vi 1 ham NV - | band § ham QLPH - Ghi cha Phwong thirc do Iwéng
Vi vi pham tuan tha band 5 ham QI: —band 7 Sarid:0 Bkt
cG ham QLCC HDBH
trwong hop da dwoc TNH | ddng/lan vi ddng/lan  vi | dong/lan i
trang bi ddng phuc) pham pham pham
. . o | TTCPtU@NthG | Trer tudn tha | Trie tudn tha
: - D e e T2 [Yaniodo 200000 |300.000 - St dung hinh &nh
1en dung quy ANt | g5ng/14n vi ddng/lanvi | déng/lan vi - Lap bién ban xc ly
trong gi¢ lam viéc. pham pham pham
Cho ngu¢i khac muon I&; g_;;g tad ;6% t;oag thu ;&; t(l)JOa(')" thu Nguoi lao dong cho muon thé va
. ISC | the r.u.)éc §& dung thé cua dénélién Vi déné/lén Vi déngllén Vi ngu@iﬁlao Cfé”g muon thé déu b
nguwoi khac oham pham pham tree tuén thu
Quy dinh vé trang phuc céng s&
ter thee 2 dén thir 5 hang tuédn nhw
sau:
- Nam: médc quén &u, 4o so mi
- N méc quan au/zuyp voi o
Trir tuan thd | Trir tuan thd | Trir tuan tha sz; ;:hooa;nvay é"i"t@dgj V;Zén
" 14 | Knong stz dung ding 100.000 200000 300000 | e & | - St dung hinh dnh
trang phuc theo quy dinh. | déng/lan vi déng/anvi | dbng/lan vi g y - Lap bién ban x ly
iried SHa St da 05 cm)

- Khéng duoc méc quan bo, éo
phéng khoéng cé, di giay thé thao,
dép Ié, dép xd ngén

- Déi v&i nir khéng duge méc
vay/ao 2 day, sat nach, vay/zuyp
qué ngan

Trang 8 trén 28
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Mdrc X0 1y Vi | Muvc xir ly Mdrc xuv ly vi
" s ¢ gl : pham band
Ma No&i dung chi tiét hanh pham band vi pham 7 ham
STT | Hanh vi 1 ham NV - | band 5 ham QLPH — Ghi chu Phwong thire do Iwéng
Vi vi pham tuan thu band 5 ham | QL -band 7 band 9 ham
ham QLCC
CG HDDH
- Ther 6 mac o phéng tim SOJO
(thay dbi teng thoi ky) ap dung
dbi véi CBNV lam viéc tai HO
Tw y roi bo vi tri hoac . G s ol .
may moc thiét bi khi lam | Trirtuan thi | Tror tuan tha - Trsong bep:het g iam vieo'ma
o B ol nguwoi lam thay chuwa dén phai . i
viéc theo ca hodc khi van | 100.000 200.000 A o z - . | Stdung hinh anh
5 5C ; e X . 3 ; bao cao nguoi phu trach de xu ly - feley D B
hanh cac trang thiét bi dong/lan vi déng/lan vi i oo o . .0 | -Lap bién ban xt ly
Ao i L e ham - Viéc xac dinh muc do thiét hai
chuyén dung hién dai ma | pham pne : "
T i theo quy dinh cua TNH
chwa géay thiét hai
S dung dién thoai, cac
tai san, théng tin cia Trir tudn thd | Tror tudn tha | Trir tuan tha
5 6C TNH hodac khai thac 100.000 200.000 300.000 Viéc xac dinh mue do thiét hai St dung hinh anh
théng tin trén mang vao | déng/1an vi ddng/lAnvi | ddéng/lan vi | theo quy dinh cda TNH - Lap bién ban x ly
muc dich tw loi ca nhan | pham pham pham
ma chwa gay thiét hai
V6 y lam mét, héng, mét
tac dung hoéc lang phi Trlr tuan thd | Triy tuan thd | Trde tudn thi
; 7c tai san (trlr tredng hop 100.000 200.000 300.000 Viéc xac dinh mae do thiét hai - St dung hinh anh
bt kha khang) ma gay | déng/lan vi ddng/lanvi | dbngl/lan vi | theo quy dinh cda TNH - Lap bién ban xt ly
thiét hai khéng nghiém pham pham pham
trong cho TNH
DPén co quan trong tinh o e N L
trang say rwou bia; s Trir tuan tha | Trir tudn thd | Trie tudn tha
8 188 duna reou bia céc; chét 200.000 300.000 500.000 Viéc xac dinh mae do thiét hai - Str dung hinh anh
ingruou Dia, B0 N | déngianvi | déngllanvi | dénglénvi | theo quy dinh cia TNH - Lap bién ban &t Iy
co6 con twong tw khac tai e pham pham

noi lam viéc va/hoac

Trang 9 trén 28
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Mirc xiv ly vi

Mdc xe ly vi | More xiv Iy
Ma | Noidung chitiét hanh | phamband | vi oham Lk o
STT | Hanh vi 1hamNV- | band 5 ham | o = Ghi chu Phwong thirc do lwong
Vi vi pham tuén tha band 5§ ham | QL-band 7 | 1o am
CG ham QLCC HDDH
trong gi® lam viéc nhuwng
chwa cé hanh vi gay thiét
hai cho TNH
Trlr tuan thd | Trip tuan tha | Trie tudn tha
9 9C Co6 hanh vi gay maét trat 100.000 290.0q0 _ 300.0q0 . - St dung hinh anh
tw tai noi lam viéc déng/lan vi ddng/lanvi | ddng/lan vi - Lap bién ban x& ly
pham pham pham
TR oI , | Trie tuan thd | Tree tudn tha | Trie tuan tha
10 | 110C :-r?)n;r:cf%ir;nt% tr:’gﬁ;;cghigl 100.000 - 1200000 = | 300.000 rairaiieg T Ba
B vide dong/lan vi dong/lan vi dong/lan vi - Lap bién ban xw ly
pham pham pham
Khac nhé: xa rac blra Trir tuan thG | Troe tuan tha | Trie tuan tha
11 1c bai; viét, vé bay hoac cdé | 100.000 200.000 . 390.000 _ - S dung hinh anh
hanh vi khac lam méat vé | dong/lan vi ddng/lan vi | déng/lan vi - Lap bién ban xt Iy
sinh pham pham pham
Hut thudce 1a tai khu vwee | Trie tu@n thd | Troe tuan tha | Trie tuan tha
12 11128 cam hut thufjc hodc noi | 200.000 390'OOP . 590.0q0 _ - St dung hinh anh
giao dich/ tiép xuc voi ddng/lan vi ddng/lanvi | ddng/lan vi - Lap bién ban x ly
khach hang pham pham pham
Tw y vao phong lam viéc
cla don vi/ ca nhan khac | Trir tuan tha | Triy tuan tha | Trie tuan tha
13 113G khi khéng cé ngui trong | 100.000 290.0QO . 3(30.0[10 _ - Str dung hinh anh
phong/khi chua dwoc sy | ddng/lan vi dong/lan vi dbng/lan vi - Lap bién ban xt ly
dbng y cua don vilca pham pham pham

nhan do

Trang 10 trén 28
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W

Mdrc xCr |)" Vi M&e xir ly Mdrc xwr ly vi
M& | NOidung chitiéthanh | phamband | vipham | Pham band
p 2 7 ham -
STT | Hanh vi 1 ham NV - | band 5 ham QLPH - Ghi chu Phwong thirc do lwérng
Vi vi pham tuén thu band 5 ham | QL-band 7 |\ oW s0
CG ham QLCC HDDH
A Lo 10 Trir tudn thd | Trie tuan tha | Tree tudn tha
14 | 11148 L(iré‘:?r: 232 2?1;: il:;n R 00000 . [690.0%0 = Bl ol
Bl -vl/an Bink dong/lan vi dong/lan vi dong/lan vi - Lap bién ban x ly
; pham pham pham
Pé phwong tién di lai, d& | Trir tuan thd | Troy tudn tha | Trie tuan tha
15 1115C dung ca nhan khéng 100.000 290.0q0 ' 390.0q0 ) - St dung hinh anh
dung vi tri quy dinh tai ddng/lan vi dong/lan vi dong/lan vi - Lap bién ban xt ly
cac khu vuc thuéc TNH | pham pham pham
Knong s2p xep MO | T wan tha | Trtytuanthi | Tirtuan the
16 | 116C | tién, thiét bi dung cy lam | 190000 s000d0 | E00.0N0
viéc' ngan nép gon 'géng dong/lan vi dong/lanvi | dong/lan vi
i L TN pham pham pham
va sach sé
Trlrtuan thd | Trir tuan tha | Trie tuén tha
17 | 117c | Nadithuchan ién ghé 100.000 200.000 300.000 - St dung hinh &nh
ho&c gac chan 1&én ban dong/lan vi dong/lanvi | dong/lan vi - Lap bién ban xtr ly
pham pham pham
. Trir tuan thd | Trop tuan tha | Tre tuén tha
18 I118C Tiép khach ca nhan tai 100.000 200.0010 . 390.000 - St dung hinh anh
noi lam viéc dbng/lAnvi | ddng/lanvi | dong/lan vi - Lap bién ban xt ly
pham pham pham
M&u chir ky email khéng | Trir tudn thd | Troe tudn tha | Trir tuan tha
19 1119C tuan thu theo dung bd 100.000 200.000 _ 300.00P . - Ghi nhan tlr email nguwei vi
chir ky ciia TNH (Theo | ddng/lan vi déng/lanvi | déng/lan vi pham hodc ngudi phat hién.
tirng thoi ky) pham pham pham

Trang 11 trén 28
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Mirc xv w Vi Mirc xur ly Mdrc xur Iﬁ Vi
Ma Noi dung chi tiét hanh | pham band vi pham ph?,mhél::nd
STT | Hanh i 1 ham NV - | band 5 ham QLDH — Ghi cha Phwong thirc do lworng
Vi vi pham tuan thu band 5ham | QL-band7 |, o4 .
ham QLCC
CG HDBH
Mau van ban Trir tudn thd | Triy tudn tha | Triv tuén thu
20 1120C " ‘ , i X ; a 9 pha
tht theo chuén cia TNH | ddng/Ian vi dong/lanvi | dong/lan vi hodc ngudi phat hién.
(Theo tirng théi ky) pham pham pham
Dung dia chi email ca
nhan ma khéng st dung | Trlr tuan thd | Triy tuan tha | Trie tudn tha
email Cong ty dé trao déi | 100.000 200.000 300.000 - Ghi nhan tir email nqudi vi pham
21 1121C : 5t 3 g 3 A s 3 . d g pha
cong viéc hodc st dung | déng/lanvi | dong/lanvi | dong/lan vi hodc ngudi phat hién.
email Céng ty cho cac pham pham pham
viéc riéng
Khéng gri email & dang
“To” cho nhirng nguei cod
lién quan tryc tiép (co 2ot | el
tréc: nhiémuxCr Iypy(éu Trirtuadn thu | Trir tuén tha | Trie tuan tha
22 122C 3 i AR 100.000 200.000 300.000 - Khi str dung email chung ctia bd | . Ghi nhan tir email nguwdi vi pham
cau/théng tin); va khéng . X : X : 3 Al e an t 'ng pnha
Sl L ddng/lan vi déng/lan vi dbng/lan vi phan, phai néu ré tén nguoi g hodc ngwoi phat hién.
gi & dang “CC" cho h A
~ T pham pham pham
nhirng ngui co lién
quan gian tiép (theo dbi,
phéi hop...);
Téat ca céc email givi cho khach
Chuyén cac théng tin Trir tudn tha | Troe tuan tha | Trde tuan tha h‘ang’;/dorﬂtac e s¢ d"f.ng,r.’glfon
R S la cac thong tin trao doi ndi bo
trao d6i ndi bd ¢ dang 200.000 300.000 500.000 A - .z - < | - Ghi nhan tir email ngwdi vi pham
23 11238 | . iy o sl x X | déu phéi duoc kiém tra, cdn nhac ; Ing pha
forward/chuyén tiép” cho | déng/lan vi dong/lan vi doéng/lan vi (3 TR A ISR Kl hodc ngudi phat hién.
dbi tac/khach hang pham pham pham ¥ LG v TR O

gt va co uy quyén cta CBLP.
Ngudi givi khéng dugpre dé 16 céc

Trang 12 trén 28
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Mdrc xtr Iy vi | Mie xce Iy Mrc xw ly vi
Ma | Noidung chitiéthanh | phamband | vipham | Ph3m band
STT | Hanh vi 1 ham NV - | band 5 ham QLE;"“_ Ghi chi Phwong thirc do lwéng
Vi vi pham tuén thu band 5 ham | QL-band7 |, 1o, .
cG ham QLCC HDDH
dia chi email cua CBLD hoéc
CBNV khéac cua Cbng ty khéng
truc tiép lam viée voi doi tac
Khi gt cho nhiéu khéch hang
Khi gtvi email chung cho | Trir tuan thd | Tree tuan tha | Trie tuan tha | cung mét lac tuyét déi khéng
24 124B nhiéu khach hang/déi 200.000 300.000 500.000 duwoc gui theo hinh thac “To” - Ghi nhan tir email nguwoi vi
tac, khéng gl theo hinh | ddng/Ian vi ddng/Nanvi | dong/lan vi | va/hodc “CC” dé dam béo céac pham hodc ngudi phat hién.
thire “BCC” pham pham pham nguyén tac bdo mét théng tin
khach hang
Céan bo A gt mail cho céan bo B ¢
dang "To", va "CC" cho 3 can bd
. i sl Chs khéac co lién quan. Trong vong 48
ok ok S IR, IO ROSONG 1E
yéu cAu xac nhan/phan Treetudn tha | Trie tuén tha | Tree tuan tha | phan f’,o’ ?man’.’ Céan by B sé bj sl it . 5
25 1258 | hdi) nhung khé ha 100.000 200.000 300.000 tinh 16i tuén thu 1125B. - Ghi nhan tir email nguoi vi
o) nhung XNONG phan -1 g3, 014n vi | déng/anvi | ddng/lan vi ham ho 5i phat hié
hoi email cua nguéi gui g 9 9 WA, . i e " pham hoac ngu¢i phat hien.
: & ham pham pham Cén bd B nghi theo ché do, hoac
trong vong 48 gi¢ lam Ly di c6 f e By
vilie. I cong tac ma khqng co d??u )
kién s dung email, phai dé ché
do tra 1o tw dong dé nguoi guri
nam duoc théng tin.
Trir tuan thd | Trip tuan thd | Trie tuén thd Ca}";ug:g:gp:hﬁg?téh:htgsm e
26 1126C Khéng di hop, tham gia 100.000 200.000 300.000 h . Y - Xac nhan cutia don vi chd tri
R . e . N . 3 . X N L op/dao tao \
dao tao ddy dd, dung gid | déng/lan vi déng/lanvi | dong/lan vi - o i 4 hop, dao tao.
oham pham pham - Trong thoi gian hop/dao tao,

dién thoai cé nhan dé & ché do

Trang 13 trén 28

A Oy 20 NN




o
*“TNH

CONG TY CO PHAN DAU TU & QUAN LY KHACH SAN TNH
JOville, tang 21, TNR Tower, s& 54A Nguyén Chi Thanh, Q.B6ng Da, Ha Nji

Tel: (+84 24) - 7309 9066
Website: www.tnh-hotels.vn

Mirc xur ly vi Mrc xi Iy Mirc xure ly vi
Ma& | Noidung chitiéthanh | phamband | vipham | Pham band
< 7 ham . .
STT | Hanh vi 1 ham NV - | band 5 ham QLOH - Ghi chu Phwong thirc do lwéng
Vi vi pham tuan tha band 5 ham | QL-band7 |, oo
cG ham QLCC HDBH
rung, khi hop han ché st dung
dién thoai ké cé nhan tin.
Bo cac cudc lam viéc, Trir tudn thd | Tree tudn tha | Troe tuan tha
27 27¢ | €uec hop, dao tao khéng | 100.000 200.000 | 300.000 - X&c nhan cla don vij chu tri
xin phép nguoi td chirc | ddng/lan vi ddng/lAn vi | déng/lan vi hop, dao tao
hop/dao tao pham pham pham
Té chirc lién hoan sinh | Trer tudn tha
nhat riéng |é cho tirng 100.000 Tror tuan tha | Troe tuan tha | Treetruong hop té chure cac hoat
28 izsc | CBNV va cac hoat dong | ddng/lan vi 200.000 | 300.000 déng sinh hoat chung duoc Cép | - St dung hinh anh
&n udng, vui choi, lam pham @6i voi | déng/lanvi | doéngllanvi | c6 thdm quyén cho phép thuc - Lap bién ban x ly
viéc riéng tai noi lam viéc | méi ngudi pham pham hién
va trong gi¢ lam viéc tham gia
Trirtuan tha | Triy tudn thd | Trie tuan tha PN . i i
2o | ipec | TwY&leicoquanqua | 100.000 200000 | 300.000 I’ ”;:;’(’) o ‘;gi’ ;Z‘fcg’ego,"ﬂg'; - St dung hinh anh
dem ddng/lanvi | déng/anvi | ddng/lan vi s nkid P - Lap bién ban xt Iy
pham pham pham R
Tw y st dung may Trir tuadn thd | Tror tuan tha | Trie tuan thd - S dung hinh anh
30 1130C maéc/thiét bi clia ngudi 100.000 290.0Q0 _ 390.0q0 . - Lap bién ban xc ly
khac khi chwa duwoc déng/lén Vi dong/lan vi dong/lan vi - Phan anh clia déng nghiép
phép pham- pham pham xung quanh
Quet thé/quet van tay ho Trituanthu | Trir tudn thd | Trir tudn thd - St dung hinh anh
31 | n31C |ngudikhéc diquacdng | 100000 200000 - 1300.900 - Lap bién ban xir Iy
i 64E dbng/lan vi dong/lanvi | déng/lan vi
pham pham pham
?2 132c | Khong chép hanh cac chi | Tri tuan thd | Trir tudn tha | Tri tuan tha | Do voi cac chi dao, quy trinh noi
dao, quy trinh, ndi quy 100.000 200.000 300.000 quy khéc déa c6 van ban phé duyét
Trang 14 trén 28
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i %
Mirc xt Iy Vi | Mive xir ly Mirc xur ly vi
x xt o T . pham band
Ma No6i dung chi tiét hanh pham band vi pham 7 ham
STT | Hanh Vi 1 ham NV - | band 5 ham QLPH — Ghi chu Phwong thirc do lwérng
Vi vi pham tuén thu band 5§ ham | QL-band 7 |, o .
CG ham QLCC HDDH
khac gay anh huwdng dén | dong/lan vi ddng/lanvi | dong/lanvi | riéng vé khung tree tudn tha riéng
van hoa lam viéc noi pham pham pham thi ap dung theo van ban phé

cbng s, an toan moi
tredng lam viéc

duyét riéng cua chi dao dé.

VD: Khung trirtuén tha caa cac chi
dao ctia Té chi dao BCP

(*) Ké hoach hoat déng lién tuc
(BCP): 1a ké hoach béo vé nhirng
chire ndng, nghiép vu, nguén luc
chinh va trong yéu ctda don vi,
bao gébm nhung khéng gi¢i han
vé truyén théng va céc ké hoach
trng pho véi gian doan hoat dong
do don vj tw liét ké va danh gia
dura trén hoat déng thuc té

Nhém lll. An toan lao déng va vé sinh lao dong

Khéng chép hanh cac
quy dinh, quy trinh, ndi

Trir tuén tha

Trir tuan tha

- St dung hinh anh

quy vé an toan lao déng | 100.000 200.000 Viéc xac dinh muc do thiét hai SHATCIT L E
s ; g . ~ . a A o A A . . > - I
L b lién quan t&i cong viec déng/lan vi dong/lan vi theo quy dinh cua TNH Lap bidn banar ly
dwoc giao nhung chwa | pham pham
gay thiét hai
Khéng tuan thu cac quy ek 5
) ; = A Trir tuan thd | Trer tuan tha : .
s | e | S, huong can B VeS| 100,000 200.000 Viéc xéc dinh mic do thigt hai |~ f: i
L, LS ddng/lan vi | ddng/lan vi theo quy dinh cta TNH P y
bao quan may méc, ham pham
trang thiét bi, phuwong b '
Trang 15 trén 28
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Mirc xr ly vi

Murc xte ly vi | More xoe Iy
Ma | Noidung chitiét hanh | phamband | vi phamy p“g’“h .
STT | Hanh vi 1 ham NV - | band 5 ham QLDaI'rI“— Ghi chu Phwong thirc do lwéng
Vi vi pham tuan thu band 5 ham | QL —band 7 band 5 i
cG ham QLCC HDBH
tién lam viéc nhuwng chwa
gay thiét hai
Khéng str dung dung cac | Trir tuan thd | Trip tuan thd : it
; i1ac | trang bi/ phuong tién béo | 100.000 200.000 _‘LS;; db‘i-’é”r?bhézhxgnlg
hé lao déng da duoc ddng/lan vi dong/lan vi
trang bi pham pham
Ty y sir dung may moc, o N LCE O .
trang thiét bj lam viéc Trirtuan thu ) Trir tuan thd - St dung hinh anh
£ 4 . 100.000 200.000 N ol i e
4 4C néu khéng dwoc giao X ey X ol - Lap bién ban x& ly
oo | dONgAan vi dong/lan vi
nhwng chwa gay thiét hai ar pham
cho TNH P '
Khéng thie hién hoéac
thwe hién khéng dung Trer tudn thd | Trer tudn tha | Troe tuan tha s e
; i1sg | c4Cauy dinh vé PCCC | 200000 300000 | 500000 _'LSéL; f}‘i’é”ngbh;hxgnlg
va phong chéng thién tai | déng/lan vi dong/lan vi | déng/lan vi
nhwng chwa gay thiét hai | pham pham pham
cho TNH
Pem chét né/chét dé Trir tudn thd | Trir tuan tha | Troe tudn tha ; s
s | iea | ChaY... vao noilam viec | 500.000 800.000 | 1.000.000 _'L? e
(nhwng chwa gay ra thiét | déng/lan vi ddng/lanvi | déng/lan vi P y
hai cho TNH) pham pham pham

Trang 16 trén 28
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Mrc xir ly vi | Mivc xi ly Mire xwr ly ;i
Mai | Noi dung chitiét hanh | phamband | vipham ph?': ;’r:"
STT | Hanh vi 1 ham NV - | band 5 ham QLPH - Ghi cha Phwong thire do lwéng
Vi vi pham tuén thua band 5 ham | QL-band 7 |\ o o
cG ham QLCC HDBH
i ' o . i . - S&r dung hinh anh
Khéng thirc hién cac quy Trir tulitd | Tretanthy | Fretuln b - Hodc, 1ap bién ban xac nhan,
: \ $H 100.000 200.000 300.000 . e i
T IN7C | dinh ve 5S cua Tap . X . ey treong hop nguwoi vi pham khéng
X Ay déng/lan vi déng/lan vi | déng/lan vi e ik iR i
doan/ don vi/ phéng ban Rain i ham ky thi chi cAn xac nhan cla
o RR o ngudi chirng kién

Nhoém IV. Bao vé tai san

Di chuyén tai san dén
noi khac trong pham vi

Trir tuan tha

Trir tuén tha

Trir tuan thd

- St dung hinh anh

1 IV1IC | co quan khi khc‘:nxg dugc ;ggg?%?_' i gggg?'%% » gggg?%?] ” - Lap bién ban x ly
cAp c6 tham quyén cho ohieh pham pham
phép
Mang tai san ra/vao co
quan khong dang ky véi | Trlr tudn thd | Trir tudn thG | Trir tudn tha - §ir dung Hlah Ao
5 20 don vi cé trach nhiém va | 100.000 200.000 . 300.000 ' Trw tai san dugce trang bjchoca | Likis byilint Bl K
khéng xuét trinh gidy t& | ddng/lan vi dbng/lanvi | déng/lanvi | nhan %P y
hop & (néu duoc yéu pham pham pham
cau)
St dung trang thiétb | 1o antht | Trir tuén th | Trir tulin tho - S(r dung hinh anh
3 IV3C | dién ma TNH khéng cho L Ll 390'000 , - Lap bién ban xc ly
. g ddng/lAnvi | ddng/lAnvi | déng/lan vi ap y
phep pham pham pham
Giao tai san duwoc TNH Trir tuadn thd | Trer tuan tha | Trir tuan tha Ap dung dbi v&i céc truong hop . L
. S - 3 P - Str dung hinh anh
4 V4G trang bi cho.ngu'o'l khac | 100.000 . 2(;)0.009 ' 390.000 ‘ khong qam trong mong muodn cga - Lap bién ban xt Iy
str dung, chiém doat déng/Ian vi déng/lAnvi | déng/lan vi | nguoi vi pham va khéng gay thiét y
hoac lam hu hdng pham pham pham hai nghiém trong cho TNH.
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Mirc X 1y Vi | Murc xi ly Mdrc xir ly vi
" . N —_ . pham band
Ma No6i dung chi tiét hanh pham band vi pham 7 ham
STT | Hanh vi 1 ham NV - | band 5§ ham QLPH — Ghi chu Phwong thirc do lwéong
Vi vi pham tuan tha band 5 ham | QL —band 7
s band 9 ham
cG ham QLCC HDBH
Truong hop cé tinh sé bj xd ly
theo quy dinh cua TNH va Phap
luét.
Khéng thirc hién tié} Trlr tuan tha | Trip tuan thd | Trie tuén tha - St dung hinh &nh
5 V5B kiém dién (khong tat cac | 200.000 300.000 500.000 Néu la nguoi sau cung roi khoi - Lds bl ey e Y
thiét bi dién khi khéng doéng/lan vi ddng/lanvi | ddng/lan vi | noi lam viéc o y
lam viéc va khi ra vé) pham pham pham

Nhém V. An toan théng tin

Mang may tinh (PC,

Trir tuan thu

Trir tuan tha

Trr tuén tha

- S{r dung hinh anh

Laptop) cua ca nhan dén | 100.000 200.000 300.000 Rl s i
L L e phong lam viéc cia | ddng/lan vi déng/anvi | déng/lan vi Lép bién ban xt ly
TNH dé st dung. pham pham pham
o duzn g t hiét b' iy — § - R el .| Chicho phép copy di¥ liéu phuc
(usb, 6 clrng cam ngoai, | Trirtuanthu | Trir tudn thd | Trie tudn thd vu cong viéc tir thiét bj ngoai vi
thé nho,...) aé copy di¥ 100.000 200.000 300.000 o L2 . Fo i
2. va2C e : i z —_— . X nA vao cac may tinh Céng ty (PC va
liéu trong cac may tinh ddng/Ian vi déng/lanvi | dong/lan vi Taton) v phdl dng ki st dun
ctia Cong ty (PC va pham pham pham i A RIAL CRIG Y S g
thiét bj ngoai vi theo biéu mau
laptop)
St dung may tinh Céng
ty truy cap cac website Trie tuan tha | Tree tuan tha | Tror tuan tha L —
5 | yac | chat trd choitryctuyén | 100.000 200.000 300.000 ] ff" db“igg k]
' trén Internet; website cé | déng/lan vi ddng/lan vi | ddng/lan vi ap y
ndi dung khéng lanh pham pham pham

manh, cac website co

Trang 18 trén 28
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Mdrc xu IV vi . > pe Mirc xwr ly vi
. 5 B S y M'.Pc id pham band
Ma NGi dung chi tiét hanh | pham band vi pham 7 ham
STT | Hanh Vi 1 ham NV - | band 5 ham QLBH — Ghi chu Phwong thirc do Iwéng
Vi vi pham tuan thu band 5§ ham | QL —band 7 A
ham QLCC band 9 ham
CG HDDH
chira virus déc hai; hém
thw céng céng;...
S dung may tinh Céng | Trir tuan thG | Trop tudn tha | Trie tuan tha | Céc triong hop can phéi st dung 5 3= el
g s x 5 L B et - St&r dung hinh anh
4 VAC ty truy cap cac mang xa 100.000 200.000 300.000 dé phuc vu cbng viéc thi phai - LD bién ban X Iy
' hdi: website nhac hodc | ddng/lan vi ddng/lanvi | déng/lan vi | ddng ky va cé sw phé duyét cda " y
xem video tryc tuyén; pham pham pham trudng don vi
Cai dat cac phan mém Trirtudn thd | Troe tudn tha | Troe tuan tha | Céc truong hop cén phéi st dung | .
5 V5C st dung giao thirc két 100.000 200.000 300.000 dé phuc vu cdng viéc thi phéi L4 biéngbén < Iv
' néi p2p (Vi du: Torrent, | ddng/lan vi ddng/lanvi | ddng/lan vi | ddng ky va cé sw phé duyét cla P y
Sopcast..); pham pham pham truéng don vj
Tai Ién hoac tai xubng tir
Internet cac file thuc thi Trir tudn thii L S e ot b
cé phan dudi mé réng Trir tudn thu | Trir tudn tha Khong tim céach ¢é tai Ién hodc téi | - St dung hinh anh
; 200.000 300.000 500.000 £ R 3 z. i S
6. V6B bao gébm nhuwng khéng N . 3 . 3 . xubng céc file nay bang céch doi | - Lap bién ban xt ly
. ddng/lan vi déng/lan vi | déng/Ian vi R i
han ché: exe, bat, com, h tén, doi phan dubi mo rong.
iy pham pham pham
Ink, msi, pif, scr, vbs,
vbx...
Chuyén céc tai liéu mat
hoac tai liéu ndi bd ra Trir tuan thil L X o i
bén ngoai mang ndi bd Trirtuantha | Trer tuan thu - St dung hinh anh
g ; 200.000 300.000 500.000 e Lot e s 4
7. V7A cua Tap doan khi chua N . X y . X ; - Lap bién ban xu ly
. -y ddng/lan vi déng/lanvi | déng/lan vi
duocAnninh NOIDO oy oy pham pham
xem xét va Tong Giam '
dbc Tap doan phé duyét.
8 VBA Cho mwon/muwon tai Trir tudn thd | Tror tudan thd | Troe tuan tha | Ngwoi mwon/ cho muwon/ vo tinh
e khoan dang nhap va mat | 500.000 800.000 1.000.000 c6 théng tin va st dung théng tin
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Mdrc xip ly vi Murc xr Iy Miec xur ly vi
Ma | Noidung chitiéthanh | phamband | vi pham p".‘;mh;z"d
STT | Hanh vi 1 ham NV - | band 5 ham QLPH - Ghi cha Phwong thirc do lwéng
Vi vi pham tuan tha band 5 ham QI‘. —band 7 band 9 ham
cG ham QLCC HDBH
khau (ctia ban than va ddng/lan vi ddng/lanvi | ddng/ldnvi | tai khoan dang nhap cla ngudi
clia ngudi khac) pham pham pham khac cho muc dich ca nhan, gay
thiét hai cho TNG sé bi xem xét ky
luat lao dong.
Viéc xac dinh mure do thiét hai va
xem xét dé nghij ky luéat lao dong
ap dung theo theo quy dinh co
hiéu e hién hanh cua TNG
o - Trir tudn thd | Trer tuan tha | Troe tuan tha | Cén cai ché do thoi gian tw dong x -
e ::;‘;”t?n';h::' T, | 100000 200000 | 300.000 | khéaman hinh téi da khikhong | f;pd;':gg Eg‘nhx?:;
1am vidc trén 30 pht ddng/lAnvi | déng/lanvi | ddng/lanvi | Jam viéc la 30 phat dé trénh sai :
pham pham pham st
Khdng it mby tinhos | o UINthG | Trk unthg | Tri tuln thi - St dung hinh anh
10. | V10C | nhan (aptop, PC) khira | 100-00C p s o B oy Al - Lap bién ban x Iy
' N FE ddng/lan vi ddng/lan vi | dong/lan vi P y
L pham pham pham
Khong céat cac gidy t& Trie tuan thG | Trer tudn tha | Troe tuan tha ; i
11 | yi1c | auan trong hodc may 100.000 200000 | 300.000 _'LS;’ génngbg:r;;r}h
' tinh xach tay trong tti c6 | ddng/lanvi | déng/lanvi | dong/lan vi P y
khoa pham pham pham
tE‘fq?nché;? v?_ Phét i e Trir tuadn tha | Trir tuan tha | Trie tudn tha st A
12. | vi28B ;;aljflé:gtrlmz tf G ol | Do 00000 || 500000 | ViGo.xAc dinhmire 09 igloel --Lél; bidin béin x?rr}y
hinh thirc nhung chua dong/lan vi dong/lan vi dong/lan vi theo quy dinh cua TNH
pham pham pham

gay thiét hai
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Mdrc xwv ly vi

Mdrc x ly vi | Mire xde Iy
Ma | Néidung chitiéthanh | phamband | vi g FSHESANG
STT | Hanh vi 1 ham NV - | band § ham QLBaI-'In— Ghi chu Phwong thirc do lwong
Vi vi pham tuan tha band5ham |QL-band7 | o, 5
CG ham QLCC HDDH
Tw y cung cap théng tin
vé chinh sach ban hang,
E:ﬂZa:H;hno;gbgnT:h:ch Trir tudn thG | Trey tuan thd | Trie tudn tha VORI et e
13, V13B | hosc bén ngoéil el i 200.000 . 390.000 ; 590.0q0 : Viéc xac d}_nh mffC doé thiét hai
i A g ddng/1an vi déng/lanvi | déng/lan vi | theo quy dinh cda TNH
cé sw phé duyét cua pham pham pham

Lanh dao Tap
doan/Céng ty nhwng
chwa gay thiét hai

Nhoém VI. Chat

lwong céng viéc

Khong hoan thanh céng
viéc theo khéi lwong,

Trir tuan thi

Trer tuan tha

Trir tuan tha

- S(r dung hinh anh

P v 200.000 300.000 500.000 Viéc xac dinh mdre do thiét hai e i la v o
1 VI1B chat lwong, tién dd f]wcc ddng/iAn vi déngllén " ddng/lan vi theo quy dinh ctia TNH - Lap bién ban xw ly
giao nhwng chwa gay fhis pham pham
thiét hai cho TNH i '
Kpong hoan thanh cung Trir tudn thd | Trir tudn tha | Trir tuén thu Dé khéch hang phan héi y kién
cap chét lvong dich vu 200.000 300.000 500.000 i e L il i s ok . Y
2 VI2B i ) ; \ X A gt X X X i khong tot vé thai do, hanh vi, loi - Y kién khach hang
cham soc khach hang dong/lan vi dong/lan vi dong/lan vi #&E ol nkidn vidn
theo tiéu chuén pham pham pham ’
Thwce hién sai hoac oA = e g 4 L .
o e Trir tudn thd | Trie tuan tha | Trw tuan thu N N
TR T ghu°”g.ltnhh‘-fg£";‘c%rt]het° 200.000 300.000 500.000 Viéc xéc dinh mac do thiét hai |~ fﬁ" d;‘.’fg g',”h a‘,”r,
B by ddng/lAnvi | ddnglanvi | dong/lanvi | theo quy dinh cia TNH L DL i) B
ban hanh nhwng chuwa e o Fidi
gay thiét hai cho TNH Fs P pha
, i e e i el ik - Két qua bao cdo trén cac irng
3 VI4B Khéng thwe hién, ap Trir tudn thd | Trie tuan tha | Trw tuan thu dung, phan mém ma cang ty

dung céng nghé ma cong

200.000

300.000

500.000

dang st dung
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Mrc xte ly vi | Mo xir ly Mdre xwr ly ;i
Ma N&i dung chi tiét hanh | pham band vi pham phgmh;::n
STT | Hanh vi 1 ham NV - | band 5§ ham QLDH — Ghi chu Phwong thirc do lwérng
Vi vi pham tuan thu band5ham |QL-band7 | . o .
cG ham QLCC HDBH
ty da cb thong bao trién | dong/lanvi | ddng/lanvi | ddng/lan vi
khai pham pham pham
HATAT A ” Trle tuan tha | Trir tuan thd | Trir tuan tha - Can ctr theo th&i gian thirc hién
o o g:r; i“‘.°k;2‘r’1 h‘;f]tnd"trr‘]%i 100.000 200.000 300.000 bao c4o trong quy trinh
% y el dodng/lan vi ddng/lanvi | ddng/lan vi -Theo email nhac nhé clia ngudi
o pham pham pham phu trach téng hop bao céo
Trirtudn thd | Trir tudn tha | Tree tuan tha
Khéng thuc hién ding | 200.000 300.000 500.000 B oty 0 G
L cam két SLA gdng/lAn vi | déng/lanvi | ddng/lan vi -L&p bién ban xtr ly
pham pham pham
Khéng chap hanh hoac
thrc hién sai ménh 1enh | 11y 4,80 tha Trir tudn tha | Trir tuan thd
; B . u U trtu = : 5
s | ibiE :’h‘g‘:nphjpéi“;fipf;nh 200.000 300.000 500.000 Viéc xéc dinh mie do thiét hai | f;" dl;gg E;"nhx??
o e ddng/lanvi | déngllanvi | dong/lanvi | theo quy dinh cia TNH P y
dao quan ly tryec tiep) h h
FeUeP) | pham pham pham
nhwng chwa gay thiét hai
cho TNH
Khéng thuwe hién dung
tién d6 khac phuc o T L L
khuyén nghi d& cam két Trie tudnthd | Trir tuan thd | Tree tuan tha
1 6@ &am 1€ 1 200.000 300.000 500.000 Viéc xac dinh mic dé thiét hai Két qua hoan thanh theo cam két
7 VI5B sau thanh tra, kiém soat X . x . 3 : . - .
» ddng/lan vi déng/lanvi | déng/lan vi | theo quy dinh cia TNH da xac nhan
voi P. CLDV&TT nhwng h h
ke B o oy pham pham pham
chwa gay thiét hai cho
TNH
3 VIBB Khéng thire hién bao cao | Trirtuan thi | Trir tudn tha | Triv tuan tha | 1. CBNV bao gbém: CBNV cung - St dung hinh anh

16i vi pham chét lwong

200.000

300.000

500.000

tuong tac céng viéc/CBNV nhén

- Lap bién ban xu ly
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Mirc X |y Vi Mirc X ly Murc xur Iy Vi
Ma | Noidung chitiét hanh | phamband | vi pham ph‘;";.ba“d
STT | Hanh vi 1hamNV - | band5ham = o o Ghi chu Phwong thirc do lwong
Vi vi pham tuén tha band 5§ ham | QL-band7 |, 0o am
CcG ham QLCC HDDH
cong viéc (nhém 6) cho | ddng/lanvi | ddng/lanvi | ddng/lan vi | két qua cong viéc/B6 phén nhén
Phéng CLDV & TT khi pham pham pham két qua cbéng viéc.
phat hién: Vi du 1: Anh A g chdm béo céo
- L6i tuan tha cia CBNV lam cham tién dé béo céo cua
khac anh B. Anh B khéng bao céo lai
- L&i tuan thu cla bd sw viée cho P. CLDV&TT thi anh
phan khac B phat sinh 15
Vi du 02: B6 phén A givi yéu céu
cho B phén B thuc hién cong
viéc. BO phén B thuc hién cham
tién dé hodc Bo phéan A khéng
béo céo 16i cia B phén B thi sé
phét sinh 16i cia bd phan A va B.
3. Can bé ¢d 16i trire tiép sau khi
P. CLDV&TT xac minh sé xu ly
theo quy dinh TNH.
Hanh vi quan ly nhan 1. L6i vi pham do bd phan hoéc
vién cép dudi: CBNV khéc béo céo thi can bo
- Can bd quan ly khéng quan ly phét sinh 16i truec tiép.
phat hién ra 16i vi pham Trir tudn tha | Tror tuan tha | Viéc xac dinh miee do thiét hai
9 VITB clia nhan vién cap duoi. 300.000 | 500.000 theo quy dinh cta TNH.
- CBQL phat hién ra 16i ddng/lan vi ddng/lan vi 2. Néu cén bé quan ly da tw phéat
tuan tha nhwng khéng pham pham hién ra 16i tuén thad, da cé béo

théng bao cho P.
CLDV&TT hodc cb y che
dau

cdo cho P. CLDV&TT va da thuc
hién bién phap khéc phuc thi
khéng phat sinh 16i tuén tha.

Trang 23 trén 28
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s i 1 .o | Mire xer ly vi
s N6 oy ‘ Murc xw Iy Vi M|:pc X |y phgm Band
6i dung chi tiét hanh | pham band vi pham 7 ham
STT | Hanh vi 1 ham NV - | band 5§ ham QLPH - Ghi cha Phwong thirc do lwéng
Vi vi pham tuéan thu band 5§ ham | QL-band 7 |, o .
CG ham QLCC HDDH
A ~ ~
Nhan vién %ao c4ocong | Trivtuan thd | Trivtuanthd | Trirtuan tha | Viéc xac OcTi_inh mkc do thiét hai va f:’r: iépg igtDV&TT HRp nhan teng
viéc vuot cap, khéng 200.000 300.000 500.000 xem xét dé nghj ky luét lao dong i)' irs
10 Vies théng bdo qua cap quan | ddng/lanvi | ddng/ldnvi | ddngllanvi | ép dung theo theo quy dinh c6 B2. P. CLDV&TT xac minh
ly truc tiép pham pham pham hiéu luc hién hanh cia TNH B3. P. CLDV&TT xac nhan v
nguwdi vi pham
Can bd quan ly giao viéc
cho nhéan vién cla don vi
khac ma khéng théng Trir tudn thd | Trir tuan thad
11 vigg | b0/ cung cép théng tin 300.000 500.000
cho cap quan ly truc tiép ddng/lanvi | déng/lan vi
cua nhan vién do; gay pham pham
anh hwéng dén cong
viéc ctia don vi.
Nhém VII. Y THUC VA HANH VI
- Vi pham lan | - Vi pham - Vi pham lan Loi Igp lai la Ioi cung mot hanh vi
2:bang m&rc | 14n 2: bdng | 2: bang mirc Gp gt = fan o en.
A it . Vi du: Thang 1: nhan vién A qua
. VeI IRV BRI | VL deadline cong viéc "X". Théng 2:
L&i 1ap lai ké tir ngay bi | nhém VI nhom VI nhém VI ARG Gty VIRG 4w FIGIN &
finh 18 tuan tha An @Au | nhan ()2  |nhan()2 |nhan(g2 | han vien A tiep tuc qué deadiine )
tién. Chi p dung dbi véi oBng vifie X% Nk ity f50h W | Diew vilo B fay ihnalifh v v
1 VIHE | hankesithule nhém Vi - _ . . . .| qua deadline cung cong viéc "X"| Danh sach IGi tuan thd do
Q ) b e Vi Pham [an -XV| pham - Vi Eham [an Iap lai 2 Iar? duoq coi la Iqr lap {at. P CLDV&TT theo dai dé tinh sb
Chét lwong cong viéc va | 3: bang mic | lan 3: bang | 3: bang mirc | Viéc xac dinh muc do thiét hai va | & a0 |ai
thoi han 12 thang ké tir vi pham mdec vi pham | vi pham xem xét dé nghj ky luét lao dong e
lAn dAu tién bi tinh 1&i nhom Vi nhom VI nhém VI ap dung theo theo quy dinh co
nhan (x) 3 nhan (x) 3 nhan (x) 3 hiéu lyc hién hanh cuda TNH
Viéc xac dinh mdc do thiét hai va
- Vi pham lan | - Vi pham - Vi pham Ian | xem xét dé nghi ky luét lao dong

W\ %Za' N\

Trang 24 trén 28

1

P ARl




Wi
" TNH

CONG TY CO PHAN PAU TU & QUAN LY KHACH SAN TNH
JOville, tang 21, TNR Tower, s 54A Nguy&n Chi Thanh, Q.Bong Da, Ha N§i

Tel: (+84 24) - 7309 9066
Website: www.tnh-hotels.vn

Mirc X Iy Vi | Mive xi Iy Mdrc xir ly vi
& X s Fof . pham band
Ma N&i dung chi tiét hanh | pham band vi pham 7 ham
STT | Hanh vi 1 ham NV - | band 5 ham QLBH — Ghi cha Phwong thirc do lwéng
Vi vi pham tuan thu band 5 ham | QL —band 7 bl 8 Bl
cG ham QLCC HDBH
4: chuyén lan 4: 4: chuyén ap dung theo theo quy dinh co
TNTalent chuyén TNTalent hiéu lwc hién hanh cua TNH
xem xét xtr ly | TNTalent xem xét xr
ky luat theo xem xét xt&¢ | Iy ky luat
quy dinh. ly ky luat theo quy
theo quy dinh.
dinh.
L&i hé théng: Thue hién
i ':T°gz kg?n”hg g‘f Trirtun thG | Trir tudn thG | Trir tuan tha | Viéc xéc dinh mik do thiét hai va
O e 500.000 800.000 1.000.000 xem xét dé nghi ky luét lao déng
2 VII2A trinh; Chirc nang nhiém N SR A L 5 . ; y
vu ma khéng cé phé dong/lan vi dong/lan vi doéng/lan vi ap dung theo theo quy dinh c6
ham ham ié ién ha 7
duyét ngoai I8 ciia cAp pham p P hiéu lwe hién hanh cua TNH
c6 thdm quyén.

Trang 25 trén 28
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PHU LUC 02
NGUYEN TAC AP DUNG TR TUAN THU
1. Cac nguyén tac chung
Quy dinh tranh trung lap trie tuan thu:
Déi véi nhém nhan vién thuee hién cac cong viéc theo bd quy dinh tiéu chudn va ché tai Trir tuéan
tht chat lwong dich vu sé khong phai ap dung cac muc trung Iap trong bd danh muc nay.
Thé&i gian hiéu lwc cua cac 16i vi pham tuan thu: tinh trong ndm tai chinh tir 1/1 dén 31/12.
Trir tudn thu: theo quy dinh clda Tap doan phu hop theo tirng théi ky.
2. Mal6i Tuan tha:
= Nhém 16i:
| - Gi¢r giac lam viéc;
II- Van héa cong s¢;
[l - An toan lao déng;
V- Bao vé tai san;
V- An toan théng tin,
VI: Chét lwgng cong viéc;
VII: Y thirc va hanh vi
= Sb thir tw trong nhém: 1,2,3.4 ...
= Cap dd 16i:
A: Nghiém trong
B: Trung binh
C: Thap
3. Murc trir tuan tha vi pham trwec tiép:

= Mtrc trir tuan tha la Mirc ap dung tir cap bac Band 1 - Band 9 (véi don vi la cac cap bac

twong duong)

= Mcrc trir tuan tha dwoc quy dinh cho tirng ma 18i va tang dan theo 3 nhém dwa trén phan cap

quan ly:

. Band 1 ham Nhan vién dén Band 5 ham Chuyén gia

=  Band 5 ham Quan ly dén Band 7 ham Quan Iy cép cao (Bao gém Band 6 ham Chuyén
gia cao cép)

=  Band 7 ham Quan ly diéu hanh dén Band 9 ham Héi déng diéu hanh

Trang 26 trén 28
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4. Murc trir tudn tha vi pham gian tiép: 1a miec Trir tuan tha déi véi Can bd quan ly trye tiép
khi dé CBNV cép dwéi vi pham 16i.

Nhom hanh
vi

Phan loai mirc do
lién déi

Nguyén tac tinh phat lién
doi

Mdrc trir tuan tha lién déi

. Thoi gier
lam viéc,
thoi gior
nghi ngoi

Il. Van hoa
lam viéc
noi cong
SO

lll. An toan
va vé sinh
lao dong

IV- Bao vé

tai san

V- An toan
thong tin

Phu thudc y th}'rc
CBNV & cé thé dinh
muec vi pham

- Dwa trén ty |& 16i vi pham
(%) = s6 lwot vi pham/
tdng sb Iwot dinh mirc

- Trlr tuan thu véi tredng
hop cap quan ly dé ty 1é
16i vi pham vwrot qua 5%
(véi nhém hanh vi c6 tan
suat dinh ky hang ngay)
va 20% (v&i nhém hanh vi
c6 tan suét dinh ky hang
tuan)

Trir tuan tht 200.000 ddng/nhém
16i vi pham

Vi du:

- Cép quan ly trwe tiép dé xay ra
tinh trang di muén vé sém trong
don vi/lbd phan cda minh vwot ti
5% téng s6 Iwot theo ngay céng
(Ilvot sang, lwot chiéu) trong
thang bi trir tuan thd 200.000
doéng.

- Cép quan ly trwe tiép dé xay ra
tinh trang khéng tuan thud cac yéu
cau khai bao/ bao cao theo tuan
don vi/bdé phan cua minh vwot ti
20% tbng sé lwot trong thang bi
trir tuan tha 200.000 dong.

Phu thudc y thire ,
CBNV & khéng thé
dinh mtrc vi pham,
cap quan ly khéng
biét/ khéng dwoc
théng bao/ tham
gia/ chi dao

Khong tinh lién d&i cho
cap quan ly

VI. Chét
lwong
cong viéc

Cac vi pham vé
chét lvong céng
viéc khéng théng
qua cap quan ly/
cap quan ly khéng
duwoc bao cao

Tinh trir tuan tha lién d&i
dwa trén ty 1& s6 16i vi
pham trén s CBNV cla
don vi

Trir tuan tha 300,000 dong/nhém
16i néu CBQL dé sb 16i vi pham tir
30% dén duwdi 50% sé CBNV
don vi

Trir tuan thG 500,000 déng/ nhém

16i néu CBQL @é s6 16i vi pham t&r |

50% s6 CBNV don vi tré 1én

Cac vi pham vé
chét lwong cong
viéc da duoc thong
qua cap quan ly
hodc nguwoi quan ly
da biét nhung van
c6 16i vi pham

Tinh lién d&i trén téng trir
tuan thu cia CBNV

Trir tuan tha cap quan Iy truc tiép
vGi hé s6 50% trén tong so tri
tuan tha cua nhan vién cap duwdi.

VIL. Y thire
va hanh vi

Cép quan ly khéng
biét/ khéng tham
gia/ khéng chi dao
xét theo vi pham cu
thé

Tinh trir tuén tha lién déi
dwa trén ty 1& sé 16i vi
pham trén s CBNV cla
don vi

Trir tuan tha 300,000 ddng/nhém
16i néu CBQL dé sb 16i vi pham tir
30% dén duwéi 50% sé CBNV
don vi

Trir tuan thd 500,000 dng/ nhém
16i néu CBQL dé sé 16i vi pham tir
50% s6 CBNV don vi tré 1én

Trang 27 trén 28
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KY A CONG TY CO PHAN DAU TU & QUAN LY KHACH SAN TNH
™ I m JOville, tAng 21, TNR Tower, s& 54A Nguyén Chi Thanh, Q.B8ng Da, Ha Ndi
Tel: (+84 24) - 7309 9066

Website: www.itnh-hotels.vn

Nhom hanh | Phan loai mirc d6 | Nguyén tac tinh phat lién Mdrc trir tuan tha lién déi
vi lién doi déi

Cép quan ly tham
gia/ chi dao hoéc
dworc biét/ duwoc Tinh lién d&i trén téng triv
théng bao nhuwng tuan thu cia CBNV

van dé xay ra vi
pham

Trir tuan tha cap quan ly tric tiép
véi hé s6 50% trén tong sb trir
tuan tha cta nhan vién cap dudi.

5. Quy dinh ap dung déi vé&i cong tac Phong CLDV&TT:
= Lap bao céo téng hop hang thang trir tuan tha cda tirng don vi glri TNTalent (bao gom ca
trie tuan tha cla tieng ca nhan).
= Ghi nhan va tinh mdc Trir tuan tha doi véi tredng hop trir tuan tha vi pham gian tiép cla can
bd quan ly truc tiép.
6. Quy dinh vé Han mirc ap dung dbi v&i trir tuan tha:

Cép bac Han mrc trir tuan Ghi chu
thu/thang

Band 1 ham Nhan vién - Band 5: | 2.000.000 déng/ thang | Cén c bao cao tdng hop vi pham
ham Chuyén gia cua thang, TNTalent sé trir vao tuan

tha cha ky lwong thang ké tiép.

Band 5 ham Quan Iy - Band 7 3.000.000 ddng/ thang | SO V¥ot han muc trur tuan Burcha
ham Quan Iy cAp cao thang do sé duoc két chuyén sang

trlr tudn thd trong ky tinh lwong
Band 7 ham Quan ly diéu hanh - | 5.000.000 déng/ thang

thang tiép theo cho dén khi két thuc.
Band 9 ham Héi déng diéu hanh
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