»3 %
" l NH CONG TY CO PHAN DAU TU VA QUAN LY KHACH SAN TNH
Tru sé& chinh: Tang 21, Thap A, s6 54A Nguyén Chi Thanh, Q.Dong Pa, Ha Noi

A MEMBER OF TNG Pién thoai: 024.3771 8989

sé: Ak po22iQp-TNH Ha Noi, ngay 34 thang A0 nam 2022

QUYET PINH

V/v: Ban hanh Quy trinh phdi hop kiém soat tuin thi thong qua hé thong Camera Al

TONG GIAM DOC

- Can cit Diéu 1¢ va Quy ché To chite va hoat dong ciia Cong ty Cé phan Pau tw va

Quan ly Khach san TNH (TNH);
- Can cit theo @@ xuat ctia Phong Kiém sodt Chat leong dich vu va Tuan thii;
QUYET PINH:

Piéu 1. Ban hanh Quy trinh phéi hop kiém soat tudn thu thong qua hé thong camera Al

Pidu 2. Giao Phong Kiém soat Chat lugng dich vu va Tuan tht ¢6 trach nhiém 0 chirc, trién

khai thuc hién, thuong xuyén danh gia va dinh k¥ ra sodt quy trinh nay.

Pidu3. Quyét dinh nay c6 hiéu lyc thi hanh k& tir ngay ky, Phong Kiém soét Chat luong
dich vu va Tuén thu, cac don vi/co s& true thuge TNH va cac tap thé, ca nhan c6 lién

quan chiu trach nhi¢ém thuc hién Quyét dinh nay./.

Noi nhan:
- TGP (dé bdo cdo);
- Cdc Pon vi, co so
triee thuée TNH (dé thuc hién);
- Lwu: PPC-HC/Cdc don vi.




gg TNH CONG TY CO PHAN PAU TU VA QUAN LY KHACH SAN TNH

Tru s& chinh: Tang 21, Thap A, S4A Nguyén Chi Thanh, Phudng Léng

ANEMERRORING Thugng, Quan Béng Pa, Ha Noi

Dién thoai: (+84.24) 3771 8989

QUY TRINH
KIEM SOAT TUAN THU THONG QUA
HE THONG CAMERA Al

Ha Noi, Nam 2022
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I. MUC PiCH

Quy trinh Kiém soat tudn thu thong qua hé thong camera Al dugc xay dung nham dap tng
cac muc dich sau:

- Quy dinh r& cc buée thue hién kiém soat tuan thu cua Phong Kiém soat Chat lugng dich
vu va Tuén thu (goi tat 1a Phong KSCLDV va TT) thong qua hé théng camera Al dbi voi
cdc don vi/co s& thude Cong ty C5 phan PAu tur va Quan Iy khach san TNH (goi tat la
TNH) quan ly.

- Quy dinh trach nhiém, quyén han cua Phong KSCLDV va TT trong cong tac kiém soat
tuan thu thong qua camera Al ddi vai cac don vi/co so thuoc TNH quan ly.

- Quy dinh trach nhiém, quyén han cua cac don vi phdi hop, lién quan.

- Quy dinh trach nhiém cua ddi tugng dugc yéu cau giai trinh vé céc trudong hop duge hé
théng camera Al ghi nhén.

- G6p phan nang cao ¥ thirc tuan thu td chiic cla can bd nhan vién truc thuge TNH.

II. PHAM VI AP DUNG

- Cong ty TNH bao gom cic don vi/co s truc thude.

- Phong KSCLDV va TT: Kiém soat tuan thu, kiém soét chat lugng dich vu tai cdc khach
san, khu nghi dudng thudc céng ty TNH quan ly.

- Ban Quan ly khéch san, Khu nghi dudng/Van phong/TTTM... thugc TNH quan ly.

- Cong ty Co phén Quan tri Ngudn nhan luc TNTalent (goi tat 12 TTL) hodc don vi chiu
trach nhiém tinh luong cua cdn b nhén vién (CBNV) dé phdi hop trir thudng tudn thu.

- Céan bd, cong nhan vién thuoc TNH dang thuc hién cong viéc dugc giao tai cac don vi/co
sO.
1. TAI LIEU VIEN DAN
- B luét Lao dong s6 45/2019/QH 14 ¢6 hiéu luc thi hanh tir 01/01/2021;

- Quy ché t6 chirc bd may TNH ma s6 QC.BM.001 ban hanh ngay 01/09/2021;
- Noi quy lao dong ma s6 NQ.NS.001 ciia TNH ban hanh ngay 01/10/2021;

- Quyét dinh sé 137/2022/QD-TNH ban hanh ngay 19/08/2022 v& viéc sira dbi, bo sung
“Danh muc 13i tuan thi TNH” (ban hanh lan 03)

- Quyét dinh s6 140/2022/QD-TNH ban hanh ngay 29/08/2022 vé viéc Ban hanh Quy trinh
Kiém soat Chat luong dich vu va Tuén thu.

IV. THUAT NGU VA CAC TU VIET TAT, KY HIEU

4.1 Thudt ngir va cdc tir viét tit:
Trong Quy trinh nay cac tir ngir dudi day duoc hiéu nhur sau:
- Khéi, Phong, Ban (KPB): La céc don quan ly thugc Head Office TNH.

- Pon vi/co so: La céc khéach san co s, khu nghi dudng thugc TNH quén ly.
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- Phong KSCLDV va TT: La don vi t chirc kiém soét tudn thu thong qua hé thong camera

Al

- HM: Giam ddc khach san.

- HOD: Truong bd phén, truong nhém tai don vi/co so.

- Can bd nhan vién (CBNV): La nguoi lam viée tai TNH va c6 giao két Hop dong lao dong

(HPLD)/Hop ddng thir viéc/hoce viéc/tap nghé va nguoi cia Béi tac duge cir dén 1am viée
tai TNH.

Hanh vi vi pham: La cac hanh vi, vi pham tuén thu.

4.2 Ky hiéu:

Bit dau hodc

Chuyén budc tiép theo

két thiic w -
Budc cong viée Piéu chinh, stra dbi

- : Théng nhat/thdng qua, chuyén sang budc tiép theo.
- : Khong thdng nhat/théng qua, yéu cau diéu chinh, bd sung

V. TRACH NHIEM CUA CAC PON VI LIEN QUAN

5.1 Trach nhiém cia phong KSCLDV va TT

Xay dung quy trinh kiém soat tuan thu thong qua hé théng camera Al truyén thong va
theo doi, gidm sat viéc thuc hién theo quy trinh cua cac don vi/co so.

Kiém soét tinh hoat dong lién tuc, chinh xdc cta hé thdng, phdi hop véi céc bén lién quan
xir 1y khi ¢6 18i hé thong.

Lap bdo cao hang thang tong hop, phan tich dir liéu trich xuét tir hé thong camera Al,
trinh bao cdo tdi cac cap Lanh dao theo quy dinh.

Phat hién, xac minh, ghi nhén 18i tudn tha ddi véi cac truong hop co déu hiéu vi pham
quy dinh, ndi quy dugc quy dinh trong danh muc 13i tuan thit TNH (theo tirng thoi ky).
Xir Iy cac 18i vi pham tuan thi theo ding quy dinh.

Céc 16i vi pham nghiém trong, Phong KSCLDV va TT sé phdi hop cung cip cac tai liéu,
cac gidy tor ¢ lién quan dén TNTalent hodc don vi chiu trach nhiém tinh luong cua can
b nhan vién dé ra quyét dinh xur Iy ky luat.

5.2 Trach nhiém cia don vi/co s&

a) Trach nhiém cia HM don vi/co s&
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Trpyén thong, phd bién trach nhiém phdi hop, thuc hién kiém soét tuan thu thong qua hé
thong camera Al t&i toan thé CBNV tai don vi minh, dam bao viéc tudn thu quy trinh.

Chiu trach nhiém vé tinh xdc thuc cua két qua giai trinh, x4c minh nhimg trudong hop c6

dau hidu vi pham tuan thu giri t6i phong KSCLDV va TT.

b) Trach nhiém cua cac HOD tai don vi, co s&

Khai béo 1én hé théng, cung cép lich 1am viéc du kién cia bo phan trong thang tiép theo
cho phong KSCLDV va TT vao ngay 24 hang thang.

Truong hgp c6 nhirng thay déi trong lich 1am viée, thay ddi ca clia nhan vién theo diéu
kién van hanh thuc té, HOD c6 trach nhiém cap nhat, khai bo nhimg thay ddi lén hé
thong trude khi bit diu ca lam viée c6 thay déi.

Trudng hop ¢6 nhan su ctiia b phan khac duge phan cong truc tai khu vue c6 gidm sét
cua camera Al, HOD c6 trach nhiém cédp nhét, khai béo thdng tin ctia nhan su d6 lén hé
thong trude thoi diém bat dau ca lam viée.

Khai bdo, thuong xuyén cdp nhat thong tin, anh chan dung cua nhan vién theo yéu ciu
cua hé thong (Phu luc ...) l1én hé thong khi bd phédn c6 nhan su mdéi, khi ¢é nhédn su nghi
viéc.

Phéi hop theo yéu cau cua phong KSCLDV va TT trong viéc x4c minh sy viéc déi véi

nhirng truong hop co déu hiéu vi pham ndi quy, quy dinh theo danh muc 16i tuan thu (ban
hanh tirng thoi ky).

Lap bién ban vi pham tuan thu d6i v6i céc ca nhan vi pham.
Trach nhiém caa can by nhan vién tai don vi, co s&

Khi dugc yéu cau giai trinh, hd trg phong KSCLDV va TT xac minh sy vi€e ¢6 d4u hiéu
vi pham tuan thu, cén bd nhén vién don vi, co s ¢6 trach nhiém cung cAp thong tin chinh
xdc, trung thuc, chiu trach nhiém vé tinh xac thuc cta nhing thong tin ma minh cung
cap.

Phan hdi y kién (néu c6), ky xac nhan vao bién ban vi pham tuén thu duge HOD 14p.

Nhan vién bd phan Chuyén cén truc phong CCTV ¢6 thé roi vi tri ban truc duge gidm sat
bai hé thong camera Al va di chuyén trong pham vi ban kinh 10 mét dé giai quyet cong
viéc lién quan nghiép vu an ninh (Vi du: thu phét vé gui xe, kiém tra nhap hang, kiém tra
nhan vién, cong nhan ra vao...) véi thoi gian ti da 10 phat va phai dam bao gidm sat
dugce tin hiéu bao chay tir tu dleu khién bao chdy trung tam.
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VI. QUY TRINH KIEM SOAT TUAN THU THONG QUA HE THONG CAMERA Al

| 2
! Luru db thye hién Dot ¥} 129 Mo ti o
| ity phu trach | phdi hop
2 Phong KSCLDV va TT
Truyén thong quy Céc dc‘f‘ thuc hién truyén thong noi
trinh t6i don vi/co Phong Vi/eosd | qung quy trinh, gi6i thiéu
s&' vén hanh truc KSscLpv | Yén I‘mnh, h¢ thong t6i cac don vi/co
thugc TNH vaTT Kg?:?;%v s& dé trién khai kiém soat
vaTT
; Céc don vi/co s¢ thue
Cacdon | hign khai bdo dir liéu nhan
Phong v‘éﬂcﬁéz?‘ vién va thyc hié:n cdp nhat e
Khai béo dir ligu nhén KSCLDV o thuong xuyén lénhé e
vién theo yéu céu cua hé VATT | ol By thong khi c6 nhan su mi :
théng e vao, nhan sy nghi viéc
va
Phong KSCLDV va TT
Bhotie Phong thuc hién trich xuat, phén
KSCLDV | KSCLDY | ‘ich: tong hop nhimg
Phat hién vi pham VaTT vaTT truong hop ¢6 dau hi¢u vi
pham tuan tha theo quy
dinh
Phong KSCLDV vaTT
) théng béo cac truong hop
C,"jc don | o4 du hiéu vi pham tudn
Phong | " le{ Si thi t6i Lanh dao céc don
KSCLDV V@g‘hba“ * | vi/co sd. Lanh dao don
vATT KSCLn[%V vi/co s& thuc hién xdc
\TT minh, giai trinh theo diing
i thoi han duge yéu ciu.
C4c don fﬁnh }?a? c’??q?f?‘v?? SO
vileo s | truc thude TNH 1dp bién
| L4p Bién ban Kg}(l:inév v Hanb, | Ay phen it | BML 02
HeR LD baa. : Phong doi vdi cac ca phan Vi =
| vi pham tuan thu vaTT KSCLDV | pham va giri bién ban t6i BBVP
: vATT phong KSCLDV vaTT
Ma sé:........ Ldn BH: ... Ngay BH: ...
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l P‘hbng KSCLD~V vaTT
tong hop cac 10i tudn thu,
dé xuat muc trir thuong,

2 ¥ [ap bao cao hang thang
T}clmg i:&m)d o v Phong Phong | thng ké nhimg trudng
Pl e do Rk KSCLDV | KSCLDV | hop vi pham
murc trir thudng, vaTT VvATT 2 :
lap bao cg’no, dua
vao ho so
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BIEN BAN VI PHAM

AR e = [2) T i
1. Ong/ba: Chuc vu:
2. Ong/ba: Chire vu:
B. Paidién ...... (3)
1.Ong/ba: Chire vu:
2. Ong/ba: Chirc vu:
C. baidién ....... ) s e U I
1.Ong/ba: Chirc vu:
2. Ong/ba: Chirc vu:
Da tién hanh 14p bién ban vi pham nay v&i ndi dung nhu sau:
...(3).... DPa c6 hanh vi vi pham vao ...... (9)eveai cua Quy trinh quan ly van hanh duogc ...(6)
.. ban hanh.
Bién ban dugc lﬁp xong hdi .. giér . ngay ... thang ....... nam ....... , gdm trang ....... dugc lap

thanh ... ban, mdi bén lién quan gitr OI ban ,da doc lai cho moi nguoi cung nghe, cong nhan ding
va nhat tri ky tén dudi day.

PAI DIEN ...(3)... PAI DIEN ...(4)... DAI DIEN ..(2)...

*Chu giai:

(1) - La don vi cao nhdt cia don vi ldp bién ban ( T, TCT )

(2) = La don vi ldp bién bin vi pham ( TCT, Ban, Nganh, B3 phan, Congty ...)

(3)— La don vi/ca nhin vi pham; (4) — La don vi/ca nhan ¢ lién quan dén vide vi pham

(5)-La 16i vi pham durgc quy dinh trong quy trinh van hanh, quan ly cia noi ma don vi/ca nhén do cung cap dich vu dugce gidn luge bing : Mue,
diém, diéu, nhém, thir tu. . trong Quy trinh

(6) — Pon vi ban hanh Quy trinh ¢6 lién quan tryuc tiép tdi don vi/ca nhén vi pham.

Mau BB vi pham dwgc dung cho ca truwong hop cd nhan, to chire thwe hién mét hay
nhiéu hanh vi vi pham. Mau nay cé thé sira déi cho phit hop tinh chit, nji dung va
don vi xw Iy vi pham.
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PHU LUC 01 - HUONG DAN DANG KY KHUON MAT CHO HE THONG CAMERA Al

1. Tiéu chufn anh ding ky khudn mit va ciu tric thw muc ding ky bing tool
1.1 Tmchuamdangkv

. Anh mau chyup chan dung, chinh dién khudn mat (co thé sir dung file
mém cua anh the hodc anh chan dung selfie)
+ Chi bao gdbm 01 khudén mét duy nhat trong anh
+ G6c nghiéng khuén mdt theo truc thang dimg < 500
» Goc nghiéng khudn mat theo truc ngang < 200
« Khong deo khau trang, kinh dam (C6 thé deo kinh cén, 4p trong, céc loai
kinh trong sudt)
« Anh chup sau 18 tudi va cach thoi diém hién tai khong qud 10 ndm
Vi du:

Hinh 2: Str dung anh chén dung selﬂe
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1.2. Ciu triic thu muc dé ding ky bing tool

» Nhan vién cua cung mot khach san duge luu trir trong 01 folder duy nhét,
tén folder dugc dat theo ma cua khach san twong (ng nhu sau:

0 SOJO Hotel Bic Giang: BGI

0 SOJO Hotel Nam DPinh: NDI
0 SOJO Hotel Thai Binh: TBI

0 SOJO Hotel Viét Tri: VTR

0 SOJO Hotel Ga Ha Noi: GHA
0 SOJO Hotel Ha Long: HLO

o SOJO Hotel Lang Son: LSO
0 SOJO Hotel Hoa Binh: HBI

* Tén anh dugc dat theo cdu tric: Ho-va-tén_account.ext (Vi du: NguyénVan-
Nam NamNV5.jpg, Cao-Minh-Ngoc NgocCM.jpg...)

S0J0_Bac_Giang

Hinh 3: Céu tric thu muc anh nhan vién

2. Biéu méu ding ky ca lam viéc

Iy«

01 biva chinh

linhntd lkistitz@tnh

[2022-10-10708:00 [2022-10-1071600| 15 |Ca djc thd!

hotels.vn i
hotels. v

1 ftrura)
"2 [ M7 [2022-10-11708:00 |2022:10-11716:00 15 Ca dic thi |01 bi¥a chinh (trra) HLO linhntd_[kietit2@tan-
3 M7 12022-10-12T08:00 |2022-10-12716:00 15 Ca djc this |01 bi¥a chinh (tnra) HLO linhntd 1$.vn
4 M7 |2022-10-13T08:00 {2022-10-13716:00 15 Ca dic thi |01 biza chinh [trra) HLO linhntd 4
5 M7 [2022-10-14T08:00 |2022-10-14716:00 15 Cadicthal0l birachinhftnrs)  |HLO linhntd [kietit2@tnh-hotels v
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