o6 Tm CONG TY CO PHAN PAU TU VA QUAN LY KHACH SAN TNH
Tang 21, Toa thép A, 54A Nguy&n Chi Thanh, Quan Déng Da, Ha Noi

Tel: (+84.24) 3771.8989
$6:49./2021/QB-TNH Ha Noi, ngay 0A.thdng Ofndm 2021

A MEMBER OF TNG

QUYET DINH
V/v: Ban hanh quy trinh khao sat gia thj trneong va danh gié nha cung cap

Chu tich H6i Pdng Quan tri
- Cén ctr vao muc tiéu xay dung Chubi Khach san Thuéan ich SOJO;
- Cdn ctr vao nhu cdu mua sam cta hé théng Chubi Khach san Thuan ich SOJO;

- Céan ctr vao yéu cau cong viéc;

QUYET DINH:

Piéu 1: Ban hanh kém Quyét dinh nay ban Quy trinh khao sat gia thi trwong va danh
gia nha cung cp Chudi Khach san Thuan ich SOJO tric thudc Cong ty Co phan
Pau tw va Quan ly Khach san TNH.

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

Pidu3: Trwdng cac don vj va ca nhan thudc Chudi Khach san Thuan ich SOJO chiu
trach nhiém thi hanh Quyét dinh nay.
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YA CONG TY CO PHAN PAU TU VA QUAN LY KHACH SAN TNH

e | 3 Tm VPGD: Téng 21, Thap A, 54A Nguyén Chi Thanh, Quin Déng Da, Ha N6i

AMEMBEROFTNG  Leli (+84.24)73 073 099

QUY TRINH KHAO SAT GIA THI TRUONG
VA DANH GIA NHA CUNG CAP

Ha N¢i, Nam 2021

Ma sé:... ... Lan BH: 01 Ngay BH:
Pon vi soan thao: TNH




BANG THEO DOI SUA POI TAI LIEU

Ngay sira doi | Vi tri Noi dung sira dbi Lén sira Ghi chi
Mase:...... Lan BH: 01 Ngay BH:

Pon vi soan thao: TNH



I MUC PICH

Théng nhat v& trinh tu, tha tuc, thoi gian trong céc hoat dong mua sém tiéu chuin
ctia Chudi Khach san Thuén ich.

II. PHAM VI AP DUNG
Quy dinh dugc 4p dung toan Chudi Khach san Thudn ich.
III. THUAT NGU VA CAC TU VIET TAT, KY HIEU

NO/STT Description/ Mo ta SOJO names
1 Giam Pdc Khach san Hotel Manager
2 Giam dbc Kinh doanh Well - Offerings
3 Ké toan trudng SOJO Chief Accountant
4 Quan 1y bd pham am thue
Kind smiles manager

5 Quan ly bd phan tién sanh
6 Téng bép trudng Kind cook manager
7 Quan 1y bd phén chu déo Kind clean
8 K¥ su trudong

_ Kind engine
9 B§ phén an ninh
Méso: ... ... Lan BH: ... Ngay BH: ...

Pon vi soan thao:... ... ... ... BM-BTN.01-05



IV. DANH MUC BIEU MAU-TAI LIEU

STT Tén biéu miu Ma s6 Don vi luu
1 | Bao cdo khao sat gié thi truong
2 | Béo cdo tham nha cung cip Quy
Maso:...... Lan BH: ... Ngay BH: ....

Pon vi soan thao: ... ... ... BM-BTN.01-05
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POLICY & PROCEDURE Code/ M&: IV.13

so. FINANCE/ j Page/ So trang: 1 out of 5/ 1
& orsis CHINH SACH & QUY TRINH

C 3 ( ( ] trén 5
BO PHAN TAI CHINH KE TOAN

Drafter/ Nguwoi soan théo:

Revision/ Stra déi: Signature/ Ky tén: Signature/ Ky
........................................................................ =Ty R B B e
Validity/ Hiéu luc: Date/ Ngay: Date/ Ngay:

Approver/ Nguoi phé duyét:

Tiéu dé: Quy trinh khao st gia thj truong va dénh gia nha cung cap

MUC DiCH:

1,

Panh gia gia ca thi truong va hoat dong thuc té cta nha cung cap cac méat hang thugc Daily
Market List;

2. Dam béo tat ca cac mat hang thudc Daily Market List dwgc mua véi gia ti wu nhat, phi
hop véi chat lwong yéu cau;
3. Dam bao cac nha cung cip dd nang lwc, dap (rng dwoc yéu cAu cung clp hang hoa.
CHINH SACH:
1. BO phan Mua hang két hop ciing Bo phan Bép tién hanh khdo sat gia va lap bao céo khao
sat gia thi treong.
2. B6 phan Mua hang két hop ciung Bo phan Bép tham tryc tiép co s& clia cac nha cung

cép cac mat hang thudc Daily Market List va 1ap bao cdo danh gia nha cung cép.

QUY TRINH THU'C HIEN

1.

QUY TRINH KHAO SAT GIA THI TRUONG
B& phan Mua hang lap danh sach cac mat hang can khao sat gia. Cac mat hang nay la cac
mat hang thwdng xuyén mua va cac mat hang co s lwong mua lén trong thang.
B6 phan Mua hang gtvi danh sach cac méat hang can khao sét gia da lap cho Tredng nhém
cd GURU/Giam déc c6 Gu kiém tra va xac nhan.
B& phan Mua hang 1ap ké hoach khao sat gia thi trirdng chi tiét vé dia diém, thoi gian, thanh
ph&n tham gia khao sat, lich trinh di chuyén, phuong tién di chuyén. K& hoach nay dwoc gi
cho Trwdng nhém c¢é6 GURU/Giam déc c6 Gu dé xac nhan, chi dinh thanh phan tham gia
cling va gtri cho lanh dao don vi phé duyét.
Sau khi k& hoach khao sat gia thi treong dwroc phé duyét, Bo phan Mua hang gl thdng tin
v& thai gian va thanh phan tham gia kho sat cho B phan Nhan sy dé theo ddi va ghi nhan
cham cong.
B6 phan Mua hang va Bo phan Bép tién hanh khao sat gia thi tredrng theo ké hoach va danh
sach cac méat hang can khao sat da dwoc duyét. Trong qua trinh khéo sét, Bd phan Bép co
trach nhiém kiém tra chat lwong hang héa ding theo yéu ciu, Nhan vién Mua hang c6 trach
nhiém kiém tra vé gia ca.
B& phan Mua hang lap bao cao khao sat gia thi trwdng chira gia ghi nhan tai thoi diém khao

sojohotels.com @ SOJOHotels sojchotels



gid va so sanh véi bao gia dwgc chon clia nha cung cap da ky Hop ddng véi khach san.
Béo cdo chi ra chénh léch gilra gia dwoc chon va gia thi trnedng, y kién clia cac thanh phan
tham gia khdo sat. Trweong hop béo gia clia nha cung cap dang st dung cao hon gia thi
trwong, B6 phan Mua hang cé nhiém vu dam phan lai véi nha cung cap dé dwa vé gia thap
hon hoac bang gia thi treong va hoan thién bang gia thyc phdm hang ngay cho bép clia
thang dé.

Trong qua trinh khao sat gia thi trrd'ng B phan Mua hang tim kiém cac nha cung cip méi
c6 hang héa dap (¢ng yéu cau clia BO phan Bép, dap (ng dwoc cac tiéu chudn vé Iwa chon
nha cung cép dé da dang héa danh sach nha cung cép.

Béo céao khao sat gia thj treong dwoc givi cho lanh dao don vi phé duyét.

QUY TRINH DANH GIA NHA CUNG CAP
Bo phan Mua hang lap danh sach céc nha cung cép va Iap ké hoach di tham nha cung cép
chi tiét vé dia diém, thoi gian, thanh phan tham gia, lich trinh di chuyén, phuong tién di
chuyén. Ké hoach nay dwoc glri cho Trwdng nhom c6 GURU/Giam dée c6 Gu dé xac nhan,
chi dinh thanh phan tham gia cing va gt cho lanh dao don vi d& phé duyét.
Ké hoach di thdm nha cung cap dwoc phé duyét dwoc Bo phan Mua hang givi cho BS phan
Nhan sy dé theo déi va ghi nhan chdm cong.
B phan Mua hang va B phan Bép tién hanh tham nha cung cép theo ké hoach da dwoc
duyét. Bo phan Bép va BS phan Mua hang cé trach nhiém kiém tra diéu kién kho hang, chét
lweng hang héa, trang thiét bi, phwong tién van chuyén, didu kién vé sinh va ghi nhan lai
c4c van dé bét thuwdng néu co.
Bo phan Mua hang Iap bao cdo ghi nhan thurc té chirng kién tai co sé ciia nha cung cap, ¥
kién danh gia cia cac thanh phan tham gia va co két luan nha cung cip co dap (rng dwoc
yéu cau dé tiép tuc cung cap hang héa cho khach san hay khéng.
Bao céo tham nha cung cap dwoc gli cho lanh dao don vi phé duyét.

TAN SUAT

B6 phan Mua hang két hop cuing Bo phan Bép tién hanh khao sat gia va lap bao cao khao
séat gia thi treong: 01 1an/ thang.

B6 phan Mua hang két hop cuing Bo phan Bép tham tryc tiép va danh gia nha cung cap:
01 lan/ quy.
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LUU BO THUC HIEN
No

l

Mua hang lap danh sach

can danh gia

méat hang khao sat/ NCC |——

GURU
phé duyét

A4

No

Gri bao cao
cho lanh dao
don vi

Ké toan trwéng

% sojohotels.com

Mua hang lap ké
hoach khao sat/ danh

gid NCC

Y

GURU chi dinh thanh
phan tham gia

@M.S_

Yes Mua hang guvi ké
hoach dwoc duyét
cho nhan sw

Lanh dao
phé duyét

A

Mua hang lap bao céo

W bl vt | Tién hanh di khao
4—-‘-——-
SR S?Qté%a“h gia st/ danh gia NCC

Chi tich Hai ddng quén tri 2~
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Sé: /202 /TT/SOJO

BAO CAO KHAO SAT GIA THI TRUONG THANG .../202

Ha Néi, ngay ... thang ... nam 202

Kinh gi: Giam Ddc khach san

Bo phan Mua hang va B phan Bép kinh trinh Giam Bdc khach san Bao céo khao st gia thi

trwdng thang .../202 tai cac dia diém sau:

1: CHEY vci =80 v,
ey GIA DANG GIA THI CHENH )
STT TEN HANG DVT | AP DUNG TRUONG LECH GHI CHU
(VND) (VND) :
1
2
2. Gho'..~86/:,
¥ GIA DANG GIA THI CHENH ;
STT TEN HANG PVT | AP DUNG TRUONG L ECH GHI CHU
(VND) (VND) ¥
1
2
Nhan xét:
BO PHAN MUA HANG BO PHAN BEP
GIAM DOC KHACH SAN
% sojohotels.com @ SOJOHotels (O] ) soiohotels
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BAO CAO THAM NHA CUNG CAP QUY .../1202

& 1. v kien i hng sha A R

Nhiét do td dong du¢i-15°C

0OC6| O Khéng

Cac mat hang c6 dwoc gilr & nhiét do thich hgp khong?

0OCo6| O Khéng

TG mat, tG dong co bi qua tai khong?

OC6| O Khong

Hang hda cé dwoc sap xép trén gia ké va gia ké hang cé cach san va twong kho

OC6| OKhéng

Kho c6 bui ban, cbn tring, déng vat gam nham khéng?

OCé| O Khéng

Hang hoa hét han st dung cé dwec tach riéng khoi kho khong?

0C6| O Khéng

Kho c6 dwoc vé sinh sach sé khéng?

0OC6| O Khéng

2.  Diéu kién chat lwgng hang hoéa

Hang héa dwoc dong goéi, cé tem, nhan mac khéng?

0Cé| O Khéng

Hang hoa cé han str dung ré rang khéng?

0C6| O Khéng

V& cAm quan hang héa thirc phdm cé twoi khdng?

OC6| O Khéng

3. Didu kién trang thiét bi va phwong tién van chuyén

Cac vat dung s dung dé chira/ dwng, so ché hang héa cé sach sé&, ngan nap

OC6| O Khong

Phwong tién van chuyén cé sach sé va cé nhiét do thich hop véi hang héa khong?

OC6| OKhong

4. Piéu kién vé sinh

C6 gidy chirng nhan vé sinh an toan thwc pham khéng?

OC6| O Khéng

Nhan vién co tuan tha vé sinh thwc pham va yéu cau an toan thic pham khéng?

0 cCo O Khéng

Nhan xét:
Ngwe&i lap bao cao Ngwei tham gia danh gia
% sojohotels.com @ SOJOHotels sojohotels
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