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I-  OBJECTIVE :   
To control the  assets which are temporarily 
provided by ABC to the staff as supportive 
resources to assist them perform their tasks and 
assignment  
 
II- DEFINITION: 
Company assets : portable assets to be provided 
to each individual such as laptop, plugs, mobile 
phone, SIME card….  
 
III- POLICY :  
-​ The company assets will be provided to the 

staff with the approval of the Department 
Heads for company purpose only. Those 
assets must be returned in good condition 
before the staff leaves the company.   

 
-​ Based on the approval of Department 

Heads, the IS Supervisor is responsible for 
delivering the assets to the staff and record 
all relevant information.  

 
IV – PROCEDURE :  

-​ Staff gets the approval from Department 
Head on the personal asset requisition form 
and send it to IS.  

 

-​ Staff has to sign in the delivery asset form 
when receiving assets from IS and has 
responsibility to return to IS 02 weeks 
before  leaving. .  

 

-​ IS will manage and provide those assets in 
good condition to staff within one week 
after receiving the requisition.  

 
 

-​ IS is responsible for filing all property forms 
and send a copy to HR.  

 

-​ HR is responsible for informing to IS of  the 
staff’s  leaving  .  

 

-​ IS has to confirm the status of the returned 
assets to HR one week before the staff’s 
leaving. In case of losses or damages, IS has 
to  calculate the compensation and gets 

I-​ MUÏC ÑÍCH :  
Ñeå kieåm soaùt caùc taøi saûn maø ABC taïm caáp 
cho nhaân vieân  nhö  laø nguoàn löïc hoã trôï ñeå  
giuùp hoï  thöïc hieän coâng vieäc vaø nhieäm vuï 
cuûa mình.   
 
II-​ ÑÒNH NGHIAÕ :  
Taøi saûn coâng ty : nhöõng taøi saûn coù theå 
xaùch tay ñöôïc cung caáp cho töøng caù nhaân nhö 
maùy tính caù nhaân, daây caém, ñieän thoaïi di 
ñoäng, theû ñieän thoaïi.  
 
 
III-​ CHÍNH SAÙCH :  

-​ Taøi saûn coâng ty seõ ñöôïc cung caáp  cho 
nhaân vieân vôùi söï  chaáp thuaän cuûa 
tröôûng boä phaän ñeåå phuïc vuï cho hoaït 
ñoäng cuûa coâng ty.  Nhöõng taøi saûn naøy 
seõ phaûi hoaøn traû laïi trong tình traïng hoaït 
ñoäng toát khi nhaân vieân thoâi vieäc.  

 
 

-​ Döïa vaøo chaáp thuaän cuûa caùc Tröôûng 
phoøng,  Boä phaän Thoâng Tin (IS) coù traùch 
nhieäm giao vaø ghi laïi taát caû caùc taøi saûn 
coù lieân quan ñeán thoâng tin  khi giao cho 
nhaân vieân  

 
IV  THUÛ TUÏC  

-​ Khi nhaän ñöôïc söï chaáp thuaän cuûa 
Tröôûng phoøng, nhaân vieân phaûi gôûi 
phieáu yeâu caàu cung caáp taøi saûn caù 
nhaân cho IS  

 

-​ Nhaân vieân phaûi kyù nhaän vaøo baûng giao 
nhaän taøi saûn khi nhaän caùc taøi saûn töø  
IS vaø coù traùch nhieäm hoaøn laïi cho IS 02 
(hai) tuaàn tröôùc khi nghæ vieäc.  

 

-​ IS seõ thu xeáp ñeåø cung caáp nhöõng taøi 
saûn  theo yeâu caàu trong tình traïng hoaït 
ñoäng toát cho nhaân vieân trong voøng 01 
(moät) tuaàn sau khi nhaän ñöôïc phieáu yeâu 
caàu.  

 

-​ IS coù traùch nhieäm löu nhöõng baûng giao 
nhaän taøi saûn vaø sao moät baûn cho nhaân 
söï .  
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approval of General Director and inform to 
HR for final settlement issue.  

 

-​ The final settlement will be issued based on 
the confirmation of IS. In case of deduction, 
HR has to clarify the case and explain to the 
staff.   

 
V - DOCUMENTATION  
-​ Personal asset request  
-​ Delivery asset form   
 

 

-​ Boä phaän  Nhaân söï coù traùch nhieäm 
thoâng baùo cho IS caùc thoâng tin khi nhaân 
vieân saép nghæ vieäc.  

-​ IS phaûi xaùc nhaän tình traïng caùc taøi saûn  
ñaû traû laïi cho BP Nhaân söï moät tuaàn 
tröôùc khi nhaân vieân nghæ vieäc.  Tröôøng 
hôïp maát hoaëc hö hoûng, IS coù traùch 
nhieäm tính toaùn giaù trò taøi saûn, trình 
Toång Giaùm Ñoác duyeät, sau ñoù thoâng 
baùo cho BP Nhaân söï ñeå phaùt haønh baûng 
thanh toaùn cuoái cuøng cho nhaân vieân.  

-​ Baûng thanh toaùn cuoái cuøng seõ phaùt 
haønh döïa vaøo xaùc nhaän cuûa IS .  Trong 
tröôøng hôïp coù khaáu tröø , BP Nhaân söï coù 
traùch nhieäm laøm roõ vaø giaûi thích cho 
nhaân vieân  

 
V - CHÖÙNG TÖØ  

-​ Maåu yeâu caàu cung caáp taøi saûn  

-​ Maåu giao nhaän taøi saûn  
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