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I- OBJECTIVE : I- MUiC NICH :

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

Nea kieam soaut catc taei saiin mae ABC taim caip
cho nhain viein nho lae nguoan léic hoa troi fea
giuup hoi théic hielin coang viedc vae nhieim vui
cuiia minh.

1I- NONH NGHIAO :

Taei satin codng ty : nhoong taei saiin cou thea
xauch tay fi66ic cung caap cho toeng cat nhaan nho
mauy tinh cau nhain, dady caém, fiefin thoaii di
fiodng, thei fiiedn thoaii.

I11- CHINH SAUCH :

= Tagei saiin coang ty sed fodic cung caap cho
nhaén viedn voui s6i chaap thuain cuiia
trooting boé phaén fieda phuic vui cho hoait
fiodng cuiia coing ty. Nhoong taei saiin naey
sed phaiii hoaen traii laii trong tinh traing hoait
fioing toat khi nhain viein thoéi vieic.

= Déia vago chaap thuaiin cuiia catc Tro6o6ting
phooeng, Boa phain Thoang Tin (IS) cou trauch
nhieim giao vae ghi laii taat caii cauc taei saiin
cou lieAn quan fiean thoang tin khi giao cho
nhaén viean

1Iv THUU TUIC

= Kbhi nhaén i6dic s6i chaap thuain cuia
Trooting phoeng, nhain viean phaii goai
phiedu yedu caau cung caip taei saiin cau
nhaén cho IS

= Nhaan viean phaiii kyu nhaén vago baiing giao
nhaiin taei saiin khi nhain cauc taei saiin toe
IS vae cou trauch nhieim hoaen laii cho IS 02
(hai) tuaan tré6uc khi ngheae viedc.

= IS sed thu xeap fiedo cung caap nhoong taei
safin theo yedu caau trong tinh traing hoait
noéing toat cho nhaan viean trong voeng 01
(moét) tuaan sau khi nhain i606ic phieau yeau
caau.

= IS cou tratuich nhiesim 16u nhodng bating giao

nhain taei saiin vae sao moit baiin cho nhain
sOi .
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approval of General Director and inform to
HR for final settlement issue. . . L . .
= Boi phain Nhain so6i cou trauch nhieim
thoiang batio cho IS cauc thoang tin khi nhaian
= The final settlement will be issued based on viean saép nghz vieic.
the confirmation of IS. In case of deduction, . o . . L
HR has to clarify the case and explain to the IS phaiii xauc nhaén tinh traing catc taei salin
staff. fai trai laii cho BP Nhaén s6i moiit tuaan
tro6uc khi nhaan viein nghee viedic. Tro6eng
V - DOCUMENTATION héip mait hoaéc ho hoiing, IS cou trauch
- Personal asset request nhiedm tinh toaun giau tro taei saiin, trinh
- De]ivery asset form Toﬁng Giaum Noac duyeiit, sau fou thOﬁl’lg
batio cho BP Nhain soi fied phaut haonh baiing
thanh toaun cuodi cueng cho nhain viean.
= Baiing thanh toaun cuodi cueng sed phaut
haenh déia vago xauc nhain cuiia IS. Trong
trooeng hoip cou khaiu trée , BP Nhain s6i cou
trauich nhieiim lasm rod vae giaiii thich cho
nhaén viean
V - CHOUNG TOO
= Madiu yedu caau cung caap taei saiin
= Madiu giao nhaiin taei saiin
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