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I-  OBJECTIVE :   

To provide guidelines and to formulate 
standard policy/procedure to control the 
ordering & usage of stationary at Factory.  

 
II.​POLICY 
Each section has responsible to control & 
implement this process.  
 
 
III - PROCEDURE 
 
Purpose of use:  
- Stationery provide for Office with code: 
OF-section code 
- Stationery provide for production Code: 
PRO-Section Code 
 
 
A Responsibility of staff to control stationary 
of each section  
 
−​ Monthly, stock check and make a stationary 

order with confirmed of Department Head 
and send to HR for register. 

−​ On the stationery Order must be confirmed 
of Code of use as mentioned above.  

−​ All stationary expenses will be charged to 
each department/section the order.  

 
−​ Stationery will be provided Two times per 

month on first day of a month and 20. And 
each section has to submit of stationery 
Order on 20 every month to Receptionist. 

 
B-  Responsibility  of Receptionist  
 

−​ Monthly, stock check of general use 
items only, update and propose all kinds 
of routine stationeries (see attached 
list).  

 
−​ Order stationary as per requested from 

each of department & sign when 
delivery.  

 
−​ Frequently check and update stationary 

price with the supplier, sourcing the 
competitive stationary suppliers & 
propose to Administrative Manager.  

 

I-​ MUÏC ÑÍCH :  
 Cung caáp caùc höôùng daãn vaø hình thaønh chính 
saùch / thuû tuïc ñeå quaûn lyù vieäc ñaët & söû duïng 
vaên phoøng phaåm taïi nhaø maùy/Coâng ty. 
 
II-​ CHÍNH SAÙCH :  
Caùc BP lieân quan chòu traùch nhieäm  kieåm tra vaø 
thöïc hieän chính saùch naøy . 
 
III THUÛ TUÏC  
 
Muïc ñích söû duïng: 
- VPP söû duïng cho vaên phoøng – Maõ soá : OF-Maõ 
boä phaän söû duïng 
- VPP söû duïng cho saûn xuaát – maõ soá : PRO-maõ 
boä phaän söû duïng 
 
A - Nhieäm vuï nhaân vieân quaûn lyù VPP cuûa 
töøng boä phaän  
  
−​ Haøng thaùng, kieåm tra toàn kho & gôûi yeâu 

caàu ñaët mua VPP coù söï chaáp thuaän cuûa 
caùc Tröôûng boä phaän vaø chuyeån ñeán Nhaân 
söï ñeå ñaêng kyù.  

−​ Phieáu yeâu caàu mua VPP phaûi ñöôïc ghi roû 
maõ soá söû duïng, theo qui ñònh ôû treân. 

−​ Caùc khoaûn chi phí seõ ghi vaøo taøi khoaûn 
cuûa boä phaän göôøi yeâu caàu ñaët mua.   

−​ VPP se ñöôïc mua vaø cung caáp moåi thaùng hai 
laàn vaøo ngaøy ñaàu haøng thaùng vaø ngaøy 
20. Caùc yeâu caàu mua VPP cuûa caùc boä 
phaän phaûi göûi vaøo ngaøy 20 haøng thaùng 
cho NV tieáp taân. 

 
B- Nhieäm vuï tieáp taân  (NVTT)  
 
−​ Haøng thaùng, coù traùch nhieäm kieåm tra VPP 

toàn kho phaàn söû duïng chung, caäp nhaät vaø 
laäp ñeà nghò mua caùc loaïi VPP thöôøng söû 
duïng (danh saùch ñính keøm) .  

−​ Coù traùch nhieäm ñaët mua VPP theo yeâu caàu 
cuûa caùc boä phaän vaø coù kyù nhaän khi giao 
VPP cho caùc boä phaän .   

 
−​ Thöôøng xuyeân kieåm tra vaø caäp nhaät  giaù 

caùc loaïi VPP cuûa nhaø cung caáp, tìm caùc 
nhaø cung caáp VPP coù giaù caïnh tranh vaø ñeà 
nghò cho Tröôûng Phoøng Haønh chaùnh xem 
xeùt.  

 
−​ NVTT coù nhieäm vuï cung caáp 01 boä VPP  

(danh saùch ñính keøm) cho nhaân vieân môùi & 
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−​ Provide a set of stationary ( see 

attached list) to new staff & authorize 
the stationary return when staff resign.  

 
 

−​ Receptionist at sales has responsibility 
to control & order stationary for sales 
office  

−​ Receptionist at factory has 
responsibility to control & order 
stationary for factory.  

−​ Every monthly, receptionist have 
responsible to prepare statistic report on 
stationery used to HR. ( enclosed 
statistic report form) 

 
C- Responsibility of staff  
 

−​ Control their own set of stationery & 
return  to company when resign 
(depend on item) all kinds of stationery 
(see attached list) only  provide  one 
time.   

−​ If loss or damage, please make a 
stationary request with approval of 
Department Head to the person who 
control stationary of department.   

 
 D. Responsibility of Dept. Head/Section 
Leader 
 
-​ Human Resources Dept.: 

* General  to observe and approved of  PO. 
-​ Dept. heads/Section Heads 

 * Control of efficiency use  
 * Confirmation on PO before send to  
    Receptionist . 
 
 

IV - DOCUMENTATION  
-​ List of stationary    
-​ Stationery Order form  
-​ Stationery Statistic Report sheet   
-​ Section using Code 
 

 
EXPENSE SECTION CODE  

POC : Coil Plant 
POA: Chemical  
WHS: Warehoues 
PUR : Purchasing 
PLQ : QA(LAB, R&D, QMS, Tech) 

xaùc nhaän vieäc hoaøn traû VPP cuûa nhaân 
vieân khi nghæ vieäc.  

 
−​ NVTT phoøng kinh doanh chòu traùch nhieäm 

quaûn lyù & ñaët mua VPP cho phoøng kinh 
doanh.  

  
−​ NVTT nhaø maùy chòu traùch nhieäm quaûn lyù 

& ñaët mua VPP cho nhaø maùy   
 
−​ Haøng thaùng NVTT chòu traùch nhieäm laäp 

baùo caùo thoáng keâ tình hình söû duïng VPP 
cho BP Nhaân söï. (theo maãu ñính keøm) 

 
C-  Traùch nhieäm cuûa nhaân vieân  
 

−​ Coù traùch nhieäm quaûn lyù boä VPP cuûa mình 
ñaõ ñöôïc caáp & hoaøn traû laïi khi nghæ vieäc 
(tuøy vaøo danh muïc), caùc loaïi VPP naøy. 
(xem danh saùch VPP caáp phaùt 01 laàn).  

−​ Tröôøng hôïp bò thaát thoaùt hoaëc hö hoûng 
gôûi yeâu caàu coù söï chaáp thuaän cuûa 
Tröôûng boä phaän cho nhaân vieân quaûn lyù 
VPP cuûa boä phaän mình ñeå xin caáp boå sung.  

 
D. Traùch nhieäm cuûa Tröôûng boä phaän/ 
Ngöôøi phuï traùch 
 
-​ Boä phaän Nhaân söï 

*  Giaùm saùt tình hình söû duïng chung vaø kyù 
duyeät PO mua VPP 

-​ Caùc tröôûng BP: 
* Kieåm tra tính hieäu quaû cuûa vieäc söû duïng 
VPP * Kyù xaùc nhaän treân PO tröôùc khi 
chuyeån cho nhaân vieân Tieáp taân.  

 
IV - CHÖÙNG TÖØ  

-​ Danh saùch caùc loaïi VPP   

-​ Phieáu yeâu caàu mua VPP    

-​ Baûng baùo caùo thoáng keâ haøng thaùng 

-​ Baûng qui ñònh maõ söû duïng cuûa töøng boä 
phaän. 

 
 

MAÕ CHI PHÍ BOÄ PHAÄN 
POC : Xöôûng nhang 
POA: Xöôûng Hoùa chaát 
WHS:  Kho 
PUR : Mua haøng- XNK 
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PHR: Human Resources 
FIN:  Finance Dept. 
PAD : Production Admin. 
GEN: General use (Paper, Photocopy,…) 

PLQ : QA(LAB, R&D, QMS, Tech) 
PHR: Nhaân söï 
FIN:  Keá toùan. 
PAD : Söû duïng chung cho giaùm ñoác nhaø maùy. 
GEN: Söû duïng chung (Paper, Photocopy,…) 
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