HR.. DEPARTMENT REVISION DATE EFFECTIVE PROCEDURE No.
001 15T April HR-012-
STATIONARY CONTROL WRITTEN BY APPROVED BY
PROCEDURE
I- OBJECTIVE : I- MUIC NICH :

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.

Cung caap cauc hdoung dadn vae hinh thagnh chinh
sauch / thud tuic fied quain lyu viedc fiaét & sol duing
vaén phoeng phadm taii nhag mauy/Coéng ty.

1I- CHINH SAUCH :
Cauc BP liean quan chou trauch nhiedm kiedm tra vag
thoic hiedn chinh satuch nagy .

III THUU TUiC

Muic iiich s61 duing:

- VPP 560 duing cho vaén phoeng — Mad soa : OF-Mad
bod phain s6h duing

- VPP 560 duing cho salin xuaat — mad soa : PRO-mad
bod phaén s6h duing

A - Nhiedm vui nhain viedn quain lyu VPP cuiia
toeng boi phain

— Haeng thaung, kiedm tra toan kho & go1ii yeau
caau fiaét mua VPP cou s61 chaap thuaédn culia
cauc Tro60ng boé phaidn vag chuyean fiedin Nhain
s01 fied fiaéng kyu.

— Phiedu yeau caau mua VPP phaii n66ic ghi rot
maod soa sou duing, theo qui onh 60 trean.

—  Cauc khoaiin chi phi sed ghi vago tagi khoailin
cutia bod phadn gdowei yeau caau fiaét mua.

— VPP se 166ic mua vae cung caap modi thaung hai
laan vago ngagy fiaau hagng thaung vae ngagy
20. Cauc yeau caau mua VPP cudia cauc boa
phain phatii g6di vago ngagy 20 hagng thaung
cho NV tieap taan.

B- Nhieidim vui tieap tadn (NVTT)

— Haeng thaung, cou trauch nhiedm kiedm tra VPP
toan kho phaan s60 duing chung, caip nhait vag
ladp fiea ngho mua catic loaii VPP th6oeng s6t
duing (danh sauch fiinh keom) .

—  Cou trauch nhiedm naét mua VPP theo yeau caau
culla catic bod phadn vag cou kyu nhaén khi giao
VPP cho catic bod phaén .

— Thooeng xuyean kiedm tra vag cadp nhait giau
cauc loaii VPP culia nhag cung caap, tim catic
nhag cung cadp VPP cou giau cainh tranh vag fiea
ngho cho Trootng Phoeng Hagnh chaunh xem
xeut.

— NVTT cou nhiedm vui cung caap 01 bod VPP
(danh sauch fiinh keem) cho nhadn viean moui &

Page 1 0of 3




HR.. DEPARTMENT REVISION DATE EFFECTIVE | PROCEDURE No.
001 15" April HR-012-
STATIONARY CONTROL WRITTEN BY APPROVED BY
PROCEDURE

— 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)

xauc nhadn viedc hoagn tratit VPP cuiia nhaan
viean khi nghee vieéc.

NVTT phoeng kinh doanh chou trauch nhiedm
quatin lyu & fiaét mua VPP cho phoeng kinh
doanh.

NVTT nhag mauy chou trauch nhiedm quatin lyu
& fiaét mua VPP cho nhag mauy

Hagng thaung NVTT chou trauch nhiedm ladp
batio cauo thodng kea tinh hinh s6 duing VPP
cho BP Nhaan soi. (theo maau fiinh keem)

C- Trauch nhieim cuiia nhan viean

Cou trauch nhiedm quatin lyu bod VPP cutia minh
fad fi6dic cadp & hoaen traill laii khi nghea viedc
(tugy vago danh muic), cauc loaii VPP naoy.
(xem danh sauch VPP cadp phaut 01 laan).

Tro6eng hoip bo thaat thoaut hoaée ho holing
g060i yeau cadu cou soi chadp thuaén cufia
Trodlng bod phadn cho nhadn viean qualn lyu
VPP cuiia bod phadn minh fied xin cadp boé sung.

D. Trauch nhieim cuiia Tro6iling boé phain/
Ngodei phui trauch

Boé phaidn Nhaan soi

* Giaum saut tinh hinh s60 duing chung vae kyu
duyedt PO mua VPP

Cauc trooting BP:

* Kieam tra tinh hiedu qual cula viedc sol duing
VPP * Kyu xauc nhaén trean PO tr66uc khi
chuyeén cho nhaén viedn Tieap taan.

IV - CHOUNG TOO

Danh sauch cauc loaii VPP
Phieau yeau caau mua VPP
Bating bauo cauo thoang ked hagng thaung

Bailing qui fionh mad so0 duing culia tdeng bod
phadn.

MAO CHI PHI BOA PHAAN

POC : X606Gng nhang
POA: X66Gng Houa chaat
WHS: Kho

PUR : Mua hagng- 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: Nhaan so61
FIN: Kea touan.
PAD : S6G duing chung cho giaum fiodc nhag maty.
GEN: S61 duing chung (Paper, Photocopy,...)
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