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QUY DINH SAP XEP GON GANG KHU vU'C BAN LAM VIEC

Muc dich:

Dam bao méi trwdng lam viéc ngan nap, sach sé, chuyén nghiép, gép phan
nang cao hiéu suat céng viéc va hinh anh Céng ty.

1. B6 tri vat dung trén ban lam viéc

e Chi dé cac vat dung can thiét cho cdng viéc hang ngay nhw may tinh,
sb tay, but, van phong phdm co ban.

e Ho so tai liéu phai dwoc xép gon, phan loai va cat vao ké, tu tai liéu
khi khéng st dung.

e Khong dé doé an, thirc ubng (trir chai,ly nwéc co nap day) trén ban lam
viéc.
2. Don dep cudi méi ngay lam viéc

e V& sinh ban lam viéc it nhat 1 tuan 1 lan(lau mat ban va xung quanh
ban, xép gon giay t).

e Dam bao khoéng cé rac thai, gidy vun, hodc d6 dung ca nhan bira bon
trén ban.

3. Vat dung ca nhan
e Khong bay qua nhiéu dbé trang tri ca nhan (t6i da 1-2 mén).

e Cac vat dung ca nhan phai dwoc cit gon trong ngan kéo hoac tu
Locker.

4. Trang thiét bj dién to

e DAy dién, day sac phai dwgc bé gon, khdng gay vwéng viu.



e Tat may tinh va thiét bj dién khi khéng str dung hodc hét gi®» lam viéc
(trr trwdng hop Render,Bake hoac céng viéc dac thu khac).

5. Trach nhiém ca nhan

e M®Gi ca nhan chiju trach nhiém gil gin vé sinh khu vie lam viéc cla
minh.

e Phaiy thirc don dep vé sinh khi khu virc minh 1am viéc bj do ban.

e Trwdng nhém,trwdng bd phan quan ly sé kiém tra dinh ky hang tuan
dé dam bao thwc hién dung quy dinh.

Ngay Thang Nam
Giam dbéc da ky
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