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QUY DINH Ma tai liéu: HC-10

- ’ o N = Phién ban: Ver 5.0
QUAN LY VAN PHONG PHAM Nethy ban hinh.

Chit ky

I - MUC PiCH:

- Quan ly duoc viée s dung van phong pham trong cong ty, dam bao du nhu cau, sir dung
tiet ki¢m.

II- PHAM VI:

- Quy dinh nay ap dung cho viéc quan 1y va sir dung vin phong pham trong cong ty .

I11 - PINH NGHIA:

- VPP: “vin phong pham”

IV — NOI DUNG:
1. Tiéu chuin sir dung viin phong phim:

- Bang tiéu chuan cac loai van phong pham theo mau HC — 10 — BMO1 dinh kém quy
trinh nay.

- Tat ca cac loai van phong pham duoc sir dung chung tiéu chuan khong phan biét cac
chtrc danh, trir cac loai van phong pham dugc phan cap nhu sau.

- Dbi véi cac chic danh quan 1y hodc chuyén vién quan trong, thi ngoai cac loai van
phong pham chung trén déy, cac loai viét, sd cong tac dugc quy dinh véi gia tri mua/don
vi nhu sau.

Stt | Chirc danh Viét SO cong tac
1 | Giam ddc diéu hanh; Giam dc khoi 50.000-150.000 Cong ty cip
2 | Giam d6c nha may, Giam doc chi nhanh | 25.000-35.000 Cong ty cap
3 Trudng phong va tuong duong 15.000-25000 Cong ty cip

2. Dinh mirc sir dung:

- MGbi loai VPP phai c6 dinh muc sir dung. Ph(‘)r}g HC lrép dinh mtc st dung tam tinh,
dinh muc st dung tam tinh dugc thao luan thong nhat véi Trudng bo phén, sau do
chuyén BGD Cong ty duyét.

- Hang quy, Phong HC c6 trach nhiém ra soat lai dinh mure sir dung VPP cho phu hop,
truong hop do 6 su thay d6i, Truong bd phan dé nghi Phong HC cung nghién ctru dé
thay ddi dinh mirc.
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Dinh mic st dung van phong pham dugc quy dinh theo mau: HC — 10 — BMO2.

Quy trinh cip phat.

Vao ngay 28 hang thang, cac b phén lap gidy dé nghi VPP cua thang sau theo biéu
mau: HC — 10 — BMO03, chuyén Trudéng bo phan duyét, sau do6 chuyén Phong HC xem
xet.

Phong HC c6 trach nhiém kiém tra dinh mirc st dung theo quy dinh, néu khong dung
thi chuyén cho b phén dé nghi chinh sura lai, néu ding tong hop tat ca cic bang dé xuat
va lam bang tong hop thi chuyén BGD duyét.

Can ct trén gidy dé nghi duoc duyét, Phong HC tién hanh lién hé nha cung Gmg dé mua
VPP theo yéu cau.

VPP dugc mua lam 02 lér‘l, lan 1 tur ngay 01 —ngay 05 cua thang, ‘lﬁn 2 tirngay 15 - 20
cua thang. Mo lan mua bang 60 % tong nhu cau ctua thang (murc ton kho 1a 20 %).

Viéc cap phat thuc hi¢n lam 02 lan, lan 1 tirngay 01 — ngay 05 cta thang, lan 2 tir ngay
15 — 20 cua thang. M6i lan cép phat bang 50 % nhu cau cua thang. Sau khi kiém tra
xong thi nguoi nhan VPP ky tén vao bién ban cap phat ma s6: HC — 10 — BM04.

Cip phat dét xuat:

Khi ¢6 nhu cau VPP dot Xuat, nguoi c6 nhu cau lap gidy dé nghi VPP theo biéu mau:
HC — 10 — BMOS, chuyén Truong bd phan duyét, sau dé chuyén Phong HC xem xét.

Phong HC ¢6 trach nhiém kiém tra dinh mirc sir dung theo quy dinh, néu khong dung
thi chuyén cho bo phan dé nghi chinh stra lai, néu ding thi chuyén BGD duy¢t.

Can ct trén gidy dé nghi duoc duyét, Phong HC tién hanh lién hé nha cung Gmg dé mua
VPP theo yéu cau.

VPP duoc cip phat ngay sau khi nhan vé cho ngudi st dung. Viéc cip phat ciing phai
ky nhén vao thé kho.

Quan ly va st dung VPP:

CNV duoc céip phét VPP phuc vu cho cong vi¢c dugc giao trén co s¢ dung muc dich su
dung, st dung tict kiém, tranh lang phi.

Truong bd phan 1a nguoi chiu trach nhiém hudng dan va kiém tra truc tiép viéc st dung
VPP cua CNV truc thudc.
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- Phong HC c¢6 trach nhiém lap the¢ kho theo doi str dung VPP trong cong ty. Bam bao
dinh murc ton kho 1a 20 %.

V. Phu Luc:

1. Bang tiéu chuan van phong pham mi s6: HC — 10 — BMO1
2. Bang dinh mirc vin phong phim mi s6: HC — 10 — BM02
3. Gidy dé nghi tong hop vin phong phdm hang thang mi s6: HC — 10 — BMO03
4. Sb cap phat VPP mi s6: HC — 10 — BM04
5. Gidy dé nghi VPP mi s6: HC — 10 — BMO05
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