@ BHA Hsnﬂ 'f:t: %TE 1?&% BE j Céng Ty TNHH Jia Hsin

D1-D6 KCN Ciau Tram, Ap Cau TramXa Long Trach, Huyén Can Pudc, Tinh Long An, VietNam.
TEL: +84-27-2372-2777

Soan thao Xem xét Phé duyét Pong diu

..............................

DATE OF ISSUE
R_i78

/ﬁﬂj ol NGAY HIEU LUC
‘ ' : D44 M ot b
Documen! Control Center

& | esssesssseusisssaanasvssssans

NGUYEN NGOC TRA MY NGUYEN QUAN THUY QUYNH WANG YU CHEN

HUONG DAN CONG VIEC
CAP PHAT PONG PHUC

1.MUC DICH:
Nhim thdng nhét 15 rang cdc bude cin 1am khi cAp phat dong phuc cho CB-CNV trong cong ty.
2.PHAM VI:

- Ap dung cho viéc cAp phat dong phuc cho CB-CNV di ky hop dong chinh thirc ctia cong ty.

- CB-CNV thir viéc s& chua duoc cap phat dong phuc.
3. NOI DUNG HUONG DAN:
A. POI VOI PONG PHUC PUQC CAP PHAT CHO CAC BQ PHAN CO YEU CAU MAC
HANG NGAY KHI LAM VIEC:
3.1 Chu quan BP-PX s& dugc dua vao cac quy dinh cua phap luit hién hanh hay cac quy dinh cta khach

hang hoic ctia cong ty d& xuét viéc cp phat ddng phuc.
Mot s6 BP-PX thudc dién cap phat dong phuc theo mAu riéng trong cong ty:

ePhong Y té

eNha én

eTap vu

oTai xé
3.2 Chii quan BP-PX c6 trach nhiém xac dinh vé miu, cdu tao, mau séc, kiéu dang trang phuc hay cac
chi tiét lién quan khac cho déng phuc don vi minh.
3.3. P6i v6i BP-PX ma quy dinh phép ludt c6 yéu cdu thuc hién thi phai tudn thi nghiém tic theo hudng
dan. Dbi v6i cac ddng phuc ma phap luat khong yéu cu cu thé, viéc quy dinh kiéu dang mau séc... phai
cht y &én tinh tién dung, an toan va phi hop véi tinh chit cong viée cua
BP-PX. Ngoai ra cac BP-PX ciing phai chi1 y dén viéc quy dinh déng phuc cho BP-PX minh sao cho d&
nhén dién va khong tring 1ip voi BP-PX khéc.
3.4. Sau khi chii quan BP-PX trinh BTGP phé duyét, viéc thuc hién dong phuc s& dugc chinh thirc ap
dung cho don vi do.
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3.5 BP-PX ¢6 trach nhiém 1ap phiéu trinh cho BTGP @& trinh mua theo luu trinh dit mua ma cong ty
dang ap dung.
3.6 CB-CNV sau khi di duoc cép phét phai thyre hién déng phuc diing theo quy dinh: bét bude mic khi
lam viéc va c6 trach nhiém bao quan cén than. Cong ty s& xir ly theo noi quy cong ty néu do 18i c4 nhan
cta CB-CNV nhu lam mat hay hu hong hoiic khéng mic ddng phuc khi di lam.
3.7 CB-CNV chuyén sang bo phan khéc thi khong duogc s dung dong phuc dd duoc cp phat cho vi tri
cong viéc cil.
3.8 C4c quy dinh cu thé vé kidu dang, sb lugng ddng phuc: xem phu lyc dinh kém
B. POI VOI PONG PHUC PUQC CAP PHAT CHO TOAN BQ CB-CNV:
3.9. BTGD s& quyét dinh vé mau, cAu tao, mau séc, kidu dang trang phuc hay cac chi tiét lién quan khéc
cho 40 ddng phuc nay.
3.10 CB-CNV m¢i khi vao nhén viéc s& dugc nhin su dao tao 1ap danh sach diang ky size 40. Sau thoi
gian thir viéc s& dugc BP Tong vu phat 1 40 vao cung thoi didm ky HPLD chinh thirc.
3.11 Ngoai ra, hang nim tiy theo kha néng tai chinh cia cong ty BTGP s& quyét dinh viéc phat thém
hay khong phat thém 4o cho CB-CNV. Bo phin Tong vu s& dua trén s6 lugng cua bd phan nhén sy cung
cép, trinh dit 40 cho toan thé CBCNV cong ty.
3.12 Ao nay s& dugc mic khi BP-PX thong béo yéu cAu vao ldc cong ty co sy kién, ngoai ra CB-CNV c6
thé tw do chon lura thdi diém mic, cong ty khdng bt bude mic 4o nay khi di 1am hang ngay.
3.13 Mbi nim dua trén s lugng BP HR cung cAp BP HC c6 trach nhiém 1ap phiéu trinh dit mua 4o du
trit cho toan cong ty, dam bao 4o ludn sén sing va day di khi can. Kho tng vu s& luu trit va cip phat
cho BP-PX theo quy dinh hién hanh.

1. PHONG Y TE: thyc hién theo thong tw s§ 45/2015/TT-BYT

STT | TRANG PHUC SO LUONG QUY PINH CHUNG

1 Ao béc si 2 cai/ ndm Kiéu ddng: Ao blouse ¢ bé Danton, cai ciic
gifta, ngin tay, chiéu dai 40 ngang gbi, phia
trude co 3 ti, phia sau xé

giffta t¢i ngang mong.

Mau sic: Mau tring

2 Trang phuc y ta 2 bo/nam Kiéu dang: 40 cb tim, tay ngin, c6 2 tui phia
) Q trudc. Quan dai cing mau véi 4o

Mau sdc: mau hong nhat

S
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2. NHA AN:
STT | TRANG PHUC SO LUONG QUY DINH CHUNG
1 Ao 4 30/ nam -Ao nam: Ao cb so mi, cai clic giira, ngin tay,
phia truéc co6 2 thi mi€ng ngang.
-Ao nit; 40 ¢b bé Danton, cai clic giita, ngin
tay, phia trudc c6 2 tiii mié€ng xéo
-Mau sic: Mau tring- nguc trai c6 logo cong ty
3. TAP VU:
STT | TRANG PHUC SO LUONG QUY DPINH CHUNG
1 Ao 3 4o/ nam Str dung 40 ddng phuc dugc cap phét cho toan
cong ty
o i -Mau séc: Mau xanh- nguc trai c6 logo cong ty
4. TAI XE:
STT | TRANG PHUC SO LUONG QUY DINH CHUNG
1 Ao o | 4 cai/ ndm Sir dung 40 ddng phuc dugc cap phat cho toan
Pt cong ty
-Mau séc: Mau xanh- ngye trai ¢ logo cong ty
5. LICH SU TAI LIEU:
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