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Lot mo dau

Cong ty Co phan Piu tw Cong nghé HACOM (tién than 1a Céng ty C6 phan
May tinh Ha No1, s¢ hitu thuong hitu HANOICOMPUTER) - mét trong nhiing
doanh nghiép tién phong tai Ha Noi hoat dong kinh doanh san phém, dich vu
thudc linh vuc Cong nghé thong tin. Thanh 1ap tir nim 2001 dén nay, Cong ty da
tao duoc chd dtng viing chic trén thi trudng ban budn, ban 1¢. Trd thanh thuong
hi¢u quen thudc va la ddi tac tin cay cua nhiéu ban hang trong nudc va Quéc té.

Véi hon 20 nam truong thanh va phat trién, Cong ty di tao dung nén mot hé
thong khach hang 6n dinh trai dai tir Bic dén Nam. Cung phuwong cham kinh
doanh "Uy tin tao dung niém tin", HACOM di mé rong dia diém hoat dong kinh
doanh tai Ha N6i va cac tinh thanh trong ca nudc, chinh phuc nhiéu d6i tac, khach
hang bang chat luong san pham, uy tin thuong hiéu va dich vu tdi uu.

Con ngwoi la von quy!

HACOM dit con ngudi 1én hang dau trong chién lugc phat trién kinh doanh, ap
dung nhiéu ché do thu hit va gin giit nguoi tai, dau tu va phat trién doi ngii nhan
vién. Cong ty ludn 1a moi trudng lam viéc than thién, chuyén nghiép va 6n dinh.
Tat ca can bo, nhan vién hién dang cong tac va lam viéc tai Cong ty déu c6 nghiép
vu chuyén mon vitng vang, c¢6 trach nhiém vai cong viéc, giau tinh sang tao cung
v6i tinh than lam viéc day nhiét huyét.

Ung dung

Noi1 dung trong cubén S6 tay nhéan vién nay la thong tin quan trong Ve Cong ty,
bao gdm cac nodi quy, quy ché hoat dong cua to chirc ma Cong ty yéu cau mdi can
bd, nhan vién (CBNV) phai ddm bao ton trong, tuén thu. Truong hop quy dinh co6
diém chua phu hop hodc khong con phu hop voi Bo luat Lao dong cia nude Cong
hoa xa hoi chu nghia Viét Nam, thuc hién ap dung theo quy dinh cta phép ludt
hién hanh.

Trong qua trinh hoat dong, Cong ty ludn cap nhat, ban hanh nhiing quy dinh nham
diéu chinh kip thoi cac hanh vi, img xir cia CBNV dam bao phu hop véi gia tri
van hoa cling nhu theo kip hoat dong kinh doanh da dé ra.
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Thu chuc mung

Ch:o mirng ban dén véi Cong ty Cé phan Piu tw Cong nghe HACOM!

La thanh vién cua Cong ty, ban s€ luén cé co héi dugce dao tao, hoc hoi chia sé
kinh nghiém véi dong nghiép. Uu thé va thing tién nghé nghiép sé& chi do chinh ban
tao ra khi nd luc, sang tao, hoan thanh Xuit sic cong vi€c cua minh, ciia by phan va
Cong ty.

T6i luén mong mudn phat trién Cong ty tré thanh mot trong nhimg doanh nghiép
dung dau trong linh vic kinh doanh céc san pham CNTT va ban hiy cing chung tay
gop stc dé HACOM dat duoc muc tiéu.

Cudn sb tay niy sé hd tro ban trong viéc dinh huéng nghé nghiép ctia minh va
gitip ban c6 nhimg hanh trang ban dau dé trd thanh thanh vién cia HACOM. Chung
t6i tin tuong rang ban s& hiéu rd nhimg diéu ghi trong cudén S6 tay nay. Ban Lanh
dao Cong ty va doi ngil can bo quan 1y rat san long gitip do ban. Hay cung chung tay
26p stc luc xay dung ngdi nha HACOM va tin tudng rang cac ban s& yéu thich, tim
huyét v6i cong viée va dat duge thanh cong trong su nghiép ciia minh.

T6i mong mudn cac ban s& thay ty hao khi 1a thanh vién ctiia Cong ty. Toi s& luon
d6ng hanh cung ban va gitip d& ban tao dung nghé nghiép ctia minh tai Cong ty C6
phan Pau tu Cong nghé HACOM.

Chuc ban thanh cong!
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MUC LUC

CAC GIA TRI VAN HOA

1. Tam nhin - Str ménh - Triét ly kinh doanh - Gia tri cot loi

2. Nhitng dau moc lich sir - So' d6 t6 chire Cong ty
CHINH SACH TUYEN DUNG - LUONG, THUONG

A. Chinh sach tuyén dung
B. Thoi gian lam viéc - Nghi ngoi
C. Luong thuong va cac ché do phuc loi

QUY CHE PAO TAO

1. Noi dung dao tao
2. Cam két dao tao & Boi hoan chi phi dao tao

MOT SO QUY PINH TAI NOI LAM VIEC

1. Quy dinh vé trang phuc, dién mao - Thoi gian lam viéc
2. Trat tw Cong ty - An toan lao dong - Phuong tién di lai
3. Van phong pham va cong cu dung cu khac

4. Bi mat kinh doanh - Cong no tién hang

5. Gidi quyét khiéu nai - Pao dirc nghé nghiép

VAN HOAKY LUAT

1. Cac hinh thuce xu ly ky ludt lao dong

2. Thyc hién cac noi quy, quy dinh, quy trinh lam viéc

NHUNG DIEU CAN BIET DANH CHO CBNV MOI

1. Nhdn viéen moi duoc trang bi
2. Bao mdt thong tin thong qua swr dung may tinh, hé thong
phan mém, email Cong ty.
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I. CAC GIA TRI VAN HOA HACOM

SU MENH
TAM NHIN

v' Vi sit ménh phung su, ching tdi dem dén
L3 el b 16 e o cho khach hang nhiing trai nghiém va dich
phém cong nghé hang vu uu viét, qua do tao nén nhiing gia tri tdt
dAu vé6i do phii rong dep hon cho cong ddng va cude sdng.
khap céc tinh thanh TRIET LY KINH DOANH

trén ca nuoc.
v' LAy chat luong dich vu 1am nén tang cho

su phat trién.

4 GIA TRI COT LOI

Y4 Y4 SANG TAO N KHAC BIET N

TRA(;H NHIEAM “Khéng gi la “Ddm nght
Chiing ta luon khéng thé” Ddm lam”
co gang”

TAN TAM
“Vwot trén sw
mong doi”

HACOM dit tan HACOM coi sang HACOM dat su

tam 13 nén tang
cta phuc vu, lay
Khach hang lam
trung tadm, mang
dén nhiing gia
tri dich thuc téi
Khach hang va

ddi tac.
J

HACOM dat chir
TiN 1én hang dau,
luén thé hién tinh
than trach nhiém
cao cung phuong
cham “Lam hét
viéc chir khong
lam hét gio™.

tao 1a don bay dé
phat trién, ludn dé
cao cac sang kién
dé hoan thién, hi¢u
qua hon, nang tam
gia tri.

\_ AN /

khac biét 1a chu
truong dé xay
dung Cong ty
thanh mot doanh
nghiép dan dau.




DAU MOC LICH SU

15/9/2001 T4/2007
Thanh lap Cong ty Ap dung 1SO
9000: 2001

@ @

T4/2010
HACOM DPéng Pa

T1/2014
C6 phéan hoa ‘
Cong ty

® @

T7/2016
T10/2018 T6/2017

HACOM
HACOM HACOM Hai Phong
Cau Giay

S T9/2019 T2/2020 T2/2021

5221t HACOM Q3 HACOM Long Bién  HACOM T Son

T3/2022 T2/2022 T12/2021
HACOM Béc Giang HACOM Dong Anh HACOM Thanh Tri
s HACOM Ha Pong 2

T5/2022 T7/2022
HACOM Pha Ly HACOM Thanh Héa
HACOM Thai Nguyén
HACOM Vinh




SINCE 2001

~

SO PO TO CHUC CONG TY CO PHAN PAU TU CONG NGHE HACOM
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BAO HANH THONG TIN DUAN
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_PHONG PHONG PHONG
HANH CHINH MARKETING KINH DOANH
NHAN sy & TRUYEN THONG ONLINE

BOPHAN
HANH CHINH
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BO PHAN
HANH CHINH
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Ghi chii: Nét lién la quan 1y truec tiép, nét dirt la quan 1y gian tiép vé chuyén mén
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II. CHINH SACH TUYEN DUNG - LUONG
THUONG VA CAC CHE PO PAI NGO

A. CHINH SACH TUYEN DUNG
Pi¢u 1. Quy dinh chung
- Tét ca nhan vién lam viéc tai Cong ty phai tir 18 tudi trd 1én.

- Céng ty khong tuyén dung CBNV c¢6 bd/me vo/chong/anh/chi/em rudt 1am tai
cac Cong ty ddi thu (Trir truong hop duge su déng ¥ ctia Ban Lanh dao Cong
ty)' ) \ \ 2

- Hoan thién ho so: Danh muyc cac ho so can phai chuan bi da dugc Bo phan
Tuyén dung gti cho Ung vién qua email “Thu moi nhan viéc” ¢6 gia tri nhu

hop dong thir viéc. Ung vién s& hoan thién day di bo ho so nhu huéng dan va
nop cho B phan Nhan sy dung thoi han.
(Tdt cd cdc nhdn sy ting tuyén phdi hoan thanh di hé so theo yéu cau ciia Cong
ty thi Phong HCNS/BJ phdn Hanh chinh Chi nhdnh méi dwoc tiép nhdn nhdn
sw vao lam viéc).

Piéu 2: Thir viéc

- Tri truong hop dac biét, tat ca nhan vién mdi déu phai trai qua thoi gian thir
viéc t6i da 1a 02 thang. Trong thoi gian thir viée, néu ngudi lao dong nghi
viéc hodc danh gia thir viéc khong dat co6 thot gian 1am viée thuc té dudi 10
ngay, Cong ty s€ khong trd luong cho thoi gian thir viée do.

- Trong thoi gian thir viéc, nhan vién dap tng dugc yéu cau cong viec mot
cach nhanh chéng, hiéu qua, lam quen nhanh v&1 méi truong cong viéc,
nhan vién ¢ thé tuy dé xuit hodc duoc can bod phu trach danh gia két qua thu
viéc som va dé& xuit 1én Ban Lanh dao Cong ty vé viéc rat ngin thoi gian
thir viéc.

- Trong thoi gian thtr viéc, néu mdi bén (Cong ty hodc nhan vién) nhan thay
cong viéc khong dat yéu cau nhu di thoa thuan hoic trong thoi gian thir viée

ma nhan vién vi pham nghiém trong ndi quy, quy ché lam viéc ciia Cong ty

thi Cong ty hodc nhan vién c6 quyén thong bao cho bén kia vé viéc hity bo

thoa thuan thir viée trude tir 01 dén 03 ngay (Truong hop bi Cong ty cho

nghi do vi pham ndi quy, quy dinh, nhan vién s€ khong dugc thong

bao trudc).
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Pi¢u 3. Quy dinh vé Hop dong lao dong

- Can ct tinh chat, yéu cau ting vi tri cong viée, Cong ty s& xem xét viée ky két
v6i nhan vién mot trong s6 02 loai hop dong lao dong nhu sau:

+ Hop dong xac dinh thoi han: La hop dong ma trong d6 hai bén xac dinh thoi
han, thoi diém cham dut cua hop dong lao dong trong thoi gian khong qua 36
thang ké tr thoi diém hop dong c6 hiéu luc.

+ Hop dong khong xac dinh thoi han: La hop dong ma trong d6 hai bén khong
xéc dinh thoi han, thoi diém cham dat hiéu luc ctia hop dong.

- Sau khi thoi han ctia hgp dong lao dong dau tién két thuc, can bo/nhan vién néu
tiép tuc lam viéc s& duoc xem xét ky két hop dong lao dong méi tuy ting trudng
hop, cu thé nhu sau:

+ Hop dong lao dong xac dinh thoi han: chi dugc ky thém 01 lan, sau d6 néu can
bo/nhan vién van tiép tuc lam viéc thi s& ky két hop dong lao dong khong xéac
dinh tho1 han.

+ Hop dong lao dong khong xéac dinh thoi han.

Diéu 4. Thay d6i, b tri cong viéc

- Do yéu cau cong viéc, thay doi ké hoach kinh doanh, Cong ty c6 quyén diéu
chuyén, diéu dong coéng viéc, noi 1am viéc ctia nhan vién. Viéc diéu chuyén
cong viéc phu hop véi chuyén moén nhan vién dugce dao tao, phu hop vai kha
nang, kinh nghi¢m Iam viéc cua nhan vién va trén co so trao d6i véi nhan vién
dé thong nhat thyc hién.

- Néu nhan vién khong dap ung dugc yéu cau cong viéc hién tai thi Cong ty cod

thé thoa thuan vdi nguoi lao dong va chuyén ngudi do sang lam cong viéc
khac.
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B. THOI GIO LAM VIEC - NGHI NGOI plt=

Piéu 1. Ngay 1am viéc va gio' 1am viéc
a. Ngay lam viéc
- Cong ty hoat dong tir Thtr 2 dén Thu 7 trong tudn.
- Mot s6 bo phan truc tiép c6 tinh chat cong viéc dic thu, ngay Chu nhat va cac
ngay nghi L&, Tét van di lam binh thuong va s& dugc bd tri nghi bu vao cac ngay
khac. Truong hop khong dugc bd tri nghi bu, nhan vién s& dugc tinh luong thém
gid theo quy dinh. Néu c6 ngay nghi bu phai sip xép nghi trong thang hodc chi
duogc sir dung hét thang tiép theo (chi ap dung cho CBNV ky Hop dong lao dong).
b. Gio lam viéc
- Thoi gio lam viéc quy dinh chung cho cac nhan vién trong toan Cong ty la
8 gid/ngay, 6 ngay/tudn. CBNV c6 trach nhiém dam bao thuc hién nghiém tac thoi
gian lam viéc do Cong ty quy dinh.
- Cong ty thuc hién ché d6 1am viéc theo ca. Ca lam viéc bao gém ca hanh chinh
va ca ban hang.
+ Ca hanh chinh: Budi sang tir 8h30' dén 12h00° - Budi chiéu: Tur 13h00' dén
17h30" hang ngay.
+ Ca ban hang: Theo tinh chét cong vi¢e cua by phan va hoat dong kinh doanh,
TBP/QLCN/QLV/TP c6 thé dé nghi lam viéc theo ca sao cho phu hop véi dac thu
cong viéc cua ting bo phan sau khi c6 sy déng y cua Ban Tong Giam ddc.

* Nhdn vién ldi xe, bao vé, tap vu ap dung thoi gian lam viéc riéng...

Piéu 2. Quy dinh vé chim cong

- Cong ty ap dung chim cong bang van tay va quan 1y dit liéu ngay cong trén
phan mém theo ma sd riéng biét cta timg nhan vién. Trir cac thanh vién Ban
Toéng Giam ddc, CBNV déu phai check in, check out hang ngay bang may
cham cong 02 1an/ngay vao dau gio 1am viéc va cudi gio 1am viéc tai Cong ty
hodc noi 1am viéc khac ciia Cong ty. Tat ca cac truong hop quén chdm cong
déu coi nhu vi pham 16i v bi xtr phat nhu vi pham ky luat lao dong.

- Nhimg trudng hop dic biét vi 1y do khach quan khong thé chim cong bang
van tay theo hé théng chidm cong ciia Cong ty s& do Phong HCNS xéac nha
va huong dan viéc thuc hién chAm cong.
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Didu 3. Lam viéc ngoai gio
Do yéu cau kinh doanh, khi c¢6 sy yéu cdu cua Ban Tong Giam déc,
TBP/QLCN/QLV/TP hodc Phu trach du an thi can bg, nhan vién hodc phong do
ma&i duge phép thuc hién cong viéc lam thém ngoai gio va s€ phai dang ky gio
1am thém theo dtng thu tuc va phai dugc sy ddng ¥ ctia Tong Giam ddc. Thoi gio
lam thém s& dugc bd tri nghi bu thoi gio da 1am thém hoic duge Cong ty thanh
toan luong thém gio theo Quy ché tra luong.

Pic¢u 4. Nghi ngay L&

CBNV dwgc nghi hwéng nguyén lwong 11 ngay I€ trong nim bao gom:
Tét Duong lich: 01 ngay (ngay 01 thang 01 duong lich).

Tét Am lich: 05 ngay (1 ngay cudi nim, 4 ngay dau nam am lich).

Ngay Gid To Hung Vuong: 01 ngay (ngay 10 thang 3 am lich).

Ngay Chién Thang 1 ngay (ngay 30 thang 4 duong lich).

Ngay Quoc té Lao dong: 01 ngay (ngay 01 thang 5 duong lich).

Ngay Qudc khanh Viét Nam: 02 ngay (ngay 02 thang 09 dwong lich va

01 ngay lién ké trudc hodc sau).

* Néu nhitng ngdy nghi trén triung vao ngdy nghi hang tuan thi ngwoi lao dong
dwoc nghi bu vao ngay khac.

DN NI NI N NN

Piéu 5. Nghi phép nim (Huong luong co ban)

- Can b, nhan vién dugc ky hop dong lao dong chinh thirc di 15 cong trong
thang s& bat dau duoc nghi phép.

- Cén b9, nhan vién c6 12 thang lam viéc lién tuc tai Cong ty thi dugc nghi 12
ngay phép trong mot nam. S6 ngay nghi hang nam dugc tang thém theo thAm nién
lam viéc tai Cong ty, cir 05 nam tham nién lién tuc dugc nghi thém mot ngay
phép.

Cén bd, nhan vién co thé thoa thuan voi Cong ty dé nghi hang nam thanh nhiéu
lan. Phép nam ndo s& duoc giai quyét dut diém trong nim dé, can bo nhan vién
chi dugc bao luu ngay phép nam trudc dén hét thang 2 nam tiép theo.

Diéu 6. Nghi viéc riéng hwéng nguyén lwong

+ Két hon: nghi 03 ngay.

+ Con dé, con nudi két hon: nghi 01 ngay.

+ Cha dé, me d¢; Cha nuo61, me¢ nuoi (ca bén chéng va vo); Vo hoac chéng;
Con dé, con nudi mat: nghi 03 ngay.
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Piéu 7. Nghi viéc riéng khong huong lwong B

> CBNV dugc phép “nghi khong hudng lwong tir 01 dén 03 ngay” va phai thong
bdo vd&i nguoi st dung lao dong (dai dién TBP/TP/QL) khi 6ng ndi, ba ndi, 6ng
ngoai, ba ngoai, anh, chi, em rudt chét; cha hodac me két hon; anh, chi, em ruot két
hon.

- Ngoai ra, NLD c¢6 thé théa thuan véi NSDLD dé xin nghi khong huong luong,
tuy nhién chi trong trudng hop c6 1y do that su chinh déang va phai duoc su dong ¥
ctia Quan 1y truc tiép hodc Ban Tong Giam dbc Cong ty.

- Cong ty khong khuyén khich nhén vién nghi khong luwong. Cong ty co quyén
khong dong ¥ cho can bo, nhan vién nghi khong lwong néu 1y do khong chinh
dang. Sau khi thoi gian nghi két thuc, néu nhan vién khong trd lai lam viéc thi

duoc xem la ty y bo viéce.

Piéu 8. Thoi han xin phép

- Pon xin nghi phai dang ky trén phan mém AMIS luén. Truong hop nhan vién duoc

cap tai khoan AMIS nhung do dic thu cong viéc khong thuong xuyén tiép xuc voi

thiét bi van phong/khong c6 thiét bi cong nghé phu hop, phai ndp don nghi ché do
cho Phong HCNS/BP Hanh chinh Chi nhanh trude ngay nghi phép nhu sau :

» Nghi dudi 03 ngay (phai xin phép truéc 01 ngay - Ban TGD/TP/QLV/QLCN
duyét).

Nghi tir 03 dén 07 ngay (phai xin phép trudc 02 ngiy - Ban TGD/TP/QLV/QLCN
duyét).

Nghi tir 08 ngay (phai xin phép trudc 01 tuan - Tong Giam dbc duyét).

>

Nghi “thai san” (xin phép it nhat 01 thang, lap don trén AMIS kém ban clng -
Téng Giam ddc duyét).

Nghi 6m hodc nghi vi Iy do dot xuat khac... (phai xin phép cap Quan 1y truc tiép
t6i thiéu 30 phat trudce khi nghi va 1ap don xin nghi ludn trén phan mém AMIS.
Nghi 6m 05 ngay trd 1én phai co gidy kham/chira bénh tai co so y té dugc

cap phép).
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Piéu 9. Cham dit hop dong lao dong

- Nhitng nhan vién mudn chidm dut hop dong lao dong trude thoi han hét han
hop ddng, tuy theo loai hinh hop dong lao dong di duogc tiép nhan, phai thong
bao trudc voi Cong ty:

+ Nhan vién dang thir viéc: Bao trude it nhat 03 ngay.

+ Nhan vién hop ddng xac dinh thoi han: Bao trude it nhat 30 ngay.

+ Nhan vién hop dong lao dong khong xac dinh thoi han: Béo trudce it nhat 45
ngay.

«  Cdc truong hop nghi viéc trén néu khéong bdo trude hodc tw y bo viéc,

Céng ty sé khong gidi quyét bat ky ché dg nao. Néu vi pham vao diing dip

Lé, Tét sé khong dwoc hudng thuéng nam, thwong Lé. Ngodi ra, nhdn

vién con phdi dén bi lwong do vi pham thoi han bdo truéce theo quy dinh

cua B¢ ludt Lao dong.
Thoi han bdo truwée doi véi mot sé vi tri Can bg Lanh dgo

- Céc vi tri Truong bo phan tro 1én: Theo B luat Lao dong va thdéa thuan gitra
hai bén.

- Thanh vién trong Ban Lanh dao Cong ty CO phan Pau tu Coéng nghé
HACOM: Theo B¢ luat Lao dong, diéu 1¢ Cong ty va thoa thuan gitra hai bén.




C. LUONG THUONG VA CAC CHE PQ PHUC LQI "

QUY PINH VE THU NHAP
Piéu 1. Cach thirc va thoi han tra thu nhap

- Ky tra thu nhap: Thu nhap cia CBNV dugc tra theo ché d6 thu nhap thang dang voi
thoa thuan cta hop déng. Thu nhap dugc tra bang tién Viét Nam dong va duoc chi tra
trong 10 ngdy dau tién cua thang. Néu ky tra thu nhép roi vao ngay Nghi hodc ngay
L&, nhan vién s& duoc nhan thu nhap vao ngay sau do.
- Tam Gng thu nhap: CBNV chinh thtic ¢6 thé tam tng trude tién thu nhip vao ngay
20 hang thang. SO tién duoc tam ung toi da bang 50% tong thu nhap trong thang.
CBNV diang ky tam tng theo BO phan va bio vé Phong HCNS mudn nhat 13 vao
sang ngay 19 hang thang (néu ngay 20 trang vao ngay Nghi hodc L&, CBNV s& duoc
tam Ung vao ngay trudc do).
Piéu 2. Bio mit tién thu nhap
Can bd, nhan vién phai bao mat tién thu nhdp. Trong moi truong hop khong duoc tiét
16 tién thu nhap cta minh cho ngudi khac. Nhan vién cb ¥ hay vo ¥ tiét 16 déu bi xur
1y ky luat theo quy dinh cua Cong ty.

Dleu 3. Co ciu tién thu nhip

Tién thu nhap ctia can bo, nhan vién bao gdm céc khoan:

v' Tién luong co ban.

v' Thuong trach nhiém KPI/Thuéng chi tiéu kinh doanh, Thuéng diém/Thudng chic
vu (nhan vién chi dugc nhan déy du khoan luong nay khi hoan thanh 100% trach
nhiém cong viéc duge giao, tit ca cac nhiém vu dugc giao tir Quan Iy tryc tiép va
thuc hién day du cac ndi quy, quy dinh cua Cong ty).

v Thuong hoac trur thu nhap theo doanh sé: Ap dung theo két qua kinh doanh hang
thang d6i voi cac bo phan quy dinh.

v’ HJ tro: Tién xang xe di lai hoac tién dién thoai cho mot sb bod phan.

Piéu 4. Tiéu chi xét thu nhip

Tién thu nhép khéi diém khi tuyén dung dugc quyét dinh trén co s¢ trinh do chuyén
mon, kinh nghiém lam viéc, nang luc va kha nang phat trién nghi€p vu cua nhan vién
do.
Viéc xét va diéu chinh thu nhip danh gia theo céc tiéu chi co ban nhu:
+ Trinh d6 chuyén mon.
+ Niang luc va hiéu qua cong viée, vi tri cong viée (cin ctr trén két qua theo doi,
danh gia cua can bd phu trach, Truéng bd phan va Ban TGP Cong ty).
+ Nhiing céng hién dic biét; chtrc vu dam nhiém; két qua kinh doanh
cua Cong ty.
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Didu 5. Diéu chinh thu nhap

- Cong tac xem xé&t diéu chinh thu nhap cho can bg, nhan vién dugc quy dinh
vao thang 3 hang nim (néu c6). Nhimg trudng hop duge xem xét trude thoi
gian trén thi s& khong duoc diéu chinh theo quy dinh nita trir trudng hop duoc
Téng Giam dbc xem xét.

- Viéc diéu chinh thu nhép khong theo thoi han trén ap dung véi nhitng nhan
vién c6 dong gop dic biét hoic cac 1y do khac do Téng Giam ddc quyét dinh.

Diéu 6. Cac khoan khau trir (néu c6)

Nhitng khoan khau trir Ap dung véi nhén vién chinh thirc nhu sau:

Q Tién trich ndp Bao hiém xa hoi, BHYT, BHTN (néu c6): Theo ty 1& phai nop
clia nguoi lao dong tai thoi diém tham gia BHXH.

Q Thué thu nhap ca nhan (néu cd) theo biéu thué thu nhap ca nhan cia Co
quan Thué.

U Lg phi Cong doan: 1% cta muc luong co ban.

U Cac khoan tam tng, cac khoan vay hoac bi trir ng, cac khoan khau trir vi
pham khéc (néu c6).

Pic¢u 7. Tién thu nhap ap dung ddi véi nhan vién trong thoi gian thir viée va
chinh thirc

- Thu nhap trong thoi gian thir viée 1a muc lvong, thu nhap thoéa thuan trong qua
trinh tuyén dung va khong thap hon 85% murc thu nhap chinh thuc.

- Sau thoi gian thtr vige, CBNV chinh thuc sé dugc ap dung 100% murc thu nhap
chinh thic di thoéa thuén theo co ché thu nhap tai thoi diém tuyén dung hodc
duoc tinh thu nhap chinh thtrc dya trén hiéu qua cong viéc.

- CBNV khi vao lam viéc tai HACOM s& duogc tham gia vao t6 chirc Cong doan
Cong ty (ké ca ddi voi nhan vién thir viéc) dong thoi co trach nhiém déng Cong
doan phi theo quy dinh cta Diéu 1é Cong doan.

Diéu 8. Phu cz‘ip ngoai thu nhap

Ngoai thu nhép, tién lvong co ban, CBNV con nhan duoc cac khoan phu cép:

Phu cép dién thoai; phu cép gui xe; phu cép xang xe; phu cép trach nhi€ém,
kiém nhiém; phu cip trinh do/tay nghé ... (néu c6) (dugc quy dinh cu thé véi
timg chtrc danh cong viée cu thé do Tong Giam ddc quyét dinh).
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QUY DINH KHEN THUONG ENEE a0

Cac loai khen thudéng

Dua trén két qua kinh doanh, muc d6 hoan thanh coéng viéc va thanh tich cua cac ca
nhan, tap thé theo dinh ky thang/quy/nim; Cong ty s& xem xét va quyét dinh hinh
thuc khen thuong, ché do thudng cho cac nhan vién va bo phan.

Céc hinh thirc khen thudng khac: can cir danh gia cua Ban Lanh dao va thuc té hoat
dong kinh doanh, Cong ty sé trién khai cac hinh thirc khen thuong khac nhu thuéng
kinh doanh theo dinh ky thang/quy/6 thang cho ca nhan, tap thé khoi kinh doanh c6
thanh tich phat trién ban hang dat s6 ban cao; thuong tham nién cong tac; thudong
nhén sy c¢6 thanh tich ndi bat, ...

* Thwong 6 thang diu nam: La chinh sach thuong du lich, nghi mat.

* Thwéng nhén dip L&, Tét

Tuy theo két qua kinh doanh ctia Cong ty theo ting thoi diém, Cong ty quyét dinh
thudng cho can bo, nhan vién nhan dip ngay L&, ngay Tét Duong lich, ...

Thuong dip L& Tét (trir Tét Am lich) chi 4p dung cho CBNV chinh thic.

* Thwéng két qua kinh doanh niim va cac khoan thwéng diic biét khac

Trudc Tét Am lich hang ndm, Cong ty s& xem xét tiy theo két qua kinh doanh cua
nam tai chinh, muc dong gop cua ting CBNV trong ndm vao thanh tich chung cta
C()pg ty. ,

Néu tong thu nhap luong - thuong vuot qua muc thu nhap chiu thué, nguoi lao
dong phai chiu thu€ thu nhap ca nhan.

QUY PINH VE BHXH, BHYT, BHTN

Piéu 1. Quy dinh vé BHXH, BHYT, BHTN
- Can bo, nhan vién duoc tham gia BHXH, BHYT, BHTN sau khi két thac thoi
gian thtr viéc duoc tiép nhan chinh thirc cu thé nhu sau:

+ Néu CBNV duoc tiép nhan chinh thirc trudc ngay 15 cta thang thi duoc
dong bao hiém trong thang. Néu CBNV duoc tiép nhan chinh thic tir ngay 15 cta
thang thi duoc dong bao hiém tir thang sau.

+ Tién lwong lam can cr dong BHXH, BHYT, BHTN la mirc lwong duoc ghi
trén hop dong lao dong (lwong co ban). Can bd, nhan vién dang tham gia bao
hiém khéng 1am viéc va khong huong tién luong tir 14 ngay 1am viéc tré 1én
trong thang thi tam dimg khong dong bao hiém xa hoi thang do.

Cén bd, nhan vién sé& phai dong 100% tién BHYT.
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Ty 1é trich ndp ké tir nim 2025

N . Doanh nghi¢p | Nguwdoilao dong Tong
17 8

Bao Hiém Xa Hoi 25,0
Bao Hiém Y Té 3 1,5 4,5
Bao Hiém That Nghiép 1 1 2
BHTNLD, BNN 0.5 0.5
21,5 10,5 32,0

CBNV dd tham gia BHTN tw du 12 thang tro lén, khi nghi viéc dung quy dinh
sé dwoc lam thu tuc hwong tro cap thdat nghiép tai co quan chi tra tro cdp. Thu
tuc Phong HCNS Cong ty huong dan thuc hién.

Piéu 2. Ché d¢ hwong BHXH

a. Nghi 6m hwéng lwong BHXH

- Can bo, nhan vién khi nghi ém duoc hudéng 75% luong (muc lwong dong
BHXH/Iuong co ban) do co quan BHXH chi tra. Trong vong mdt tuan, CBNV
sau khi nghi dm di 1am tro lai phai ndp lai cho can b phu trach BHXH cua Cong
ty cac gidy to sau:

+ Sao y cong chimng; gidy ra vién (do bénh vién c6 tham quyén cap); gidy ching
nhan nghi 6m hudng ché d6 BHXH (néu co).

Céc truong hop nghi 6m khac néu ¢ gidy xin nghi 6m s& dugc trir vao ngay
phép nam (néu nhan vién con phép) hodc trir vao tién lwong nhu cac trudng hop
nghi vié¢c riéng khong hudng luong.

b. Ché dé thai sin (Ap dung doi véi nhén vién nir sinh con diing quy dinh
ciia Cong ty)

< Ché ¢ khi mang thai:

v Trong thoi gian mang thai, can bd, nhan vién dugc nghi di kham thai 05
ngay (hudng luong co ban). Tién luong nhitng ngay nghi nay do Cong ty
hodc co quan BHXH chi tra theo thu tuc quy dinh.

Khi bi say thai, nhan vién phai c6 phiéu kham thai/gidy x4c nhan sy thai,
thai c6 bénh 1y...cta co quan y té. Néu c6 day du mot trong cac loai gidy
to trén, can bg, nhan vién s¢ dugc co quan BHXH chi trd 100% luong
trong nhitng ngay nghi.
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Ché @9 khi nhan vién sinh con
Thoi gian nghi trudce va sau khi sinh tong cong 1a 06 thang. Néu sinh thém 1
con (sinh do1, sinh ba..) dugc nghi thém 30 ngay.
Tién luong trong thoi gian nghi thai san: Co quan BHXH thanh toan 100%
luvong dong bao hiém va tro cip thém 02 thang luong co s¢ (muc luong toi
thiéu chung do Nha nuéc quy dinh).
Nhén vién nam cé vg sinh con duge nghi 05 ngdy néu sinh thudong, nghi 07
ngay néu sinh md. Trudng hop sinh ddi duge nghi 10 ngay. Tir sinh ba thi
thém mdi con duoc nghi thém 3 ngay lam viéc, t6i da khong qua 14 ngay lam
viéc, Truong hop vo sinh ddi trd 1én ma phai phau thuat thi duoc nghi 14
ngay lam viéc. Tién luong cho nhan vién nam nghi khi ¢6 vo sinh con do
BHXH chi tra.
Truong hop nhan vién nam da tham gia BHXH c6 vo sinh con ma vg khong
tham gia BHXH hoic c6 tham gia BHXH nhung khong du diéu kién huong
ché d6 thai san thi dugc hudng trg cip thai san mot 1an 1a 02 thang luong co
s& tai thoi diém sinh con.
CBNV nir cua Cong ty khi sinh con (thuc hién diing quy dinh) sé dugc Cong
ty hd tro 5.000.000d d6i véi cap nhan vién, 8.000.000d d6i véi cap Truong
bd phan/Pho phong va 10.000.000d ddi vai cap Trudng phong.

* TruGe khi sinh con, nhdn vién phdi bdo trude 01 thang (dé sdp xép, ban giao
cong viéc hodc bé tri nguoi khdc thay thé). Trong thoi gian nudi con dudi 12
thang tudi, nhéan vién dwoc nghi moi ngay 01 gio trong gio' lam viéc. Nhan vién
lam thi tuc dang ky thoi gio nghi ché do véi Phong HCNS ngay khi bat dau di
lam tro lqi.

¢ Di lam sau nghi thai sin
Nhan vién di lam sau khi nghi thai san phai dang ky ché d6 di lam lai voi

Phong HCNS 1uén ngay dau tién di 1am dé duoc hudng ché d6 nudi con dudi

12 thang tudi theo quy dinh.

v' Tuy vi trf cong viéc va theo yéu cau cong viéc, nhan vién dang nghi thai san
c6 thé duge Tong Giam dbc dé nghi di 1am trude khi hét thoi gian nghi thai
san theo quy dinh.

Nhitng truong hop khac chua hét thoi gian nghi thai san, néu muén di 1am
sdm nhén vién phai c6 don dugc Tong Giam dbc duyét.

Khi di lam sém, nhan vién dugc huong luong va cac ché do di lam

d6i voi nhan vién nit ¢6 con dudi 1 tudi nhu binh thuong.
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c. Tro cdp tai nan lao dong, bénh nghé nghigp ...
- Do co quan BHXH chi tra sau khi xac nhan ty 1€ thuong tat. Ngoai ra, tuy
theo mirc do, tinh chét cua su viéc, Cong ty s€ xem x¢ét trg cép thém cho can
bd, nhan vién.
- Trong cac trudong hop khac nhu bénh nghé nghiép, huu tri, ti tuét, can bo,
nhan vién s€ duoc nhan cac khoan tro cép theo quy dinh cua co quan BHXH.

CAC CHE PO PHUC LOI KHAC

a. Chiic mirng két hon (dp dung tit cd CBNV chinh thirc)

- CBNV chinh thire khi két hon s& dugc Ban Lanh dao Cong ty ming 3.000.000
d/nguoi, Truong bo phan tré 1én mung 5.000.000 d/nguon.

b. Tir tuit

- Ban than CBNV, Vq/ché)ng/con, bd, me hai bén vg hodc chéng mat.

- Cong ty chi tién phung viéng: 1.000.000 ddng/dam tang t& than phu mau/
vo/chdng/con ctia nhan vién; 5.000.000 dong/dam tang nhan vién.

c. Tai nan, dén b

- Can bd nhan vién lam viéc tai Cong ty bi thuong tat do cong viéc hodc tu
vong do tai nan trong khi thi hanh cong vu (cac vu viéc duge xac minh cu thé
v6i 1y do chinh dang) thi ngoai viéc duoc hudng tro cap BHXH con dugc
hudng thém trg cip ctia Cong ty (viéc hudng trg cip cia Cong ty s& do Tong
Giam doc Cong ty quyét dinh tiy theo timg vu viéc).

d. Hé tro Thue tip sinh Ky thudt-Bdo hanh: 2.500.000d/thang (1am ca ngay
dua cong).

HOAT PONG CONG DOAN
- Gia nhap Cong doan: Cac can bo, nhan vién thir viéc ¢6 quyén gia nhap t6

chirc Cong doan Cong ty.
- Trich ndp 1& phi Cong doan: CBNV khi tham gia t6 chttc Cong doan, c6 trach
nhiém déng 1& phi Cong doan bang 1% mirc lwong co ban/thang. Cong ty trich

ndp 2% (tinh trén tong quy lwong co ban toan Cong ty).

- Ché do Phuc loi Cong doan: Thuc hién théng nhét theo Quy ché riéng do Ban
chap hanh Cong doan ban hanh theo timg thoi diém.




- HACOM
III. QUY CHE DAO TAO siNcE 28

1. Noi dung Dao tao

a. Huan luyén “Ho1 nhap HACOM” danh cho nhan sy moi: Giai doan dau
lam viéc, dé giup cho CBNV méi nhanh chong hoa nhap méi trudng - vin
hoé doanh nghiép, B phan Pao tao & Kiém soat chat lugng - Phong Dich vu
Khach hang (viét tit 1a Dao tao) sé t6 chirc 16p chia sé kién thic “Hoi nhap
HACOM?”. Thong qua d6, CBNV s& dugc hé thong tat ca cac thong tin vé
Cong ty (lich str phat trién, linh vuc hoat dong, cac quyén loi va dai ngd danh
cho nguoi lao dong,...). Déng thoi, duoc huéng dan truc tiép, hod tro nghiép

vu tir cac quan 1y, dong nghiép trong sudt qua trinh 1am viéc.

b. Pao tao va huan luyén ndi bo:

- Hang thang, Cong ty t6 chirc cac khoa dao tao va huan luyén ndi bo nhu
chia sé kién thirc vé& san pham, chuyén mén nghiép vu, k¥ ning mém hoic
cac kién thire bo tro khac danh cho CBNV thong qua cac phuong thirc dao
tao truc tiép, truc tuyén hoac qua video. Tinh than hoc tap, y thic ky luat va
thai dg khi tham gia dao tao cua nhan vién dugc Cong ty ghi nhan va dua vao
két qua danh gia nhan su dinh ky.

- Céc khoé hoc nim trong ké hoach do Pao tao td chire: lich hoc s& duoc
truyén thong cac bén lién quan it nhat 05 ngay dé ding ky va sip xép thoi
gian tham gia. Vi cac khod hoc dot xuét, Pao tao thuc hién thong bao sém
nhat c6 thé, nhung khong dudi 01 ngay trude khi budi dao tao dién ra.

- Cac khod hoc do Phong/Chi nhanh t6 chuc: lich hoc, ndi dung hoc, danh
sach hoc vién tham du duoc Truéng phong/Quan 1y Chi nhanh giri vé Pao
tao toi thiéu 03 ngay trude khi 16p hoc dién ra. Pao tao co6 trach nhiém theo
doi, giam sat, tiép nhan két qua hoc tap, cac y kién phan hoi tur ngudi hoc,
nguoi day va danh gia tinh hiéu qua cua ndi dung dao tao. Luu trit hd so trén

cac cong cu quan ly theo quy dinh.
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Hoat dong dao tao & huin luyén ngoai Céong ty

Can ¢t vao tinh chét cong vi¢c ddm nhiém, nhu cau thuc té va dinh hudng phat
trién doanh nghiép, thong qua Pao tao & KSCL, Cong ty s& cir CBNV tham duy
cac lop dao tao, huén luyén, héi thao do don vi bén ngoai Cong ty td chuc.
CBNV dugc dam bao cac quyén loi theo chinh sach quy dinh hodc theo phé
duyét ciia Tong Giam ddc ddi voi ting trudng hop cu thé.

Nhan vién dugc khuyén khich tham gia cac khoa hoc ngoai gio. Tuy ting
truong hop cu thé, tién hoc phi s& duoc Cong ty hd trg hodc chi tra theo su phé
duyét ciia Tong Giam ddc.

Céc khoa ddo tao, hudn luyén, hoi thao do don vi ngoai Cong ty to chirc va
khong can ky cam két dao tao: CBNV trinh ky don xin di hoc theo biéu mau
quy dinh, ¢6 x4c nhan cta cdp Quan Iy truc tiép, phé duyét cia Tong Giam
dbc. Van ban sau khi duoc duyét can thong tin vé Pao tao dé luu trit hodc thuc
hién cac nghiép vu danh gia chit lugng sau do.

Céc khoé dao tao, huin luyén, hoi thao do don vi ngoai Cong ty t6 chirc va can
ky cam két dao tao: CBNV trinh ky don xin di hoc, thoa thuan dao tao theo
biéu mau quy dinh ¢6 xac nhan ciia cip Quan 1y truc tiép, phé duyét caa Tong
Giam dbc. Pao tao huéng dan, hé trg CBNV hoan tat cac thi tuc dé nhan quyét
dinh cir nhan sy di dao tao. Trong qua trinh tham gia 16p, CBNV co trach
nhiém tuan thu quy dinh cua khoa hoc, kip thoi phan hoi cho Pao tao cic van
dé phat sinh nham dam bao ké hoach hoc tap. Két thuc khoa hoc, CBNV guri
bao céo két qua hoc vé Pao tao dé luu hd so theo quy dinh.

Thi dinh ky/Thi chuyén mén & Két qua hoc tip

Két qua hoc tap ciia cac khod dao tao do Cong ty to chirc s& duoc thong bao cho
hoc vién trong vong mot tuan ké tir khi khoa hoc két thuc.

Hoc vién duoc phat ching chi sau khoa hoc (néu c6). Chting chi dugc dung lam
cin cir chimg minh CBNV d4 t6t nghiép khoa hoc.

Sau mdi khoa hoc hodc vao cac dot danh gia dinh ky, Dao tao sé& t6 churc sat
hach, ghi nhan két qua va téng hop danh sdich CBNV du thi. Dir li€u nay 1a mot
phan co s& dé nhan su duoc xét chuyén hop dong, duoc tang bac luong hodc cd
thé duoc danh gia tiém ning phat trién, bodi dudng va phat trién doi ngii nhan sy

nguon, bd sung hay dé bat vao cac vi tri quan trong ctia Cong ty.
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2. Cam két dao tao & Boi hoan chi phi Pao tao \
7 r b A
Doi voi tat ca cac khod dao tao c6 phat sinh chi phi dao tao bao gom hoc \
phi va cac chi phi khac, Cong ty yéu cau CBNV dugc ctr di hoc ky thoa
thuan dao tao, cam két 1am viéc cho Cong ty sau khi hoan thanh khod hoc

theo cac muc sau:

Th0’1 ian thu’c Hinh thu’c

. Trén 30 triéu 08 nam Bang vin ban
. Tt 20 triéu dén 30 triéu 06 nam Bing vin ban
Tur 10 triéu dén dudi 20 triéu 04 nim Bing vin ban
n Tir 05 triéu dén dudi 10 triéu 02 nam Bang viin ban
Dudi 05 triéu 01 nam Bang vin ban

a. Boi hoan chi phi dao tao

Nguoi lao dong (NLD) don phuong cham diat Hop dong lao dong (HPLD)
truée thoi han va trai quy dinh ctia phap luat, phai boi hoan chi phi dao tao
trong thoi gian lam viéc tai Cong ty. Truong hop HPLD gitra Cong ty &
NLD hét hiéu lyc va NLD khong c6 nguyén vong tai tuc, NLD c¢6 trach

nhiém tuan thu cac diéu khoan da cam két tai ban thoa thuan dao tao.

b. Mirc bdi thuwong dwore tinh theo cong thirc

Thoi gian cam ket — Thoi gian @d lam viée cho cong ty sau ddo tao
Thoi gian cam ket

1l

Tién boi thirong x  Chiphi boi hodn
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IV. MOT SO QUY PINH TAI NOI LAM VIEC

Pi¢u 1. Pi lam day di, ding gio

Tat ca can bo, nhan vién phai di lam
dang gio theo quy dinh. Phai c6 mat ¢ vi
tri lam viéc khi bat dau vao gio lam viéc.
Vi bat ky 1y do gi, néu nguoi lao dong
khong thé c6 mat diing gid thi phai thong
bao cho TBP/QLCN/QLV/TP ctia minh
hodc Ban Tong Giam doc Cong ty (ddi
vol cac QLCN/QLV/TP) trude gio lam

viéc dau tién cuia ngay lam viéc do.

Piéu 2. Quy dinh vé trang phuc va dién
mao:

O CBNV céin mic trang phuc gon gang,
duoc 1a a1, gitr gin sach s¢;
Dau toc gon gang, khong nhudém téc mau
sang;
Tuan tha ding Quy dinh vé trang phuc,
ddng phuc, dién mao trong thoi gian 1am
viéc. Quy dinh s6 01/2023/QyD.HACOM
stra d6i 1an 2 ban hanh ngay 30/09/2024.
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v" CBNV c6 trdch nhiém bao quan, gilr gin cAn than tai san da duoc trang bi va
cac tai san chung ctia Cong ty. Khong tu y sira chita may moc, thiét bi khi
hong hoc. Khong str dung may moc thiét bi ciia ngudi khac.

Trong gio lam viéc, CBNV khong an qua vit, dua cot, chat trén mang vdi1 muc
dich c4 nhan hodc lam viéc riéng. Khong duoc tu tip tan giu, gay mat trat ty,
mat doan két trong Cong ty.

Khéng udng ruou bia trong thoi gian 1am viéc hodc trong gid nghi trua (trir
truong hop dic biét dugc sy dong ¥ cua Tong Giam déc Cong ty). Nghiém
caAm mang cac chat chay no, doc hai, nguy hiém, cac loai chat kich thich, cac
loai vil khi vat liéu n6 vao Cong ty.

Khi ra vao Cong ty phai thuc hién ding quy dinh cua Cong ty, tudn thu su
huéng dan cia bao vé.

Trong toan thoi gian tai Cong ty, CBNV khong dugc phép choi game, xem
game trén may tinh, xem phim, goi di¢n, chat hodac lam nhiing viéc khac...
Trong sudt thoi gian 1am viéc theo quy dinh, CBNV ¢6 nhu ciu ra ngoai phai
dugc su dong y cia TBP/QLCN/QLV/TP méi duoc ra ngoai, truong hop quan
Iy truc tiép di vang thi phai nhan tin, goi dién cho Quan 1y truc tiép va thong
bao cho ngudi dugce chi dinh ty quyén.

Khéng hat thude 14 trong Cong ty, trir nhitng phong dic biét dung dé tiép
khéch duoc su dong ¥ cuia Tong Giam doc Cong ty.

Tat ca tai san ctia Cong ty khi can di chuyén sang vi tri khic phai duoc sy
chép thuan cia QLCN/QLV/TP, néu lam mat mat, hu hong tai san phai boi
thuong theo quy dinh.

Céc cong van, tai liéu di, dén déu phai duogc theo doi, ghi chép vao ) cong
van va duoc chuyén dén cac bo phan, nhan vién lién quan. Nhan vién nhan
hoic chuyén cong vin di dén déu phai ky xac nhan vao sd cong van.

v St dung phong hop

+ Ngoai lich hop giao ban dinh ky hang tuan/thang, cac Phong/CN/BP khi c6 nhu

cau stir dung phong hop déu phai dang ky truéc véi Phong HCNS.

+ CBNYV khi tham gia céc budi hop/dao tao can nghiém tac thyc hién ndi quy dé

ra. Sau khi két thuc, nhitng ngudi tham gia ¢ trach nhiém sap xép lai ban ghé gon

gang, ngan nip, thu gom tat ca cac loai ric quanh khu vuc minh ngdi... bo vao
thung rac trude khi ra vé.
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- Toan thé CBNV phai c6 y thuc gitr gin trat tu, vé sinh tai noi lam viéc.
Nghiém cam vut rac, d6 nudc, cac hanh vi gady mat vé sinh khac tai noi lam viéc
va cac khu vuc cong cong.

- Khi ra vé phai tat may tinh, diéu hoa, quat, dén va cac thiét bi dién trong khu

vuc cua minh. Nguoi cudi cung ro1 khoéi phong co trach nhiém tat tat ca cac

thiét bi dién trong phong lam viéc va dén hanh lang. Néu thyc hién khong dung
s€ xur ly va phat theo quy dinh.

Pi¢u 4. An toan lao dong

Néu nhan vién phat hién thay di€u kién tai noi lam viéc khong an toan hoac cé
nguy co gay ra tai nan, ban phai dung cong viéc lai va 1ap tirc thong bdo cho
nguoi co trach nhiém vé an toan dong thoi tim cach khac phuc su co.

Piéu 5. Quy dinh vé sir dung phwong tién di lai va vat dung ciia Cong ty

a.

Di cong tic ndi thanh (bang xe mdy)

Truong hop nhan vién thuong xuyén phai di cong tac luu dong trén dia ban
thanh phd bang xe may riéng, nhung khong du diéu kién thanh toan theo timg
ngay nhu:

Ké toan ngan hang

Nhan vién Ky thuat-Bao hanh...

Céc truong hop trén s& dugc xem xét dé ap dung phu phi phu hop tuy theo
tinh chat, khdi lugng cong viéc.

Khi phét sinh nhu cau st dung xe 6 t6 vin phong (néu c6) do Phong Hanh
chinh Nhan sy quén ly (trir Ban TGD), nguoi sit dung phai dang ky trude véi
Phong Hanh chinh Nhan sy trudc thoi gian can sir dung xe it nhét 13 1 ngay
lam viéc. Néu di vé tir 02 ngay tro 1én phai ding ky trude d6 it nhat 02 ngay
theo Quy ché quan 1y va str dung xe 6 to vin phong.

Dbi voi CBNV can st dung xe cua Phong Kho Van: dang ky xin st dung xe
6 t6 voi Phong Kho Van theo mau gidy dé nghi sir dung xe 6 to ghi rd lich

trinh va thoi gian di.
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b. Dién thoai, xe mdy

Tét ca cude goi phai phuc vu cho muc dich cong viéc, mdi c4 nhan can tu
kiém soat thoi gian noi chuyén mot cach hop 1y va tiét kiém. Khong sir dung
dién thoai ctia Cong ty vao muc dich c4 nhan. Khéng nén khuyén khich

ngudi than, ban bé goi dién trong gid 1am viée trir trudng hop khan cép.

Tuy thudc vao vi tri va yéu cau cong vi¢c cua mdi can bd, nhan vién, Cong ty

s& cap dién thoai ¢ dinh hodc di dong tai Cong ty va quy dinh quyén goi cu

thé.

Nhén vién dd duge Cong ty cdp tién dién thoai di dong bat budc phai nghe

dién thoai trong gid lam viéc (ké ca ngoai gid di dugc quy dinh phai nghe

dién thoai).

Nhan vién khi duoc tuyén dung vao Cong ty phai ty trang bi dién thoai di

dong hodc xe may (Bét budc dbi véi mot sb bd phan: Giao van, Ky thuat,...).
* Quy dinh han mirc phi dién thoai di dong dwgc Cong ty thanh todan
Dbi voi mot sd truong hop can thiét phuc vu cong viée, Cong ty s& hd trg phi
dién thoai di dong. Trur truong hop céc vi tri cong viéc phai nhan dién thoai ngoai
g10 theo quy dinh, mdy di¢n thoai do Cong ty trang bi trong thoi gian l[am viéc tai
Cong ty, hét gio lam viéc khong dugc mang theo dién thoai vé nha, khong sir
dung dién thoai vao muc dich c4 nhan, viéc riéng. Han muac phi dién thoai di
dong do Tong Giam d6c Cong ty phé duyét theo tig thoi diém.

Diéu 6. Viin phong pham va cdc céng cu, dung cu khdc

Viéc st dung van phong phém, cong cu dung cu lam viéc phai phuc vu cho
muc dich cong viée, trén nguyén tic sit dung hop 1y, tiét kiém, tranh 1ang phi,

nghiém cam st dung cho cac muc dich cé nhan.
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Piéu 7. Bi mat kinh doanh
Trong tat ca truong hop, can bd nhan vién 1am viéc tai Cong ty C6 phan Pau tu
Cong ngh¢ HACOM khong dugc tiét 16 hodc co bat ky hanh dong nao lam 10
thong tin bi mat lién quan dén hoat dong kinh doanh ctia Cong ty, phai thuc
hién tat ca bién phap tich cuc dé gilt bi mat cac thong tin d6, khong gdy anh
huong va thiét hai cho Cong ty.
Tai san, uy tin va bi mat kinh doanh cta Cong ty bao gom:
- Trang thiét bi, tai san, cong cu, dung cu lam viéc dugc Cong ty trang bi.
- Hang hoa cua Cong ty.
- Cac phan mém may tinh va phan mém quén 1y.
- T4t ca céc quy trinh tac nghi¢p, cac quy dinh, nd1 quy, quy ché ndi bo. ..
- Ké hoach kinh doanh.
- Cac ta1 liéu, bao cao tai chinh.
- Danh muc, gia ca hang hoa, dich vu.
- Bién ban cac cudc hop ...
- Cac thong tin, cong nghé lién quan dén quyén s& hitu tri tué caa Cong ty.

Picu 8. Mua ban hang héa, dich vu c4 nhén

Khéng duoc loi dung cong viée hodc cac moéi quan hé cua Cong ty dé thuc
hién viéc mua ban hang hoéa, dich vu c4 nhan cho khach hang cua Cong ty.
Tat ca viéc mua ban déu phai dugc thuc hi¢n thong qua Cong ty.

Piéu 9. Cong no tién hang

1. Cong no tién hang dugc hiéu 14 toan bo tién hang hoa/dich vu ma nhan vién
K¥ thuat-Bao hanh/K¥ thuat Camera/Giao van chua hoan tat quy trinh thanh

toan tai bd phan Thu ngan/Ké toan Cong ty theo cac quy dinh, quy trinh da ap

dung. Cac khoan cong no tién hang bao gom: tién khach hang da thanh toan
mdt phan/toan bo don hang nhung chua hoan tat quy trinh thanh toan vé Cong
ty va tién khach hang chua thanh toan cho Cong ty. Cong no tién hang duoc xac
dinh 12 da hoan tat khi c6 su x4c nhan cua dai dién Phong Ké toan Cong ty.
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Chu y: Nhan vién K¥ thuat-Bao hanh/Ky thuat Camera/Giao van/Lai xe/Kinh
doanh/Thu ngan/Ké toan khong dugc phép nhan thanh toan chuyén khoan tir
khach hang dén tai khoan c4 nhan dudi moi hinh thirc; khong duogc sir dung thé tin
dung ca nhan hodc cac loai hinh thanh toan khac dé 14y tién ctia khach hang, quy
d6i theo muc dich ca nhan va thanh toan tién tai Cong ty.
2. Cac khoan cong no tién hang 1a tai san ctia Cong ty, ca nhan khong duoc phép
sir dung vao muc dich riéng vé6i bat ky 1y do gi. Cac khoan tién mat luu trit tai quy
1a phan tién mat trich ra tir khoan cong no tién hang da hoan tat quy trinh, bo phan
Thu ngan/Ké toan Cong ty phai cé trach nhiém, nghia vu st dung theo dung quy
dinh, quy trinh, phuc vu muc dich ctia Cong ty.
3. Cac truong hop xdy ra that thoat cong no, tién, tai san cua Cong ty va trach
nhiém, nghia vu cua nhirng nguoi lién quan.
a. Nhan vién Ky thuat-Bao hanh/Ky thuat Camera/Giao van/Lai xe va
TBP/QLCN/QLV/TP lién quan c6 nhan vién thuc hién viéc thu tién cua khach
hang cho Cong ty phai chiu trach nhiém boi hoan khoén tién tuwong tmg véi s6
tién, gia tr1 hang hoa that thoat.
b. Truong hop khach hang mua hang cong ng vugt qua han mic tin dung cho
phép (cin ctr hop dong nguyén tic di dugc Ban Linh dao Cong ty phé duyét)
hodc cong no cua khach hang vuot qua thoi gian gia han thanh toan dugc Ban
Lanh dao Cong ty phé duyét thi nhan vién kinh doanh va TBP/QLCN/QLV/TP
lién quan c6 nhan vién thuc hién don hang d6 phai chiu trach nhiém boi hoan
khoan tién twong tmg véi s tién, gia tri hang hoa that thoat khong thu hoi duoc.
c. Truong hop 1am that thoat tién, tai san khac cia Cong ty, nhan vién chiu trach
nhiém quan 1y, sir dung tién/tai san d6 va TBP/QLCN/QLV/TP tryc tiép lién quan
phai chiu trach nhiém boi hoan khoan tién twong tmg véi gia tri tai san khong thu
hoi duge.

Luuy:

- Trudng hop: Cac ching tir giao hang thuc hién giao nhan, lip dit sau 20h00
cing ngdy ma nhan vién K¥ thuat-Bao hanh/nhan vién Giao van khong thé quay
vé nop tién trudc gio két thuc 1am viée cua cac diém kinh doanh - phai hoan tat
cong ng trude 10h00 ngay hom sau (Néu ngay hém sau la ngay nghi theo lich ciia

nhan vién thi dwoc phép chdm ndp nhung khéng qua 24 tiéng).
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Pieu 10. Giai quyét khieu nai
Khach hang 1a d6i tic quan trong nhat d6i voi Cong ty. Khach hang ludn phai
nhan duoc sy phuc vu man can va tan tdm. Khi xay ra cac phat sinh hodc khiéu
nai ctia khach hang, nhan vién phu trach truc tiép cong viéc phai cha dong va
nhanh chéng gidi quyét van dé. Trong trudng hop vuot qua tham quyén va trach
nhiém thi phai bao cdo ngay TBP/QLCN/QLV/TP lién quan hoic Ban Téng
Giam dbc giai quyét. Khi lang nghe khach hang phai tuyét doi:
- Khong bao gio dugc tranh cii hay gay g6 voi khach hang.
- Cham chi lang nghe, cd gang ghi chép lai nhitng phan nan, khiéu nai ctia khach
hang.
- Trong vong mot tuan ké tir thoi diém nhan dugc email phan anh cia Cham soc
khach hang vé thai d6 khong hai long cua khach hang vé dich vu ctiia Cong ty,
TBP/QLCN/QLV/TP ¢6 trach nhiém tim hiéu nguyén nhan va néu
TBP/QLCN/QLV/TP khong tim dugc ra s€ phat TBP/QLCN/QLV/TP lién quan.

Picu 11. Nhén tién tir phia khach hang, d6i tac va vi pham dao dirc nghé
nghiép

Bat ky nhan vién nao ciing khong duoc nhan tién thuong, hoa hong, qua... dudi
tat ca cac hinh thirc tir phia khach hang, ddi tac hodc nha cung cap hang héa, dich
vu V01 tu cach ca nhan. Nhan vién nao bi phat hién c6 hanh dong trén s€ phai chiu

hinh thtrc ky luat cao nhét cia Cong ty.

T4t ca hanh vi tham 6 tién cua, tai san ctia Cong ty déu bi ky luat va co thé bi truy

t6 trudc phap luat.
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Ky ludt la mét hinh thirc quéin 1y dwoc dp dung mét cach trigt dé, c6 muc
dich, chinh xdc va nhit qudn. Muc dich ciia ky ludt la dé cdi thién, siva
chita nhitng hanh vi chwa ditng din va ning cao y thirc nhéan vién hon la dé

\trl‘mg phat. )

Picéu 1. Cac hinh thire xir 1y ky luit lao dong

- Tuy theo tinh chat, mtc do vi pham, nguoi lao dong s€ chiu mdt trong cac
hinh thuc ky luat sau:

v Khién trach miéng hodc van ban giri quyét dinh khién trach dén cac bo phan
Cong ty.

v/ Kéo dai thoi han nang lvong khong qua 06 thang.

v Céch chtrc

V' Sa thai.

- Ban Téng Giam ddc Cong ty c6 quyén ra quyét dinh tam dinh chi cong viéc
ctia nguoi lao dong khi vu viéc vi pham nghiém trong hodc c6 nhiing tinh tiét
phtic tap sau khi tham khao y kién caa Ban chap hanh Cong doan.

Thoi han tam dinh chi cong viéc tir 15 ngay dén 3 thang. Hét thoi han tam dinh
chi cong viéc, nguoi lao dong duoc tiép tuc lam viéc. Néu ngudi lao dong
khong c6 16i, thi Cong ty phai tra du tién luong, phu cap luong trong thdi gian
tam dinh chi cong viéc.

- Cong ty khong ap dung nhiéu hinh thtc xtr 1y ky luat lao dong ddi voi cliing
mot hanh vi vi pham ky luat lao dong ctia nhan vién. Khi nhan vién co nhiéu
hanh vi vi pham ky luat lao dong cung moét luc thi Cong ty chi &p dung hinh
thire xur 1y ky luat doi véi hanh vi vi pham nang nhat. Cac hanh vi vi pham ky
luat khac dugc xem xét 1a nhiing tinh tiét ting nang khi quyét dinh mic do

ky luat.
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- Nguoi lao dong bi khién trach sau 03 thang hoac bi xtr 1y ky luat kéo dai thoi
han nang luong sau 06 thang hodc bi xtr 1y ky luat cach chiic sau 03 nam ké tir
ngay bi xir Iy, néu khong tiép tuc vi pham ky luat lao dong thi duoc xoa ky luat.
- Nguoi lao dong bi xir Iy ky luat kéo dai thoi han nang luong sau khi chap
hanh duoc mot nta thoi han néu sta chita tién bo thi co thé dugc ngudi sir
dung lao dong xét giam thoi han.

Picu 3. Cac hanh vi vi pham ky luit va trat tw trong Cong ty

a. Hinh thirc ky ludt Khién trach véi cac hanh vi vi pham nhw sau
Vi pham lan 1: Khién trach bang vin ban.
Vi pham lan 2: Trong vong 3 thang ké tir ngay nhan dugc Quyét dinh ky luat
Khién trach: Nhan Quyét dinh kéo dai thoi han nang luvong khong qua 06 thang.
Vi pham lan 3: Vi pham trong thoi gian ky luat: Cach chirc (d6i véi cap quan 1y)
hodac Sa thai theo quy dinh tuy ting truong hop.
Str dung céc thiét bi trong Cong ty khong ding véi quy dinh hodc khong duoc
phép.
Khong tuan thii nhiing quy dinh vé trang phyc va dién mao khi di lam ciia Cong
ty, da bi nhac nho 1 lan.
Trong gio lam viéc tu y tu tdp an qua, tro chuyén (chat) trén mang hoac lam viéc
riéng.
Bi khéach hang phan nan trong cong viéc.
Khong hop tic, hd trg nhan vién moi trong cong viée, did bi
TBP/QLCN/QLV/TP nhic nhd nhung khong thay doi.
Thai ¢6 khong dung muc ddi véi khach hang hodc dong nghiép.
Khong gitr gin v¢ sinh khu vuc lam viéc va vé€ sinh chung trong Cong ty.
Khéng tudn thu cac quy dinh vé an toan lao dong, PCCC.
Khong duy tri cac chuan mue vé chét lugng san phém, dich vu theo yéu cau cu
thé d6i voi bo phan.
Khong thuc hién trach nhiém kiém tra, phan hoi dang han hodc phan hoi khong
chinh xé4c cac bao cdo Cham séc khach hang hoac béo cao vi pham dugc phat
hién tir BP Pao tao & Kiém soat chat luong di duoc canh bao tir 1an thar 02
trong thang.
Khong tham gia cac cudc hop, lich dao tao theo quy dinh ma khong c6 ly do
chinh dang.
Khong nghlem chinh chap hanh cac quy tac vé quan 1y ndi bo, quan 1y thong
tin va cac quy tic khiac ma Cong ty c6 thé ban hanh tuy ting thoi diém.




HACOM
SINCE 2001

i mudn, vé sém trén 20 phut khong xin phép cép trén hodc co xin phép
nhung xin phép khong dung quy dinh, khong duoc cho phép.
Di mudn, vé sém 05 1an trong thang.
Khéng gui bao cao ding thoi han di thong bao gy anh hudng chung dén
hoat dong ctia Bo phan khac trong Cong ty, Ban Téng Giam ddc.
Céac hanh vi vi pham khac nhung chua gay thiét hai vé tai san va loi ich
cua Cong ty.
Ro1 bo vi tri lam viéc khi khong dugc phép, hodac khong thong bao voi
TBP/QLCN/QLV/TP.
Cac hanh vi duoc quy dinh trong N§1 quy lao dong cua Cong ty.

b. Hinh thurc ky ludt Kéo dai thoi han ndng lwong khong qua 06 thang dap
dung voi cac hanh vi vi pham sau:

0 Vi pham 1an 1: Kéo dai thoi han nang luong khong qua 06 thang.

3 Vi pham lan 2: Trong vong 03 thang ké tir ngay nhan duoc Quyét dinh Kéo
dai thoi han nang luong khong qua 06 thang: Nhan Quyét dinh Cach chirc (d6i
v6i cap Quan 1y) hoic Sa thai theo quy dinh tiy ting truong hop.

v/ Nghi khi khong dugc phép hodc khong xin phép TBP/QLCN/QLV/TP, xin
phép khong diing quy dinh.

v/ Khong tuan thu theo dung lich yéu cau cia cac cudc thi, sat hach dinh ky
hoic khoa dao tao lién quan téi cong viée trong thdi gian Cong ty yéu cau.

v Khong tuan tha ménh 1énh cong viéc ctia cip trén truc tiép ma khong co 1y
do chinh dang hoic khong phan anh kip thoi véi Tong Giam doc Cong ty.

v Thay d6i lich lam viéc khi khéng duoc su dong ¥ cta cap trén.

v Bi phan anh khong niém né, nhiét tinh v&i khach hang.

v Ubng rugu, bia khi dang lam viéc hoic 1am viéc trong tinh trang vira udng
ruou, bia.

v Cii nhau to tiéng trudc mat khach hang hodc c6 hanh vi khac khong ton
trong khach hang, dong nghiép.

v Ngu trong gio lam viéc.

v Khong hop tac cong viée véi cac dong nghiép trong pham vi, trach nhiém,
yéu cau chuyén mon gy anh huéng dén cong viée chung ctia Cong ty.

v Bi mudn, vé sém lan thi 06 trong thang.
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v Thiéu trach nhiém trong quan 1y gdy anh hudng dén uy tin, tai san, loi ich
chung cua Cong ty.
v Gay rdi 1am mat trat ty trong Cong ty.
v/ Khong phuc tung, tur chéi tuan theo ménh 1énh cua cép trén hodc khong
hoan thanh cac cong viéc dugc giao sau khi di bi canh cdo bang vin ban.
v Thiéu tinh than trach nhiém trong cong viéc duoc giao giy thiét hai vat
chét cho Cong ty.
v Pua nhiing tin don sai trai vé Cong ty hodc nhan vién trong Cong ty, xii
giuc giy bat hoa ndi bo.
v Lam hu hong, mat mat cac thiét bi may méc ctia Cong ty trong khi sir
dung ma khong dugc phép hoic do bét can.
v Truc tiép hodc gian tiép gy mat mat, that thoat hang hoa, tai san cua
Cong ty.
v Céc hanh vi gy anh huong nghiém trong dén uy tin, hinh anh hoic gay
thiét hai té1 tai san, loi ich chung cia Cong ty va Ban Lanh dao Cong ty
va chuyén sang mutrc Ky luat "Sa thai".
v Cac hanh vi dugc quy dinh trong Noi quy lao dong ctia Cong ty.
¢. Cac hanh vi vi pham sé bi xuwr ly theo hinh thirc Sa thdi (budc thoi viéc):
v/ C6 hanh vi trom cép, tham 6, danh bac, cb y gay thuong tich, sir dung ma
thy tai noi lam viéc, cac hanh vi c6 thé biéu hién cu thé nhu sau: Truc tiép
hodc gian tiép nhén tién hoa héng; nhan qua, tién, vat chat va cac loi ich

khac tir di tac, nha cung cdp ma khong co su cho phép tir Ban Lanh dao;

thu phi ciia khach hang khi khong dugc phép; chiém dung, bién thu tai san
ciia Cong ty, dong nghiép hodc ciia khach hang; Lam dung cong viéc duoc
giao hodc lgi dung danh nghia ctia Cong ty dé thyuc hién cac cong viéc kinh
doanh bén ngoai hodc truc loi ca nhan ma khong dugc phép, danh nhau, xti
giuc, cudng ép nguoi khac danh nhau hoac c6 hanh vi xam pham tinh mang,
stc khoe ctia nguoi khac trong pham vi Cong ty hodc trong khi thuc hién
cong viée cua Cong ty; huéng din ca nhan/ddi tac/khach hang thanh toan
chuyén khoan dén tai khoan ca nhan/té chirc khac Cong ty ma khong duoc
su dong ¥ ctia Ban Tong Giam déc...
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v C6 hanh vi tiét 16 bi mat kinh doanh, bi mat cong ngh¢, xam pham quyén SO
hiru tri tué khi khong duge phép ctua Ban Tong Giam dbc; c6 hanh vi gay thiét
hai nghiém trong hoac de doa gay thiét hai dac biét nghiém trong vé tai san,
loi ich ctia Cong ty nhu: lam gia ho so, tai liéu, s6 sach giy hau qua nghiém
trong cho hoat dong kinh doanh ctia Cong ty; truc tiép hay gian tiép canh tranh
v6i Cong ty dudi bat ky hinh thire ndo véi tu cach 13 nhan vién, giam dbc, nha
tu van, ngudi moi gidi... cho bat ky thé nhan hay phap nhan nao hoat dong
kinh doanh ciing nganh, nghé véi Cong ty; gia mao hodc khai bao théng tin
lam sai 1éch vé& hd so nhéan sy, c6 hanh vi lam anh huong nghiém trong truc
tiép hodc gian tiép dén muac do hoan thanh cong viéc dang 1am tai Cong ty...)
hodc quiy rdi tinh duc tai noi 1am viéc duoc quy dinh trong Noi quy lao dong.
v/ Bi xir Iy ky luat kéo dai thoi han nang luong hoac cach chirc ma tai pham
trong thoi gian chua x6a ky luat theo quy dinh phap luat.

v Tu ¥ bo viéc 05 ngay cong don trong thoi han 30 ngdy hodc 20 ngay cong
don trong thoi han 365 ngay tinh tir ngay dau tién tu ¥ bo viéc ma khong co 1y

do chinh dang va khong duoc sy dong ¥ cua Ban Téng Giam dc.

d. Trach nhiém vit chit
Cén bo nhén vién trong Cong ty néu vi pham noi quy, quy ché, nguyén tic lam
viéc gy hau qua nghiém trong dan dén nhimng thiét hai cho Céng ty thi phai

chiu mot trong céac hinh thirc ky luat twong Gng kém theo viéc bdi thudng mot

phan hodc toan bo ton that do hanh vi vi pham gy ra.
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Piéu 4. Trinh tyw xir 1y vi pham k¥ luit lao dong

Trinh tu, thu tuc xu 1y ky luét lao dong dugc quy dinh nhu sau:

Khi phat hién CBNV ¢6 hanh vi vi pham ky luét lao dong tai thoi diém xay
ra hanh vi vi pham, TBP/QLCN/TP/QLV c6 nhan vién vi pham lap bién ban
ghi nhan 16i hodc giri email bao céo sy viée, yéu cau CBNV viét tuong trinh
gri Phong HCNSS va thong bao dén Ban chap hanh Cong doan Cong ty.
Trong thoi hiéu xt 1y ky luat lao dong duoc quy dinh, Cong ty tién hanh hop
xtr 1y ky luat lao dong tuy timg truong hop cu thé: Phong HCNS t6 chirc
cudc hop hodc email, trao doi truc tiép vé viéc xu 1y ky luat véi sy tham gia
cua it nhat 3 bén: Nhan vién vi pham, Quan 1y truc tiép, dai dien BCH Coéng
doan, Phong HCNS...

No6i dung cudc hop xur 1y ky luat lao dong phai dugc lap thanh bién ban,
thong qua trude khi két thuc cudc hop va cé chir ky cua nguoi tham du cudc
hop, truong hop c6 nguoil khong ky vao bién ban thi nguoi ghi bién ban néu
10 ho tén, 1y do khong ky (néu c6) vao nodi dung bién ban.

Phong HCNS cin ctr tudng trinh ctia nhan vién, cin ctr dé xuat tir cac nhan
su, bién ban, tai liéu lién quan va cin ct v6i Noi quy lao dong Cong ty, dé
xuét Ban Tong Giam déc hinh thirc xur 1y ky luét.

Trong thoi hiéu xir Iy ky luat lao dong quy dinh, Tong Giam doc can cir dé
xuat ctia cac B9 phan dé quyét dinh hinh thire ky luat va ra quyét dinh xir 1y
ky luat lao dong theo quy dinh No1 quy lao dong Cong ty.

Luu y: Tuy tinh chét, mirc d tieng vu viéc vi pham, Ban Téng Gidm déc cé

thé Yéu cdu hoac Phong HCNS dé xudt thém cdc cugc hop xét ky ludt lao

dong khac dé két ludn vu viéc truoc khi ra quyét dinh.

e V61 nhitng truong hgp vi pham nghiém trong kéo dai thoi han nang luong
khong qua 06 thang tré 1én: QLCN/QLV/TP phai bao cao Ban Tong Giam
dbc Cong ty ngay tir khi phat hién vi pham trude khi thyc hién cac tha tuc
khac.

Cudc hop xét ky luat véi 3 bén lién quan: Nhan vién vi pham, Pai dién Cong
doan, Pai dién Cong ty (hodc dai dién theo Gy quyén ciia Cong ty 1a Phong
HCNS) va Quan 1y truc tiép 1a bit budc trong trudng hop nay va phai co
bién ban chinh thic dé xuat Ban Tong Giam dbc hinh thirc ky luat

nhan vién.
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PHU LUC
THUC HIEN CAC NOI QUY, QUY PINH, QUY TRiNH LAM VIEC

Can by nhdn vién thuc hién, tudn thu khong dung cdac quy dinh, quy
trinh, ngi quy...hién hanh trong Cong ty sé giam thuwong.
Viéc thuc hién, tudn thu quy dinh, quy trinh, nji quy... ap dung doc lap
voi cdc hinh thirc ky ludt lao dong.

Mirc giam

Noi dung .\ Ghi chua
thuwdng/lan

Mikc giam thuéng di mudn vé sém (lan thir nhat, lin thir hai/thing), quén check
in/out

Di muon, vé sém dén 5 phut 30.000 d

Di mudn, vé sém tir 6 - 10 phit 40.000 &

Di mudn, vé sém tir 11 - 20 pht 80.000 d

Di mudn, vé sém trén 20 phit co xin phép va
SR 111111 100.000 &
dugc sy dong ¥ cua cap trén

Quén check in 40.000 &

Quén check out 60.000 d

Pén sém gid 1am viée quy dinh (tr 60 phat khong 30.000 d/13
. an

c6 ly do chinh déng)

Mikc giam thwéng di mudn vé sém, quén check in/out (Ian thir 3 + trong thang)
Ké tir lan thir 3 thuc hién, tudn thu di muén vé sém, quén check in/check out cac mirc
gidm thuwong tai Muc I dwoc nhdn lén twong g véi 3,4,5,6, ... lan (VD: di mudén 5
phiit lan thir 3 trong thang la 3*30.000 d = 90.000 d).
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Mirc giam
Noi dung . Ghi chu
thwéng/ lan
Thure hién sai cong viée giy ra thiét hai vé tai san, hang héa (mit, héng), uy tin Cong

ty...: Tuy theo tinh chat va mirc d6 thyc hién sai quy dinh dé danh gia va lam can cir giam

thuong hoac quy trach nhiém dén bu thiét hai vé nhitng muc da gay ra.

Khéng thue hién quy dinh vé trang phuc, )
R R e 50.000 d Mat the, khong deo the
dong phuc va dién mao trong thoi gian . NV: 30.000 d&/1an

1am viéc (1an thir nhat/thang)

Khéng thye hién quy dinh vé trang phuc, dong phuc, di¢n mao, mat thé, khong deo
thé tén trong thoi gian 1am viéc (1an thir 2 + trong thang): Ké tir lan tht 2, khong thuc
hién quy dinh vé trang phuc, dong phuc, dién mao, mat thé va khong deo thé tén cac mirc
giam thudng tai Muc III S6 tay nhan vién dugc nhan 1én tuong ting voi 2,3,4,5,6, ... lan
(VD: khong deo thé lan tha 2 trong thang 1a 2*#30.000 & = 60.000 d).

Khéng thye hién nghia vu bio quan, bao Khong tat thiét bi VP,
vé tai san, trang thiét bi (1an thi 50.000 d khong giir v€ sinh
nhét/thang). chung...

Khéng thye hién nghia vu bio quén, bao vé tai sin, trang thiét bi (1an thir 2 + trong
thang): Ké tir 1an thu 2, khong thuc hién nghia vu bdo quén, bdo v¢ tai san, trang thiét bi
cac muc giam thudng tai Muc V So tay nhan vién dugc nhan 1én tuong ting véi 2,3,4,5,6,
... 1an (VD: Khong tat thiét bi dién khi ra vé cung 1 15i 1an tht 2 trong thang 1a 2*50.000 d
=100.000 d).

Khong thyc hién nghiép vu

Viét sai hoa don Tai chinh 30.000 d

Ghi thiéu thong tin trén hoa don, chimg tir

L. 30.000 @
ké toan

Lam mét Phiéu, Phiéu YCLM 100.000d/ph

- Ap dung véi BP K¥ thuat -
Giao hang khong c6 phiéu bién nhan hodc 50.0004  |Bao hanh

ohi thiéu thong tin trén phiéu Bién nhan

Ghi thiéu, sai thong tin trén phiéu xuat 50.000 d/ph  [Ap dung Vé’,i NV KD, bo
phan in phiéu xuat - P. KD

- 1. Lam mat PX bi phat
Stra phiéu xuat 20.000d  {100.000d/PX




Noi dung

Nghe va tra 101 dién thoai sai quy dinh

Mirc giam
thwdng/lan

50.000 d@

HACOM
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Ghi chu

Chua diéu chinh thong tin trén list gia ban 1¢ tai SR

sau thoi gio quy dinh

50.000d/sp

Sai thong tin trén list gia ban 1€ bay tai SR

50.000d/sp

Sai hodc thiéu thong tin, gia SP trén bao gia, trén
Phan mém, website

50.000d/sp

Tu y str dung tai nilong, bao bi ... ciia Cong ty vao
muc dich ca nhan

30.000d/chiéc

In thiéu hodc sai cic thong tin theo quy dinh

50.000d/1an

Khong guri bao cao hoac gui bao cao cham so véi
thoi gian quy dinh

50.000d/1an 1

100.000d/14n 2;
200.000d/1an 3

Nop tién cho thi quy, giao tra lién PX cho BP lién
quan sau 9h-12h hoém sau

50.000d/14n 1

100.000d/14an 2;
150.000d/1an 3.

Thuc hién sai cac quy trinh nghi€p vu cong viéc khac
theo chuyén moén dam nhiém

50.000d/1an

Phan anh tir noi bo

Cong ty

Thuc hién sai tt ca cac quy trinh nghi€p vu cong
viéc khac theo chuyén mon ddm nhiém
(Chuea toi mure xur ly Quyet dinh ky ludt)

100.000d/1an

Phan anh cua
khach hang toi
CSKH

Thuyec hién sai quy trinh lién quan dén xir Iy cac quan
hé lao dong, 16i thue hién sai khac

100.000d/1an

B sung, thu hoi bang tién hodc tai san c6 gia trj khi
bi cac quyét dinh ky ludt bang van ban

Quyét dinh ky luat Khién trach

200.000d

Quyét dinh ky luat Kéo dai thoi han nang luong
khong qua 06 thang

300.000d

Lam that lac gidy to noi bo

100.000d

Guri email sai quy dinh vé ndi dung va hinh thirc

50.000 d/1an
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Noi dung Mirc giam thuéng/ lan Ghi chi

Lbi “khong tat cac thiét bi dién khi ra vé&” s& chuyén doi thanh “thyc hién sai quy trinh”
cung so tién tuong duong chi so dién ti€u thy tir luc ve tdi dau gid [am viée hdm sau.

Khong thuc hién, thuc hién sai quy dinh vé thong bao, giai trinh cac khoan tién chua xéac
minh dugc nguon goc: 50.000d/1an/thang; 100.000d/1an 2/thang; 150.000d/1an 3/thang...

Khong thuc hién, thuc hi¢n sai quy dinh vé xir Iy van ban: 50.000d/lan 1/thang;
100.000d/1an 2/thdng; 150.000d/1an 3/thang. ..

Mike giam thuwéng khong thuwe hién,
thue hién sai cong no tién hang

Cham x1r Iy cong no phat sinh trén hé
- i e | 100,000d
thong tir 01-02 ngay (lan 1 trong thang)

Cung 13i (thyc hién sai lan 2 trong thang) 200,0004

300.000d

Cung 16i (thuc hién sai 1an 3 trong thang) | Ky luat kéo dai thoi han nang | Theo quy dinh

luwong khong qué 06 thang

x. : (N CA / Néu khong cé Iy
Cung 1061 (thuc hién sai 1an 4 trong thang) Ky luat Sa thai gt EY

do chinh dang

Cham x1r Iy cong no phat sinh trén hé 300'9006,
thé ;02 ngay ( Bn 1t théng) Ky luat kéo dai thoi han nang | Theo quy dinh
B e T luong khong qua 06 thang

Néu khong cé Iy

Cung 15i (thuc hién sai 1an 2 trong thang)

S do chinh dang

Cong ng phat sinh tor quéa 03 ngay trén h¢
thong

Ky luat Sa thai

Néu khéng cé Iy
do chinh dang

Khong giao tra hang khuyén mai cho
khach (thuc hién sai lan 1 trong nam)

Ky luat kéo dai thoi han nang
luong khong qua 06 thang

Cung 13i (thyc hién sai lan 2 trong nam)

Ky luat Sa thai

Xur Iy hanh chinh
VOi SO tien bang
VOi gid tri cua

hang khuyén mai.

Luuy:

- Trong ngay tat ca cac ching tir c6 lién quan dén viéc giao hang: giao hang thu tién ngay
phai nop tién mit, anh ty nhiém chi va cudng thé. Giao hang céng no phai ndp lai phiéu xuét
¢6 ky nhan cua khach hang hodc cac chung tir ¢6 lién quan ngay cho ké toan tai Chi nhanh
(thu ngén, hoa don...) truéc khi nhan don hang tiép theo.

- Truong hop: Cong no thu hoi khong dung thoi han do tién do cong viée chua hoan thanh thi
nhan vién phu trach phai 1ap ttrc thong bao thoi gian du kién hoan thanh cho cip Quan 1y truc

ti€p va nhanh chong hoan tat khi thuc hi€én xong cong viéce.




~ 2 2 < N SINCE 2001
VI. NHUNG DPIEU CAN BIET DANH CHO
NHAN VIEN MOI

1. Nhén vién méi dugc trang bi

STT Miéu ta Kiém tra STT Miéu ta Kiém tra
Chd ng(‘“)i lam viéc, ma NV Thé nhan vién

May tinh Dién thoai (néu c6)

Account phan mém lam viéc

(néu ¢6) Vin phong pham

Pia chi email Cong ty (néu c6) Pong phuc (néu cé)

2. Bio mit thong tin thong qua sir dung may tinh, h¢ thong phin mém, email Cong ty.

a. Tat ca cac dir liéu bao gdm va khong gidi han (hinh anh, video, hd so, tai liéu,...) duoc
CBNV truc tiép hodc gian tiép xay dung, kién tao, thu thap trong qua trinh lam viéc tai
HACOM déu 14 tai san ctia Coéng ty. CBNV theo chirc ning, nhiém vu duogc khai thac, st
dung va c6 trach nhiém bao v¢, gilr an toan dir li¢u theo quy dinh véi tinh than trach nhiém
cao nhat.

b. Cong ty cung céap tai khoan truy nhdp vao email, may tinh, tai khoan phin mém... cho
mdi c4 nhan nham phuc vu muc dich cong viéc. CBNV can tuan thu bao mat, khong dé 16
thong tin tai khoan duoc cip cho nguoi khac. Trong cong viéc hang ngay, can bg, nhan vién
nén thudng xuyén kiém tra hom thu c4 nhan, kip thoi cap nhat cac thong bao, tranh bo sot
thong tin hodc phan hdi cham tré gay anh hudng cong viée chung.

¢. Quy dinh cach dat tén, dia chi email, nh6m email, quy dinh “ni dung” giri email va
miu chir ky.

Thue hién theo Quy dinh s 20/2024/QD-HACOM stra d6i 1an 1 vé viéc Quan 1y va st
dung h¢ théng email ndi by ban hanh ngay 23/10/2024.




THONG TIN LIEN HE HACOM

1 HACOM A TRUNG
@56 131 L& Thanh Nghi - Hai Ba Trung - Ha Nai
Hinh anh thue t& showroom
h Xem ban 8 dudng di
% Tel: 1900 1903 (may l& 25399) - (0243) 6285551
%, Bao hanh: 1900 1903 (may & 25393)
B4 Email: kdbl.haibatrung@hacom.vn
Thei gian mé& cira: Tir 8h-20h hang ngay

4 HACOM - CAU GIAY
# 58 79 Nguy&n Van Huyn - Cau Gidy - Ha N&i
Hinh anh thure t& showroom
tth Xem ban @b dudng di
% Tel: 1900 1903 (may |& 25378) - (024) 28610088
% Bao hanh: 1900 1903 (may & 25380)
B4 Email: kdbl.caugiay@hacom.vn

Thai gian mé& clra: Tir 8h-20h hang ngay

7 HACOM-LONG BIEN
® 54 622 Nguyén Van Cir - Long Bién - Ha Ngi
Hinh anh thure t& showroom
b Xem ban @ dudng di
%, Tel: 1900 1903 (méay 1& 25384) - (024) 73045668
% Bao hanh: 1900 1903 (may & 25386)
B4 Email: kdbl.longbien@hacom.vn
Thei gian m& cira: Tir 8h30-19h hang ngay

10 HACOM - BPONG ANH
@58 35 Cao LS - Déng Anh - Ha Nai
Hinh anh thurc té showroom
b Xem ban d8 duéng di
U Tel: 1900 1903 (may 1& 30481) - (024) 32001088
%, Bdo hanh: 1900 1903 (may |€ 30480)
Ed Email: kdbl.donganh@hacom.vn

Thei gian mé civa: Tir 8h30-18h hang ngay

13 HACOM-PHU LY
© 55 1458 Trugng Chinh - Phi Ly - Ha Nam
Hinh anh thyc t& showroom
i Xem ban @8 dudmg di
@, Tel: 1900 1903 (may |& 30496) - (022) 67302868
B4 Email: baohanhphuly@hacom.vn

Théfi gian mé cira: Tir 8h30 - 18h hang ngay

16 HACOM - THANH HGA

2 HACOM-BONG DA
@56 43 Thai Ha - Déng Da - Ha Nai
& Hinh anh thuc t& showroom
i Xem ban d8 dudng di
%, Tel: 1900 1903 (may lé 25375) - (0243) 5380088
%, Bao hanh: 1900 1903 (may 1& 25377)
B4 Email: kdbl.dongda@hacom.vn
© Thai gian mé clra: Tir 8h-21h30 hang ngay

5 HACOM-HADONG 1
© 58 511 Quang Trung - Ha Béng - Ha N&i
Hinh anh thurc t& showroom
h Xem ban db dudng di
%, Tel: 1900 1903 (may I& 25381) - (024) 38580088
%, Bao hanh: 1900 1903 (may & 25383)
B4 Email: kdbl.hadong! @hacom.vn
© Thai gian mé clra: Tir 8h-20h hang ngay

8 HACOM-TU SON

® 56 299 Minh Khai - Tir Son - Bac Ninh

Hinh anh thurc t& showroom

) Xem ban d8 dudng di

%, Tel: 1900 1903 (may 18 25390) - (022) 23636088
% Bao hanh: 1900 1903 (may l& 25392)

B4 Email: kdbl.tuson@hacom.vn

( Thai gian md clra: Tir 8h30-19h hang ngay

11 HACOM - BAC GIANG

© S8 356 Nguyén Thi Minh Khai - Dinh K& - Béc Giang

Hinh dnh thuc t& showroom

¢t Xem ban d8 dudng di

% Tel: 1900 1903 (mdy 1& 31866) - (020) 47303668
%, Bao hanh: 1900 1903 {may & 31868)

B4 Email: kdbl.bacgiang@hacom.vn

(® Thai gian md cira: Tir 8h30-18h hang ngay

@ 5599 L& Lo - Thanh Phé Vinh - Nghé An

&3 Hinh anh thyc t& showroom

% Xem ban d8 dudng di

%, Tel: 1900 1903 (méy 1€ 30499) - (023) 87302868
B4 Email: baohanhvinh@hacom.vn

(© Théi gian md cira: Tir 8h30 - 18h hang ngay

# 58 164 Lac Long Quén - Béng V& - Thanh Héa

Hinh anh thuc t& showroom

b Xem ban 48 dudng di

ey Tel: 1900 1903 (may & 254259) - (023) 77308868

B4 Email: kdbl.thanhhoa@hacom.wn

Thai gian md& clra: Tir Bh30-18h hang ngay

3 HACOM-HAI PHONG
® 58 406 Ta Hiéu - Lé Chén - Hai Phéng
Hinh anh thye t& showroom
4 Xem ban dé dudng di
%, Tel: 1900 1903 (may lé 25387) - (022) 58830013
R, Bao hanh: 1900 1903 (may 1& 25388)
B4 Email: kdbl.haiphong@hacom.vn
@ Thai gian md cira: Tir 8h30-18h hang ngay

6 HACOM-Q3, TP. HO CHi MINH

58 478 Cach Mang Thang Tam - Quan 3 - TP. Hé Chi Minh

Hinh anh thye t& showroom

th Xem ban dé dudng di

%, Tel: 1900 1903 (méy I 25401) - (028) 73000322
%, Bdo hanh: 1900 1903 (may 1# 25304)

B4 Email: kdbl.quan3@hacom.vn

(© Théi gian md& civa: Tir 8h30-20h30 hing ngay

9 HACOM-THANH TRI

® CT4A Béc Linh Dam - Hoang Mai - Ha N&i
Hinh anh thyc t& showroom

th Xem ban d& dudmg di

%, Tel: 1900 1903 (may 12 25370) - (024) 32030188
%, Bao hanh: 1900 1903 (may 1é 25371)

B4 Email: kdbl.thanhtri@hacom.avn

(@ Thei gian md cira: Tir 8h-20h hang ngay

12 HACOM - HA DONG 2
© 5857 Tran Phi - Ha Dang - Ha N&i
Hinh anh thyc té showroom
b Xem ban d8 dudng di
R Tel: 1900 1903 (may I 31860) - (024) 73062868
B4 Email: kdbl.hadong2@hacom.vn
(@ Théi gian mé& cira: Tir 3h-18h30 hang ngay

15 HACOM - THAI NGUYEN

58 118 Luong Ngoc Quyén - Quang Trung - Thai Nguyén

Hinh anh thyc t&€ showroom

tth Xem ban d& dudng di

R, Tel: 1900 1903 (may I 31863) - (020) 87302863
B4 Email: bachanhthainguyen@hacom.vn

@ Théi gian mé& cira: Tir 8h30 - 18h hang ngay




