
TO G CO G TY SONG DA CO G HoA XA H01 CHU NGHIA VIET NAM
CO G TY CO PHA SO G DA 505 DQc l~p - TLr do - H~nh phuc

03b:Jro
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QUYETD~NH
CUA H(H DO G QUA TR~ co G TY co PHA so G DA 505

Ve viec ban hanh Quy dinh lam viec cua co quan Cong ty

H(H DONG QUAN TR~ CONG TY CO PHAN SONG DA 505

Can cu:
- Quyer dinh so 980/QD-BXD ngay 22/6/2004 cua B(>truong B(>xay dung ve viec

chuyen Xi nghiep Song Da 5.05 Cong ty Song Da 5 thanh Cong ty C6 phan Song Da
505;

- Quyer dinh so 707/ TCT - TCDT ngay 01/08/2003 cua Chu tich Hoi dong quan tri
Tong cong ty Song Da ve viec phan cap quan ly t6 chirc, quan 1y CBCNV va tien lirong
trong T6ng cong ty;

- Dieu l~ t6 chirc hoat dong cua Cong ty.

QUYETD~NH

Dieu I: Ban hanh "Quy dinh lam viec cua co quan Cong ty" kern theo
Quyet dinh nay.

Dieu II: QlIY dinh nay c6 hieu hrc k~ tir ngay ky.

Dieu III: Cac ong: Giarn doc, Ph6 giam doc, Truong phong chtrc nang Cong
ty va Chi huy truong VPDD true thuoc can cu' Quyet dinh thuc hi~n./.

Noi nhdn:
- Nhu dieu Il l,
- T6ng cong ty,
- Dang uy Cong ty,
- Cac UV HDQT,
- Cong doan, Dean TN Cong ty,
- LUll VP, HDQT.
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QUY D~NHLAM VI~C
CDACOQUANCONGTYC6PHXNSONGDA5~

(Ban hanh kern theo Quyet dinh s6: 31{:; /CT505-HDQT ngay 03/5/2005
cua H9i dong quan tri Cong ty)
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Phan I
MUCDicH

D~ nang cao nang hrc quan ly, dieu hanh cua co quan Cong ty vao nhiern vu
san xuat kinh doanh diroc thong suet tir cap lanh dao Cong ty den tirng CBCNV
lao dong, nham phat huy dan chu va noi hrc trong moi can bo, cong nhan vien
chirc, g6p phan tfch cue vao viec xay dung Cong ty phat tri~n ben virng v6 moi
mat.

HDQT Cong ty ban hanh quy dinh v6 lam viec cua ca quan Cong ty: Dam
bao cho moi CBCNV thuc hien to clnrc nang nhiem vu duoc giao, phat huy nang
lire sa tnrong, tinh sang tao trong cong viec g6p phan nang cao hieu qua quan ly,
dicu hanh cua Cong ty.

Phan II
NOI DUNG CHiNH

Chuang 1
NHUNG QUY D~NHCHUNG do

Dieu 1: Pharn vi dieu chinh: fi~
Quy dinh nay quy dinh che dQ trach nhiern, nguyen tac lam viec va trinh tu ff.'..:!'

f;1ii quyet cong viec cua cac phong chirc nang, cac ca nhan thuoc C(J quan Cong \~

.
~IIDieu 2: Doi nrong ap dung: ~

Quy dinh nay duoc ap dung doi voi cac don vi, ca nhan thuoc Cong ty, bao
gorn: HQi dong quan tri, Giani doc;.-cac Ph6 giarn doc, Phong Tel chirc hanh chinh
Cong ty, cac phong clnrc nang Cong ty va cac VPDD tnrc thuoc Cong ty.

Dieu 3: Trang quy dinh nay:
- Chu tich HQi dong quan tri; cac thanh vien HQi dong quan tri; Garn doc va

cac Ph6 giam doc Cong ty goi chung la Lanh dao Corig ty.
- Ke' toan tnrong, Truong phong chirc nang Cong ty, ChI huy tnrong VPDO

cac VPDD true thuoc goi chung la Thu tnrong don vi.
- Phong Tel chirc - Hanh chinh Cong ty, cac phong ch ire nang Cong ty va cac

don V! tnrc thuoc Cong ty goi chung la don V!.

Chuang 2
NGUY~NTAcvAcHtDOTRAcHNHltM

Dieu 4: Che dQ trach nhiem:
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1- Hoi dong quan tri la co quan dai dien tnrc tiep chu so hiru Nha niroc tai
Cong ty, chiu trach nhiem truce nguoi quyet dinh thanh lap Cong ty, nguoi ky
quyet dinh b6 nhiern va tnroc phap luat v~ moi hoat dong cua Cong ty.

2- Che d¢ lam viec cua Hoi dong quan tri theo Dieu 34 - Luat doanh nghiep
Nha ruroc va Di~u l~ t6 chirc hoat dong cua Cong ty.

3- Ban kiem soat hoat dong theo Dieu 37 - Luat doanh nghiep Nha rnroc va
Di~u l~ t6 chtrc hoat dong cua Cong ty.

4- Thanh vien Hoi dong quan tri la Truong ban Kiem soat chiu trach nhiem
tnroc Hoi dong quan tri v~ su phan cong nhiem vu doi voi cac thanh vien Ban
kiem soat,

5- Thanh vien Hoi dong quan tri la Giam doc Cong ty, ngiroi dai dien theo
phap luat, chiu trach nhiem tnroc Hoi dong quan tri, tnroc T6ng cong ty va tnroc
phap luat v~ dieu hanh heat dong hang ngay cua Cong ty theo muc tieu, ke
hoach, phu hop voi phap luat, Dieu 1~ - T6 chirc - Hoat dong va cac guy che cua
Cong ty.

6- Pho giam doc la ngiroi gnip Giam doc dieu hanh Cong ty theo ph an cong
va uy quyen cua Giam doc, chiu trach nhiern tnroc Giam doc v~ ket qua thirc
hien nhiern vu diroc phan cong hoac uy quyen,

7- Pho giam doc la ngiroi thay mat Giarn doc dieu hanh cong viec trong thai
gian Giarn doc di cong tac va duoc phan cong la Thu tnrong co quan Cong ty.

8- Ke toan tnrong Cong ty, co nhiem vu t6 chirc thuc hien cong tac ke toan
cua Cong ty, giiip Giam doc giarn sat cong tac tai chinh tai don vi theo quy dinh
cua phap luat v~ tai chfnh, ke' toan; Chin trach nhiem tnroc Giam doc va tnroc
phap luat v~ nhiem vu diroc phan cong hoac uy quyen, co cac quyen va chirc
nang theo quy dinh cua phap luat,

9- Phong T6 chirc hanh chinh, cac phong chuyen man, nghiep vu co chirc
nang tham muu, giup viec cho Hoi dong quan tri, Giarn doc trong quan ly, dieu
hanh cong viec va chiu trach nhiem tnroc Hoi dong quan tri, Garn doc v~ hieu
qua, chat hrong, tien d¢ cong viec diroc giao va nhiem vu khac do Lanh dao Cong
ty phan congo .

10- Can bo, cong nhan vi en chiu trach nhiern tnroc thu tnrong don vi v~ tien
do, chat luong, hieu qua cua tung <tong viec diroc giao, sir dung co hieu qua thai
gio lam viec theo quy dinh cua phap luat.

11- Ngoai trach nhiern dil diroc quy dinh tren, can bo cong nhan vien lam
viec a co quan Cong ty con co trach nhiern:

11.1. Chap hanh su dieu dong, phan cong cong tac cua Lanh dao Cong ty,
Thu tnrong don vi va cac quy dinh v~ ky luat lao dong; chinh sach thirc hanh tiet
kiern; che d¢ bao mat; cac quy dinh v~ phong chong chay no, quy dinh gift gin
trat nr, an toan, v~ sinh cong cong va lam dep canh quan noi co quan lam viec vv

11.2. Co trach nhiem va tich cue tham gia cac hoat dong tap the cua don vi
do Lanh dao Cong ty va Thu tnrong don vi t6 clurc.

;ONG l
c6 PHAI

)NG I
50e
~
:?A, ,.'
~

Dieu 5: Nguyen tiic va che d¢ lam viec:
1- Nguyen tac:
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1.1. Can ctr clnrc nang, nhiem vu diroc pharr cong, Truong phong chirc nang
Cong ty co nhiem vu soan thao cac quy che; quy dinh quan ly theo Iinh V1!cdiroc
phan cong phu trach, trinh Lanh dao Cong ty ky ban hanh; dong thai t6 clnrc
tri~n khai thirc hien.

1.2. Mot ngiroi, mot don vi co th~ duoc giao thuc hien nhieu cong viec. Song
mot viec chi giao cho mot don vi hoac mot nguoi chiu trach nhiem chinh.

1.3. Xu ly cong viec theo nguyen uk chu dong, co ban bac, trao d6i, tham
khao y kien doi voi cac phong chirc nang va cac ca nhan co lien quan d~ giai
quyet va nr chiu trach nhiem.

1.4. can bo nhan vien cac phong chirc nang khi co yeu diu cua Lanh dao
Cong ty di lam viec (hoac muon tnrc tiep lam viec voi Lanh dao Cong ty) v~
cong viec chuyen mon phai trao d6i, xin y kien cua Thu tnrong tnrc tiep quan ly
throe khi thirc hien,

1.5. Thai gian lam viec 08 gio/ngay (Tri; ngay duoc nghl lam viec theo quy
dinh. cua phap ludt va qui dinli cua Cong ty).

2- Che d¢ lam viec:
2.1. Giam doc dieu hanh cong viec theo che d¢ mot thu tnrong, tren co sa

dam bao nguyen tac tap trung, dan chu va ca nhan nr chiu trach nhiem.
2.2. Pho giam doc chu dong giai quyet cong viec theo Iinh V1!cduoc phan

cong, khi giai quyet cong viec neu lien quan den Iinh V1!cdo Pho giam doc khac
phu trach thl phai phoi hop d~ cling giai quyet. Truong hop can co y kiln khac
nhau thi bao cao Giam doc xem xet quyet dinh.

2.3. Lanh dao Cong ty xu ly cong viec hang ngay tren co sa bao cao, thong
tin cua cac phong chirc nang. Nhirng van d~ quan trong, phirc tap thi t6 chirc h9P,
ban bac, lay y kien d~ quyet dinh. Khi din thiet Lanh dao Cong ty lam viec true
tiep voi thu tnrong don vi hoac can bo, chuyen vien lien quan d~ giai quyet, xu ly
song viec.

2.4. Lanh dao Cong ty tlnrc hien che d¢ hoi Y cong tac voi Tnrong phong
chirc nang va mot so thu tnrong don vi tnrc thuoc lien quan do Giam doc chu tri
hoac uy nhiern cho mot Pho giam doc chu tri.

2.5. Hang thang, Ban Giam doc h9P kiern diem viec thirc hien ke hoach thang
va nhiem Yl:l thang sau; Hang tuan Cong ty t6 chirc giao ban kiern di~m nhiern vu
tuan cua co quan Cong ty.

2.6. Trong thai gian di cong tac yang, Giarn doc uy quyen cho Pho giarn doc
giai quyet cong viec, Pho giarn doc duoc uy quyen co nhiern vu:

2.6.1. Thay mat Giarn doc gia; quyet cong viec trong thai gian duoc uy
quyen,

2.6.2. Chiu trach nhiern tnroc Giarn doc v~ nhirng quyet dinh trong thai gian
duoc uy quyen.

2.7. Doi voi cac Truong phong chirc nang:
2.7.1. Quan ly, phan cong, kiem tra viec thuc hien nhiern vu cho can bo, nhan

vien thuoc quyen quan ly,
2.7.2. Hang thang nhan xet, danh gia rmrc d¢ hoan thanh va phan loai d~ tra

hrong cho CB - CNV.
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2.7.3. Khi duoc giao nhiern vu la dau rnoi hoac chu tri xir ly c6ng viec thl
Truong phong co trach nhiern chu dong t6 chirc thirc bien nhiern vu, chu dong
trao d6i, ban bac voi cac phong clnrc nang, ca nhan co lien quan d~ quyet dinh va
W chiu trach nhiern ve chat hrong va hieu qua cong viec. Cac phong chirc nang
phoi hop phai co trach nhiem dong gap y kien dam bao tinh hieu qua cong viec
va thai gian.

2.8. Can bQ nhan vien cac phong chirc nang thuoc co quan Cong ty:
2.8.1. Phai hoan thanh day du, co hieu qua ve so hrong, chat hrong, thai gian

cong viec do Truong phong hoac Lanh dao Cong ty tnrc tiep phan c6ng va chiu
trach nhiem ve ket qua thirc hien c6ng viec cua minh.

o 2.8.2. Phai thirc hien xong cong viec duoc giao, tnrong hop khong giai quyet
diroc phai bao cao cap tren tnrc tiep quan ly d~ giai quyet.

2.8.3. Thirc hien 08 gio lam viec/ngay, khong di muon ve sorn.
2.8.4. Phai khai thac het kha nang nhirng trang thiet bi lam viec vao dung

muc dich cua cong viec, Khong duoc nr y di chuyen hoac sir dung trang thiet bi
lam viec cua nguoi khac khi chira co su dong y cua nguoi duoc giao quyen quan
lY. Thirc hanh tiet kiern, chong nr urong sir dung cua cong thieu trach nhiern.

2.8.5. Diroc trao d6i, phat bieu y kien va duoc cung cap thong tin theo quy
dinh, Truong hop Lanh dao Cong ty yeu cau true tiep giai quyet cong viec ve
cong tac chuyen rnon, nghiep vu phai bao cao lai cho cap tren tnrc tiep cua minh
biet y kien chi dao cua Lanh dao Cong ty.

2.8.6. Can bo, nhan vien can nghi viec d~ giai quyet cong viec rieng phai xin
phep thu tnrong tnrc tiep. Truong phong chirc nang Cong ty duoc phep giai quyet
cho can bo, nhan vien thuoc quyen nghi viec tai cho, khong hirong hrong toi da la
02 ngay trang mot nam. eu co nhu cau nghi viec voi thai gian nhieu hon thi
lam thu tuc xin nghi thong qua Thu tnrong tnrc tiep va Lanh dao Cong ty theo
phan cong, dong thai bao ve phong T6 chirc - Hanh chinh d~ theo doi.

Chuang 3
CHVONG TRINH vA KE HO~CH CONG TAc

Dieu 6: Chuang trinh va ke hoach cong tac:
"1- Chuang trinh va ke hoach cong tac cua Cong ty: Cong ty co chuang trinh

cong tac thang, quy; Ke hoach cong tac 6 thang, 01 narn hoac dai han.
2- Cac phong co chuang trlnh cong tac tuan, thang, quy.
3- Chuang trinh cong tac cua ca nhan:

1 Chuang trinh cong tac tuan cua Lanh dao Cong ty va Thu tnrong don vi true
thuoc phai the hien cong viec tirng ngay trang tuan.

Dieu 7: oi dung chuang trlnh va ke hoach cong tac:
Chuang trinh cong tac la nhtrng cong viec cu th~ diroc de ra trong ngay, tuan,

thang, co thai han hoan thanh cu th~, va co kiem di~m theo doi ket qua thirc hien,
Ke' hoach cong tac la cac cong viec de ra trang thai gian 06 thang, 01 narn hoac
dai han.
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Dieu 8: Trinh nr lap, quan ly, thirc hien va kiem diem thuc hien chuang trinh
cong tac:

1. Chuang trinh va ke' hoacb cong tdc:
1.1) Ke hoach cong tac 06 thang, qU)1, 01 nam va dai han: Ph6 giarn doc phu

trach Iinh vue chi dao cac phong lap ke hoach cua Cong ty trinh Giam doc phe
duyet d~ thuc hien,

1.2) Chuang trinh cong tac tuan cua Giam doc d~ lap can ctr chuang trinh
cong tac tuan cua Cong ty, HDQT va de xuat cua cac don vi.

1.3) Chuang trinh cong tac cua Ph6 t6ng giarn doc d~ lap can cir chuang trlnh
cua Giarn doc, ke' hoach thuc hien nhiern VI:! duoc phan cong va de xuat cua cac
don vi.

I. 1.4) Thu tnrong cac don vi lap chuang trinh cong tac tuan can ctr chuang
trinh cong tac thang cua don vi va chuang trlnh cong tac tuan cua Lanh dao Cong
ty.

2. Qudn iy, thuc hien chuang trinh cong tac:
2.1. Hang tuan Giam doc chu tri giao ban voi cac Truong phong chtrc nang,

d¢i tnrong doi tnrc thuoc Cong ty va Chi huy tnrong VPDD tnrc thuoc d~ kiem
di~m cong viec quan ly, dieu hanh hoat dong cua Cong ty trong tuan:

2.1.1. Truong phong chirc nang phai c6 van ban, tnrc tiep bao cao va kiern
diem cu th~ nhirng cong viec da thirc hien cua tuan tnroc va bien phap t6 chtrc,
thirc hien cong viec cua tuan sau.

2.1.2. Trong giao ban tuan chi bao bao nhirng cong viec quan trong, lien quan
den nhieu bo phan, phong ban. Nhirng cong viec c6 tinh chat chuyen mon,
nghiep Y1;l, Truong phong clnrc nang chu dong giao cho can bo, nhan vien thuoc
quyen quan Iy thirc hien, khong bao cao tnroc giao ban.
I 2.2. Hang thang Cong ty t6 chirc h9P kiem diem giao ke' hoach va thirc hien

chuang trinh cong tac, hoat dong san suat kinh doanh voi cac don vi tnrc thuoc
theo khu vue, nhat la viec thuchien tien d¢ thi cong cac cong trlnh.
. 2.3. Hang quy, 06 thang, 01 nam hoac dai han, Cong ty t6 chirc So' ket, t6ng

ket d~ kiem diem thirc hien ke hoach, chuang trinh ke hoach de ra.
2.4. Phong T6 chirc hanh chinh Cong ty c6 trach nhiern don doc cac don vi t6

chirc thirc hien nhiem Y1;l; thirong xuyen lien h~ voi TCT ve chuang trinh cong tac
cua Lanh dao TCT d~ lap chuang trinh cong tac tuan cua Lanh dao Cong ty tap
hop thong bao chuang trinh cong tac cua Thu tnrong don vi. Truong hop c6 thay
d6i thi thong bao d~ dieu chinh chuang trinh cong tac cua Lanh dao Cong ty.

Chuang 4
TIEP NH~N, XU LY VA LU'U TRU VAN BAN

. . Dieu 9: Tiep nhan va xu Iy van ban:
I 1. Phong T6 chirc hanh chinh Cong ty chiu trach nhiem tiep nhan van ban

den Cong ty.
- D6ng dau cong van den v:a vao s6.
- Trinh Lanh dao Cong ty xem xet, xu ly theo quy dinh.
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2. Sau khi xu 19, Phong TC-HC Cong ty chiu trach nhiern chuyen van ban
den cac don V! trong ngay lam viec,

3. Phong TC-HC co trach nhiern tap hop cac giay moi Lanh dao Cong ty (rnoi
h9P, hoi nghi, hoi thao ... ) bao cao Giarn doc d~ xu 19.

Dieu 10: Chuyen cong van giay to':
- Cac loai van ban phat hanh ngoai don V! phai vao s6 cong van di tai phong

T6 chirc - Hanh chinh tnroc khi phat hanh.
- Cac van ban xin 9 kien Lanh dao Cong ty va van ban giri cac don vi tnrc

thuoc do cac phong phat hanh thi hru gifr 01 ban tai phong TC-HC Cong ty.
- Van ban phai diroc vao sO'va co s6 theo doi theo qui dinh .

Dieu 11: Xu 1y cong van, giay to':
+ Thai gian xu ly, cap xu 1Y.
1- hirng to' trlnh d~ nghi HDQT phe duyet; cong van xin 9 kien cua cac

phong chirc nang - Thai gian xem xet co 9 kien khong qua 03 ngay lam viec, k~
tli ngay nhan van ban.

2- hirng van ban do don V! tnrc thuoc giri v~ xin 9 kien chi dao cua Cong ty,
cac phong chirc nang tien hanh giai quyet khong qua 02 ngay lam viec (k~ tir
ngay nhan van ban).

3- Tnrong hop qua thai gian quy dinh, chira dircc xir 19 thl don vi phu trach
Iinh vue (hoac Tnrong phong clnrc nang theo Iinh vue) phai co y kien d~ xuat
trong cuoc h9P giao ban tuan gan nhat.

4- Cac phong co trach nhiern bao quan va luu trir cac tai lieu, van ban lien
quan theo guy dinh hien hanh.

Chuang 5
SOA.N THAo, BAN HA.NH vA. LUll TRU VAN BAN.

Dieu 12: Soan thao; kiem tra va trlnh ky van ban:
1- Cac loai van ban:
1.1. Cac van ban do Cong ty ,ban hanh la nhirng van ban hanh chinh thong

thuong, nhirng mang tinh chatchi dao huang dAn thirc hien cac chu tnrong chinh
sach, che' do, nghi quyet, quyet dinh vv.: cua Nha mroc, cua TCT va cac B9
riganh khac.

1.2. TO' trlnh H9i dong quan tri.
1.3. TO' trinh Giam doc.

2- Soan thdo:
2.1. Van ban theo thllaCfi: Cong van, chi thi, quyet dinh, huang dAn thirc

hien cac van ban cua cap tren, cac phong chirc nang, can cu nhiern vu duoc giao
chu dong soan thao trinh Lanh dao Cong ty xem xet, phe duyet k9 ban hanh.

2.2. Van ban theo theloai: Quy che, guy dinh thi phong chirc nang duoc giao
nhiem Y1:l chu tri, soan thao d~ cuong, bao cao Pho giarn doc phu trach Iinh Vl!C

xin y kien chi dao d~ tiep tuc hoan thien, sau khi co du thao van ban gui lay 9
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kien g6p '1 doi voi cac phong chirc nang, don vi lien quan d~ hoan chinh du thao,
trinh Lanh dao Cong ty ky ban hanh.

2.3. To trinh HDQT Cong ty: Giarn doc hoac Ph6 giarn doc phu trach Iinh
VVCchi dao cac phong chtrc nang soan thao van ban. Giam doc ky trlnh hoac Ph6
giam doc phu trach Iinh virc trinh ky neu diroc Giarn doc uy quyen.

2.4 . To trinh Giam doc: Cac phong chu dong soan thao van ban theo chtrc
nang, nhiern vu diroc phan cong, Truong phong ky trlnh.

2.5. DOl voi win ban gop y: Don vi duoc giao chu tri tap hop '1 kien d6ng g6p
cua cac don vi c6 lien quan d~ hoan chinh dir thao dam bao chat luong va thai
gran.

Phong TC-HC Cong ty c6 trach nhiern theo doi, don doc viec soan thao van
ban dam bao dung thai han, Dan vi duoc giao nhiern vu soan thao hoac tham gia
g6p '1 neu cham tn~ ma khong c6 1'1do chinh dang thi tuy theo mire dQ vi pharn
se bi xu 1'1ky Iuat.

3- Kiem tra thl thuc va thu tuc trinh kj van ban:
3.1. Sau khi hoan chinh du thao van ban, Truong cac phong chtrc nang c6

trach nhiem k'1 nhay va chuyen cho phong TC-HC Cong ty d~ kiern tra v~ th~
thirc, phap quy hanh chinh cua van ban va ky nhay tnroc khi trinh Lanh dao Cong
ty ky.

3.2. Doi voi cac van ban soan thao chua dung quy dinh, Phong TC-HC Cong
ty thong bao cho phong chirc nang soan thao lai, tnrong hop hai ben khong thong
nhat duoc noi dung thi phai xin '1 kien lanh dao Cong ty.
. 3.3. Phong TC- HC Cong ty phan loai van ban va tnrc tiep trlnh ky theo Iinh

VVc, tham quyen giai quyet cong viec cua Lanh dao Cong ty. Truong hop Ph6
giam doc Cong ty phu trach Iinh vue di cong tac vang, neu van d~ trinh din xu 1'1
gap thi Phong TC-HC bao cao Giam doc Cong ty xin '1 kien Lanh dao, khong
duoc trinh ky nguoi khong phu trach Iinh vue,

3.4. Doi voi cong viec quan trong dQt xuat, Truong cac phong chirc nang phai
true tiep bao cao giai trlnh voi Giam doc.

3.5. Can bo, chuyen vien cua cac phong chirc nang khong trinh Lanh dao
Cong ty ky cac van ban trir tnrong hop thirc sir din thiet, duoc phep cua Lanh dao
cong ty nhung van tuan theo cac quy trlnh soan thao, kiem tra van ban cua Phong
TC-HC Cong ty.

. .

4 - Thdm quyen kj cdc van ban:
4.1. Chu tich HQi dong quan tri ky cac van ban theo nhiern vu, quyen han

diroc quy dinh tai Di~u 1~ t6 chtrc va hoat dong cua Cong ty.
. 4.2. Giam doc ky cac van ban theo nhiern vu, quyen han duoc HQi dong quan

tri Cong ty quy dinh.
4.3. Ph6 giam doc ky thay Giarn doc cac van ban xu 1'1nhirng van d~ Cl;1th~

theo Iinh virc dircc phan cong, ngoai ra tuy tirng tnrong h9'P, Giarn doc se uy
quyen Ph6 giarn doc ky thay cac van ban Cl;1th~.

4.4. Ke' toan twang Cong ty ky cac van ban lien quan den cac cong tac hoat
dong ke toan tai chinh theo phan cap quan 1'1Tai chfnh cua Cong ty va nhirng
quy dinh c6 lien quan cua luat ke' toan.
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4.5. Pho ke toan tnrong Cong ty ky thira uy quyen cac van ban quy dinh tai
diem 4.4 khi Ke' toan tnrong di cong tac vang va duoc uy quyen cu thti.

4.6. Truong cac phong chirc nang duoc Giarn doc uy quyen ky thira Ienh va
dong dau Cong ty mot so van ban co tinh chat chuyen nganh.

4.6.1. Truong phong TC-HC Cong ty ky thira lenh cac van ban phuc vu cong
tac di~u hanh cua Garn doc, van ban don doc, truyen dat y kien cua Lanh dao
Cong ty, thong bao ket Juan cac CU9C h9P va cac loai giay moi h9P, giay gioi
thieu lien he giai quyet cong viec va cac van ban khac khi Lanh dao Cong ty co
llY quyen cu the.

4.6.2. Truong phong TC-HC Cong ty ky thira uy quyen cac van ban quy dinh:
Giay moi h9P noi bo; Giay gioi thieu can bo cua co quan Cong ty den cac co
quan, don vi, ngoai Cong ty lien he giai quyet cong viec.
. 4.6.3. Truong phong TC-HC Cong ty ky thira lenh cac van ban co tfnh chat

huang dan, giai thich che do chfnh sach, nghiep vu, quyet dinh dieu dong noi bo
CBC V nhung khong anh huang den cong tac quy hoach can bo va nhiern vu
chung.

4.6.4. Liru trG' van ban: Van ban do don vi nao soan thao, trinh Lanh dao
Cong ty ky va phat hanh thl don vi do co trach nhiern t6 chirc hru trir van ban tai
don vi va 01 ban hru tai Phong TC-HC Cong ty.

Chuong 6
T6 CHU'C nor HOP, TIEP KHA.CH

Dieu 13: Cac hinh tlnrc hoi h9P:
Cac loai hoi nghi, ho: h9P (duoi day goi tat la CU9Ch9P) g6m:
1 - Cac hoi nghi chuyen nganh, H9i nghi so ket, t6ng ket v.v ..
2 - H9i nghi v~ mot van d~ cu thti.
3 - H9i nghi giao ban cua Cong ty.
4 - Cac cuoc h9P chuyen d~, cuoc h9P cua cac H9i dong, Ban quan 1Y.
5. Cac cuoc h9P khac:

,? ;'

Dieu 14: T6 chirc cuoc h9P:
1. Lanh dao Cong ty quyet dinh trieu tap cac CU9Ch9P dinh ky, dot xuat va

chi dinh don V! chuan bi noi dung hop.
2. Cu9C h9P do Lanh dao Cong ty chu tri, don V! diroc giao co trach nhiern

chuan bi v~ noi dung, tai lieu, so hrong nguoi tham gia, thai gian, phong TC - HC
co trach nhiem t6 chirc phuc vu, don doc kiern tra cac don V! chuan bi noi dung,
tai lieu, so nguoi tham gia, dia ditim cho CU9Ch9P, ky va giri giay moi hop,
: 3. Cac phong chirc nang co nhu cau t6 chirc h9P ma noi dung cuoc h9P co

lien quan den cac don V! tnrc thuoc Cong ty, phai bao cao Lanh dao Cong ty v~
noi dung, thai gian, dia diem, .so hrong ngiroi tham gia, diroc Lanh dao Cong ty
dong y va dang ky voi phong TC - HC Cong ty dti chuan bi cac dieu kien phuc vu
cho cuoc hop. giroi chu tri cuoc h9P do Lanh dao Cong ty quyet dinh. Cac don
vi chu dong phoi hop giai quyet cong viec, han che viec t6 chirc h9P va thirc hanh
tiet kiern.
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4. Don vi, ca nhan den dir i19Pphai co sir chuan bi, di dung thanh phan; dung
gio quy dinh. Truong hop thu tnrong don V! di cong tac yang thi uy nhiem cho
cap pho di h9P thay va phai chiu trach nhiem v~ y kien cua nguoi rninh uy nhiern.

5. Ngiroi chu tri cuoc h9P phai co ket luan, cac CU9c h9P do Lanh dao Cong
ty chu tri thi tuy theo tinh chat, noi dung ket luan phai thong bao. Phong TC - HC
thong bao ket qua, noi dung cac cuoc h9P do Lanh dao Cong ty chu tri den cac
don vi true thuoc d~ trien khai thirc hien.... . .

6. Hang tuan khi can thiet, Pho giarn doc chu trl giao ban v~ Iinh vue minh
diroc phan cong phu trach. Truong hop cong viec co lien quan den Iinh vue cua
cac Pho giam doc khac thl phai trao d6i tnroc voi cac Pho giam doc do v~ noi
dung.

7. Cac CU9c h9P chuyen d~, CU9Ch9P cua cac H9i dong thtrc hien theo quy
dinh rieng.

8. Phong TC - HC Cong ty chiu trach nhiem viet giay moi, chuyen giay moi,
moi h9P, moi du hoi nghi, kiern tra thanh phan du h9P - thong bao ket luan cuoc
h9P sau khi di'i co y kien cua Giarn doc va Pho giarn doc (hoac phong chirc nang)
theo Iinh Vl!C,noi dung cuoc hop,

. .

Dieu 15: Tiep khach:
1. Phong TC - HC bo trf can bo lam nhiern vu thuong tnrc, don khach va chi

dan khach den co quan Cong ty lien h~ giai quyet cong viec.
2. Khach co nhu cau den lam viec voi Lanh dao Cong ty hoac cac phong

chirc nang Cong ty (nguoi lam nhiern vu thuong true, don khach phai dat van d~
d~ khach trinh bay v~ muc dich, noi dung, nguoi can gap, thai gian lam viec)
dang ky voi phong TC - HC d~ phong bao cao voi Lanh dao Cong ty hoac thong
bao cho cac phong chirc nang chuan bi don tiep va giai quyet cong viec c6 hieu
qua.

3. Ngiroi lao dong den lien he xin lam viec tai co quan Cong ty, Truong
phong TC - HC xem xet va bao cao Giam doc quyet dinh.

. .

,. Chuang 7
DICONGTAC

Dieu 16: Di cong tac; lien quan
1. Lanh dao Cong ty di cong tac, cac phong chirc nang duoc giao nhiem vu,

chuan bi tal lieu lien quan va cac dieu kien phuc vu d~ chuyen cong tac dat hieu
qua.

2. Giam doc di cong tac dot xuat (ngoai chuang trinh cong tac tuan) giao viec
cho Ph6 giam doc thuong tnrc va thong bao cho phong TC - HC biet d~ lien he.

Ph6 giarn doc di cong tac dot xuat (ngoai chuang trlnh cong tac tuan di'i diroc
thong nhat) phai thong nhat lai va duoc sir dong y cua Giarn doc; thong bao cho
phong TC - HC bier d~ lien h~ khi can thiet va thong bao cho cac doi tac den lien
h~ cong taco

3. Truong phong di cong tac, phai c6 chuang trinh, ke' hoach, noi dung cu th~
bao cao Lanh dao Cong ty phe duyet. Truong hop di cong tac dot xuat ngoai
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pharn vi tru so lam viec cua Cong ty tir mot ngay tro len, Tnrong phong chirc
nang phai bao cao Giam doc phe duyet.

4. Truong phong di cong tac YAng, phai uy quyen cho ph6 phong thay va
thong bao cho phong TC - HCbiet d~ tien lien he cong viec.
, 5. Ph6 tnrong phong, can bo, chuyen vien cac phong di cong tac do Truong

phong cir phai thong bao cho phong TC - HC biet d~ theo d6i. Truong hop can
thiet, dot xuat d~ giai quyet cong viec thi do Giarn doc quyet dinh.

6. Can bo, chuyen vien thuoc co quan Cong ty di cong tac, h9C tap va viec
rieng c6 thai han a mroc ngoai thirc hien theo quy che dil quy dinh. Cu th~ nhir
sau:

6.1. Chu tich HDQT ky quyet dinh cho cac thanh vien HDQT Cong ty, ph6
giarn doc.

6.2. Giam doc ky quyet dinh tir Truong phong, Chi huy tnrong cac VPDD
tnrc thuoc va cac chirc danh tirong dirong, tnroc khi ky quyet dinh Giarn doc
phai bao cao va xin y kien Chu tich HDQT Cong ty.

6.3. Can bo, cong nhan vien di cong tac, h9C tap, lam viec va viec rieng c6
thai han a mroc ngoai, d6u phai diroc sir dong y cua Giarn doc.
, 6.4. Thirc hien mot chuyen di cong tac, hoc tap, lam viec va viec rieng c6 thai

han a mroc ngoai, phai c6 thai gian bat dau thirc hien va ket thiic. N9i dung cac
Hop dong, thir moi cua doi tac phai phu hop voi nhu cau hoat dong SXKD cua
don vi.

6.5. Kinh phi cho chuyen di cong tac (bao gorn: Ve may bay di, v6 va tien
phuc vu cho nhu cau sinh hoat ca nhan) phai neu r6 do don vi hay doi tac chiu
trach nhiern.

6.6. Doan do cac don vi t6 chirc di tham quan, lam viec, h9C tap a mroc ngoai
thai gian khong qua 15 ngay/dot di cong tac (trir nhirng tnrong hop dac biet do
Tong giam doc Cong ty quyet dinh).

6.7. Nguoi di mroc ngoai v6 phai thirc hien che d9 bao cao ket qua voi ngiroi
ky quyet dinh ell' di lam viec, cong tac, h9C tap va viec rieng c6 thai han a mroc
ngoai trong yang ba ngay sau khi v6 mroc.

7. Nguoi diroc cir di cong tac hoac di h9P (k~ ca cuoc h9P do cac cd quan
khac moi) phai chuan bi v6 n'Qi dung, xin y kien cua nguoi uy quyen d~ phat
bieu, khong phat bi~u voi nr each ca nhan. Ket thiic dot cong tac, can bo, chuyen
vien diroc cir di cong tac phai bao cao ket qua cong tac bang van ban theo trinh tv
cap diroi bao cao cap tren.

8. Nghiem earn moi hanh vi loi dung chirc nang, quyen han d~ vu loi ca nhan
trong viec di cong tac, gay kh6 khan cho don vi phai t6 chirc d6n tiep va cac chi
phuc vu khac.

9. Che d9 cong tac phi thuc hien theo quy dinh hien hanh.

. '

Chuang 8
CONG TAc BAo V~ TR~T TVTR~ A ,CHE DO THO G TI

Dieu 17: Doi voi cac phong chirc nang va can bo, cong nhan vien:
1 - C6 trach nhiem quan ly, giU gin, bao v~ to an bo tai san, may m6c, trang

thiet bi, ho so tai lieu lam viec.
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2 - Het gio lam viec, tat toan bo cac thiet bi dien, dong cac loai cira va khoa
cira.

Dieu 18: DO'i voi phong TC - HC Cong ty:
1 - Nguoi diroc giao nhiem vu thuong tnrc lam cong tac bao ve co quan Cong

t¥ co nhiem vu quan sat, kiem soat nguoi va phirong tien ra, vao co quan Cong ty.
2- T6 chirc to't viec tuan tra canh gac, neu phat hien co hanh vi vi pham thi

phai co ngay bien phap ngan ngira, dong thai bao cao Thu tnrong tnrc tiep quan
ly giai quyet.

3 - Ket hop voi hrc hrong Cong an noi co quan dong tru sa, thirc hien to't cong
tac an ninh khu co quan.

Dieu 19: Tiep nhan, luu trfr va chuyen thong tin:
1. Can bo va nhan vien trong co quan Cong ty phai co trach nhiern chap hanh

nghiern chlnh cac quy dinh khai thac va truy cap thong tin tren rnang tin h9C
(theo quy dinh rieng v~ su dung mang thong tin chung trong Cong ty).

2. Phong TC - HC Cong ty chiu trach nhiem la dau rnoi trong vice cung cap
thong tin va phat ngon dO'i voi cac phirong tien thong tin dai chung, cac t6 chirc,
ca nhan.

Chuang 9
CONG TAc GIAI QUYET, KHIEU N~I, TO cAo

t

Dieu 20: Cong tac t6 chirc tiep cong dan va giai quyet khieu nai, to' cao:
1- Phong TC - HC la dau moi t6 chirc tiep cong dan thee quy dinh t6 chirc

tiep cong dan cua Cong ty.
2- Vice t6 chirc tiep cong dan den thirc hien khieu nai, to' cao, dua don khieu

nai, to' cao diroc phat hanh tai noi t6 chirc tiep cong dan.
3- Phong TC - HC bo trf dia di~m tiep cong dan thuan tien bao dam cac dieu

kien de cong dan den trinh bay khieu nai, to' cao, kien nghi, phan anh lien quan
den khieu nai, to' cao diroc d~ dang thuan lei.

4- Tai noi tiep cong dan phai niern yet lich tiep cong dan, Quy dinh tiep cong
dan.

S- Ngiroi duoc giao nhiem vu tiep cong dan co trach nhiem:
a) Tiep nhan kien nghi, khieu nai, to' cao, nghe trinh bay, tra loi theo tham

quyen; Truong hop virot qua tham quyen thi hen lich tra loi va bao cao xin y kien
chi dao cua Lanh dao Cong ty.

b) Trong tnrong hop can thiet bao cao Lanh dao Cong ty tiep va xu lY.

. .

Chuang 10
vAN HoA CO QUAN

1 - Trong gio lam viec khong duoc tu tap de ban tan cong viec khac khong
lien quan den cong viec duoc giao; di dung, noi nang nhe nhang, lich sir; gifr v~
sinh chung noi cong cong, tich circ tham gia lam sach, lam dep canh quan noi
lam viec.
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2 - Khong diroc mang do an, thirc uong, thap huang ... a noi lam viec.
3 - Khong hut thuoc la trong phong lam viec, phong h9P va noi co bitn earn

hut thuoc la.
4 - Can bo, cong nhan vien Co' quan Cong ty phai thirc hien nghiern ky luat

phat ngon.
5 - Khong diroc sir dung dien thoai di dong dt dam thoai trong phong h9P;

goi dien thoai to tieng a phong lam viec co dong nguoi.
6 - ghiem earn moi hanh vi cung cap thong tin cua Co' quan Cong ty khi

chira diroc phep hoac VI muc dich vu loi. Ca nhan vi pham thi tuy theo rmrc dQ se
xu ly ky luat.

7 - Cac cuoc h9P va nhirng hoat dong tap tht, t6 chirc vao nhirng ngay nghi
trong tuan.

8 - Khong tiep khach viec rieng a phong lam viec va a trong gio lam viec,
9 - Cuoi tuan t6 chirc don v¢ sinh Co' quan, tnroc rnoi ngay lam viec phai don

v¢ sinh phong lam viec.

Chuang 11
CONG TAc KIEM TRA THl/C HI~N QUY D~NH LAM VI~C

CUA CO QUAN CONG TY

Dieu 21: Muc dich kiem tra:
Kitm tra, phat hien va uon nan kip thai nhirng vuong mac, sai pham nay sinh

trong qua trinh trien khai dt dam bao viec thirc hien tot.

Dieu 22: Nguyen tk kiern tra:
1 - Kitm tra phai co ke hoach, tnrong hop kiern tra dot xuat diroc thirc hien

theo yeu cau cua Lanh dao Cong ty.
2 - Dam bao tinh cong khai, dan chu, dung quy dinh hien hanh, khong gay

phien ha va khong lam can tra den hoat dong binh thuong cua doi nrong kiem tra.
3 - Ket thiic cong viec kiem tra phai co ket luan.

Dieu 23: Hinh thtrc kiem trc(
1 - Thirong xuyen kicm tra nham phuc vu tot cho cong tac quan ly, dieu hanh

cua Lanh dao Cong ty.
2 - Kitm tra, Thanh tra theo ke' hoach da duoc Lanh dao Cong ty phe duyet,

Dieu 24: T6 chirc kiem tra, bao cao kiern tra:
1 - Truong phong chirc nang Cong ty, tu t6 chirc kiem tra viec chap hanh

"Quy dinh. lam viec cua CO' quan Cong ty" a noi don vi minh,
2 - Truong phong TC-HC la dau moi don doc va kiem tra thuong xuyen viec

thi hanh Quy dinh lam viec cua cac phong chirc nang cong ty va co quyen d~
nghi Lanh dao Cong ty xu Iyca nhan vi pham quy dinh lam viec cua Co' quan
Cong ty.

3 - Lanh dao Cong ty kiern tra thirc hien quy dinh cua cac phong chirc nang
va phan cong Truong cac phong chirc nang chu tri viec kiem tra cheo cac phong
chirc nang thirc hien Quy che.
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4 - Rio cao ket qua kiern tra, khi ket thiic kiern tra. guoi chu tri kiern tra
phai bao cao ket qua kiern tra va kien nghi xu ly neu phat hien co sai pharn,

Phan III
PHA.M VI Ap ou G

Dieu 25: Quy dinh duoc thirc hien trong pharn vi co quan Cong ty, co hieu
19c thi hanh k~ tir ngay ky ban hanh va thay the cho cac Quy dinh tnroc day cling
noi dung.

Phan IV
TO CHtJC THl)'C HI¢N

Dieu 26: Trach nhiem cua 'don vi va ca nhan:
1 - Truong phong TC-HC Cong ty c6 trach nhiern ph6 bien, theo doi, don

doc, nhac nho, t6ng hop tinh hinh thuc hien "Quy dinh Lam viec cua co quan
Cong ty", bao cao Lanh dao Cong ty d~ thong bao tai cuoc giao ban hang tuan.

2 - Truong phong chtrc nang co trach nhiern pho bien, quan trier Quy dinh
lam viec cua co quan Cong ty toi can bo, cong nhan vien chirc thuoc quyen minh
phu trach; Chiu trach nhiern lien doi neu ca nhan thuoc quyen minh quan ly vi
pharn, dong thai phan anh, kien nghi sira d6i neu xet thay can thiet.

Dieu 27: Khen thuong, ky luat:
1 - Can bo, cong nhan vien chirc co quan Cong ty thirc hien tot Quy che lam

viec se duoc khen thirong theo quy dinh hien hanh.
2 - Can bo, cong nhan vi en chtrc thuoc co quan Cong ty vi pham quy dinh

tren se bi xu ly ky luat theo quy dinh cua Phap luat va Quy dinh cua Cong ty./.

H(n DONG QUAN TR~ CONG TY

".,
-r:\ .

~

14




