CONGTY CPCHUKYSO .  CONG HOA XA HOI CHU NGHIA VIET NAM
NEWCA Poc lap — Ty do -~ Hanh Phiic
sé: .. 3.0../2019/QD-NEWCA

Ha Noi, ngdy 24 thang 07 nam 2019

QUYET PINH
V/v: Ban hank Quy trinh cung cdp vin phong phém

GIAM POC CONG TY CO PHAN CHU KY SO NEWCA
. Cin cir Diéu 1¢ 16 chirc va hoat dong cua Congty ¢6 phan chit ky s6 NEWCA;
- Cén ctr chize ndng va quyén han cia Gidm doc;
- Nhdm néng cao chat lugng dich vu ciia Cong ty;

. Cén cirvao dé xudt ciia bp phdn Hanh chinh;
QUYET PINH

Pidu 1: Ban hanh kém theo Quyét dinh nay Quy trinh cung cAp vin phong phim ciia Cong
ty CP chir ky s6 NewCA.

Pidu 2: Quyét dinh ndy c6 hiéu lyc ké tir ngay 01/08/2019. Ban Giam dbc, céc phong ban
trong Cong ty chiu trdch nhiém thi hanh Quyét dinh nay.
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NEWCA i
&= QUY TRINH

CUNG CAP VAN PHONG PHAM

Ma tai liéu: NCA/HC/QT-01

LAn ban hanh: 01
Ngay ban hanh: 24/7/2019

Trang: 1/4

QUY TRINH

CUNG CAP VAN PHONG PHAM
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PHAN PHOI TAI LIEU
TT Pon vi, nguoi tiép nhin tai ligu Muc dich
1. | Giam dbc Quan ly
2 B0 phan Hanh chinh Quan ly va thuc hién
3 B¢ phén Kinh doanh Thuc hién
4 B6 phan Hb tro kinh doanh Thyc hi¢n
5 B6 phan Ho tro k¥ thuat Thuc hién
6 B0 phan HO tro nghiép vu Thuc hién
7 Bo phan K¢é toan Thue hién
8 Thuc hién
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QUY TRINH i
CUNG CAP VAN PHONG PHAM

Ma tai ligu: NCA/HC/QT-01

Lén ban hanh: 01
Ngay ban hanh: 24/7/2019

Trang: 2/4
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Muc dich:

Quy trinh Cung cip vin phong phim 13 vin ban quy dinh trinh tu cic budc tién hanh
nhim dép tng tét nhu cAu st dung vin phong phim ctia CBNV ciing nhu cong tac quan

Iy cp phat.

IL.

Pham vi ap dung:

Toan thé cac don vi va CBNV Céng ty C6 phin Chit ky s6 NewCA.

I11.

Cic tir viét tit:
NewCA: Cong ty C6 phin Chit ky s6 NewCA.
BPHC: B6 phan Hanh chinh
BPKT: Bo phan Ké toan
VPP: Van phong phém
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QUY TRINH

CUNG CAP VAN PHONG PHAM

Ma tai ligu: NCA/HC/QT-01

LAn ban hanh: 01
Ngay ban hanh: 24/7/2019

Trang: 3/4
IV. Quy trinh:
lfllnll?cc Luu db Pon vi bon vi Biéu miu
hid chu tri phoi hop | thuc hién
ién
Céc don
VPP trong
NewCA
2 Téng hop nhu céu BPHC BM-02
3 LAy béo gid BPHC
7
Trinh Lanh dao
4 BPHC BM-03
il NO A
5 Ao Giam déc
YES
6 bat mua hang BPHC
7 Tiép nhan hang/nhép kho BPKT
8 Cép phat BPHC | Céac don vi
< BM-01
( Luu hd so < > BM-02
9 BPHC BM-03
Béo gia
Phiéu giao
hang
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N w v Mai tai liéu: NCA/HC/QT-01
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QUY ¥an ; TI:IZI;; T)r;: Ztiga}rl;h-0214/7/2019
CUNG CAP VAN PHONG PHAM ‘

Trang: 4/4

Dién giai luu do:
Budc 1:
T ngay mung 1 — 5 hang thang, cac don vi giti nhu cdu sir dung VPP ctia don vi minh vé
BPHC Theo biéu mau BM - 01
Buére 2:
BPHC xem xét dang ky VPP cua céc don vi, neu thdy bat hop 1y, BPHC lam viéc v6i phu
trach don vi dé c6 dang ky phu hop véi nhu cau nhung hop ly, sau d6, 1ap béng tdng hop
nhu cdu kiém phiéu cap phat VPP (BM-02).
Budc 3:
Can cir BM-02, BPHC guri thong tin t6i nha cung cip dé ldy bao gia.
Buoéc 4:
Cin ¢t BM-02 va béo gia, BPHC l4p to trinh K& hoach st dung VPP trong thang cia
Cong ty NewCA (BM-03), trong d6 c6 danh muc san phim, don gia du kién, trinh Lanh
dao Cong ty xem xét va phé duyét.
Bude 5: f}!
Lanh dao Cong ty xem Xét:
5.1. Lanh dao ddong y v6i noi dung to trinh, ky phé duyét.
5.2. Lanh dao khong dong ¥ voi ndi dung to trinh, BPHC cin xem xét lai va lam viéc véi 90
don vi ¢6 nhu cau khong hop ly d6 dé théng nhit va diéu chinh lai ding ky (quay lai
budc 2).
Budc 6:
Sau khi dugc Lanh dao phé duyét (bude 5.1), BPHC chuyén danh muc san phdm cén mua
t6i nha cung cip VPP.
Bude 7:
Khi nha cung cip VPP mang sin phém toi, BPKT c6 trach nhiém kiém tra chiing loai, sd
luong, chit lugng clia céc san pham d6 theo diing danh muc yéu cau.

- Néu dung v6i yéu cau, ky xac nhan vao don hang ctia nha cung cép;

- Néu c6 sai léch v6i yéu ciu, cdn lam rd v6i ngudi phu trach cung cip VPP dé
dugc didu chinh cho ding ciing nhu khi thanh toan dugc chinh xc.
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Buére 8:
BP HC cdp phat VPP cho cac don vi va ldy chit ky ctia nguoi nhan VPP vao biéu mau
BM-02.
Bude 9:
Céac biéu mau BM-01, BM-02, BM-03, don hang duoc BPHC luu va thuc hién cung cép
chiing tir cho BPKT khi ¢6 yéu cau (thanh toan).

Y. Biéu méu ap dung:

STT | Mai hiéu biéu miu Tén biéu miu Ghi chii
1 | NCA/HC/QT-01/BM-01 | Ping ky VPP
, | NCA/HC/QT-01/BM-02 | Bing tong hop nhu cau VPP
va cip phat
3 | NCA/HC/QT-01/BM-03 | T¢ trinh mua VPP
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Ma tai liéu: NCA/HC/QT-01/ BM-01

QUY TRINH Lan ban hanh: 01

CUNG CAP VAN PHONG PHAM Ngay ban hanh: 24/7/2019

PANG KY VAN PHONG PHAM
Thang...../ 201...

Ha Noi, ngay... ... thang... ... ndam 20....
(ky nhdn va ghi rd ho tén)
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Ma tai liéu: NCA/HC/QT-01/ BM-02

NEWCA

s, 3 a2 A \ .
QUY TRINH Lan‘ ban hanh: 01

Ngay ban hanh: 24/7/2019

CUNG CAP VAN PHONG PHAM

Trang: 1/1

BANG TONG HOP NHU CAU VPP VA CAP PHAT
Théng...../ 201...

én do : Pon vi S6
Telj don' Stt Tén san pham 'n = 0 Ky nhan
vi dang Ky tinh lwgng
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Ha Néi, ngay... ... thang... ... nam 20... o
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