NEWTEL - CA Ma hiéu: NCA/NS/QT-02
PEAEE S A . Ngay c6 hiéu luc:29/0112019
N;-W QUY TRINH NGHI VIEC Ngay hét hiéu luc:
Lan ban hanh: 01
Trang: 1/5
NOI NHAN
S6 TT Phong/ B§ phén S6 TT Phong/ Bo phén
1 Phong Support 5 Phong Hanh chinh — nhén su
g Phong Nghiép vu 6 Phong Ky thuat
3 Phong Kinh doanh 7 Phong Phan mém
4 Phong Ké toan

SUA POI
Lén sira doi Ngay sira doi Muc sira ddi Trang Noi dung sira ddi
1
2
3
Nguwoi soan thio Nguoi kiém tra Truéng Ban/g{ '_\%Nuygt
*nzwea,)

A

Nguyén Thi Hanh Hoang Hai Hing

%/ b iy o3 odng
N o i -

6 Thi Thu Huong




NEWTEL - CA M4 hiéu: NCA/NS/QT-02
e ; i Ngay c6 hiéu luc: 29/0112019
N ;-_W / QUY TRINH NGHI VIEC Ngay hét hiéu luc:
' Lan ban hanh: 01
Trang: 2/5
MUC LUC
TT NOI DUNG TRANG

I Muc dich

II | Pham vi 4p dung
IIT | Tai li€u tham khao
IV | Dinh nghia, tir viét tt

V | Noi dung
VI | Biéu miu
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NEWTEL - CA

Ma hiéu: NCA/NS/QT-02

WO QUY TRINH NGHI VIEC

Ngay c6 hi€u luc: 24/01/2049

Ngay hét hiéu luc:-

Lan ban hanh: 01

Trang: 3/5

I. MUC PiCH

- DPam bao quyén loi cta cong ty va cia ngudi nghi viéc.

Xay dung cac budce quy trinh nghi viée ctia can bd nhan vién cong ty.

II. PHAM VI AP DUNG

Tét ca cdc Can bo nhan vién trong Cong ty.

- Truong hop dac biét khéc do Giam Pdc xem xét va quyét dinh.

III. TAI LIEU THAM KHAO

Luat Lao dong s6 10/2012/QH13 ngay 18/12/2012 do Qudc hdi ban hanh va céc vin

ban huéng dan chi tiét thi hanh mot s6 didu cua Bo lut lao dong

Quyét dinh M6 hinh t6 chirc Cong ty C6 phan Chir ky s§ NewCA

Chirc ndng, nhi¢m vu, quyén han ciia cic Phong/Bo phan Cong ty C6 phan Chit ky

s NewCA

IV. PINH NGHIA, TU VIET TAT

BGD: Ban giam déc

TP/TBP: Trudéng phong/Trudng Bo phan
Phong HC - NS: Phong Hanh chinh - nhén su
CBNV: Can b0 nhan vién

QBNV: Quyét dinh nghi viéc
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NEWTEL - CA Ma hiéu: NCA/NS/QT-02
¥’ PR 3 S Ngay ¢6 hiéu luc:24/p1/2019
N = W QUY TRINH NGHI VIEC Ngay hét hiéu lyc:
Lan ban hanh: 01
Trang: 4/5
V.N QI DUNG
1. Lwu do.
QUY TRINH NGHi VIEC
Cic budce Trach nhiém Quy trinh Biéu miu
Bl Nhén vién nghi viéc r( DBon xin nghi viéc > NCA/NS/BM-02.01 ]
No l
Trudng phong/TBP
B2 BP. Nhéan su Phé duyét
BGD ’

Nhaén vién nghi viéc
B3

Truong phong/TBP
B¢ phan Nhan su
4 BGD
. B0 phan Nhén su
BS Bo phan Ké toan

Yes

Y

™ Ban giao cong viéc va tai san

No

Quyét dinh nghi viéc

Yes

Thanh toan céc ché do con lai

NCA/NS/BM - 02.02

NCA/NS/BM - 02.03

I NCA/NS/BM - 02.04 |

l NCA/NS/BM — 02.05 ]

2. Dién giai lru do.

STT| Trach nhiém Noi dung thy hién Biéu mau
Nhén vién nghi viéc viét “ Pon xin
nghi viéc” gtri cho TP/TBP dam bao
thoi gian theo quy dinh:
I | Nhanviénnghi |+ DOivéihop dong thir viéc 1a: 03 ngdy | NCA/NS/BM 02.01

2 | BP.Nhan su

Ban giam doc

viée + Hop ddng xéc dinh thoi han : 30 ngay.
+ Hop ddng khong xac dinh thoi han la:
45 ngay.
TP/TBP Can cuo vao “Pon xin nghi viéc”

TP/TBP s& xem x¢ét va ky duyét
Sau do6 phoi hop v6i BO phan Nhan
su bdo cdo Ban giam doc




NEWTEL - CA Mai hi¢éu: NCA/NS/QT-02

N

Ngay c6 hiéu luc: 2410112019

QUY TRINH NGHi VIEC Ngay hét hiéu luc:

Lan ban hanh: 01

Trang: 5/5

TP/TBP ¢6 trach nhiém trinh Ban
giam doc phé duyét trong vong 02
ngay lam viéc

3 | Nhén vién nghi
viéc

TP/TBP

Nhén vién nghi viéc ban giao cac
cong viéc chuyén mon va tai san cho
cac B phén c6 lién quan theo mau
bién ban ban giao.

Céc ddu mdi nhan ban giao ky xéc
nhan va chuyén cho B0 phan Nhan su

NCA/NS/BM-02.02
NCA/NS/BM-02.03

4 | BO phan Nhan su

Ban gidm doc

B6 phan Nhan sy trinh phé duy¢t Ban
giam doc bao gom:

+ Quyeét dinh nghi viéc
+ Bién ban ban giao cong viéc va tai san

Quyét dinh nghi viéc dugc 1ap thanh
3 ban: B phan Nhan su giit 1 ban, Ké
toan gilr 1 ban va Nguoi nghi viée gitr
1 ban

NCA/NS/BM-02.04

5 | Bo phan Ké toan

B phan Nhan su

Bo phan K& toan phdi hop véi Bo
phan Nhan sy dé thanh toan cac ché
do sau:

+ Luong, thuéng, phu cdp...trong
vong 15 ngay ké tir ngay co quyét
dinh nghi viéc

+ S6 BHXH: Sau 15 ngay ké tir ngay
c6 quyét dinh nghi viéc.

NCA/NS/BM-02.05

V1. BIEU MAU KEM THEO:

Don xin nghi viéc

Bién ban ban giao cong viéc
Bién ban giao nhan tai san
Quyét dinh nghi viéc

Phiéu thanh ly khi Nghi viéc

: NCA/NS/BM-02.01

: NCA/NS/BM-02.02
: NCA/NS/BM-02.03

: NCA/NS/BM-02.04

: NCA/NS/BM-oz.OS/Qr/



CONG TY CP CHU KY SO NEWCA

S6 8 Lang Ha, Thanh Céng, Ba Dinh, Ha Nbi, Viét Nam
Chi ky 88 cbng cdng TR AO) i fanini B (0T s i et e
Email: ............... Webih st B = e b

Ha N¢i, ngay.......thang... ... ... nam

PON XIN NGHI VIEC

Kinh giri: - Ban Gidm dbe
Phong Hanh Chinh — Nhan Sw

Trwong Phong/Bo phan.......ccoevvvvvineiniennnnnn.

I N ot e s b N T o Sl 354250 Sremmes s s am s s e gmesieneit e G e S s o ot
Thute PhORE RO PRI . oiliin aruc s isirisismsosiisnsumnsmnint sinsssishisrnmobu it i seecs pit e B ol
Nay tdi lam don nay, kinh xin Ban gidm ddc cho t6i duge nghi viée tir ngay......... thang........ nam.....
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...............................................................................................................................................................

To61 cam doan 1a da ban giao cong viée va tai san lai cho Phong/B0 phan c6 lién quan trude khi nghi viée.
T6i rat mong Ban gidm doc xem xét va chap thuan cho toi.

T61 xin thanh cam on!

NGUOI LAM PON TRUONG TM. PHONG HC - NS GIAM POC
(Ky & ghi ro ho tén) EEINHEO PHAN (Ky & ghi ro ho tén) (Ky & ghi ro ho tén)

(Ky & ghi ro ho tén) y/

NCA/NS/BM —02.01
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CONG HOA XA HOQI CHU NGHIA VIET NAM

CONG TY CO PHAN CHU KY SO NEWCA o
Doc lap - Tu do - Hanh Phuc

BIEN BAN BAN GIAO CONG VIEC
Hom nay, ngdy thang nam | tai vian phong Cong ty CP chit ky sé NEWCA chung t6i tién hanh ban giao cong viéc va hd so cua Cong ty nhu sau:
Nguoi ban giao: Phong/B6 phan
Nguoi nhin ban giao: Phong/B6 phan

Cung ban giao cong viéc vdi ndi dung nhu sau:

STT Tén cong viée Noi dung cong viée Ho so ban giao Piu moi lién hé Ngudi nhin ban giao | Luu y/Ghi cha

Nguoi ban giao cam doan rang toan b ndi dung cong viéc dang thuc hién da dugc ban giao ddy du. Bién ban duoc 1ap thanh 03 ban, mdi bén gitt mot ban va Phong HC -
NS gitr 1 ban./.
NGUOI BAN GIAO NGUOI NHAN BAN GIAO TRUONG PHONG/BQ PHAN

NCA/NS/BM-02.02
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BANG KE BAN GIAO TAI SAN

Ho va tén CBNV:

Sinh ngay

S6 CMND: Cép ngay: Tai:
Ngay vao NEWCA:

Cdc bén ciing tién hanh ldp Bang ké ban giao tai san theo ndi dung cu thé nhu sau:

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

Tén tai san/tai NHAN TRA

khoan Ngay | S6 lrong | Hién trang| Ngwdi giao |Ngwoi nhin Ngay S6 lrong | Hién trang

Ngwoi giao

Nguwdi nhan

Bang ké ban giao tai san dugc lap thanh 3 ban c6 gié tri nhu nhau, mdi bén gilt mt ban va Phong HC-NS gitr 1 ban./

NCA/NS/BM-02.03
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CONG TY CO PHAN CHU CONG HOA XA HQI CHU NGHIA VIET NAM

KY SO NEWCA Pic 1ap — Tw do — Hanh phiic
S /QD-NEWCA Ha noi, ngay  thdng ndm
QUYET PINH
V/v: Chiim dict HDLD d0i v6i Ong/Ba.........eeeevuvveeeenennnnns

GIAM DOC CONG TY CO PHAN CHU KY SO NEWCA

- Can cit Bé ludt Lao dong 10/2012QH13 ngay 18/06/2012;
- Cén cit vao diéu 16 t6 chire va hoat dong ciia Cong ty cé phan chit ky s6 NewCA;
- Cin ctr HOp @ONG 100 AONG SO ... .. covcvveve o s cee et eve e e e e vt s e s s ees e

veey

- Can cit vao don xin nghi viéc ciia nhan VIien... .. ..o e ion i i ve e e oo

QUYET PINH N
N
Pidu 1: Nay chdm dut hop dong lao dong 461 vl Ong/Bae.. 8 e S et e
CNINIBY 7 el s e wonn s o s O KA ¢ vvsrinrms s ioily CAP DAY Lo vinsismns f
CRIIE I h e smmes wn s wiv s s s wmre y minm s pown o 9ins oencs wle o 205 yss o $g 3 s E iy is Srewl i
v 2
B UL, o s mpivs s s o e s et o sws gasn s mad gigend e S AU s i o5 '3
Piéu 2: Phong Hanh chinh nhan sy, Phong/B phan ..........cocoveiiiviiiiiiinnnnnn, va
)17, P chiu nhiém thi hanh Quyét dinh nay.
Noi nhén: GIAM POC

- Ban gidm déc;
- Cdc Phong, bo phdn;
- Luu: VP.

P56 Thi Thu Huong

NCA/NS/BM -02.04



CONG TY CP CHU KY SO NEWCA
SH 8 Lang Ha, Thanh Cong, Ba Dinh, Ha N¢i, Viét Nam

T (04) . ovvcrennosssin 5 ok 1 6 6 B L N e
JEEHEI 7ononivinavnns WD o sntabvnind ans s ksl
Ha Noi, ngay....c.u thang. ... 913 5 AER Y

PHIEU THANH LY KHI NGHI VIEC
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- Kot qUA BABBIAO BDHE F1801mserserrereorsensossossersessonsessismsnsisionsmsesiiibetinsseseasssetiismimmatfases

- KAt QU B S ORI BAI . oiovsssasinssissssisanssssossssssssssomsiviansavssbonsivosbissodesinsismos ot oabinss

---------------------------------------------------------------------------------------------------------------------------------------

- Thanh todn ché do:

+ Luong:
> S6 tién thanh toan:
> Bing chit:

+ S0 BHXH:

Y kién ciia ngwoi nghi viée

----------------------------------------------------------------------------------------------------------------------------------------------
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NGUOI NGHI VIEC PHONG KE TOAN PHONG HCNS

NCA/NS/BM-02.05



