Hwéng din tao, phé duyét don Tam hoin/Cham dirt HDLD

I.  Quy trinh tao, phé duyét don Tam hoan/Chim dirt HPLD

Quy trinh Tam hoan/Cham dit HDLD

Bude 1: CBNV tao don == Gui thdng bao cho C&B

CBNV tao don G cho CBOQL xem xét
Trén don xin nghi viéc ¢6 hién thi checklist ban giao chung
dé CBNV nim duoc
Diéu chinh
| Budc 2: CBQL phé duyét'tir chdi
- Phé duyét: gini cho TPHCNS
L—Tir chéi— CBQL Phé' duyét/tir [ - Tur choi: o .
choi — + Tir choi dé diéu chinh théng tin => Ve bude 1
+ Tir chéi: Nhip 1y do == Déng yéu cau
C6 théng bao dén CBNV, C&B
Y Diéu chinh ‘
Buge 3: TP.HCNS phé duyét/tir choi
l - Phé duyét: Giri cho Gb
|| - Tir chéi:
—Tir chéi— TP.HCNS xem xét + Tir chéi dé diéu chinh théng tin => V& budrc 2
a + Tir chéi: Nhip 1y do == Péng yéu cau
I C6 théng bao dén CBNV, C&B, CBQL cua nv do
Y Diéu chinh Budc 4:
¢ - Phé duyét: Thuc hién ban giao, thong bao dén CBNV
N va cac bén nhan ban giao dé thire hién ban giao
L Tir chéi—] OP phe duyévtr - Tir chi:
choi + Tir chéi dé diéu chinh théng tin => V& budc 3
| + Tir chbi: Nhép Iy do == Dong yéu ciu
Y Co thong bio dén CBNV, C&B, CBQL cua nv do,
¢ TP.HCNS
Buwde 5: Thuc hién ban giao
Thure hién ban giao Binh kém file ban giao co chir ki 1én odoo
Trude 3 ngay nhan vién nghi/tam hodn ma CBNV chua
| ‘—‘ dinh kém Bién ban ban giao => Giri théng bao cho C&B
Done Chinh sira va CBNV nghi viéc, CBQL ctia nhin vién do
er Budc 6: GD duyét bude cudi ciing
. . . - Phé duyét: giri thong bio cho C&B va CBNV nghi
L Tir chéi—] OP phe duyéttir viéc, CBQL ctia nhan vién dé, TPHCNS
choi - Lk o
- Tt choi == ghi ré 1V do
| + Tir chéi: Nhip 1y do => Béng yéu ciu
% == (G théng bao cho C&B va CBNV nghi viée, CBQL
| ¢ ctia nhin vién d, TRHCNS => Quay vé bude 5
Déng yéu ciu Hoan thanh Burdc 7: Xuit quyét dinh tam hon/chim dit HDLD




I1. Tao va phé duyét don nghi

Buéc 1: Tao don xin tam hoin/chim divt HPLD

Buwéc 1.1: Tai giao di¢n chinh cia odoo => Chon menu Nhéan vién => Chon Nghi viéc

Diéu Chinh Lvong  +

Diéu chuyén cdng tac
Tam hoan/Chém dirt HDLD
€u thich Tai ky/gia han HDLD

. PO Bd nhiém/Mi&n nhiém
ngay S0 quyet :

CBNV nhan Tao dé tao don nghi viéc

Tam hoan/Cham dirt HDLD

Tao

Buwde 1.2: Nhap cac thong tin

Thong tin CBNV xin nghi, CBQL cua nhan vién d6 s€ tu dong cap nhat

Thong tin cia TP.HCNS, GD tu dong cap nhat

Tai truong Loai: chon loai nghi 1a Tam hoan HDLD hoac Cham dut HDLD
Ngay nghi viéc: tuy vao nhan vién chinh thirc hay nhan vién thur viéc ma thoi
gian xin nghi trude bao nhiéu ngay. Nhung s& c6 1 sd trudng hop nhén vién xin
nghi trude thoi han quy dinh, van cé thé chon duoc, nhung s€ hi¢n canh bao
cho nhan vién do.

Pbi v6i truong hop Tam hodn HPLD sé& ¢ thém truong Pén ngay: 1a trudng
ngay két thuc tam hodn HDLD

Nhap céc thong tin vé Ly do nghi viéc hodc Ghi cht néu c6

Phan Danh muyc ban giao s& hién thi d& CBNV biét ho can ban giao nhiing cong
viéc gi, truong hop c6 nhitng muc ban giao ma CBNV d6 khong can ban giao
thi CBNV cén bao cho nhan vién HCNS (C&B) dé HCNS thyc hién bo bét cac

muc khong can thiét.
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Tam hoan/Cham dut HDLD / New

Dy thio

Thong tin nhan vién Ngwoi phé duyét

Nhan vién [ECIDO012] Bui Thi Hing ~ [ TPHCNS [ECID041] Binh Thi Huong - @
Chive vy Trudng nhom HS tro khach hang ~ (7 Gidm doc [ECID001] Phan Trong Thuy -
Phéng/Ban ‘Trung tém H3 tro khéch hang. -
cBaL [ECID005] Dinh Thi Huong Qujnh -
Chire vy Truéng Trung tm H tro khach hang -
Thong tin Tam hoan/Cham dirt HOLD
Loai Tam hodn HOLD v
Ngay nghi vigc 201112021 M
Dén ngay 311212021 -
Ly do L do ca nhén
Ghi chii
Danh muc ban giao
#  Noidung Phong/Ban Nguoinhgn  Chiscvy... Ghichia  Taptin Ngay hoan thanh  Trang théi
1 [ Céccong visc dang thuc hién Trung tam H3 tro khéch hang Duthio
2 [ Céchb sotailigu phap 1y, hop déng Trung tam Hanh chinh nhan Duthio
3@ Quan i van hanh Du thio

Hom mail cia c4 nhén, Ban/phong

Khi CBNV xin nghi lyu don xin tam hoin/cham dit HDLD s& c6 thong bao dén nhan
vién C&B.

Bdi Thi Hang

Mhdn vién Bli Thi Hang dd tao don xin
cham dirt HELE, chi tiét:
RTL/2021/11/00009

Budc 1.3: Sau khi da tao xong don xin tam hodn/cham diat HPLD, CBNV chon Guri

t6i CBQL dé CBQL phé duyét don xin tam hodn/cham dut HDLD.

Nhan vién

Ph

\g/Ban  Insurance  Loans & Advances

gia han HOLD B3 nhigm/Mi

Training Program

o w B

Tam hoan/Cham dut HDLD / RTL/2021/11/00009

@ Action

Nhan vién cin tao don chédm dist HDLD trwéc 30 ngdy, ngay tao: 2021-11-13, ngay bét déu chdm dirt HDLD: 2021-11-30.
RTL/2021/11/00009

Thong tin nhan vién

Nhan vién [ECID012] Bili Thi Hiing
Chirc vy Trudng nhém HG tro khdch hang
Phong/Ban Trung tam H8 tror khach hang

Quan ly [ECID005] Binh Thi Huong Quynh
Chisc vy Trung Trung tm H3 trorkhach hang

Thong tin Tam hoan/Cham dit HDLD

Logi

Ngay nghi vige

Lydo
Ghi chi

Chém dirt HOLD
3011172021

Nghi vige vi If do cé nhan

Danh myc bén giao

Noi dung
Céc cong viéc dang thuc hién

Cac hb sotai ligu phép 1y, hop ddng
Hom mail cla ca nhan, Ban/phong
Cac hang muc lién quan @én tai chinh

Tai san (ban, ghé...); Thiét bi (may tinh, méy in...); Cong
cudung cu

Ngwoi phé duyét
Trwong phong HONS  [ECIDO041] Binh Thi Huong

Giém déc [ECID001] Phan Trong Thity

Phong/Ban Ngudinhan  Chiscvu... Ghichi  Taptin Ngay hoan thanh
Trung tam H3 tro khéch hang

Trung tam Hanh chinh nhan

Quan i van hanh

Phéng Tai chinh ké todn

Phong Tai chinh ké toan

Trang thai
Dy thao
Dy thao
Dy thao
Dy thao

Du thao

Dy thio

Pon xin tam hodn/chdm diat HPLD chuyén sang trang thai Chd CBQL phé duyét.



Chér CBQL phé duyét

Buoce 2: CBQL phé duyét

CBQL s& nhan dugc thong bao, nhan vao tén phiéu nghi trong thong bao

Bai Thi Hang

o Banco mdt yéu ciu Temporary Leave cla
nhan vién Bli Thi Hing dang chd phé
duyét, chi tiét: RTL/2021/11/00010

=> Chuyén té1 phi€u nghi cia nhan vién

2 Nhéan vién Nhanvién Danh mucnhdnvién Phong/Ban Insurance Loans & Advances  Diéu Chinh Luong  Diéu chuyén congtac  Tam hoan/Chim dit HDLD  Tai ky/gia han HDLD B4 nhigm/Mién nhiém  Orientations €: @™ ik K Binh Thi Huong Qujnh

Tam hoan/Cham dut HDLD / RTL/2021/11/00010

B - Py oo

Phé duyét | Tir chéi Chér CBQL phé duyét
RTL/2021/11/00010

Thong tin nhan vién Ngwoi phé duyét
TPHCNS [ECIDO41] Binh Thi Huong
Gidm dée [ECID001] Phan Trong Thiyy

Thong tin Tam hoan/Cham dit HOLD

Loai Tam hosn HOLD
Ngay nghi vige 2011172021
Bén ngay 311122021

Ly do Ly do cé nhan
Ghi chi

Danh muc ban giao

CBQL s& xem xét => chon Phé duyét/Ttr chbi tam hodn/cham dit HPLD cia CBNV.
- Phé duyét: Néu CBQL phé duyét thi s& c6 thong bao lai cho CBNV va C&B.

Binh Thi Hwromg Quynh

o Yéu cdu Tam ho&n HOLD cda nhin vién
Bli Thi Hing d3 dwroc CEQL phé duyét,
chi tiét: RTL/2021/11/00010

Chuyén sang trang thai Chd TP.HCNS phé duyét.
Chir TR.HCNS phé duyét
- Tir chéi:
+ Tiur chdi dé yéu cau diéu chinh thong tin: Nhap 1y do => Xac nhan =>

Chuyén vé budc trude dé diéu chinh thong tin.



Ly do ter chéi x

Ly do tir chéi Yéu cdu diéu chinh théng tin v

Ly do Diéu chinh lai théng tin

+ Tir chdi yéu cau nghi: Nhap 1y do => Xac nhan => Péng yéu cau

Ly do tir choi x
Ly do tir chéi Tir chéiyéu céu v
Ly do Tir chéi yéu cdu nay

, _ i Pa tir choi
Chuyén sang trang thai Pa tir choi

Va c6 thong bao dén CBNV, nhan vién C&B.
Buwoce 3: TPHCNS phé duyét
TP.HCNS nhan dugc thong bao

Pinh Thi Hromg Quynh

Ban cb mét yéu cdu Tam ho3n HELD cida
nhan vién BUi Thi Hing dang ch& phé
duyét, chi tiét: RTL/2021/11/00010

TP.HCNS xem xét phé duyét hoic tir chbi
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Tam hoa@n/Cham dut HDLD / RTL/2021/11/00010
Tao % Action U <>

Cho TRHCNS phé duyét

RTL/2021/11/00010

Thong tin nhan vién Ngwoi phé duyét
Nhan vien [EC TPHCNS [ECID041] Binh Thi Huong

Gidm déc [ECIDO001] Phan Trong Thity

[ECID005] Binh Thi Huong Quynh

Trumg Trung tam 3 tro khch hing

Thong tin Tam hoan/Cham dit HOLD

Logi Tam hoéin HOLD
Ngay nghi vige 2011112021

Dén ngay 3111272021
Lydo Ly do cé nhan
Ghi chi

Danh myc ban giao



- Phé duyét: Co théong bio dén CBNV, CBQL cuia nhan vién d6, nhan vién
C&B.

Binh Thi Hrong

0 Phiéu Temporary Leave ciia nhan vién Bl
Thi H&ng d& dyoc TPHCNS x&c nhdn, chi
tiét: RTL/2021/11/00010

Chuyén sang trang thai Chd Giam dbc phé duyét
Ché Giam doc phé duyét
- Tir chéi:
+ T chdi dé yéu cau diéu chinh thong tin: Nhap Iy do => Xé4c nhin =>

Chuyén vé budc trudce dé diéu chinh thong tin.

Ly do tir chéi x
Ly do tir chéi Yéu ciu diéu chinh théng tin v
Ly do Diéu chinh lai thdng tin

+ T chéi yéu cau diéu chinh lwong: Nhap 1y do => Xac nhan => Péng

yéu cau,

, ' , D4 tir choi
Chuyén sang trang thai Da tir choi

Ly do tir chéi x

Ly do tir chéi Tir chéiyéu ciu ~

Ly do Tir chéi yéu cdu nay

Va c6 thong bao dén CBNV, CBQL cta nhan vién do, nhan vién C&B
Buoc 4: GD phé duyét

Giam dbc nhan duoc thong bao



Binh Thi Hwromg - mat paot o

o Banco mdt yéu ciu Temporary Leave cla
nhan vién BUi Thi Hing dang ch& phé
duyét, chi tiét: RTL/2021/11/00010

Giam ddc xem xét phé duyét/Ttr chdi
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Tam hoan/Chdm dut HBLD / RTL/2021/11/00010

Tao % Action U1 <>

o i e

RTL/2021/11/00010

Thong tin nhan vién Ngwoi phé duyét

Nhan vién [ECID012] B Thi Hing TPHCNS [ECID041] Binh Thi Hurong
Chise vy Trung nhém H3 tro khdch hang Gidm déc [ECID001] Phan Trong Thiy
Phong/Ban Trung tam H3 tro khéich hang

cBaL [ECID00S] Binh Thi Hurong Quinh

Chise vy Trudng Trung tam B tro khdch hang

Thong tin Tam hoan/Cham dirt HOLD

Loai Tam hoain HOLD
Ngay nghi vige 2011112021

Dén ngay 311272021
Lydo Ly do cé nhan
Ghi chi

Danh myc bén giao

#  Noidung Phong/Ban Nguoinhan  Chiscvy... Ghichi  Taptin Ngay hoan thanh  Trang théi

1 @ Céccong viéc dang thuc hign Trung tm H3 tro khach hang Dy thao

2 @ Céchb sotailiéuphap 1y, hop ding Trung tém Hanh chinh nhan Dy thio

3 @ Hom mail cia c4 nhén, Baniphong Quan trivan hanh Dy thao

4 @ Céchang muc ién quan dén tai chinh Phong Tai chinh ké todn Dy thio

5 [ Taisén (ban,ghé. ) Thiétbi (mdy tinh, méy in._); Cang Phong Tai chinh ké todn Dy tho
cu dung cy

- Phé duyét: va co thong bao dén CBNV, CBQL ciia nhan vién d6, nhan vién
C&B va cac bo phan nhéan ban giao cong viéc.

Y&u céu Temporary Leave cla nhéan vién
Bli Thi Hang d3 duroc Giam ddc xac nhan,
chi tigt: RTL/2021/11/00010

Phan Trong Thiy - 5 phot trese

o Yéu cau chdm dit HOLD cla ban
Temporary Leave d3 duoc x4c nhan. Dé
hoan thanh yéu ciu Temporary Leave, ban
cAn ban giao céng vidctai san trirdc ngdy

X . in 20-11-2021, chi tiét. RTL/2021/11/00010
bén CBNV nghi viéc ’

Phan Trong Thiy - 6 phot trrdc

O Ban cd mit yéu cau Temporary Leave clia
nhan vién Bi Thi Hing dang chiy ban giao
tai san Cac ho so tai liéu phap Iy, hop
dong. D& hoan tat thl tuc cho Temporary
Leave nhén vién, ban can nhin ban giao
cing vieéctai san trdre ngay 17-11-2021,

Dén chc bén nhan ban giao chi tiét: RTL/2021/11/00010



Néu GD phé duyét thi s& chuyén sang trang thai Pang thuc hién ban giao d¢ thuc

hién thu tuc ban giao cong viéc.
fiang thwee hién ban giao
- T choi:
+ Tu choi dé yéu cau diéu chinh thong tin: Nhap 1y do => Xac nhén =>

Chuyén vé budc trudc dé diéu chinh thong tin.

Ly do tir chdi x
Ly do tir chéi Yéu cdu diéu chinh théng tin v
Ly do Diéu chinh lai théng tin

+ Tu chdi yéu cau xin tam hodn/chdm diat HPLD: Nhap 1y do => Xac

nhan => Péng yéu cau, chuyén sang trang thai Pa tir choi.

Ly do tir chdi x
Ly do tir chéi Tir chéi yéu ciu <7
Ly do Tir chéi yéu cdu nay

Va c6 thong bao dén CBNV, CBQL cua nhan vién do, nhan vién C&B, TP.HCNS.

, ' , D4 tir choi
Chuyén sang trang thai Pa tir choi

Buwdée 5: Thuc hién ban giao cong viéc

Sau khi cac bén giao nhan ban giao da thuc hi¢n viéc giao nhan xong, thi CBNV s&
thuc hién dinh kém bién ban ban giao va giri dén GD dé GP thyc hién phé duyét.
- Trudc 3 ngay CBNV xin nghi, cdc bén giao/nhan ban giao s€ phai hoan thanh

cac thu tuc giao/nhéan ban giao.



- Sau khi cac bén da giao/nhan ban giao, CBNV s¢& dinh kém bién ban ban giao

c6 chir ky cta cac bén l1én don xin nghi.

Thong tin Tam hodn/Cham dit HDLD
Loai Chém dut HELD Bién ban ban giao tai

Ngay nghi viéc 30/11/2021 sén

- CBNV nhin Xac nhan dé guri dén Giam ddc

Tam hoan/Cham dirt HDLD / RTL/2021/11/00009

Chuyén sang trang thai Chd Giam dbc phé duyét

Chir Gidm doc phé duyét

Néu sau thoi han yéu cau giao/nhan ban giao, cac bén van chua hoan thanh xong thu
tuc ban giao, s& c6 thong bao dén nhan vién C&B.
Buéc 6: GP phé duyét dé hoan thanh cdc thii tuc tam hodn/chim dirt HDLD cho
CBNV.
GD nhan dugc thong bao, click vao tén phiéu tam hodn/chdm dut HDLD
Bui Thi Hang
o Banco mit yéu céu Temporary Leave cla

nhan vién BOi Thi Hang dang ché phé
duyét, chi tiét: RTL/2021/11/00010

Chuyén dén phiéu tam hodn/chdm dut HPLD can phé duyét
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Tam hoan/Cham dut HDLD / RTL/2021/11/00010
Tao % Action U1 <>

Phé duyét | Tir chéi Chér Giam déc phé duyét

RTL/2021/11/00010

Thong tin nhan vién Ngwoi phé duyét
Nhan vien [ECID012] B Thi TPHCNS [ECID041] Binh Thi Huong
Gidm déc [ECID001] Phan Trong Thuy

Thong tin Tam hoan/Cham dit HOLD

Logi Tam hoéin HOLD Bién ban ban giao tai & Bién ban ban giao xisx
Ngay nghi vige 2011172021 sin
Bén ngay 3111272021

- Ph@ duyét: Néu GP phé duyét thi s& chuyén sang trang thai Hoan thanh.



Hoan thanh

C6 thong bao dén cac bén lién quan

Yé&u cu Temporary Leave clia nhdn vién Phan Trong Thiy
BUi Thi Hang d3 dirgc Gidm doc xdc nhén, o Yéu cau Temporary Leave ca ban g3
chi tiét RTL/2024/11/00010 durge xac nhédn. RTL/2021/11/00010

- Tir chéi:
+ Tir chdi dé yéu cau diéu chinh thong tin: Nhap 1y do => Xac nhan =>

Chuyén vé budc Ban giao tai san. Cac bén thyc hién chinh stra cac ndi

dung.
Ly do tir chdi x
Ly do tir chéi Yéu cdu diéu chinh théng tin v
Ly do Diéu chinh lai théng tin

+ Tu chdi yéu cau xin tam hodn/chdm diat HPLD: Nhap 1y do => Xac

A
nhan

Ly do tie chéi x

Ly do tir chéi Tir chéi yéu ciu <7

Ly do Tir chéi yéu cdu nay

, ' , D4 tir choi
Chuyén sang trang thai Da tir choi

Buwéc 7: Tam hoan/chim diet HPLP hoan thanh

Sau khi GD da phé duyét l1an cubi ciung, s& c6 thong tin vé S6 quyét dinh tam
hoan/cham dut HPLP va thong tin ngay phé duyét, file quyét dinh tam hoan/cham dirt
HDBLD sé duogc dinh kém luon tai truong QD Tam hodn/Cham dut.



Thong tin Tam hoan/Cham dirt HOLD

Loai Tam hodn HELD Sd quyét dinh 00005/2021/QDTH-ECB
Ngay nghi viéc 20/11/2021 Ngay phé duyét 16/11/2021
Dén ngay 311212021 Qb Tam hoan/Cham

det

Sau khi don xin tam hodn/chdm dit HPLD di hoan thanh, dén trudc ngay CBNV
nghi viée, s€ ¢ thong bao dén nhan vién C&B.
Hé théng s& tu dong tao phiéu lwong cho CBNV d6, trudng hop cham diat HPLD dén
ngady CBNV nghi, h¢ théng s& tu dong luu trir thong tin nhan vién cia CBNV do,
trang thai sé chuyén sang Pa cham dit HDLD.



