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C.T GROUP LOI NGO

Xin chao ban,

Tat cd ching t6i, nhing thanh vién cta Tap doan C.T Group tran trong dén chao ban gia

nhap vao doi ngt dang I16n manh nhu vi bao cida C.T Group.

Chuing t6i tin tudng rang, vdi su gia nhap clia ban, ching ta sé c6 thém ban tay va khéi 6c dé

cting nhau vugt |én nhiing tim cao mdi, cting nhau di dé€n moj mién dat nuéc va ngdng cao

dau tién ra thé gidi.

Su quy&t tam, tai nang va chan thanh gin bé clia cac ban sé lam nén nhiéu ky tich & noi day.

Trugc tien, chiing toi xin dugc hudng dan 1 s6 ndi dung co bdn nhu sau:

Cudn s6 tay nhan vién nay gisi thiéu cho ban thong tin van tt vé Tap doan C.T
Group, ban c6 thé xem thong tin chi tiét va cap nhat thudng xuyén trén

website: www.ctgroupvietnam.com va trang web noi

bd www.ctgroupvietnam.com/webnoibo/

Cudn s8 tay nhan vién ndy 1a nhiing ndi dung co bdn cta cic quy dinh, chinh sach
hién dang ap dung tai cong ty, khuy&n céo nhiing diéu nén lam va khong nén lam.
N&m dugc nhiing noi dung clia s tay nhan vién, ban sé rat dé dang hoa nhap vao

tap thé C.T Group.

Sau day la nhiing chi din cho ngay dau tién tai C.T Group

Hay theo cac husng dan sau d€ ban c6 mét ngay du tién tai C.T Group that bg ich va nhanh

chéng bat nhip cung cong viéc.

1.

Lam quen cung cac phong ban: du6i sy hd trg clia phong nhan sy hay Ban Nhan
lic Cong dong, cic ban sé c6 mot chuyén di thim quan va lam quen cling céc
phong ban va cac ban déng nghiep mdi.

Kiém tra hé théng email va hé théng internet. khi can ban cé thé lién hé véi bo
phan IT dé dugc hd trg. Email 1a phuong tién lién hé thong tin nhanh chéng va
chinh thic trong cong viéc, do dé viéc ndm chdc nhiing qui dinh vé IT 1a mot trong
nhiing diéu dau tién ban cin ndm (tham kh3o Phan 5 - Chuong VI trong S§ tay

nhan vién).
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3.

Bay gio ban c6 thé ding nhdp vao cac hé thong thong tin cda C.T Group nhu

website www.ctgroupvietnam.com va web nodi

bd www.ctgroupvietnam.com/webnoibo/ dé tim ki€m nhiing thong tin can thiét nhu

vé qui dinh Cong ty hodc Tap ddan ciing nhu luét qua cdc hoat dong da dién ra trong
su6t nhiing ndm viia qua ctia C.T Group.

Gio nghi trua: ban c6 1h dé nghf (12:00 -13:00 hodc 12:30 - 13:30 tai VPTD) va
diing com trua ngay tai can tin clia Tap doan hoac tuy chinh sdch cla céc don vi
tryc thudc C.T Group.

Géc truyén théng: hay bat diu budi lam viéc thd hai ca ban bang cach tim hiéu
thém nhiing hoat dong clia Tap doan tai géc truyén thong. Noi day cé diy du
nhiing sach bao, thong tin, ki niém chuang,.. rdt cin thiét cho ban trong giai doan
dau tién tim hiéu vé moi truong lam viéc méi. Ngoai ra, géc truyén thong con dugc
trang bi mot ngudn sdch that phong phd nhu cdm nang kinh doanh, qudn 1y,.. ma
chiing t6i da suu tam, gép nhat dé tao nén mot i sach that bg ich va hau dung cho

tat cd cac nhan vién Cong ty.

Trong giai doan lam quen véi cong viéc méi nay, ban c6 thé tim ki€m thém su hd trg tu

phong nhan su. B4t ky nhiing thic mdc, cau hdi ndo ban nén nhan nhiing thong tin

chinh thic @ cdp trén tryc ti€p, Trudng Phong/Ban NLCD, Téng Gidm Ddc. Tranh tiép

nhan va x ly cong viéc trén nhiing thong tin khong chinh thic, sai 1éch. Moi y kién

déng gop nén thé hién chinh thic trong cudc hop, van ban,... trdnh lam theo kiéu hanh

lang, truyén miéng, kém chuyén nghiép.

(1)

Ban nhit thiét phai yéu cu Lanh dao don vi cung cip bo hé so ddy dd vé so do t8
chiic, quy trinh 1am viéc, nhan dién thuong hiéu..v.v..., néu cin ban c6 thé hdi cac
cap Lanh dao cao han néu khong dugc cung cip thong tin thda dang.

Ban dugc cung cap day du tat cd van phong phdm, mdy tinh, cong cu dung cu lam
viéc, s6 tay C.T Group, password ngay tif ngay dau lam viéc. Néu khong dugc dép
(ing t6t, ban c6 thé phan anh lén Ban Nhan luc Cong d6ng va Ban Kiém soat noi

b6 clia Tap doan.

Chdc ban nhanh chéng hoa nhap vao moi trudng méi va cé nhiéu thanh cong trong cong

TN
viéc cia minh.
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C.T GROUP Phén 1: GIGI THIEU SO LUGC VE C.T GROUP

1.

Thong diép

Tap doan C.T Group dugc biét d&€n nhu biéu tugng clia mot cong ddng tré trung,
nang dong va da dang.

Pugc thanh lap tif nam 1992, véi bé day gﬁn 20 nam phét trién, Tap doan C.T
Group khong ngting I6n manh, ddng hanh véi su phét trién clia DAt nugc trong giai
doan “D3i méi” va “Hoi nhap” véi kinh t& toan cau. T nhiing ngay dau tien thanh
lap, chi véi vai ngudi va s6 von it 8i, C.T Group da vugt qua mudn trang khé khan
gian khd, bang su quyét tdm, nhan nai, su can trudng, long diing cdm, C.T Group
da phat trién lién tuc, khong ngling nght dé trg thanh mot Tap doan véi 36 Cong ty
thanh vién hang manh.

Ngay nay, nhiing hoat dong kinh doanh trong diém clia C.T Group tap trung vao
céc linh vuc “néng” & Viét Nam: Bat dong sdn, Ban 1& cao cdp, Xay dung, Dau tu
tai chinh, Am thuc — Giai tri va Gido duc — Y t&, Bdn dién — Khai thac khodng san
va Du lich sinh thai. Sy két hgp mang tinh chién lugc, dong b tat cd cac linh vuc
kinh doanh chinh [a chia khéa dem lai thanh cong cho C.T Group.

Lich st phat trién cia C.T Group

1992: Cong ty Thuong Mai Sai Gon dugc thanh lap bgi Ong Tran Kim Chung,
chuyén kinh doanh my phﬁm, vat tu, bat dong san.

1993: Cong ty Thuong Mai Sai Gon dugc ddi tén thanh Céng ty Thuong Mai Dich
Vu C&T véi C&T tugng trung cho "Su thach thic clia thé ky 21“.

1998: Phat trién chudi clia hang ban 18 cao c&p doc lap rong khip ca nugc.

2000: Thanh lap Cong ty C8 phan Qudc t&€ C&T véi nhiéu cong ty thanh vién.
2006: Thanh lap Tap Poan C.T Group — Tap doan da nganh nghé - Nha phat trién
do thi toan dién.

2007: Pat dugc nhiéu thanh tyu quan trong trong kinh doanh théng qua viéc hinh
thanh Nganh cong nghiép Phong cach séng két hgp cdc nhu ciu xa hoi: nha 8,
mua sidm, vui choi, &m thuc, gidi tri, y t&, gido duc.... Tap doan C.T Group khong
chf dugc nhat bdo cGia Hoa Ky nhin nhan 1a "Méng vuét clia rong Viet Nam” ma
con nhan dugc nhiéu gidi thudng cdia Chinh phd va bao gidi .

2008 - 2009: Duy tri su ting trudng cao va trd thanh Tap doan di dau & linh vuc
cong nghiép khong khéi nam trong nhom vi tri dan dau trong nganh bat dong san.
2010 - 2011: Tiép tuc phat trién manh mé toan dién & 6 nganh kinh doanh chinh

va phét trién ra hai ngoai.
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3.

X3

’0

Nha sang lap - Ong Tran Kim Chung - Chd tich Tap doan C.T Group:

Cuu sinh vién truong Harvard.

Doanh nhan tiéu biéu Viét Nam nam 2010.

Doanh nhan tiéu biéu Sai Gon nam 2009, nim 2010.

Lanh su danh du nuéc B4 Dao Nha tai Ha Noi.

Uy vién Ban Chap Hanh Hoi Hau nghi Viét — Nhat TP.HCM.

Uy vién Ban Chdp Hanh Hoi Hitu nghi Viét — Han TP.HCM.

Uy vién Ban Chdp Hanh Hoi Htu nghi Viét — Ma TP.HCM.

Uy vién Ban Chap Hanh Hoi Hiu nghi Viét — Trung TP.HCM.

Chi hoi trudng Chi hoi HGu nghi Viét - My.

Pugc biét dén 1a doanh nhan cé nhiéu déng gép cho hoat dong hd trg doanh
nghiép trong xdc ti€n thuong mai va dau tu trong nuéc va nudc ngoai.

Hing nam déu c6 déng gép 16n cho cac cong tac tu thién xa hdi, hd trg cong dong.

Danh sach cac don vi thanh vién thujc C.T Group:
Tru s8 chinh: Toa nha C.T Plaza, 60A Trudng Son, Q. Tan Binh, Tp. HCM
Cac don vi thanh vién:

1. Cong ty C& phan Tap doan C.T: 60A Triong Son, Q. Tan Binh, Tp. HCM.

2. Cong ty C8 phan Bat dong san CT: 284A Nam Ky Khéi Nghia, Q. 3, Tp. HCM.

3. Cong ty C8 phan Qudc t& C&T: 60A Truoing Son, Q. Tan Binh, Tp. HCM.

4. Cong ty C3 phan CT Song Than: DT 743 Khu phd Binh Déng, Phudng Binh Hoa, Thi xa
Thuan An, Tinh Binh Duong.

5. Cong ty C3 phan sinh thai van héa Vinh Loc: Vinh Loc A, Huyén Binh Chéanh, Tp. HCM.

6. Cong ty TNHH Thuong mai - Dich vu — Van hoa Minh Chau: 369 Le Van Sy, Q.3, Tp. HCM.
7. Cong ty C8 phan Nguyén Hong: 18 Nguyén Hong, Q. Gb Vap, Tp. HCM.

8. Cong ty C8 phan C.T - Phuong Nam: 117 Nguyén Dinh Chiéu, Q.3, Tp. HCM.

9. Cong ty C8 phan dau tu phét trién Thanh phd mai: 60A Truding Son, Q. Tan Binh, Tp. HCM.
10. Cong ty TNHH Phét trién GS Cti Chi: Xa Tan Pha Trung, H. Cli Chi, Tp. HCM.

11. Cong ty C3 phan dau tuva phét trién Do thi méi C.T: 60A Truong Son, Q. Tan Binh, Tp. HCM.
12. Cong ty C8 phan Dau tu va Phat trién Kim Chung: 60A Tridng Son, Q. Tan Binh, Tp.HCM.
13. Cong ty C3 phan dau tu Can ho xanh CT — Dau khi: 259 Dién Bién Phi, Q. 3, Tp. HCM.
14. Cong ty C3 phan Ban 1& CT: 45 Nguyén Hug, Q.1, Tp. HCM.

15. Cong ty C8 phan Amore Pacific Viét Nam: 60A Truong Son ( Dang du dinh chuyén tru s&
sang 117 Nguyén Du, Q.1, Tp. HCM)

16. Cong ty TNHH Ong Phusic ich: 253 A-B Nam Ky Khai Nghia, Q. 3, Tp. HCM.

17. Cong ty TNHH Amrovi: 62 Nguyén Huy Tu, Q.1, Tp. HCM.

18. Chi nhanh C&T Ha Noi: 61 Chuia Boc, Q. Bong Da, Ha Noi.

19. Cong ty C8 phan qudc &€ C&T Nha Trang: 51 Ly Thanh Ton, Tp. Nha Trang.

20. Cong ty C8 phan quic t& C&T Hai Phong: 75 Cau Dat, Tp. Hai Phong.

21. Cong ty C8 phan quéc t& C&T Thai Phién: 26 Phan Chu Trinh, Tp. Ba Nang.

22. Cong ty C8 phan quic t& C&T Mekong: 126 Ly Tu Trong, Tp. Can Tho.

23. Cong ty C8 phan quéc t& C&T Long Xuyén: 220 Tran Hung Dao, Tp. Long Xuyén.
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24. Cong ty C8 phan dich vu du lich giai trf am thuc mén khach C.T: 139 pasteur, Phuting 6,
Quan 3, Tp.HCM

25. Cong ty C6 phan Thuic phdm va Nudc giai khat qudc @& CT: 60A Truoing Son, Q. Tan Binh,
Tp. HCM.

26. Cong ty C8 phan dau t va phét trién Y € xanh: 60A Tridng Son, Q. Tan Binh, Tp. HCM.
27. Cong ty TNHH thuong mai va dich vu Hoa Mai — 49C Buting 2 Thang 4, thanh phd Nha
Trang, Khanh Hoa.

28. Cong ty C6 phan Long Den D&: 135 — 137 — 137A Hoang Van Thy, Thanh phd Nha
Trang, Khanh Hoa.

29. Cong ty C8 phan quic t& Song Khué: 60A Truding Son, Q. Tan Binh, Tp. HCM.

30. Cong ty C8 phan dau tu xay dung Thién Thanh: 60A Truong Son, Q. Tan Binh, Tp. HCM.
31. Cong ty TNHH thiét k& Song Khué: 136 Tran Huy Lieu, Quan Phd Nhuan, Tp. HCM.

32. Cong ty C& phan Cao Nguyén Dong Duong: 60A Trudng Son, Q. Tan Binh, Tp. HCM.

33. Cong ty C8 phan du lich sinh thai Thung Liing Xanh: 60A Triding Son, Q. Tan Binh, Tp. HCM.
34. Cong ty C& phan dau tu va phat trién Binh Nguyén Xanh: 51A Nguy@n Hiu Canh, Q. Binh
Thanh, Tp. HCM.

35. Cong ty C8 phan két ni tai chinh CT: 60A Tridng Son, Q. Tan Binh, Tp. HCM.

36. Cong ty DautrC.T Indochine: 30 Raffles Place, #22-03 Chevron House, 048622, Singapore.

Co ciu td chiic ctia C.T Group

O CHUTICHTAPDOAN
-
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C.T GROUP Phin 2: PINH HUONG

1. Sit mang Tap doan (Our Mission)

1.

La mot Tap doan da nganh dan dau trong viéc phét trién md hinh dé thi toan
dién, C.T Group mang trong minh mét sii mang cao ca la déng gép hét stic
minh vao viéc xay dung hinh &nh non s6ng Viét Nam ngay cang tusi dep hon,
sanh vai véi ban bé nim chdu, xay dung tiéu chudn séng méi cho xa hdi.

C.T Group con mang mdt st mang hanh phuc khac la phat trién con ngudi, la
can bd nhan vién trd thanh nhiing ngudi chd thuc sy clia Tap doan. Hiéu va
lam chd dugc ban than, lam chd dugc cudc song, hanh phic moi mit. Qua
dé, hudng xa hgi xung quanh vé cai Thién, vé nhting diéu t6t dep...

Phin dau xay dyng va phat trién thanh biéu tugng Tap doan giau tinh nhan
bdn, tinh cong df)ng, lam chudn muc cho mé hinh Tap doan ki€u mai: Tap

doan phat trién vi cong dong.

2. Ly tuéng chung (Our Values)

1.

Phat trién hé thdng qudn ly giau tinh sang tao nham khai thac hiéu qud nhat
ngubn lyc con ngudi va cdc ngudn tai nguyén khic, xay dung dugc moi
truong séng t6t dep cho con ngudi thudc moi tang I6p xa hoi, ndng cao mic
séng va dem lai hanh phic 16n lao cho moi thanh vién va déng gép nhiéu
cho cong dong.

C8 vi tinh thin doan két, nhan &i nhiam tao dyng mot xa hdi thu nhd - Mai
nha Tap doan C. T Group - véi su thinh vugng, cong bang, thuan hoa, cham
s6c dai s6ng vat chat, tinh thdn cho cac thanh vién hién tai va cac thé hé
tuong lai ctia Tap doan C.T Group véi hé théng chinh sich phic lgi t6t dep
nhat. Phat trién chudn myc: Lé - Nghia - Nhan - Trf - Tin trong Tap doan va ra
xa hoi bén ngoai.

Khong ngiing sang tao cdc gid tri kinh doanh ting thém cho tt cd cdc hoat
dong kinh doanh clia minh ciing nhu cta céac doi tac.
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C.T GROUP Phén 3: NEN TANG VAN HOA TAP POAN

I. KHAI NIEM CHUNG VE VAN HOA TAP POAN VA TAM QUAN TRONG CUA VIEC HOC
VE VAN HOA TAP POAN:

1. Khai niém:

Van héa Tap doan la nhiing gié tri tinh than c6t 16i do nhiing con ngudi trong trong
T6 chic, Tap doan &y sang tao ra. D6 la nhiing gid tri cu thé nhat dinh, nhiing thanh tyu da
dat dugc va cd nhiing gia tri thiia hudng clia qua khi dugc moi ngudi trong T8 chic, Tap doan
thia nhan. Van héa Tap doan con bao gdm cé phuong thic va hinh thic biéu hién nhiing gid
tri &y dudi nhiéu dang, st dung trong cong viéc hang ngay.

Van héa Tap doan |a nhiing gid tri, nhiing chudn muc chi din nhiing hanh vi cda
céc ca nhan trong t§ chic, trong cach thic gidi quyét véi nhiing van dé thich hgp véi moi
truong bén ngoai va hoi nhap bén trong.

2. Tam quan trong:

Khi con ngudi tham gia vao mot T3 chiic, mot Cong ty, mot Tap doan; ho mang vao
Tap doan d6 nhiing gia tri va nhiing niém tin ma ho da hoc dugc. Tuy nhién, dudng nhu rat
thudng xuyén, nhiing gid tri va niém tin 1a khong di dé gidp cac ca nhan thanh céng trong
Tap doan. Con ngudi can hoc céch thiic ma Tap doan thuc hién, gidi quyét cac van dé. 8 cac
8 chic Tap doan trén thé giéi ngay nay, mot trong nhiing van dé dugc quan tdm hang dau
ddi v6i ho 1a day cho céc thanh vién hiéu biét nhiing st mang, muc tiéu clia t6 chic, cac gia
tri, niém tin cting nhu nhiing hanh vi mong dgi trong Tap doan - nén tdng Van héa Tap doan.

Van héa Tap doan 1a sgi chi d6 xuyén sudt toan bo lich st ctia Tap doan, né lam
nén stc sdng manh liét, gidp tap doan vugt qua moi khé khan tré ngai dé khong ngling phéat
trién va 16n manh.

Tap doan ching ta dugc thanh lap nam 1992. Qua nhiéu nam phan dau va phat
trién, ngay nay ching ta c6 dugc nhiing budc ti€n dang ké. Su phét trién thdy r6 vé quy mo
kinh doanh cting nhu vé con ngudi. D6 1a két qud clia mot qué trinh rén luyén va phan dau
khong ngting. Va tif d6 ciing hinh thanh nén van héa Tap doan - cac gié tri chudn myc clia
van hoéa tap doan ching ta. Cac gia trj va chudn muc nay lai dugc ti€p tuc k& thiia va phat
huy. Va tat cd cac thanh vién trong Tap doan sé 1a nhiing ngudi gép phan phat huy truyén
théng van héa t6t dep nay.

Il. NEN TANG VAN HOA TAP POAN:
1)  Cac gia tri, chuan muc clia Tap doan dugc xay dung dua trén 6 nén ting chinh nhu sau:

i. Luén ty hao va gdn bé trung thanh véi tap thé, Tap doan trong moi hoan cinh
thudn loi ciing nhu khé khdn. Luén cé “chat Ita” trong cong viéc va nhing sinh
hoat tap thé.
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ii. Luén gid uy tin véi khdch hang, déng nghiép, cap trén.

iif. Luén 18y hiéu qud cong viéc lam dinh hudng va thudc do moi hoat déng, chu
déng tim moi cdch d€ hoan thanh céng viéc.

iv. Luén 1dy niém dam mé, yéu viéc, tinh than hoc tap khéng ngiing va su sing tao
lam nguén cdm hing d€ phat trién céng viéc.

V. Yéu thich su nghiém minh cda noi qui, ky luat cda té chic.

vi. Luén nhiét tinh xay dung moi truong Tap doan vui vé, chan thanh vdi tinh than
déng doi va sy ton trong tap thé. San long giip do ngudi nghéo kho trong xa hoi.

Nhiing ca& nhan khong tin thanh 6 chudn muc nay dugc xem nhu chua pha hop véi
nén ting vin héa Tap doan va cé thé khong dugc ti€p nhan vao té chuc.

2)  Cac hanh vi mong dgi dua trén 6 nén tang trén:

i.  Luén tu hao va gin bé trung thanh véi tip thé, Tap doan trong moi hoan cinh
thudn lgi ciing nhu khé khan. Luén cé “chat lifa” trong céng viéc va nhing sinh
hoat tap thé.

Bugc c6 co hdi [am viéc trong mot Tap doan I6n giau tinh nhan van la ao udc va
niém vinh dy cla biét bao ngudi trén con dudng tim ki€m cho minh mot sy nghiép 6n dinh.
C.T Group la mdt trong nhiing Tap doan ving manh hang dau trong nganh cong nghiép
khong khéi tai Viét Nam. C6 rat nhiéu Tap doan I6n trén thé giéi nhung rat ft nhiing Tap doan
phan ddu khong ngting cho ly tudng 5t dep, vi su cong bang xa hdi, vi cudc sdng tot dep hon
cho moi thanh vién trong Tap doan, vi nhiing ngudi khén khé trong xa hoi. Ban nén tu hao la
dang dugc ding trong mot Tap doan nhu vay. Mdi gid tri ciia ban lam ra khong chi gidp cho
cudc s6ng clia ban ma con cho nhiéu ngudi xung quanh ban, cho dit nuéc clia ban.

Trong qué trinh hoat dong clia Tap doan, c¢6 nhiing giai doan thuan Igi nhung cling
khong thé tranh khdi nhiing giai doan khé khan. Lic thuan lgi, nhiing dong gép cta ban that
sy can thiét nham dua Tap doan ndm |4y nhiing co hoi mdi trén con dudng phat trién. Tuy
nhién, vao nhiing ldc gian nan, khé khin nhat thi sy gép stic ctia ban cang dang qui va déang
tran trong han. D6 la ban chat t8t dep clia mot con ngudi cudc song, ludn ké vai sat canh bén
nhau trong nhiing khi hoan nan nhat. Cang nhu véi Tap doan C.T Group, ching toi sé ludn
lubn can nhiing ddi ban tay gép stc dé vugt qua tat cd trong cudc cadch mang phat trién nay
va tat nhién véi tat cd nhiing cang hién dé déu dugc C.T Group ludn ghi nhan.

Pé lam dugc diéu d6, ban phai luon cé “chat Ita” trong moi suy nght va hanh dong
& moi van dé cong viéc. N6i cach khac dé 1a mot cach suy nghi tich cyc cdn phdi cé. Su suy
nghi tich cuc sé gitp cho ban lam chii cudc doi clia minh va hinh thanh mot thai do t6t dep
dé din dit moi thanh cong méi cla ban. Thai do &y khong chi mang lai mot hiéu qua cong
viéc my man va két qua t5t dep, né con gép phan tao dugc niém wui, sy phan khich trong
cong viéc clia ban - cla nhiing con ngudi tré trung day nhiét huyét cla thanh nién thé ki 21.
Chat Itta dem lai niém vui manh mé cho cudc sdng clia ban, du cho di lén riing hay xudng
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bién, cudc sdng cla ban sé nhiéu y nghia hon néu ban séng hét minh vi cong viéc, vi ban be
va Tap doan la tap thé 16n dé ban c6ng hién

Chiing i cdn nhiing con ngudi ddy nhiét huyét, ddy mau Itra dé cung C.T Group lat
ti€p nhiing trang thanh cong cGia Tap doan.

*** Nhitng hanh vi tiéu cuc di ngugc lai nén ting diu tién:

Phét biu mot cach tiéu cuc vé Tap doan, cdc bo phan, cdc phong ban hay nhan hiéu
minh dang lam viéc, ma khong c6 dong gop y ki€n chinh thdc, c6 gia tri.

Tao bé canh néi nhiing diéu khong ding vé Tap doan, lanh dao, dong nghiép.

Lam viéc véi thdi do cam chiing.

TU chdi nhiing cong viéc phat sinh trong nhiing lGc tap thé can hd trg.

Khong nhiét tinh tham gia cac hoat dong tap thé do Tap doan, Cong ty, phong ban t8
chic.

ii.  Luén gid uy tin véi khach hang, dong nghiép, cap trén.

Uy tin lam nén gi tri ca mdi ngudi. Git uy tin cho minh chinh 1a da xay dung
thuong hiéu cho chinh bdn than minh.

Giii uy tin d&i v6i khach hang la diéu quan trong nhat. Khi ding trong mot tap thé
chung C.T Group, uy tin d&i v6i khdch hang khong chi 1a uy tin cGa ban than ching ta ma
cdn la uy tin cGia cd mot Tap doan va cd thuong hiéu ma ban dang lam viéc. Ngoai ra, d6i véi
nhiing vi tri hoat dong trong nganh ban 1é cao cdp va nhiing nganh dich vu khac, uy tin vdi
khach hang con gid vai trd s6ng con lau dai cla cd thuong hiéu. Ching ta quyét dinh ton tai
va khéng dinh sy ton tai clia ching ta trén thuong trudng déu phai bat dau tii uy tin. Vi tim
quan trong dé, uy tin v6i khach hang dugc dat trong nén thd hai ma ching t6i mudn dé cap.

Trong quan hé véi dong nghiép va cdp trén, uy tin tao nén sy ton trong 1an nhau.
Muén c6 dugc su ton trong clia moi ngudi danh cho minh thi ching ta phai ludn gitt chi tin
Vi tt cd moi ngudi.

Mdt ngudi chuyén nghiép luon gitt dang nhiing nguyén tic riéng cGa ban than va
nguyén tic chung gép phan dua ban dén nhiing thing Igi va thanh cong trong cong viéc va
cudc s6ng clia mdi ching ta.

*** Nhing hanh vi tiéu cuc di ngugc lai nén tang thi hai:

Khong thuc hién nhiing gi da hia hodc trao ddi nhiing thong tin sai léch véi khach hang.
Loi dung long tin ctia khach hang dé€ thuc hién nhiing diéu sai pham.

Khong giti 161 hia dai véi cap trén, déng nghiép va cong viéc chung.

Nhan nhiém vy, khong béo céo ti€n do cong viéc, that bai, bién bach

iii. Luén I3y hiéu qua céng viéc lam dinh hudng va thuéc do moi hoat dong, chu
dong tim moi cdch dé hoan thanh céng viéc.

COMPANY HANDBOOK Trang 10



C.T GROUP Phén 3: NEN TANG VAN HOA TAP POAN

Cong bang la diéu moi ngudi déu hudng dén. Trong qua trinh lam viéc, viéc ddnh
gia nang luc lam viéc cda tiing c& nhan dya trén rat nhiéu tiéu chuidn ro rang, cong bing va
hop ly. Tuy nhién, hiéu qua cong viéc la thuéc do d& dang nhat ma Tap doan c6 thé nhin
nhan dugc va c6 su can nhic cho moi van dé thing tién clia ban.

T4t cd cong viec cdc ban thuc hién déu phai dua trén tiéu chi 1a mang lai nhiing
hiéu qua cu thé trong viéc kinh doanh va phét trién clia c3 tap doan va phuc vu cho lgi ich
clia t8 chic. Luu y trong bat cd cong viéc can thuc hién: “Chat luong” 1am viéc chd khong
phai “s6 gio” lam viéc.

Vi cac cong viéc dugc giao, chi dong tim moi cach hoan thanh t6t trong khd nang
cting nhu trong nhiing nd luc clia minh. Sang tao va linh dong dé hoan thanh chi tiéu cla
minh. Lam viéc véi thai do clia mot ngudi chuyén nghiép. C6 thai do suy nghi rach roi, quyét
dinh ddt khodt va dam chiu trach nhiém truéc quyét dinh ctia minh.

D6 chinh 1a hiéu qud ma ching t6i c6 thé thdy va danh gia ding cho tiing ca nhan.

*** Nhitng hanh vi tiéu cuc di ngugc lai nén ting thi ba:

Lam viéc mang tinh chat di phé hon 1a di vao thuc chat hiéu qud cong viéc. “ddi trén
Itra dugi”

Danh thoi gian dé k€ 1€, than trach hon 1a cha tam vao cong viéc.

Lang phi thoi gian cong dé lam nhiing cong viéc ca nhan.

Khong nd luc c& gang hét minh trong cong viéc, kém hiéu qud.

Khong cé nhiing phan hdi hodc bao céo kip thoi khi cé vuéng mic din dén cong viec
kém hiéu qua.

iv.  Luén Idy niém dam mé, yéu céng viéc, tinh thin hoc tap khéng ngiing va su
sdng tao lam nguén cam hing dé€ phét trié€n céng viéc.

Hay bdt dau cong viéc clia ban véi niém dam mé va long yéu cong viec. D6 cing
chinh 1a nén tdng dé€ ban tim thdy hanh phic trong cudc séng, 1a diéu kién tién quyét ma
ching t6i cin & ban dé C.T Group c6 thé xay dung mot tap thé ddy nhiét huyét trong cong
viéc. Chi cé niém dam mé va tinh yéu trong cong viéc méi din dén nhiing thanh cong va méi
gilp chiing ta vugt qua moi cdm dd trén con dudng sy nghiép clia ban. Va chinh nhiing diéu
dé méi c6 thé hd trg C.T Group trong si mang gdy dung mot Tap doan viing manh.

Mot doi ngti chuyén mon cao 1a yéu t6 quan trong trong viéc dua cong ty dén thanh
cong. D& c6 dugc mot doi ngdi chuyén mon cao doi hdi mdi thanh vién phai dat dén trinh do
chuyén mon cao. Mét ddi ngd véi trinh dd chuyén moén cao nhu nhau sé lam viéc an khép,
nhip nhang, dat hiéu qud va nang sudt cao, gidm thiéu rGi ro va luon gianh dugc chién thing.
C4c thanh vién trong tap doan chiing ta cin ludn y thic ré van dé nay. Mdi thanh vién khong
ngling nang cao trinh do chuyén mén va hiéu biét ctia minh, ké cd phong cich lam viéc -
ludbn mang lai hiéu qué cao nhat.

COMPANY HANDBOOK Trang 11



C.T GROUP Phén 3: NEN TANG VAN HOA TAP POAN

Khéng ngting dao tao chinh minh. Dao tao theo 2 cach: dugc dao tao (cong ty dao
tao) va tu dao tao.

Su séng tao luon ludn dugc danh gid hang dau trong cong viéc, nhiéu y tuéng, nhiéu
cai mdi s& gép phan dan dén nhing thanh cong. Vi tinh than ludn séng tao sé gitp cho cong
viéc clia ban ludn cdm thdy tha vi va hao hing hon, t d6 cdm thdy mudn dugc c6 co hoi dé
lam viéc va phdn d4u khong ngiing. Cac y tudng sang tao phii dugc chi dong néu ra, ban
ph&i dau tranh bing moi cach dé né dugc thuc hién chi khong mai dp G va khong bao gio
dugc bién thanh hién thyc. C.T Group ludn ton vinh nhiing y tidng méi, sang tao vi nhiing
su tuéng thudng xdng dang.

Nhiing sang tao, y tuéng méi luon dugc phat huy va trong thudng trong C.T Group.
Trén co s§ dé, ching t6i c6 thé ddnh gia dugc ning luc cling nhu su gdn bé cda ban cung C.T
Group dé c6 nhiing dinh huéng t6t nhit cho tiing thanh vién.

*** Nhitng hanh vi tiéu cuc di ngugc lai nén ting thi tu:

Khong c6 sy nd lyc va say mé trong cong viéc, lam viéc qua loa, dai khai.

Khong hé c6 ké hoach ty nang cao kién thic va ky ning.

Khong nhiét tinh khi dugc mai tham gia nhiing khéa hoc chung cho toan thé nhan vién
hodc tiing bd phan.

v.  Yéu thich su nghiém minh ctia néi qui, ky luit cia té chuc.

Nham duy tri va giti viing su phat trién cta Tap doan, nhiing ndi qui can dugc dit ra
va thuc hién mot cach nghiém tic. Mot doi quan chi thuc su hting manh khi c6 ky ludt cao,
mot xa hoi chi thyc sy phét trién néu nhu Luat phép thuc sy nghiém minh, ro rang, cong
bing.

Viéc tuan thi nhiing qui dinh chung clia mot tap thé khong phai 1a nhiing diéu qua
méi mé déi v6i mbi ching ta. Va dé la nhiém vy va trdch nhiém diu tién ma ching ta phai
thuc hién nhim tao dugc né nép chuyén nghiép ngay ti nhiing ngay dau khi gia nhap vao
mot tap thé chung. Ching ta c6 mot hé thang cac quy tic, noi quy, quy dinh nhdm huong dan
va yéu cau moi ngudi thuc hién khi lam viéc tai Tap doan, bao gébm rat nhiéu van dé: quy
dinh vé& thai gian, tac phong lam viéc, quy dinh vé& viéc ti€p nhan va x{i ly thong tin trong noi
bo Cong ty, nhiing nguyén tic trong viéc gidi quyét cong viec, cac trinh ty, thd ty trong cong
viéc, .... N&u moi thanh vién tn trong va y thic tuan theo noi quy, ky luat ctia Tap doan thi
tdt cd cac cong viéc sé an khép, nhip nhang, di ding theo muc tiéu, k& hoach da dé ra. Tuy
nhién, sé& rat khé tuan tha theo néu ching ta khong cdm nhan dugc dé 1a nhiing diéu chinh
dang va von di van phdi dugc thuc hién & bat cd dau.

*** Nhifng hanh vi tiéu cuc di ngugc lai nén tang thd nam:

Khong thuc hién ndi quy, quy dinh clia Tap doan, Cong ty mot cach tu gidc tu gidc, bao
che vi pham clia dong nghiép.
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C6 hanh vi chéng déi cac bién phap thuc hién noi quy.

vi. Luén nhiét tinh xiy dung méi truong tip doan vui vé, chan thanh vdi tinh than
déng déi va su tén trong tip thé. Sin long gitip dé nguoi nghéo khé trong Xa
Hoi.
Ngudi c6 nhan céch t6t sé nhan thic ding cac gia tri dao dic, biét hanh dong theo
I& phdi, cong bang va nhan dao, bi€t séng vi moi ngudi, vi gia dinh, vi tdp doan, vi su ti€n bo
x& hoi va sy phdn vinh cla tat cd moi ngudi.

C.T Group huéng dén 1a mot t8 chic bao gdm cac thanh vién c6 nhan cach tot.
Moi ngudi hanh dong theo |& phai, cong bang, chan that; theo muc tieu chung: vi su phat
trién va phén vinh cla tat cd moi thanh vién trong tap doan.

Mot ngay clia ching ta c6 24 ti€ng va c6 hon 1/3 thai gian d6 ching ta c6 mit tai
noi lam viéc. C6 thé néi madi trudng cong sd nhu mot méi gia dinh thd hai ma ching ta c6
dugc trong cudc sdng. Xay dung mot moi trudng cong ty vui vé hd trg rat I6n cho cong viéc
clia mdi ching ta. Mot nhém tap thé hiu nhau, cé dugc ti€ng ndi chung vui vé sé tao hing
thd va mong mudn dugc lam viéc cling nhau dé cling nhau git hai dugc nhiing thanh cong.
pé xay dung mot méi truong lam viéc that vui vé va chan thanh, mét trong cdc gia tri dao
ddc yéu cu mdi thanh vién C.T Group ludn dé cao dé 1a tinh trung thuc. Trung thuc trong suy
nghi, trong 16i néi va trong hanh dong. Tinh trung thuc cao gilp tao ra doi ngii chung hoat
dong vi moi ngudi, dua Tap doan phat trién manh.

Péng doi la cdc ca nhan trong mot tap thé, cing mot t8 chiic, cing mot Tap doan.
T4t ca céc thanh vién trong T8 chic, trong Tap doan cé ciing muc tiéu chung. Muc tiéu nay
phai 1a myc tiéu t6t. Muc tiéu tt dep la muc tiéu pht hgp véi sy phat trién va dao dic cla xa
hoi, muc tieu dem lai lgi ich, mang lai su phét trién cho tat cd céc thanh vién.

Tap thé 1a t8 chdc cta Tap doan c6 ky luat, cé quy tic hoat dong chung, mdi thanh
vién c6 quyén Igi, nghia vu va trach nhiém truéc nhiing ngudi khac. Tap thé phat trién dén
trinh do cao sé& c6 du luan lanh manh, cé truyén thong t6t dep, mdi thanh vién tu gidc hanh
dong vi danh du, vi Igi ich chung va nhu vay tap thé tr§ thanh mot moi truong cho cdc thanh
vién phat tri€n mot cach hiéu qud, phat trién Tap doan.

Tap thé viing manh tao nén sic manh tap thé. Tinh thin dong doi va su ton trong
ddi v6i tap thé 1a hai yéu t6 quan trong hinh thanh nén tap thé viing manh.

Tinh than déng doi:

Diéu dau tien doi hdi mdi thanh vién ctia C.T Group phai c6 la tinh thin déng doi
6t trén co s§ cung nhau ph&n diu vi cac s mang va gia tri ctia Tap doan. Tinh than dong doi
khong dugc hiéu sai va khac hdn véi viéc bao che, ddng pham, thi€u tinh thin gép y xay
dung, thiéu tinh thdng thin trong cong viéc va quan hé. Tinh thdn ddng doi t6t dugc hinh
thanh ti viéc xay dung t6t cdc mdi quan hé trong tap thé, cu thé:
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* Quan hé tinh cdm: 1a quan hé ban be, doan két, than &i tuong trg, dong vién
khich lé nhau trong cong viéc va cd nhiing moéi quan hé tinh cdm riéng tu khac.

Quan hé tinh cdm t6t dep, su doan két, thong nhat gitta cac thanh vién cé y nghia
cuc ky to 16n d6i vai viéc xay dung tap thé. Quan hé tinh cdm trong Céng ty chiing ta dugc
xay dung la tinh dong nghiép. Moi ngudi ludn quan tdm, thuong mén, gitp dd nhau trong
cong viéc cta Tap doan, va doi khi ciing quan tam gidp dd nhau trong nhiing chuyén riéng tu
cla gia dinh, thuong tham vi€ng nhau mdi khi c6 ai dau yéu, ganh vic cong viec ds cho
nhau, va cé nhiing cau chic 1i miing trong nhiing dip dac biét nhu 1&, Tét.... Thing thin gop
y khi c6 sai 1am, tiéu cyc |a thai do ding dan. Tinh than déng doi khong c6 y nghia sai la be
canh, 16i kéo dé lam nhting viéc di ngugc véi lgi ich chung clia Tap doan.

* Quan hé chuc ndng: 1a mai quan hé vé trach nhiém cong viéc cla cac thanh
vién trong tap thé. Quan hé chic niang 6t dep ciing c6 nghia la cong viéc cla tap thé dugc
phdi hgp chit ché gitta moi ngudi véi nhau dé hoan thanh nhiém vu chung.

Trong Tap doan ching ta, mdi quan hé chic ning thé hién & méi quan hé vé cong
viéc gita cac ca nhan trong mdi phong ban va gitta cac phong ban cac nganh v6i nhau: mang
B4t dong sdn, mang ban 1 cao cdp, mang Dau tu, mdng Dén dién va Du lich sinh théi...; cac
chi nhanh: Ha Ngi, Pa Ning, Nha Trang, Can Tha, H Chi Minh, ...

Méi nganh, mdi phong ban c6 mot cong viéc, mot chic ning nhiém vu rieng. Mdi
ngudi trong phong ban dugc phan cong mot cong viéc rieng. Néu mdi ca nhan trong phong
ban lam t6t cong viéc cGia minh va c6 méi lién hé t6t trong cong viéc v6i nhau trong phong
thi cong viec clia phong dé sé 6t va cac phong c6 mai lien hé cong viéc 6t thi cong viec cla
Tap doan sé dat hiéu qua cao.

Su tén trong doi véi tap thé:

D6 chinh 1a thai do van minh. Chinh sy ton trong déi véi tap thé lam nén nhan
céch clia mbi ching ta. Vd: viéc di hop ding gio 1a mot viec thé hién sy ton trong clia ban
danh cho tat c& thanh vién cang tham du cudc hop nay, ban ton trong thdi gian clia moi
ngudi va khi dé moi ngudi danh gid dugc phong cach chuyén nghiép cling nhu tich cach cla
chinh ban than ban la nghiém tdc.

Nhin chung su ton trong thé hién & 2 diém chinh: y thic, nhan thic trong cac hanh
vi d6i x( va qua I3i &n ti€ng ndi trong cong viec 1an trong quan hé ban be.

Diéu cudi cling ma chidng i mudn dé cap la tinh thin nhan &i véi tdt cd moi ngudi
trong mot cong dong xa hoi. Diéu lam nén phdm chat clia mot con ngudi la tim long yéu
thuong cao thugng. Hay thé hién 1a mot con ngudi clia mdt xa hoi hién dai véi nhiing hoat
dong xa hoi nham tao thém niém vui cho tat cd moi ngudi khon khé quanh ta. Phdm chét dao
ddic qui gia nay dugc C.T Group tran trong va dé caing 1a mot trong nhiing nén tdng ma ching
toi phdi xay dung cho tiing cdc thanh vién va chung cho cd Tap doan.

*+* Nhitng hanh vi dugc mong doi thé hién dugc nén tang thi sdu:
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Cac mdi quan hé, giao tiép trong cong ty luon ludn trén tinh than ton trong 12n nhau va
tuan theo nguyén tdc t trén xudng dudi. Cac thanh vién méi hodc da gia nhap vao C.T
Group phdi hiéu rdt ky tinh chdt cic mdi quan hé ciing nhu tao nhiing méi quan hé t6t
dep dé thit chat vong tay, cing Tap doan di dén nhiing muc tiéu chung.

I. QUAN HE POI NOI:
1. Quan hé véi cap trén:
a. Quan hé vdi cap trén truc tiép:

Trong cdc mdi quan hé cong viéc, ching ta c6 nhiing ngudi cdp trén va tat
nhién d&i véi cap trén trong bo phan, ho phdi c6 nhiing diéu kién can va di dé ho la
cdp trén cla chang ta. V6i tu cach 1a nhan vién cap dugi trong cung mét bd phan,
ngudi nhan vién phai ton trong va thuc hién theo chi dao clia ngudi phu tréch truc tiép
clia minh trong bat ky tinh husng nao, nhim dam bao ti€n do cong viéc theo yéu cau
dit ra doi vai Tap doan.

C6 nhiéu trudng hop nhan vién cho ring ngudi phu trach cGia minh khé khan,
hay dua ra nhiing yéu ciu dai v6i nhitng ngudi nhan vién, cing nhu thudng hay gép v
nhiing sai s6t clia nhan vién ma déng ly ra phdi thong cdm bé qua. Nhiing suy nght
nhu thé 1a ddng hay sai? Mudn trd 19i dugc cau hdi nay, ching ta phai hiéu ro vai tro va
trach nhiém cda ngudi phu trach va clia ngudi nhan vién trong phong, ban dé.

Vai tro clia ngudi phu trach:

_  La ngudi thuyén trudng dinh huéng va van hanh cac hoat dong cla cd phong
ban va cla c4c thanh vién, huéng c& phong ban di dén nhiing thanh cong
chung.

-~ La ngudi ding mai chiu sao, chiu trach nhiém hoan toan trong céc hoat dong
clia ¢ bd phan.

_ La t&m guong, 1a hinh mau chudn muc trong tat cd moi Iinh vuc, khia canh
trong cong viéc, va trong chuyén moén.

VGi vai tro ndng né nhu thé, vdi t cdch 1a mot thanh vién trong mét tap thé va tu
cach 1a mot nhan vién cap dudi, ban phdi:
_  Tuyét d6i tuan theo sy chi dao va phan cong cong viéc cta ngudi phu trach.
— Y thic dugc trdch nhiém clia minh d&i véi tap thé va phdi nd luc hét sic
minh dé€ hoan thanh cong viéc dugc giao.
_  Hét stc ton trong ngudi phu trdch cGia minh, cdm to ti€éng hodc cai lai, nén
ngdi lai d€ trao ddi va trinh bay y kién ctia minh.
—  ChU dong sang tao trong cong viéc.
_  Chti dong dé xudt y ki€n clia minh lén ngudi phu trach néu thdy cin thiét.
_  Thiét lap dugc méi quan hé 8t v6i ngudi phu trach, hoa dong trong khi sinh
hoat tap thé, nhung tranh su than thién qua mic dan dén viéc xem thudong
ngudi phu trach (xem nhu ngang hang véi nhau).

Luu y: MGi quan hé tinh cdm ddng nghiép 5t nén tranh hiéu 1am 1a sy bao
che cho nhau lam nhiing diéu khong tét.
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Céac vdn dé luu y trong giao ti€p trong qui trinh lam viéc vdi cdp trén:

D6i vai cac dé nghi, ki€n nghi, dé xudt: phdi theo cdc trinh ty, cac budc nhu
quy dinh va theo cac biéu mau quy dinh. Nén viét ngin gon, ré rang, day du
thong tin. (P6i vdi nhing dé xudt, dé nghi khéng c6 miu nén viét theo
dang van ban trinh bay cdc phdn mot cach ré rang va cu thé).Khi néu hién
tugng thi phdi ludn dé xuét ré gidi phap cu thé, khi néu khé khan thi phai
lubn dé xudt ro can hd trg gi dé hoan thanh nhiém vu. Tuyét déi tranh viec
da nhan nhiém vu, dén khi tré han hodc khong hoan thanh 100% nhiém vy,
c&p trén kiém tra méi dua ra ly do.

Giao tiép tryc ti€p:

. Xin mot cudc hen.

= Chudn bj truéc cdc van dé cin trinh bay. Ndm day di céc co sd, thong
tin, cac di liéu can thiét cho viéc trinh bay.

= Dithdng vao van dé, phat biéu ro rang va ngén gon.

= Neén c6 s6 tay va ghi chép khi trao d8i vgi cap trén.

Nén sdng tao va linh dong trong cac cong viéc cé thé, sdng sang lam ma
khong doi cap trén hdi hay nhic nhd.

Hiéu va hanh dong theo chf dao clia c&p trén.

Riéng vdi c4c lanh dao cao cap cia Cong ty, Tap doan, ngoai nhing van dé da dé
cadp & trén, thi nén:

Sap x&p cudc hen vai Thu ky néu thuc sy can thiét gap truc tiép, chudn bj ky
noi dung, trinh bay rd rang ngdn gon, dua ra dé xudt cu thé.

Ludn c6 gdng thé hién nhiing y tidng, phuong an t6t nhat , khong dua ra y
tudng sd sai, thidu suy nght.

Da&i xt chan thanh va kinh trong cdc cdp trén, luon phdi biét “kinh trén
nhudng dugi”, luon tham viéng, chic miing cac cap trén vao nhing dip hi€u
hy, L&, Tét hay tham hdi chia budn nhiing IGc hiu sy, tang gia, bénh tat.

b.  Quan hé véi cap trén ngang hang cap trén truc tiép:

La mdi quan hé gitia nhan vién phong, ban nay véi ngudi phu trach phong,

ban khac. Phu trdch cac phong, ban khic ciing 1a nhiing thanh phan trong ban lanh
dao Cong ty. Nhan vién khong chi biét dén cdp trén tryc ti€p cla minh ma con phai
biét cu x ding din véi cap trén ngang hang cdp trén tryc ti€p

Céac vdn dé can luu y trong giao tiép:

Ton trong nhu ddi véi cap trén tryc tiép.

Git thai do ding muc trong cach Gng xu, trong cac cong viéc c6 lién quan.
Nhiét tinh, nghiém tac trong céc cong viéc thuc hién cho cdp trén ngang
hang cap truc tiép.
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D&i xt& chan thanh va kinh trong cic cip trén du 1a khong phu trach truc
ti€p, ludn phai biét “kinh trén nhudng dugi”, luon thim viéng, chic miing
céc Cdp trén vao nhiing dip Hiéu hy, L&, Tét hay tham héi chia budn nhiing
ldc hiu sy, tang gia, bénh tat.

Cac thai do va tu thé khi giao ti€p véi cac cap trén:

2.

Tu the chao: ding thing va mim cudi.

Tu th& khi ti€p chuyén: nén thé hién sy ton trong,VD: nén ding lén
néu cap trén ghé dén ban lam viéc cla ban, ...

_  Ludn phéi chao héi cap trén & cac khu vic nhu cu thang, clia ra
vao, 18i di, bai xe,...

Toén trong: trong tling |8i néi, ci chi, hanh dong.
Biét Idng nghe.
An can, chu ddo.

Quan hé¢ véi cap dudi:

Cép dugi ciing la mot trong nhiing déng nghiép trong cong ty. D& nhan dugc

su ton trong clia nhan vién, ban hay thé hién thai do ton trong v6i ho truéc. Pay la
phong céch lam viéc clia mot ngudi chuyén nghiép va chic chdn ring véi cach cu xd
nhu thé ban sé nhan dugc nhiéu diéu hon ca sy ton trong tif nhan vién minh. Luén ldng
nghe y ki€n clia cdp dudi va on ton giai thich, phan tich dén cling néu chua nhan thic

ding.

Thong thudng, khi ti€p xdc véi ngudi dugi quyén thi ky nang ling nghe can

chi y dac biét: sai 1am thudng xay ra & ngudi quan Iy 1a thusng chi don thudn truyén ra
cac ménh lénh.

Trong méi quan hé véi cap dudi nén:
Biét dat lgi ich cla tap thé, cGia nhan vién minh 1én trén Igi ich cGa ca nhan.
Phan cong cong viéc, huéng dan thyc hién cong viéc mot cach cu thé, ro

rang.
Hb trg, giip dd, tao diéu kien dé cip dudi hoan thanh t5t cong viec dugc
giao.

Khi c&p dugi trinh bay nén ling nghe va dé cap dudi bay t3 hé&t moi van dé.
Tham khéo y ki€n, xem xét ky moi vdn dé trudc khi quyét dinh.

Tranh 187 thong béo sy kién. Vi du: Khong nén néi “Anh da lam héng bét,
anh phdi ...” hodc nhiing cau tuong ty nhu vdy, ma nén thay bing cau
“Trong cong viéc ... t0i thdy c6 mot s8 van dé khong &n .... Theo anh nén
thé& ndo, theo toi thi ...”.

Hay tao diéu kién cho cdp dugi dong gép v kién, cho 18i khuyén. Tim cdch
phét huy kh3 nang sédng tao clia mdi thanh vien.
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C6 nhiing 13i khen, ché, dong vien ding ldc. Viéc khen thudng, dé bat, nang
luong phdi t3 chic hét stc long trong, nghiém tdc, thé hién sy trong thi ddi
b4t c nd luc nao clia Nhan vién.

Trong cach giao ti€p, cu x{, nén té thai do hiéu va thong cdm vé6i hoan cinh
clia cap dudi. Phai ludn gid ding nguyén tic va lap trudng lam viéc.

Chd y nhiing vdn dé trao ddi giao ti€p thong tin: d& gay hi€u 1am, hiéu sai
thong tin mudh truyén dat dén cdp CAn viét ra tdt cd nhiing yéu ciu ddi véi
cap dudi va ludn ludn phai hé théng hod lai xem nhan vién cap dudi da cé
day dd thong tin chinh xac dé lam viéc chua.

Phdi thuong xuyén truyén dat lai thong tin clia cac cudc hop Giao ban, cac
théng bao, chinh sich v.v. cta Tap doan, cac Cdp trén, dén tiing Nhan vién
va ddm bdo Nhan vién phai hiéu biét chinh x4c va thuc hién diy da.

Hiéu va thong cdm cho nhan vién nhung khong bao che cho nhiing sai pham
ctia nhan vién.

DBénh gia chinh xac thanh tich, hiéu qud cdéng tac cGia nhan vién va gui cac
thong diép chinh thic hang tudn, hang thang.

Hét siic nghiém tic trong cong viéc, nhung cling rat cdi md, hoa dong véi
nhan vién ngoai gid lam viéc.

Ph&i 4p dung triét dé chinh sach thuéng, phat cong minh va kip thai dai véi
nhan vién.

Thudng xuyén nhan cic thong tin phan héi.

Khong né tranh, dd tat ca that bai cho cap dudi.

Cong bang.

D&i x chan thanh véi cac cap dudi 1a khong phu trach truc ti€p, ludn phdi
biét “kinh trén nhudng dugi”, ludn thim viéng, chic miing cap dudi vao
nhiing dip Hiéu hy, L&, Tét hay tham hdi chia budn nhiing lic hiu sy, tang
gia, bénh tat.

D6 vdi cdp dudi khac bo phan:

Nén trao ddi va thong bdo cac théng tin vé cong viéc lien quan véi cdp dudi
kh&c bo phan véi cap trén tryc ti€p cla ho.

Quan tam, gidp dg, huéng dan, hd trg nhiét tinh nhu cdp dugi clia minh.

Cac thai do va tu thé khi giao ti€p véi cic cap dudi:

Tu th& khi ti€p chuyén: nghiém tic, nhin thing vao mit, ding ngdi thing.
Dép lai 18i chao clia nhan vién bang nu cudi, 19i chao

Ton trong: trong tiing 13i noi, ci chi, hanh dong. Tranh tu th& dap ban, chi
vao mat nhan vién.

Quan h¢ véi ngudi ngang hang (dong nghi¢p):

Déng nghiép la nhiing ngudi c6 vi tri lam viéc ngang nhau. Do d6, trong giao

ti€p gitia dong nghiép can phii c6 thai do ©n trong nhau. Giao ti€p vdi ngudi ngang
hang thudng hay gip nhiéu khé khan nhat vi thuong c6 su hiéu I1dm, thong tin sai léch,
I&n quyén cla nhau, canh tranh, ganh ghét,...

Céac vdn dé can luu y khi giao tiép véi déng nghiép:
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Doan keét.

Lam viéc huéng dén muc tiéu chung.

Ludn quan tam, thong cdm, chia sé va sdn sang gidp da.

Khong nén ngdi 1é doi mach nhiing chuyén riéng tu.

Khong vi mdi quan hé ngang hang than thi€t ma cé nhiing thai do xem
thudng, dung cac ti ngti khong lich su.

Triét tiéu sy hdn tht, ganh ghét nhd nhen.

Véi cac dong nghiép 16n wéi hon, nén kinh trong va sdn sang hoc héi.

D6i xt chan thanh véi cdc dong nghiép, ludn phai biét “kinh trén nhudng
dugi”, luon tham viéng, chic miing cac dong nghiép vao nhiing dip Hiéu hy,
L&, Tét, ting luong thiang chic, hay tham hdi chia budn nhiing ldc hdu sy,
tang gia, bénh tat.

D& véi cac dong nghiép khic bo phan:
Gilp do nhiét tinh trong cac cong viéc can hé trg.
Tranh trao d6i cac thong tin khong can thiét gitta cic phong, ban.

Cac hanh vi mang dén nhiing thanh cong trong cac méi quan hé tai cong sé:

Ton trong va ludn gidp d3 nhiét tinh moi ngudi trong cong viéc.

Tao moi truong than thién, vui vé vai tat cd cac thanh vién wi cdp cao nhat
dén thap nhait.

Thong tin trao ddi ludn theo nguyén tic tf trén xudng hodc tir dugi dan lén
cao, bugc qua cic tha tu cap bac.

Khong tham du vao nhiing ciu chuyén khong lién quan dén cong viéc va
gitia cac phong ban.

C6 théi quen hdi dap v6i moi thong tin, email, tin nhdn mot cach nhanh nhat
trong moi tinh hudng.

Cu x0 ¢6 truc c6 sau, ¢6 trén c6 dudi. Can nhic trong moi hanh dong, 10i
néi vai tadt cd moi ngudi

Cac hanh vi mang dén nhiing that bai trong cic méi quan hé tai cong sé:

Khong ton trong tat c& moi ngudi, nhat 1a doi véi cap dudi.

Coi thuding cac cap trén, thai do bat can.

Ludn gay gb, gay kh6 dé lam tdc nghén cong viéc gitta cac ca nhan, cac bo
phan vi nhiing nguyén tic kho cing

Thong tin trao d8i nhiéu chiéu, vugt cap, dp dat cho cap trén va cap dudi.
Ngbi 1& doi mach, tham gia binh luan, gép y nhiing vdn dé ngoai noi dung
cong viéc.

Khong tao dugc su tin tudng cho cap trén

* Ap dung cho moi trudng hop: phai luon phiic dép tat ca email, tin nhin, cong
van cla c4c cap trong cong viéc.
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Il. QUAN HE POI NGOAL:

1. D3i véi cac dai tac:
% Tuthé&: nhu phan trén.

% Thai do:
-  Cén trong trong 13i ndi, cach dng x(. Nén suy nght ky trugc khi
phét biéu.
—  Luén an can, chu dao.
_  Don tiép ndng hau.

2. D&i véi cac co quan hiiu quan, cic cg quan chiic ning:

Tao mdi quan hé t5t dé ho ludn sén sang hd trg, hop tac va gidp do ching ta
khi can thiét.

3. Dadi v6i khach hang:

% Thai do:
—  Ton trong khach hang.
_  Cdntrong trong |3i néi, cach dng xd.
—  Giluy tin.
Tao niém tin.
_  Ancan, chu déo.
—  Ludn l3ng nghe y kién.
_  Gi@ m8i quan hé thudng xuyén, t6t dep.
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Chuong |
NHUNG QUY PINH CHUNG

biéu1 ;

NHUNG NGUYEN TAC CHUNG

Noi quy lao dong (NQLD) nay &p dung déi vé6i toan thé CBNV lam viéc trong Tap doan
C.T Group khong phan biét hinh thic hop déng lao dong, lao dong thii viec, hoc nghé va
cong tac vién.

Trach nhiém ctia CBNV C.T GROUP phéi doc, phdi hiéu va chdp hanh theo ding quy dinh
NQLP ngay khi dugc tuyén dung vao lam viéc tai Tap doan.

Nhting van dé khong qui dinh trong NQLD nay sé dugc gidi quyét theo Thda udc lao dong
tap thé clia Tap doan hodc cac Qui dinh b3 sung da dugc ban hanh va céc van ban phap
luat ctia Nha nudc vé ky luat lao dong va trach nhiém vat chat.

THONG TIN CHUNG

V& tai chinh:

T4t ca cac don vi déu hach toan doc lap v6i Tap doan. Cac don vi c6 trach nhiém lap K&
hoach tai chinh hang thdang, quy, ndm va trinh Chid tich HDQT phé duyét, sau dé thuc
hién K& hoach tai chinh theo co ch& Hau kiém — Tién ki€m da dugc ban hanh clia Tap
doan.

V& tai san cd dinh:
Cac don vi ty quan ly tai sdn ¢ dinh, cac don vi can lién hé vé6i k& téan quén ly tai sdn cd

dinh cGa Tap doan dé ndm cdc thong tin vé cac tai san cd dinh; khi cé phat sinh cac tai
s&n c6 dinh m&i, cic don vi can lién hé véi ké téan dé lam thd tuc nhap tai san.

Chuong Il
TUYEN DUNG - THOI GIAN THU VIEC - HGP PONG LAO PONG - CHAM DUT HOP
PONG LAO PONG - THU TUC XIN THOI VIEC

Piéu 2
TUYEN DUNG

T4t ca can b nhan vién (CBNV) thugc C.T GROUP déu dugc tuyén dung théng qua viéc
ky hop déng lao dong vGi Tap doan. Hinh thic ky két hop dﬁng lao dong dugc can ci vao
tinh chat cong viéc va cac quy dinh cla luat lao dong hién hanh.

Diéu kién tuyén dung:

Cong dan nuéc Cong Hoa Xa Hoi Chli Nghia Viét Nam.
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Cong dan cdc nudc trén thé gigi.

C6 kién thic va kinh nghiém pha hgp véi cong viéc.

C6 stic khoe tét.

Nhiing trudng hgp khéng dugc tuyén dung:

Ngudi chua di 18 tudi (can ct theo gidy CMND).
Nhiing ngudi cé tién 4n, tién sy, dang bi truy na. Nhiing ngudi nghién
ngdp, da ting bi thoi viéc vi vi pham ky luat v.v.

Ho so xin viéc lam bao gom:

DPon xin viéc (01 ban c6 dan hinh).

02 ban so y&u ly lich (do chinh quyén dia phuong xac nhan) hodc néu
trudng hop 1a ngudi nuéc ngoai hodc Viét Kiéu thi can cé gidy xac nhan
clia nhiing noi da lam viéc trudc hodc cGa Trudng dao tao néu vira méi ra
truong.

Ban sao ho kh&u, ching minh nhan dan hodc Passport trong han st dung
(c6 cong ching).

Ban sao van bang ching chi (c6 cong ching).

Gidy kham stc khde cGia Bénh vién cdp Huyén trd 1én (khong qua 03

thang).
_ 02 t&m hinh 3x4 (chup khéng qua 06 thang), bao gdm hard-copy va soft-
copy.

Piéu 3
THOI GIAN THU VIEC

CBNV lam viéc trong Tap doan phdi qua thoi gian th( viéc, d6i véi lao dong binh thuong
thai gian th viéc 1a 30 ngay, d6i véi lao dong doi hdi chuyén mon ky thuat cao (dai hoc,
cao d&ng) thai gian thd viéc |a 60 ngay.

Tién luong trong thai gian thi viéc bing 80% muc luong cdp bac cla cong viéc dé. Trong
thoi gian thi viec, mdi bén c6 quyén hidy bd thda thuan lam thii cAn bdo trudc 3 ngay va
hoan tat ban giao. D&i véi cac truong hgp ddc biét nhu céac vi tri nhay cdm, chic vu quan
trong thi s& can c( vao Ban hop dong thi viéc ky kit gitta Nha tuyén dung va Ung vién
dugc tuyén dung, trong dé c6 thé rang budc thdi han ban giao, trach nhiém khac .v.v.
Trong trudng hgp c6 gay thiét hai thi phai boi thudng 100% gia tri thiét hai gay ra cho Tap
doan, k& cd viéc do khong ban giao cong viéc dan dén thiét hai.

Viéc tuyén dung nhan vién cho cac bo phan sé do qudn ly céac by phan dé nghj theo k&
hoach kinh doanh, doanh s, c6 du ki€n nguén du bi (Theo Mdu — Bang Dé nghj Tuyén
Nhan Sy), Ban Gidm Ddc xét duyét va gli cho Ban/Phong NLCD tién hanh tuyén dung
hozc do Ban/Phong NLCD hodc BGD xét thay can thiét phai bd sung.

Khi hét thoi han thi viéc, Trudng bo phan quan Iy tryc ti€p sé danh gid nhan vién va dé
xudt b8 nhiém hay bai nhiém (Theo Mdu - Bidng Danh gi4 nhan vién sau thoi gian thi

COMPANY HANDBOOK Trang 24



C.T GROUP PHAN 5: NOI QUY C.T GROUP
viéc). Can ct vao két qua danh gid nay sé quyét dinh CBNV sé& dugc chinh thic lam viéc
choTéap doan hay khong.

Diéu 4

HOP PONG LAO PONG

Ngudi lao dong khi dép Gng céc diéu kién tuyén dung clia Tap doan (qua budi phéng van
tuyén dung truc ti€p do Ban Gidm ddc va Ban/Phong NLCD ti€n hanh c6 ghi nhan bang
bién ban hodc c6 quyét dinh clia Gidm Déc Cong ty vé viéc tuyén dung nhan su) thi sé
dugc ky hgp dong thi viéc hay Offer Letter. Khi viéc lam tht dat yéu cau thi Tap doan sé
ti€n hanh ky hgp déng lao dong chinh thic véi ngudi lao dong (Viec ky két hgp dong lao
dong sé tuan thd ding quy dinh bd luat lao dong va cac van ban phéap luat cé lién quan).

Hgp dong lao dong dugc ky duéi hinh thic sau:

Hop ddng lao dong xac dinh thai han.

Hop ddng lao dong khong xéac dinh thai han.

Hop dong lao dong thai vu (dugi hinh thic Hop dong lao dong theo muia)
Hgp déng khoan cong viéc

Muc luong ky Hop ddng Lao dong theo mdc luong do Tap doan dang ki véi
co quan cGa Nha nudc ban hanh khong tinh cdc khodn phu cdp khac do
Tap doan tra dé ddm bdo doi s6ng CBNV.

Piéu 5
CHAM DUT HGP PONG LAO PONG

Hgp dong cham dit trong cac trudng hgp sau:

- Hét han hgp déng.

- Da hoan thanh cong viéc theo hgp ddng (ddi véi hgp dong khoan viéc)

- Hai bén thda thuan cham ddt hgp déng.

- Nhan vién bi két &n tu giam, bi cdm lam cong viéc ct theo quyét dinh cla
Toa an: CBNV c6 hanh vi pham phép, vi pham néi quy.

- Nhan vién chét, mit tich theo tuyén bd clia Toa 4n.

- Nhan vién khong hoan thanh cong viéc theo hgp dong, khong chdp hanh
phan cong cong viéc cla cap trén.

- Cong viéc bi thu hep phai gidm bét lao dong.

Piéu 6
THU TUC XIN THOI VIEC
Nhan vién muén thoi viéc phéi lam don xin thdi viéc gdi cho Giam doc don vi sau khi da
thong qua ngudi quan ly truc ti€p va Truéng Ban/Phong NLCD:
- 45 ngay ddi vai ngudi lao dong ky hop dong lao dong khong xac dinh thai han.

- 30 ngay ddi vai ngudi lao dong ky hgp dong lao dong xac dinh thai han.
- 03 ngay ddi vai ngudi lao dong ky hgp dong theo mua vu.
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CBNV phai thanh todn xong cbng ng, ban giao cong viéc, hé so, tai liéu va cac tai san
khac ma Tap doan da giao dé st dung hodc bdo quin cho ngudi quan Iy tryc ti€p véi su
chiing ki€n ctia Ban/Phong NLCD va chi sau khi hoan tdt nhiing thii tuc nay thi CBNV mdi
dugc hudng luong va cac phu cdp thoi viec. N&u khong ban giao thi moi that thoat, t6n
that xay ra, ngudi bé viéc phai hoan toan chiu va khong c6 khiéu nai vé sd lugng va tri
gia.

Ky luong cudi cling chi dugc trd khi ngudi lao dong lam xong thu tuc nghi viéc. Viéc khong
ban giao tai sdn, quyét toan cong ng ma CBNV tu y xem nhu can trii vao cac khodn thu
nhap c6 thé dugc nhan (khi hoan tat thi tuc nghi viéc) 1a vi pham Phép luat va Noi quy
cong ty. CBNV c6 trach nhiém bdi thudng moi thiét hai truc ti€p va gian ti€p gay ra do
viéc khong hoan tat thd tuc nght viec. Tap doan dugc quyén gli yéu cdu CBNV bdi thuding
nhiing thiét hai gay ra sau khi nght viéc nhu: ti€t 16 bi mat kinh doanh gay dnh huong
khong t6t dén hoat dong kinh doanh, uy tin Tap doan, dé lai cdc khodn ng xau cho Tap
doan, v.v...

Trach nhiém bdi thusng chi phi dao tao.

Trong thdi gian lam viéc, theo dé& nghi clia quan Iy bo phan va dugc sy phé
duyét chdp thuan cCia BOD, thong qua bd phan tuyén dung va dao tao,
nhan vién sé dugc tham dy cac khod dao tao nang cao tay nghé, chuyén
mon, ky thudt, ky nang lam viéc tai cong ty hodac cac Trung tam.

*  D3&i véi nhiing khod dao tao c6 khdi lugng thai gian dao tao dudi
03 thang va duogc 6 chic trong nudc, nhan vién sau khi tham du
phdi lam viéc cho Tap doan trong thoi han i thiéu 1a 01 nam
ké tir ngay két thic khéa dao tao.

] D6i véi khéa dao tao dai han i 03 thang trd 1én va dugc t3 chic
trong nudc hoac nhiing khéa dao tao nudc ngoai, nhan vién sau
khi tham du phdi lam viéc cho Tap doan trong thsi han 03 nam
ké tii ngay két thac khéa dao tao.

Trong trudng hop nhan vién don phuong chdm dit hgp dong lao dong ma
vi pham cac khodn 1 hodc 2 diéu nay thi phdi bdi thudng chi phi dao tao
do Tap doan tai trg hodc do Tap doan ci CBNV dao tao.

Chuong 111
QUY DINH LIEN QUAN DPEN
CHINH SACH LUGNG, THUGNG & PHUC LQI

Piéu 7
TIEN LUGNG VA CAC HiNH THUC TRA LUGNG
Tién luong clla CBNV do hai bén thda thuan, mdc luong clia ngudi lao dong

khong thdp hon mdc luong Nha nuée quy dinh va kem theo cdc phu cdp. Khi gia sinh hoat
bi€n dong, sé diéu chinh mc luong phu hgp véi thuc t€, ddm bao dai s6ng.
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Tap doan ap dung hinh thic trd luong thang, trd c6 dinh hoic theo cong viéc
trén co s§ thda thuan. Tap doan trd luong bing chuyén khodn qua ngan hang 2 1an/ thang.
Néu ngay trd luong roi vao ngay |& hodc ngay nghi cudi tudn thi Cong ty sé trd luong vao
ngay trugc do.

Ngoai tién luong chinh (con dugc goi la luong ca ban), tién luong lam thém gid.
CBNV con dugc trd them cdc khodn phu cap (con dugc goi la luong hiéu qud) tuy theo tinh
chat, mic do cda tiing cong viéc cu thé. Bao g6m céc khodn phu cap vé trach nhiém,
chtic vy, doc hai va cac loai phu cap khac.
1. Luong hgp déng theo mic quy dinh trong Luat Lao Dong - Thé hién trén HD Lao
dong (HPLD dugc xem xét ky két sau thoi gian th( viéc).
2. Luodng chia s& hiéu qua: khodn luong nay dugc tinh c& dinh hang thang, c6 thé
diéu chinh theo quy - theo théa thuan ban dau.
3. Luong thdng 13: cin ct tinh hinh kinh doanh cta don vi (dugc xét doi vdi
CBNV cong tac tai cong ty 1 nam trG 1én).
4. Luong lam thém gig (OT salary): dugc tinh theo luat lao dong Viét Nam:
Vao ngay thudng it nhat bing 150%
Vao ngay nghi hing tuin it nhat bing 200%
Vao ngay I&, tét (theo diéu 17) it nhat bing 300%
Ngudi lao dong lam viéc vao ban dém thi dugc trd thém it nhat bang

30% cda tién luong lam viéc vao ban ngay. Thai gio lam viéc ban
dém tinh tor 22 gio dén 6 gio.

CBNV khi can lam OT thi phai dién vao Form xin lam OT va dua cho Quan ly
cdp trén xac nhan, sé dugc nght bu theo hé s6 nhu da néu trén. Vi du: lam 1 ngay Cha
Nhat s& dugc nghi bl 2 ngay thudng. Lich nghf bu sé cip trén truc ti€p sdp x€p va phé
duyét bdi phu trach Ban/Phong NLCPDva Giam déc don vi. Trong trudng hgp khong thé sip
x€p dugc lich nghi bu thi Phy trach tryc ti€p phai gdi Form xac nhan khong thé sip xép
nghi bt dé Ban/Phong NLCP trinh Gidm ddc duyét tién lam ngoai gid. Nghiém cdm viéc
tu ké va dua vao badng luong ma khong qua Qui trinh nhu trén.

Sau khi da trir thoi gian nghf bu, khi quyét todn CBNV khong dugc tinh tién lam
ngoai gid qua 200 gid/ nam hay 17 gio/ thang.

Piéu 8
UNG LUOGNG

Trudng hgp nhan vién c6 khé khan, muén dng luong thi phdi l1ap dé nghi tam Gng
(Theo Mdu — Tam dng luong) va dugc Trudng bd phan xdc nhan sau do chuyén cho
Ban/Phong NLCPB trudc 12h céc ngay thd Sau trong tudn va sé dugc tng trong tuan. Khodn
tam Gng luong sé dugc khdu tri vao tién luong hang thang, mdc dng khong qua 50% mic
luong chinh thic. Trudng hop vi ly do khich quan, viéc trd luong bi cham tré thi CBNV ¢6
nhu cau gdp dugc gidi quyét Gng dén 70% luong.
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CBNV trong thoi gian thii viéc khong dugc tam Ging luong.

CBNV ph3i ki€m tra liong clia minh ngay ldc nhan luong. Moi sai s6t phdi bdo ngay
cho bo phan lao dong tién luong va ké toan luong.

Piéu 9

KHEN THUGNG PHUC LG1, PHU CAP VA HOA HONG

1. Tién thuéng:

CBNV sé& nhan dugc cac khoan tién thuéng sau:

Khen thudng tu duy déi mdi, sang kién cdi ti€n, tinh doc ddo. Thudng ngay va
khong gidi han tri gia tay theo gia tri cGa sang ki€n, y kién.

Khen thudng: thanh tich xuat sic, dot ph4, tinh liem chinh, kh3 ning vugt khé —
dugc xét cong khai hang thang va xép hang, mic thudng sé& dugc dua vao tai
khoan tiét kiém clia thanh vién.

Khen thudng doi véi cac hoat dong tdc dong tich cuc vao méi trudng lam viéc,
gilp dd dong nghiép - xét cong khai, hang thang, tuyén duong va khen thudng
mang tinh chat dong vién, khuyé&n khich.

Thuéng do xuat sic hoan thanh nhiém vu dugc giao, vugt chi tiéu, gidi phap tiét
kiém, cac Phat minh sang ché& .v.v.

2. Phic lgi:

Dao tao trong va ngoai nuéc: dugc dé xuat dua trén nang lyc phét trién va hiéu
qué lam viéc ctia CBNV, khen thuéng.
Chiét khau khi mua sdn phdm cda cong ty: &4p dung ddi véi NV clia Tap doan
khi mua sdn phdm va céc loai sdn pham dich vu khédc cta C.T Group va céc
DVTV, theo ding quy dinh tha tuc va ché€ do uu dai déi véi tiing cdp bac.
St dung dich vu mién phf: massage, chdm séc da, cham séc téc,... — xét thudng
xuyén cudi mdi thang theo dé xuat dugc duyét.
Bao hiém Y t&, bdo hiém xa hoi: theo Luat Lao Dong, thé hién trén HDLD.
12 ngay nghi phép/nam.
9 ngay nghi L&, Tét: Tét Duong Lich (1 ngay), Tét Nguyén Dan (4 ngay), Quéc
T€& Lao Dong (1 ngay), L& Quéoc Khanh (1 ngay), 30/4 (1 ngay), Gid T3 Hung
Vuong (1 ngay).
Qua ting céc dip L&, Tét: ap dung cho tt ca CBNV. Céac don vi thanh vién xét
theo tinh hinh hoat dong kinh doanh dé dé xudt hinh thic ting qua cho nhan
vién.
S& hitu c6 phan cla cong ty danh cho nhiing CBNV c6 nhiéu thanh tich, c6 su
gdn b6 lau dai véi Tap doan.
Nghi mat:

= Trong nudc: 1-2 lan/nam, tly theo tiing thai diém kinh doanh ctia Tap

doan.
= Ngoai nuéc: xét d6i véi cdc cad nhan c6 nhiing dong gép xuat sic &
dat thanh tich dot pha trong cong tac.
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Cho vay ca nhan: d6i v6i cac CBNV c6 thanh tich t3t trong cong tdc v6i hinh
thiic cho vay khéong 1i sudt hodc lai suat thadp dé mua sdm phuong tién di lai,
vat dung can thiét.

Hb trg nha 3: doi véi cdc CBNV & xa va c6 nhiéu thanh tich. Dac biét Tap doan
c6 chinh sdch ban nha, dit nén, uu dai cho CBNV trong Tap doan c6 nhiéu
thanh tich, gdn b6 (xem Qui dinh chi ti€t).

Phu c&p khéc: hé trg chi phi com trua, thu vién, céc dich vu phap 1y, ...

Cac ch& do phic lgi nhan ngay sinh nhat, cugi hdi, 6m dau, ma chay (4p dung
cho song than, phu mau)

H& trg thu gidn va chdm séc stc khde: massage, spa, bdo tri xe may cho CBNV
ban ron, cho muon 6 t6 di nghi mat cudi tuan (dang ky trugéc 01 tuan tai Phong
NLCD).

Trudng hop cdc chi nhanh, cic don vi thanh vien sé do Ban gidm doc chi
nhanh, don vi thanh vién ty quyét dinh.

3. Trg cap:

Chi phi dién thoai: dugc xét ddi véi cac vi tri can phdi st dung dién thoai di
dong nhiéu trong cong viéc, xét hang thang, chi phi c& dinh hodc diéu chinh khi
c6 nhiing giai doan ddc biét.

Chi phi di lai: dugc xét v6i cac vi tri can phai st dung phuong tién di lai ca
nhan nhiéu cho cong viéc, xét hang thang va cd dinh.

Chi phi cong tac xa: doi véi cac CBNV dugc phan cong di cong tac xa khoi
TPHCM bao gém: chi phi vé, dn udng, chd &, chi phi di lai tai ngi cong tac (néu
can thiét). Hoan (ing c6 ching t (Xem Qui dinh chi tiét vé Cong tac phi).

Chi phi giao t€ (PR charge)

* 3 hinh thdc: qua, tién mit, dich vu.

] Pugc xét thudng xuyén hodc dot xudt theo chuong trinh dugc duyét,
theo vi tri cong tac cla tiing CBNV vi hiéu qud chung cla cong tic
dugc giao. Hoan (ing c6 chiing t&r, bién bdn tudng trinh dugc xét
duyét.

Péng phuc: hd trg chi phi may dong phuc 2 1dn/ndm cho CBNV.

4. Hoa hdng: DSi véi khéi kinh doanh, hoa hdng theo k&t qua kinh doanh sé dugc quy
dinh tiy theo b phan va vj tri cu thé. Cac hinh thdc chi lai ciing c6 thé dugc ap
dung cho céc vi tri Quan ly hay cédc vi tri dac biét.

Piéu 10

PIEU KIEN TANG LUONG

Ché do xét tang luong theo tham nién va theo thanh tich:

Theo tham nién: Mdi nam xét 1 1an trong vong 30 ngay két thic nam duong lich.
CBNV trong Tap doan dugc xét ting luong khi ddm bao céc diéu kién sau:

C6 thai gian cong tac lién tuc & Tap doan tir 1 nam tré lén.
Chuyén mon cao, ¢6 nhiéu nd luc phan dau.

Lu6n hoan thanh nhiém vu dugc giao, c6 thanh tich xuét xic.
Tinh than, y thic t§ chdc ky luat cao.
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= Thai do pht hop véi nén tdng van héa Tap doan.
Mc tang luong cho tiing vi tri cong viéc theo quy ché& luong cia Tap doan.

Theo thanh tich: c6 thé xem xét bat thuong mdi quy ty theo tinh hinh cla céc thanh
vién.

Cac CBNV c¢6 thanh tich xudt sdc trong hoat dong c6 thé xét ting luong trudc thoi
gian quy dinh nhung khong sém hon ' thai gian theo quy dinh d&i véi mbi khai.

Diéu 11

QUY PINH VE CONG TAC PHi

A.  QUY PINH VE CHI PHi DI LAI (T4t ca chi phf phéi thuc hién trong khudn khd ngan
sach cho phép clia B6 phan):

1. Dilai bang may bay :

e Ap dung cho céc chuyén cong tac c6 khodng cach tif noi xudt phat dén noi cong
tac hon 400km.

e Ap dung hang vé phd thong cho tat c& cac vi tri. Bo lich cang sém cang t6t dé
6 gid uu dai. Ban/Phong NLCDsé héi lich cong tac vao dau mdi qui

e Néu nhan vién di cing khich hang thi c6 thé st dung cung hang vé véi khach
hang.

e Dé&n ndi cong tdc nhan vién c6 thé di lai bing taxi — néu khong bd tri dugc xe
hodc cédc phuong tién khac.

2. Dilai bing xe Tap doan:

e Nhan vién cé nhu cu di cong tac bing xe Tap doan can diang ky truéc 1 ngay
v6i B6 phan hanh chanh.

e Céc chi phi phét sinh trong thoi gian di dudng nhu phf ciu pha, dd xang, gli xe
déu dugc thanh todn béi lai xe theo Quy dinh vé st dung phuong tién clia Tap
doan.

e C4c chi phi lién quan dén bdo quén, bdo dudng xe cong ty nhu: thay nhét, ria
xe, va xam da dugc thanh todn cho lai xe hang thang theo quy dinh vé s dung
phuong tién cda Tap doan.

3.  Dilai bing tau hod, tau, xe khéch:

e Nhan vién di cong tdc bing tau, xe khach sé dugc thanh todn theo gia vé thuc
€ di cong tac.

e Céc chi phi di lai phét sinh tai noi dé€n cong téc (k& cd chi phi di chuyén t
nha/vin phong dén nha ga/bén xe va ngugc lai) dugc thanh toan.

B. QUY PINH VE CHI PHi AN O:

1. Phan loai:
- D6 thi trong nudc

Loai D& thi Thanh phg, Thi xa
Loai A TP. HCM, Ha ndi, Ba Ndng, Hai Phong.
Loai B Quéng Ninh , H3i Duong , Nghé An Hué , Viing
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Tau, Ba Lat, Phan Thiét, Nha Trang, Quy Nhon,
Hué, Buon Mé Thudc, Pleiku, Long Xuyén, Ca Mau,
Rach Gi&, My Tho, Can Tho.
Loai C Cac dia phuong con lai.
- Ngoai nuéc :

A. Cac Chau luc: A, Au, My, Uc
B. MOt s6 nudc nghéo & Chau A va Phi Chau.

2. Cong tac phi/ngay
a. Chi phi an udng
Trong nudc: Ddng/ngay

Vi Tri Do thi Loai | D6 thi Loai | D06 thi Loai
A B C
Director Level 400,000 300,000 200,000
Manager Level 250,000 200,000 150,000
Supervisor & Executive Level 150,000 100,000 80,000
Ngoai nugc: USD/ngay

Vi Tri B A
Director Level 50 80
Manager Level 30 40
Supervisor & Executive Level 30 35

e Dinh mdc chi phi trén 4p dung khodn (vin cin xudt trinh hod don cho K& todn
b&o thué vé& cong tac phi) cho Nhan vién trong trudng hop di cong tac cé luu lai
dém tai dia phuong dén cong tac, chi phi dn uéng bao gdm: chi phf an tron
ngay, chi phi mua nudc udng di dudng, chi phi gidi khat tron ngay.

e Cac truong hop di cong téc vé trong ngay:
Néu > 12h: dugc ap dung 100%.
Néu <=12h: chi ap dung 50% dinh mic chi phi trén.

e Trudng hgp trong ngay cong tac c6 phét sinh chi phi ti€p khach thi mac khoan
dugc duyét cong tac phi sé gidm 50% cho 1 1an ti€p khach va giam 100% cho 2
Ian ti€p khach/ngay. Trong truding hop nay cong tac phi dugc thanh téan theo

chi phi ti€p khach.

b.  Chi phi Khach san:

Trong nugc: Dong/ngay

Vi Tri Do thi Loai A Do thi Loai Do thi Loai
B C
Director Level (4*-3*) 1,000,000 400,000 250,000
Manager Level (2*-3%) 400,000 250,000 150,000
Supervisor & Office 200,000 150,000 100,000
Level (2*-3%)

COMPANY HANDBOOK

Trang 31



C.T GROUP PHAN 5: NOI QUY C.T GROUP

Ngoai nugc: USD/ngay

Vi Tri Chau A Chau Au, My
Director Level (4*-3%) 120 - 150 180 - 220
Manager Level (2*-3%) 100 - 120 140 - 160
Supervisor & Office Level (2*-3*) 80 100

. Chi phf trén la dinh mdc 3i da cho tiing vi tri, nhan vién can chon noi & thuan
Igi cho chuy&n cong tac va c6 chi phi cang thap hon dinh mdc cang tot.
e Truong hgp di cong tac tif 2 nhan vién trg 1én thi chi phi khach san sé dugc tinh
gop:
. 2 ngudi: & theo dinh mdc clia 01 nhan vién c6 vi tri cao nhat.
. 3 ngudi: & theo dinh méc cta 01 nhan vién c6 vi tri cao nhat cong thém
30%.
] 4 ngudi: § theo dinh mdc clia 01 nhan vién ¢6 vi tri cao nhat cong thém
50%.
. Chi phi giit Ui tai khach san dugc thanh todn bdi hoan nhung khong vugc qué
10% chi phi khach san.

C. QUY PINH VE CHI PHi PIEN THOAI, FAX, INTERNET

TAI NOI CONG TAC :

. Chi st dung dién thoai, fax, internet tai ngi cong tac cho muc dich phuc vu coéng
viéc.

. Khi c6 nhu céu st dung dién thoai, fax, internet nén st dung dich vu tiét kiém.

e Can chuin bi ky ndi dung can thiét, ngan gon va chinh xac trugc khi dién thoai,
fax.

e Nén st dung cic phuong tién thong tin khac (ti€t kiem hon) nhu email, nhin
tin... néu cé thé dé thay thé cho dién thoai, fax.

D. QUY BINH VE TAM UNG, QUYET TOAN CONG TAC PHi,
GIAO TE PHI:

1. Dé nghi di cong tac va tam Ging cong tac pht:

. CBNV c6 k& hoach di cong tac can thuc hién “Dé nghi di cong tdc va Tam Gng
cong tac phi” trong phigu “Dé xudt” trong dé ghi rd ndi dung cong tac, lich trinh
cong tac, du tri cac chi phi cong tac sé phét sinh..Tién tam Gng dugc Cong ty
thanh vién hodc Bo phan chi trd bang tién mit theo Ngan sach cta don vj, tién
mua vé may bay c6 thé dugc trd bang chuyén khoan néu tri gia trén 20 triéu
VND.

e CBNV phdi c6 gidy quyét dinh cl di cong tac do ngudi c6 thdm quyén ky trudc
khi di cong tac.

e CBNV dugc tam Gng chi phi cong tac theo cac dinh mic da dugc quy dinh.

2. Quyét toan cong tac phi:

COMPANY HANDBOOK Trang 32



C.T GROUP PHAN 5: NOI QUY C.T GROUP

Ngay sau chuy&n cong tac trd vé trong vong 7 ngdy, CBNV c6 trich nhiém bdo
céo cong tac va quyét toan cong tac phi va hoan Gng hodc bdi hoan tng theo
phi€u “Hoan (ing”. N&u c6 phét sinh chi phf giao t€ phi thi [am thém dé xudt dé
giai trinh viéc phat sinh. Tién tam (ing chua quyét toan trong khodn thdi gian néi
trén sé dugc trir vao luong clia CBNV.

CBNV sé khéng dugc tam Ging néu chua gidi quyét xong s tam Ging trugc dé triy
khi CBNV d6 c6 ly do chinh déng dugc xac nhan bédi Truéng bd phan vé sy
cham tré thanh toén.

E. QUY DINH CHUNG :

Piéu 12

Trach nhiém truéc hét clia CBNV la phai bdo ddm cic bin dé nghi quyét todn
cong tac phi c6 gia tri chinh xdc va phtt hgp véi quy dinh nay.

Moi badn dé nghi quyét toan cong tac phi déu phai dugc CBNV ky tén va duyét
bdi cdp trén truc ti€p va nhiing ngudi c¢6 thim quyén thich hgp véi Quy dinh
nay trugc khi dugc chuyén dén Phong K& todn dé dugc thanh todn. Nhan vién
nén tham khdo y kién cp trén néu thdy cé nghi van trudc khi dua vao ban dé
nghi quyét todn.

Céac chi phi dugc cho 1a khong chinh x4c, vo hiéu, khong thuyét phuc hay vi
pham quy dinh clia Tap doan sé bi loai bd. Nhan vién sé chiu trach nhiém tu
thanh todn d6i véi cac khodn bij loai bd. N&u Tap doan da chi cho Nhan vién
chi phi truéc khi bi loai bd, Nhan vién phai hoan trad lai cho Tap doan ngay lap
tic.

Khai bdo sai cac chi phi cong tac phi néu bi phat hién d6 1a mot vi pham
nghiém trong Noi quy Tap doan va sé dan dén viéc Tap doan phdi thi hanh ky
luat, gdm cd hinh thic sa thai ngay lap tdc. Trong chiing muc nao dé, viéc béo
céo quyét toan sai sy that cling c6 thé bi phap luat nghiém tri.

QUY PINH VE KY QUY

VGi cac vi tri nhay cdm, cdc vi tri dac biét doi héi nhan vién phai dugc hudn luyén
va trang bi nhiéu ki nang cho quéa trinh lam viéc nhu my phﬁm, nail, cdc nhan vién truc

2~

thudc bo phan nay sé cé nhiing cam k&t vé Qui dinh ki qui. Chi tiét cu thé sé& dugc trao déi
trong céc thda thuan riéng cho tiing B6 phan.

* Trugng hgp dac biét khé khan phéi cé xac nhan clia dia phuong va thdm dinh clia

P.NLCDB.

Chuong IV
QUY PINH VE THOI GIO LAM VIEC
TAC PHONG LAM VIEC
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Piéu 13
THOI GIG LAM VIEC

Thai gian lam viéc va nghi ngai qui dinh nhu sau:

1. @i v6i cac by phan van phong: Tuan lam viéc 44 gid/tan (5.5 ngay). Thai gian lam
viéc: 08 gid/ ngay. Nghi chiéu thi 7 va chd nhat hang tudn.

Ngay thudng: Sang: 08"00 dén 12"00
(Riéng tai VPTD la 08"00 dén 12"30)

Chiéu:  13"00 dén 17"00
(Riéng tai VPTD la 13"30 dén 17"00)

Thd bay: Sang:  08"00 dén 12"00
Thai gian nghf an gita gio la 60 phit. Khong tinh vao thoi gian lam viéc. Nghi trua
nhung khong ngt trua tai van phong.
D6 véi cdc cap Quéan ly sau khi sdp xép va hoan thanh céng viéc, dam bdo hiéu
qué cong viéc t6t, c6 thé nghi ngay Thui By hang tuan.

2. P3i véi cac bd phan ban hang Showroom va nhan vién an ninh: lam viéc tf ngay tha
hai dé€n ngay chl nhat, nghi luan phién theo ca tryc.

3. Nhan vién tap vu:

T4t cd cacngay:  Tu 06:30 dén 16:00.

Thay phién nhau nghi.
4. Mot s6 bo phan hoic don vi dac thu thi c6 th€ c6 Qui dinh rigng nhung phdi dam bdo
khéng qua 48 gio lam vigc/tuin.

Piéu 14
PANG KY LAM NGOAI GIO:

—  CBNV nao lam thém gio phdi lam Phiéu dang ky (do yéu ciu cu thé cla cong viéc)
6 su phé duyét ctia ngudi quan ly tryc ti€p va/hodc Truéng BP/Phong ban, sau dé gui
dén Ban/Phong NLCD.

—  Tuy truong hop cu thé ma Trudng BP/Phong ban sé& xem xét CBNV nao sau khi lam
thém gid dugc tinh tién lam thém gid hoic thay thé bang hinh thic nght bu theo qui
dinh tai diéu 7.

- Khi hoan thanh cong viéc ra vé phdi bam thé dé€ xac dinh chinh xdc khodng thoi gian
lam thém gio. Thoi gian lam thém gid sé khong dugc tinh néu CBNV khong bam thé.
Trong trudng hop Bon vi chua c6 thé thi phdi ¢6 xdc nhan cGa Bdo vé ca quan.

—  Cudi thing mdi Phong Ban c6 lam thém gio cAn phai quyét toan Phu cap lam ngoai
gio phai lam bang ké chi ti€t va glii vé Ban/Phong NLCD trudc ngay 25 hang thing.
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Nhiing phét sinh sau ngay 25 sé& dugc tinh vao thang ké ti€p. Ddng thoi gdi lich nghi
bt clia CBNV dé dugc phé duyét trudc mdi thd Sau hang tuan.

- Tién lam thém gid khong dp dung cho cdp Quan Iy (Team Leader tré lén — la cdp
lam viéc theo hiéu qua cong viéc).

—  Thai gian lam thém gio chi dugc tinh w 18h tré di (d6i v6i ngay lam viéc tir Tha 2
dén Thu 6 trong tuan, ngay nghi hing tuin) va tdng thai gian lam thém gid tir 1 tiéng
trg 1én.

- Mlc luong cdn ci dé tinh thu nhap lam thém gio 1a mdc luong co ban (muc luong
chinh) trén Téng thu nhap quy dinh.

LAM VIEC VAO CA PEM:

CBNV lam viéc vao ban dém (thoi gio lam viéc vao ban dém duogc quy dinh tai Diéu 6
Nghi dinh s6 195/CP ngay 21/12/1994 cta Chinh phd dugc xdc dinh tor 22 gio ngay hom
trudc dén 6 gio ngay hom sau doi véi cac tinh, thanh phd tor Thia Thién — Hué trd ra
phia Bdc, o 21 gio ngay hém trudc dén 5 gid ngay hém sau d6i vdi céc tinh, thanh phé
tor Ba Nang tré vao phia Nam) dugc trd thém nhu sau:

Mc trd thém bang 35% mdc luong binh thudng, dp dung cho tridng hgp lam viéc
lién tuc vao ban dém tir 8 ngay tré lén trong thang khong phan biét hinh thic tra
luong.

Mec trd thém bing 30% muc luong binh thudng, 4p dung cho nhing trudng hop lam
dém con lai khong phan biét hinh thdc tra luong.

Piéu 15
TAC PHONG LAM VIEC CHUYEN NGHIEP

1.  Gio gidc

Trong nhitng ngay lam viéc, CBNV phdi c6 mat tai noi lam viéc theo ding gi¢ lam
viéc.

CBNV vi viéc riéng phai di tré, vé s6m hodc vdng mat phdi c6 sy chdp thuan truiéc
clia Truéng bo phan/Cap trén truc tiép. Thai gian vang mat dé gidi quyét viéc rieng khong
vugt qua 120 phat/tudn va khong dugc tai dién va Phu tréch bao cdo vé cho Ban/Phong
NLCD cta Don vi.

Phu trach céc phong, ban c6 trach nhiém chiu trdch nhiém quan ly gio gidc lam
viéc clia CBNV tryc thudc dé phuc vu cho viéc danh gid x&p loai thi dua hang thang trong
céc phong ban; chiu trach nhiém trugc Ban giam doc vé viéc theo doi thai gio lam viéc
clia CBNV; cic trudng phong, ban phdi guong mau trong viéc chdp hanh gio gidc lam
viéc.
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Phu trach Bo phan chiu trach nhiém ky luat néu khong quan ly t6t thai gian lam viéc
clia CBNV, ké cd viec lam ngoai gid khong hgp |y trong khi trong gio ranh réi, CBNV choi
trong gio lam viéc v.v.

Phu trach Bo phan phai bdi thudng thiét hai do viéc quan Iy kém gay nén.

Ban/Phong NLCD cé trach nhiém theo déi chat ché, cap nhat diy dd viéc cham
cong gid lam viéc clia CBNV trong toan Tap doan.

Thé bam gio (Ap dung cho cac Vian phong cé trang bj thé bam gio hoic may quét van
tay):

Khi CBNV vao lam viéc hodc rdi khdi van phong phdi bam thé theo déi gio lam viéc
diéu nay nhu la ghi nhan viéc c6 mat 4 tai van phong.

CBNV sé khong dugc phép bdm thé vao gio lam viéc khi nhan vién d6 khong c6 lich
lam viéc hodc bdm thé dum cho nhan vién khéc, nhan vién phdi c6 mat vao noi lam
viéc ngay sau khi da bdm thé vao va nhan vién phai rdi van phong khi bam thé ra.
Moi chinh stfa trén thé badm gio ma khong dugc phép sé nhu la gian 1an va c6 thé c6
hinh thdc ky luat thich ddng. Do dé moi su thay ddi hay diéu chinh trén thé bam gio
phdi dugc xac nhan clia Ban/Phong NLCD.

2. Trang phuc
CBNV Tap doan khi d&n noi lam viéc phdi mic theo ding quy dinh.

* PO vGi nhan vién van phong:

_ Theo qui dinh ctia Ca quan — Trang phuc dugc mong muén la: Y phuc nam: quin tay,
do so mi, ca vat, o vét (khi hoi hop).

_ Y phuc nii: quan tay hodc vay sudng ngang dau gdi, 4o s mi, 4o vét (khi hoi hop).

* P6i voi cadc Cong ty, Bo phan, Bon vi ddc thu c6 thiét k& trang phuc riéng thi can cd
theo Qui dinh cu thé cla co quan. Trang phuc nay phdi dugc su phé duyét ctia BOD.
Nghiém cdm cac trudng hgp vi pham vé trang phuc khong nghiém tic, khong ddm bdo
tinh th&m my, khong phti hgp véi moi trudng cu thé, khont 1a i phfing phiu, khéng giat
sach sé.

Piéu 16
P1 CONG TAC TRONG NGAY

Trong gio lam viéc néu c6 cong tac can ra khéi Cong ty, CBNV phai dién day du
thong tin vé noi dung cong tac, noi can dén va thai gian du ki€n hoan thanh cong tac
trong PHIEU CONG TAC, bao cho Phy trach phong, Ban, quan Iy tryc tiép va dan gidy
stickers ghi r6 viéc nay lén mdy tinh / ban lam viéc dé€ cac dong nghiép tién lién hé cong
tac.

Quyén ky PHIEU CONG TAC trong ngay:

= Truéng cac phong, ban cé quyén ky cho cac truéng nhém, cac nhan vién truc

thudc quén ly trong phong.
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= Truéng nhém cé6 quyén ky cho céc nhan vién tryc thudc quén ly trong nhém
(n€u nhu khong cé su c6 mit cla trudng cac phong, ban).

Trong trudng hgp rdi van phong dé gidi quyét viéc riéng, CBNV phdi duoc su cho
phép clia ngudi phu trach tryc ti€p va Ngudi phu trach c6 trach nhiém bao cho Ban/Phong
NLCD.

Moi trising hop ky duyét sai déu bi ky luat
Pidu17_
NGHIi LE, TET

CBNV Tap doan dugc nghi lam viéc va hudng nguyén luong trong céc ngay I& theo
quy dinh tai diéu 37 Bo luat lao dong, bao gobm:

= Tét Duong lich : 1 ngay (ngay 01/01).
= Tét Am lich : 4 ngay (Giao thira, mang 1-2-3).

*  Ngay thong nhat Dat nudc : 1 ngay
= Lao dong qudc t& ngay

ngay 30/04).
ngay 01/05).

01
= Gibd t Hung Vuong : 1 ngay (mdng 10.03 am lich)
*  Qudc khanh : 1 ngay (ngay 02/09).

Cac ngay |& néu trung véi cac ngay nghi (chi nhat) dugc nghi bu vao ngay ké tiép.

Piéu 18
NGHi PHEP HANG NAM

Nghi phép:

1. CBNV c6 12 thdng lam viéc tai Tap doan thi c6 12 ngay nghi phép nam dugc
hudng nguyén luong (tinh ti ngay 01 thang 01 dén 31 thang 12 clia ndm). Dai
v6i nhiing cong viéc niang nhoc, doc hai, nguy hiém (theo danh muc quy dinh
clia B6 LD-TB va XH), thai gian nghi phép la 14 ngay.

2. S8 ngay nghi hang nam dugc ting thém theo thAm nién lam viéc, cG 05 ndm
dugc tang thém 01 ngay.

3. CBNV c6 thai gian lam viec dugi 12 thang thi s6 ngay nghf phép dugc tinh theo
ty lé tuong tng vdi s6 thang lam viéc (sau thoi gian thir viéc).

4. CBNV muén cong don ngay phép dé nghi thanh 01 hodc 02 lan, Tap doan sé
cdn cd tinh hinh s3n xudt kinh doanh thuc t& dé sdp x&p lich nghf phép nim va
théng bao cho nhan vién.

5.  CBNV nén sip x€p dé nghi phép trudc khi hét nim duong lich. Phép nam con
lai chua nghi trong ndm duong lich dugc chuyén dén trudc ngay 31 thang 03 cla
nam duong ti€p theo va khong dugc qui déi thanh tién. Phép nim chua nghi hét
tinh dén ngay 31 thang 03 nam duong lich ti€p theo thi s& bi mat gia tri.

6. CBNV nén ban bac vé k& hoach nghi phép nim cud minh véi truéng bo
phan/cdp trén clia minh cang sém cang tot nhim tao diéu kién thuan lgi cho
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viéc phdi hgp lich phép nam ma khong gay khé khan cho nhiing ngudi lao dong

khéc. Trong trudng hgp do yéu ciu cong viéc Trudng bo phan/cap trén cé thé
thda thuan véi Ngudi lao dong vé viéc thay ddi ngay nghi phép.

7. CBNV do yéu ciu cong viéc ma chua nghi hét s§ ngay nghi phép thi dugc trd
luong nhiing ngay chua nghi va phdi cé dé xudt trudc 31/3 clia nam .

Thi tuc xin nghi phép nam:

1. Tap doan cé quyén sip x€p cho céc bo phan nghi phép nim pht hgp véi yéu
cau san xudt kinh doanh clia Tap doan nhung sé thong béo trudc cho nhan vién
biét.

2. CBNV trong cong ty mudn nghi phép nim phdi lam don (theo miu) bdo truéc
cho Qudn ly bo phan it nhat 01 tudn, khuyén khich bdo vao du thang dé 1&n k&
hoach lam viéc, thai gian nghi, ngay nghi... dé€ Tap doan b§ tri cong viéc. Sau
khi b6 phan qudn ly nhan don xin nghi phép clia nhan vién sé bdo cho
Ban/Phong NLCD kiém tra s6 ngay phép con lai, néu con phép thi cho nghi
phép, néu khong con thi cho nght khong luong hodc tir chdi. Cht dugc phép nght
khi don da dugc sy chdp thuan cia BAN/PHONG NLCPhoic Ban Giam Déc
(d6i véi cac vi tri qudn ly).

3. Trong trudng hop dot xudt nhu 6m dau, tai nan... thi phdi xin phép truc ti€p
lanh dao: Ban Giam Ddc, Trudng Phong, ... qua dién thoai. Sau d6, phai bé
sung cac gidy o can thiét dé chidng minh cham nhat 01 ngay khi trd lai lam
viéc.

4. Dai v6i nhiing chic danh Trudng phong, Trudng xudng, Thi kho, Thi quy va
céc cong viéc khac theo quyét dinh ctia BOD, trugc khi nghi phép phai ban giao
cong viéc ro rang, yéu cau ngudi ban giao va ngudi nhan ban giao phai lam
bién ban ban giao va ky nhan.

5. Truong hgp xin nghi phép 01 ngay sé do Trudng phong hodc trudng bd phan
quyét dinh va BAN/PHONG NLCD phé duyét. Néu nghi tif 03 ngay trd 1én sé do
Giam doc diéu hanh don vi quyét dinh va phai c6 bao cdo vé Ban/Phong NLCD
clia Tap doan.

6.  Nhing trusng hop khéng lam ding thi tuc quy dinh xem nhu nghf khong phép
va bi ky luat.

7. Yéu ciu nghf phép sé st dung miu: Pon xin nghi phép.

Diéu 19
NGHi VIEC RIENG PUGC HUGNG LUONG
1. K&t hon:
- B&nthan CBCNV kéthon:  nghi 03 ngay.
- Con két hon: nghf 02 ngay.

2. Tang ché:
- Chame (bén vg hodc chdng): nghi 03 ngay.
- Vg hodc chéng, con: nghi 03 ngay.
- Anh, chi em ruét: nghi 02 ngay.
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Piéu 20

NGHi OM DAU, THAI SAN, BENH NGHE NGHIEP

1.

Nhan vién vdng mit do bi bénh hodc céc rii ro tai nan, sé dugc hudng phac lgi
nghi bénh, néu nhu nhan vien dy c6 gidy KCB do co quan y t& c6 thdm quyén
cép.

Né&u nhan vién tu huy hoai stc khoé clia minh, say rugu céc chat gay nghién sé
khong dugc hudng phic Igi nght bénh khi vdng mit.

Khi yéu cau nghf bénh sé st dung mu... va cdc mau biéu khac clia BHXH néu
can thiét va gidy KCB do co quan y t& c6 thim quyén cap.

Trong cac trudng hgp dic biét ma cac gidy phép dugc nghi bénh khong do co
quan y & c6 thdm quyén cdp, sé dugc xem xét gidi quyét tuy theo tling trudng
hop va phai cé dong y clia BGD, Ban/Phong NLCD.

Bao hiém sé& chiu trach nhiém thanh todn tat cd cac khodn chi phi cho nhan
vién trong trudng hop nhan vién bi thuong hodc tai nan lao dong trong khi lao
dong hoac dang dam nhiém cong viéc clia cong ty & ngoai khu vuc lam viéc.
Trong trudng hop Nhan vién dang & thai gian th( viéc sé theo Qui dinh cla Luat
Lao dong. Néu CBNV nao da chinh thic BS nhiém ma chua mua Bao hiém thi
Cong ty sé dai tho cdc khodn phi néu trén.

Né&u nhan vién bénh hodc bi tai nan bat ngd ma khong thé dén noi lam viéc
dugc,phdi c6 ging thong bao cho Ban/Phong NLCD truGc 9:00 gid sdng cla
ngay lam viéc, hodc nhd ngudi than thong bao va bd sung céc gidy td xin phép
can thiét ngay khi trd lai lam viéc.

Nhan vién cé thé dé nghi v6i Téng Giam ddc / Gidm déc Cong ty dé xin nghi
viéc rieng khong hudng luong nhung t8i da khong qua 30 ngay trong mot nam
(d&i v6i NLD c6 hgp ddng lao dong 01 nam trd 1én, trudng hgp ky HDLD dudi 1
ndm — Wy tinh hinh cong viéc Téng Gidm déc Cong ty sé quyét dinh s§ ngay
nght cu thé) va khong nam trong trudng hgp nghf ngiing viéc.

Céc ché& do Bao hiém Xa hoi (BHXH), Bido hiém Y t&€ (BHYT), Bdo hiém That
nghiép (BHTN) cho ngudi lao dong dugc dp dung theo Luat Bdo Hiém Xa Hoi da
dugc Quéc hoi thong qua ngay 29/06/2006 va Luat Bdo hiém Y t€ ngay
14/11/2008 va va theo cac quy dinh hién hanh cé lién quan. Cu thé nhu sau:

- Tap doan déng BHXH 17% , BHYT 3%, BHTN 1% (t&r 1/1/2012);
- Nguoi lao dong dong BHXH 7%, BHYT 1,5%, BHTN 1% (ti 1/1/2012);
- Mtc luong dugc déng BHXH la muc luong can bén theo HPLD.

Ché& d¢ nghi doi véi nhan vién nii.
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Nhan vién n@ trong thai gian hanh kinh dugc nghi mdi ngay 30 phat; trong thai gian
nudi con dudi 12 thang twdi dugc nghi mdi ngay 60 phat trong gid lam viéc, ma van
hudng di luong.

Trong thdi gian c6 thai dugc nghi viéc dé di kham thai 05 1an, mdi lan 01 ngay. Viéc
kham thai phdi c6 xac nhan cta cd s6 y t€ t cdp quan, huyén va tuong duong tr§
lén.

Nhan vién nit dugc nghf trioc va sau khi sinh cong lai tif 4 d€n 6 thang tuy theo diéu
kién lao dong tinh chat cong viéc.

Trudng hgp sinh déi tré 1én thi tinh W con thd hai trd di, c mdi con, ngudi me dugc
nghi thém 30 ngay.

Piéu 21
NGHi KHONG HUONG LUONG

Ngay dugc nghi khong hudng luong:

- Tangong, ba: nghi 02 ngay.
- Anh, chi em ruot két hon: nghi 01 ngay.

Trong trudng hop that su can thiét, néu dugc sy dong y clia Ban gidm déc, CBNV c6
thé nghi khong luong trong thai gian dugc Ban giam ddc chap thuan.

Ngudi lao dong c6 thé lam don gi dén Ban giam ddc dé xin khong hudng luong vi
viéc rieng néu nhu da st dung hét phép nam. Bon phdi dugc nop true (07) ngay. Ngudi
lao dong chi dugc nghi khi don da dugc phé duyét.

Thai gian nghi khong hudng luong 1a t6i da (07) ngay lam viéc lien tuc/thing va

khong qua 20 ngay lam viéc cong don/nam.

Chuong V
QUY PINH VE VIEC TIEP KHACH - HOI HQP
Diéu 22
TIEP KHACH

Viéc ti€p khach trong va ngoai nudc phai dugc thuc hién trang trong thé hién phong
céch chuyén nghiép va hiéu qué l1am viéc. CBNV tham gia viéc ti€p khach phai:

] Chuén bi ky noi dung lam viéc truge khi ti€p khach.

= Bao cho bo phan Hanh chinh biét truéc lich ti€p khach dé hé trg 1€ tan.

. Bao cho phu trdch noi dung lam viéc. Ti€p khach VIP phdi bdo cdo cho Ban
giam doc.

= Chudn bj trang phuc nghiém tdc sang trong.

. Thai do lam viéc lich thiép.

= Khinhan qua tang phdi bao cho ngudi phu trach.

= Khu vuc ti€p khach: chi dugc ti€p khach tai phong khach hodc hoi trudng. Néu
khong phai do yéu ciu ctia Ban/Phong NLCD nghiém c&m ti€p nhiing nhan vién
da bi sa thdi tai co quan va cac khu vuc phu can.

Piéu 23
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HOI HOP

Hop cong tac

La hoat dong bdt budc trong qud trinh cong tac. Ngudi dugc tham du phai chudn bi
ky ndi dung, tai liéu va trang phuc chinh té.

Trong cudc hop phai 1dng nghe chi toa. Dién thoai di dong phdi dé & ché€ do rung
hodc t4t (néu c6 yéu ciu chung). Tu thé ngdi hop phai lich sy, tu nhién.

Nhiing ngudi dugc mai hop hodc phan cong tham gia phai c6 mat day dd, tridc gio
quy dinh. Vdng mit trong cac cudc hop phai dugc phép cla chd toa. Trong trudng hgp
vdng mit c6 ly do chinh dang phdi bao truéc cho ngudi chii tri cudc hop biét, trong trudong
hop dugc chdp thuan cé thé Gy quyén cho ngudi hop thay. Viéc di hop tré c6 thé dugc
xem la thi€u ton trong tap thé va c6 thé bi ky luat néu tai dién.

Sinh hoat tap thé

La mot hinh thdc sinh hoat nhim nang cao tinh than lam viéc, gidm di nhing cang
thang trong cong viéc va dic biét la rén luyén tinh than tap thé. Day ciing la mot hoat
dong bt budc trong qué trinh cong tdc. Do d6, doi hdi mot thai do hgp tac va tinh than
tham gia day dd, nhiét tinh.

Khi c6 nhting thong béo chung trong viéc tham gia sinh hoat, cAn phan hdi thong tin
nhanh chéng theo ding hen giéng nhu mot trong nhiing cong viéc binh thudng. Dong thoi
c6 nhiing déng gép nhat dinh vao chuong trinh sinh hoat d€ nang cao chat lugng chuong
trinh.

DP&m bdo viéc tham gia day du, ding chinh xac thoi gian nhu da xdc nhan va tham
gia v6i tinh than cao nhat. C8 dong, khuyé&n khich moi ngudi cling tham gia chung.

Viéc khong tham gia phdi c6 ly do chinh dang nhung van phdi c6 mat véi tu cich la
mot c§ dong vién. Moi hinh thic ving mat phdi dugc thong bao tridc cho cac phu trach
va khi khong cé Iy do chinh dang sé phdi lam bdng tudng trinh va chiu hinh thdc ky luat
nhu ving mit khong phép.

Chuong VI
QUY PINH VE SUDUNG CAC THIET Bl CONG CONG

Cac thiét bi phuc vu cho mai truong lam viéc chung phdi dugc mdi CBNV tu giac
bdo quan. Ban ghé&, tG vach trong vi tri cia CBNV nao do CBNV d6 chiu trach nhiém. Viéc
dé ban ghé&, vach .... do bdn hodc vat dung biia bai xem la vi pham ndi quy.

Diéu 24
THIET Bl TRUYEN THONG

1.  Dién thoai:
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CBNV Cong ty / Tap doan chi dugc st dung dién thoai Tap doan dé giao dich gidi
quyét nhiing viéc chung clia cg quan.

Ngudi st dung dién thoai phai néi vdn tt, tiét kiém thoi gian, khong gay trd ngai
cho viéc thong tin, lién lac chung trong Tap doan hodc gitia Tap doan véi bén ngoai.

Trong mot s6 trudng hgp hét stic cdp bach va can thigt, CBNV Cong ty / Tap doan c6
thé st dung dién thoai Cong ty / Tap doan dé gidi quyét viéc riéng lién lac trong pham vi
thanh phd nhung phai hét stc ngdn gon.

Cac phong, ban cd nhan dugc qui dinh mét dinh phi cho viéc st dung dién thoai
hang thang, néu vugt qua mic dinh phi da dugc cdp ma khong c6 ly do gi dac biét, cac
phong, ban phdi tu chi trd.

2. Mady Fax:

Mady fax clia Tap doan ddm bao hoat dong 24/24. T4t c3 Fax di va Fax dén déu phai
thong qua thu ky, trg ly cda Tdng giam déc/Giam ddc (ngudi dugc giao nhiém vu Fax va
nhan Fax) dé vao S8 nhat ky. Nhiing CBNV khéng c6 nhiém vy khong dugc s dung mdy
Fax va doc cac ban Fax.

3. Mady photo:

Mdy photo dugc dit tai khu vic photo 24/24. Khi nhan vién c6 nhu ciu st dung may
photo phai c6 y thic bdo qudn that t6t tai sdn chung. Doc ki huéng dan st dung truge khi
st dung. Tat nguon sau khi da hoan tat nhiing tai lieu can photo.

Thyc hién dang cac ndi quy ctia Phong Photo va cac huéng dan ky thuat.

Khi c6 nhu ciu photo trén 100 ban trg lén thi khong dugc st dung may photo tai Tap
doan ma phai xin dé& xuat tf cac trudng phong, ban dé photo bén ngoai trir khi c6 qui dinh
khéc.

4. May in:

Cac phong, ban déu c6 may in dugc két nSi v6i mot may chli khac nhau tai mdi
phong, ban. Khi chon lénh in, nhan vién phdi nhanh chéng theo déi va thu héi nhanh
nhiing ban in ca minh, trénh dé tinh trang cdc nhan vién khic vo tinh doc dugc nhiing
tai liéu clia nhau hodc lam can tré cong viéc ctia ngudi khac. Thuc hién ding nhing noi
quy khac ctia IT

Khi c6 nhu ciu in I6n trén 10 ban giéng nhau thi khong dugc st dung mady in.
Chuyén sang hé théng may photo.

5. Dich vu phit chuyén nhanh - Buu dién:

St dung dich vu chuyén phat nhanh hoic qua duong buu dién dé géi thu ti, cong
vdn, tai liéu,... phdi theo trinh tu nhu sau:
= Phong, ban c6 yéu cau ghi ré tén, dia chi ndi dén va phuong tién dich vu st
dung, phé duyét clia Phu trach, sau do chuyén vé Nhan vién Hanh chinh dé
thuc hién. Nhan vién Hanh chinh sau khi st dung dich vu phdi phdn hoi thong
tin cho phong, ban c6 yéu ciu vé két qud thuc hién. Chi phi gti Phat chuyén
nhanh theo dinh mdc cta Phong ban. Nghiém c&m viéc lam chi.
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] Viéc giao nhan hang héa, buu phdm phdi do Nhan vien Hanh chinh nhan thuc
hién, ghi vao S6 nhat ky, phét chuyén cho Phu trach B phan.
= Trudng hop gli Phat chuyén nhanh trén dinh méc phai dugc Ban Lanh dao don
vi phé duyét.

Piéu 25:

QUI PINH VE QUAN LY HE THONG THONG TIN —

€O $G DU LIEU VAN PHONG

(N@i dung nay sé do Ban CNTT cap nhat va bd sung chi tiét sau)

Céc hé théng thong tin cda C.T Group (bao gdm may vi tinh, mang mdy tinh, mdy in, thiét
bi mang, hé thang dién thoai, phﬁn mém, thu dién tG, trang web, dién thoai) da dugc phé
duyét cho nhan vién ctia C.T Group st dung nhim muc dich hd trg cho cac hoat dong cla
C.T Group. T4t cd nhan vién phdi c6 trach nhiém st dung mot cdch c6 hiéu qua, ding noi
qui va hgp phdp cac hé thong thong tin nay. Viéc st dung hé théng thong tin nay l1a mot
dac quyén, khong phai la mot quyén lgi do dé chiing c6 thé bi thu héi bt c ldc nao néu
nhu ngudi st dung lam dung chiang. Sau day |1a nhiing qui dinh c6 lién quan dén viéc st
dung nay.

I. QUI PINH CHUAN VE QUYEN HAN TREN HE THONG
1. Cac quyén han trén hé thong

Cac quyén han trén hé théng gdm cé cac quyén han nhu sau:

- Full control (toan quyén)

- Read Only (Chi doc)

- Write (chép)

- Delete (x6a)

- Modify (thay d6i)

- No Access (Khong c6 bat ky quyén gi)

2. Phan quyén User

- Doi véi User cdp truéng phong quyén han truy xudt Server do
PRESIDENT/BGD quyét dinh

- B&i v6i User cap nhan vién quyén han truy xuit Server do trudng phong
ban quyét dinh

3. Truy xuit Server
- Cdc may Client truy xudt dit liéu trén Server thong qua Username va
Password
- Mot User c6 mot quyén truy cap nhét dinh trén Server phy thudc vao tinh
ch4t cong viec ma User d6 phu trach

Il. CHiNH SACH HE THONG
1. Chinh sach h¢ thong
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Céc chinh sach trén hé théng bao gdm nhiing chinh sdch nhu sau:
- Chinh sach si dugc dung Internet trén User
- Chinh séch cai dit phan mém trén User
- Chinh sach s dung USB port trén User
- Chinh sach truy cap kho du liéu, copy,...
- Chinh sach dinh dang du liéu
2. Ap dat chinh sach hé théng
Ap dat chinh sach hé thang cho timg User Group nhu sau:
- D6i vdi tat ca cac User
a. Khéng dugc st dung Internet trong gi lam viéc
b. Khong dugc st dung USB port sao chép di liéu
c. Khong dugc phép tu y cai dit phan mém trén User
3. Cap quyén st dung
- D6i véi tat cd cac User néu c6 nhu cdu st dung cac chinh sach trén phdi
lam dé xuét trinh Ban Lanh Pao phé duyét, ghi rd cu thé muc dich s
dung.

II. QUI PINH VE MAT KHAU TRUY CAP MAY TiNH

Mbi mdy tinh sti dung t8i thiéu hai mat khiu:
> Mat khdu kém theo tén Administrator: do quén tri mang &n dinh va luu tai bo
phan IT.
» Mat khdu User: User la tén truy cap, mat khiu kém theo 1a mat kh4u &n dinh
cho cén bo st dung may tinh.
> Khi User mudn thay ddi mat khdu phai bao véi bo phan IT dé luu trd lai trong
files nhat ky luu trit mat khau tai phong IT
> Khong mot c& nhan nao cé quyén truy cap vao mdy tinh cla ngudi khac, trit
nhiing truding hop cin thiét ma PRESIDENT/TGD chi dinh

IV. QUI PINH VE SU DUNG EMAIL

> Khéng mét ca nhan nao cé quyén truy cap vao hé théng email cla ngudi khéc,
trif nhiing trudng hgp can thi€t ma PRESIDENT/TGD chi dinh

» Cac ca nhan khong ty tién thay ddi dia chi IP do quan tri mang cung cap

» Céc bo phan khi cé nhu ciu ding ky tao méi ciing nhu x6a bd cac dia chi email
clia cac nhan vién bd phan minh, sé yéu cau IT khdi tao va huéng dan cai dat, cin
thong bao truéc 01 ngay.

» Khong gli mail mang c6 ndi dung x&u, mail chia virus, spyware...

> Khong gli mail c6 file dinh kem vugt qua 3MB. Né&u vugt thi glii bang qua trang
web: www.yousendit.com hay www.youtube.com
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> Dia chi email cdp cho ting nhan vién déu theo dinh dang: vitri-
congviec@ctgroupvietnam.com

»> Mdi phong ban déu c6 mot dia chi email riéng, dia chi nay sé phan chia mail
dén tat cd cac thanh vién trong phong.

> Mbi cdp qudn |i c6 mot email rieng, dia chi nay sé chi phan chia mail dén tat c3
céc thanh vién cda cap do.

» Nghiém cdm déi véi tdt cd CBNV st dung cdc cong cu gl va nhan mail khong
thudc hé thong IT cGa Tap doan néu da dugc trang bi (Yahoo, Gmail,...), cic giao
dich phéi thuc hién trén dia chi Email do Tap doan cap.

> Viéc st dung email chi dugc khuyé&n khich khi khong thé trao ddi tryc ti€p hoic
qua dién thoai. Nghiém c&m viéc lang phi thoi gian dé viét email dai dong néu nhu
6 thé trao ddi truc ti€p. Nghiém cdm gli email cho nhiéu ngudi ma khong vi cong
viéc chung.

V. QUY PINH VE SU DUNG INTERNET
» Céc by phan chi dugc c&dp quyén truy cap internet khi c6 sy ddng y cla céc
trudng b phan cap cao nhat.
» Cac trang web mang nd6i dung khong lanh manh,cdc trang serial, crack...etc, bi
c&m truy cap trén toan cong ty.
» Nghiém c&m dung Internet vao viéc riéng.

VI. QUY PINH VE BAO MAT
» Cac di liéu phong ban c&m moi hinh thic sao chép truyén tdi ra khdi cong ty
khi chua c6 su cho phép cda trudng bd phan va Ban giam déc
» Céc chuong trinh chéng virus, spam, spyware.. dugc phong IT cip nhap va quét
dinh ky vao thér 6,7 hang tuan.

VII. QUI PINH VE SU DUNG LAPTOP
» Khong mot cd nhan nao dugc phép mang laptop cd nhan chua dang ki véi bd
phan IT vao st dung, trir nhiing truding hgp can thiét phai dugc BOD phé duyét.

VIIl. QUY BINH VE CAl DAT PHAN MEM, SU DUNG TRANG THIET Bl MANG
> C4m tu y cai dit va st dung cac chuong trinh game, phdn mém mién phi c6
chia virus, spyware..v.v tai ti trén mang.
» C&m ty y thdo md mdy tinh, ty y thay thé trdo ddi linh kién, di doi mdy tinh va
thiét bi.
» C&m st dung cdng USB vé6i moi hinh thic sao chép dii liéu
» Cac thiét bi mang: switch, modem... dugc bé tri gon gang, ngin ndp dam bao
my quan va ky thuat.
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T4t cd CBNV Tap doan phai tuyét ddi tuan theo quy trinh st dung mdy vi tinh, mang
vi tinh theo ding quy dinh chung vé& qudn Iy va luu tri thong tin do b phan IT cda Tap
doan quy dinh.

Moi thao tac khong ding theo quy dinh dan dén su hu hdng clia d liéu, mdy vi tinh
hodc mang thi CBNV dé sé phai chiu trach nhiém bbi thudng.

Cac may tinh cdm st dung & dia mém, cdng USB va céc cong cu cé thé sao chép di
liéu ra vao. Ca nhan hodc céc truéng Bo phan cé nhu cau st dung phéi dugc sy chap
thuan tr ban Téng Giam Ddc.

Khong dugc ty y ngdi vao mdy vi tinh clia phong, ban hodc cd nhan khac néu chua
dugc sy dong y clia ngui s§ hiu st dung.

Viéc st dung mdy tinh clia riéng CBNV tai cong ty phdi ding ky & bo phan IT dé
ddm bdo an toan cho hé thang.

Moi password phdi dang ky cho Trudng bo phan IT.

Khong dugc xem hodc sao chép van ban, chiing ti clia ngudi khac khi chua dugc su
ddng y ctia chti sé hiu hodc khi chua c6 yéu cau clia Ban Téng Giam déc.

VIII. QUY PINH VE PINH DANG DU LIEU

Khi dat tén file phai thuc hién theo nguyén tdc sau: “Tén ngudi dit — Tén noi dung
file — Loai file”

VD: “tuan-hopdongxaydung-dx” (Loai: dx — Dé xudt, tt — Tg trinh...)

T& chdc thu muc, ddnh ma s6 di liéu, ghi ré dudng dan.

Luu (90% tré lén) song song hard copy véi tai liéu can thiét.

Piéu 26
THIET BI PIEN - THIET BI CHUA CHAY

C4c tai san thiét bj dién trong mdi phong, ban bao gébm: dén, may lanh, quat gi6, ...,
va thiét bj dién khac thi mdi ca nhan trong phong, ban phai tu bdo quan, gitr gin va st
dung ding muc dich. Tranh gay lang phi hodc lam hu hao tai sdn. Ty khic phuc su ¢ don
gian hu hdng, stia chiia nhd. Vi nhiing sy cd 16n phai bao qua phong Hanh chinh dé khic
phuc trong thoi gian s6m nhat.

Pé tranh lang phi trong viéc st dung céc thiét bi dién, yéu cau dat ra cho mbi CBNV
la phai cé y thic ty gidc ngit cac thiét bi dién khong can thiét khi ra khdi phong va trugc
khi ra v& mot cach cdn than.

Cac thiét bi dién, thiét bi chiia chay phai dugc dat dang noi quy dinh, nghiém cdm
viéc di chuyén khi chua dugc phép.

T4t cd CBNV phadi tuan tha tuyét ddi viéc thuc hién cac quy dinh vé phong chay
chita chdy. Nghiém c&m st dung trai phép cac thiét bj bang dién trong Tap doan.
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Chuong VII
QUY PINH VE VIEC TIEP NHAN VA XU LY
THONG TIN TRONG NOI BO CONG TY

Piéu 27
LUU CHUYEN CONG VAN, TAI LIEU TU BEN NGOAI VAO
HOAC BEN TRONG RA

Toan bo cong van, tai liéu tif cdc co quan, don vi hodc khach hang géi vao cho Tap
doan hodc cdc Pon vi, B6 phan bén trong Tap doan géi ra phai dugc CBNV Hanh chinh
c6 trach nhiém ti€p nhan, vao S§ nhat ky theo déi va chuyén ngay dén nai cong van can
dén hoac cin di, dong thai theo doi thdi han phic ddp cong van dé nhic nhé hoic béo
cdo 1én Lanh dao néu c6 hién tugng cham tré.

Diéu 28
LUU CHUYEN THONG TIN TRONG NOI BO

Trén co s& chi dao cla Ban Tdng gidm ddc, Ban giam ddc dugc truyén dat bing
miéng hodc dugc ghi truc tiép trén cong van, tai lieu, CBNV dugc chf dao phdi thuc hién
ngay lap tdc va ding thai han cdc phan viéc lién quan, ké cd viéc soan thdo van bén giao
dich va trd 15i. Khi CBNV gidi quyét xong cong viéc phdi bdo cdo két qud véi ngudi chi
dao tryc ti€p.

piéu29
LUU CHUYEN CAC THONG BAO, QUYET PINH

Céc van bdn thong bdo, quyét dinh, cong vin ndi bo clia Tap doan phai dugc
chuyén cho B phan hanh chinh luu, dan & bdng tin va chuyén dén cac phong, ban, chi
nhanh c6 lién quan.

Piéu 30
NGUYEN TAC TRONG VIEC SU DUNG EMAIL
TRONG VIEC XU LY THONG TIN

Trén co s& chi dao clia Ban gidm déc cling nhu gidia cac phong, ban, déng nghiép véi
nhau vé& cong viéc qua Email, nhan vién ti€p nhan phai phdn hdi mail ngay khi nhan dugc
nhim thé hién su chuyén nghiép.

Trong cong viéc khi cin lién hé véi cac dong nghiép, gli email tryc ti€p cung cac nhan
vién by phan phong, ban dé; dong thai CC cho tridng phong, ban quén Iy ca minh va
nhan vién nhan mail dé c6 thé kiém sodt cong viéc chung clia cadc nhan vién trong tiing
phong, ban.
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Chuong Vil
QUY PINH VE XAY DUNG MOI TRUONG LAM VIEC -
AN TOAN LAO PONG VA VE SINH LAO DONG
Diéu 33
AN TOAN LAO PONG

May méc, thiét bi van phong phdi dugc 13p dit ding chd, dang ky thuat, ddm bao
an toan tuyét d6i cho ngudi st dung, néu phat hién thdy c6 ddu hiéu bat thuong phai tu
khic phuc va béo ngay cho phong Hanh chinh dé kip thai x ly.

Piéu 34
VE SINH LAO BONG

CBNV phai c6 y thic va thyc hién t6t viéc gi gin vé sinh chung noi lam viéc va céc
noi khac cGia Tap doan. Khong x4 rac hodc c6 cac hanh vi khac 1am &nh hudng dén tinh
sach, dep cla Tap doan. Pdm bao vé sinh tai ban lam viéc, may méc thiét bi trong phong
lam viéc, san, tidng va tran cla phong lam viéc. Giti gin vé sinh chung ca nhiing ndi
khong thuoc phong lam viéc clia minh.

Nghiém c&p viéc dn udng mat vé sinh trong pham vi moi tridng lam viéc (van
phong, phong hop, showroom, counter, nha xudng, kho,...)

Piéu 35
TRAT TU MOI TRUONG LAM VIEC

Gili gin trat ty moi trudng lam viéc. Ton trong dong nghiép. Khong gay 6n ao, mat
trat t¢ dnh hudng dén cong viéc clia nhiing ngudi xung quanh. Tranh cdc cb chi thi€u ton
trong dong nghiép nhu I6n ti€ng, danh, vd manh, .... Tranh phat ngon buia bai. Khong st
dung, xem, luc loi gidy t9, s& sach, tai liéu hodc cac vat dung cta ngudi khac khi khong c6
su ddng y clia chd nhan.

Piéu 36
XAY DUNG MOI TRUONG LAM VIEC

Xay dung mdi truong lam viéc trong sach, lanh manh. Xay dung thanh ngudi nhan
vién véi nhan cach t6t, tinh trung thuc cao. Khong tham 6, tham nhiing, khong cau két véi
bon xau, bon gian, bon budn l4u,... gdy dnh huéng xau dén Tap doan. Khong lgi dung tin
nhiém ctia khach hang dé doi héi quyén Igi rieng tu ...

Xay dung moi trudng lam viéc tt, lam viéc nhiét tinh dat hiéu qud cao. Khong
ngling nang cao kién thic, ky ning chuyén mon dé luon hoan thanh 6t cong viec dugc
giao, dat nang suit, hiéu qud cao. Ludn tan tdm phuc vu khach hang.

Xay dung bau khong khi vui tugi, hoa dong. Ludn doan két, tin widng, gitp do nhau
trong cong viéc vi muc tiéu chung. Phdi ludn ton trong déng nghiép, ngudi phu trach.
Khong ganh ghét nhdé nhen, ich ky, c6 nhing bi€u hién canh tranh khong lanh manh.
Lu6n thé hién tinh thin déng doi trong cong viéc.
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pIEU 37
THAM VIENG CA NHAN:

Nhan vién khong dugc phép gap ngudi than va ban beé trong gio lam viéc ngoai trli nhiing
trudng hop cin gdp, khach sé dugc yéu cau ngdi doi tai phong dgi trong lic nhan vién bdo
vé lién heé v6i nhan vién ma c6 khach can gdp, nhan vién nay phai xin y kién ctia ngudi
quén ly tryc ti€p dé di ra ngoai.

Chuong IX
QUY PINH VE BAO VE TAI SAN VA Bi MAT CUA TAP POAN
Diéu 38
PEN BU TRACH NHIEM VAT CHAT.

Moi hanh vi lam that thoat, hu héng, hly hoai, trdm cdp tai sdn Tap doan tiy theo
muc do nang nhe sé xt ly ky luat va boi thuong thiét hai theo quy dinh tai chuong XI.

Nhan vién lam hu hdng dung cu, thiét bi hodc c¢6 hanh vi gay thiét hai cho tai san
clia Tap doan thi phdi bdi thudng theo qui dinh clia cong ty vé thiét hai da gay ra.

Trudng hop t8n that tai sdn do vi pham cac quy dinh Quén ly Tap doan thi ngoai
viéc bdi thudng 100% tri gia tai sdn, ngudi vi pham con phdi ndp cac khodn phat theo quy
dinh.

Nhan vién lam mat dung cu, thiét bi, lam mat cic tai sdn khac do Tap doan giao
cho hoic thi€u trach nhiém trong cong tac quan ly dé tiéu hao vat tu qua dinh mic cho
phép (K& cd nhiing trudng hop lang phi, hao hut ngoai qui dinh) thi tiy tridng hgp phai
bdi thudng mot phan hay toan bo theo thai gia thi trudng. Trong trudng hop c6 hop ddng
trach nhiém thi phai bdi thudng theo hgp déng trach nhiém.

Nghiém c&m CBNV lgi dung chdc trach gay phién nhiéu va t Igi, gay thiét hai vé
tai sdn va lam mat uy tin Tap doan.

Piéu 39
BAO VE TAI SAN CUA TAP DOAN.

Moi nhan vién phai c6 y thic, trach nhiém trong viéc bdo vé tai sdn chung cta Tap
doan nhu: nha xudng, kho hang, vat tu, may méc thiét bi, dung cu sdn xudt, trang thiét bi
van phong, gidy to tai liéu... khong tu tién thio da, di doi cdc mdy méc thiét bi khi chua
dugc phép clia ngudi c6 tham quyén.

Ludn néu cao y thic bdo vé clia cong, thuc hanh tiét kiem chéng lang phi. Khi gay
mat mat, héng héc trang thiét bj clia Tap doan phai bdo cdo ngay véi ngudi cé thim
quyén gidi quyét.
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Khi hét gio lam viéc, cac phong sau day phdi niém phong:

- Kho quy; két va Phong Tai chinh-K& Toan;
- T4 dung con d4u va Phong Hanh chinh-Nhan suy.

CBNV ra vé cudi ciing c6 nhiém vu tit dén, may moéc va cac dung cu st dung dién
khac trong phong truéc khi ra vé.

Phong Hanh chinh cé nhiém vu kiém tra, nhic nhd, cac phong ban ngay ngay hom
sau néu phong, ban d6 khong thuc hién ding. Néu viec vi pham Idp di ldp lai, phong
Hanh chinh c6 trach nhiém |ap bién bén, bdo cédo lén BOD.

BAO VE TAI SAN CUA CA NHAN.

CBNV phdi ti bdo vé céc tai sdn cGa minh, trudng hgp mat dd diing, tai sdn cta ca
nhan trong pham vi Tap doan phai bdo cdo cho cap trén truc tiép va trudng BAN/PHONG
NLCBngay lap téc.

Diéu 40
BAO QUAN THONG TIN, HO SO, SO SACH

Moi hé so, s8 sach, chiing tif clia Tap doan phdi dugc cat gid va luu trit ddng nai.
Nhiing tai liéu quan trong phai dugc CBNV cat vao td c6 khéa cin than.

Nghiém cdm CBNV Tap doan mang h s, tai liéu, sd sach ra khdi ca quan khong vi
cong vu hodc khong dugc sy chap thuan cda Ban giam déc.

C4c tai liéu, s8 liéu lién quan vé tai chinh, k& toan, cong viéc kinh doanh phai dugc
bdo quén chat ché va chi cé nhiing ngudi c6 trach nhiém méi dugc cat git, luu chuyén va
tham khdo céc sd liéu, tai lieu nay.

Mdi CBNV céc phong, ban phai giti bi mat vé hoat dong kinh doanh, hoat dong
riéng cla clia tiing phong, ban minh tryc thudc va git bi mat vé cong viéc minh dang phu
trach. Nghiém cdm hién tugng tiét 16 thong tin, ro rf thong tin t cadc phong ban va
CBNV Tap doan ra ngoai.

CBNV khong dugc phép cung cdp bat cd s6 liéu, tai lieu nao clia cong ty ra bén
ngoai néu chua dugc sy cho phép clia Ban giam doc.

Chuong X
CAC HANH VI VI PHAM KY LUAT
HINH THUC XU LY KY LUAT VA TRACH NHIEM VAT CHAT
Piéu 41

CBNV Tap doan khong chap hanh hodc chdp hanh khong dang cdc quy dinh dugc
ghi trong ban ndi quy lao dong nay dugc xem la cé hanh vi vi pham ky luat lao dong. Tuy
mdc do vi pham ndng hay nhe sé bi xt ly ky luat theo mot trong cac hinh thdc nhu sau:

1. Chuyén cong tac hay dinh chi cong tac:
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Piéu 42

Chuyén cong téc c6 mic luong thap hon trong vong 6 thang hodc dinh chi cong
tadc khong qua 15 ngay, hay khong qua 30 ngay déi véi cac hanh vi da khién
trach bdng van bdn nhung khong stia chita d6i véi cdc hanh vi ¢ mdc do
nghiém trong gy thiét hai vé tai

Budc thdi viéc khi vi pham 1 trong cac trudng hgp sau:

Cac vi pham chudn muc dao ddc: trom cip, gian ddi, tham 6, khong trung thuc,
vu khéng, thiéu tinh than trach nhiém & nhiing cong viéc quan trong, dnh huéng
nhiéu ngudi.

Ngudi lao dong bi x( ly ky luat chuyén lam cong tac khac ma tdi pham cung
mot 16i hodc 15i tuong tu trong thai gian chua x6a ky luat.

Tiét 16 bi mat trong kinh doanh.

CBNV c6 tinh vi pham noi quy, quy dinh ctia Tap doan, t8 thai do chéng ddi véi
chinh sach, chién lugc ctia Tap doan.

C6 hanh vi dung vi luc de doa, hanh hung, 16i 1€, c chi hay hanh vi xic pham
nghiém trong dé&n khich hang, dong nghiép hay c&p trén trong va ngoai gio lam
viéc.

Khong thuc hién, cd tinh thuc hién sai cac quy dinh cta Tap doan dan dén viec
that thoat hang héa, tai sdn thudc trach nhiém quan Iy ma khong ly do chinh
dang gy that thodt nghiém trong vé tai san ti 5 triéu dong tré 1én. C4c hanh vi
khac gay thiét hai nghiém trong vé tai san, Igi ich, uy tin ctia Tap doan.

CBNV ty y bd viéc cong don, 5 ngay trong 1 thang, hodc 20 ngay cong don
trong 1T nam ma khéng xin phép va khong cé ly do chinh déng.

Lam gid hang h6a, méc noi tiéu thy hang lau lam anh hudng chat lugng san
phdm, uy tin Tap doan (bi xd ly sa thai va truy td trudc phap luat).

Lgi dung tin nhiém Tap doan dé kinh doanh nhiing sdn phdm nhan hiéu khac.
Khong pht hgp v6i nén tdng van héa clia Tap doan.

St dung ma tdy, chat gay nghién.

NGUYEN TAC XU LY KY LUAT.

Piéu 43

Moi v&n dé vé nguyén tic, thai hiéu, trinh ty x{ ly hanh vi vi pham ky luat lao
dong chua thé hién trong nodi quy lao dong sé ap dung theo chuong VIII Bo luat
lao dong va Nghi dinh s6 41/CP ngay 06/07/1995 ctia Chinh Phu.

Mdi hanh vi vi pham céc quy dinh trong ndi quy nay chi bi x& Iy mot hinh thic
ky luat.

Nhan vién néu cé nhiéu hanh vi vi pham, thi sé dp dung hinh thic ky luat cao
nhat tuong Gng vG6i hanh vi vi pham ning nhat.

Nhiéu ngudi cting c6 hanh vi vi pham thi ty theo mdc dé vi pham cla tiing
ngudi dé xt ly ky luat.

THOI HAN XET KY LUAT.
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Thoi hiéu dé xt ly vi pham ky luat lao dong t5i da 1a 03 thang ké ti ngay x3y ra vi pham;

Trong trudng hgp phuc tap phdi c6 su diéu tra, xdc minh hodc gidm dinh thi thai han trén
6 thé kéo dai nhung khong qua 06 thang.

Diéu 44
GIAM THOI GIAN CHAP HANH KY LUAT, XOA KY LUAT

Ngudi bi khién trach sau 3 thang va ngudi bi xd ky luat kéo dai thdi han nang luong hodc
chuyén lam cong viéc khac sau 6 thang ké tf ngay bj x( ly, néu khong tdi pham thi duong
nhién bi x6a ky luat.

Ngudi bi x Iy ky luat kéo dai thai han nang luong hodc chuyén lam cong tac khic sau khi
thuc hién dugc mot nlra thoi han, néu stia chita ti€n bo va thuc hién xong trach nhiém vat
chét (néu c6) thi dugc BOD xem xét gidm thai han ky luat.

Quyét dinh ky luat khong con hiéu luc khi da hét thoi han ky luat.

Diéu 45
TRG CAP THOI VIEC

Tap doan sé trd diy du trg cdp thoi viec (bing 1/2 thang luong cong véi cac phu cdp
khac x s6 ndm theo tham nién cong tac) khi CBNV c¢6 du diéu kién (1) va thuc hién ding
2 muc (2) va (3):

1. Tham nién codng tac t& 1 nam tré lén.

2. Chdap hanh ddng vé s8 ngay bdo trugc theo quy dinh cda luat lao dong.

3. CBNV nghi viéc do nguyén vong cd nhan da ti€n hanh ban giao va quyét toan
cong ng day di theo ding quy trinh ban giao theo quy dinh clia Tap doan.

< Ghi chu: Nhiing truong hop sa thai do vi pham & méic do nghiém trong gy t6n that
vé tai sdn va uy tin cla Tap doan. Sé khong dugc trd trg cAp ma con phai bdi thusng
theo tri gia ton that da gay ra (néu khong sé bj truy td trudc phap luat).

Diéu 46
TRACH NHIEM VAT CHAT

Tuy theo mic do thiét hai gdy ra cho Tap doan va nguyén nhan dan dén viéc thiét
hai sé& xac nhan trach nhiém dén bii va bdi thuoing cu thé.

Moi hu hdng, mat mat vé dung cu, thiét bi, phdi ti€n hanh bdi thudng néu do 16i clia
CBNV. Mc bdi thudng tiry theo mic do 16i gay ra trén co sd gia cda thi truong.

Chuong XI
PIEU KHOAN THI HANH
Piéu 47
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C.T GROUP PH/&N 5: NOI QUY C.T GROUP

Noi quy Tap doan gdm 47 diéu, 11 chuong da dugc Ban lanh dao Tap doan soan
thdo va da tham khéo y kién cla tap thé CBNV Tap doan, c6 hiéu lyc thi hanh k& tir ngay
ky.

Cac quy dinh trai véi ndi quy lao dong dugc bai bd. Cac van dé chua dugc dé cap
trong ban ndi quy lao dong sé dugc gidi quyét theo Phép luat lao dong.

Cac bd phan sé cé cac quy ché lam viéc cho tiing vi tri cu thé va xem nhu 1a phu luc
clia ndi quy nay.
Diéu 48

Ban ndi quy lao dong sé dugc phd bign dén tiing CBNV dé hiéu ré va chap hanh
nghiém tuc.

Trong qud trinh thuc hién, badn ndi quy lao dong cé thé dugc sta ddi, bd sung cho
phti hgp véi tinh hinh thuc t€. Noi dung stia ddi s& dugc tham khao y ki€n nhan vién va
thong bdo dén tting CBNYV trong Tap doan dé hiéu biét va chdp hanh.

DAI DIEN CBNV T M. HOI PONG QUAN TR| TAP POAN
BCH CONG POAN TONG GIAM BOC
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