
c0. Nc HoA xA HOr cHU Ncnie vtEr NAM
DQc lflp - Tg do - H4nh phric

56: 10 /QD-CVH D6ng Npi, ngdy 0t thdng I0 ndm 2022

QUYBT DINH
Vd viQc ban hinh Quy ilinh vd viQc thgc hiQn c6ng tric giao nh$n,

quin lf hing h6a,luu kho biii t4i Cflng Vinh Hung

GIAM D6C

C6XC TY TNHH MTv cANc VINH HI.NG

CIn cf GPDKKD s6: 3603703738 c6p ngdy: 05l\4l2\2l (thay aAi mn 1) cria SO K6 ho4ch
DAu tu Tinh D6ng Nai;

Quyi5t dinh s6: 2|O6/QD-GTVT ngiry 23l08llgg7 cta B0 truong BQ Giao th6ng vfln tii vC

viQc ban hanh The lQ b6c dd, giao nhfln vi b6o quan hang h6a t4i Cing bi6n Vi€t Nam;

Cdn cri Quy chiS ho4t dQng cria Cdng ty TNHH MTV Cang Vinh Hung;

Cdn crl tinh hinh thUc tti ve khai th6c, qu6n ly hdng h6a, luu kho b6i ChngVinh Hung;

QUYET DINH

Di6u 1: Nay ban hdnh kdm theo Quy6t itinh ndy "Quy ctinh vO viQc thUc hiQn c6ng t6c
khai th6c, giao nhfln, quin lf hang h6a luu kho bdi t4i Cing Vinh Hung";

Di6u 2: Quytit tlinh ndy c6 hiQu lUc kC tt ngiy ky. Mqi quy tllnh trudc ddy cria girreVinh
Hyng vd c6c don vi tryc thuQc C6ng ty TNHH MTV Cing Vinh Hung tr6i vdi Quy6t dinh ndy
tt6u bibdi b6;

Di6u 3: C6c 6ng bA, Ph6 girlm tttic, K6 to6n truong, Trunng ciic phong ban, BQ phan truc
thuQc COng ty TNHH MTV Cing Vinh Hung chiu tr6ch nhiQm thi hdnh Quy6t tlinh ndy.

Noi nhQn:
- Nhu diAu 3;
- HDTVCU;
- LuuVT.

COT,IE TY TNHH MTV
cAwe viNn ruuNe

HOANG VAN NHIIONG



cdNe rY TNHH MTV
ciNe viNtt rutNe

CO. T.IC HOA XA UOI CHU NCUiE VET NAM
DQc l6p - Tu do - H4nh phtic

QUY DINH
vt vrpc rHUc HrEN cONc rAc crao NHAN, euAN r,.f Hl,Nc HoA' 

r,u'u riro nAr r4r cANc viNn trtNc
(trir container vi hirng xi)

(Ban hdnh kdm theo Quyet dinh s6: l0 /QD-CVH ngdy 0t thdng l0 ndm 2022
cila Gidm ddc C6ng ty TNHH MTV Cdng Wnh Hung)

I. QUY DINH CHUNG

1. Ph4m vi:

Quy ilinh ndy dugc rip dpng t4i Cdng ty TNHH MTV C6ng Vinh Hung sau ddy ggi tit
ld "C6ng";

2. D(ii tugng:

Quy itinh dugc 6p dr,rng cho viQc giao nhfln, quin ly hdng ho6 luu kho b6i tqi Chng (tri
hdng container, hdng xd);

3. Co sO phfp lf:
- Circ vdn bin quy ph4m ph6p luAt cria Nhd Nudc ViEt Nam v0 giao nhfn giao nhfn

b6o quin hing ho6 t4i Cing bi6n;

- Quyi5t ctinh sd 2106/QE-GTVT ngity 2310811997 cria B0 trudng BQ Giao thdng vfn
tii v0 viQc ban hdnh ThC lQ b6c d0, giao nhpn vd b6o quin hdng h6a t4i Cing bi6n ViQt

Nam;

- Circ lo4i ho-p <t6ng cria Cing kli vdi nguoi nhfn hdng;

4. NguyGn tic:
- ViQc giao nhfn hdng ho6 XI.{K t1i cdc Cing bi6n ln do Cing ti6n hinh tr€n co s& hqp

ttdng gita chri hdng vd ngudi dugc chri hang uy th6c v6i Cing;

- ViQc xiip dd hdng h6a trong pham vi Cing ld do C6ng tO chric thUc hien. Truong hqrp

chri hdng mu6n dua phuong tiQn vdo x6p dO thi phii thoi thufln v6i Cang vd phii tri c6c l$

phi, chi phi 1i6n quan cho Chng;

- Cing nhfln hdng bing phycrng thric ndo thi ph6i giao hdng bang phuong thfc d6.

Cdng kh6ng chiu tr6ch nhiQm v€ hdng ho6 khi hdng dE ra kh6i kho b6i Cing;

- Khi nhfn hdng t4i Cing thi chri hdng hoflc ngudi dugc uj'th6c phii xu6t trinh nhfrng

chring tt hqrp lQ x6c tlinh quy€l duqc nh4n hdng, g6m nhtrng hdng ho6 ghi tr0n chimg til;

- Cing c6p lQnh giao hdng cho ngudi nh4n hdng khi xuSt trinh dri chring til hqrp lQ:

LQnh giao hAng ctia d4i lylhilngtdu (D.O) b6ng chinh , gi6y gi6i thieu nh4n hing,

- C6 chring tir hoic x6c nhfn dd thanh tohn cdc lo4i cudc phi cho Cing, giao dring nQi

dung ghi tr€n lQnh giao hdng cria dai lylhAng tiu (D.O);



- Kho hdng Cing giao hdng theo lQnh giao hdng cria Gi6m ddc Cdn-e. khong su dpng
b6n sao lQnh giao hdng dC giao hdng h6a;

- Khi giao hdng, kho hdng Cing y6u cAu ngudi nhan hang phdi ki€m tra hang hoa
1ry6. khi ky nhfln hdng. Cing kh6ng chiu tr6ch nhiQm vC ntrrmg hang ho6 bi hu hong ho4c
mdt m6t md ngudi nhfln hdng ph6t hiQn sau khi da ky nhan voi Cang.
' II. cAc Loar cHrNG Trr co Lrf,N QUAN onx GrAo NHaN HAriG HOA
TAI CANG ,

Giao nhfn hang ho6 XI{K qua C6ng bi6n <Idi h6i r6t nhi6u lo4i chimg tt, song c6 thiS

phdn thdnh 2 (hai) lo4i li€n quan md Cing thudng xuy6n sri dpng:

1. Chrfrng tir sfr dqng aiii vrni hirng nh$p khiu:
- Bi€n bin ki5t todn nhfln hdng vdi ti.ru (Report on receipt of cargo- ROROC)

- Bi6n bin kC khai hdng thta thiiSu (Certificate of shortlonded cargo- CSC)

- Bi6n b6n hdng hu h6ng tt6 vd (Cargo outum report- COR)

- Lugc khai hdng h6a (Cargo Manifest)

- Vfln don dudng bidn (Ocean Bill of Lading)

- Bin lugc khai hang ho6 (Cargo Manifest)

- Phii5u ki6m d6m Qally sheet)

- So ttd xiSp hdng (Ship's stowage plan)

- Phi6u d6ng g6i (Packing list)

- Bi€n ban gi6m ttinh s6 lugng trgng luqng (Cargo survey)

- LQnh giao hing cta d4i lj tdu (Delivery Order)

- Bi6n bin chuytin chri

- Bi€n ban thUc nhAp

- Phitiu giao hang ki€m phitiu xu6t kho (MAu sA tO1

a. Bihn bdn kil todn nhdn hdngvdi tdu:

Ddy ld bi€n ban duo. c lap giiia Cane vdi tdu sau khi dA dO xong 16 hang hoic toan b0 s0

hang trdn tnu d6 x6c nh4n sO trang thgc t6 dd giao nhfln tai Cang dd hang quy tlinh;

VAn ban ndy c6 tfnh ch6t chimg minh sti luqng hdng thgc nhdn tai Cang diSn vd sO trage

ghi tr0n ban tugc khai cria tdu. Vi vfy ctdy ld c[n ct tlO ngudi nhfln hang tai Cang <l6n

t t i6u n4i ngudi chuy6n ch& hay COng ty bao hi€m @Au hdng hod dd duqc mua bdo hidfi.
E6ng thdi tlay cflng ld c6n cf d6 Cnng titin hdnh giao nh4n hing nhap khAu vdi nhd nhap

khAu vi cting li bing chimg v6 viQc Cang ttd hoan thanh viQc giao hang cho ngudi nh4p

kh6u theo dfng sti luqng mi minh thpc tti da nhfln vdi ngudi chuyOn ch&;

b. BiAn bdn k0 khai hdng thila thidu:

Khi giao nh4n hdng vdi tdu, ntiu sO luqmg hang ho.a tr6n ROROC ch6nh lQch so vdi tr6n

luqc l,*rai hang ho6 thi ngudi nhfln hang pt ai yeu cdu lflp bi6n ban hing thira thiiSu. Nhu
vfy bi6n ban hang thta thiiSu ld mQt bi6n b6n dugc lfp ra tr6n co s& bi6n ban k6t toan nhfn
hang vdi tdu vd lugc khai;
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c. BiAn bdn hdng hu hong dii vd:

Trong quii trinh dO hdng ra kh6i tdu t4i Ctng dich, ntiu ph6t hiQn thAy hdng ho6 bi hu
h6ng dO vd thi C6ng vd tdu phii cirng nhau lfp mQt bi0n bin v€ tinh tr4ng dO vd cria hdng
ho6. Bi6n bin ndy ggi ld bi6n bin x6c nhpn hing hu h6ng d6 vO do tdu gdy n6n;

. d. Luqc khai hdng hda:

Do ngudi v4n chuy6n lflp. NQi dung: t6n tdu, ngdy d6n, qu6c tich, chuy6n, C?nexi5p -
dO hang, tti6u kien giao hdng,.s5 vfln tii don (Bill of Loading: B/L), nhd xu6t khAu, ngudi
nhfln, ky ma hiQu hang h6a, s6 lugng, mO ti hdng h6a, trgng lugng theo tinh, trgng luqng
ci bi;

Ddy ld bing k6 chi tiiSt c6c lo4i hdng xi5p tr6n tdu cl€ vfln chuyiSn d6n c6c Cing kh6c
nhau do <tai ly t4i Cing x{ip hdng cf,n cri vdo vfln <Ion hp n6n. Bing lugc khai ld co s0 dO

COng ty vfln tii (tdu) dirng A6 AOi chi6u hic dd hdng;

e. Vqn don dudng biAn:

VQn don tludng bi6n ld mQt chimg tu vfn tti hang ho6 bing cludng bitin do ngudi
chuy6n ch0 ho{c etai diQn ctia h9 c6p cho ngucri grii hdng sau khi da xi5p hdng 16n tdu hoflc
sau khi da nhan hdng tt6 x6p. N6 c6 t6c dgng nhu ld mQt bing chring v€ giao dich hdng
ho6, ld bing chimg c6 hgrp tt6ng chuy0n chd;

f, PhiAu ki1m diim:

Tally sheet ld phi6u ki€m tltim hang ho6 dE xi5p l6n tdu do nhdn vi€n ki6m tltim chiu
tr6ch nhiQm ghi Chep, ld mQt loai phitiu ki€m diSm tai cAu tdu trdn d6 ghi s6 luqmg hang

ho6 dd dugc giao nhfn t4i cdu tiu, theo quy tlinh ttmg Cing cdn c6 mQt sd chimg til kh6c

nhu phiiSu ghi sO lugng hdng, biio c6o hdng ngdy;

Phiiiu ki6m it6m ln mQt chring tir g6c v6 s6 lugmg hdng ho6 dugc x6p l6n tdu. Do tl6 bin
sao cta phiiSu ki6m dtim phii giuo rho thuy6n phophp tr6chloA harrg ho6 mQt bin d6 luu
gifr, n6 cdn cdn thi6t cho nhiing khi6u n4i tdn thdt v€ hdng ho6 sau ndy;

g. Phidu ddng g6i:

Phitiu d6ng g6i ld bing kC khai t6t cir circ hdng ho6 ilUng trong mQt kien hdng. Phii5u

tt6ng g6i dugc sti dpng it6 mO th cdch d6ng g6i hdng ho6L (vi dp nhu kiQn hang dugc chia

ra ldm bao nhi€u g6i, lo4i bao g6i dugc st dpng, trgng luqng cria bao g6i, kich c0 bao g6i,

c6c d6u hiQu c6 th€ c6 tr€n bao g6i,...) Phii5u d6ng g6i dugc dflt trong bao bi sao cho ngudi
mua c6 th.5 dE ddng tim th5y, cfing c6 khi dti trong mQt trii gin b€n ngodi bao bi;

h. So di xAp hdng:

Ld bin vE vi tri sip xiSp hing tr6n tdu dr5 theo d6i, kirSm tra khi dd hdng l6n xu5ng c6c

Cing do thuyAn truong rir.rg nhan vi6n diAu dQ sE lfp so dO xtip hd.nS vdi mpc dich nhim
sri dpng mQt cdch hqp ly c6c khoang, h6m chria hdng tr€n tiu cdn bing trong qu6 trinh vfln
cnuyen;

i. BiAn bdn gidm dinh: \!

Ddy ld chtng tir x6c nhfln sO lugng, trgng lugng thpc ti5 cria 16 hdng dugc dd kh6i
phuong tiQn v4n tai (tdu) 0 nudc ngudi nhflp khAu. Th6ng thuong bi6n bin girim ilinh s6

lugng, trgng lugng do COng ty gi6m itinh c6p sau khi ldm girlm tlinh;



j. LQnh giao hdng cila dqi ly tdu;

lo ttpi-ly tdu c6p cho ngudi nhdn hdng. Ld. co sd chfng minh ngudi nh4n hdng c6
quy6n sd hiru hqp ph6p 16 hdng tai tdu, c6 quyAn nhfln hdng vd c6 ,gtiu vu voi cdc b6n
li6n quan theo tho6 thufln;

k. Bi1n bdn chuy€n chti:

Do K€t to6n tdu lflp sau khi ky k6t torln v6i tdu, lap biOn b6n chuyiSn chri (d6i chieu r-cri
kho hdng). s6 lugng hdng nhflp kho bii,.trong d6.ghi t6ng hqp c6c phucrng rin nhdn harn-e
cria tdu (so luqng trgng luqng da giao thing, f,uy nf,6p n o), ui t.i ,,t ap kh": Gt;ap. ,a
vqn tgi don, t6n kh6ch fdrg, lo4i hdng, t€n tdu. Bi0n b6n chuy6n chri c6 gi6 tri n6i Ug, aung
A6 AOi chiiSu theo d6i rO Ueu giao nhan hdng h6a c6c tdu c6 nhfp hdng vdo kho bai Cing.

L BiAn bdn thuc nhQp:

Duoc kho hdng Cing lflp sau khi nhflp kho xong ttng 16 hdng (theo v6n tii don ghi
trong lugc khai hdng h6a) trong d6 ghi chi titit t0n tdu, ngdy cdp b6n, t6n don vi chri hdng,
lo4i hdng, s6 lugng, trgng t,rqrg thpl nhan vdo kho (hdng ng.ryen, hdng <16 vo), dia Ji61n,
ngdy ky, chfr ky, b6n giao, b6n nhpn;

m. PhiAu giao hdng kiOm phi€u xutit kho;

LA phiiSu giao hdng cho khiich hdng. U6i tAn giao hdng nh6n vi€n giao nh4n, kho hirng
lap phiiSu ghi rd don vi nhdn, lo4i hdng, ro toqneltlgng triqng, ten va Io phuong tiqn nhan
hdng. C6 ctai diQn b6n giao, b€n nh4n cirng kf . PhiiSu giao hang ki€m phitiu xu6i kho dugc
l4p cdn cri theo Lenh giao hdng, giao tir t6n hdng clAu ti€n cho rltln t6n hdng cu6i cirng cria
16 hing;

2. Chrring tt sfr dgng atii vrl'i hing xudt khiu
- B6n k€ chi titit hdng hod (cargo list)

- Bi6n lai thuy6n ph6 (Mate's receipt)

a. Bdng kA chi tiAt hdng hod:

Bing k0 chi titit hdng ho6 ld chimg tt v€ chi titit hdng ho6 trong kiQn hdng. N6 tao diAu
kiQn thupn tiQn cho viQc.ki6m tra hdng ho6. Ngodi ra n6 c6 tdc Aung bd sung cho hoii don
khi 16 hdng bao gom nhiAu lo4i hdng .6 ten ggiru,a. nhau vd phAm J6p m,a. ,nur;

b. BiOn lai thuyin ph6;

Bi6n lai thuyAn ph6 ld chimg tir do thuy6n ph6 php tr6ch ve hAng h6a c6p cho nguoi grii
hdng hay chti hdng xiic nhQn tdu d5 nh6n xong hdng. ViQc c5p bi6n lai thuy6n ph6 la mQt
sg thira nhfn ring hdng dd dugc xtip xu6ng tdu, da ctugc xri ly mOt crich thich hqp va can
thpn. Do d6 trong qu6 trinh nhfn hang, lgudi v4n tii nilu thAy tinh tr4ng bao bi khdng chic
chdn thi phii ghi cht vdo bi6n lai thuy6n ph6. Dga tr6n ccr so bi€n lai thuy6n ph6, thuy€n
truong se ky phrit vfln don dudng bi6n ld tdu dd nhpn hdng diS chuy€n ch6.

3. Cic chrfrng tir do Cing lgp:

a. Sii luqng chrtng ti phdi lip:
- BiAn b,fin kdt tudn nhSn hdng vti tdu g6m 04 bdn: giao cho tdu 01 b6n, Dpi lf 0l bin,

Phong Tryc ban Cing 0l bin, luu 01 bdn;

- BiAn bdn kA khai hdng thira thidu, g6m 04 b6n: giao cho tdu 01 bin, dail! 0l bdn,
phong KDKT Cing 01 bin, luu 0l b6n;
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- BiAn bdn hdng hr hdng tI6 vd, g6m 04 bin: giao cho tdu 0l bin, tlai ly 01 b6n, phdng
KDKT Cdng 01 bdn. ltru 0l bin;

- Lgnh gioo hdng, giim 04 li6n: giao cho Thuong vg 01 li6n, dQi kho hdng 0l li6n,
kh6ch hdng 01 li€n vd bio vE 01 liOn;

. - PhiAu kiAm dim, gdm05 b6n: giao cho ki6m kiQn cria tdu 01 b6n, ki5t to6n tdu 01 b6n,

chri hdng 01 bAn, Cry CP x6p do 01 b6n, luu 01 bdn;

- BiAn bdn chuyin chrt g6m 03 bin: giao cho dQi kho hdng 01 bin, kho git hdng 0l
bin, c6p lenh 01 bin;

- Biin brtn thgc nh\p, g6m 04 bin: giao cho chri hdng 01 bin, kho giir hdng 0l b6n, ctQi

kho hdng 0l bin, thuong vU 01 bin;

- PhiAu giao hdng kiAm phiiiu xudt kho, g6m 04 bdn: giao cho chri hdng 01 bin,
thuong vU 01 b6n, kho giir hdng 01 b6n, ttQi kho hdng 01 bin;

- PhiAu vQn chuydn, gdm 04 bin: giao cho Hii quan 0l b6n, b6o vQ c6ng 01 bdn,

phuong tiQn chcr hing 0l bdn, kho/giao nh4n luu 01 bin.

b. Chit lqt tAn chilmg tit:

- BiAn brtn kdt todn nhQn hdng voi tdu, giim cht ky cria tdu vd c6n b6 kiSt to6n tau;

- Bihn bdn k0 khai hdng thba thi6u, g6m chfi ky cria tdu vd c6n bQ k6t to6n tau;

- BiAn bdn hdng hw hdng iI6 vd, g6m chtr ky cria tdu vd c6n b6 ki5t to6n tau;

- LQnh giao hdng, gdm cht ky cria khrich hdng, nguoi vi6t lQnh vd Gi6m d6c CAng hopc

ngudi dugc riy quyiin;

- Phidu kiilm iftm, g}mchir kf cria tiu fti1m kiQn) vitnhdn vi€n giao nh4n t4i tdu;

- BiAn bdn chuydn chrt gdmcht ky cria dpi diQn kho hdng vir c6n b0 k6t to6n tiu;

- BiAn bdn thryc nh\p, g6m cht ky cria tru&ng ca kho hirng, ngudi giao vi nguoi nh4n

(nhdn vi1n kho hdng);

- PhiAu giao hdng kiAm phi\u xudt kho, gdm chtr ky cria tru&ng kho hdng, ngudi giao

(nhdn vi1n kho hdng) vd ngudi nh$n (chil hdng);

- Phi\u vQn chuydn, gdm chii ky cria it4i diQn phuong tiQn, ngudi giao (nhdn vi1n gioo

nhdn, kho hdng) vd nguoi nhQn (chtt hdng).

4. Chfl'ng tir cfra khich hing

- LQnh giao hdng cfia ttgi l!,tdu cdp cho ngudi nhQn hdng (D.O):

Kh6ch hdng rlua cho Thuong w 0l(m0t) bin O6 OOi lQnh giao hdng cria Cnng.- !e$r eli
16 hg t6n ngudi cAp vd d6ng ddl (ddu trdn), trucrng hqp kh6ng d6ng d6u trdn ph6i y6u cdu

ilai ly c6 vdn bin gi6i thiQu chfi ky cria ngudi cdp lQnh. Vdn b6n ndy c6 thoi h4n ddi vd do
a. , ., 

^ngudi c6 thdm quy€n ky t€n vd d6ng ddu (ddu trdn);

Kh6ch hdng dua cho Thuong vu 01(,n Qt)bhnd6 OOi lQnh.giao hdng cria Cing. Gi6y gi6i

thiQu phii do ngudi c6 thAm quyin ky t6n vi d6ng ddu @iiu trdn) ghi itAy chi, ri6ng phAn

nQi dung phdi ghi 16 gi6i thiQu tt6n Cing nhpn hdng (loAi hdng, s6 lugng, trgng lugng, t6n

tdu, ngdy cap b€n ...).
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- GiAy Uy quyin;

- Ctic giAy fi cd nhhn khdc: CMND/CCCD ....

III. TRiNH TTI CAC BIIOC THU TUC.NHAN TTANC TTI TAU VA CTAO
HANG RA KHOI KHO NAT CAXC

. l.Hirng giao thing t4i tiru

So tI6 giao. hing t4i tiru

Trinh tg thqc hi$n viQc giao hing t4i tiru:

- Cdc bQ phfln Thucrng vu, d6i giao nhfln titip nhpn hii so tdu tt Ban khai th6c;

- Kii5m tra d6i chiiSu th6ng tin tr6n bin lugc khai hdng h6a;

- ftlt to6n tdu ki6m tra tinh tr4ng hdng h6a t4i tdu. Khi cdn thitit lflp bi0n bin ban dAu;

- TO chfc thgc hiQn giao nhQn hdng tpi tiu, phdn c6ng nhdn vi6n giao nhfln ki6m d6m;

- Khrich hdng cAm lQnh giao hdng (D.O), ei6y gidi thiQu vit cdc chting tt nh4n hdng
_l I I \ '-t) Q---J O--

d€n Thuong vp d6ng ti6n vd l6y lQnh Giao hdng (giao thdng);

- Thucrng 4r nhfn chring tt, kii5m tra cl6i chi6u, xri ly thanh to6n, ky hqrp d6ng vd c6p
lQnh giao hing;

- Khrlch hing cAm lQnh giao hdng ra tdu dua cho ki5t to6n tdu, giao nhpn it6 nhfln
hdng;

- Giao nhfln giao hdng tAi tdu, ki6m rti5m ghi ch6p taly, c6p phitiu v4n chuy6n, lflp b6o
c6o hdng ngdy chuy6n f6t to6n tdu;

\
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Giao nhdn-

Kho hing
Giao nhin

KiiSm tra, d6i
chi6u chLrngtir

Phdi hqp v6i
tlai lf, chi

hdng vd c6c
b€n li€n

quan, lflp KH
t0 chrlc giao

hnng

fiiim tra a6l
chitiu chtmg tu

I vic6c tti€u ki€n

ri6m
tra
PT

nhAtr

hilngPhin c6ng vi
Th b6o cho NV

I GN cdc thOng
tin w giao hdng

Cung c6p
chfng tir

cho c6c bQ

phfln li€n
qlan

-..i -lh.lem oem gnl
chdp taly, L{p
BC hang ngdy

T86o cho TB-
GN- KH kist

quii thu cudc

Lflp h6a don
thanh lj HD

Xu lf thanh
to6n, kj hqp

ddng

o6i ctrii5u,
thOng b6o sti

liQu cho <l4i

lf kh6ch hnng



- B9 phan Ktit toiln tiru ki€m soSt phi6u giao hdng ki6m phiiSu xu6t kho so s6nh vdi
lQnh xu6t kho, th6ng b6o cho giao nh4n sO lugng hdng phdi giao hdng ngdy cho ttiin khi
xiSp/dd xong h*g;

- Kh6ch hang tcy xilc nhpn phitiu giao hdng ki6m phiiSu xuAt kho, phii5u v4n chuyi5n vd
dua phuong tiQn cho hang ra c6ng 86o vQ;

86o v€ cdng kitim tra phucrng tiQn, phitiu giao.hdng kiOm phitiu xuAt kho, phii5u v4n
chuyi5n so v6i lQnh giao hd,ng, luu chimg tir vd vio sd nhft ky ki€m tra hdng ngdy;

- ftit to6n tdu t6ng hqrp sO tigu ki6m ct6m de ky ki5t to6n tru6c khi tdu roi CAng.

2. Giao hing t4i kho bfli

So tI6 nh$p/xu6t hing t4i kho biii

Trinh tg thr;c hiQn viQc giao hirng t4i kho bfli:

- N6u nh4n todn b9 16 hdng trong kho bAi thi kh6ch hing dua lQnh giao hang ittin

Thuong vu dC ldm lQnh xu6t kho;

- Trudng.hqp Aa nhfln hdng m.Ot phAn giao thingtpi tdu vd nh4n titip mQt phAn trong

kho bai, thiiArnlenh giao hang disn Thuong vu it6 OOi ctritiu gia h4n lpnh l6y hang trong

kho b6i;

- Kh6ch hing cAm lenh da OOi ctriiSu x5c nhfn di5n kho git hang it6 nhan hing;

- Kho hdng ki6m tra lQnh xu6t kho c6 xiic nh{n cta bQ phfln c6p lQnh, giao hdng theo

nQi dung vn thli h4n dugc x6c nhfln, vitit phiiSu giao hdng ki6m phitiu xuAt kho, viiSt phi6u

vfln chuy0n, lflp biio c6o cu6i ngdy vd ghi sO nhQt ky kho;

- Dgi kho hdng ki6m soiit viQc giao hdng tqi circ kho, kirim tra phiiSu giao hdng ki€m
phiiiu xu6t kho so s6nh vdi lQnh xu6t kho it6 quan ly viQc giao hdng;

- Kh6ch hnng kf x6c nhfn,.phiiiu xu6t kho vd dua phuong tiQn ch& hdng ra c6ng b6o

vg;

- 
"Bao 

vQ c6ng ki6m tra phucrng tiQn, phiiSu giao"hdng ki€m phi6u xu6t kho, phi6u v4n

chuyiSn so vdi lQnh giao hdng, luu c-himg tir vd vdo s6 nhft ky kiOm tra hdng ngey.

X6c nhdn LQnh GH

Ki6m so6t viQc giao
hAng, kiem tra phi€u
xu6t kho, a5i ctri6u
vdi LOnh GH.

Giao hdng, vilit
phiiiu xudt kho,

phi0u v4n chuydn
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ry. cAc BO rHAN LrtN euAN Tr{,fc nrpNt
1. Khfch hing
a. Kh6ch hdng ttua lQnh giao hang @.q ei6y gi6i thiQu bing chinh vi c6c chimg tu

nhfln hang cho Thucrng vu, ky hqp <l6ng @du cd), thanh to6n dAy dri c6c khoan cudc theo
h6a don thuong vp thdng b6o (cudc dich vqt gilm, biic xdp, giao nhQn, hru kho bdi, cdn cdu
vd cdc chi phi khdc ...);

b. Nhfln lQnh giao hang do cang c6p \qi b0 phAn vidt l€nh);

c. NhQn hang tai tdu: Kh6ch hang cAm LQnh giao hang cho ktit to6n tiu, giao nhfn rt6
nhfln hang, dua phuong tipn tltin nhfln hang ilAy dt, lcy citc chfmg tir nhfn hdng tai dAu cdn;

d. NhAn hang tdu mQt phdn vd nhfln ti6p phan cdn l4i t4i kho: kh6ch hing dtin eOi ctriiSu
hang h6a da nhAn tai tdu vdi Thuong vU, x6c nhfn lQnh giao hang de ti6p tpc nhfn hang
cdn l4i t4i kho bdi Cang, ky c6c chimg tir nhfn hdng t4i kho bdi;

e. Dtrng lcf chtr ky m6u cI€ vitit phitiu nh6 cho phuong ti$n vdo nhan hang t4i noi nhfn
h*gt

f. I{hAn toan b0 hang t4i kho: trinh t.u nhu mpc a vd ky c6c chimg tu nhan hang t4i kho
Dau

g. N6u lQnh giao hang htit h4n kh6ch hdng dua lQnh giao hang di5n Thuong vu thanh
to6n bO sung c6c khoin cu6c phi, sau tl6 Thuong vU <t6ng d6u gia han lenh clio l6n xu6t
hang k6 ti6p, khrlch hdng dua dtin kho git hnng it6 nhan hang tiiSp.

2. Ban Khai thic Thuong vB Ti6p thi cfrng:

2.1. BO phfln k5 ho4ch tiru (Trqc Ban):

a. Thay mflt Ban Gi6m Ddc, b0 p]rfln qudn ly, cti6u henh, tO chtic khai th6c vd sip x6p
c6c hoat tlQne khai th6c tiu. L4p kti ho4ch diAu dQng tdu hang ngay. C6 kis ho4ch diAu
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tlQng phir hqp d€ khai thic tdu dugc t6t nhdt;

b. Li€n h0 chri hdng, <tai lf ho4c hing tdu t16 xric nhfln th6ng tin tdu d6n tdu tli. Titip
nhfln thdng tin tir c6c D4i llf, tt b0 phfln ti6p thi vi ciic th6ng tin kh6c, b0 phan k6 hoach
tdu c6 tr6ch nhiQm cflp nhft th6ng tin viS tdu hdng ho6, cic th6ng sO ky thuflt ctia tiu, thdng
tin vC hang h6a cfing nhu chri hing biS tri vi tri neo dQu hqp ly vd df,m b6o an toan hang
hii, khdng eC acn tfc tiu do kh6ng ldry duo. c hdng, dim b6o hiQu qui stl dpng trang thi6t
bi, co s& h4 tdng (can cAu, xe v4n chuy6n trong chng, c6c thitit bi kh6c, kho bai ...);

c. Titip nhan hO so tdu tir tdu vd tt4i ly g6*' manifest, packing list, l$nh giao hang cta
tlai lf (D.O), cargo list, phi6u y0u c6u c6p dich vp cta tlai ly tdu c6c chimg tt kh6c ntiu c6;
chuytin cho c6c b0 phfln Thuong vU, kho hdng <t€ theo d6i thu cudc vi giao hing;

d. PhOi hgrp ctng Thuong vU d6 l6n k6 ho4ch tiiip nhfn tdu, khdng tt€ tintr trAng tdu c$p
btin mi khdng ldm hang dugc vi chua hoan t6t thti tpc Hii quan, Ki6m dich,...;

e. Citcri nhdn vi6n kiit to6n tdu theo d6i tinh hinh giao hdng tAi teu theo ttmg miing, ca
cU thl5. Ki6m tra ddi chiiSu th6hg tin vC hang h6a ghi tr6n bin lugc khai hing h6a, phuong
6n vd c6c diAu kiQn kh6c vO giao nhfln hang tciSt trqp vdi giao nhan dC t6ng hqp hing h6a
truOc khi ky ktit torin tdu;

f. fhOi trqp cirng tryc ban tdu cho tdu cfp ctring man \trdilOhii) itim b6o tdu ldm hang

dugc. gO tri cAu Cing pht hgrp, thufln lqi vdi hdng ho6, t6t c6u vd trgng t6i cta tdu, kh6ng
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OC tintr tr4ng phrit sinh chi phi do tdu ph6i tro dAu, thUc hiQn ttring quy ttfnh vA an toan

Hang hii cta c6c co quan quin ly Nhe nudc;

g. Thdng b6o chinh x6c thoi.gian vd ttia tlidm,tdu cfp Chng cho c6c co quan,co-liel
quan nhu Cang vg, Hoa Ti€u, d6ng thdi th6ng b6o cho c6c don vi c6 li6n quan bi6t d€ c6

ki3 ho4ch tii5p nhfln tau. ViQc x6c t6o phii goi cho c6c b6n c6 li6n quan chfm rf;ret h n
Qhrdi hai) gib tru6c khi tiu c4p cAu phao ngo4i tru trudng hqp c6 y6u cdu i10t xudt cria d4i

lf, kh6ch h*g;
h. Trong truong hqp tdu d6n Cing vdi mflt d0 day thi theo vdn bin md Cing dd goi cho

circ.dqi5;Inacn [*g ta, niro c6 Ou Uao t*6". | @irqtu6n ttugc uu ti6n cdn ni5u b6o ttOt

xudt phii chd cdu dt d6 li khrich hang thdn thi6t hay ti6m ndng;

i. ph6i hqp giira c6c b0 phan nhu tryc ban kti ho4ch-til, lgp dd1g,.c6ng.phi, tryc pan

hang ho6 ki6-m tra cec gi6y tg 
"6 

li6n quan do d4i ly kh6ch hang goi iltin bang fax, bdng

mail phii phir hqp theo y0u ciu, n6u khdng phir hqrp y6u cAu goi l4i tlfng theo quy ttinh;

j. I.{hAn th6ng tin tt b0 phfln ddi nq vA tinh hinh thu no, vA nhirng dcrn vi thanh toan

ch[m, n6u th6y-kh6ch hdng c6 y6u c6u dich vp tdu d6n mi cdn ng dqng thi nh6c nh& c6c

b0 ph$n li6n quan cirng biiSt <tti theo dOi ph6i hgp thu ng. Tru6c khi tdu rdi di b6o cho c6c

bO phan [6n quan ptrOitrqp thu tiAn, tr6nh trudng hqp dC tdu di md chua thanh to6n xong;

k. Trong qu6 trinh tti6u etQng tdu, theo d6i tinh tr4ng ilQ sdy cAu C6ng, b6n phao, dA xu6t

n4o v6t, trtr.tttu b6n phao, cilu Cing ni5u khOng dt ti€u chudn titip nhfn tdu.

2.28Q ph$n Thuong vg:

a. Tii5p nhfln hO so tdu:

Y*g nhap, chimg tir bao gtim: manifest, packing list, lenh giao hang cria d4i l! (D.O),

phi6u y6u cdu c6p dich vu cta <tai ly tdu c6c chrlng tit kh6c n€u c6;

Hang xu6t, chimg tir bao giim: gargo list, bi6n b6n thpc nhap itdi vdi truong hgrp c6

nhflp hang vdo kho b6i tru6c khi xudt l0n tdu vi c6c gi6y td li€n quan;

b. Thuong vU cri ngudi chuy6n vitit lQnh, nhfln lenh giao,hang .(D.O), gi5y gidi thiQu vi
c6c chimg ttl nnan hang do chti hang dua d6n, ki6m tra d6i chi6u chimg tir, xt ly thanh

to6n vd c6p lQnh giao hing cho kh6ch h*g, khi Thuong vg x6c nhAn dA gihi quy€t xong

viQc thantrto6n ctia kh6ch hdng, thi mdi c6p lQnh giao hdng hoflc gia han lQnh (lQnh giao

thdngvd lenhxudt kho).

c. C6p lQnh giao hdng cho kh6ch hang:

- Nilu kh6ch hang nhan toan b0 hdng t4i tdu ho{c todn bQ trong.kho bAi thi kh6ch hing
tlua lQnh giao hang etEn Thucrng vu d6 tam tenn giao thing ho4c xu6t kho;

- Trudmg hqrp da nh4n mQt phdn giao thu{,g lai tau vi nhfln ti6p mOt phAn trong kho

bAi, thi Aualenn giao hang d6n Thuong W de AOi ct itiu gia h4n lQnh l6y hang trong kho

b6i. Thuong vp ki6m tra lugng hdng md kh6ch hdng dd nhfn, x6c dinh lugng hing cdn l4i,

tn U6 rrni ua x6c nhfn tenn"xu6tLno, th6ng Uao cho ttQi kho hdng vd kho tn;c tii5p git
h*g;

d. Truong hqp chua thanh to6n dri cudc, Thuong vU lE x6c dinh luqng hdn8. 1**g
duong vdi khoan titjn cdn thi6u dC git l4i, d6ng d6u ttOi chii5u gia h4n lQnh, ghi r! 16.luqq
hing cdn git l4i, thdi hpn dugc nhfn hdng, chuy6n cho DQi kho hing vi kho giii hing tt€
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ptrOi hop giao hdng khi ngudi nhtn hang il6 chuy6n dt ti6n thi phii nhanh ch6ng x6c nhfln
cho Ddi kho hdng vd kho gifi hdng ti6p tuc giao hdng;

e. LQnh giao hing phii ghi rO ngdy htit h4n giao hdng, ngudi nhfln hdng phii thanh to6n
th6m cudc luu kho b5i thi mdi gia h4n l€nh giao hdng vd ti6p tpc theo trinh tg ndy cho d6n
khi giao htit hang;
' f. Hdng nhfp vdo kho b6i tru6c khi x6p l6n tdu, kho hdng chuyi5n bi6n bin thUc nhflp
cho Thuong vp cI6 so to6n hqp d6ng hoac lflp h6a itcrn thu cu6c tru6c khi xiip hang ien tau;

g. Trudng hgp ph6t hiQn lOnh giao hdng cria <l4i l!,ftfing titu (D.O) sai v6i manifest thi
b0 ph0n c6p lQnh giao hdng phdiy€u cAu k},acn heng di d6i tai l6nh giao hdng cria d4i
lylhangfitn (D.o) khdc cho dring v6i manifest, hic d6 mdi c6p lQnh giao hdng;

h. Hdng thira so v6i lugc khai hdng h6a (tru hdng x6, hdng container) khi giao hdng
ph6i c6 lQnh giao hdng (D.O) bO sung cria d4i lflhang idu;

i. Tru6c khi lQnh xu6tkho h6t h4n, bQ phQn c6p lgnh phii brio cho kho giir hdng bitit dC
ngtmg giao hdng vd y€u c6u kh6ch hdng d6n Thucrng rp dOng tiOn gia tran lQnn xu6-t kho:

j Ngudi vitit l6nh giao hdng nhfn b6o c6o hdng ngdy cria c5c kho grii len, tru dAn
lugng hdng dd giao ghi tr6n phi6u gia-o hdng ki6m phitiu xu6t kho @ai sii tO1 so voi
luqng hdng ghi tr6n lQnh xu6t kho OC nem soilt viQc giao hdng;

k."Khi nh4n dugc b6o c6o thanh lj hdng h6a cria kho hdng grii d6n, phii t6ng hqrp kiem
tra d6 lflp h6a don thu cudc dich vp.

23 TiSp thi, cflp nhflt th6ng tin, chim s6c kh6ch hing.

a. Ban Gi6m D6c c6ng ti6p can nam b6t thi truong, phdn c6ng theo pham vi, c6p d0 vd
linh vpc itflc tht cria Cing itA ra cilc chinh s6ch vi m6 todn cing;

b. Phdn cdng nhdn sp ldm c6ng t6c titip thi chdm s6c kh6ch, nghiCn cr?u thi trucrng xu6t
nhfp khAu, th! trudng nQi dia, thi trudng ran tai vd ciic hoat rtQng li6n quan dtin Cang bi6n
trong khu vpc vd ngo-di nudc. 86 phan titip thi phai kip thdi tham muu cho Gi6m d6c cric
th6ng tin cAn thi6t nhim dua ra chinh srlch phu hqp;

c. Titip thi nim b6t, cung c6p th6ng tin dich vp cho kh6ch hdng tryc ti6p, thuong xuy0n,
dim bdo ch6t luqng dich vp, t6 chric chdm s6c kh6ch hdng, c6 chinh s6ch phu hqrp vdi
tung d6i tugng kh6ch hing, uu ti0n ph6t huy thii m4nh ctiaitmg bQ ph4n, cdn cri vd-o c6c
y6u td vf trf dla ly, kho b6i, nhdn lpc tr6n co sd tudn thri c6c quy ttlnh Phrlp lupt vd quy chiS

cria Cing;

d. Tim hii5u, tdp hgrp, ph6n lo4i, bO sung hodn chinh c6c th6ng tin li6n quan dtin kh6ch
hang vd hdng h6a c6 nhu ciu vdi Cing vd c6c yOu c6u it{c biet kh6c. PhAn lo4i, l€n kti
hopch tO chric titip thi Oe t6u ggi, khuy6n khfch kh6ch hdng v6 Chng;

e. Titip thi c6 nhiQm vg tritin khai crlc chinh s6ch ti{lp thi tt Ban Gi6m d6c Cing xu6ng
c6c Ban dQi thdnh vi6n thuQc Cing cirng thpc hiQn.

2.4Dfli kho hirng:

a. Nh4n d6y dti chring tt hdng h6a theo quy cllnh ldm cdn cri ki+5m d6m, giao hdng:

- HdnS, nhAp, chring tir bao gdm: manifest, packing list, lQnh giao hdng cria dai ly
(D,O), phitiu y€u cdu c6p dfch vp cria dai ly tdu vd cdc gi6y td li6n quan;
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- Hang xUAt, ctnmg tu bao giim: cargo list, bi€n bin thWc nh|'p @6i vdi trudng hqp cd
nhqp kho bdi trr6c khi xwit lAn fiu) vd c6c gi6y td liOn quan;

b. I.ihAn th6ng tin tu ban KDKT i

c. [,0p kti ho.4ch phan m nang h6a xu'At nhflp kho bdi cin cri vdo th6ng tin (ghi 0 mgc
a), tri6n khai d6n c6c kho thUc hiQn. Ki6m tra hang h6a khi nhflp vdo kho b6i g6m: chri
hdng, lo4i hdng, sti lugng, trgng lugng, hdng c6 <tAy <Iti k1f - mfl hiQu hdng ho6 theo quy
<linh hign hdnh, tru hdng rdi, hdng di5 trAn,... dpa theo h6 scv g6c (manifest, cargo list,...).
OOi vOi hdng container: sO hieu container phii 16 rdng, tinh tr4ng b6n ngodi container;

. 
d. Sap xep hdng h6a trong kho b6i, thUc hiQn dring nhtng quy ttinh hiQn hanh vA ch6t

x6p hangJr6a trong kho bdi. Hang vdo kho bAi ph6i chdt x6p theo 16, theo B/L hdng, kh6ng
dugc d€ 16n lOn kh6 ki6m so6t;

e. Lfp bi€n bin thpc nhfp kni nhfln hdng vdo kho bii, c6 chfr kj cria tru&ng ca kho
hdng, ngudi giao vd nguoi nhQn (nhdnviAn kho hdng);

f. Khi ngudi nhfln hdng dua lQnh giao hdng d6n, tru&ng kho hang nhfn lQnh giao hang

ki6m tra th6ng tin ghi tr6n lQnh giao hdng: ggdy c5p, ngdy hiSt gi|tri,lopi hdng dugc nhfn,
sO lugng, trgng luqng, tOn tdu, ngdy c{p b6n,... ldm cin cri giao hdng. Chuy6n nhdn vi6n
ki5t torin kho l6n kii ho4ch xu6t kho. Cit ct nhdn vi6n kho hang giao hdng;

.g. Sau m6i ca, nhdn vi6n ktit toan kho vitit ptriiSu giao hang ki6m phiiSu xu6t kho (mdu
sO 10) m6i khi giao hing, phi6u giao hang phii c6 tt6y tlti chti kj cta trudng kho hang,

ngudi giao (nhdn viAn kho hdng) vd ngudi nhdn (chit hdng);

h. Phii5u giao hdng ki6m phiiiu xu6t kho phii <Iugc ghi ch6p dAy dri, khdng ghi tfu, ghi
khdng 16. Ph6n trich lQnh ghi etri theo nQi dung lQnh giao hdng cria Cing c6p. Phdn thpc
xuSt ghi 16: lopi hdng, sO luqng, trgng luqmg thpc xu6t, t€n phucrng tiQn nh4n hing vi tri
giao hang, ngdy, c6c cht ky t€n phii ghi 16 hg vi t€n;

i. Klo hang tryc titip xu6t nhflp hdng, chi giao hang iltin ngdy htit h4n ghi tr6n lQnh giao

hang, niiu knach hang mu5n nnan nang titip thi phdi huong dan d6n Thuong vu di5 gia h4n

lQnh giao hing;

j. Khi xu6t hi5t hang cric kho tdng hgp toin b0 m6u sO tO ctia timg lQnh giao hdng grli

Thuong W de lQp h6a don thu cudc;

k. Phqn cdng nhdn vi6n ktit to6n kho, sau m6i ca nhflp, tap hqp tally xu6t kho, phi6u

vfn chuy6n, mdu sO tO <le t6ng hqrp s6 liQu hing ngiy cho Dgi KH vdo m5i bu6i sang cria

ca ldm viQc ti6 n6m tinh hinh. Ghi ch6p sd c6i, cflp nhflt sO Ueu vio hQ thting ctra kho hdng;

l. SO nnat ky kho phii dugc lflp vd ghi ch6p dfng theo quy dinh, hdng ngdy c6c kho
hing phii ghi ch6p th6ng,tin li6n quan d€n hoat ctQng xudt nh4p hang h6a qua h9, .ap
nfrflt O6y dti c6c .ti liq,r, [6 ca rO tenn giao hdng ngiy c6p vd nQi dung giao hing. SO nnat

ky kho ld co s0 chimg minh viQc xu6t nhflp hdng h6a, hdng ngdy lflp phii c6 chtr kf cta
Truong kho vd ngudi ghi s6;

m. Kho hang c6 tr6ch nhieih b6o quan tOt t6t cd nhirng hdng h6a dti & kho, b6i cria

Cang.Ni5u hang h6a bi hu .r6ng, m6t m6t do b6o quin kh6ng chu d6o, thi c6 tr6ch nhiQm

li6n quan vi€c b6i thudng n6u cht hdng buQc b6i thuong;

n. Khi nhfln hang vdo kho bdi, phii ctr6t xtip theo dring B/L, dring 16 hang;
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o. Giao hang theo lQnh giao hang cua Gi6m OOL Cang, giao dfng nQi dung ghi tr6n lQnh
giao hang;

p. Hang ngey, ldng lcj, phai hm b6o cilo theo quy dinh, nhirng trudmg hqp kh6 khAn
trong qu6 trinh xu6t nh6p lpng phii b6o c6o DQi ktro hang c6 biQn phap xti-ly kfp thdi
ho{c xin f kiiSn Gi6m <l6c d6 xern xdt gi6i quytit;

q. Cit ct nhdn vi6n kho hang bio quan hang h6a tranh bi m5t cip, ludn c6 ngudi tuAn
tra gi6m s6t.c6c 16 hang trong vd ngodi kho, che chlin bat an todn eOi vOi nhtng 16 hdng
ngoii bdi sau khi de xudt hang xong;

r. Ktit to6n tdu thUc hiQn nhirng c6ng viQc khi nh{n hdng tir tdu:

- Ki0m tra vd lflp bi6n ban c6 cht lcf ctia c6c b6n li6n quan trudc khi nhfln hing AOi voi
hang kh6ng c6 ky md hiQu, hang kh6ng cing chtng lo4i, bung ttai xd x6 khdng nguy6n dai
nguy6n kiQn, hang b6 vd hdng lo4t, hang c6 d6u hiQu hu h6ng vd hang h6a nguy hl6m, ch6t
d6 ch6y n6;

- DOi chiiSu chimg ttr, c6c <ti6u kiQn giao hang vd phuong 6n giao hdng, th6ng b6o cho
nh6n vi€n giao nhfln c6c thdng tin vO viQc giao hang tai tdu ctiS ki6m <Ii5m hang, t6 chric
ki6m d6m ghi ch6p tally, c6p pt i6u van cht[6n, lflp bao c6o hang ngdy chuyen fiit to,e*,
tiu;

- PhOi hgrp vdi.giao nhfln t6 chric giao hdng, phan cdng giao nh$n ki€m ttiim hang h6a
ghi -chdp tally, eOi ctritiu lci x6c nhQn vdi ngudi nhfln, vitit ptritiu vfn chuyiin, kitih tra
eli6y cdn (ndu c6),b6o c6o hang ngdy chuy6n sO liQu giao harrg cho KiSt toiln tiu mdi ngiy
d€ tdng hgp sd liQu k6t to6n;

- NiSu c6 thay dOi phuong.dn giao nhan hang so vdi k6 ho4ch (nhflp kho, giao tharg,
nhem B/L,...) thi nhen vi6n kiSt toan tdu phii b6o kti ho4ch mdi cho DQi giao nh$n cria c6c
Cdng ty thu6 ngodi Ui6t Ae giao hang;

- TOng hqp sO li€u ki6m iltim de ky FCt to6n tru6c khi tdu rdi Cang. Ldm bi€n ban
chuytin chri vdi kho hdng Cang va d6i chi6u, th6ng b6o s6 [Qu cho dqil!,kh6ch h*g;

- Chiu tr6ch nhi€m cutii ctng v6 sO [0u kiSt toan hang h6a;

- Khi lfp Bi6n bdn chuy6q cht kh6ng dugc ehi gQp B/L (Bill of loading), ghi.tlung B/L
tr6n manifest vd Bi6n ban kist to6n nhan hang vdi tdu, thgc hiQn thing nguy6n thc: "Cing
nhfn hang theo dfng BlL, dfng 16 hdng";

s. Nhdn vi6n thdng k€ cria DQi kho hang tflp hqrp sO liQu ghi ch6p vio s0 c6i hang ngdy;

t. EOi kho hang phii thuong xuy6n nh6c nh& c6c kho hang vA viQc b6o quan, xu6t nh$p
hang h6a vd thpc hi€n ghi ch6p sO s6ch theo quy <linh. EQi kho hing ki6m tra ho4t tlQng tai
kho clinh kj c6 ki6m tra sO nhAt Fy kho,,c6c chimg tt xu6t nhflp kho. Ki6m tra viQc b6o
quen, thUc hiQn nhting quy <tinh vC ch6t xtip hang h6a trong kho b6i;

u. Thuong xuy6n kiOm tra ch6o sO luqng hang tl6 xu6t ve dang xu6t vdi cpm kho hang,
Thuong W d6 nim chinh x6c si5 lugng nhflp xu6t t6n t4i kho (hang ngiy, hang tudn);

v. B6o c6o Ban Gi6m <l6c Cang nhiing sU viQc do khOng thpc hiQn etfng c6c quy dinh vii
giao nhfln, quan ly hang ho6 luu kho bdi t4i Cang n6m bdt kip thdi vd dua ra cdc gini ph6p
ngln ch{n;

x. T6ng hqrp chfng tu xu6t nhfp ktro bai de grli cho Thuong vp thu cudc, b6o c6o theo
quy tlinh.
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3. DQi Bf,o vQ:

a. Ki6m lr:a, gi6m srit tai c6ng Cang, kitim tra hing h6a vd ngudi ra vdo c6ng Cang. Tai
ciu Cang ki6m tra, gi6m s6t nguoi vd phucrng tiQruvdo ldm hdng, ptrOi hqp v6i khdch hang
tli6u ttQng phunng tiQn nhan hang theo sg diOu dQng ctia Tryc ban,... dim b6o an ninh tr$t
tg trong khu v.uc sin xu6t;

ta

b. Di6u dQng s6p x6p phuong tiQn nhanh gAn kip thdi, tranh dC xiy ra tinh tr4ng gidnh
tii hoflc qdy mdt trat t.u trong lfc nhfn nhfln hang, Elim s6t viQc git gin vQ sinh trong todn
Cang, nhlc nh0 kip thdi vd c6 quy€n lfp bi6n ban n€u c6 vi phpm (cdc loqi);

c. Giao cho b6o vQ t4i cdc c6ng Chng, qu6n ly ngudi ra vdo khu v.uc Chng, sap x6p an
ninh trflt tU, bio v€ chflt chE trong thdi gian tdu neo dflu;

- Ki6m tra hing h6a ra vdo Cing, cdn crl theo lQnh giao hing, m6u sO tO vd phitiu vfln
chuy6n, thu lai 0l phitiu vfln chuyi5n dC luu vd nhflp s6 c6i dC theo dOi;

- Ki€m so6t phuong tiQn b6n ngodi vdo cung yng dich vU tai 9irng, k€ ci duong bQ vd
duong sdng. C6c lo4i dich vU cdn ki6m tra bao gdm: cdp nudc, cAp nhi6n liQu, vflt tu chdn
l6t, cung img thpc phAm, sta chiia m6y m6c thiiSt bitr6n tiu,...;

- Thu cudc xe ra vdo CAng, dga tr6n c6c phitiu <lqoc in sEn, nh6n vi6n bio v€ x6 vd giao
phitiu cho tdi xti t<tri xe vdo Cing, vitit ptritiu thu tiAn c6c phuong tiQn thriy cap cAu Cang
nh$n hdng. T6ng hqp b.ao c6o vi nQp ti€n theo quy ttinh. Hucrng d6n ciic don vi vd phuor,rg

tiQn ngodi vio cang ch6p hanh dfng.c6c qui dinh, ki6m fia chimg tu, h6a don thu vi phii5u

thu ti6n cta cing tru6c kti hq vdo cdp dich vU;

- Di6u tlQng nhdn lgc buQc mo d6y tdu bi6n tltin vd tti t4i ciu Cang;

d. Kitim tltim sd lugng hdng thUc tti tr6n xe, sau d6 mdi cho xe ra c6ng;

e. Thgc hiQn nghiOm viQc quan lf ki6m so6t tii trgng, ki6m tra gi6y td tl[ng ki6m cta
phuong tiQn, tii t grg duoc ph6p chd, nh4p mgV theo d6i nhdm clim b6o xe ra vdo Cang
nhfn hang phii ch6t xtip cl0ng tii trgng, tr.uc tiiSp gi6i trinh khi c6 Co quan chric nlng di5n

ki6m tra tii trgng;

f. Luu l4i toan b0 phiiSu v{n chuy6n d6 lem co s0 b6o cito,ghi chdp nhflt ky hAng ngny.

4. Giao nh$n cria C6ng ty thu0 ngoii:

a. Phdn c6ng nhdn vi6n giao nh$n tryc tii5p ki€m tltim hang h5a t4i tdu, kitim it6m sd

lugng, trgng luqmg chinh xpc, ghi ch6p d6y dri tr6n tally vd phitiu vfln cfuyl5n, tally phei co

day $ cht lcj cta tdu (ki€m ki)n) vir nhdn vi6n giao nhfn t?i tau. Phi6u v4n chuy6n phii
c6 tldy <lri chir ky cria ilai dien phuong tiQn, ngudi giao (nhdn viAn giao nhQn, kho hdng) vir
ngudi nhQn (chfi hdng);

b. TO chtlc kiiSm tra, giirm s6t nh6n vi6n cta minh trong vi€c kitim d6m vd ghi chdp,

<tim b6o thpc hiQn <lune quy <tinh vA vi€c ph6t hanh, qua'n lj vn ki6m tra Gi6y v4n chuyiSn

hang h6a vi c6c quy tlinh kh6c vA giao nhfn hdng h6a cria Cang Vinh H*g;
c. D6u m5i ca lim viQc, nhfln gi6y td b6o c6o sin lugng hang.h6a hdng ngdy (do kAt

todn Cdng ldm) v€; Trucrng ca s6 lugmg hdng cdn l4i tr6n tdu ph6i ti6p tgc giao;

d. Sau m5i ca nhdn vi6n giao nhan nQp l4i cdc gi6y td cho truong ca, chc gi6y td g6m:

tally, phi6u vfn chuyiSn, phiiSu con cria chti hang @Au cd);
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e. Nriu c6 thay d6i phuong 6n giao nhfln hang so vdi kri hoach (nhflp kho, giao theo
B/L...) thi DQi truong hoflc truOng ca sE thdng b6o cho nhdn vi€n Giao nhfln (c6ng ty thu6
ngoeiju6t a6 ki6m <I1m giao trani ttreo tiS troictr moi.

v. cONG tAc xrtu rRA i

. Oe tang cudmg ch6t luqng quan ly .hoat dQng giao nhfn, b6o quin hang h6a t4i c6c
i*g, c6c Cingvi Ban Khai thSc se t6 chfc ki6m tra thudmg xuy6n, thdi gian quy tllnh
nhu sau:

a. DQi kho hang Cing ki€m tra thulng xuy6n ho4t dQng xu6t nhfp kho bfli tai Cang
hang ngdy vi ki6m tra kho dinh ky m6i ttuang 0l lan;

b. Ban Khai th6c Thuong vr,r Cing ki6m tra m6i Quy 01 lan;

c. Khi ki€m tra sE lflp bi6n ban ghi nhfln lai nQi dung ki6m tra, nQi dung tfp trung vdo
c6ng t6c giag nhan, b6o quan hang h6a t4i cdc Cing, ee Uao c6o l6nh d4o don vi vi T6ng
Gi6m tl6c <16 c6 biQn ph6p chi d4o klp thoi;

d. Hang th6ng DQi KH b6o c6o PB. KT danh s6ch hang h6atiin kho bdi tr6n 03 ft6ng,
06 thang e6 tnuan tiQn c6ng t6c theo d6i hdng ttin dgng (Theo mdu ctfnh kdm).

vr. To cHrIc THrI. c HrpN

Cdn cf theo quyAn han vd tr6ch nhiQm cta tirng b0 phan dugc nOu trong quy dfnh ndy,
Cang se 6p dUng c6c hinh thric xti li tr6ch nhiem quan l;f, tr6ch nhiQm thgc thi cdng viQc

tuy thgo tr6ch nhiQm timg trudng hqp cp thr5, dtii voi ctl nhdn, b0 phan c6 li6n quan (nhu:
tru ili6m hang th6ng, kh6ng x6t thi dua khen thuong, khdng x6t l6n luong, *)r ly k! luflf,.)
trudmg hqrp d{c biet de xiry ra thi€t hai lon sE bi xti ly ky lu4t theo Quy ch6 quan $ tli6u
hanh ho4t <lQng san xu6t kinh doanh cta Gi6m <l6c C6ng ty TNHH MTV Cing Wnh
Hrng dd ban hinh;

Gi6m it6c Cang t6 chric phdn c6ng cp thti cho cdc cir nhdn, b0 ph{n nghiQp vp, dOng

thdi chiu tr6ch nhiQm tru6c Gi6m tttic ntiu ee tniiSu s6t trong c6ng t6c giao nhfln quan ly
hang h6a gdy thiQt h4i cho C*gt

Trong qu6 trinh thUc hiQn n6u c6 ph6t sinh, cdc don vi t6ng hqp b6o crlo v6 Ban Khai
th6c Thuong vg d€ trinh Gi6m dOc xem x6t chi ct4o gi6i quy6l C6c vdn cl6 kh6c chua n6u

trong Quy dlnh ndy, dd nghi c6c Cing thUc hiQn theo nhiing quy ttinh hipn hanh;

Quy ttinh ndy c6 hiQu lWc te trf ngny ky./.

Noi nhfin:

- Nhu tr€n;
- PGD Cang
- C6c Ban li€n quan
-LmVT
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