Trang chu > Dich vu Tap vu Vin phong > Hé théng SOP Tap vu > SOP-TVP-00 - Chuian héa SOP & Kho 5S

QUY CHUAN KY THUAT GOC (SAH-STD-00) - PHONG KY THUAT & CHAT LUGNG SONGANHHYG
SOP-TVP-00

SOP-TVP-00 - CHUAN HOA HE THONG VAN BAN SOP, Phién ban 2.0
BIEU MAU HIEN TRUONG & QUAN TRI TRUC QUAN 5S

Quy dinh cau tric 9 phan bat budc cho toan bé SOP bé phan Tap vu Vé sinh Van phong (SAH-STD-

00), quy tac danh ma tai liéu — biéu mau 1 trang A4, quy chudn ky hiéu 4 mau ho trg ngudi mu mau (a

e W ¢), quan tri kho — xe day 5S va cd ché kiém soat an toan — phap ly Viét Nam.

SAH-STD-00 - Cau tric SOP 9 phan Kiém soat phién ban & Thu hoi ban cii SAH-CHM-08 - 4 mau + Ky hiéu hinh hoc

Quan tri 5S - M6t vat — Mot the

3D KHUNG KIEM SOAT TAI LIEU

Ma tai liéu SOP-TVP-00 Phién ban & Hiéu luc  v2.0 - Hiéu lyc tur 15/11/2026

Pon vi phat hanh Cong ty CP DV Vé sinh Céng nghiép Da  Pham vi hé théng Toan bd Phong Van hanh Tap vu Van
N&ng SONGANHHYG (K57/10 Giang Van phong (Di€m nho 1-2 NV & Diém 16n
Minh, Hoa Thuan Tay, Hai Chau, ba >3 NV)
N&ng)

B6 phan Chu tri Trudng phong Ky thuat & Chat lugng Ngugi phé duyét Pai dién Phép lugt — Ms. My Anh
(QA/HSE)

Chu ky ra soat Dinh ky 06 thang/lan hodc ngay sau khi Kénh ho trg 24/7 Hotline/Zalo: 0905 751 566 - Email:
phat sinh CAPA / thay d6i hda chat — danangadv@gmail.com
luat dinh

Quy chuan Ky thuat SAH-STD-00 (Chuan héa ciu tric 9 khéi, déng tU ménh lénh ngén gon, lién két chéo biéu mau & luu lich
Ap dung sUf ra soat) - SAH-CHM-08 (Phan vung 4 mau kém ky hiéu hinh hoca e m ) - Quan tri Truc quan 5S
("M6t vat — M6t thé”, khu biét 1ap dung cu hdng) - QCVN / GHS & BLLD 2019 / BLDS 2015.

EITED muc picH & KET QUA PAU RA PO PUGC

Thiét 1ap mot bé quy chudn théng nhat dé moi quy trinh (SOP-TVP-01 — SOP-TVP-08), biéu mau hién trudng (BM-TVP-01..07) va
thé huéng dan truc quan (JC-TVP-01..02) cla bd phan Tap vu Van phong dat 4 muc tiéu do lusng dugc:

e Dong nhat cau tric 100%: 9/9 tai liéu SOP dung chung 1 khung 9 muc theo chuén SAH-STD-00 va chinh sifta dudc truc tiép trén
file Word SAH_SOP_TVP_Master_Template.docx.

e Truc quan héa cho nhéan su hién truéng: Quan ly va Khach hang st dung ban SOP day du dé kiém soat & nghiém thu; nhan sy
hién trudng dung Thé Huéng dan Truc quan c¢& I6n 1 trang A4 (niém yét tai ta kho) va Biéu mau 1 trang A4 danh diu v/ X
dan gian, dé thuc hanh.

e Chuan héa tucng thich Phap luat & An toan Lao ddng Viét Nam: Toan bé quy trinh déu tuan tha chat ché quy chudn QCN,
GHS, ND 44/2016/NP-CP, ND 113/2017/NDP-CP va Phap luat lao dong Viét Nam (c&m dung méi Xylene, cdm thir dién bang tay,
khong phat trir luong trai Biéu 127 BLLD 2019).

e Hiéu luc thuc dia 100%: C6 sdn ma truy xuét tr SOP — Biéu mau — Bang tinh KPI — Hb s luu 12 thang, bdo dam moi budc trén
quy trinh déu thuc thi nhat quan ngoai hién trusng.

) PHAM VI AP DUNG (PIEM NHO VS PIEM LON) & RANH GIGI NGAN CAM TUYET DOI

Phan hang Diém Quy mé & Yéu cau Hb so tai Cho Hinh thitc Luu trir & Déi chiéu

Piém nhé (1-2 NV) 1 b6 thé huéng dan tryc quan JC-TVP-01, IC- Giam sat tuyén kiém tra 1-2 1an/tuan; cudi ca
Van phong dai dién, chi TVP-02 & VCARD-01. .03 niém yét mat trong tu NV chup 5 géc anh Zalo guii nhém trong < 30
nhanh, c6ng ty cong nghé  d8; bang kiém BM-TVP-02 (tai ctta WC) va BM- phit; Khach hang xac nhan theo déng thuan

vira & nho TVP-06 (néu c6 gilr chia/thé ti). ngam 12 gid va ky gop SAH-FRM-06.


https://dichvuvesinhdanang.com/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/

Phan hang Diém Quy mé & Yéu cau Ho so tai Cho Hinh thitc Luu trit & Déi chiéu

Piém I6n (= 3-5 NV) DU tron bd 9 SOP gidy hoac QR tai phong diéu T8 trudng cam chét kiEm mébi ngay; Giam sat khu
Toa nha van phong, Ngan hanh tang; 1 bang diéu phai tryc quan theo 5S vuc & Khach hang nghiém thu dinh ky trén BM-
hang, FDI, Trung tam di (NGi quy, Lich tuén tra BM-TVP-04, Bang ca, Danh TVP-05 + do ATPving 10 x 10 cm = 100 cm?
liéu/Khach san muc 1 vat-1 thé); du BM-TVP-01..07. (< 100 RLU) tai diém cham rdi ro cao.

RANH GIG1 NGAN CAM TUYET BOI VE TAI LIEU & THAM QUYEN: (1) Nghiém cam ty y tdy xda, viét tay sifa ty 1& hda chat hoac
tu thiét k& biéu mau la chua qua Phong K§ thuat phé duyét. (2) C&m phéat hanh SOP md&i néu chua qua dl 2 16p soat xét: Phap ly/An
toan lao déng + Kha thi hién trudng. (3) Moi cam két phap nhan trén bi€u mau tuyét déi chi dung théng tin chuan tai K57/10 Giang
Véan Minh, Hotline 8905 751 566; thong tin phap nhan va MST xuat hda don dugc cung cap truc tiép trong Bao gia / Hgp dong
tung géi thau.

LIEN KET NGU' CANH - CHUAN HOA HE THONG TAP VU VAN PHONG Pham vi Tap vu vs. K§ thuat Chuyén sau
Toan bé cu tric 9 muc trong dich vu tap vu van phong theo chuin van hanh déng bé dugc SONGANHHYG thiét ké dé ban giao ngay cho Ban
Quan ly tda nha hodc doanh nghiép. Khi khach hang ky géi cung cap nhan vién vé sinh dinh ky da chuin héa hé sd, nhan su tai ché dung chung
mot ngdn ngif biéu mau A4, bé dung cu 4 mau va ti kho 5S dong nhét véi g6i dich vu vé sinh vin phong téng thé tai Da Nang.

Dich vu Tap vu Van phong — Cung cap Nhén vién Vé sinh - Vé sinh Van phong Chuyén nghiép —

Xem Bao gia Vé sinh Van phong —

L

T3 PHAN VAI & TRACH NHIEM (MA TRAN RACI)

Pai dién Phap Nhan vién Tap

Trudeng phong | Giam sat Tuyén

Pau viéc Quan tri SOP luat (Ms. My QA/HSE /T8 truéng vu / Thuang
Anh) truc

Soan thao, cap nhat ndi dung SOP & Biéu mau A (Phé duyét) R (Cha tri) C (Gop y thuc té) I (Tiép nhan)

chuan

Niém yét thé hudng dan truc quan, gan nhan binh I C (Kiém tra) R/ A (Thuc thi) R (Duy tri)

th( cap & thiét 1ap kho 5S tai diém lam viéc

Ghi chép trung thuc Bi€u mau BM-TVP-01. .06 I C (Chon mau) A (Kiém chéo) R (Ty ghi)

hang ngay (khéng ky khéng trudc gid)

Thu hdi phién ban 16i thdi & luu ho sa nghiém thu I R/A R (Tai diém lam I

t6i thiu 12 thang viéc)

Chu thich: R = Truc tiép thuc hién - A = Chiu trdch nhiém cudi cung - C = Bugc tham vdn - I = Bugc théng bdo.


https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/dich-vu-cung-cap-nhan-vien-ve-sinh/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-van-phong/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/dich-vu-cung-cap-nhan-vien-ve-sinh/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-van-phong/
https://dichvuvesinhdanang.com/bao-gia-dich-vu-ve-sinh-van-phong/

XTI quy u6c CHUAN HOA KHUNG 9 PHAN, MA HOA TAI LIEU & KY HIEU 4 MAU MU MAU

5.1. Quy uéc Ciu triic 9 Phan Theo Chuin SAH-STD-00

1

. Muc 1 — Khung Kiém Soat Tai Liéu: M3, Phién ban,

Ngay hiéu lyc, BO phan Cha tri, Nguai duyét, Chu ky ra
soat, Quy chuén ap dung.

. Muc 2 — Muc dich: Giai quyét rdi ro van hanh nao va KPI

dau ra cu thé.

. Muc 3 — Pham vi & Ranh Gigi Ngan Cam Tuyét Déi:

Phan biét Diém nho vs Diém I&n + diéu kién bat budc
ding viéc.

. Muc 4 — Phan vai RACI: Trach nhiém rach roi gitta Nhan

su, T8 trudng, QA/HSE, Ban Giam déc.

. Muc 5 — Tién quyét, PPE, Dung cu & Héa chat: Liét ké

chinh xac trudc khi cham hién trudng.

. Muc 6 — Quy trinh Tirng buéc & Diém Chin Kiém

Soat: Cau ménh |énh ngan theo thi tu thai gian, cé Diém
Dlng Kiém Tra B4t Budc khéng dugc bo budc.

. Muc 7 — Nghiém thu, Do kiém & Xu ly Ngoai lé:

Thudc do dinh lugng + bang x{ ly tinh hudng bat nga.

. Muc 8 — Pao tao, Sat hach & Biéu mau lién két: Lién

két tSi bi€u mau 1 trang & tiéu chuan danh gia tay nghé.

. Muc 9 — Lich st Phién ban & Quy Chuan Ap dung:

Nhat ky cap nhat & danh muc quy chuén ap dung.

5.2. Hé théng 4 Mau Kéem Ky Hiéu Mu Mau (Bat buéc
Trén Khan, X6, Chai, Binh Xit)

Mau & Hinh hoc Khu vuc Ap dung Duy nhat

Bon cau, bon tiéu, chéi co WC
& san khu vé sinh (rui ro vi
sinh cao nhat).

( A D6 (Tam giac) |

Lavabo, voi Inox 304, guang
WC, vach ngan & tay nam clra
budng WC.

Pantry, bon rira ly, mat ban an,
Vo tu lanh, 10 vi séng (lién
quan thyc pham).

( @ XANH LA (Vuéng) |

Ban lam viéc, phong hop, kinh
ndi that, sanh, hanh lang, ca-
bin thang may.

( ® XANH DUGNG (Thoi) |

Vi sao phai in kém 4 hinh khéi A e B ¢? Theo quy chudn SAH-
CHM-08, khodng 8% lao dong nam gap kho khan phan biét Bo-
Xanh 1; ky hiéu hinh hoc in n8i/nhan PVC giip moi nhan su phan
biét chinh xac 100% du anh sang kho yéu.

XX Quy TRINH PHAT HANH VAN BAN, BIEU MAU 1 TRANG & VAN HANH KHO 55

3D Quy tic Soan & Kiém soat Phién ban SOP (SAH-STD-00)

Trach nhiém: Phong QA/HSE

Danh ma theo hé théng cé dinh: S& tay SOP-TVP-00. .08 - Biéu mau hién trudng BM-TVP-01. .07 - Thé truc quan JC-TVP-

01..02.

Ngén ngit huéng dan phai ding déng tir ménh Iénh ngan gon (vi du: “Gdp khdn lam 8 mdt”, “Peo khéa lén dai lung”), mbi
budc kém ngay ngudng dinh lugng (15 mL, 3-5 phudt, < 45 phut, 2 60 °C).

Moi tai liéu in tai di€ém lam viéc phai dong dau phién ban v2.0; khi ban hanh v2.1 hoac v3.0, Giam sat tuyén phai thu hoi

100% ban cii tai ta kho trudc khi giao ban mai.

PIEM DUNG KIEM TRA BAT BUOC 1: Chi ban hanh SOP va bi€u mau ra céng trinh khi c6 day da ma hiéu kiém soat, phé
duyét cia Phong QA/HSE, thong tin lién hé khan cap chinh xac va bé cuc biéu mau hién trudng chuan 01 trang A4.

XD Quy tic Thiét ké Biéu mau 01 Trang A4 & Chéng Ky Khéng
e M0Gi BM-TVP-01. .07 va JC-TVP-01. .02 bat budc goéi gon ding 01 trang A4 dirng (trinh bay chudn 1 mat A4 ding), kich c&

6 ky tén du réng dé viét tay dé doc.

Trach nhiém: QA/HSE & Giam sat

Cham bang chi ky tat va ghi ding gi& thuc té hoan thanh lugt kiém; nghiém cdm ky dén hang loat 6 gi& chua téi (vi pham

16i trung thuc hd s6 muc Trong yéu).

e VGi Diém nhd 1-2 NV khéng cé mat khach hang truc ti€p cudi ca tdi: thay ky gidy tiing ngay bang quy trinh chét ca 5 anh goc

Zalo < 30 phut + cd ché nghiém thu sau 12 gio (khi da thoa thuén rd trong Hgp dong B2B theo Piéu 393 BLDS 2015) + ky

gop SAH-FRM-06.



m Tiéu chuan Kho Tap Vu Truc Quan 5S & “Mét Vat - Mot Thé” Trach nhiém: T3 truwéng & Tap vu

(Chuan héa hién truong) Thueng truc

e Thuc thi dd 58 tai phong kho & ta d6: (1) Sang loc d6 hdng, (2) S&p x&p dinh vi — ké 6 san/tudng, (3) Sach sé lau quét mbi
tuan, (4) San soc duy tri, (5) S&n sang ky ludt — k&t hgp chat ché an toan PCCC & khoa cira, tiét kiém ddng dinh lugng hoa
chat (9-12 mL/L & 18-24 mL/L) va tac phong phuc vu chuyén nghiép.

o M4t vat — M6t thé: Tang trén ké dé vat tu nhe & khan sach trong tui ludi; ting dudi dé can hda chat 5L cé khay hiing chéng
tran; may méc 16n ké pallet nhya khé thoang cé gan Thé Thiét Bi mat hudng ra ngoai (khi mang may di lam rat thé treo 1én
méc tudng, trd may xong gan lai thé va cudén gon day dién).

e Khu vuc Do biét lap “Hang ché kiém / Hong”: May ro dién, voi bom 15 mL téc, day néi sut vo phai dan tem Do cach ly
ngay tai khu riéng — cam dé 1an vao ké dung cu dang dung.

PIEM DUNG KIEM TRA BAT BUOC 2: Dung cu tiéu hao déi theo cd ché “déi cii lay méi” dua trén dé6 mon vat ly (pad/can gat
mon 50%, 16ng ban chai mat dan hoéi, khin sén buc) — khéng phat tran lan khéng thu héi xac cii.

EITED T1Eu CHUAN NGHIEM THU HE THONG & XU’ LY TINH HUGNG NGOAI LE

Tinh huéng Ngoai Ié Thuc té Nguyén nhén / Rui ro Hanh dong Chuian SONGANHHYG

Khach hang B2B ¢4 s&n biéu mau Can vlra dung form khach hang vira gitt SU dung biéu mau ctia khach hang dé trinh ky song
riéng (Ngan hang, Nha may ddu vét n6i bd6 SONGANHHYG song, nhung van gilt du cac hang muc an toan
Nhat/Han) cing (Khda SAH-RSK-10, Vi 15 mL, Thay gié sach

sau mbi phong giat nhiét > 60 °C, Bién san ust)
lam phu luc kep kem.

Nhan sy m&i cao tudi (50-60 tudi)  R&i quy trinh, d& nham khin D6-Vang Huén luyén bang cap thé JC-TVP-01/02 & VCARD-

doc cham, ngai chit nho hoac qua liéu hda chat 01. .03 (minh hoa truc quan c& I6n + 4 ky hiéu
hinh khéi), kém c&p 1-1 tai ché du @3 ca theo SOP-
TVP-08 trudc khi giao diém Ié.

Phat hién chénh léch tai liéu trén Nhén sy dung nhdm ban cli hoac tu pha = Thu hoi hlly ngay ban ci tai hién trudng trong
hién trudng vs ban chuin v2.0 ché sai chuéan ngay, danh gia lai quy trinh 15 phut va ghi nhan
vao nhat ky CAPA trong vong 24 gig.

QUY TAC BAT BUOC AN TOAN & PHAP LY VIET NAM: Hé théng SOP SONGANHHYG chudn héa quan tri 55, thé thiét bi, quy tic "5
HOp — 1 Cong tic” va “3 Péng — 1 Kiém” gén lién véi 3 NGUYEN TAC AN TOAN & PHAP LY BAT BUOC: (1) Cim dung méi Xylene,
cdm bui nhui thép va héa chat an mon manh gay hu hai kinh/Inox hodc béng niém mac; (2) Cam thi ro dién bang mu ban tay/ngén
tay 1én t4 dién; (3) Cam phat trir tién luang truc tiép (vi pham Diéu 127 BLLD Viét Nam 2019), 4p dung cham diém KPI thudng 100
diém, boi thudng theo ding gidi han Diéu 129, 130, 102(3) BLLD 2019 va diéu chuyén ding Piéu 29 BLLD 2019.

X)) pAo TAO AP DUNG & DANH MUC TAI LIEU LIEN KET

e Moi T6 trudng & Giam sat tuyén: Bt budc nam vitng SOP-TVP-00 trudc khi ti€p nhén cng trinh mdi; hoan tat sat hach chuan
hoa ho so diém lam viéc trong tudn dau nhan ban giao.

¢ File Word mau chuan dung dé nhan ban SOP méi: editable/SAH_SOP_TVP_Master Template.docx.

e Cdng diéu huéng toan bo hé théng SOP & Biéu mau: SOP-TVP-00 » 08 & BM-TVP-01. .07.

¢ Lién két & Dong b hé sinh thai ops-toolkit/: Tai van phong chuyén biét, BM-TVP-02 va BM-TVP-04 thay thé chuyén séu cho
FRM-@2 va FRM-03; cac biéu mau FRM-01 (Khao sat NDT), FRM-04 (PTW), FRM-@5 (Ché&t ca 5 géc anh), FRM-06 (Nghiém thu 2 chir
ky) va thé kho VCARD-01. .03 trong ops-toolkit/ ti€p tuc hiéu luc song hanh. Ghi chi théng nhat thuat ngd: cum “gdp 4 ldn déi
= 8 mdt lau” trén VCARD-01/02 ddng nhat hoan toan véi ki thuat gap khan 8 mat ki€ém soat nhiém chéo (SAH-CHM-08), va dai
chudn pha voi 15 mL cla b6 SOP (9-12 mL/L trung tinh & 18-24 mL/L ban ning) ndm gon trong khung tham chiéu t6ng quét
(8-15 mL/L & 15-30 mL/L) cua kho téng.

XX LicH sU PHIEN BAN & QUY CHUAN KY THUAT AP DUNG

Phién ban Ngay Nguai soan / Duyét Noi dung Thay déi & Quy Chuan Ap Dung
v2.0 15/11/2026 Phong QA/HSE - Ms. My Phat hanh chuan hé théng SOP Tap vu Van phong déng b khung 9
Anh duyét phan SAH-STD-00, 4 mau kém hinh khéi (o e B #) SAH-CHM-08 va

Tiéu chudn Quan trj Truc quan 5S theo Quy chudn K§ thuat Noi bd
SONGANHHYG.


https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/editable/SAH_SOP_TVP_Master_Template.docx
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/
https://dichvuvesinhdanang.com/ho-so-nang-luc/07-sop.html

Piéu huéng cum quy trinh & tai liéu ddi chirng: — Muc luc Hé théng - Muc luc 9 SOP - SOP-TVP-01: Ban, Phong hop & Sanh —
Biéu mau & Ho sa ky thuat lién thong: SOP-TVP-08 - Pao tao & Sat hach - SOP-TVP-06 - Giam sat KPI 100d - Quy dinh K§ thuat Chung SAH-STD-
00 - Sé tay Quy trinh VSCN Téng hgp - Nhédn bao gia Tap vu & Vé sinh Van phéng —

SONGANHHYG - K57/10 Giang Van Minh, Hoa Thuén Tay, Hai Chau, Pa Nang - Hotline 24/7: 0905 751 566 - Email: Tai liéu ndi bé - SOP-TVP-00
danangadv@gmail.com v2.0


https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-01-ban-phong-hop-hanh-lang.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-08-dao-tao-danh-gia-tay-nghe.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-06-giam-sat-chat-luong-danh-gia.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/00-standard.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/00-standard.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/07-sop.html
https://dichvuvesinhdanang.com/bao-gia-dich-vu-ve-sinh-van-phong/

