Trang cha > Dich vu Tap vu Van phéng > Hé théng SOP Tap vu > SOP-TVP-05 - Tap vu Thudng truc Ca ngay

QUY TRINH VAN HANH CHUAN - QUAN LY TAP VU THUGNG TRUC TRONG GIO (SAH-MAN-07)
SOP-TVP-05

SOP-TVP-05 - QUAN LY TAP VU THUONG TRUC TRONG Phién bin 20
GIO, LO TRINH TUAN TRA DONG & DPIEU PHOI FLOATER

Van hanh mé hinh “3 Két hgp”, 16 trinh tuan tra déng ban ngay 06:30-17:30 chuén tda nha Hang A
dong b6 BM-TVP-01 & BM-TVP-02, tac phong Van Hanh Khong Gay Gian Poan, xt ly su c6 QR/Zalo

< 15 phat va diéu phéi Nhan su Co dong (Floater) < 45 phut véi Danh sach Nhan su Dy phong Pa
Tham Pinh Trudec.

SAH-MAN-07 - 5 Tru c6t Quan tri Van hanh SAH-CTL-01 - Tuan tra Péng Toa nha Hang A

Quan tri 5S (SAH-STD-00) - Mé hinh 3 Két hop & Tac phong PB-01 / PB-02 - Floater < 45p & Phéan tang Site

EIZ3) «HUNG KIEM SOAT TAI LIEU

Ma tai liéu SOP-TVP-05 Phién ban & Hiéu luc  v2.0 - Hiéu lyc tur 15/11/2026

Pon vi phat hanh Cdng ty C6 phan Dich vu Vé sinh Pham vi ap dung Diém Ié Micro-Site (1-2 NV) & Céng
Céng nghiép Da Ndng SONGANHHYG trinh L&n Enterprise Site (2 3-5 NV) tai
(K57/10 Giang Van Minh, Hoa Thuan DPa Nang - Héi An — Dién Ban
Tay, Hai Chau, Pa Nang)

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

Chu ky ra soat Dinh ky 06 thang/lan hodc ngay sau Kénh ho trg 24/7 Hotline/Zalo: 0905 751 566 - Email:
khi phat sinh CAPA / thay d&i tuyén danangadv@gmail.com
diéu phai

Quy chuan & Phaply  Quy chuan Ky thuat Néi b6 SONGANHHYG: SAH-MAN-07 (5 Tru c6t Van hanh: Hé théng Chat lugng, Cung

Ap dung Ung Dich vy, Quan tri Nhan sy, An toan-Sutic khde-Moéi trudng, Cam két Diéu hanh), SAH-CTL-01 (Tuén tra
Déng Toa nha Hang A), SAH-STD-00 (Tiéu chuan Quan trj Truc quan Tda nha 55 — Mb hinh 3 Két hgp & Tac
phong Véan Hanh Khéng Gay Gian Doan), SAH-CHM-08 & SAH-SC-01 - S6 tay Piéu phéi PB-01 & PB-02
SONGANHHYG - BLLD 2019 (Piéu 29, Piéu 127).

EITXE) muc picH & KET QUA PAU RA PO DUGC

Thiét 1ap ky luat van hanh déng bé gilta lam sach sau dau/cudi gid véi chét truc ban ngay (Tap vu Thudng truc Trong gid) va doi co
déng (Nhan sy Co déng Floater), gitt mat bang van phong Hang A, Ngan hang va Nha may FDI ludn sach s& xuyén suét gi& cao diém
ma khong lam phién khéach hang:

e Dinh mifc nang suat chuan: Duy tri ndng suit 700-1.200 m2/ngudi/ca 8 gid (dd cdng s&n 20% hé s6 PF&D — mét mdi, ca
nhan & cham tré), phan bé chinh xac theo quy mé Micro-Site (1-2 NV) va Enterprise Site (= 3-5 NV).

e Tuan tra dong dong bo chéo toan hé théng (06:30-17:30): Hoan tat 100% cac lugt kiém Sanh & Kinh 5 phat nhanh (< 07:30
| @9:00 | 11:00 | 13:00 | 15:00 | 16:45 — khdp BM-TVP-01), tuin tra WC 6 lugt chuan + 2 & dét xuat (07:45 | 09:30

| 11:15 | 13:45 | 15:30 | 17:00 — khGp BM-TVP-02) va phuc vu Pantry [ M XANH LA  (ca sing @9:45-10:15, trua &

chiéu 13:15-14:15, cudi chiéu 15:45-16:30) trén BM-TVP-04.

¢ Cam két phan hoi su ¢6 tic thai (SLA): Tiép nhan ticket/cudc goi QR/Zalo/BQL tai hién trudng trong £ 15 phdt, phan héi diéu
phai chinh thirc £ 3@ phut, d6i ing cu cO mat S1 < 2 gid / S2-S3 < 4 gid.

¢ Khoéng dit gay ca truc: Bu ngusi khuyét ca dot xuat trong < 45 phit (ndi thanh ban kinh < 10 km) va 60-90 phut (KCN Hoa
Cam / Lién Chiéu / Dién Ban / Hoi An); ty 1& bi chdn cdng Ngéan hang/FDI = @ nh& danh sach 82 nhan su trong Danh sach Nhan
su Du phong Pa Tham Dinh Truédc.


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

PHAM VI (MICRO-SITE VS ENTERPRISE), MO HiNH “3 KET HGP” & RANH GIGI NGAN CAM
TUYET POI

3.1. Phan ting Cau hinh Van hanh Theo Quy mé Diém (Péng bo PB-02)

Tiéu chi Quan tri

Pac thu & Pinh mirc
Nang suat

Chi huy & L trinh

Giam sat & Nghiém
thu

Quan ly khan &
Floater

Micro-Site (1-2 NV - 100-900 m?)

PGD ngan hang, van phong dai dién, showroom (ca
2h/4h/8h). Tinh cdng theo dinh mic 700-1.200
m2/ngudi/ca 8 gid (da gom 20% PF&D).

NV ty quan theo VCARD-01. .03; néu lam ca ban
ngay ap dung khung rdt gon clia BM-TVP-04, két
hop don sach nén trong khung gi& thap diém. Cat
Spill Kit tai ngan riéng trong ti hoa chat / xe day
khoa tai site.

Giam sat tuyén thyc hién Kiém Tra Dot Xuat Hang
Tuan (1-2 1an/tuan, méi cum quan 20-25 diém).
Cuéi ca gui 5 gbc anh Zalo G1-G5 trong < 30 phut
+ déng thuédn 12 gid theo diéu khoan hgp déng
da ky (SAH-FRM-@5).

100% tui ludi 4 ngan thay gié sach (giat nhiét > 6@
°C) d6i 2-3 1an/tuan; diéu Floater cum bl ngudi
< 45 phat khi bdo nghi ©5: 30.

Enterprise Site (= 3-5 NV - Hang A / Ngéan
hang / FDI)

Toa nha VP Hang A, Héi s&, Tech Hub, Nha may FDI.
Chia ca nén sau + doi Tap vu Thudng truc Trong
gi& cdm chét theo tirng tang/cum; dinh mic 700-
1.200 m2/ngudi/ca 8 gio (da goém 20% PF&D).

Bat budc c6 01 T8 truéng ca diéu phédi; mbi Tap vu
Thudng truc Trong gid chay du 10 khung giG vang
06:30-17:30 trén BM-TVP-04, khdp BM-TVP-01
(Sanh/Phong hop) va BM-TVP-02 / SAH-FRM-03
(WQ).

Giam sat chuyén trach (4-6 toa nha/GS) kiém xac
sudt 20-30% diém rdi ro cao; TS trudng nhan/giao
ca cé diéu kién trén SAH-FRM-02 va hop BQL dinh

ky.

Gigt thch mau > 60 °C tai chd hodc thu gom theo
quy trinh Thay Gié Sach Sau Méi Phong; bat buéc
ndp san hd sd 82 nhan sy trong Danh sach Dy
phong Pa Tham Dinh Truéc cho Bao vé céng
trudc khi van hanh.

3.2. Lién két 5 Tru cét Quan tri Van hanh (SAH-MAN-07) & Mé hinh “3 Két hop”

Thanh phan Mé hinh “3 Két

hep”

1. Ca nén Pau / Cudi gié Lam

sach sau

2. Tap vu Thudng truc Trong

gi& Tuan tra Péng

3. Xu ly Su ¢6 & Lich Bao tri

Pinh ky

Noi dung Thuc thi Tai Cong trinh

HUt bui HEPA, cha san may, lau ban/ta lam
viéc bang khan | ® XANH DUONG |, thu gom
va phan loai rac 3 mau trudc 08:00 va sau
17:30 khi vdng nhan vién van phong.

Truc lién tuc ©6:30-17:30 theo luu lugng
khach: gitr sdnh/kinh (<@7:30, 09:00,
11:00, 13:00, 15:00, 16:45), WC sach
(07:45, ©9:30, 11:15, 13:45, 15:30,
17:00), Pantry [ M XANH LA | (13:15-14:15),
phong hop theo tac phong Van Hanh Khéng
Gay Gian Poan.

Phan (ing ticket QR/Zalo < 15 phat; két hgp
lich bdo dudng dinh ky (danh san, vé sinh
thong gid, don tu lanh thir Sau ¢ béo trudc
24h).

Anh xa 5 Tru c6t Quan tri Van hanh (SAH-
MAN-07)

Cung 'ng Dich vu Déng nhat (quy trinh nhat
quan) & An toan - Sirc khée — Méi truéng
(HSE) (pha voi 15 mL ddng chudn 9-12 mL/L &
18-24 mL/L, Thay Gié Sach Sau Mé&i Phong giat
nhiét > 60 °C).

Hé théng Kiém soat Chat lugng (do kiém thuc
dia khéng bd sét) & Quan tri Nhan su (chudn
hoa giao tiép, ngoai hinh, kém tay nghé).

Cam két Diéu hanh (cam két SLA < 3@p / 2-4h,

cdp nguon lyc Floater ty 1é 1 : 15-18).

RANH GIG1 NGAN CAM TUYET POI POI VG TAP VU THUGNG TRU'C TRONG GIO & NHAN SU CO PONG (FLOATER): (1) Cam
ky khéng 6 gié chua téi trén BM-TVP-04, BM-TVP-01 hodc BM-TVP-02. (2) Cam mac déng phuc bao hé tap vu di ra khoi khuén
vién du an sau hét ca (bat budc thay thudng phuc tai phong thay do dé kiém soat nhiém khuan va hinh anh). (3) Cdm dung khan

[ A PO ]/[ e VANG ]véo khu Pantry

HCNS/Lé tan khach hang chua guii théng béo truéc 24 gid. (4) Cam diéu nhan su chua cé trong Danh sach Du phong D3 Tham
Pinh Truéc vao muc tiéu Ngan hang/Tech/FDI khi chua c6 xac nhdn md céng ctia BQL. (5) Ngan Cam Tuyét Dai khi thai tiét bao:

Dung ngay thao tac kinh mat dung/khu vuc tréng ngoai trai khi gié > cap 4-5.

- nghiém cdm tu y vt bd thuc pham trong td lanh Pantry ngay thr Sdu néu




Pham vi Tap vu vs. Ky thuat Chuyén sau

Cung cdp Tap vu Van phong Da Nang —

Giat Ghé Sofa Sanh & Phong VIP —
A

T3 PHAN VAI & TRACH NHIEM (MA TRAN RACI)

Ki€m soat Con trung Khu Pantry —

LIEN KET NGU' CANH - VAN HANH TAP VU THUGNG TRUC & POl CG PONG BU QUAN s 45 PHUT

L6 trinh 10 méc gids va cd ché bu quén khan cdp ndi thanh Da Nng trong SOP-TVP-05 13 xuong séng van hanh clia gi cung cap tap vu vian phong

Nhan vién Vé sinh Thudng truc & Bu quan 45p —

thudng truc ca ngay va cho thué nhan vién vé sinh toa nha, ngan hang, van phong FDI. Song song cong viéc gitf sach quay Pantry, sdnh VIP
va khu ti€p khach hang ngay, khi phat sinh nhu cau bao tri ghé ti€p khach hodc phong ngura gian kién khu pantry, khach hang tich hgp thém dich vu
giat ghé& sofa da/ni tai sanh va ki€ém soat cén trung khu pantry - rac thai.

Nhéan Béao gia Tap vu & Vé sinh VP —

Dau viéc Quan tri Tap vu Thudng truc Trong
gid & Diéu phai Floater

Thyc thi 16 trinh tuan tra dong 06:30-17:30 (BM-
TVP-04) khép gig Sanh/WC & tac phong Van Hanh
Khong Gay Gian Boan

Nhén ca cé diéu kién (SAH-FRM-02) & chup anh ton
dong ca trudc trong < 10 phut

Tiép nhan su ¢6 QR/Zalo (¢ 15p), x{ ly tran
tham/chat nén-mau Spill Kit, phan héi (¢ 3ep), ing
ctu (2-4h)

Diéu phdi sang ©5:30 bu ngudi < 45p & gui
SMS/Zalo kem CCCD tu @2 nhan su Dy phong ba
Tham Dinh Trudc (cap nhét < 48h)

Thong bao don tu lanh Pantry tha Sau trudc 24
gid & kiém nhan hoan thanh

DUNG CU

Diéu phai vién
3 Cum

R (Phan hoi 30p)

R/ A (Diéu Iénh)

Giam sat Tuyén
/ T8 truéng

A (Kiém chéo)

A (Xac nhan)

A (Bdng ticket)

R (Gui BQL/BV)

C (Xac nhan lich)

Tap vu Thuang
truc / NV Tai
ché

R (Tryc tiép)

R (Chup & ghi)

R (C6 mat <15p)

I (Bdo nghi sém)

R (Chi bo do
hong)

Nhan su Co
dong (Floater)
/ BQlL

C (BQL phan hdi)

1 (BQL biét)

R (Floater Uing
ctu)

R (Floater nhan
ca)

A (HCNS/Lé tan
bao 24h)

YEU CAU TIEN QUYET, CHUAN TAC PHONG VAN HANH KHONG GAY GIAN POAN & BO

5.1. Chuin mu'c Giao tiép & Van Hanh Khéng Gay Gian

Poan

15 mL & Spill Kit

e Trang phuc & Dién mao: Ddng phuc sach phang, thé tén .
deo nguc trai ngay ngan, giay bit mdi chéng trugt (SRC);
téc bui/kep gon gang, méng tay cat ngan, khéng deo
trang sirc rudm ra vuéng may (nhan mat d4, vong tay,

day chuyén dai).

e Ranh giGi dé6ng phuc ngoai khudn vién: Cam maéc
dong phuc bao hé tap vu di ra khoi khuén vién du an
sau hét ca (phai thay thudng phuc tai phong thay do

trudc khi bdm thé ra céng).

e Quy tac gé cira & nhudng dudng: Khi vao khu lam

viéc/phong hop phai gé ctra 3 tiéng nhe nhang va xin
phép trudc khi budc vao; khi di chuyén phai di nép sat Ié
hanh lang nhudng dudng nhan vién va khach hang.

¢ Ky luat giao tiép: Cam tu tap néi chuyén, cudi dua I6n
tiéng, tua vach tudng hodc dung dién thoai ca nhan
ngoai gid nghi quy dinh (chi xem dién thoai cong vu khi
cd chudng ticket su ¢8). Khong nhin ngdé man hinh/gidy S

to trén ban khach.

5.2. Bé Dung cu Xe diay Gon Tap vu Thudng truc, Voi

Khan & binh xit du 4 mau cé ky hiéu hinh khéi (SAH-

SC-01): (bdn cau/san WC),| e VANG

(lavabo/guang/Inox WC), [ B XANH LA ] (Pantry thuc

pham), [ ¢ XANH DUONG ](sénh/thang may/phong hop).

Khan gdp 8 mat, binh xit dan nhan BM-TVP-03.

Khéa dinh lugng voi nhan 15 mL: Lau hang ngay 9-12
mL/L (3-4 nhdn x 15 mL / 5L); bdn ndng ddu m& 18-
24 mL/L (6-8 nhan x 15 mL / 5L).
Tui luGi Thay gié sach (giat nhiét > 60 °C) & B6 Spill
Kit: Tuyét déi khong ngam chung 4 mau khan vao 1 xo6.
Trang bj sdn bd ing cliu tran dé sinh hoc Spill Kit (NaOC1
1.000-5.000 ppm, gang kép, bot tham, tai vang sinh
hoc, ki hét v& kinh, 02 bién san ust) — tai Micro-Site cat
c6 dinh & ngan riéng c6 nhan do trong tu héa chat /

xe day khéa tai site.

H6 sc mang theo: Bia cling kep BM-TVP-04, SAH-FRM-
02, bo chia khda deo c6 dinh trén dai lung va but muc ghi

gis thuc té hoan tat tung luct tuan tra.


https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
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https://dichvuvesinhdanang.com/dich-vu-giat-ghe-sofa-chuyen-nghiep-tai-da-nang/
https://dichvuvesinhdanang.com/bang-gia-dich-vu-diet-con-trung/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/dich-vu-cung-cap-nhan-vien-ve-sinh/
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X3 auy TRINH VAN HANH TUNG BUGC & DIEM DUNG KIEM TRA BAT BUOC

07:30

Khung gic

06:30-07:30

07:45-08:30

08:30-09:15

09:30-10:15

10:15-11:30

11:30-13:15

13:15-14:15

14:15-15:15

15:30-16:30

Khu vuc & Méc PDong bo

Nhan ca & Sanh/Kinh
Luot 1 (< ©7:30)

WC Tuan tra Lugt 1
(07:45)

Thang may, Hanh lang &
Sanh/Kinh Lugt 2 (09:00)

WC Luct 2 (09:30) &
Pantry Ca Sang (09:45-
10:15)

Sanh/Kinh Lugt 3 (11:00),
Phong hop & WC Lugt 3
(11:15)

Truc Cao diém Trua &
Sanh/Kinh Lugt 4 (13:00)

Pantry Trua & Chiéu
(13:15-14:15) & WC
Lugt 4 (13:45)

Diém cham 5 Hop, Phong
hop & Sanh/Kinh Lugt 5
(15:00)

WC Lugt 5 (15:30) &
Pantry Cudi chiéu + Tu
lanh T6 (15:45-16:30)

EIZZED Nhan Ca €6 Pieu Kién (SAH-FRM-02) & Chudn Bi Trudc

Trach nhiém: Tap vu Thudng truc / T3
truéng

e Doc sG giao ca SAH-FRM-02 ngay dau ca (06:30): kiém tra tinh trang cac phong hop ca t8i chua don dugc do khach tang ca,
lugng tén vat tu tiéu hao va tinh trang may moc (RCD < 30 mA).

e Nguyén tac Nhan ca c6 diéu kién: Néu phat hién thi€u sot ti ca trudc hodc hu hdng san cé clia khach hang (ro voi nuéc,
ndt mat da, ket khda clra), van ti€p nhan ca dé phuc vu khach hang khéng gian doan, dong thdi ghi rd 1én SAH-FRM-02 +
chup anh timestamp/geotag bao Gidm sat trong < 10 phut.

e Pha dung dich bang voi 15 mL ding dinh mc 9-12 mL/L (3-4 nh&n x 15 mL / 5L), dt bién san udt va hoan tat lugt Sanh

& Kinh mit tién (5 phut nhanh: < 07:30) bing bo( ¢ XANH DUONG |.

m LS Trinh Tudn Tra Péng 10 Khung Gi& (06:30-17:30 — Péng Bd
BM-TVP-01 & BM-TVP-02)

Ma mau & Hinh
khéi

—\

¢ XANH DUGNG |

—

¢ XANH DUGNG |

—

© XANH DUONG |
ADPO |-

il

—

¢ XANH DUGNG |
A PO |

i i

—

¢ XANH DUGNG |

Trach nhiém: Tap vu Thudng truc
Trong gic

Thao tac Tiéu chuan Bat budc & Tan suat

Nhan ca SAH-FRM-02; pha voi 15 mL (9-12 mL/L = 3-4
nhan / 5L); lau 5 phat nhanh dau tay ctra kinh mat tién,
san sanh, gat rac trudc 07:30 (khép BM-TVP-01).

Ki€ém 7 budc trén BM-TVP-02 / SAH-FRM-03: quat hit &
Kiém Tra Khir Mui Thuc Bia, bon cau sif bo
(trung tinh), lavabo/guang/voi Inox bd lau

kho, san khd 100%, chadm vat tu néu < 20%.

Lau ngoai cao di€ém sang: vach Inox ca-bin thang, nat
bam (xit vao khan), rénh clra tang, tay vin; ding ©9:00 lau
nhanh 5 phut clra kinh & sanh mat tién.

09:30 hoan tat tuan tra WC lugt 2; 89:45-10:15 dung

rieng b6 vé sinh khay may pha ca phé, lo

vi séng, bon rlra ly, mat ban Pantry, gom rac uét.

G6 3 tiéng don phong hop tréng theo 3 Pha (BM-TVP-01);
11:00 lau nhanh 5 phut sanh/kinh; 11:15 kiém tra WC
lugt 3 trudc cao diém trua.

Tranh day xe 16n vao thang may khach cao diém; uu tién
XU ly 2 6 WC dot xudt néu dong; ding 13:00 lau nhanh 5
phdt clra kinh mat tién & sanh chinh.

13:15-14:15: XU ly ddt diém rac thuc pham, ly chén, ban
an, vét dau ma 10 vi séng & may ca phé sau gid nghi trua

bang b6 tai méc 13:45 kiém WC luct 4.

Lau khir khuan Quat tay ndm cia, céng tac, "5 Hop — 1
Céng tac” (khéng cham thar dién) & phong hop tréng;
ding 15:00 lau nhanh 5 phut sanh & ctta kinh.

15:30 tuan tra WC lugt 5; 15:45-16: 30 tdng vé sinh

Pantry lugt cudi bang . Riéng Thir Sau:
Don t0 lanh Pantry — CHi bé d6 héng SAU KHI
HCNS/Lé tan bao trudc 24 gio.



Ma mau & Hinh

khi Thao tac Tiéu chuan Bat budc & Tan suat

Khung gié Khu vuc & Méc Pong bé

16:30-17:30  Sanh/Kinh Lugt 6 (16:45), [ ¢ XANHDUONG |  16:45 chét sanh/kinh lugt cusi; 17:00 chét WC Iuot 6
WC Luot 6 (17:00) & Ban ADO |- (+2 6 dét xuat); thu khan ban vao dlng ngan mau tai ludi
giao Ca m thay gié sach (giat nhiét 2 60 °C), ky BM-TVP-04 & SAH-

Z FRM-02 (hodc 5 anh G1-G5 Micro-Site); thay thudng

phuc truédc khi réi cng.

DIEM CHAN KIEM SOAT 1 (PIEM DUNG KIEM TRA BAT BUOC): Tuyét d6i KHONG viit bo hop dung hay dé dn cia nhan vién
trong tu lanh Pantry vao thir Sau néu chua cé bang chirng HCNS hodc Lé tan Khach hang da gui théng bao truéc 24 gis;
cam ghi trudc chir ky tat vao 6 gié chua téi trén BM-TVP-04.

m Tiép Nhan Su €6 Tirc Thai Qua QR / Zalo / BQL & Cam Két Trach nhiém: Tap vu Thuéng truc & Diéu

SLA phéi

e Ngudng SLA phan ing: Tiép nhan yéu cau qua QR Code tai WC/Pantry, nhom Zalo hodc dién thoai BQL va c6 mat tai diém
phat sinh su ¢é trong £ 15 phit (tran ca phé sanh, v3 ly, nghet bon cau, thiéu gidy dot xuat); phan hoi diéu phdi chinh thic
trén kénh B2B trong £ 3@ phut; doi Ung cltu ki thuat cd mat S1< 2 gio /S2-S3 < 4 gio.

e Quy trinh xir ly khan tran dé / v& kinh: Trong 1-2 phuat dau dat ngay 02 bién san uét cé 1ap ving nguy hiém — deo gang
chéng c&t gom manh v& vao hép cling bang ki hét/kep (khéng nhat bang tay tran) — thdm khé triét dé, lau trung tinh va béo
déng ticket kém anh két qua trén Zalo.

T /¥Y Diéu Phéi Nhin Sy Co Pong (Floater) < 45 Phit & Danh Sach Du Phong Trach nhiém: Piéu phéi Cum
D3 Tham Pinh Truéc (PB-01) & Giam sat
Dinh bién t&i thi€u 1 : 15-18 nhan sy ¢& dinh c6 1 Nhan su Co ddng (Floater) da nang ndm viing VCARD-01. .03 (khi khéng
c6 ca nghi dot xuét, tir 08:00-16: 30 Floater di theo xe tuyén d6i tui khan thay gié sach gidt nhiét > 60 °C hoac ho trg téng vé
sinh dinh ky):

Piém chét Sang (tur

Cum Diéu phai Dia ban Phu trach 05:30) SLA C6 mat Cam két
Cum 1 - Trung tam Hai Chau — Thanh Khé — Cdm Lé Truc K57/10 Giang Van Minh < 45 phut (néi thanh < 10
/ Ngé tu bién Bién Phu km) - KCN Hoa Cam: 45-60
phut (gitr NV lan can tai cum)
Cum 2 - Bién Déng & San Tra — Ngd Hanh Son Truc Nga ba V6 Van Kiét — < 45 phat (ndi thanh < 10
Nam Ngé Quyén km) - Dién Ban — Hoi An: 60-90
phat (gitr NV 1an can tai cum)
Cum 3 - TAy Bac & Lién Chiéu — Hoa Khanh — Khu CNC Truc Ngé ba Hué — Tén Blc < 45 phat (cum KCN gén) -
KCN - Céng Théng / KCN Hoa Khanh Hoa Lién / Khu CNC: 60-75

phut (xa 60-90 phut)

¢ Quy trinh phan rng 05:30 sang: NV c6 triéu chiing 6m béo trudc < 21:00 t6i hom trudc (3ot xuat cham nhat 05 : 30 sang)
- ©5:30-05:35 (5 phut) Diéu phéi chon Floater nam trong Danh sach Nhan su Du phéng Da Tham Pinh Trudc cla diém
dé — Giam sat gui SMS/Zalo xac nhan diéu déng kém anh CCCD dé Bao vé/chl nha m& khda — < 06:20-06:30 (< 45
phit néi thanh; 68-90 phit KCN/HGi An) Floater check-in anh c6 dau thdi gian & vi tri tai cdng trudc gid mé clra 07: 30.

e Tha tuc Danh sach Du phong Da Tham Pinh Truéc (Ngan hang / Tech / FDI): Ngay trudc khi chay hop déng (Ngay 4-6
tiép quan), bat budc gui trudc hd sa ly lich (CCCD, xac nhan nhan than, NDA) ctia 82 nhan su du phong cho Bao vé c6ng/BQL
Khach hang. Néu 01 Floater trong danh sach nghi viéc, phai cap nhat ngudi thay thé trong < 48 gio.

DIEM CHAN KIEM SOAT 2 (PIEM DUNG KIEM TRA BAT BUOC): Tuyét déi khéng cir ngudi la chua ding ky trong Danh sach
Nhan su Du phéong Pa Tham Pinh Truéc tSi thay ca tai Ngan hang, Tdéa nha Hang A hodc Nha may FDI khi chua cé6 SMS/Zalo
xac nhan kém anh CCCD va chap thuan mé céng ciia BQL Khach hang.



E7X) T1Eu CHUAN NGHIEM THU CA TRUC & XU LY TINH HUONG NGOAI LE

Tinh huéng Ngoai I1é Thuc té

1. Bao 6m dot xuat lic 05: 30
sang tai Micro-Site (trudc gid
md cira 97:30)

2. Do tra sira / ca phé sira lén
tham phong hop 5 phit truéc
hop HDQT

3. Mua b&o ngap sanh tai Pa
Nang

4. Xt ly chat nén / mau giira ca
(Micro-Site & Enterprise)

5. Su’ ¢é nghet 6ng thoat / ri
van WC kéo dai > 2 gio

Nguyén nhan / Rui ro

Nguy ca tré m& clfa lic 07:30
hoac Bao vé chan khong cho
ngudi thay thé ma khéa vao diém
lé

Dung nudc néng lam chin dong
tu protein sita bAm chét vinh vién
vao sgi tham; tré gid hop cap cao

RO dién 6 cdm san, nudc tran hé
thang may gay chap chay, gio6
giat nguy hiém

Nguy cg lay nhiém mam bénh
dudng mau/tiéu hdéa cho nhan sy
va khach hang

L&i ha tang M&E vugt pham vi xdr
ly ctia tap vu

Hanh déng Chuan SONGANHHYG

Quy ché bat budc bao trudc < 21:00 téi hém trude néu cd

triéu chiting ém; duy tri danh sach du phong theo cum (KCN
Hoa Cam / Bién Ban gitr sdn nhan sy 1an can tai cum); Gidm
sat glfi ngay SMS/Zalo xac nhan diéu déng tir Danh sach
Du phéng Da Tham Pinh Truéc kém anh CCCD dé Bao vé
md khda cho Floater thay thé trong < 45 phut (ndi thanh)

/ 60-90 phut (KCN/HGi An).

CHi tham khé ngay lap tirc bang khan sach/gidy tham ép
tur vién ngoai vao tam (khong cha lan) + dung nuéc

mat/lanh & dung dich tay trung tinh (SAH-C01), két hop
quat th3i khd nhanh. CAM TUYET DOl diing nuéc néng.

Ngat ngay dién san (cdu dao 6 cdm am san vung ngap),
chan cira thang may bang thanh chan/bao thdm chéng
tran hé thang; kich hoat Ngan Cam Tuyét Déi khi gié >
cdp 4-5 (ding toan bd cong viéc kinh ngoai trai/tréng
gid); trai tham thdm + dat 02 bién san udt, gat khé mébi 15-
20p.

Cb 1ap hién trudng, deo PPE day du (gang nitrile kép, khau
trang, kinh bao ho), dung bt thdm/khan dung mét lan
trong Spill Kit thu gom, khir khuan bang NaOC1 1.000-
5.000 ppm (dU luu 8m 5-10 phut), cho toan bd véat tu
nhiém vao tdi vang budc kin 2 1&p. Tai Micro-Site, Spill Kit
cat cé dinh tai ngan riéng trong ti héa chat / xe day
khoa tai site.

Khoéa van cap nudc cuc bd néu an toan, dat bién canh bao
¢6 1ap budng WC, ghi nhan 1én BM-TVP-02 / SAH-FRM-03 &
BM-TVP-04, dong thdi bao BQL Toa nha xi ly M&E ngay.

QUY TAC BAT BUOC AN TOAN & PHAP LUAT VIET NAM: (1) Khi phat hién sy ¢8 rd nudc gan ta dién hodc 8 cdm &m san trong ca
tuan tra, cdm thi dién bang tay hoac tu lau nudc quanh nguén séng — ngat dién an toan tir xa va goi ky thuat M&E. (2) Cam dung
Acid pH 1-3 hoac trén Acid véi Javen (NaOC1) sinh khi d6c C15; chi dung dung dich trung tinh (9-12 mL/L), Quat hodc NaOC1 1.000-
5.000 ppm riéng biét dung quy trinh Spill Kit. (3) Khdng phat tri tién mat hay trir luang truc ti€p nhan sy xin nghi 6m doét xuat (tuan
thu Diéu 127 BLLD 2019); moi diéu chuyén céng viéc tam thdi (néu cd) tuan thu dang Diéu 29 BLLD 2019.

ZZX) pAo TAO AP DUNG & DANH MUC BIEU MAU LIEN KET

¢ Diéu kién cap chét déc lap: Moi Tap vu Thudng truc Trong gid & Nhan sy Ca dong (Floater) phai hoan tat 83 ca kém cdp truc
ti€p tai muc tiéu, thuc hanh nhuan nhuyén 16 trinh 10 khung gi& khép BM-TVP-01/02, tac phong Van Hanh Khéng Gay Gian
Poan, xtr ly Spill Kit va nhan dién 4 mau + hinh khoi (SAH-SC-01: A PO, @ VANG, m XANH LA, ¢ XANH DUONG) trudc khi truc déc

lap.

e Bi€u mau thuc thi 01 trang A4 bat budc tai chét: BM-TVP-04 (Khung L6 trinh Tudn tra Péng Tap vu Thudng truc Trong gid Toa
nha Hang A 06:30-17:30 & biéu phéi Su cé / Floater).

e Bi€u mau & Quy ché lién théng: BM-TVP-01 (Sanh/Kinh/Phong hop), BM-TVP-082 (WC 7 budc & 6 lugt + 2 dbt xuat), SAH-FRM-
02 (Nhan ca co diéu kién & Pha 15 mL), SAH-FRM-03, SAH-FRM-@5, PB-01 & PB-02.

¢ Quy trinh ti€p theo trong hé théng: SOP-TVP-06 -

KPI 100 biém.

Giam sat Chat luong 3 Tang, Do kiém Khach quan & Danh gia


https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-04-lo-trinh-day-porter-theo-gio.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-01-lich-truc-phong-hop-sanh.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-02-checklist-wc-tuan-tra.html
https://dichvuvesinhdanang.com/ops-toolkit/forms/FRM-02-zone-shift-handover.html
https://dichvuvesinhdanang.com/ops-toolkit/forms/FRM-02-zone-shift-handover.html
https://dichvuvesinhdanang.com/ops-toolkit/forms/FRM-03-wc-door-checklist.html
https://dichvuvesinhdanang.com/ops-toolkit/forms/FRM-05-async-daily-log.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/10-risk.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/16-sol-corporate-bank-tech.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-06-giam-sat-chat-luong-danh-gia.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-06-giam-sat-chat-luong-danh-gia.html

XY LicH sU PHIEN BAN & HE THONG QUY CHUAN AP DUNG

Phién ban Ngay Ngu@i soan / Duyét

v2.0 15/11/2026 Phong Van hanh &
QA/HSE - Ms. My Anh
duyét

Néi dung Thay déi & Quy chuan Ap dung

Phat hanh quy trinh chudn Tap vu Thudng truc Trong gid tich hagp
Quy chudn N&i bé SAH-MAN-@7 (5 tru cot van hanh), SAH-CTL-01
(Tuén tra Bong Toa nha Hang A 86:308-17:30 dong bo chéo
Sanh/Kinh BM-TVP-01 <07:30|09:00|11:00|13:00|15:00|16:45,
WC BM-TVP-02 07:45]09:30|11:15|13:45|15:30|17:00, Pantry
Trua & Chiéu 13:15-14:15 + tu lanh T6 bao 24h), SAH-STD-00
(Tiéu chudn Quan tri Truc quan 5S & Tac phong Van Hanh Khéng
Gay Gian Doan), SAH-CHM-08 & SAH-SC-01 (dinh mc 9-12 mL/L
& 18-24 mL/L), 4 ngoai I& khan cap (bdo 6m 05:30 Micro-Site, tran
thdm nudc mat, bao ngap/gid cap 4-5, chat ndon/méau NaoCl
1.000-5.000 ppm + tui vang + Spill Kit ti khéa Micro-Site) va tuan
thi BLLD 2019 (Piéu 29, Diéu 127).

Piéu huéng cum quy trinh & tai liéu d6i chirng: — SOP-TVP-04: Héa chat 15 mL - Muc luc 9 SOP - SOP-TVP-06: Giam sat & KP1 100d —
Biéu mau & Hb s ky thuat lién théng: BM-TVP-04 - Khung L6 trinh Ca ngay 06:30-17:30 - SOP-TVP-01 - Phong hop 3 Pha & Sanh - SOP-TVP-02 -
Tuan tra WC 7 Bu'éc - Giai phap Toa nha Hang A, Ngan hang & Tech - Nhén béo gia Tap vu & Vé sinh Van phong —

SONGANHHYG - Céng ty C6 phan Dich vu Vé sinh Cong nghiép Da Ndng SONGANHHYG - K57/10 Giang Van Minh, Hoa Thuén Tay, Hai Chau,  Tai liéu ndi b - SOP-

Da Néng - Hotline 24/7: 0905 751 566 - Email: danangadv@gmail.com

TVP-05 v2.0


https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-04-hoa-chat-kiem-soat-nhiem-cheo.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-06-giam-sat-chat-luong-danh-gia.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-04-lo-trinh-day-porter-theo-gio.html
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-02-nha-ve-sinh.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-02-nha-ve-sinh.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/16-sol-corporate-bank-tech.html
https://dichvuvesinhdanang.com/bao-gia-dich-vu-ve-sinh-van-phong/

