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AN NINH TAI SAN & BAO MAT THONG TIN - QUY CHUAN NOI BO SAH-RSK-10 SONGANHHYG
SOP-TVP-07

SOP-TVP-07 - Klja’M SOAT TAI si\N,‘CHiA KHOA, THE TU, Phién ban 2.0
VUNG CAM & BAO MAT KHACH HANG

Quy trinh cing ki€ém soéat chia khda va thé ti ra vao theo quy chudn néi b6 SAH-RSK-10 & SAH-CTL-
01, kiém khéa cudi ngay “3 Péng — 1 Kiém”, tiép can Vung Cdm 1-1, Quy Tac Ban Lam Viéc Nguyén

Trang & bao mat dif liéu ca nhan theo Nghi dinh 13/2023/NP-CP, ban giao D6 that lac trong < 15
phut (thudng +1 dén +3 diém KPI/1an)va cam két boi thudng tai san ding quy dinh phap luat.

SAH-RSK-10 - Kiém soat Chia khéa & Thé tir SAH-CTL-01 - M& & Khéa tra Phong Nguyén trang
SAH-STD-00 - An ninh Kho Tap vu & 5S An ninh 5S - 3 Péng - 1 Kiém & Tra d6 < 15p

ND 13/2023/NP-CP & BLLD 2019 - Bao mat & Boi thuong

73D xHUNG KIEM SOAT TAI LIEU

Ma tai liéu SOP-TVP-07 Phién ban & Hiéu luc  v2.0 - Hiéu lyc tu 15/11/2026

Pon vi phat hanh Céng ty C6 phan Dich vu Vé sinh Pham vi hé théng Toan bd nhéan sy Tap vy Van phong, Tap vu
Céng nghiép Da Nang Thudng truc Trong gid, T6 trudng & Giam
SONGANHHYG (K57/10 Giang Van sat Tuyén (Micro-Site 1-2 NV & Enterprise
Minh, Hoa Thuan Tay, Hai Chau, Pa Site > 3 NV)
N&ng)

B6 phéan Chu tri Trudng phong Ky thuat & Chat Nguai phé duyét Pai dién Phép luat — Ms. My Anh
lugng (QA/HSE) & biéu hanh Van
hanh

Chu ky ra soat Dinh ky 06 thang/lan hoac ngay Kénh hé trg 24/7 Hotline/Zalo: 0905 751 566 - Email:
sau khi phat sinh sy c6 mat danangadv@gmail.com

chia/thé tu, vi pham bao mat hodc
thay déi quy dinh BQL tda nha

Quy chuan & Phap ly = Quy chuan Ky thuat N6i bd SONGANHHYG: SAH-RSK-10 (An Ninh Chia Khoa, Tai San & Dif Liéu Khach

Ap dung Hang — giao nhan khéa ky déi, an ninh kho tap vy, x{ ly su ¢ mat khda/thé < 15 phdt), SAH-CTL-01
(Ki€ém Soat M& & Khoa Tra Phong Nguyén Trang), SAH-STD-08 (Tiéu chudn Quan tri Truc quan Toa nha 5S,
Quy tac khéa phong “3 Déng — 1 Kiém” & Quy trinh ti€p nhén, ban giao tai san that lac) - Nghi dinh
13/2023/ND-CP vé Bao vé D liéu Ca nhan - BLLD 2019 (Piéu 102(3), 127, 129, 130).

EITED muc picH & KET QUA PAU RA PO PUGC

Thiét 1ap hang rao kiém soét an ninh vt ly, bdo méat thdng tin va trach nhiém tai san tuyét déi tai cac van phong, ngan hang, doanh
nghiép FDI va toa nha hang A do SONGANHHYG phuc vy, hudng ti 4 chi sé dau ra do luéng dudc:

¢ Khdng that thoat Chia khéa / Thé tu: 100% lugt giao nhan chia khoda va thé ti ra vao c¢6 ghi ma, dém du sé chia trén vong va ky
doi trén s6 BM-TVP-06; khi mat/that lac phai bao khda ma thé tir trong vong < 15 phut.

¢ Khéng con rui ro Cira mé & Tham nudc Cudi ngay: 100% phong lam viéc, phong hop tréng va kho tap vu dugc khoda tra nguyén
trang ngay sau khi lam (theo SAH-CTL-081 & SAH-RSK-10) va kiém du “3 Péng - 1 Kiém" trudc khi rdi ca.

¢ Khong ro ri Dir liéu & Xam pham Tai liéu (NP 13/2023/ND-CP): 0 vu tu y doc/lat/di dgi ho sc ban lam viéc; @ anh chét ca G1-
G5 dinh khuon mat nhan vién khach hang, man hinh may tinh, danh thiép hodc sé dién thoai ca nhan.

¢ 100% Minh bach D6 That Lac & Trach nhiém B6i thudng theo Hgp déng: 100% tai san bd quén dudc gitr nguyén trang, niém
phong va ban giao Lé tdn/Bao vé trong < 15 phuit cé ky nhan; cam két bdi thudng thiét hai truc ti€p thuc té theo dung Hop dong
dich vu da ky va quy dinh phap luat hién hanh.


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

EIE) PHAM VI AP DUNG (MICRO-SITE VS ENTERPRISE) & RANH GIGI NGAN CAM TUYET DOI

Phan hang Site Pac thu An ninh & Giao nhan Khéa
Micro-Site (1-2 NV) Nhan sy nhan thé ti/chia tdng tai phong Bao vé
Chi nhanh, PGD Ngan toa nha hodc ti khoda niém phong; bat budc deo
hang, Van phong lam ca trén ngudi sudt ca; thuc hién kiém “3 Déng - 1
t8i ngoai gid Ki€ém" toan mat bang trudc khi khda cdng vé.
Enterprise Site (= 3-5 Quan ly chum chia khéa phan tang theo khu vuc,
NV) kho tap vu riéng tling tang luén khoa kin (SAH-

Toa nha Hang A, Tru s§ Tap ~ RSK-10); phan dinh ré Ving Cam tuyét déi
doan, Trung tam D{ ligu, (Server, UPS, Kho quy) phai c6 ngusi khach hang

Nha may FDI di kem 1-1.

Co ché Giam sat & Luu vét

Ky d6i nhan—tra trén BM-TVP-06; gUi du 5 goc anh
G1-G5 qua Zalo trong < 30 phut cudi ca (tuan
thu Nb 13/2023 khong dinh mat ngudi/man

hinh/danh thiép); Gidm sat tuyén thuc hién Kiém
Tra DOt Xuat Hang Tuan (1-2 1an/tuan).

T6 trudng ki€ém tra 100% s6 chia trong ta niém
phong cudi ca va déi chiéu chir ky véi Bao vé BQL

trén BM-TVP-06; moi ca D6 that lac phai lap bién

ban ban giao < 15 phut.

RANH GIG1 NGAN CAM TUYET POI VE AN NINH & BAO MAT (VI PHAM LA DUNG VIEC XU LY NGAY): (1) Néu lam roi, mét,
gay chia khda hoédc thé tir ra vao: DUNG NGAY céng viéc khu vuc dé va bao Bio vé toa nha + Hotline SONGANHHYG 0905 751
566 trong vong < 15 phit dé khoa ma thé tir ngay lap tic. (2) CAM TUYET BOI budc vao Ving Cam (Phong Server, Phong UPS/
Pién téng, Kho quy/Ta hd sa mat) khi khéng cé nhan sy c6 tham quyén ctia Khach hang di kém giam sat 1-1. (3) CAM TUYET DOI
tu y sao chép chia, cho ngudi khdc muagn thé, ma clia cho ngudi khéng cé tham quyén, doc/chup tai liéu, hodc tu mé vi/dién

thoai/laptop nhat dugc.

Pham vi Tap vu vs. Ky thuat Chuyén sau

LIEN KET NGU CANH - CUNG UNG NHAN SU AN NINH CAO & BAO DUGNG PHONG SERVER ESD

Quy ché deo khoa trén ngudi, ki€ém 3 Déng — 1 Kiém va cam két bdi thudng thiét hai tryc ti€p theo hgp déng gilp khach hang hoan toan yén tam khi
st dung nhén sy vé sinh vin phéng ly lich thdm dinh ky va ky NDA bao méat hoic g6i tap vu vian phong ngén hang, céng ty céng nghé va

chuyén biét.

Vé sinh Toa nha Hang A & Ngan hang —

A

T3 PHAN VAI & TRACH NHIEM (MA TRAN RACI)

Tap vu Van phong Bao mat NP 13 — Cung cap Nhén vién Vé sinh Ly lich Sach -

lanh su quan. Riéng vdi cac phong may chu (Vung Cam tuyét d6i khong tu y dua nudc hay may cha thudng vao), viéc bao tri dinh ky dudi su giam
sat ky thudt IT dugc tach riéng thanh hang muc vé sinh va bdo dudng san nhua Vinyl chéng tinh dién ESD trong hé dich vu vé sinh van phéng

Bao dudng San Chéng tinh dién ESD —

Dau viéc Kiém soat An ninh & Tai san

Ky cam két boi thudng thiét hai tryc ti€p thuc té
theo Hgp déng & thiét 1ap kiém soét rui ro tai san
theo goi thau

Thiét 1ap danh muc Vung Cam tuyét déi, tu khda
niém phong & thé tryc quan JC-TVP-02 tai site

Giao nhan chia khda/thé tu trén BM-TVP-06, deo
khda trén ngudi & thuc hién “3 Déng — 1 Kiém”

XU ly D6 that lac < 15 phut, ra soat anh G1-G5 ND
13/2023 & khdéa ma thé khi that lac

Pai dién Phap
luat (Ms. My
Anh)

A / R (Phé duyét)

1 (B4o su ¢6 16n)

Trudng phong
QA/HSE

C (Panh gia rui
ro)

A (Chuan hoa)

C (Kiém mau)

A (CAPA/BOGI
thudng)

Giam sat Tuyén
/ T8 truéng

R (Trién khai)

A (Kiém cuéi ca)

R (Diéu phoi
<15p)

Nhan vién Tap
vu / Tap vu
Thudng truc
Trong gic

R (Thuc thi 100%)

R (B4o ngay tai
chd)



https://dichvuvesinhdanang.com/dich-vu-cung-cap-nhan-vien-ve-sinh/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/danh-bong-san-nhua-vinyl-chong-tinh-dien-esd/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-van-phong/
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/danh-bong-san-nhua-vinyl-chong-tinh-dien-esd/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-van-phong/

THUONG TAI SAN

TRANG Bl KIEM SOAT, QUY CHUAN CHIA KHOA (SAH-RSK-10), VUNG CAM & BOI

trén that lung/dai quén suét ca truc.

5.1. Trang bi Bao hé & Céng cu Kiém soat Chia khéa / An ninh

e Day rut deo dai lung co gidn & méc khéa chuyén dung: Cap phat 100% cho nhan sy gilt chia/thé tir dé kep chat truc ti€p

Tai zip niém phong P6 that lac c6 tem s6: Tui nhya trong suét kém tem niém phong ghi s&n Gid — Vi tri — M6 ta vat bén

ngoai (tuyét déi khong ma vi/thiét bi).

S6 Giao nhan BM-TVP-06 & SDT Khan Ngoai gid: Dat ¢6 dinh tai quay Bao vé/Kho, ghi s&n SBT Khan Ngoai gio cla

Khach hang (HCNS / IT Admin) & dau phiéu.

Hop khoéa / Ta khéa niém phong ngoai gia: Luu gilr chum chia khoa, thé tir ngoai gid ca va dung ban giao an toan cho ca

dém/cudi tuan.

Trang bi xtr ly su' ¢é v&/rod ri & Thé truc quan: Gang tay bao hd chdng cat nhe, hét rac can dai thu gom manh v, va bo thé

hudng dan tryc quan JC-TVP-02, VCARD-03 niém yét tai tu do.

5.2. Kiém soat Chia khéa, Thé tir & An ninh Kho Tap vu
(SAH-RSK-10 & SAH-CTL-01)

Luu giilf ngoai gid ca: Moi chia khda du phong va thé tu
tang luu c6 dinh trong ta khéa niém phong hodc ban
giao tai phong Bao vé khach hang.

Giao nhan bang chir ky déi: Ghi rd Ma chum chia/Thé
tu, s6 lugng chia trén vong, giG nhan/tra va chir ky riéng
02 c6t (NV Ky | BV/BQL Ky) trén BM-TVP-06; tuyét déi
khong giao nhan miéng.

Bat di bat dich suét ca truc: Bat buéc deo chum chia
khéa/thé tir truc tiép trén ngudi (day rat thu hoi hoac
méc kep dai lung chac chan).

Nghiém cam tuyét doéi: D€ chia/thé trén xe day tap vy,
bo trén ban lam viéc hodc bé lavabo, cdm quén & 6 khoa
cUa, ty' y thao rdi mot chia ra khoi vong khoa, sao chép
chia khoa, cho ngudi khac muagn (k€ ca nhan vién khach
hang chua dugc BQL uy quyén), hodac mang chia/thé vé
nha ngoai gid lam viéc.

An ninh Kho Tap vu (SAH-RSK-10): Phong kho chlra may
moc, hda chat & doé ca nhan luén phai khéa ctra moi lic
khi nhan su di ra ngoai khu vuc kho; cam tuyét déi
ngudi khéng phan sy vao phong kho tap vu.

5.3. Phan vung Cim & Bao vé Dir liéu Ca nhan (NP
13/2023/ND-CP)

Vung Cam tuyét déi: Phong Server, Phong UPS/Dién
téng, Kho quy/T4 ho sa mat. Nhan sy tap vu CHi dugc
buédc vao khi ¢6 nhan su ¢6 tham quyén cua Khach
hang di kém giam sat 1-1 trong suét thai gian don.
Quy Tac Ban Lam Viéc Nguyén Trang: Cim doc, 14t gid,
ma ti/ngan kéo hodc tu'y di doi gidy t& trén ban lam viéc
(thdy gidy rai san van gilt nguyén va bao Bao vé/Admin).
Cam ghi hinh théng tin mat: Cam chup anh man hinh
may tinh dang ma, bang trang phong hop con néi dung
chién lugc.

Tuéan tha ND 13/2023/ND-CP khi chup anh G1-G5: Moi
anh béo céo 5 géc tai Micro-Site tuyét déi khéng chup
dinh khuén mat nhéan vién khach hang, man hinh may
tinh, danh thiép hay sé dién thoai ca nhan.

Tui tai liéu cha hay: Budc nguyén niém phong va dat/bd
dung nai quy dinh theo huéng dan HCNS khach hang —
tuyét déi khong xé xem.

5.4. Co ché& Trach nhiém B6i thudng Tai san theo Hop déng & Phap luit

SONGANHHYG cam két boi thudng thiét hai truc tiép thuc t€ d6i vai tai san clia Khach hang néu két luan do 16i thao tac hodc
sG suat clia nhan sy SONGANHHYG gay ra, can c( theo Hgp dong & Bién ban hién trudng (c6 dai chiéu hién trang khao sat
ban dau SAH-FRM-01, anh bao 16i c6 san trudc ca, s6 khda BM-TVP-06 va di liéu khach quan). Diéu khoan gidi han trach nhiém,
mdc bdi thudng cu thé va phuang &n quan tri rdi ro theo yéu cau tiing géi thau dudc quy dinh ré trong Hop ddng dich vu ky két
cho tung dy an.



X3 auy TRINH TUNG BUGC & DIEM DUNG KIEM TRA BAT BUOC

EIZXD Giao nhan Chia khéa / Thé tir Dau ca (SAH-RSK-10) Trach nhiém: NV Ca & Bao vé / T8 truéng
e Nhan chum chia khéa / thé tU tai td khda niém phong hodc ban Bao vé trugc gid tac nghiép.
e Kiém tra tinh trang vong khoa nguyén ven, dém ding sé lugng chia trén vong, déi chi€u Ma chim chia/Thé tir véi danh muc
khu vuc phan cong.
e Ghi rd gi& nhan va ky xac nhan 02 bén trén S6 BM-TVP-06; gan ngay vao day rut thu hdi hodc méc kep dai lung chac chan
trén ngudi.
PIEM CHAN KIEM SOAT 1 (PIEM DUNG KIEM TRA BAT BUOC): Khéng r&i quay Bao vé / ta khéa khi chura dém du sé lugng
chia trén vong va chua cé chit ky ddi trén BM-TVP-06; tuyét d6i khong dit chum chia 1én xe day tap vu.

ETII) Quy tic Mé & Khéa lai Phong (SAH-CTL-01) & An ninh  Trach nhiém: NV Tap vu / Tap vu Thudng

Kho (SAH-RSK-10) truc Trong gic

e Nguyén trang khéa ctra (SAH-CTL-01): Phong nao dang khda trudc khi tap vu vao » md xong, lam sach xong khi rgi di bat
budc khéa tra nguyén trang ngay lap tic.

e Cam chém cira: Nghiém cdm dung cuc chan, ném gé, thung rac hoac cdy lau chém clra lam mat tac dung tu khéa hoic l1am
hd clra chéng chay.

e Cam md cira hé: Khéng dung chia/thé cla tap vu md clfa cho bat ky ai tu nhan quén thé (ké ca nhan vién khach hang chua
dugc BQL xac nhan) — hudng dan lich sy ngudi do lién hé Bao vé/Lé tan.

o Khéa kho lién tuc (SAH-RSK-10): Mbi khi ddy xe rdi khdi phong kho tap vu, phai déng sap va khoa kin clra kho; khéng dé
ngudi ngoai vao phong kho.

m Tac nghiép Ban Lam Viéc Nguyén Trang, Vung Cim 1-1 & Chup anh Trach nhiém: NV Tap vu &
Chuan ND 13/2023 Giam sat

e Tai ban lam viéc van phong: chi lau phan mat ban tréng bang khén[ ¢ XANH DUCGNG ],' khéng nhac chong hé so, khong ma
td, khéng tat may tinh ca nhan hay rat day 8 dién UPS (cdp ngudn may chu).

e Khi vé sinh Ving C&m (Server, UPS/Dién t8ng, Kho qu§/H® sa méat): chd nhan su c6 thadm quyén clia Khach hang mé cira va di
kém giam sat 1-1 suét thai gian lam viéc trong phong.

e Khi chup 5 &nh gdéc G1-G5 cudi ca (Micro-Site): ra khung hinh trudc va sau khi chup dé dam bao khéng lot khuén mat ngudi,
man hinh dang sang, bang trang ghi chién lugc, danh thiép hoac s6 dién thoai ca nhan.

PIEM CHAN KIEM SOAT 2 (PIEM DUNG KIEM TRA BAT BUOC): Néu phat hién anh chup G1-G5 lot mit nhan vién, man hinh
may tinh, danh thiép hoic s6 dién thoai — XOA NGAY trén dién thoai & nhém Zalo, chup lai géc chuan sau khi né hoan toan
khéi khung hinh.

Quy trinh D6 That Lac (“Nhat dugc caa roi tra ngudi mat”) Trach nhiém: NV Ca & Bao vé / Lé tan

¢ Khi nhat dugc vi, dién thoai, déng ho, trang sic, thé ngan hang, USB, laptop bd quén tai phong hop, ban lam viéc hoac budng
WC: KHONG tu y mé xem bén trong vi/tdi/may.

* Gilt nguyén trang vat tai chd va goi ngay Bao vé/Lé tan khach hang t&i chiing kién (hodc bé ngay vao tui zip niém phong
trong suét c6 tem s, ghi ré Gid — Vi tri — M6 ta bén ngoai).

 Ban giao tryc ti€p cho Béo vé&/Lé tan khach hang trong véng < 15 phit kém chi ky xac nhan 02 bén trén S6 BM-TVP-06; TS
trudng bao cado Phong Van hanh dé tuyén ducng ndi bd va cdng +1 dén +3 diém KPI/lan theo cq ché thudng thang trong
SOP-TVP-06 & BM-TVP-05.

T Kiém Tra “3 Pong - 1 Ki€m” & Tra Khéa Cudi Ca Trach nhiém: NV Ca & Té truéng

e Tai cac phong lam viéc va phong hop tréng cudi ngay, trudc khi rai di phai ra soat du quy tac “3 Déng - 1 Kiém”: (1) Péng
kin cira s6 (tranh mua tat, gié IUa, con trung); (2) Khéa ctra chinh ra vao ding nguyén trang; (3) Tat cong tac dén & diéu
héa phu trg (khdng tat thiét bi IT/Server chu chét); (4) Kiém tra khéa chdt moi voi nuéc tai WC/Pantry & cam déi nuédc
Iénh lang san gay tham dét xuéng tang dudi.

e Cudi ca tryc: mang chum chia khéa/thé tur vé quay Bao vé hoac ta khda niém phong, dém lai dd s6 chia trén vong, ghi gid tra
va ky déi chiéu 02 bén trén BM-TVP-06.

DIEM CHAN KIEM SOAT 3 (PIEM DUNG KIEM TRA BAT BUOC): Tuyét dsi kiém tra that lung/tii 40 khéng mang nham chia
khéa hay thé tir toa nha ra vé; chi hoan tat ca sau khi cé chir ky tra khéa trén BM-TVP-06.




EITED xU LY TINH HUGNG NGOAI LE THUC TE & QUY TAC AN TOAN - PHAP LUAT VIET NAM

Tinh huéng Ngoai I1é Thuc té

Mat hoéc that lac chia khéa /
thé tir trong ca

Mat chia / ket khéa luc 20:30
t6i khi Bao vé ca ngay da vé /
VP thué tang khéng cé bao vé
dém

Bao vé nhan vién khoi bi dé 16i
hu héng ¢é san & X ly 16 tay
lam v& tai san

Nhan chia cho Floater thay thé
khan cap (Danh sach Du phong
Pa Tham Pinh Truéc)

Phat hién & ban giao D6 that
lac ding quy trinh + Xac minh
khi nghi mat tai san

Rui ro Phat sinh

Nguy cd ngudi la nhat dugc thé
tU hodc chia cd xam nhap trai
phép vao toa nha/phong méat

Nhan sy bi ket cira phong/tang,
dé tu y bo clira mé di vé hoic nhg
ngudi la gilt clra gdy mat an ninh

Tranh chdp oan vé vét nit/tray co
san hodc gy mat an toan manh
v@3 thay tinh khi I3 tay

Bao vé tu chai giao khoa cho
ngudi thay thé dét xuat hodc giao
nham cho ngudi ngoai danh sach

That lac tai san khach hang hoac
phat sinh nghi ngd ma ti/ho so
ca nhan

Hanh déng Chuan SONGANHHYG

Dirng ngay coéng viéc khu vuc dé6 — Bao truc tiép Bao vé
toa nha & Giam sat tuyén SONGANHHYG qua Hotline 9905
751 566 trong vong < 15 phut — Yéu cau BQL khéa ma
thé tir trén hé théng kiém soat ra vao ngay lap tic -
Lap bién ban truy tim/niém phong hoac thay 16i khéa cg
néu can.

CAM b6 mic cira mé dé di vé hoic nha ngudi la giir
cura. Gilt nguyén vi tri clta khoéa, khong rdi hién truéng —
goi ngay SBT Khan Ngoai gid cia Khach hang (HCNS / IT
Admin ghi trén dau BM-TVP-06) dé kich hoat khoa tu/dién
t tU xa + bao Hotline 8905 751 566 — niém phong chum
khoéa vao hop khdéa dém niém phong va chup anh Zalo cé
mac gid.

Hu héng ¢6 san: Khi nhan ca néu thay tai san, man hinh,
kinh nGt v& san — chup anh méc gid gui ngay nhém Zalo
trudc khi lau khu vuc do (d6i chiéu SAH-FRM-01).

L& tay lam v& c6c/tai san: Gilr nguyén hién trudng, deo
gang tay thu gom manh v& an toan bang hét rac/chéi, chup
anh va bao Giam sat trong £ 5 phut.

Quan ly dy an/Giam sat gui tin nhan diéu dong chinh thiic
t3i Bao vé/BQL (néu rd ho tén, s& CCCD cua Floater thudc
Danh sach Nhan sy Dy phong Da Tham Dinh Trudc) — Bao
vé kiém tra tin nhan diéu déng + déi chiéu CCCD ban
chinh trudc khi giao chia va ky nhan BM-TVP-06.

Nhat dugc do bo quén (vi, BT, laptop, USB): khéng md xem,
giao Bdo vé/Lé tAn < 15 phit c6 ky nhan trén BM-TVP-06
— dugc cdng +1 dén +3 diém KPI/1an trong SOP-TVP-
06 & BM-TVP-05.

Néu cé khiéu nai: gitr nguyén hién trudng, trich xuat BM-
TVP-06, anh G1-G5 va phd&i hgp BQL trich camera.

QUY TAC BAT BUOC AN TOAN & PHAP LUAT VIET NAM: (1) Chuan héa Phap Iy Béi thudng & Ky luat Lao dong (Diéu 127,
Piéu 129, Piéu 130 & Diéu 102(3) BLLD 2019): Nghiém cadm phat tién hoac tri luong trai Diéu 127 BLLD 2019. Trudng hgp nhan
sy sd suat gay thiét hai khong nghiém trong cho dung cu/tai san thi mic béi thudng khéng qua 03 thang tién luang va khau trir
hang thang t6i da 30% tién luong thang thuc tra sau khi trich nép BHXH, BHYT, BHTN, thué TNCN theo Piéu 129 & Diéu
102(3) BLLD 2019; dugdc xem xét mién hodc giam boi thudng néu xay ra bat kha khang theo Diéu 130 BLLD 2019 (doanh nghiép
van chiju trdch nhiém bdi thudng thiét hai tryc tiép thuc t& cho Khach hang theo Hgp déng dich vu da ky). (2) An toan dién khi thuc
hién “3 Déng - 1 Kiém”: Chi tit dén va didu hoa phu trd viing tréng — CAM tu' y ngat CB téng hoic & dién UPS dang cap ngudn
may chl/thiét bi chay ngam. (3) Tuan tha Nghi dinh 13/2023/NB-CP: Anh chét ca Zalo G1-G5 tuyét déi khong chup dinh khudn mat
ngudi, man hinh dang md, danh thiép hay SPT ca nhan.

X} pAo TAO AP DUNG & BIEU MAU HIEN TRUGNG LIEN KET

o Bi€u mau ghi chép bat budc tai cong trinh (1 trang A4): forms/BM-TVP-06-so-quan-1ly-chia-khoa-the-tu-do-that-
lac.html — S& Giao nhan Chia khoa / Thé tir (SAH-RSK-10), Kiém “3 Dong — 1 Kiém” & Bién ban D6 That Lac < 15 phut.

e Thé huéng dan truc quan niém yét tai ti do (1 trang A4): job-cards/JC-TVP-02-the-cam-tay-an-ninh-chia-khoa-8-
gap-khan.html — 4 Quy tic Vang gilr chia khéa trén ngudi, "3 Dong — 1 Kiém", G&p khan 8 mat & 4 mau hinh khéi (SAH-SC-01).
o Lién két cdng diém KPI tra do that lac (+1 dén +3 diém/lan): SOP-TVP-06 & forms/BM-TVP-05-phieu-cham-diem-kpi-100-

nghiem-thu.html.

¢ Lién két 6 diéu cam bao vé tai san & Quyén Dirng Viéc An Toan: . ./ops-toolkit/visual-cards/VCARD-@3-an-toan-6-

cam.html.

e Tich hgp sat hach nhan su: N6i dung gil chia trén ngudi & Quy Tac Ban Lam Viéc Nguyén Trang la Céng Diém Liét (Loai Tru'c
Tiép) s6 4 (Cong 4) bat budc dat 100% trong ky sat hach tay nghé theo SOP-TVP-08.
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XY LicH sU PHIEN BAN & HE THONG QUY CHUAN AP DUNG

Phién ban Ngay Ngudi soan / Duyét Néi dung Thay déi & Quy chuan Ap dung
v2.0 15/11/2026 Phong QA/HSE - Ms. My Phat hanh quy trinh ki€ém soéat chia khoa/thé tir theo Quy chudn Noi
Anh duyét bd SAH-RSK-10 (An Ninh Chia Khda, Tai San & D Liéu Khach

Hang), SAH-CTL-01 (M& & Khoa trd Phong Nguyén trang), SAH-
STD-00 (Chuan An ninh 5S, quy tic “3 Déng — 1 Kiém" & D6 that lac
< 15 phit), bao vé di liéu cad nhan NP 13/2023/ND-CP, chuan
hoéa boi thudng lao dong BLLD 2019 (Piéu 102(3), 127, 129, 130)
va cd ché boi thudng thiét hai truc ti€p theo Hgp dong dich vu tling
dy an.

Piéu hudng cum quy trinh & tai liéu ddi chirng: — SOP-TVP-06: Giam sat & KPI 100d - Muc luc 9 SOP - SOP-TVP-08: Dao tao & Sat hach —
Bi€u mau & Hb sd ky thuat lién théng: BM-TVP-06 - S8 Giao nhan Chia khéa & D6 roi - JC-TVP-02 - Thé An ninh Chia khéa Trén ngudi - Ca ché
Bao vé Rui ro & Boi thudng SAH-RSK-10 - Nhan bao gia Tap vu & Vé sinh Van phong —

Céng ty CP DV Vé sinh Cong nghiép Da Ndng SONGANHHYG - K57/10 Giang Van Minh, Hda Thuén Tay, Hai Chau, Da Néng - Hotline 24/7:  Tai liéu ndi b6 - SOP-
0905 751 566 - Email: danangadv@gmail.com TVP-07 v2.0
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