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QUY CHUAN KY THUAT NOI BO SONGANHHYG - VAN HANH VAN PHONG CHUYEN
NGHIEP

BO SOP BO PHAN DICH VU TAP VU VE SINH VAN
PHONG SONGANHHYG

9 SOP - 7 FORM
2 THE TRU'C QUAN - XLSX/DOCX

Hé théng van hanh chuén héa theo 7 Quy chuan Ky thuat Néi bd SONGANHHYG
(SAH-STD-00, SAH-CTL-01, SAH-SC-01, SAH-MAN-07, SAH-CHM-08, SAH-ACC-09, SAH-
RSK-10) két hgp Quan tri Truc quan 5S, tiéu chuan QCVN / GHS va tudn thd nghiém ngat

Phap luat Lao déng, Dan sy & Bao vé DI lieu Ca nhan Viét Nam.

SAH-STD-00 - Cau tric SOP 9 phan SAH-CTL-01 - Khéng gian VP & 5 Hop — 1 Céng tac
SAH-SC-01 - Khu WC 7 buéc & Kiém soat mui SAH-MAN-07 - Tu thé S6 8 & RCD < 30 mA
SAH-CHM-08 - Voi 15 mL& 4Mau A e H ¢ SAH-ACC-09 - KPI 100d & ATP 100 cm?

SAH-RSK-10 - 3 Péng - 1 Kiém & ND 13/2023 Quan tri Truc quan 5S & Luat Lao dong VN

LIEN KET DICH VU COT LOI - TU QUY TRINH SOP DEN TRIEN KHAI THUC TE Céng Tri thitc & Chudn héa Van hanh B2B

Hé théng 9 SOP va 9 biéu mau A4 tai day 1a chuan van hanh thuc dia dugc 4p dung truc tiép cho goi dich vu tap vu vin phéng tai Da Nang va giai
phap cung cip nhén vién vé sinh thudng truc dinh ky cia SONGANHHYG. Doanh nghiép can trién khai tron géi vui long tham khao thém nang
luc vé sinh vin phong chuyén nghiép hoac tra c(lu bang bao gia dich vu vé sinh vin phong theo m2

IR o TAI LIEU SOP CHUAN HOA THEO QUY CHUAN SAH-STD-00 (KHUNG 9 PHAN)

Biéu mau / Thé

Ma SOP Tén Quy trinh Van hanh Chuan M3 Quy Chuin & Trong Tam P Tai liéu
gan kem

SOP-TVP- Chuan héa Van ban SOP, Biéu mau Hién SAH-STD-00 - Khung 9 phan, 4 Mau .docx 9 HTML - PDF
00 trudng & Kho 5S mau Aele & Kho 5S phan
SOP-TVP- Vé sinh Ban lam viéc Nguyén trang, SAH-CTL-01 + SAH-RSK-10 - 5 BM-TVP-01 HTML - PDF
01 Phong hop 3 Pha, Hanh lang & Thang Hop — 1 Cong tac & ND 13

may
SOP-TVP- Vé sinh Nha vé sinh 7 Bu&c & Tuan tra SAH-SC-01 + SAH-CHM-08 - Tach BM-TVP-02 HTML - PDF
02 Cao diém 60-90 phut 2 mau Ae & Khir mui géc
SOP-TVP- Lau san Da vat liéu, Xe ddy 5S, Tu thé€ S6 8 = SAH-MAN-@7 + Quan tri 55 (M6t JC-TVP-01 HTML - PDF
03 & Bao ho PPE / RCD vat — Mét thé, RCD < 30 mA)
SOP-TVP- Quan ly Hoa chat An toan (Voi 15 mL) & SAH-CHM-08 + ND 113/2017/ND- = BM-TVP-03 HTML - PDF
04 Kiém soat Nhiém chéo 8 Mat CP - GHS & SDS 16 muc
SOP-TVP- Quan ly Tap vu Thudng truc Trong gid, SAH-CTL-01 + SAH-CHM-08 + BM-TVP-04 HTML - PDF
05 Pantry & Doi cd dong < 45 phut Quan tri Tryc quan 5S
SOP-TVP-  Giam sat 3 Tang, Do ki€m Khan gidy trang = SAH-ACC-09 + BLLD 2019 (Diéu BM-TVP-05 HTML - PDF
06 / ATP & Danh gia KPI 100 Diém 127) + Quan tri 55
SOP-TVP- Quan ly Tai san, Chia khda/Thé tu, Kho & SAH-RSK-10 + 3 Déng — 1 Kiém +  BM-TVP-06 - JC- HTML - PDF
07 Bado mat Nguyén trang ND 13 BLDS 2015 / BLLD 2019 TVP-02
SOP-TVP- DPao tao H6i nhap Nhom 4 ND 44, Kem SAH-ACC-09 + SAH-MAN-07 + ND  BM-TVP-07 HTML - PDF
08 c&p 3 Ca & Sat hach Tay nghé 100 Diém 44/2016/ND-CP
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I 7 BIEU MAU TAC NGHIEP DUNG 01 TRANG A4 & 2 THE HUGNG DAN TRUC QUAN

Biéu mau Tac nghiép Cam tay (Moi file diing 01 trang
A4)

BM-TVP-01 (PDF): Phiéu Diéu phi Phong hop & Tuan
tra Sanh / Thang may.

BM-TVP-02 (PDF): Bang ki€ém WC 7 Budc (TU goc xa ra
clra) & B6 sung Vat tu < 20%.

BM-TVP-03 (PDF): Nhan Binh Thir Cép 6 Trudng — 4 Mau
8 Nhat ky Voi 15 mL.

BM-TVP-04 (PDF): LG trinh Tuén tra Béng Tap vu Thudng
tryc Trong gid (06:30-17:30) & D6i ca dong.

BM-TVP-05 (PDF): Phiéu Kiém 3 Tang (Khan gidy tréng +
ATP 100 cm?) & KPI 100d.

BM-TVP-06 (PDF): S8 Giao nhan Chia khda/Thé ti, 3
DPoéng-1 Kiém & Do That lac.

BM-TVP-07 (PDF): Phiéu Sat hach Tay nghé Thuc hanh
(1004 & 5 Diém Liét Loai truc tiép).

Thé Huéng Dan Truc Quan Hién Trudng & Biéu Mau
Géc Word / Excel

JC-TVP-01 (PDF): Thé Tu thé Lao déng S6 8 (Chéng dau
lung) & Xe day 3 Tang 5S.

JC-TVP-02 (PDF): Thé Deo Chia khda Trén Ngudi, Gap
Khan 8 Mat & 4 Ky hiecu Mau A e ll &,

File Word (.docx): Mau g&c SOP 9 phan chuin hda SAH-
STD-00 dé nhan ban cho du 4n méi.

File Excel (.xIsx): Cong cu tinh KPI 100d, ATP RLU (< 100
RLU), Sat hach tay nghé (10 k§ nang x 10d) & Tai kiém
Quy 100%.

Bo thé & form bé trg tai ops-toolkit/: VCARD-01 -
VCARD-02 - VCARD-03 - PTW SAH-FRM-04 - Nghiém thu
SAH-FRM-06 (Tai VP chuyén biét, BM-TVP-02/04 thay thé
FRM-02/03; vOi 15 mL chudn 9-12 / 18-24 mL/L ndm
gon trong khung 8-15 / 15-30 mL/L).

Catalog Héa chat & H6 sc An toan (SDS/TDS/Nhén
thuc té): Téng quan Catalog Hoa chat - Hoa chat Vé sinh -
Hda chat Diét con trung.

EZXIXE) MA TRAN DICH VU CHUYEN SAU SONGANHHYG THEO NGU' CANH TUNG SOP

Bang phan tach ranh gidi gilra duy tri hang ngay theo SOP tap vu va dich vu ki thuat dinh ky cia SONGANHHYG khi hang muc
VUGt tam vdi (> 2-4 m), can may chuyén dung hoac hda chét phuc hoi:

=

1. Van hanh Tap vu, Nhan sy & Hgp déng Van phong
Dong bé tryc tiép vGi SOP-TVP-00, 05, 06, 07, 08 va bd BM-
TVP-04..07:

Dich vu tap vu van phéng — ca sang/téi & tap vy hanh chinh
toan thdi gian.

Cung cap nhan vién vé sinh dinh ky — da qua sat hach 100
diém, bu quan < 45 phat.

Vé sinh van phéng va tda nha hang A — kiém soat ATP 6 100
cm? & nghiém thu 2 chit ky.

Bao gia dich vu vé sinh van phong — du toan theo m? va
dinh bién thuc té.

Dich vu vé sinh c6ng nghiép dinh ky — téng vé sinh theo
quy & ban giao sau stra chita.
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2. Ghé, Sofa, ThAm Vian phong & Kinh Mt dung (> 4
m)

M4 rong dinh ky tir SOP-TVP-01, SOP-TVP-03, SOP-TVP-05 & BM-
TVP-01:

Giat ghé van phong tai Pa Nang — phun hat khit khuan dinh
ky ghé xoay ludi, ni.

Giat ghé sofa khu Ié tan & phéng VIP — lam sach séu ni, da
phong tiép khach.

Giat tham van phong va phong hop — loai bd bui min, vét ca
phé theo quy.

Giat tham chui chan sanh chuyén nghiép — phuc héi cum
thadm can bui 3 tang.

Du day lau kinh mat ngoai va vach Alu — x{ ly kinh cao trén
4 m bang nhan sy Nhom 3.

3. Phuc hdi & Bao dudng 5 Nhém Vit liéu San
Chuyén tiép chuyén siu ti k§ thuat lau san bao vé bé mat tai SOP-
TVP-03 & SOP-TVP-07:

Phuc héi danh béng da Granite Marble — x( ly 6 xin, phuc
hoi dé bong sanh da tu nhién.

Panh bong san da Granite sanh toa nha — tang cliing bao vé
mat do di lai cao.

Bao dudng phuc héi san Terrazzo & danh béng san da mai
Terrazzo.

Panh bong san nhua Vinyl va san ESD — phu béng khu van
phong va phong may chu.

Mai danh béng ting cirng san bé téng — khu vuyc tang ham
va kho ky thuat.

4. Chéng thim Ron Gach, Khir trung & Kiém soat Cén
trung
Phé&i hgp xtt ly chuyén sau tir SOP-TVP-02 & SOP-TVP-04:

Thi c6ng ron gach Epoxy chéng tham — khang nudc va hda
chat khu pantry, nha vé sinh.

Phuc hoi ron gach cii bi 6 den khu WC — loai bd 6 ngdm
mui khai 1du nam.

Dich vu phun thuéc khir triing diét khuan — khir khudn toan
dién van phong, WC, phong hop.

Bang gia dich vu diét con triung van phong — kiém soéat
gian, kién, ruéi khu pantry va kho rac.
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QUY TAC TUAN THU BAT BUOC VE AN TOAN, PHAP LY & TRACH NHIEM TAI SAN

3 NGUYEN TAC TUAN THU BAT BUOC TRONG TOAN BO HE THONG VAN HANH: (1) An toan Héa chat & Vat liéu: Cdm dung
méi Xylene, cdm bui nhui thép, cdm Acid pH 1-3 ding hang ngay & cdm tron Acid+Javen; ding ding 9-12 mL/L (trung tinh) / 18-24
mL/L (ndng) & NaOC1 1.000-5.000 ppm (Spill Kit sinh hoc); (2) An toan Pién: C&m dung mu ban tay/ngén tay cham vo ti dién dé
thir ro ri — phat hién ha day/am uét phai kich hoat Quyén Diing Viéc An Toan goi ngay k¥ thuat M&E & Hotline @905 751 566; (3)
Phap luat Lao dong & Hgp dong: Tuyét doi khong phat trlr tién vao luang cg ban trai Diéu 127 BLLD 2019 (4p dung KPI thudng
100d, Thé Vang/Po & diéu chuyén theo Diéu 29 BLLD 2019; boi thudng theo Diéu 129, 130, 102(3) BLLD 2019; nghiém thu ngam
12h theo Piéu 393 BLDS 2015 khi ky hgp dong). SONGANHHYG cam két boi thudng thiét hai truc tiép thuc té theo Hgp dong & Bién
ban hién trudng; MST xuat héa dan cung cap tryc tiép trong Bao gia / Hgp déng.

SONGANHHYG - K57/10 Giang Van Minh, Hoa Thuan Tay, Hai Chau, Da Nang - Hotline 24/7: 0905 751 566 - Email: Hé thdng SOP Tap vu Van phong
danangadv@gmail.com SONGANHHYG



