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QUY TRINH
THU NQP TIEN HANG, TIEN COD VE CONG TY
VA

CHI TRA TIEN COD CHO KHACH HANG

I. MUC PiCH

1. Quy trinh thu va nop tién hang, tién COD vé cong ty dam bao tinh nhat quén, rd rang, minh
bach va nhanh chéng.

1. Quy trinh chi tra tién COD cho khach hang dam bao thuc hién nhanh chéng va thuan tién nhat.
2. Pam bao tinh théng nhat trong viéc phdi hop thuc hién gitra phong kinh doanh, phong Tai
chinh -Ké toan va cac phong ban lién quan khac caa Cong ty.

II. QUY PINH CHUNG:

1. Ap dung cho phong kinh doanh, phong tai chinh ké toan va cac phong ban khac cua Cong ty
cé lién quan.

2. Quy trinh nay..........

* Khéi niém chung:

- Cudc gui hang: La cudce phét sinh gui hang duoc tinh trén co sé bang gia cudc niém yét ma
Cong ty ban hanh theo timg giai doan phét trién.

- COD: Djch vu giao hang thu tién ho cho khach hang.

- Danh sach thu COD: Danh sach cac ma COD da giao hang thanh cong va thu duoc tién chuyén
vé tai khoan COD cong ty.

- Danh séch chi COD: Danh sach cac ma COD di tra lai s tién thu ho cho ngudi gui hang/nguoi
ban hang.

III. NOI DUNG QUY TRINH ‘ ‘ ‘

1. Cac budéc trong quy trinh thu va ngp tien hang, tien COD ve cong ty
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- Cung cap thdng tin hang giri, hoan tat cac thu tuc va giao hang cho nhan vién nhan hang.

BuGe 1| Khachhang gui % jien coa phiéu gui hang.
- Tiép nhan phiéu guri va hang caa khach, kiém tra phan khai béo thong tin khach hang hop déng va khach hang
i e
Budc 2 Ij;f?égirﬁé?zgn‘g - Thuc hién theo quy trinh nhan hang, diéu phdi hang ‘ ‘
: : - Hét ca, 1ap Bang ké nop tien tong hop phat sinh theo ngay thu duoc tién tir KH (hgay X) va nop tién cudc cho
nguoi phu trach quy.
Buge3 | Nhanvien(Bon vi | 5ia0 hang cho khach theo quy trinh tra hang.
van tai) trd hang
Bu6c 4 | Khach hang nhan | - Khach kiém tra, nhan hang va tra tién cudc, tién COD cho nhan vién giao hang.
oA - X&c nhan trén phan mém di giao hang thanh cong cho khach. Truong hop hang giao dich khéng thanh cong,
Nhan vién giao | 4 . pano v& ban giao va nhap lai kho cho nhan vién phu trach kho.
Buéc 5 | hang (Pon vi van £ g ve Ddll 9190, N A A A A o A pi A 3R Y o A o
tai) - Hét ca, nhan vién giao hang lap Bang ké nhan vién nop tien tong hop, nop tién cuac va tien COD phat sinh
theo ngay thu duoc tién tir KH (ngay x) cho ngudi phu trach.
- Thu tién tir nhan vién nhan/giao hang (Pon vi van tai).
- Xé&c nhan trén phan mém tinh trang da nop tién tir Danh sach bang ké nhan vién nop tién tong hop cua nhan
Buge 6 | Ngudi phu trach bo | vién phong hang/buu cyc. , \ o \ ‘
phéan - Hét ngay x hoac cham nhat 08h sang ngay x+1 Iap Bang ké buu cuc nop tieén tong hgp cua ngay X, bao gom:
Chi tiét tién cudc, tién COD va téng tién phai nop cua Buu cuc.
- Ngay x+1, chuyén tién vé cho ké toan cong ty.
- X4c nhan trén phan mém tinh trang da nop tién tir Danh sach bang ké chi nhanh nop tién tong hop.
+ KT hang: Xac nhan trang thai di nop tién hang.
Bu6c7 | Kétoancongty |+ KT COD: Xac nhan trang thai da nop tién COD.

- Kiém tra lai phan phan loai khach hang (khach 1é + khach hop dong) dé tao danh sach COD ton cho cac khu
vuc tra cho khéach.

2.

M@ ta dang chi tiét cac bwéc trong quy trinh tra tién COD bang chuyén khoan cho khach Shop/khéach hgp déng:
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Nhom nguoi thuc

TT | Buéc A Thuc hién
hién

- Kiém tra xac nhan trang thai da nop tién COD cua KT khu vuc noi giao hang.

- Kiém tra phan phan loai khach hang dé tao DS COD ton cho cac KV tra khach.
1 | Buse 1 K& toan COD céng | - Trén phan mém cap nhat danh sach COD phai tra cho khach hang.

uoe ty - Lap bang ké di soét va giri email hoic zalo (néu khach hang khéng ding email) cho khach shop/ khéch

hop dong.

- Thoi gian dbi soat: Binh ky 1-2 1an/ tuan.
2 | Budc2 Khach hang gui - X&c nhan bang email hoic zalo cho bd phan phu trach khu vuc noi guri hang.

(shop va khach HD) : : T ' '
, Phu trach khu vuc | - Lap danh sach bang ké cac khach hang da d6i soét.
3 | Buoc 3 T ; X P - X
gui hang - Trinh ky quan ly tryuc tiep.
4 | Bué6c 4 Quén Iy tm(.: tl?P khu | _ Xac nhan bang ké dbi soat cho nhan vién phu trach khu vuc.
VucC noi gui
5 | Buges | Frutrachkhuvee 1 ooins chicop hop dong vé cho KT cong ty qua email.
gui hang
K& todn COD c4 - Kiém tra DS bang ké cac khach shop va khach hop dong, c6 ddi soét giira NV phu trach Khu vuc voi khach
6 | Budc6 ¢ toan i cong hang kém xac nhan caa quan ly tryc tiép khu vuc.
y - Chuyén khoan cho nhan vién phu trach khu vuc gui hang.
K& todn ki - Chuyén khoan cho khach hang theo sé tién va tai khoan trén bang ké ddi soét.
7 | Buéc7 © Oar‘ﬁlénu VIC | - X4c nhan véi khach hang.
' - X&c nhan trén phan mém trang thai da TT cho khach hang, - Luu trir b ching tir d6i soat vai khach hang.
Khach hang gui . o .

8 | Budc 8 - Xac nhan lai cho ké toan la da nhan dugc so tién cu theé.

(shop va khach HD)
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3. M@ ta dang chi tiét cac bwéc trong quy trinh tra tién COD cho khéch lé:
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Nhom nguoi thuc

TT | Buéc A Thuc hién
hién
- Kiém tra xac nhan trang thai da nop tién COD cua nhan vién khu vuc noi giao hang.
1 | Bu6cl KT CODcongty |- Kiém tra phan phan loai khach hang dé tao DS COD t6n cho céc KV tra khach.
- Trén phan mém cap nhat danh sach COD phai tra cho khach hang.
2 | Budc?2 NV phl;l‘;riach not- . Théng bao cho khéch hang guri ra vin phong nhan tién mat.
, Khéchhélnggffi - A PR Y e A = \ o+ 2R A =2 <
3 | Bude3 o - Mang phiéu gui va giay to tuy than ra van phong giri d€ nhan tién mat.
(khach 1¢)
. e Xac nhan cac trudng hop khach hang bi mat phiéu hozc sai thong tin trén phiéu...
4 | Budc 4 Quanvgctlrll_g tlier? Y| - Thoi gian xac nhan thdng tin cho khach hang: téi da 03 ngay.
' & - Sau khi xac nhan, chuyén qua cho ké toan/nhan vién phu trach quy dé chi tién cho khéach theo quy trinh.
- Nhan lai phiéu giri tir khach hang.
NV oha trach ngi |- Kiém tra gidy to tdy than.
5 | BuécS p ugiac MO~ Trich tir quy ¢ng chi tra COD béng tién mat cho khach hang giri.
£ - X4&c nhan trén phan mém trang thai da chi tién cho khach hang.
- Cudi ngay, tap hop chuyén phiéu hong vé cho KT khu vuc.
/ Khach hélng gfl’i s QA g £:A z ‘ A ~ A s A e A
6 | Budc6 , o - Ky So tra ticn COD cho khach, xac nhan da nhan du so tien.
(khach 1¢)
- Pau ngay hom sau (x+1) tap hop ching tir, kiém tra cac phiéu COD ma PH/BC di chi cho khach hang
. ngay X.
7 | Buge7 | NV phutrachkhu Téng hop DS di chi COD cho khach 1¢ caa toan bd khu vuc ngay x, giri email dé xuit chi COD vé cho
vuc gui hang N
KT cong ty.
- Luu trir phiéu hong va ching tir khac kém theo néu co.
. - Kiém tra DS chi COD tir NV phu trach khu vuc guri 1én.
8 | Budc8 KT COD cong ty © . phu we gu

- Chuyén khoan cho nhan vién phu trach khu vuec.
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Nhan vién phuc

trich khu vue - Nhan tien hoan ttng quy COD d¢ tiep tuc chi tra khach hang.

9 Budce 9

IV. PHUONG AN XU LY CAC PHAT SINH THAY POI LIEN QUAN PEN PON HANG COD

Trwong hop phéat

I sinh

Phwong an giai quyét Thao tac thuc hién/ Chieng tir kém theo

A. | PHAT SINH THAY POI SO TIEN THU HQ

1. | Truéc khi ban giao tién thu hd cho Ké toan

- Hang da chét trén hé thdng, NV gtri hang/giao hang bao
c4o vé quan ly noi giri/giao hang va xin chi dao xir 1y.
Thay ddi sé tidn thu | Sau khi quén ly xac minh duge sy viéc va co céc chu'ng

ho tor hop 1€, quan ly noi giri/giao hang xac nhan thay doi so6
' tién thu ho va nhan vién giao hang tién hanh giao hang
cho khach.

Chung tir: Anh chyp bill giri hang ¢6 x4c nhan cia
khach vé viéc thay doi so tien thu hQ; hodc ban tuong
trinh ciia nhan vién nhép sai.

1.1.

- Hang chua chdt giri di, nhan vién thu hoi phiéu, hiy
don hang va tao don hang thuong mai cho khach. 7
Chting tu: Anh chup bill giri hang c6 xac nhan cua

1.2 Huay dich vathuho | - Hang da choét gui di, khach hang ky chir ky tuoi trén khach hiy dich vu thu hé tidn.

phiéu xac nhan hay dich vy thu ho tién.
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Trwong hep phat

TT sinh Phwong an giai quyét Thao tac thuc hién/ Chieng tir kém theo
Sau khi ban giao tién thu hd cho Ké toan (Nv thu diing tien trén hé thong, sau dé déi chiéu véi nguoi giri/ngueoi nhdn tien COD mdi
2. | phat hi¢n sai léch)
- Lap danh sach cac ma hang chénh léch tién COD
va sb tién COD thira phai chuyén lai cho KH noi
. nhan hang, trinh Quan ly ky duyét.
+ KH shop va KH hgp dong: NV phu trach khu vuc béo
S6 tién KH yéu ciu c_éAo cho thJén ly biét dé xac nhan cho phép thay doi sb
2.1 | thu hd trén thyc té it | tien thu ho.
hon trén phan mem | 4 KH e: NV phy trach khu vuc nhan hang bao cao cho | C¢ thé tryc tiép chuyén khoan tién thira cho KH noi
quan ly d€ xac nhan cho phép thay doi so tién thu ho. nhan hang hoic chuyén cho PH/BC nhan dé khach ra
nhan tién mat.
S6 tién KH yéu cAu | - Néu do NV nhép sai: NV chiu trach nhiém bu khoan tién chénh l1éch cho khach hang néu khong xin lai dugc tur
thu ho trén thuc ‘té khach. Truong hop ngudi nhian dong ¥ tra tién, phan tién thu thém nhap ma tién chuyén nhanh, phat sinh phi
2.2. | nhiéu hon trén phan | cuéc bang cude tién chuyén nhanh.
mem : .
© - Néu do tur phia KH khai bao sai: KH tu thuong lugng giai quyét.
B. | PHAT SINH THAY POl THONG TIN KHACH HANG
1. | PHAT SINH DO NHAN VIEN CONG TY
Nhan vién nhap sai
thong tin nguoi gui,
ng}""' nhan trén hé | . 4o céo v6i quan 1y dé co phuong 4n st lai thong tin
11 |thong nhung KkhOng | tran he théng. - Ban tuong trinh

anh hudéng, khéng
lam thay doi sé tién
cudc hang, cudc thu
ho va sé tién thu ho

- Sau khi quan ly xac nhan, tién hanh tra COD cho khach.
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TT

Trwong hep phat
sinh

Phwong an giai quyét

Thao tac thuc hién/ Chieng tir kém theo

1.2

Lam méat hd so xéac
nhin ma khach da
nhan COD.

- Bo phan (ca nhan) nhap sai lam ban tuong trinh co sy
xac nhan caa quan ly truec tiep.
- Ching tir ching minh da tra tién cho khach.

- Ban tuong trinh.

- Trang s6 khach da ky nhan COD (ban photo).

- Truong hop CK: danh sach CK (trong d6 c6 ma da
lam mét phiéu), gidy nop tién cho khéch, tin nhan xac
nhan da nhan duoc tién caa khach.

2 | PHAT SINH DO KHACH HANG
Khéach mét phiéu gui
hang COD; lam rach A A 1 A .
ohidu. .. dan dén viec | - Y cu cdu khdch lam don d¢ nghi. |- Pon d& nghi (c6 xac nhan cua Quan Iy tryc tiép).
X n . ~_ | - Doi chiéu véi phieu gui hang lién trang luu tai phong , . .
2.1 | mat thdong tin trén | . & vac thuc thona ti - CCCD cua khach (Ban photo).
hiéu. Hodc khach ty | 14ng 4 xac thuc thong tin. - Phiéu gui hang Iuu (Ban photo)
pricu. 1oac KNach Wi +iZh hanh tra COD cho khach, '
do lai thong tin trén
phiéu.
Khéach tu chinh stra A s A f LA b
thong tin trén Phiéu | - Yéu cau khach lam don dé nghi. lggr(l:ge Cn7gahll<égcéhx ?é:: a?} g;g Quan ly b phan).
2.2 | gui (sau khi gui|- Quan ly tryc tiép xac minh va thdng bdo khach hang o P '

hang) sai léch so véi
hé thong.

mang theo Gidy to tly than ra nhan tién.

- Phiéu giri hang lién trang luu tai phong hang (Ban
photo).




(%) ghephang

Trwong hep phat

TT sinh Phwong an giai quyét Thao tac thuc hién/ Chieng tir kém theo
- Nhan vién tu van cho khach hang khi gai hang can ghi
kem thong tin tén théat cua nguoi gui. ’ i
Khach ghi théng tin | - Nhan vién trao do6i vai khach hang dé xac nhaq Viéc | - !—|‘|nh anh tin nhan xac nhan cua khach veé viéc thay
2.3 | trén phiéu gui la tén | thay doi nguoi nhan COD va b&o khéach hang nhan tin | d6i ngudi ra nhan COD (Co hién thi SBT cua khéch)

Facebook, zalo...

xac nhan lai théng tin trén Phiéq gui hang: tén fb, zalo,
SPT va thong tin cta nguoi dén nhan COD: Ho tén,
ST, CCCD.

va khop voi SPT trén phiéu gui hang.

2.4

Khach ghi thong tin
trén Phiéu gui la tén
Cong ty.

- Phai c6 gidy gi6i thiéu caa Cong ty vé viéc gigi thiéu
nhan vién di nhan COD (khac vé&i nguoi di gui). Gidy
gidi thiéu phai ghi rd thdng tin ho tén, SDT, s6 CCCD va
ngay cap CCCD cua nhan vién di nhan COD. Phai ¢c6 su
lién hé giita thong tin khach trén phiéu gui va trén gidy
gidi thiéu (S6 dién thoai, tring tén...).

- Giay giai thiéu.

2.5

Khach nho xe 6m,
nguoi khac di gui
hang.

- Néu thong tin ngudi nhan COD tring véi thdng tin
nguoi gui hang thi Buu cuc hoan COD cho khéach theo
quy trinh.

- Néu thong tin nguoi nhan COD khéc véi théng tin
nguoi giri hang: Nhan vién trao d6i véi khach hang dé
x&c nhan viéc thay d6i nguoi nhan COD va béo khéch
hang nhin tin x4c nhan thong tin cia ngudi dén nhan
COD: Ho tén, SBT, CCCD.

- Hinh anh tin nhan x&c nhan caa khach vé viéc thay
do6i nguoi ra nhan COD (Co hién thi SDT cua khach)
va khép véi SDT trén phicu gui hang.




