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LOI CHAO PAU

“Pén véi nhau 1a si khéi ddu, ciing nhau 1am viéc 1a sy phat trién, nhung gitr duwoc
nhau mgi la thanh cong

Henry Ford

Chao ban, that vui ming vi ban da dén day, cing chung t6i xdy dyng nén mot moi truong
lam viéc thanh cdng. Tuy nhién hdm nay khi ban 1a ngudi méi, tat ca that sy chi la khoi dau.
Thdng qua cudn sb tay thanh cong nay, tdi mubn giri dén ban nhitng théng tin quan trong gidp
ban hoa nhap vai cac thanh vién khac trong cong ty duoc tét hon.

Trong cudn so tay ndy ciing giup ban thuc hién dung, chinh x4c nhitng quy dinh ma
chting t6i dang thuc hién.

Cudn so tay nay ciing giup ban hinh dung dwoc nhitng bude di sip toi, va vai trd quan
trong cua ban tai Vietkingtravel. Thong qua d6, cubn so s& 1 1 tai liéu quan trong huéng dan ban
thanh céng cung vai chiang toi.

Hay cung xem chi tiét hon & cAc muc sau

TM CONG TY

TGD: MAI TIEN TAN

3|Page



GIOI THIEU CONG TY

Céc cu xua c6 cau: “ Biét nguoi, biét ta, trim tran traim thang” chinh vi thé t6i mong mudn trong
tai lieu nay, ban hay danh thoi gian dé tim hiéu that ky vé cong ty cia chiing ta — Cong ty TNHH
Du lich va c6ng nghé Viét Nam.

1. TENCONGTY
Tén cbng ty: Cong ty TNHH Du lich va cong nghé Viét Nam

2. LOGOCONGTY
Tén viét tit 1a: VINATAT

@
!évmmm

Logo VINATAT

Logo Vietkingtravel
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3. NGAY THANH LAP
Ngay 09 thang 11 nam 2011
Tai 20/76 Minh Khai, Hai Ba Trung, HN
Giay phép dang ky kinh doanh sb: 0105622865
4. CAC CACH TIM KIEM THONG TIN CONG TY
Céch tim kiém trén google
1. G& tén cong ty day du:
2. GO6 ma so thué

Két qua s& duoc tim thay tai: http://www.thongtincongty.com/company/3f6ec091-cong-ty-tnhh-
du-lich-va-cong-nghe-viet-nam/

C6 ghi cac nganh nghé, nam hoat dong.......

5. CAC QUY PINH CUA PHAP LUAT VE KINH DOANH LU HANH
Quy dinh cua phép luat vé kinh doanh I hanh, li hanh quéc té.
Cac gidy phép can co dé t6 chuc tour du lich outbound

1. Gidy PKKD

chung nhan dang ky nhan hiew. danghykinhdoanhpdf X | +

X 72 [a % a O x|
= SO KE HOACH VA DAU TU CONG HOA XA HOI CHU NGHIA VIET NAM o
B8 ¥ ¥ NO de 1 G

THANH PHO HA Die lip - Ty do — Hynh phile
PHONG DANG KY KINH DOANH —— —

GIAY CHUNG NHAN DANG KY DOANH NGHIEP

- CONG TY TRACH NHIEM HUU HAN MOT THANH VIEN
-
Din
Tén éng Viét: CONG TY TNHH DU LICH VA CONG NGHE
VIE
e ngodi: VIET NAM TRAVEL AND TECHNOLOGY
VINATAT CO . LTD
ich vu cay Quyt, Phueimg La Khé, Quin Ha Déng, Thanh
Fax
Website
MAI TIEN TAN (TU Al HOANG) t Nan
10/04/1987 D Kinh e tich: Viét Nam
-
o)
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* Hg va tén: MAITTEN TAN (TUC
Chire danh:  Gidm déc

MAI HOANG) Gidi tinh:  Nam

Sinh 10004/1987  Dintde: Kinh Quée tich: Vigr Nam
Logi gily t& chimg thy ¢ ahan:  Chiimg minh nhan din
y chimg thyc cd nhin: /31270298
gay cdp:  24/10/2011 Noi cip: Cdng an tink Phii Thp

Noi ding ky ho khiu thuimg t: Khu 2, Xa Hau Bong, Huyén Ha Hod, Tinh Phii
ho, Viét Nam

Chd & hién tai: 86 nha 20, ngd 76, dieomg Minh Khai, Phwong Minh Khai, Qudn Hai

Ba Trumg, Thanh pho Ha Nji, Viét Nam
WTROIGNGPHONG o/

f+/ PuonNG

{={ mANc
KINH DOANK -

FHREONG PHONG
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Q

7|Page

106% & O3




STy~

.//\\\\\\.

T LLE L »a--oooooaooooo»voooo-.c’

BO VAN HOA, THE THAO VA DU LICH CONG HOA XA H?I CHU NGHIA vm:r NAM
TONG CUC DU LICH Dic lip - Ty do - Hanh phiic

GIAY PHEP
KINH DOANH DICH VU LU HANH QUOC TE
INTERNATIONAL TOUR OPERATOR LICENCE
S6GP/No.:  01-108222018 yepy _Gp LHQT
Cép lan/ Issued for ! time)

1. Tén doanh nghiép viét bing tiéng Vigt:
CONG TY TNHH DU LICH VA CONG NGHE VIET NAM
Enterprise’s name in foreign language:
VIET NAM TRAVEL AND TECHNOLOGY LIMITED COMPANY
Tén viét tit/ Brief name: VINATAT CO .,LTD
2. Try sé chinh/Head Office: NO 04, LK 142, KHU DAT DJCH VU CAY QUYT, PHUONG LA
KHE, QUAN HA DPONG, THANH mo HA NOI, VIET NAM
Tel: +84 246 282 9369
Email:
3. Tai khoin ky quy so/Deposite accou
Tai Ngin hang/At bank:

5. Ngubi dai di¢n theo phip I

Chirc danh/Title: GIAM POC

Ho va tén/Name: - MAI TIEN TAN (TUC MAI HOANG) Gidi tinh/Gender:  NAM
Sinh ngay/Date of birth:  10/04/1987

Dén toc/Ethnic group: KINH  Quéc tich/Nationality: VIET NAM

Chimg minh thu nhan dan/ID/Passport No: 131270298 Ngiy cip/Date of issue: 24/10/2011
Noi cép/Place of issue: CONG AN TINH PHU THQ

Ha Néi, ngay 02 thang 07 nam 2018
KT.

BAPBERTFPPRRIFFER I

T e o A A A N e e A . e W e

Ngudi phy trach kinh doanh dich vu lit hanh phai tét nghiép cao dang trg 1én chuyén
nganh vé lix hanh

Ky quy 500.000.000 (nim tram triéu) ddng trong tai khoan ngan hang va bi tong cuc du
lich phong toa.
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Ngan hang BanViét

GIAY CHUNG NIAN
Axi DICH VU LT HANH QUOC TE
i

K QU KINH DO,

. Nghia Tin, Q. Chu Gy, Ha odi

AM TRAVEL ANDTE

Janh: GIAM DOC

5. Bang ky nhan hiéu trén cuc SH tri tué

PDF Reader

chung nhan dang ky nhan hiew +

-
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B0 KHOA HOC VA CONG NGILE N P CONG HOA XA HOLCIU NGHIA VIET NAM

w do - Hanh philc

€UC SO N TRITUE g Docp -

GIAY CHUNG NHAN
DANG KY NHAN HIEU
So: 266617

Chiis Gy chiimg nhin: — CONG TY TNHI DU LICH VA CONG NGHE VIET NAM (VN)

S6 20, ngd 76, dubmg Mink Khai, phitmg Minh Khai, qua Hai B
Trumg. thanh pho Ha Noi

it dom: 42014.30435

Ngay np dom: 09122014

Clip theo Quyét dinh s6: 48444/D-SHTT. ngiy: 05.08.2016
€6 hiéu I tis nghy cip dén hét 10 sam tink 1 nghy adp dom (c6 thé gia han).

CUC TRUONG

st

Tean Viét Thanh

VN 40266617
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6. VAN PHONG PAI DIEN VA POI TAC

VAN PHONG VIETKINGTRAVEL TAI VIET NAM

VP Ha Ngi : 212 Nguyén Trai, Thanh Xuan, Ha Noi.

VP Ha Pong: 379 Ly Thuong Kiét, Ha Dong.

VP HCM : S6 204 Phan Dinh Phing, P2, Q. Pht Nhuan, TP HCM

VP Yén Bai : Khach san Phuong Thiy T6 12A P.Yén Thinh, TP Yén Bai
VP Pa Ning : 328 bién Bién Phu, P. Thanh Khé, Pa Nang.

VP TAI NUOC NGOAI
» VP SINGAPORE : 2 Venture Drive, Vision Exchange #08-24 Singapore 608526

* VP Nhiat Ban:
T 286-0033 Chiba-ken, Narita-shi, Hanazakicho

« VP Han Quéc : F1.3, 352-7, Seokyo-Dong, Mapo-Gu, Seoul, Korea
* VP Dubai : Naif Street, Naif, Deira, Dubai Landmark
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7. THANH PHAN BAN LANH PAO

CO CAU TO CHUC TAP POAN VINATAT

&

CHAIRMAN
MAI TIEN TAN

s 3

Vice Chairman Vice Chairman
BAO KIM YEN NGUYEN ANH BUC
HR Manager — DN Director
Vietkingtravel
Tour manager  — Director
()
AL
— | NIEEE) VK Director
FO ] o
Vistartravel
Director
CMO —
CNtrip Director
Ticketing .
manager — ... 50 Director

8. MOT SO DAU MOC PANG TU HAO

1. Nhan giai thuong top 10 nhan hiéu duoc tin dung.

$ e

Vice Chairman
DANH HUYNH NGQC ANH

Leader team -TP(01)
Leader team -TP(02)

Leader team -TP(03)

Leader team -TP(n)

11 |Page



CONG HOA XA HOI CHU NGHIA VIET NAM
Bdc I18p - TY do - Hanh phuc

vietkingtravel
CONG TY TNHH DU LICH VA CONG NGHE VIET NAM
No 04, LK 142, Khu dat Dich vu cay Quyt, P. La Khé, Q. Ha Dong, HN

TOP 10
THUONG HIEU - NHAN HIEU TIN DUNG 2018
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2. Xuat hiéu va duoc ton vinh trén nhiéu to bao Ion.
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3. T6 chac nhiéu doan I6n 1én dén hang tram khach.

4. Nhan giai thudng top 10 thuong hiéu dugc nguoi tiéu dung binh chon.

TOP 10 don vi I hanh uy tin, Thuong hiéu Nhén hiéu tin dng 2018 1an VI ngay 30/9/2018,
chwong trinh duoc t6 chirc boi cuc chéng hang gia, cuc so hiru tri tug, cuc quan Iy thi truong —
Bo cong thuong va hiép hoi doanh nhan dat Viét. Chuong trinh nay ciing da duoc truyén hinh
truc tiép trén HTV1 dai truyén hinh thanh phd H6 Chi Minh lac 9:30 sang 30/9/2018.

9. 5GIATRICOT LOI

1. Chéat lugng
Uy tin
. Gia tot

2
3
4. Linh hoat
5

Nhanh chong

10. SU MENH

Gilip 1 triéu nguoi Viét khdm pha 5 Chau vui vé va tién loi mdi nam.
Heping 1 million Vietnamese people travel around the world happy and convenient each

year.

11. TAM NHIN

Tré thanh 1 trong nhitng don vi lit hanh uy tin, cdng nghé sang tao, tién loi trén thé gisi.
Be the world’s most trusted convenient and innovative technology travel company.

12. PASSPORT TO SUCCESS.

Phan nay huéng dan ban can phai gap ai, va 1am gi khi bat dau cong viéc tai
Vietkingtravel.

STT NOQI DUNG NGUOI CAN GAP | GHI CHU
1 Pao tao vé cong ty Gb Mai Hoang
2 Dao tao vé san pham ma cong ty dang | GD Mai Hoang
béan.
3 Gigi thiéu vai toan thé cong ty GD Mai Hoang
4 Chuan bj h6 so ca nhan. GD chi nhanh
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Ngoc Anh

5 Tham gia cac nhém tuong tac voi Gb Mai Hoang
Vietkingtravel HN, va toan qudc.
6 Dao tao st dung CRM P.GD Nguyén Anh
buc
7 Nhan s6 dién thoai va dién thoai tam | GD Mai Hoang
hoa.
8 Nhan email cong ty P.GP Nguyén Anh
buc
9 Cai dat nhac cho dién thoai GD Mai Hoang
10 Huéng dan vé giri xe Mr Hung.
11 Huéng dan vé 1am hop dong va bao Ké toan truong:
hiém.
I° Thinh Thi Hoa.
12 Hudéng dan tham gia hoi nhom cua
cong doan
13 Chuan bi chan va gbi nghi trua HCNS

13. CHINH SACH GIA BAN VA QUY PINH TRUNG KHACH.

1.

Gia béan.
+ Chinh sach gia ban tour SM 4 sao.

Gi4 ban dugc ap dung chung cho tt ca cac chi nhanh toan hé thong.

Nhom 5 khach tré 1én, giam 500k/ 1 khach (a)

Ngoai ra cét giam thém t6i da 300k cho dai 1y, nhung gia van phai thé hién giam tbi
da nhu muc (a)

Tang sim dién thoai cho khach, ap dung cho doanh thu t5i thiéu 20 tr/ hodc 2 khéch
=> dugc tang 1 sim, néu khong tang, tiét kiém cho cong ty, sales dugc thudng 20.000
VND.

Gia ban cho tour 4 sao khi xuat vé 1é vé may bay dugc tinh nhur sau:

Gia vé may bay + 7,3 triéu = Gia ban (B1)( Luu y: B1 phai luon 16n hon hoic bang
9.990.000( Chin triéu chin tram chin muoi ngan)

e Luuy: Gianay la chua c6 hanh Iy ky gui.

Nghia 1a gia ban thap nhét khong dwoc nhé hon 9990k, nhém tir 5 khach vén
dugc ap dung chinh sach giam gia 500k/1 khach.
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+ Chinh s&ch gia ban tour SM 3 sao.

- Gi4 ban duoc ap dung chung cho tt ca cac chi nhanh toan hé thong.

- Nhom 5 khéch tré 1én, giam 300k/ 1 khach (al)

- Ngoai ra cét giam thém t6i da 200k cho dai 1y, nhung gia van phai thé hién giam toi
da nhu muc (al)

- Ting sim dién thoai cho khach, 4p dung cho doanh thu t6i thiéu 20 tr / hodc 2
khach=> dugc tang 1 sim, néu khong ting, tiét kiém cho cong ty, sales dugc thuong
20.000 VND.

- Khi da hét vé doan, sales c6 thé ban cho khach bang cach xuit 1¢ vé may bay, gia tour
B2 dugc tinh = Gia vé may bay + 5,9 tricu.

** Chinh sach tang vali hodc giam gia 200k/1 khach.

Chi ap dung khi khdach co nhom tir 3 ngwoi tro lén, khong tinh tré em.

+ Nhom khach tir 3 khach trd 1én dugce tang 1 vali du lich (Khong ap dung véi chinh
sach giam gia khéac, van dugc ap dung chinh sach ting sim dién thoai)

+ Cac thuong hiéu khac khong ¢ sin Vali, van c6 thé dung vali dang co sin trong
kho (Tinh gia 450.000 VND) dé tang khach hodc tw mua vali khac hodc giam gia truc
tiép cho khach 200.000 /1 khach.

+ Khi khach c¢6 nhém trén 5 nguoi, mudn ting vali thi khong duoc ap dung chinh
sach giam gia 500k/1 khach. Lic nay sales c6 thé ting mdi ngudi 1 vali thay vi giam
gia 500k/1 khach cho nhém 5 khach.

Luu ¥ quan trong: Néu sales khéong tudn thii gid bdn.

+ Khong dugc tinh doanh s hoidc chuyén doanh sb cho sales khac.

+ Néu gia ban c6 bién lgi nhudn thap hon gia quy dinh sales d6 phai bu s6 tién chénh

léch.

2. Trung khéch.

+ DPinh nghia trung khach:

La trudng hop 2 hay nhiéu sales cing dang ban hodc tur van cho cung 1 nhém khach, bao

gdm ca viée lam viée v6i ngudi ra quyét dinh hoic khong co quyén ra quyét dinh, vi du,

1 sales lam viéc v6i vo, 1 sales lam viéc voi chéng, 1 sales lam viéc v&i nhan vién, 1

sales lam viéc v&i con...vv.

+ Ching minh trang khach:

Céc sales phai chirc minh dugc thong qua tin nhén, tén, sd dién thoai, cong ty, )
luong nguoi tham gia.

** Phat hién trung trudc khi chét (1)

+ Lén kich ban dé cing chdt khach.
+ Chia loi nhuén cho bén chét 60%, chia cho bén con lai 40%(*)

** Phat hién trung khach sau khi chét (2)
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+ Sales nao bd bé khach khong dugc chia.

+ B6 bé khach dugc hiéu 1a trong vong 72h (ké tir khi khach chuyén tién dat coc)
khong c6 tin nhin, goi dién hay bat ky hinh thirc lién hé nao vaoi khach.

+ Truong hop sales van cham khach, nhung khong chdt, huong 20%(**), nguoi chét
hudng 80%.

+ Truong hop c6 3 hoidc 4 hoic nhidu hon céc sales tring khach thi cac sales khong
chét khach s& duge chia nhau phan (*) hodc (**)

** Truong hop ¢6 1 hoic 2 hoidc n sales trung trudc khi chdt va dong thoi ciing ¢6 1 hoic 2 hoic
n sales khac triing sau khi chdt khac thi xir Iy nhu sau:

+ 80% sb khéch hoac loi nhuan dugc chia vé team c6 lién quan téi cac sales tring khéach
o truong hop (1)

+ 20% sb khéach hoac loi nhuan dugc chia vé team c6 lién quan téi cac sales tring khéach
& truong hop (2)

** Tryong hop 2 hoac nhiéu sales trung khach véi nhau, nhung nguoi chdt khéch lai chét théng
qua dai ly, chtr khdng chét duoc truc tiép. Lic nay tong loi nhuan thu duoc s& duoc chia theo
cach (1) hoac/ va cach (2).

+ Dinh nghia Pai ly, 1a 1 don vi c6 dang ky kinh doanh, da tirng gui khach cho cong ty it
nhét 1 Ian. Sales c6 cac ching ctr chirng minh da lam viéc véi dai 1y do trude thoi diém chét. (3)

+ Néu don vi gtri khach khéng phai 1a 1 dai ly, ma chi 1a 1 céng tac vién (CTV) thi CTV
dugc xem nhu 1 sales trong hé théng, va phai tuan thu cac chinh sach gia ban ma cong ty quy
dinh, néu khdng, cong ty c6 quyén tir chdi phuc vu khach hang nay.

+ Trong trudng hop khach duoc TL hoic HDV giri vé cho sales, luc nay c6 2 tinh huéng.

- Khach d6 da tung 1a khach cua 1 sales nao do, thi doanh thu dugc tinh vé ban sales
cii, bat ké TL/ HDV c¢6 dua vé cho ai.

- Khach d6 khong phai la khach cii ciia cong ty, lic nay TL dugc tinh nhu 1 dai ly va
c6 cach chi tra nhu & muc (3)

3. Trong truong hop ¢ 1 thuong hiéu nao d6 hodc 1 doi nhém nao d6 trong hé thong khong

tuan tha cac quy dinh chung cua tap doan thi:

+ Céc khach hang ma ho chdt dugc, s& khong duoc ghép chung vao cac doan dang khoi

hanh.

+ Céc sales cua team do/ thuong hi¢u d6 khong dugc tham gia vao cac nhdm tuong tac

cong viéc.

+ Cac sales ciia team d6/ thuong hiéu d6 khong duoc str dung chung hé thong quan tri

chung bao gdm hé thong CRM va khong gidi han cac hé thong khac ciia tap doan.

+ Hé thdng land tour do Utrip cung cap s& thu phi nhur d6i véi cac dbi thu hién hanh.

+ Heé thong vé may bay s& hoan toan tach biét véi hé thong chung.
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+ Tap doan c6 thé xem xét viée duge phép sir dung cac gidy phép cua tp doan & mirc do
c6 gidi han.

14. QUY PINH VE AN TOAN VA CHINH SACH BAO HIEM

A, Quy dinh vé an toan
- Chép hanh nghiém tlc ky luat lao dong, an toan lao dong, vé sinh lao dong.

- Noi quy Cong ty va phap luét, dac bi¢t 1a cac quy dinh sau:

e Khong vi pham céc quy dinh ctia Luat An ninh mang.

e Khong st dung, san Xuat, tang trir, mua ban, van chuyén cac chat ma
thy, cac loai vii khi, vat liéu no.

e Khong vi pham cac quy dinh cta phap luat vé phong, chdng mai dam.

e Khong tham gia co bac, sb dé, ca do va c6 cac hanh vi lién quan dén cac
loai té nan xa hoi khac.

o Chép hanh luat giao thong duong bo; thuc hién viéc do1 mi bao hiém
khi tham gia giao thong bang mé t6, xe may.

e Khong gy rdi trat tu cong cong va tai dia phuong noi cu trd; khdng
tham gia thanh lap, sinh hoat, tuyén truyén, phat tan tai li¢u, 161 kéo
ngudi khac tham gia cac hoat dong hdi, nhdm trai phap luat; khdng tham
gia truyén dao trai phép.

- Thue hién ding thoa thuan, cam két trong hop dong da ky két véi khach
hang; giao tiép lich sy, than thién, khong c6 hanh dong, 161 néi de doa, xUc
pham hoic ¢6 thai do thiéu chuan muc d6i voi khach hang.

Ung xur €O van hoa, khong noi tuc, churi bay.

- Néu vi pham nhitng nghia vu thanh vién cam két hoan toan chiu trach nhiém
trudc phap luat va chiu hinh thirc ky luat ciia Cong ty. Néu vi bat c 1y do gi
ma dé 16 thdng tin, bi mat kinh doanh gay thiét hai toi Cong ty thi s& phai bdi
thuong theo quy dinh ctia phap luat.
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Giam boc &

Giam Déc
Trudng Phong 3

Trudng Phong 2
Trudng Phong

B, Chinh sich bio hiém

Nhan vién duoc tham gia bao hiém xa hai sau khi lam viéc chinh thic

15. LO TRINH CONG VIEC

Giai doan cong viéc Chiic vu Puge dén tiép nhw
1. Khi dén phong van Ung Vién Khéch hang
2. Thu viéc Nhan vién thir viéc Nguoiem
3. Khi la nhan vién chinh | Nhan vién Nguoi nha
thuc
4. Khi c6 nhiéu kinh Phé phong Nguoi nha
nghiém, huéng dan
dugc nguoi khac
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Khi c6 thém cac ky Trudng phong Chuyén vién cap cao
ning mém, dam phan,
xir Iy tinh hudng, giai
quyét van dé, c6 kha
nang huéng dan nhom
5 nguoi tro Ién

Khi c6 ki ning mém, | Giam déc chi nhanh/ phong Chuyén vién cap cao
khéc, cé kha nang dao | ban
tao, hudng dan va dinh
hudng nhom tur 10
nguoi tro 1én

Khi c6 kha nang lanh | Giam d6c doc lap Doi tac
dao, truyén cam hung,
dao tao, phan cong va
quan ly 15+ nguoi
khéc, hiéu biét vé quan
ly tai chinh, ddm chiu
trach nhiém vé cac
hoat dong kinh doanh

16. CAC QUY CHUAN CHUNG

Luu s6 dién thoai

M3 thi truong S6 ngay Ngay di Tén khach gia

SM6ED 240520 Ms Thuong 5690k

240520 6D Chi Thuong 5690k

24/05/2020 | 6 ngay

SM 240520 6D Chi Thuong 10990K

Ma quy dinh theo thi truong tour du lich

STT

THI TRUONG MA GHI CHU

Singapore Malaysia SM

Singapore Malaysia Indonesia SIM
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3 Han Québc KOR
4 Nhat Ban JAN
5 Triéu Tién NKOR
6 Dubai AE
7 Singapore mono SING
8 Thai Lan THAI
9 Trung Qudc CN
10 bai Loan TWN
11 Tour Btrc Phap Bi Ha Lan EU-DPBHL
12 Noi dia DO
13 Inbound In
2. Quy chuan hgp dong
V/v: Panh sé hop dong
2.1 Mau hop déng
Sb: 345vk0001
Trong do:
Muc A B C
Thong sb 345 VK 0001
v nghia ME nhan vién \I%/e tf:(lle:g?g;\)/ edléng cua nhan su Ma riéng Vclléz; lmc’)i nhan

2.2 Ma quy dinh theo Sales
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STT Sales( Sir dung cac s dién thoai tuong ¢ng) Ma
1 0938.345.222 345
2 093.11.66.222 166
3 093.54.55.222 455
4 0932.193.222 193
5 090.12.14.222 214
6 0949.734.222 734
7 0934.187.222 187
8 0937.940.222 940
9 0942.153.222 153
10 0389.048.222 048

092.4567.333 567
2.3 Ma quy dinh theo thi treong tour du lich

STT | THI TRUONG MA GHI CHU

1 Singapore Malaysia SM

2 Singapore Malaysia Indonesia SIM

3 Han Quéc KOR

4 Nhat Ban JAN

5 Tricu Tién NKOR

6 Dubai AE

7 Singapore mono SING

8 Théi Lan THAI

9 Trung Quéc CN

10 bai Loan TWN

11 Tour Buc Phap Bi Ha Lan EU-DPBHL
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3.

Cu phéap chuyén khoan ngan hang can hwéng dan cho khach.

La ma hop dong: 345vk0001

17. QUY TRINH

1.

TRACH NHIEM KHI XUAT VE MAY BAY

Ké tir ngay 12/3/2018, cdng ty sé thuc hién quy tranh nhiém cho cac truong hop xuét vé may bay
sai tén, hoac cac vi pham, thiét hai do qua trinh dat chd, gitr vé cling nhu xuat vé may bay.

2.

Khi sales xuit vé may bay bi sai théng tin, sales s& phai chiu 40% (a) chi phi phat sinh dé
xu ly su co.

+ Néu sai sot tir phia truong phong, tro ly caa trudng phong phai chiu 15% sé tién phat
sinh tir khoan (a) cua truong phong.

Néu diéu hanh khong phat hién ra vé bi sai trong vong 20h, diéu hanh s& phai chiu 10%
cac chi phi phat sinh.

Néu diéu hanh phat hién ra vé bj sai thong tin do 13i cua sales, diéu hanh sé duoc huong 5
% so tien ma dang I8 ra sales, hay cong ty phai bo ra dé giai quyét su cé. S tién nay
duoc trir thang trong lwong cua sales lam sai.

Néu c6 sai s6t ma khéng bo phan nao nhan ra dé khic phuc 16i, hoac mat tién mgi khac
phuc duoc 16i thi phan phat duoc chia theo ty 1&: Sales 40%, phong vé 50%, diéu hanh
10%.

QUY PINH VE VIEC SU DUNG XUNG DANH VIETKINGTRAVEL

Ké tir ngay 1/5/2019, khi dai ly hay cong téc vién (CTV) st dung phap nhan cong ty TNHH
du lich va cong nghé Viét Nam (VINATAT/ Vietkingtravel).

Chung toi (Vietkingtravel) s& tinh céc chi phi lién quan bao gom:

1.

2
3
4.
5

Thué VAT 10% / loi nhuan dy tinh phat sinh trong nudc

. Thué TNDN 25% / lgi nhuan dy tinh phat sinh trong nudc

Chi phi chuyén tién quéc té 2.000.000 VND (d6i véi hoa don duéi 10,000 usd)

Hoa don trén 10.000 usd s& duoc 2 bén thong nhat bang 1 van ban khéc.

Chi phi quan ly 10% loi nhuan (Loi nhuan duoc tinh bang cach lay tong thu trir di tat ca
cac chi phi bao gom vé may bay, chi phi cho dich vu luu trd, di lai, nga nghi, dn uéng,
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hwéng dan vién, chi phi dugc néu & muc 1,2,3 — Khong bao gém chi phi quang céo, chi
phi khéac)

3. QUY TRINH CHECK VE VA GIU VE MAY BAY
(Xem thém ban day du)
18. QUY TRINH BAN HANG (QT100619)

Thua anh/chi/ em, true ddy c6 nhiéu khach hang lo ling vi sau khi dit tour, khong thay sales
hay bat ky by phan nao cua Vietkingtravel lién h¢. Vi the chiing t61 dd xay dung lai quy trinh ban
hang nay nham tao sy yén tdm noi khach hang cling nhu tao sy chuyén nghi¢ém cho chinh chung
ta.

Quy trinh nay gom c6 9 bwéc:
Buéc 1: Tw van khach hang vé chwong trinh tour.
- Can niam & lich khoi hanh tour.
- Can nam rd quy tic gia ban dé bao gia cho khach nhanh nhat c6 thé.
- C:?m rén luyén k§ ning chét sales, dé chdt khach ngay trong lan lién hé dau tién, thay vi
de khach di khao gia.
Buéc 2: Khach hang dong y — Ky hop dong.
Xin théng tin ho chiéu/ ho va tén dé giir chd trén hé thong
Giit vé may bay, giir chd trén hé thong

Thong bdo cho khéch d giit chd va giri hop dong cho khach, dong thoi guri thong tin thanh
toan dé khach chuyén khoan dat coc.

Tai budc nay, cac ban ciing cAn ndm rd 5 bude sau dé tuong tac vdi cac bd phan khéac.
2.1 bH 1én danh sach doan khi c6 doan dugc mo.

2.2 Cac sales cap nhat cac thong tin 1én file “Danh sach khach hang” bao gdom:

- Tén khach hang.

- S dién thoai khach hang.

- Thong tin vé hanh 1y ky gii.

- Thong tin qua tang cho khach nhu: Sim dién thoai, mii bdo hiém, ...

- Khéch 1a khach 1¢ hay khach dai ly.

- Ghi rd sales nao?

Trong qua trinh nhdp thong tin, cac sai sot (néu c6) sé bi phat theo quy dinh:
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- Céc dau muc phai nhdp néu trén, sales phai tu chiu tranh nhi¢m

- H(:) chiéu, vé may bay va cac myuc khach chua dugc liét ké, sales chiu tranh nhiém 75%,
diéu hanh 25%

2.3. Theo sat cac thong tin dugc cap nhat vé sd lugng khach, sé lugng phong.
- Check dich vu phong thuong xuyén vai cac ddi tac.
- Cap nhat danh sach khach c6 thé ban thém dé thong bao cho céc sales.
2.4. Bong doan.

- Khi doan da du, khong thé ban thém, diéu hanh thong bao dong doan va giri danh sach khach
cho sales, cac sales phai kiém tra lai:

+ S6 lwong khach ctia riéng minh.
+ Céc théng tin khach ctia minh da ding hay chua?

O bude ndy, cac sales khong phat hién ra, moi thiéu sot khac sales phai tu chiu tranh nhiém, phai
tra cac chi phi phat sinh (néu co)

Buéc 3: Sau khi ky hop dong, va nhan dwg'c thanh toan cia khach hang 1a 50%
Vietkingtravel s€ tién hanh xuat vé may bay, dat cho cho khach hang.
Luc nay cac quy dinh vé hoan, hiy dwgec ap dung theo hop dong.

Buéc 4: Vietkingtravel guri email hodc zalo cho khach file “QUY TR]NH Tiép nhan va xir Iy
booking tai Vietkingtravel” nham thong bao lai cho khéach yén tam 1 lan nira.
(https://vietkingtravel.com/quy-trinh-tiep-nhan-va-xu-ly-booking-tai-vietkingtravel/)

Buéc 5: Trude ngay khoi hanh 1 tuin (khdng bao gom ngay nghi, ngay le) nhan vién
Vietkingtravel sé lién hé lai dé nhic khach chuyén khoan lan 2 toan bd sé tién con lai.

Buéc 6: Trudce 3 ngay khéi hanh, Vietkingtravel s€ giri thong bao doan cho khach hang,
kem 1 video hwéng dan chuén bj trwéc khi di tour.
xem video hudng dan tai day https://youtu.be/NemNOJsSWI60

Buéc 7: Trude 1 ngay khéi hanh HDV tir Viét Nam sé lién hé lai khach hang dé hen gio tap
trung, va mot so cac thong tin can thiet khac.

Buéc 8: Pén ngay khéi hanh, quy khach c6 mit ding gio va diégn hen dé 1am thi tuc bay.
Khéch hang cung tham gia vao 1 nhém Zalo dwgc tao dé trao doi thong tin trong qua trinh
tham quan & nwéc s tai.

Buwée 9: Thuong xuyén theo ddi trén nhom dé xtr 1y cac van dé phat sinh trén tour (Néu co)

19. CO CHE LUONG - THUONG
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https://youtu.be/NemNOJsWl60

1. Lwong thang thw viéc.

2.

3.

Theo quy dinh riéng ctia cac phong ban.

Lwong chinh thirc.

Theo quy dinh riéng cac phong ban.

Thudéng theo doanh thu khac

Cudi mdi thang, cong ty s& sir dung 0,2 % tong doanh thu dé thudng cho toan bo nhan
vién cong ty (Vi diéu kién thang d6 cong ty co 1di va s tién trich thudong 0,2% tong
doanh thu phai nhé hon hoic bang % tong loi nhuan)

Thuwéng nam

Thieong nam duwoe chi tra 3 lan

Lan 1 vao 30/8 hodc diu thang 11 hang nim

Céng ty sé ldy 0,3 % tong doanh thu tinh tir 01/07 ndm triede dén hét ngay 30/06 niam
sau, lam quy thudng cho tat ca nhan si cong ty.

TOng so tien quy thudng =@
Tong so nhan vién

Nhan vién lam viéc du6i 12 thang, tinh dén thoi diém 30/06 nim chia thudng, s& duoc
tinh nhu sau:

@ X sb thang lam viéc
12

Léan 2 vao cuoi nam dam lich

Dugc huong lwong thang thir 13 khi nhan vién lam viéc trén 12 thang.
Nhan vién lam viéc dudi 12 thang s¢ duoc tinh nhu sau:
Thang luong co ban X sb thang lam viéc
12

- Luuy:

+ Nhan vién dugc nhan % s tién thuong nay trude tét Nguyén dan.

+ S4 con lai s& duge nhan vao dip trudc ngay 25/4 ndm ké tiép.

Lam viéc 2 ndm — dugc thuwdéng 2 thang luong co ban.

Lam viéc 3 nam duogc thudng 3 thang luong co ban.

Lam viéc 5 nam dugc thuwdéng 4 thang luong co ban.

Ctr 2 nim lam vige tiép theo dugc thuong thém 1 thang luong co ban.

(Thang luong tha 2 va thir 3,4,...s€ dugc nhan lan lugt vao 30/6, 30/8, 30/9... nim sau)
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- Truwdng hgp nhan vién nghi trudc thoi gian tra thuwdng tirng dot trong nam sé
khong dwoc nhan thuwéng, wng véi cac moc thoi gian trén.

- COng ty ho tro tién an trua 20.000 VND/1 bira trua

- Cong ty ho tro tién dién thoai 200.000 VNB/ 1 thang

- Cong ty hd tro tién xing xe di lai 200.000 VND/ 1 thang

- Khi sales di thu tién khach cho vin phong khac mién (Mién Béc thu cho mién Nam hoic
nguoc lai) céng ty hd tro 100.000 vnd, tién nay trir thang vao doanh thu cua sales ban
tour nay, la chi phi trong goi tour.

- Khi sales di thu tién cho vin phong cung mién (Han noi thu cho sales Ha Noi, Ho Chi
Minh thu cho H Chi Minh) thi dugc hd trg 50.000 VN

- Néu di thu tién khoang cach xa hon 30km cdng ty s& tinh toan muc hd trg moi.

5. Quy dinh vé khen thwéng khac.

- Khi nhn vién ¢ nhitng y tudng mai giap cai tién cong viéc cia minh hay cua bt ky bo
phan, hay bat ky quy trinh nao, giup nang cao hiéu qua cho cac bo phan, cho cong ty, sé
duoc thuong tir 50.000d — 200.000 d, theo quyét dinh ctia truong bd phan hodc cta
Giam déc.

6. Gio lam viéc
- Sang tir 8:00 dén 12h
Va chiéu tir 13h30 dén 17:00
- Sang tir 8:30 dén 12h
Va chiéu tir 13h15 dén 17:30
- Lam viéc tir thir 2 dén hét sang tha 7 (Thir 7 1am % ngay dugc tinh 1 ngay céng)
- Nghi Chiéu thir 7 va CN
- Bimudn tir 1- 10 phat nop phat 50.000 &
- Bimudn 11- 30 phut nop phat 100.000 d
- Pimudn 31 phut — 45 phut ndp phat 200.000 VND
- Nghi khéng bao cao bi phat 500.000d
- Nhan vién duoc nghi phép thém 1 ngay trong thang cé lwong, tong 12 ngay /1 nim,
khong duoc cong don.
- Thoi gian duoc tinh theo gid quy dinh tai may chim cong.
Luu y: Nhin vién phai dam bao 1am viéc trén 20 ngay cong/ 1 thang méi di diéu
kién xét thuwédng. Nhan vién lam viéc khong du 20 ngay s€ khong dugc tham gia
xét thuéng thang do.
7. Tra Luwong
- Ngay tng luong 25 hang thang
- Ngay tra lwong 10 hang thang
8. Uu dai du lich
- Puoc di du lich nudc ngoai khi lam viéc trén 1 nam
- Puoc di Han Qudc sau khi lam viéc trén 2 nam
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- Puogc di Nhat Ban sau khi lam viéc trén 3 nim
- Pugc di chau Au khi lam viéc trén 5 nam

Cong ty ¢ thé thay ddi hozc didu chinh cac chinh sach sao cho phu hop véi dinh huéng phat
trién cua cong ty.

20. CAC QUY PINH TRANG PHUC

1. Quy dinh dong phuc nhan vién ni.

Giay 3-5 cm, dé chac chin

Déng phuc

Ao vest (mua dong)

So mi dong phuc cong ty (4o trédng xanh nhat, chan vay mau den dén dau gi) cac ngay thi
2 déntha 5

Quan tat chan mong mau den.

Kep toc

Gidy tron den, kin miii (cao tir 3cm - 5cm)

Cach dan vdn va trang diém

Dau toc gon gang (khong dé méi hoic toc xda che mat). T6c kep/ bli cao vira phai heo hinh
anh minh hoa).

Trang diém nhe va tuoi tan. Khéng dung nhitng mau son qua dam.
Dung nudc hoa nhe nhang.

Cét mong tay gon gang va c6 thé dung son nhung dung mau ty nhién (mau trong, hong nhe)
khong son loe loet/dinh d4, nhii kim tuyén.

Luén gitr gidy sach va sang bong.

Tat da chan khong xudc.

Hoszc céc trang phuc lich su, 4o phong dong phuc khac.

2. Quy dinh dong phuc nhan vién nam.

Péng phuc

Comple/vest (mua dong)
Ao so mi tring
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«  Quanau

Phu kién

«  Giay tron den, budc day.
«  Thét lung tron den

«  Tatcd cao, mau sam nha nhan
«  Nhan tron

«  Calavat tha 2 va céc ngay Ié
Cach dan van
«  Rautéc gon gang

*  Nudc hoa nam nhe nhang
< Mong tay cit gon gang.

«  Giay sach, bong

Hoac cac trang phuc lich sy, 40 phong dong phuc khac.

1. Thoi gian thue hién

- Nhan vién mic ddng phuc tir thir 2 dén thir 5

- Th&r 6 mic dong phuc, 40 phong

- Th& 7 méc tu do

2. Xirly vi pham

- 50.000 VND cho 1 ngay khong thuc hién déng phuc theo quy dinh.
- Tiép tuc vi pham lan 2, mutrc phat 1a 100.000 VND

21. QUY PINH VE CHONG THAM NHUNG
a. Dinh nghia “Tham nhiing”.

Theo céch sir dung trong vin ban nay, “Tham nhiing” bao gdm 1 trong cac hinh thic sau
day:

A. L4 hinh thtic thu loi vé cho ca nhan bang tién hoic vat chat khac thong qua viéc trao doi,
céc loai hang hoa, dich vu ma cong ty TNHH Du lich va cdng nghé dang cung cap truc
tiép hozc gian tiép. Hoat dong nay ciia nhan vién khéng thong bao cho cong ty va khdng
dugc ban 1anh dao céng ty théng qua.

B. Nguoi ¢6 hanh vi nhu ¢ muc 1.11a nh&n vién chinh thirc hoac thir viéc hoac thyc tap tai
cdng ty TNHH Du lich va cdng ngh¢ Viét Nam (Vietkingtravel)
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C. Cé4c hanh vi tham nhiing phé bién

C.1 Cong ty cong bd ban sim cho khach 1a 399.000 VND, nhén vién tién, nhan vién
sales hodc hudng dan vién ban véi gia cao hon dé huang loi bat chinh.

C.2 Cong ty cong bd ban sim cho khach 399.000 VND, va yéu cau phai nop vé cong
ty 250.000 VND, nhung nhan vién tién san bay khong bao cdo day du vé cong ty, ma
nhap sim cho riéng minh, ty ban va huong loi 100%

C.3 Nhan vién sales béan tour cho khach hoac bat ky dich vu nao khéc, thu tién cao
hon gia thuc té nop vé cong ty, 1am that thodt tai san va 1am giam loi nhuan caa cong
ty.

C4. Nhan vién sales béan tour hoic céc dich vu khac cho khach, ma lai khong nop tién
cling nhu bao céo vé cong ty, dong thoi giri khach sang don vi khéac, dé huong hoa
hong.

C5. Nhan vién sales ban tour cho dai ly, sau d6 dé xuit cong ty tra hoa hdng cao hon
muc thyc té dé nhan vién sales va dai Iy chia nhau phan chénh léch.

C6. Nhan vién sales béan tour cho khéch 1é, sau d6 tu tao ra 1 dai ly ao dé dé xuat
cong ty tra tién hoa hong cho dai ly a0 d6, ddng thoi huang loi phan hoa hong nay
cho ban than hoic ngudi khac minh quen biét.

C7 Nhan vién sales sir dung sé dién thoai ca nhan, email c4 nhan dé lién hé véi
khach hang.

C8. Gia mao chit ky, con diu, hoic 1én dong diu cong ty ma khéng dugc phép.
C9. Sira chira, 1am sai léch noi dung cac vin ban, gidy to, tai liéu.

C10 Tan dung thoi gian tai cong ty dé 1am céac cong viéc khac, kiém tién cho minh
(tham nhiing thoi gian) ma khong dugc 1anh dao céng ty cho phép.

C11 Hanh vi I di cac cong viéc dang 1& minh phai lam, dé cho ngudi khac ¢6 co hoi
thuc hién hanh vi vu lgi, tham nhiing (hanh vi bao ké)

D. Céac hinh thac xir ly

a. Vi bat ky vi pham nao duoc néu & trén, ca nhan vi pham sé& bi xu phat it nhat
50.000.000 VND (Nam muoi triéu dong)

b. Ty tinh chat nghiém trong cua su viéc, cong ty ¢ thé tién hanh khai kién ngudi
vi pham ra toa an va trinh bao véi cac co quan chire nang dicu tra la rd.

¢. Trong truong hop ngudi vi pham khéng c6 kha niang ndp phat, cong ty c6 quyén
giit s6 bao hiém, bang cip, hoic bat ky tai san nao cho dén khi nhan duoc khoan
tién nop tir phia ngudi vi pham.
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Bang viéc ky vao vin ban ndy, chlng tdi xac nhan rang s& nghiém tudc tuan thi cac quy dinh cua
cong ty, khong tham nhiing dudi bat ky hinh thirc ndo. Néu vi pham céc quy dinh vé tham nhiing
nhu & trén, tdi hoan toan chiu trach nhiém trudc phép luat va chip nhan céc hinh phat quy dinh
tai diéu 3 cua vin ban nay.

22. KY LUAT VA CHAM DUT HQP PONG

1. Céc hinh thic ky luat
1. Nhdc nho
2. Canh cdo bang van ban

3. Khién trach

4. Sa thai

Trinh tw xw ly ky luat lao dong:

Budce 1: Lap bién ban vi pham

Budc 2: Thong bao dén Nguoi lao dong va Cé nhan c6 lién quan
Buéc 3: Thu thap chirng cir xac minh 19i

Budc 4: Thong béao thong tin vé cudc hop xir ly ky luat lao dong
Buac 5: Hop xtur ly ky luat lao dong

Budc 6: Ban hanh quyét dinh xtr Iy ky luat lao dong

2. Cham dut hop déng lao ddng.

- Truong hop Nguoi lao dong mubén don phuong chdm dit hop ddng/xin nghi viéc phai bao
trudc it nhat 30 ngay lam viéc. (Phai co don xin nghi viéc)

Ddng thoi phai co trach nhiém ban giao cong viéc, tai liéu, hd so lién quan dén cong viée cua
Nguoi lao dong cho nhan sy dugc Nguoi st dung lao dong chi dinh (C6 bién ban ban giao ky ta
day du gitra ngudi ban giao va ngudi nhin ban giao) ; va thanh toan day du cac khoan chi phi c6
lién quan dén quyén loi cua Ngudi str dung lao dong.

- Truong hop Ngudi str dung lao dong mubn don phuwong cham dut hop dong lao dong phai tuan
theo quy dinh cua Phap luat Lao dong hién hanh va theo quy dinh ctia Cong ty.
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