AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

SOP: Quy trinh giao hang céng trinh va bang chirng

giao nhan (POD)
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Phién bén PDF mién phi — lién hé Al-X dé nhan bo biéu méu dién sén & tw van 16 trinh.

1. Tén SOP

SOP-POD-05 — Quy trinh giao hang céng trinh va bang chirng giao nhan (POD) (nganh ban vat liéu xay dwng)

2. Muc dich

Dam bao moi chuyén giao hang dén coéng trinh déu cé bang chirng giao nhan day di — ky xac nhan, sé luvong
thwe giao, anh hién trwong — dwoc lwu lai thanh mot hd so thdng nhét ngay tai thdi diém giao hang. SOP quy
dinh céach 1ap lich giao hang, cach thu thap va lwu trir bang chirng giao nhan (Proof of Delivery), va cach xt ly khi
phat sinh khiéu nai giao thiéu/giao sai — dé& khong con tinh trang "khach naéi thiéu hang, coéng ty khong cé gi dé

dbéi chiéu".

3. Pham vi ap dung

Ap dung cho moi chuyén giao hang tir kho dén cong trinh/dia diém khach hang, tt khi 1ap lich xe dén khi hoan tat
bién ban giao nhan. Khéng ap dung cho truéng hop khach hang tw dén lay hang tai kho (co checklist xuét kho
riéng).

4. Thuat ngir va dinh nghia

POD (Proof of Delivery) Bang chirng giao nhan hang héa, gébm chir ky nguoi
nhan, sé lwong thyc giao, thoi gian, dia diém, va anh
hién trwdng (néu co).

Lich giao hang K& hoach cac chuyén xe trong ngay/tuadn, gdm tuyén
dwong, thir tw giao, thdi gian dw kién dén tirng diém.
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Phiéu giao hang Ching ttr di kém méi chuyén hang, liét ké ma hang, sb
lwong, don hang lién quan.

Bién ban giao nhan Van ban (gidy hoac dién tir) xac nhan viéc giao hang da
hoan tat, c6 chi ky hai bén.

Tranh chép giao hang Trwong hop khach hang phan anh nhan thiéu, nhan sai,
hodc hang hw héng so v&i don dat.

5. Vai tro tham gia

Diéu phéi giao hang Lap lich xe, phan cong tai x&, chuan bi phiéu giao hang
cho méi chuyén.

Tai xé/nhan vién giao hang Giao dung hang, thu thap bang chirng giao nhan (chi ky,
anh) tai hién trwong.

Ngwoi nhan tai cong trinh Kiém tra va xac nhan sb lwong, tinh trang hang hoéa khi
nhan.

Nhan vién kinh doanh/CSKH X0 ly khiéu nai giao hang, déi chiéu véi hd so POD.

Quan ly kho/van chuyén Giam sat ty 1é giao dang han, x& ly tranh chdp nghiém
trong.

6. Ma tran RACI

R = Responsible - A = Accountable - C = Consulted - | = Informed
Hoat déng | Diéu phdi giao hang | Taixé | Nhan vién KD/CSKH | Quan ly kho/van chuyén | CEO/BOD
Lap lich giao hang va phiéu giaohang | RAA | 1 | 1| 1] |

Kiém tra hang trwéc khi xudtkholénxe | C | R | I | A | |

Giao hang va thu thap bang ching POD | | | RIA | I | 1| |

Nop va lwu trir hd so POD saumdichuyén | | | R | 1| A ||

Tiép nhan va x& ly khiéu naigiaohang | | | C | RIA | C | |

Ra soat ty 1& giao dung han/tranh chdp dinhky | C | | | C | R/A | |
X ly tranh chap nghiém trong/khach hanglén | 1| 1| C | C | R/A

7. Dir liéu dau vao

Danh sach don hang da xac nhan can giao, dia chi va thdng tin lién hé cong trinh, lich trinh thi cdng ctia khach
hang (néu co), nang lwc doi xe va tai xé hién cé.

8. Quy trinh tirng bwéc

Buwdc 1 — Lap lich giao hang theo ngay/tuan. Diéu phdi giao hang téng hop cac don hang can giao, sap xép theo
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tuyén dwdng va wu tién (don céng trinh dang che c6 mire wu tién cao hon).

Buwéc 2 — Chuan bj phiéu giao hang cho méi chuyén. Phiéu ghi rd ma hang, sé lwong, ma don hang, tén va sb
dién thoai ngu®i nhan dy kién tai cong trinh.

Budc 3 — Kiém tra hang trwde khi xuét kho 1én xe. Nhan vién kho dbi chiéu sé lwong thuc té xép 1én xe vé&i phiéu
giao hang, ky xac nhan trwdc khi xe roi kho.

Buwdc 4 — Tai xé lién hé trwdc khi dén cbng trinh. Goi dién xac nhan cé nguwdi nhan tai hién trwong vao thoi diém
du kién, tranh dén noi ma khéng co ai nhan hang.

Budc 5 — Giao hang va kiém dém cing ngudi nhan. Tai xé va ngudi nhan cung kiém dém sb lwong thuc té, ghi
nhan néu co6 sai léch ngay tai chd.

Buwédc 6 — Thu thap béng chirng giao nhan (POD). Nguwdi nhan ky x&c nhan trén phiéu giao hang hoac rng dung
dién t&; tai x& chup anh hang héa tai hién trwéng va anh chir ky/ngwdi nhan.

Budc 7 — Nop hé so POD ngay trong ngay. Tai x& nop lai phiéu giao hang da ky va anh chup cho diéu phdi giao
hang, khdng dé& dén qua ngay hém sau.

Buwédc 8 — Lwu trir POD gan v&i méa don hang. Diéu phéi giao hang lwu POD vao hé thdng, gan véi ding mé don
hang, c6 thé tra ctru ngay khi can dbi chiéu.

Budc 9 — X ly khiéu nai dwa trén dbi chiéu POD. Khi khach hang phan anh nhan thiéu/sai, nhan vién kinh
doanh/CSKH tra ctru POD clia chuyén giao lién quan, dbi chiéu sb lwong da ky nhan trwde khi phan héi khach.

Buwdc 10 — Ra soat ty 1&é giao ding han va tranh chap dinh ky. Quan ly kho/van chuyén tdng hop sé liéu, xac dinh
tuyén dwdng/tai xé/khach hang nao phat sinh tranh chap nhiéu dé cai thién quy trinh.

9. Piém kiém soat va diéu kién phé duyét

Xuét kho hang lén xe Sé lvong thuc té khép véi phiéu giao hang, c¢é xac nhan
clia nhan vién kho

Ghi nhan hoan tat mét chuyén giao C6 day du chir ky nguwdi nhan va anh hién trwéng (POD)
DPéng mét khiéu nai giao hang Da dbi chiéu véi POD, co két luan rd rang (dung/sai/can
bdi thwong)

Tiép tuc giao hang cho céng trinh chuwa xac nhan ngudi | Khong duwoc xuét phat néu chuwa lién hé xac nhan co
nhan nguwdi nhan

10. Ngoai lé va cach xtr ly

Cong trinh khéng c6 ngudi dd thdm quyén ky nhan tai thdi diém giao: tai x& chup anh hang da dé tai vi tri quy
dinh, ghi r& ly do khéng c6 chi¥ ky, lién hé lai trong ngay dé xac nhan bd sung. Hang giao bi hw héng trong qua
trinh van chuyén: 1ap bién ban riéng ngay tai hién trwéng, cé anh chup, khéng tinh vao POD giao thanh céng.
Giao hang ngoai gid hanh chinh theo yéu ciu céng trinh: cn xac nhan truéc véi khach hang bang van ban/tin
nhan, lwu lai lam bang chirng bd sung.
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11. KPI can theo d6i

Mcrc muc tiéu tham khao.

Ty & chuyén giao c6 day du POD Chuyén giao cé di chiv ky + anh + | =98%
Téng sb chuyén giao
Ty |é giao dung han (On-Time) Chuyén giao dung thoi gian dw kién | =90%
+ Tdng sé chuyén
Ty lé khiéu nai giao hang Sé khiéu nai + Tdng s6 chuyén giao Giam dan theo thang
Thoi gian xt ly khiéu nai T lac nhan khiéu nai dén Itc c6 két | <48 gio
luén

12. H6 so’ va biéu mau lién quan

Phiéu giao hang céng trinh, Checklist trudc khi xe réi kho, Mau bién ban POD (ky nhan/anh), Dashboard giao

dung han va tranh chép.

13. PAu ra va tiéu chi hoan thanh

Moi chuyén giao hang déu cé hd so POD day du, lwu tri tAp trung va tra clru dwoc theo ma don hang; khiéu nai
giao hang dwoc xr ly dwa trén ddi chiéu bang chirng thyc té, khong dua trén "ldi néi hai bén"; cé dashboard theo
déi ty 1& giao dung han va tranh chap dé cai thién lién tuc.

14. Vi du thwe té cia mét dai ly vat liéu xay dwng

Vi du minh hoa mang tinh mé phéng, khéng phai sé liéu théng ké chinh thirc.

M6t cong trinh phdn anh nhan thiéu 20 bao xi mang so vé&i don dat 200 bao. Truwdc khi ap dung SOP, cong ty
khéng cé cach nao xac minh, phai chap nhan giao bu dé gitr quan hé khach hang — du khéng chéc cé thyc sw
thiéu hay khong. Sau khi ap dung SOP, nhan vién CSKH tra ctru POD cuia chuyén giao, thay anh chup hién
trwdng va chir ky xac nhan da ghi rd "200 bao, di sé lwong" cling anh chup toan bd 16 hang tai cong trinh. Déi
chiéu v&i ngudi ky nhan (bdo vé cong trinh, khdng phai ngudi tric tiép st dung), cdng ty va khach hang cung xac
dinh vat tw cé thé da bi that thoat ndi bd cong trinh sau khi nhan — khéng phai 16i giao hang cta dai ly.

15. Checklist ap dung nhanh

- [ 1 Moi chuyén giao hang cé phiéu giao hang chuan bj trwéc khi xuat kho.

- [1S6 lvong thuc té xép 1én xe dwoc dbi chiéu véi phiéu giao hang truwdc khi xe rdi kho.
- [] Tai x& lién hé xac nhan cé ngwdi nhan trwéc khi dén cong trinh.

- [ 1 Moi chuyén giao déu thu thap dd chir ky ngudi nhan va anh hién trwong (POD).

- [1POD dwoc ndp va lwu trir trong ngay, gan véi dung ma don hang.

- [] Khiéu nai giao hang dwoc xt ly dwa trén dbi chiéu POD, khoéng dwa trén phdng doan.
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- []1C6 dashboard theo di ty 1& giao duing han va tranh chap dwoc ra soat dinh ky.
Xem thém: Bo cdng cu giao hang céng trinh va bang chirng giao nhan — bd cong cu di kém SOP nay. Bai viét lién
quan: Giao hang céng trinh thiéu béng chirng: vi sao khach bao thiéu hang ma coéng ty khéng cé gi dé dbi chiéu?
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Can bo SOP nay chay
trén hé thong thwc té?

Al-X thiét ké 16 trinh ERP & Al 90 ngay riéng cho doanh nghiép cta ban:
chuan héa di lieu — SOP sbé héa — dashboard diéu hanh.

ai-x.vn/contactus

Tai liéu phat hanh mién phi béi Al-X (ai-x.vn). Vui Iong khéng chinh stra ndi dung khi chia sé lai.


https://ai-x.vn/contactus
https://ai-x.vn

