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I: HO SO VIET CLEANING
I.1: Gidy chirng nhan dang ky kinh doanh

SO KE HOACH VA PAU TU CONG HOA XA HQOI CHU NGHIA VIET NAM
THANH PHO HA NOI Pjc 1ap — Tu do — Hanh phiic

PHONG PANG KY KINH DOANH

GIAY CHUNG NHAN DPANG KY DOANH NGHIEP
CONG TY CO PHAN

M s6 doanh nghiép: 0102399432

Dang ky lan dau: ngay 24 thang 10 nam 2007
Dang ky thay doi lan thir 2: ngay 02 thang 08 nam 2011

1. Tén cong ty

Tén cong ty v iét bing tiéng Viét: CONG TY CO PHAN THUONG MAI VA DICH
VU LAM SACH CONG NGHIEP VIET

Tén cong ty viét bang tiéng nude ngoai: VIET TRADING AND INDUSTRIAL
CLEANING SERVICE JOINT STOCK COMPANY

I'én cong ty viét tat: VIET CLEANING., JSC

2. Dia chi tru sé' chinh

S6 224 phé Ding Dung, Phwong Qudn Thanh, Qudn Ba Dinh, Thanh phé Ha Néi, Viél

Nam
DPién thoai: Fax:
Email: Website:

3. J\ganh nohc kmh doanh

‘ Sﬂ 2 ___cTennggiih== 8 ; Ry Mia nuanh X
|- ‘\d\ dunﬂ cong lrmh I\\ thuat dan dung khd(, 4290

|Chi tiét: Xay dung cong trinh cong nghiép, trir nha cira; Xay dung
lumu trinh cwra; Xay dung duong ham: Xéy dung céc cong trinh

{ ‘kd(. cong trinh th thao ngoai troi;

e S

| 2 [Phads § .7 P Mo 20k AT i bkl hisi]
| 3 |Chuén bj mal bang 312
‘ [(khong bao gdm do min va céc loai tuong tu tai mit bang xay i
’ dunﬂ) . M [ o
| 4 Lép dat hL théng up thoal nude, 16 sudi va didu hoa l\lmnw Khi ﬂ:”—’—’ LAY
5 \Sﬁua chita cdc san pham kim loai dic sin Ve = e =Y e N
6 |Hoan thién cong trinh xdy dung N U, e 4830
Ban budn dé dung khéc cho gia dinh ;4””
___ [Chi tiét: Ban buén do di¢n gia dung, dénvabd déndi¢n; |
8 Han buon ‘nhién liéu ran, 16ng, khi va cac san pham lién quan j"””/w I Y

= o R v = =
0 ‘lhu gom rac thai khong doc hai Ny = R

9 lhoql nude va xu ly nude thai
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STT. Tén nganh Ma nganh
3812

11" |Thu gom rac thai djc hai
(trir céc loai Nha nude cam)

9 12 |Lip dat h¢ thong dién 4321
13 |Lip dat hé thdng xay dung khac 4329
14 |Stra chira thiét bi dién 3314
15 |Xur ly va tiéu huy rac thai khong ddc hai 3821 =
16 IXtr ly va tiéu huy réc thai doc hai 3822
(trir cac loai Nha nudc cam)
17 |T4i ché phé ligu 3830
18 |Xay dung nha cic loai 4100
19 |Vé sinh chung nha ctra 8121 &
20 |Vé sinh nha ctra va céc cong trinh khac 8129
21 Dich vu chim séc¢ va duy tri canh quan g 8130
22 [Xir Iy 6 nhiém va hoat dong quan Iy chét thai khac AP ] 2=
23 |Xay dung cong trinh dudng sit va dudong bo ' Sy a0
4220

24 Xy dung cong trinh cong ich [#220

25 |San xudt, gia cong mdy cong nghiép; : sz)'lll /m/u cl‘/lt{m ‘
Kinh doanh hoa chét (trir hoa chét Nha nude cam), vat iéu XAy g nganh kink

dung, hang gia dung, d6 dung gia dinh; ié Viét Nam

Dich vu van tai hang ho4, van chuyén hanh khach bfmg 0to theo

hop dong;

Xuét nhap khéu va mua ban céc thiét bi lam sach;

Dich vu lam sach cong nghiép;

Dich vu trong gitr phuong tién;

(Déi véi cac nganh nghé kinh doanh ¢6 diéu kién, Doanh nghiép

chi kinh doanh khi c6 du diéu kién theo quy dinh ctia phap luat) |

"CAP LAI MA SO DN TU BKKD SO: 0103020296 DO PHONG

PKKD - SO KE HOACH VA DAU TU THANH PHO HA NOI

CAP NGAY 24/10/2007" ]

4. Von diéu 1¢
Vén diéu lé: 9.000.000.000 déng
Béng chit: Chin ty dong
Ménh gié ¢6 phan: 10.000 dong
Tdng s6 ¢6 phan: 900.000
5. S6 ¢b phan dwoc quyén chao ban 0

6. Von phap dinh

7. Danh sach ¢ dong sing lap
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[STT| Téncddong | Noidingkyhd |Loaicd| S5cd | Gidtricdphan |Tyl1e| S6gidy |Ghi

khau thuong tra d6i| phdn | phan (VND) (%) | CMND [chi
v&i ca nhan;dia chi (hoac s6
> tru s& chinh déi ching thuc
Vv6i té chirc ca nhan
khac);Ma s6
doanh
nghiép;SH
Quyét dinh
thanh lap
| [HOANG MINH|SS 103E, Tran Hiru [C6 phan|441.000 4.410.000.000/ 49| 023782734
THAI Trang, Phuong 10, phd

Quén PhL’n’Nh‘uén, thong
Thanh pho HO Chi | Téng s§|441.000] 4.410.000.000 49
Minh, Viét Nam

' 2 |LE THUY S6 22, duong C4 phdn|450.000] 4.500.000.000 50| 011137263
HANH Nguyén Chi Thanh, phd
Phuong Ngoc thong

Khinh, Quan Ba | Téng s6|450.000| 4.500.000.000/ 50
[ Dinh, Thanh pho
Ha Noi, Viét Nam

3 [HOANG LE  [S§ 103E, Trin Hwu [C6 phan| 9.000]  90.000.000] 1| 023127442
HIEN Trang, Phuong 10, phd
Quén thl’Nll}lén. thong
Thanh pho HO Chi | Téng s§|  9.000 90.000.000 1 |
| sl Ml VigtNam
i 8. Nguoi dai dién theo phap luit
Chtrc danh: Chii tich HPQT kiém Gidm doc cong ty
.\ Hovatén: LETHUY HANH Gi6i tinh: Nit
N Sinh ngay : 01/05/1959 Dan toc: Kinh Quéc tich: Viét Nam
Loai gidy ching thuc cé nhan:  Gidy chitng minh nhan dén
N 011137263
Ngay cip:  17/09/2007 Noi cip: Céng an TP Ha Néi

Noi déang ky ho khéy thuong tru: i

S0 22, duong Nguyen Chi Thanh, Phwong Ngoc Khanh, Qudn Ba Pinh, Thanh phé Ha
Noi, Viét Nam

Cho 6 hién tai:

S6 22, dieong Nguyén Chi Thanh, Phuong Ngoc Khdnh, Quén Ba Pinh, Thanh phé Ha
Noi, Viét Nam

9. Théng tin vé chi nhanh

10. Théng tin vé viin phong dai dién
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I.  Tén van phong dai dién: VAN PHONG DAI DIEN CONG TY CO PHAN
THUONG MAI VA DICH VU LAM SACH CONG NGHIEP VIET TAI HA
NOI
Dia chi van phong dai dién: S6 22B, ngé 567, dwong Hoang Hoa Tham, Phirong
Vinh Phuc, Qudn Ba Dinh, Thanh /)/1(5 Ha Noéi, Viét Nam
Ma van phong dai dién:

11. Théng tin vé dia diém kinh doanh

K3 TRUONG PHONG p

V4%
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I:2: Gidy chirng nhan ding ky miu dau

 M&u CD4 ban hanh theo
Qb s6 998/2001/QD-BCA (C11)
ngay 10 - 10 - 2001 :

BO CONG AN CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

‘ CONG AN T.P HA NOI
BN R /PKMD - PC13 |
' 95917 ~ ot
l GIAY CHUNG N
| : '
BY | \r/” 2 \
| Can ca Nghiain&sé' 58/2001/ND-CP ngay 24 - 8 - 2001

ctia Chinh phd va Théng*® '(;r,f'/hu@‘ng dan so6 07/2002/TT-LT

| ngay 6/5/2002 v& viéc quén ly va sit ddng con dau.

| PHONG CANH SAT QLHC VE TTXH - CONG AN T.P HA NOI

! chimg nhan mau dau dudi GAY CUA......cooiwiccomrcrrriiimereces e

' Céng ty ¢6 phin thwong maiva dizh vo iam sach cong nghiép Viét
| b Do

...............................................................................................................
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1:3: Gidy chirng nhan dang ky thué

i ¥

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc
@ Mau so6:
Form No
10-MST

GIAY CHUNG NHAN DANG KY THUE

CERTIFICATE OF TAX REGISTRATION

MA sO THUE 0102399432

TAX IDENTIFICATION NUMBER

CONG TY CO PHAN THUONG MAI

TEN TO CHUC, CA NHAN NOP THUE VA DICH VU LAM SACH CONG

NGHIEP VIET £

NAME OF TAXPAYER ",_T’
%
3

SO PANG KY KINH DOANH 0103020296 2

NUMBER OF BUSINESS LICENCE £

CHUNG MINH THU NHAN DAN

IDENTITY CARD NUMBER

NGAY PANG KY THUE 29/10/2007

DATE OF REGISTRATION

2C

Ngay...2. ?tha'ng..../.(.)ndm....—?().(.)?/
THU TRUONG CO QUAN THUE

TR RS S T
v 2 CLC TRiJD
Rt oL PO EHE Yoy

—

)

(o, 0uc | T
v THlapa 7

{ & HA\IVL, e Il%

\ = A

2 ,/
2 S <%

FRAED o Tien

Co quan quan |y thue: Chi cuc Thoe Quan Ba Binh

I oA




CONG TY CO PHAN TM va DV LAM SACH CONG NGHIEP VIET

I E bia chi: 22A Bang Dung - Ba Dinh - Ha Noi
75 Tran Van Du- P13 — Tan Binh- TPHCM
CLEANING
LAM SACH MOI TRUONG QUANH BAN bT: 098 353 2488 ]
BANGE oies M s Email: viet.cleaning@gmail.com

II: DANH SACH NHAN VIEN VIET CLEANING

DANH SACH NHAN VIEN VIETCLEANING

STT HO &TEN CHUC VU STT | HO &TEN CHUC VU
1 Hoang Ié Hién Giam doc 2 Hoang Minh Thai P Giam doéc
3 Lé Thuy Hanh PGD mién bac 4 Lé Ba Nguyén PGD mién nam
5 Lé Anh Tuyét TP nhan su 6 Lé Kiéu Chinh PP nhan su
7 Phung Thu Thuy Nhan su 8 Hoang Anh Minh Nhan sy
9 Tran Thi Nga QL Mién Bac 10 Tran Van Tiém PP Kinh doanh
11 Nguyén Mai Hoa Kinh doanh 12 b6 Ha Kinh doanh
13 Nguyén Hai Hoang Kinh doanh 14 Nguyen Hoang Hai Kinh doanh
15 Nguyén Th Thiy TP GS MB 16 | Hoang Anh Minh TP GS MN
17 Tran Minh Tram Giam sat 18 Po Th Ha Giam sat
19 Tran Hai Minh Giam sat 20 Nguyén Van Bong Giam sat
21 Lé Hong Bang Giam sat 22 Nguyén MInh Tuan Giam sat
23 Tran Anh Toan Giam sat 24 Tran Thu Trang Giam sat
25 Nguyén thi Nhung TP ké toan 26 Nguyén Thi Minh K€ toan
27 Ha Minh Hanh K€ toan 28 Lé Ba Hoang K€ toan
29 Tran Thi Van K€ toan 30 Ma bai Dudng K€ toan
31 Nguyén Anh Tuyét TPKTCL 32 Phan Manh Hung PPKTCL
33 BlUi Manh Hang NVKTCL 34 Tong Anh Minh NVKTCL
35 Duadng Minh Hiéu NV lam sach 36 Pao TH Ha NV lam sach
37 Pham Thi Hing NV lam sach 38 Nguyén Hoang Hai NV lam sach
39 Nguyeén Thi Lan NV lam sach 40 Vi Thi Lan Huing NV lam sach
41 Nguyén Thi Diu NV lam sach 42 Nguyén Thi Nh NV lam sach
43 Nguyén TH Hing NV lam sach 44 Tran Thi Tam NV lam sach
45 Vii th Thanh Tam NV lam sach 46 Pham Thi i NV lam sach
47 Tran Bui Tiém NV lam sach 48 Vi Th Huong NV lam sach
51 Bui thi Yén NV lam sach 50 Lé Thanh Thuy NV lam sach
53 Nguyéen Van Hiéu NV lam sach 52 Nguyén Thi Tinh NV lam sach
55 HO6 Hoai Bic Anh NV lam sach 54 Nguyén Thi Thim NV lam sach
57 Tran Manh Cudng NV lam sach 56 Pham Thi Mai NV lam sach
59 Nguyén Thi Tuyét NV lam sach 58 Nguyén Thi Huan NV lam sach
61 Trung Thi Binh NV lam sach 60 Tran Thi Nghiém NV lam sach
63 Phung thi Ngan NV lam sach 62 Bui Thi Thom NV lam sach
65 Pham Thu Thay NV lam sach 64 Bui Th Bnh NV lam sach
67 Luc Thi Tu NV lam sach 66 Tran Anh Minh NV lam sach
69 Hoang Thi Huyén NV lam sach 68 Lé Kiéu Chinh NV lam sach
71 Bui Trung Diing NV lam sach 70 Nguyén VAn Bong NV lam sach
73 Ly thi Hang NV lam sach 72 Nguyen Thi Minh NV lam sach
75 Nguyén Thi Gai NV lam sach 74 Hoang Hién NV lam sach
77 Tran Truc Bach NV lam sach 76 Nguyeén th Hué NV lam sach
79 Hoang Minh My NV lam sach 78 Bui Th Tu NV lam sach
81 Mai Anh Hao NV lam sach 80 Nguyeén Thi Hién NV lam sach
83 Hoang Thi Mai NV lam sach 82 Nguyén TH Loan NV lam sach
85 Nguyén Dang Minh NV lam sach 84 Tran Thi Mai NV lam sach
87 Trwing Thi Hoan NV lam sach 86 Bui Th Anh NV lam sach
89 Dbing Thi Huing NV lam sach 88 Nguyen Thi An NV lam sach
91 Pinh Van Giang NV lam sach 90 Hoang Van Hai NV lam sach
93 Tran Mai Minh NV lam sach 92 Pham Van Ha NV lam sach
95 Ta Th Tan NV lam sach 94 Nguyen Van tudng NV lam sach
97 Nguyén Hong Hoa NV lam sach 96 Pam Van Hung NV lam sach
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99 Tran Thi Phugng NV lam sach 98 Lau Phic Thinh NV lam sach
101 Nguyén Thi Du NV lam sach 100 | Luu Van Bao NV lam sach
103 Au Thi Ha NV lam sach 102 | bao Van Tu NV lam sach
105 Mai Th Hoa NV lam sach 104 | Hoang Van Hai NV lam sach
107 Pham Thi Mién NV lam sach 106 | Mai ThiVu NV lam sach
109 Hoang Thi Minh NV lam sach 108 | Nguyén Thi Huyén NV lam sach
111 Nguyeén th Quynh NV lam sach 110 | Cung Bich HuGng NV lam sach
113 Luu mai Binh NV lam sach 112 | Ho Th Huing NV lam sach
115 Tran Thi Nhung NV lam sach 114 | Nguyén Thi Vinh NV lam sach
117 Nguyén Anh Hai NV lam sach 116 | Nguyén Thi Thanh NV lam sach
119 Pinh Mai Huynh NV lam sach 118 | Vi Thi Hing NV lam sach
121 Nguyén Thi Lan NV lam sach 120 | Van Thi Phutng NV lam sach
123 Bui Th Hang NV lam sach 122 | Ly Thanh Tam NV lam sach
125 Lvu Thi Tho NV lam sach 124 | Tran thi Lién NV lam sach
127 Pham Th Hiéu NV lam sach 126 | Tran Van Tudng NV lam sach
129 Tran Thi Mai NV lam sach 128 | Hoang Mai Hoa NV lam sach
131 Nguyeén Thi Hai NV lam sach 130 | Nguyén Ngoc Tam NV lam sach
133 Nguyén thi Hién NV lam sach 132 | Bui Th Lién NV lam sach
135 Tran Minh Tué NV lam sach 134 | Ma Dai Vuadng NV lam sach
137 Nguyén Thi Anh NV lam sach 136 | Leo Quang bao NV lam sach
139 Tran Thi Tao NV lam sach 138 | Pham Van Vudng NV lam sach
141 Nguyén th Nhung NV lam sach 140 | Nguyén Thi Hoa NV lam sach
143 Nguyéen Mai Hoa NV lam sach 142 | Nguyén Manh Ha NV lam sach
145 Vuang Ba Nguyén NV lam sach 144 | Tran Minh Anh NV lam sach
147 Hoang Minh Hanh NV lam sach 146 | Bui Van Ty NV lam sach
149 Bui Th Ly NV lam sach 148 | Hoang Minh Hai NV lam sach
151 Nguyen van Hai NV lam sach 150 | Nguyen Thi Noi NV lam sach
153 Vit Thi Hoa NV lam sach 152 | Nguyén Van Hiéu NV lam sach
155 Vi Thi Hai NV lam sach 154 | Bui Van Manh NV lam sach
157 Nguyéen Anh Tuyét NV lam sach 156 | Nguyen Van Giau NV lam sach
159 Vi Ngoc Mai NV lam sach 158 | Nguyén Thi Hoa NV lam sach
161 Nguyén Ha N6 NV lam sach 160 | Nguyén tH Doan NV lam sach
163 Nguyén Thi Ty NV lam sach 162 | Nguyén tHi Hai NV lam sach
165 Tran Ha Néi NV lam sach 164 | Nguyén Th Huynh NV lam sach
167 Nguyén Thi Minh NV lam sach

III:GIOI THIEU CONG TY VIET CLEANING

GIOI THIEU CONG TY C6 PHAN THUONG MAI VA DICH VU LAM SACH CONG NGHIEP VIET(VIET

CLEANING)

Cong ty b phan thutng mai va dich wu 1am sach cdng nghiép Viét (Viet Cleaning) chuyén vé sinh cdng nghiép véi hai th

truing chu yéu

1. Cung cap nhan vién tap vu cho toa nha, van phong, xi nghiép tai Ha N6i va Thanh phé HO Chi Minh.

2. Lam sach sau xay ding toa tai Ha Noi, Thanh phé Hi Chi Minh, Quang Ninh va mit si tnh 1an cén
3. Lam sach hé théng cdy ATM tai dia ban Ha NGi va THanh ph6 H6 Chi Minh
4. Bao tri, bao duGng hé théng may tinh, may van phong
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5. Bao tri lap dat hé thdng dién

Trong qua trinh hoat dong tir néam 2007 cho dén nay Viet Cleaning da thu lugm dugc rat nhiéu thanh cong tot dep. Linh
vuccht dao la bao duGng cong trinh va lam sach sau xay dung. Hién Viet Cleaning da cé trén 400 can b cong nhan dugc
dao tao chuyén nghiép, va bai ban.

Nham dam bao mdi trudng lam viéc sach sé&, thoang mat, hién dai va chuyén nghiép véi phuang cham chat lugng dich w tit nhdt,
Viet Cleaning vii gia ci hgp ly dén vdi khach hang, doi ngi nhan vién dujc dao tao chuyén nghiép lanh nghté vé vé
sinh cdng nghiép — 1am sach cing Vvéi trang thiét bl mdy méc chuyén dung, hién dai.VietCleaning ludn sinsang
dap ing nhu cdu lam sach sau xay dung, vé sinh cong nghiép cho Quy khach hang.

Khach hang cla Viet Cleaning hoat dong kinh doanh ¢ nhiéu linh vuc nhy: Cao ic, van phong, nha may, siéu thi, bénh
vién, trudng hoc, xudng san xuat...

Du cong viéc kinh doanh ctia ban véi quy moé I6n hay nho va & bat ky loai nao, Viet Cleaning cling déu cung cap nhiing dich
v hoan héo nhét va toan dién nhit nhim dap (ng tiéu chuin chét luing bén Quy khach hang yéu cau. V6i rét nhiéu dch
vu phong phu nhu: dich vu bao tri hang ngay, dch wu gidt tham, dch wu gidt ghé sofa, lam sach hé thGng kinh mat trong va
mat ngoai toa nha, lam sach san nha, 1am sach hé théng vach ngén, bién hiéu Céng ty...

VI: DICH VU VIET CLEANING PANG CUNG CAP
VI.1 Dich vu bio tri hang ngay

1: Lam sach khu ngoai canh

2: Lam sach hé thdng cau thang b6 va cau thang may 3:
Lam sach khu trung bay va gidi thiéu san pham

4: Lam sach khu dé xe

5: Lam sach hé thdng phong chifc ndng 6:

Lam sach hé thGng nha vé sinh

7: Lam sach khu r(ra tay chan cla nhan vién

VI.2:Dich vu lam sach hé thing tiu du lich 1:

Khu vuc xung quanh sanh va hanh lang tau 2: Khu
vuc cau thangbd

3: Khuvucnhavésinh

4: Khu vucphong ngd

5: Khu vyc quay bar va phong an

6: Khu vuc boongtau

7: Cong viéc dnh ky

VI.3: Dich vu giit tham

1: Lam sach tham kho
2: Giat tham
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3: Tay va ngan chin céc vét 6, ban trén tham...

VI.4: Dich vu lam sach hé thing kinh mdt trong va ngoai toa nha

VI.5:Lam sach hé thong san nha

VI.6:Lam sach hé thong vach ngan

VI.7: Dich vu bao tri, bio dudng hé thing may méc van phong
VI.8: Dich vu bio dudng hé thong dién van phong
Dich w lam sach cdng nghiép 1 mit cdng viéc doi hii st khéo léo va t m, Vi nhing san phdm duoc thii nghiém va

dam bao chét liong méi nhét va nhitng hé thing thiét b may mdc t6i tdn nham dem li sy chdm sdc hiéu qua va toan dién
nhat cho tai san va vat sé hitu cia Quy Cong ty. Danh sach khac hang cua chiing t6i cling chirng minh rang dén vdéi chiing
t6i, ban sé cd dugc nhitng trai nghiém tuyét vai.

Tap chung vao chat lugng san pham dé thoa man nhu cau khach hang , chinh vi vy Viet Cleaning da xay dung thanh hé
thing quan ly chét lung dé khdng ngling cii tién va ndng cao nhu cau chét luing dch vu , nhéim dép (ng nhu cu cang
cao cla Quy khach hang

Dén véi chiing téi, chiing toi sé “Bién mdi trusng lam viéc cla ban trd thanh mit khdng gian dep, dé chu, ngan I3p 13
cong viéc cua Viet Cleaning”

V@i phuong cham: Lam sach mai trudng quanh ban!

Lam viéc vdi ching t6i, Quy Cong ty sé tiét kiém dudc thdi gian va tién bac, diéu nay giup quy khach tap trung tét hon vao
cong viéc kinh doanh trong yéu. Sy dang tin cdy cla mit nganh cung cip dch w cdng nghiép ném ¢ chidch vu d6 lam dugc
nhiing gi? VietCleaning sé mang lai cho ban:

+ Dich vu quan ly va giam sat chuyén nghiép

+ Cac trang thiét b may mdc va cdng nghé hién dai nhit

+ Nhan vién lam vé sinh chuyén nghiép, lanh nghé va dang tin cay

+ Tiéu chuan vé sinh c6ng nghiép chat lugng cao

+ Cung c&p giai phap t8i uu, phi hdp yéu cau va ddcdiém kinh doanh clia khach hang véi gia ca canh tranh phii hdp Vi tdi
tién

+ Lang nghe y kién khach hang

+ Giai quyét nhanh chdng nhifng ki€u nai cla khach hang

+ Nang cao chit lugng dich vu khach hang

+ Ta0 ra gia tr gia tang cho hoat dong kinh doanh cla khach hang

+ GOp phan tao ra moi trudng song va lam viéc sach dep

V: THONG TIN TONG QUAT VE VIET CLEANING

Tén doanh nghiép: CONG TY C§ PHAN THUONG MAI VA DICH VU LAM SACH CONG NGHIEP VIET

Tén giao dch: VIET CLEANING

Gidm ddc: Ba: LE THUY HANH

Linh wyc hoat ddng: Nganh nghé hoat dong: dich vu don dep vé sinh nha ¢, van phong, nha may, siéu thj, truting hoc, bénh

vién... (dch vu gidt tham, lam sach hé thing kinh bén trong va bén ngoai toa nha, danh bdng cac lod san da, phi bong

cac loai san d3, gidt ghé van phong, ghé sofa, dich v bao difing va lam sach thung xuyén) ...
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Pham vi hoat dong: Ha Noi va thanh phd Ho Chi Minh va cac tnh lan can Tru sd

chinh: 22 A bang Dung, Ba Dinh, Ha NGi

Van phong dai dién: Nha C3 TT Hoc vién Qudc Phong, Ngd 100 Hoang Qudc Viét, Ha Noi BT: (08 —
4) 2243 1304 — 3791 6442

Hotline: 0982 54 66 55

Fax; (08 — 4) 3791 6443

Email: viet.cleaning@gmail.com

Website: www.vietcleaning.com
VI:CAC HOAT PONG LIEN QUAN PEN KHACH HANG
VL 1:PINH HUONG KHACH HANG

Su'tdn tai va phat trién cta VietCleaning dudc thé hién thdng qua suthda man nhitng yéu cau clia khach hang déi véi nhiing san
pham dch wu do CAng ty cung cap vi vay:

Cong tac dinh hudng Khach hang dugc khai nhu sau:

e Ban giam doc Viet Cleaning giao trach nhiém cho cac phong ban truc thudc thudng xuyén nhan dang nhu cau
khéch hang va cac giam sat tai cdng trinh ti€p xtc va trao d6i théng tin truc tiép vai khach hang nhdm nhén dang
nhitng nhu ciu d6i véi cac san pham dich wu cla Cong ty.

e Nhing thdng tin nay lam cd st @& dnh hinh sin pham dch w béo difing céng trinh & lam sach cdng nghiép
cta Cong ty.

VI.2:. QUA TRINH LIEN QUAN PEN KHACH HANG

Cong ty ti€n hanh xem xét cac yéu cau cla khach hang va danh gia nang luc cia Viet Cleaning trong viéc thoa man
cac yéu ciu thdng qua cac giai doan dam phan, giao dch, dé di dén ky két hgp dong cung cép dich wu.

Nhiing yéu cau dugc xem xét dé dam bao rang cac yéu cau clia khach hang cd thé dugc dap ing, va cd thé giai quyét bt cif
nhiing yéu ciu chua hoan tit hodc mau thuan ndo, nhiing ditu chnh va thay d6i yéu ciu cling dutc xem xét va théng béao
cho tat ca cac phong ban co lién quan.

VI.3:TIEP NHAN THONG TIN

Moi yéu ciu cla khach hang hoic thong tin vé san pham dch w diéu dutc chuyén dén phong kinh doanh. Phong kinh
doanh cé trach nhiém ghi lai nhirng thong tin khach hang day du va nhitng ndi dung khach hang yéu cau vao phiéu theo
doi thong tin khach hang .

Phong kinh doang xin cudc hen gdp khach hang, néu cd thé hodc khao sat thuc trang. Khi giao tiép vdi khdch hang nhan vién
Kinh doanh cung cap thong tin vé nhiing ndi dung lién quan dén dich wu cung cép cho khach hang.

VL. 4:KHAO SAT THUC TRANG

Phong kinh doanh & bd phan ki thuat s& dén cong trinh dé khao sét thuc trang. Xem Chi tiét cdng trinh ma khach hang yéu
cau phai ndm rd yéu cau cia Quy khach hang ddng thdi ghi lai nhitng Chi tiét va hang muc dugc xem xét vao phiéu khao sat.

e Quatrinh khao sat, nguai khao sat va ngudi tu van k¥ thudt phai dam bao nguyén téc: day dl thdng tin vé yéu cau cua
khach hang, dam bao tinh kha thi, bdo dam tinh an tdan khi kiém tra.


mailto:viet.cleaning@gmail.com
http://www.vietcleaning.com/
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VL. 5:XEM XET YEU CAU LAP PE XUAT BAOGIA:

Phong kinh doanh trao déi vai khach hang xem xét cac thdng tin dé xuét 1ap bdo gid cho khach hang nham:

e Dt khach hang tiét kiém chi phi va hiéu qua cla dch vu mang lai cho khach hang mit céch t6i vu nhét.

e Didm biao khi nang thuc hién cong trinh, nguin nhan luc, cac chiic ndng cung cip dch w cla Viet
Cleaning.

e Bangdéxuatbao gia phaiduatrén ca sd phi€u yéu cau theo doi thong tin khach hang, qua phantich truc tri€p cla
phong kinh doanh va tham khao ngudi tu' van khao séat dé so sanh nhu cdu khach hang va 1ap bang dé xuét bao
gia cho phu hgp vdi kha nang dap (rng yéu cau cla khach hang.

VI.6:LAP HOP DONG

Khi dudc khach hang chap thu&n phong kinh doanh tién hanh 1ap hgp ddng theo mau hgp dong clia Viet Cleaning.
Ca sé lap hgp déng bang bao gia dugc khach hang xac nhan, phiéu theo doi théng tin khach hang, phi€u khao sat hién
trang cong trinh.

VL.7:THEO DOI HOP DONG

Sau khi hgp dong da ky, phong kinh doanh ban giao cac cong viéc lién quan dén viéc dap (ng yéu cau clia khach hang
dén phong dch wu dé trién khai thuc hién.Moi yéu ciu sira d6i hop dong cla khach hang déu duic Trutng phong dich w ghi
nhan, xem xét, thong bao phong kj thuat. Phong kinh doanh sé tién hanh diéu chinh lai hgp déng hodc Iap thém phu
luc hgp déng chuyén cho khach hang.

VI. 8:HOACH DINH

Cong ty 13p k& hoach va trién khai cac qua trinh cén thiét déi vii viéc cung cdp dch w, hoach dinh viéc tao san phdm dch wu
dugc nhat quan véi cac yéu cau cla cac qua trinh khac trong Cong ty.

Cong tac hoach dinh cho qua trinh cung cdp dich v bao gim:

e Cac muc tiéu chét luing va cac yéu ciu chét luing dbi véi dch w bao gim: cac thdng tin vé san pham dich wu
nhu: loai hinh, qui mo, dién tich mét bang, bo tri...

e Phong dch w va gidm sat thuing kiém tra cac diéu kién cin thiét dé dap (ng yéu ciu cung cip dch wu: Vit tv may
mac thiét b, nhan su, tién dd thi cdng cdng viée... sau d6 phong dch wu tién hanh 13p k& hoach va trién khai cho
cac giam sat phu trach congtrinh.

e Gidm sat ti€n hanh phan cdng tirng ndi dung cdng viéc cu thé cho nhan vién k& hoach thuc hién theo qui trinh
cung cap dich w clia Cong ty.

e COng nhan van hanh may maoc thiét b hodc thuc hién cong viéc phai qua dao tao tai phong dich vu hodc bé phan
ky thudt hodc tai van phong Cong ty khi ti€p nhan cong viéc.

VIL.9. KIEM SOAT QUA TRINH CUNG CAP DICH VU

Cong ty thiét I8p viéc kiém sdat qua trinh cung cip dich vu nhém dam béo dch wu dutic thuc hién trong diéu kién pht hp véi
yéu cdu da dugc hoach dinh va thia man cac yéu ciu cla khach hang.

e Phong dich w chu trach nhiém tién hanh va kiém soat qua trinh cung cip dch wu. Péu vao cla qua trinh cung
cap dich wy vé sinh la phiéu theo doi thong tin khach hang dutc thiét 1ap tif phong kinh doanh.
e COng tac hoach dinh cho qua trinh cung cdp dich vu bao gim:
o K& hoach thuc hién.
o lich phan cong.
o Cach thirc thuc hién.
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e Truing phong Dich wu & phong Kinh doanh c6 trach nhiém to chic, phan cong kiém soat viéc thyc hién qua
trinh cung cap dich wu bao gim cac cong doan ¢ ban tir khi ti€p nhan yéu cau khach hang cho dén khi hoan tat.
e Cac diéu kién dutic kiém sodt trong qua trinh cung cép dich vu chi yéu bao gim:
o Nhan luc.
o Dung cu vat tv may moc thiét bi st dung: may méc ding . . .

VI.10: QUY TRINH GIAI QUYET KHIEU NAI CUA KHACH HANG

1: SO 120) QuUY
TRINH
- - Giam déc diéu hanh
KHACH HANG < (Cong ty Viet Cleaning)
A
A
A 4 \ 4
Quan ly dich vu B6 phan diéu hanh
(Céng ty Viet Cleaning) & (Coéng ty Viet Cleaning)

\ 4
Doi ngli nhan vién Dich vu
(Coéng ty Viet Cleaning)

2: DIEN GIAI QUY TRINH
A: Tiép nhan va st ly Thong tin

- Bit ky thong tin, y kién, khiéu nai, thac mdc nao cla khach hang d6i vdi chét lusng dich wu, thai dd phuc w, tac
phong lam viéc ...ma Cong ty Viet Clenaing dang cung cap dich wu sé duoc tiép nhan truc tiép bdi Ngusi Quan ly/
Giam sat chét lwgng dich wu . Quan ly/ Nguti Giam sat nay, ngay sau khi tiép nhan thong tin co trach nhiém
thong bao thong tin dén:

> Ban giam ddc diéu hanhCong ty (Bang van ban)

> B0 phan diéu hanh Bang vanban)
- Ban Gidm d6c Cong ty théng bao truc ti€p hodc bdng van ban t&i BO phan Diéu hanh
- B6phandiéu hanh ti€p nhan, x(r ly thong tin va dd@m nhan cong viéc Giai quyét van dé

B: Giai quyét van dé

- Bf phén Ditu hanh phii hop vii Nuli Quén ly/ Gidm sat dich wu dé gidi quyét vén dé

- B phén diéu hanh clr can bd truc tiép truc ti€p lam viéc vdi doi ngli nhan vién Dich vu d€ giai quyét van dé

- B0 phan diéu hanh lam sangs to van d&, xac dnh tach nhiém, thy mic d vi pham(néu cé) d xt ly , xi phat theo
quy ché cla Cong ty Viet Clenaing
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- Bophandiéuhanhbao cdotong hgp suviéc cling nhu phuang an giai quyét cac van délién quan vé Giam doc diéu hanh
Cong ty (Bdng van ban)

- Ban gidm d6c Congt y Viet Cleaning théng bao bang vén ban dén Khach hang vé toan bd qua trinh giai quyét
van dé

VII: NHUNG KHACH HANG DA VA DANG SU DUNG DICH VU CUA VIET CLEANING

DANH SACH KHACH HANG VIET CLEANING

Tap doan Vin Group

Vineco

Vin pro

Vinshool

Bénh vién da khoa Lién Thanh
Bénh vién Ung budu

Bénh vién Viét - Nga

Bénh vién Nhi Thai Binh

Bénh vién san Trung uong
Bénh vién E

Nha khoa Mj

Trudng BH Ha Hoa Tién
TruGng DH md dia chat
Trugng PTTH CO Nhué
Trudng mam non C& Nhué B
Trudng PTCS Hoan Ki€m

Tap doan phan mém CMC
Hoc vién chinh sach

Cong ty chiing khoan VMF
Ngan hang Quan doi

Ngan hang Techcombank
Ngan hang VIBBanhk

Ngan hang BIDV

Ngan hang qudc té VIB

Ngan hang bong A

Ngan hang HaBuBank

Ngan hang TMCP phat trién nha TPHCM
Ngan hang Sao An Binh

Ngan hang VPBank

Cong ty TNHH 4 P

Cong ty TNHH thuing mai va dcch vu kj thuat Nhét Cuting
Bénh vién da khoa Medelad
Cong ty TNHH PAMAS va phong kham
Nha khoa Lién Thanh

Loreal

Toa nha 121 Bui Thi Xuan
Cong ty chiéu bong Ha Noi
Trung tam chiéu phim quoc gia
Toa nha 447 Lac Long Quan
Toa nha 509 Lac Long Quan
Hé thing siéu thi FIVIMAX

T6 chlc phat trién Ha Lan
Toa nha FPT

Toa nha San Nam
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Topcer

Tap doan KAGURU

Tap doan vien thong quan doi

Bénh vién da khoa NANO

Cong ty co phan Siéu Thanh

Cong ty cb phan Studio

Hoc vién HARTFORD

Toa nha 91 — Nguyén Thai Hoc

Cty TNHH MTV Phan bdn va hoa chat dau khi
Trung tam dao tao Oxford English UK Viét Nam
Céng ty c6 phan van hoa Viét

Cong ty phan mém va dcch w cong nghé STS
Cong ty dau tu va phat trién Viét Hung
Cong ty 0 to Viét Hai

Cong ty dién luc Viét Trung

Phong kham da khoa NANO

Phong kham Viét Mj

Cong ty VINA GAME

Coéng ty Mj phdm AVON Viét Nam

Cong ty O t6 Viét Hung

bién Luc Bong Da

Céng ty c6 phan sang tao mdi va dep
Cong ty c6 phan dau tu FORINCONS
Cong ty cd phan thusing mai va dch w béng da si
Cong ty phan mém giai tri ZION

Cong ty thueng mai Husng Thuy

Vién nghién cru — bo xay dung

Céng ty dugc pham 3A

Siéu thi dién may Viét Long

Thé gidi di dong

Thé giGi s

Siéu Thi di dong

Siéu thi dién thoai

VIII: KE HOACH BO TRI NHAN LUC VA SO PO QUAN LY

VIET CLEANING xin dugc gli téi Quy Cong ty ké hoach lam sach dich vu bao tri hang ngay va nhiém wu cla tirng b6 phéan
nhan vién lam sach trong Cong ty Viet Cleaning

VIIL.1: SO PO QUAN LY NHAN LUC

QUAN LY
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GIAM SAT VIEN

TO TRUONG

NHAN
VIEN

NHAN NHAN NHAN
VIEN VIEN VIEN

VIII. 2:

TRACH NHIEM CUA TUNG BO PHAN

1:Quan ly:

Co trach nhiém bé tri nhan lyc, cong viéc dlng theo hip dong da ky vii khach hang va la nguii chiu trach nhiém
chung vé toan bd cong viéc lam sach (chat lugng cong viéc, tinh hinh nhan vién)

Duy triviéccung cap cactaoliéu ky thuat cap nhatvé cong viéctrong caclinh vuclamsachtaitoanha.

T6 chic ndng cao kj ndng st dung hod chét va thiét bl chuyén dung cho t6 truing, gidm sat va cac nhan vién.
Giaiquyétmoivandé phatsinhtrong quatrinh thuchién hgp dong khikhach hang cd yéu cautructiép.

Pinh ky trao ddi vdi khach hang vé cdng viéc va tiép nhan nhiing phan hii cla khach hang dé cé bién phap thay di
kip thii cho phu hop, nham muc dich thuc hién t6t nhiing cam két gita hai bén.

2: Giam sat vién:

Lén k& hoach chi tiét ciia cong viéc dua trén hdp dong Cong ty ky vdi khach hang va dam bao trién khai cong viéc
theo dung k€ hoach.

Phan cdng cdng vié, chi dao va thuing xuyén cd mét tai cdng trinh dé kiém tra chét luing cdng viée cla doingli
nhan vién lam sach, dam bao ti€n do cong viéc da dé ra, dam bao nhan vién lam sach, lam dung vi tri, pham vi cong
viéc da dugcgiao.

Chui trdch nhiém gidm sét chung, 1ap bdo cdo kiém tra cdng viéc hang ngay va dé trinh bdo cdo véi Cong tyva
khach hang vé ti€n do thuc hién cdng viéc, thdng bao cac van ban, thong bao clia Cong ty déi v8i doi ngli nhan
vién.
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- Tim hiéu va sap xép cac yéu cau khac nhau cia khach hang, tt dé chuian b va sap xép nhan luc, hoa chat, may
moc dam bao dap ing kip thdi va tit nhit yéu ciu cia khach hang.

- Hdptacvagiao ban thudng xuyén véi dai dién clia khach hang dé giai quyét nhitng van dé phét sinh trong qua trinh
lam sach trong pham vi trach nhiém cta minh.

- Quan ly thiét b, mdy mdc, hod chét. Kiém tra va lam rd nguyén nhan nhing vén dé vé hao hut vét tu, thiét hai
may moc (néu co).

3: T trudng:

- Thuc hién cong viéc lam sach theo yéu cau.

- Quanly cacnhan vién vé moi mat khi giam sat khong céd mat, tinh toan khdi lugng cong viéc hang ngay va hoa chat
tiéu hao trong ngay.

- Hang ngay bao cdo lai tién trinh lam viéc ctia d6i ngli nhan vién lam sach v&i Gidm sat, phong ban cd trach nhiém
ctia khach hang vé tinh hinh cong viéc, thuc hién cac yéu cau khac cla khach hang tai ngi lam viéc theo nhu hgp
dong da ky két.

4: Nhan vién lam sach:

- Cdtrachnhiémlam ding, day du cac cong viéc dugc phan cong, dam bao chat lugng va ti€én do ctia cong viéc.

- Lamsach dung k¥ ndng da dugc dao tao, ton trong va tuan theo moi ndi uy ctia Cong ty va Khach hang.

- Bdocao vai to trudng vé tinh hinh cong viéc, nhitng phan hoi tir Khach hang va nhirng tinh huéng bat thudng say
ra.

- Gilt gin, bao uan cac trang thiét bi sif dung va tra vé vi tri cii khi st dung xong. Néu cd xdy ra hing, méttrang thiét
b, nhan vién lam sach pha bdo cdo lai cho Cong ty va phong ban cd trach nhiém cia Khach hang.

5: Trach nhiém cua Viet Cleaning

- Cong ty Viet Cleaning co trach nhiém cung cdp toan bj hoa chét va cac thiét bl lam sach

- Cong ty Viet Cleaning c6 trach nhiém cung cap doi ngli nhan vién co tinh trung thuc, co tinh than trach
nhiém cao trong cong viéc lam sach

- Nhan vién Viet Cleaning sé mang déng phuc Cong ty Viet Cleaning

- Nhanvién VietCleaning tuyét doi khong ti€t 10 thong tin vé chién Iudc, phuang an hoat dong va nhiing van dé lién quan
khac ctia bén Quy Cong ty cho bat cf cd nhan hay t8 chic nao.

- Cdng ty Viet Cleaning c6 trach nhiém mua bao hiém Y t& va bao hiém X& Hii va cung cip toan bj thiét bbao hd
lao déng cho nhan vién lamsach.

- CoOng ty Viet Cleaning chu tach nhiém tudn thi cac quy dinh vé an ninh, an toan va cac nii quy khac clia Quy
Cong ty.

Vai trd cla to vé sinh

- Gop phan vao su lién két gitta cac phong ban dam bao cho cong viéc chung cla ca toa nha cling nhu cong viéc vé
sinh dugc thuanlgi

- Duy tri va bd dufing toa nha, kéo dai tuli tho cho cac van dung ciing nhu thiét b may mdc cla toa nha bao kéo
dai duoc tudi tho clia tda nha, gdp phan vao su'thanh cdng va phat trién clia chat lugng phuc vu khach hang. Céng
nhan Vé sinh bén Viet Cleaning st chiu trach nhiém lam vé sinh cia tat cd cac phong lam viéc chifc nang, khu vuc
sanh va hanh lanh cac tang, khu vuc cau thang may, cau thang bo, khu vuc vé sinh, cac khu vuc cong cong khac
cla Quy Cong ty trong tinh trang sach sé va thoang mat nhat ding theo nhiing yéu cau ma Quy Cong ty déra.

- COng viée ting vé sinh st gdp phén gilt gin va ba quan toan bf trang thiét b va dung cu mdy mdc cla Quy
Khach hang.
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VIIL.3:KE HOACH LAM SACH CHI TIET( DICH VU BAO TRI HANG NGAY)

I: KE HOACH LAM SACH CHI TIET

STT

NOI DUNG CONG VIEC LICH THUC HIEN

KHU VUC SANH LE TAN

+ Lam sach san

+ Lam sach khu vuc ban Lé Tan
+ Lam sach bang bién, logo Lam sach hang ngay
+ Lam sach bon cay canh

+ Thu gom d8 rac

KHU VUC NHA VE SINH CHUNG

+ Lam sach cac bon rira

+ Lam sach guang

+ Lam sach bon cau, bon tiéu

+ B8 sung nudc rira tay, gidy vé sinh, khan lau tay...
+ Lam sach céc thung rac . . .
Lam sach hang ngay
+ Lam sach san nha

+ Lam sach ctra ra vao
+ Khir mui

+ Thu gom d8 rac

+ Quét mang nhén

. o Lam sach hang tuan
+ Lam sach gach 6p tucng

( tdng V& sinh th( 7 hang tuan)

KHU VUC PHONG LAM VIEC VIP, PHONG CHUC NANG, PHONG HOP, PHONG THAY PO, PANTRY

+ Lam sach hé théng san
+ Lam sach ban ghé lam viéc

+ Sap xép ban, ghé, xda bang, thu don & rira cdc chén . . .
pXep g g i Lam sach hang ngay

tai phong hop

+ Thu gom c6c chén rlra, don phong khu vuc VIP

trude 8h hang ngay.
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+ Lam sach b6n cay canh

+ Thu don, lau khd, cha san, d6 nudc thai tai Pantry.

+ Lam sach bén trong & bén ngoai 10 vi sdng, lam
sach cay nudc & binh nudc.

+ Thu gom d8 rac

+ Lam sach ban phim may tinh

+ Lam sach hé théng vach ngan
+ HUt bui tham van phong

+ Lam sach may fax, may pho to... Lam sach hang tuan

+ Lam sach hé théng kinh d6é cao dudi 3 m ( tdng vé sinh th( 7 hang tuan)
+ Lam sach guang
+ Thu gom d8 rac

+ Quét mang nhén

KHU VUC TANG HAM, NHA BE XE, CABIN ATM

+ Lam sach san, binh cru hda, cong tac dién.
i Lam sach hang ngay
+ Thu gom d06 rac

+ Lam sach ATM hang ngay

+ Lam sach san, thu gom rdc, lau kinh, bdc & tay
4 sach cac td roi quang céo... . . .
Lam sach hang ngay

+ Kiém tra so bd & bdo cho VIB nhiing trudng hgp L o R
. , \ , . ; ( tdng vé sinh th 7 hang tuan)
bit thutng hoic hu bong vé trang thiét b trong cabin

+ Quét mang nhén

II- THIET Bl, DUNG CU, HOA CHAT DUNG TRONG CONG VIEC

A. Dung cu
STT Tén dung cu Pon v tinh
2 Khan lau Kg

3 Ban chai Cai
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4 Xe day va vt nudc BO
5 Pad cha Cai
6 Lan dung dung cu Cai
7 Cay gat kinh Bo
8 Cay lau uét Cai
9 Cay lau khd Céi
10 Chéi quét Cai
11 Xéng hot rac Cai
12 Cay co cong Cai
13 Cay néi kinh Céi
14 Binh xt kinh Cai
15 Ch&i quét Céi
16 Chai day nirac Céi
17 Tui nilon dung rac ( thay hang ngay cho cac sot rac) Kg
18 May tra san toc do cao Bo
19 May but cong nghiép Bo
20 Nudc rira c6c chén chai
21 Binh xt khi mui Binh
B. Hoa chat

STT Tén dung cu bPvT
1 Hod chat tdy da néng Lit
2 Hoa chat lau kinh Lit
3 Hod chat lau san Lit
4 Hod chét tdy bon cau Lit
5 Hod chét tay rira nha vé sinh Lit
6 Hod chat khir mui Lit
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9 Hda chét tdy Inox Lit
10 Hda chat tay tham Lit

VIET CLEANING Chu trach nhiém cung cip toan b nguin nhan lyc, thiét b, dung cu va hda chit lam sach
X: QUY CHIAN CAM KET

1. Quy chuan déi véi nha vésinh
Nha vé sinh ludn trong trang thai sach s€, kho rao, thoang mat trudc gid lam viéc ciia Cong ty.
Thiét bi vé sinh, san nha, gach ip tuing, guing ludn sach, béng, khd rdo. Khdng d& nha vé sinh c6 bét kj mui héi nao.
Tét cac thiét b dién trong nha vé sinh khi khdng 6 ngulii, hét gié Iam viéc. Kiémtra
valaudon nhavé sinh sach sé trugckhi ra vé vao cudi gid chiéu. Cac do dung vé sinh
ludn sén c6 va dé ddng ndi quy dnh:

- Ludn cb hai khén lau tay khd, sach s& mau tring d& ding nei quy dinh (Méc treo khén)

- M&t lo dung nudc rira tay dé trén giad bén trai bon rira tay

- M@t chiéc luge nhé dé trén gia guong

- C4c chit tay rira, @€ vao gdc, ding ndi quy dnh (gdc sau bin ciu vé sinh).

- Ludn c6 sin gidy vé sinh trong hdp dung gidy.

- Théam lau chan sach s, dé ding ndi quy dinh tai cla ra vao ciu thang.

- Binh st huing thim phong vé sinh d€ tai gia dé guing.

Bdo quan, gill gin nguyén ven cac thiét b vé sinh, khong dé xdy ra sit mé, méit mat. Bdo ngay cho nhan vién hanh
chinh clia Cong ty khi cd bt ky st ¢, hu hing nao lién quan dén cac thiét bi vé sinh.

2. Quy chuén vé sinh ddi véi Khu hanh lang, cau thang, thang may

Khu hanh lang dudc quét don sach s&, khd réo dinh ky theo thdi gian, khdng dé do ban, bui, uét. Khdng dé rac, gidy td roi
vai ¢ hanh lang cactang.

Khu vuc udng nudc ngoai hanh lang (may néng lanh, cdc uéng nudc, tu dugc coc chén, hdp dung nudc thira, gat tan thudc,
khan lau) ludn sach s&, d6 nudc thira, tan thudc, rira, lau sach 2 [an/ ngay vao dau budi sang, dau gid chiéu.

Cau thang bd di Ién cac tang ludn trong tinh trang khé rdo, sach, khdng bui ban tai I6i di va thanh ciu thang. Thuc
hién lau rira cau thang, thanh cau thang dinh ky theo thdi gian trong ngay.

Trong cau thang may (Vach gd, kinh, san) ludn trong tinh trang sach s&, kh réo. Khdng dé trong thang may c6 bat
ky mui hdi ndo. Ctra ra vao cau thang may va véach go bén ngoai ludn trong tinh trang sach s&, kho réo, ko cé bat ky
dd ban nao.

3. Quy chuan déi véi vé sinh trong van phong lam viéc.
Nhén vién vé sinh dugc vao don vé sinh phong lam viéc gobm cac viéc sau:

Don gidy td, ractai cac gid dung rac ctia moi ban lam viéc vao vao cudi gid 1am viéc moi ngay tir 16h30.
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Khi lau, don d6 trong phong nhan vién vé sinh phii sip dét lai ding vi tri cac vat dung vé sinh. Dam bao ngan nap, gon
gang, sach sé.

4. Yéu cau chung doi v8i nhan vién don vé sinh:

Nhan vién don vé sinh phai c6 thai d6 niém né vdi tat ca nhan vién Cong ty khach hang, tan tinh, chu ddo véi cong viéc
don vé sinh. Dam bdo nguyén ven cac thiét bj vé sinh, dam bao nguyén trang tai san cia Céng ty dudgc gilr nguyén.
NéEu phat hién nhan vién don vé sinh lam mat mat, that lac cac tai san ctia Céng ty, nhan vién don vé sinh sé b tra lai
Cong ty cung cép dich v don vé sinh, dong thsi Cong ty cung cap dich wu don VE sinh phai boi thudng cac thiét hai do
ngudi don vé sinh gay ra dGi vdi tai san clia Cong ty khach hang.

Thuc hién day du, nghiém tic theo ding cac tiéu chun vé sinh cac khu néu trén. Thuc hién theo ding thdi gian
quy dinh. Néu co sai s6t, nhic nhd dén Ian thit 3, bén cung cdp dch wu don vé sinh buic phéi thay nguti don vé sinh hodc
chdm dit hgp dong véi nha cung cap dich wu don vé sinh.

5. Yéu ciu ddi véi Cong ty cung cip dich vy, nhan vién don vé sinh:
Cong ty cung cdp dich w don vé sinh phai dam béo cung cdp nhan vién don vé sinh cé thai do, tinh than trach nhiém

thuc hién ding theo cac tiéu chuan vé sinh néu trén. Nha cung cép dch w cd trach nhiém huing din, hudn luyén
nhan vién dam bao thuc hién dudc ding céc tiéu chudn néu trén.

Néu nhan vién don vé sinh vi pham cac tiéu chuan vé sinh ting khu, b nhan vién hanh chinh cla khach hang nhic
nh& dén [an thir 3 ma khong khac phuc, stra sai, Cong ty khach hang yéu cau tra va thay ngudi khac don vé sinh ngay,
Néu Cong ty cung cap dich wu don vé sinh khéng dap ing dugc nguti mdi thi sé cham dit hgp dong cung cap dich vu don
vé sinh.

Bii thutng thiét hai khi nhan vién cla nha cung cip la hu hing, thit thoat cac thiét bi vé sinh, tai san cla Cong ty
(Theo bién ban xac nhan sai pham, thiét hai giira 02 bén).

TIEU CHUAN TAC PHONG DIEN MAO CUA VIETCLEANING

Hang muc Hinh anh minh

cong viéc
I Tia 41 vé dia
- Bing phuc theo ddng quy dinh cla tiing v tri/cg sd.

Yéu cau can dat dugc

1. Bong - Pongphucsachsé, phdng phiu, khdng sdnrach, bacmau.

phuc/Trang - Bang tén rd chil, deo ngay ngan theo quy dinh.

phuc - Peo khau trang, mii/quan 4o bao hd & cac khu vuc can thiét theo
quy dinh.

- Dungthdtlung maudentrong trudng hdp bd dotrongquan.
- Khong mac dong phuc ra ngoai khu vuc lam viéc ngoai trir mot s vi tri
va thii gian duic quy dnh.
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- DGi v6i Nam:

2. Toc

¢ Ngan, gongang (khdng cham mat/tai/vaiva phlc64o).

e Khéng dugc tao cac kiéu tdc thdi trang va khdng nhudm mau
sac s.

DG vai Nir:

e Gon gang, téc mai khéng dé xda mét.

e Toc dai phai bui toc bang cap Iudi hodc cdp ghim (khdng ap
dung bét budc ddi véi mot s6 bd phan theo quy dinh cla cong
ty).

e Khong nhudém mau sac sG.

3. Khuon mat

D3&i véi Nam: Khéng dé ria mép va rau cam.
Dai véi Nir: Néu tiép xdc truc ti€p vai khach hang phai trang diém
nhe nhang, tugitan.

4. Co thé

Cd thé& sach s&, khdng c6 mui hdi, duing chat khir mui thich hap hoéc
dung nudc hoa c6 mui nhe.

Rang miéng sach s&, khong cd mui héi.

Mong tay goin gang, sach s§ khong dai qua 2mm. Chi dutc
dung san méng mau nhat/béng (néu cd).

Khong cd hinh xam 16 ra ngoai.

Néu co vét thuong nhe thi phai dudcbang bd gon gang, sach s&; vét
thuong I6n thi khong dugc phuc vu khach

y

il

Bii véi Nam: Ch mang t6i da 1 nhin va 1 dong ho don gian.

/

v

5. Trang s(’c R a3 -~
9 Khéng deo khuyén, vong. %. - /,
- Dii véi Ni: Ch mang trang siic don gian, ti da 1 nhin, 1 vong c8, 1 \)\‘ o, R )
d6i khuyén tai va 1 dongho. &
H?"g m_‘-,'\c Yéu cau can dat dudc Hm'_' Il
cong viéc nﬁg‘ah

6. Giay, tat (vd)

Giay dép vira van, sach s€, khong bac mau. Khong dugc dap got Ién
quai hau va phan sau cua giay.

Nam di gidy/dép dong phuc theo quy dnh

N{t di giay/dép co quai hdu dong phuc theo quy dnh

S

I1. Tiéu chuin vé tac phong
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1.Tuth&ding - Dtrng t)hang,wkho‘ng dua. o o
- bauthang, mat nhin bao quat vé phia trudc, nét mat vui tuai.
- PaivaiNam: Khoang cach 2 miii chan rdng ngang vai. Tay d€ sang
hai bén song song tu nhién véi dutng chi quén. Ban tay ndm
nhe, khéng cho tay vao tdi quan.
- D0Gi véi Nir: Bdng 2 chan sat nhau. Hai ban tay dat nhe Ién nhau
dé trudc bung, khdng cho tay vao tui quan.
2.Tu thé di - Ll{ng thang&, bu<ic dllnhanlh nh,en. o
- Mat nhin thang vé phia trudc, nét mat vui tudi.
- Khodng vung tay qua rong.
- Khong Ié chan trén san va khong gay ti€éng on.
3. Tu thé ngdi| - Lungthdng, c6 th€ dua nhe vao lung ghé. Khdng ngdi sat mép ghé.
truéc mat | - Daivdi Nam: D3t hai chan trén san, dé vudng géc véi ghé ngdi hodc
khach vat nhe & daugédi.
- DAi vai Ni: Dét hai chan trén san, vat chéo nhe  mat ca chan hodc
vat chéo chan trén dui (néu mdc vay).
4. Tu thé cui - Gap g0i tir t&r cho dén khi cham tdi vat rai.
nhat vat roi - Gilt lung théng.
5.Puaddvat | - S3p xép dd vat ngay ngan.
cho khach - Pua béng hai tay va xudi chiéu vdi khach. ‘
/3
Ry
6. Chi dudng - Dung cabantay mgthdng, ngdn tay khépkin, hudng vé di€ém cin ch) l ,
""-1“9 muc Yéu cau can dat dudc Hml? anh
cong viéc minh
hoa
III. Tiéu chuln vé giao tiép vdi khach hang
- Dam bao céc thdng tin trao ddi véi khach phl hgp véi muc dich trao ddi.
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1. Giao ti& | - Chldong quan sat dé€ don khach tir xa.

truc tiép - Nét mi vui tui, mm cui (tly ting hoan cinh cu thé) va ding
chao khach.

- Ch dugc bt tay khi khach dua tay ra trutc.

- Khoang cach t8i thi€u khi giao tiép truc ti€p vai khach la
khoang cach bang 1 canhtay.

- Ludn Idng nghe, giao ti€p bang mat vai khach; khdng: chen
ngang, ngdt I0i khach.

- Giong ndi vura phai, diém dam. Xung ho hgp ly vdi timng doi tugng
(dung tén khach néu da biét).

- Khong dung tiéng ldng, tif dia phutng va cac ngon ti thiéu lich su
vGi khach.

- Khong cb cac hanh vi ing xt khong Ich si nhu:

[ ]
Ngody mii, xa rang, cdn mong tay, ngap...

Goivdi, gay 6n ao, cudi dua, thao luan riéng va noi chuyén véi
ngudi khac trudc mat khach.
- HOtrg khach néu cé thé (ma ctra xe, xach dd néng...).
- Dién thoai dé€ & ch& dd rung hodc chudng vdi 4m lugng nhd. Khong st
dung dién thoai khi dang giao ti€p vdi khach. Trong trudng hgp can
thiét phai xin phép khach trudc khi nghe dién thoai.

- Van ban gui tdi khach phai cd du ho tén va chiic danh cta ngugGi
gui.

- Ngbdn ngit trong van bin phéi lch sy, thé hién su tén trong
khach, dién dat rd rang, ngén gon, d0 y va khdng c616i chinh ta.

3. Giao tiép
bang vin ban

Hinh thifc van ban sach dep, r6 rang, dung quy dinh.

4. Giao tiép khi | - Tfu’dc khi vé’o phong c_”én g0 clra, chd phan hoi clia khachva mé
vao phong cua theo dung quydinh.
khach - bambaotinhriéngtuciakhach.
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HA NOI: 0983 532 488

Chung t6i rat mong dugc hgp tac cing Quy khach hang, xin tran thanh cam on!

Tran trong kinh chao.

vMoi chi tiét vé dich vu lam sach xin vui long lién hé:
Ha Noi

Mobile: 091 338 1155

Marketing Department

VIET CLEANING., JSC.

22A Dang Dung Str.
Ba Dinh Dist.Hanoi.VietNam

Tel: ++ (84) 4. 2 243 1304

Hot line:0983 532 488
Email: vietcleaning@gmail.com

Website: www.vietcleaning.com

TP HO6 Chi Minh
Lé Ba Nguyén
Mobile: -0983532488
Marketing Department
VIET CLEANING., JSC.
75 Tran Van Du- P13
Tan Binh — TP HCM
Tel: ++ (84) 4. 2 243 1304
Hot line:0983 532 488
Email: vietcleaning@gmail.com

Website: www.vietcleaning
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