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l. Mgc tlich

Quy dlnh trilch nhiQm, nguy6n t6c de thgc hiQn viQc xuSt nhap, ki6m tra hang
h6a trong kho.

2. Ph4m vi 6p dgng

Ap dpng eOi vOi qu5 trinh xu6t - nhpp vd theo ddi sO luqng vflt tu, nguy6n liQu,

thdnh phAm cria COng ty (kho NVL, kho thdnh pham).
.iJ. I ar lreu vren dan

QuV trinf, mua v{t tu vd d6nh gi6 nhd cung img - QT-NL-QI

Quy trinh ki6m so6t ch6t lugng s6n phAm - QT-CL-O1

4. Einh nghia

KCS: Nhdn vi6n kitim trachdtlugmg san phAm

5. NQi dung quy trinh

5.1 NgayAn ilic nhQp kho ,,,,.,

Khi nhap kho nguyOn vflt liQu, thdnh phdm, hdng,h6-a, Thri kho tu6n tht c6c
j 

,. ,.,.<. , :.

- Ki6m tra.tinh hqp lQ cria gi6y td, h6a dcrn, chimg tu (ni5u c6)

- Phdn lo4i nguy6n vflt liQu, hing h6a, kiiSm tra chring lo4i, kf hiQu, md hipu i16i

chii5u v6i chring tir nhQp kho. , ,, ,,

- Kitim tra s6 lugng nguy6n v4t liQu, hdng h6a bdng c6ch: Cdn do, d6m sau d6
AOi chitiu vdi chr?ng tir nhap kho, n6u thAy thi6u ho{c sai chring loai phii b6o ciio cho
Ban Gi6m d6c ilC xir ly.

. Khi nh4p kho s6n phAm, Thtr kho cung nhdn vi6n KCS vd C6ng nhdn san xu6t
ti6n hdnh theo nguy6n tic sau:

- SAn phAm nhpp kho ph6i d6ng g6i, dAy dt nhAn m6c theo quy c6ch phir hgrp,

- Sin ph6m nhflp kho phii duqc KCS ki6m tra l6n cu6i ctng nhdn vi6n kho.

Thir kho/c6ng nhdn sap xtip tirng lo4i nguy6n vat [eu, sin phAm theo dring quy
dinh cria c6ng ty sao cho .mdng 6nh hucrng d6n ch6t luqng vft tu, san phdm: PhOi
gi6ng nhau kh6ng n6n dC gdn nhau, phii c6 tldy tlt nh5n m6c nhQn bi6t.

Cu6i ca ldm viQc/cu6i ngdy, Thir kho phii c6 tr6ch nhiem cflp nhflt sO lieu vA

tinh hinh nhap kho thdnh ph6m vd nguy0n vflt liQu ntfflp kho trong caltrong ngdy (Theo
m6u BM-NL-02-01 - SO nhpt ky kho nguydn liQu/kho thanh phAm) vd b6o c6o st5

lugng cho Qudn ly phdng, Ki5 to6n kho, ph6 GD php trfuchkho NVL, b6o c6o phdng
NVL, K6 torin kho NVL, Ph6 GD php tr6ch kho thanh phAm -> Ph6 Truong phdng

kinh doanh, K6 to5n thdnh phAm, Ph6 GD php tr6ch.

5.2 Phfrn logi vd Bdo qurtn kho
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- Thy kho phAi thudng xuy6n ki6m tra hdng h6a, ti6n hanh b6o quan theo dring
quy dinh OOi vOi tirng lopi hdng, hpn chti dtin mric th6p nh6t hu h6ng thiet h?i xhy ru
d6i v6i hdng h6a trong quii trinh luu gitr t4i kho.

- Khi phrit hiQn hdng ho6 thi6u hut ve sO lugrrg, thay cl6i v6 ch6t luqng, thri kho
phii brio c6o ngay vdi truong bQ ph4n, il6ng thdi thri kho, bao vQ vd HCKT lflp bi6n
bin x5c nhpn tinh tr4ng hdng h6a ngay trong ngdy ph6t hien sU viQc.

- D6i v6i c6c v4t tu t6n kho l6u ngdy kh6ng dugc sri dgng (tr€n I n6m) ho{c c6

nguy co gi6m phAm cdp, gihm gi6 tri so vdi gi6 nhfp kho thi thri kho c6 tr6ch nhiA+
b6o crlo fip thAi v6i trucrng cac Uq ph4n c6 li6n quan tl6 giei quyiSt, trr[nh gdy t6n th6t
cho COng ty.

5.3 Nguyhn tic xufu kho

Khi xu6t kho s6n phAm, Thri kho phii tudn tht c6c nguy6n t6c sau:

- Xu6t kho dring lopi sin phAm, dri sd luQmg, dring dla chi theo lQnh brin hang
(phi6u xu6t khol.

- Hdng xu6t b6n thu ti6n truc tiiSp phdi-,c6 phitiu thuii3q,kd,m p.hitiu xu6t kho

? - C_Ap nhat 16 liQu <tAy dri theo quy <lfnh cta c6ng'ty php: v.u viQc theo d6i ,
ki6m kO dinh ky/khi c6 y6u cdu. r.r-rrir .1

- Thuc hiQn quy dinh FIFO:Nhflp tru6c xu6t tru6c

5.4 NguyAn fic kidm kA kho ' ,

-, Dinh kj. I thSng mQt l6n v6i kho thAnh phAm, 3 thfiif| mQt l0n v6i kho NVL,
theo chi d4o cria Ban gi6m d6c b0 ph4n kho cung vOi nhdn vi6n k6 torln di ki6m kE sd

4-NL-02-02. SO lusng kiiSm kCluqng thpc ti5 trong kho, theo bi6n b6n ki6m kO kho BI\
thgc t6 se dugc eOi cfritiu vdi s6 liQu trong sd s6ch vd trinh ban Gi6m d6c xem x6t.

- SO luo. ng ki6m kC thpc t6 ld co sOid6 tfnh hang t6n kho trong thcri gian tii5p

theo.

6. Hd scr

STT TGn hd str Me sii Luu Nsuoi quin lf
I ThE kho Mdu chuns 01 nim Thri kho

2 Phitiu nhAp kho MIu chuns

-) Phitiu xu6t kho

4 SO nhft k)7 kho nguyon
liQu/thdnh phAm

BM-NL-02-01 03 ndm Thri kho

5 Bi6n bdn ki6m k0 kho BM-NL-02-02 01 ndm NVVP/Thri kho

7. Phu luc
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