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1. MUC DPICH/ PURPOSES
Quy dinh trinh tw thwc hién khi cé nhu cau thay dbi lién quan dén hé théng quan
ly chat lwong, mdi trwong va an toan sirc khde nghé nghiép ctia cong ty d& dam
bao réng sw thay déi d6 dwoc kiém soat va mang lai hiéu qua.
Regulate sequence of performance steps when having changes related to quality
management, environmental management system, occupational health and
safety management system to ensure changes are controlled and effective

2. PHAM VI AP DUNG/ SCOPE OF APPLICATION
Ap dung cho tat ca sw thay ddi Ion lién quan dén 4M c6 anh hwéng truc tiép dén
dau ra cta hé théng quan ly chat lwong, hé théng quan Iy méi trwdng va an toan
strc khée nghé nghiép.
Apply to all significant changes related to 4M and these changes directly affect to
output of quality management, environmental management system, occupational
health and safety management system

3. TRACH NHIEM/ RESPONSIBILITY
Tét ca ca nhan, bo phan lién quan dén HTQLCL, HTQLMT, ATSKNN cla Céng ty
ABC thwc hién quy trinh nay.
All employees, teams/ groups related to quality management, environmental
management system, occupational health and safety management system of
ALC Corp perform this procedure

4. TU VIET TAT/ ABBREVIATIONS

- TGDb : Tbng Giam Béc/ CEO

- GbK : Giam dbéc khéi/ Section Manager
- BP : B6 phan/ Teams/ groups

- TN : Tredng nhém/ Team leader

- HTQLCL : Hé théng quéan ly chat lwong/ Quality Management System (QMS)

- HTQLMT : Hé théng quan ly méi trwdng Environmental management system
(EMS)



- ATSKNN : An toan sirc khée nghé nghiép Occupational health and safety
(OH&S)

- 4M : Con ngudi, Phwong phap, May méc, Nguyén vat liéu
Man, Method, Machine, Material
5. NOI DUNG/ CONTENTS
5.1. Lwu do/ Flowchart
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5.2. Dién giail Explanation

Buéc
Step

M6 ta thwc hién
Description

1

Xac dinh sw thay d6i




Bwéc
Step

M6 ta thwe hién
Description

Trong qua trinh lam viéc, khi c6 nhu cau thay dbi thi bd phan/ té ghi nhan vao

biéu mau BM-QTALC12-01. Cac thay dbi co thé la:

- Gop/ tach phong ban;

- Thay dbi phwong phap lam viéc;

- Ngtrng/ thém day chuyén/ may moc san xuét;

- Thay dbi nhan sy I&n;

- Thay déi dia diém san xuét/ kinh doanh;

- Mé& rong/ thu hep pham vi QMS; EMS, OH&S
Determine change
When having demand of changes, team/ group records in BM-QTALC12-01.
Changes include:

- Combination/ separation of team/ group

- Change of working method

- Stop/ addition of line/ machine

- Significant change of human resource

- Change of production/ business place

- Extension or restriction of QMS, EMS, OH&S

Lap ké hoach thay doi

BP/ t6 1ap ké hoach thay ddi, ghi nhan vao biéu mau BM-QTALC12-01 trinh
dén ngudi c6 thdm quyén dé xem xét va duyét.

Make planning of change

Team/ group make planning of change, record in BM-QTALC12-01, then

submit to authority to review and approve.

Duyét

- Dbi voi su thay déi anh hwdng dén nhiéu bd phan/ toan coéng ty: TGD xem
xét

- Dbi voi sy thay dbi anh hwdng dén bd phan thudc khdi logistics: GDK/
TGD (néu can) xem xét

- Dbi v&i thay ddi lién quan dén san xuat: Quan ly/ TGD (néu can) xem xét




Bwoéc

M6 ta thwe hién

Step Description
- Céc thay dbi con lai: Quan ly boé phan/ nhém/ TGD (néu can) xem xét
+ Néu dbng y: duyét, thwc hién bwéc tiép theo
+ Néu khoéng dong y: tra vé&, yéu cau diéu chinh/ bb sung
Approve
- For changes affect to multiple teams/ groups or entire company: CEO will
review
- For changes affect to teams/ groups of logistic section: Section Manager/
CEO (if need) will review.
- For changes related to production: Production manager or CEO (if need)
will review
- Other changes: team leader/ manager or CEOQ (if need) will review
+ If agree: approve, conduct next step
+ If disagree: return, ask for modifying/ adding
Thwc hién
CNV/ bd phan dwoc phan cong tién hanh:
- Thuec hién theo ké hoach da duyét
- Théng bao kip thdi dén cép trén cac van dé phat sinh ngoai dw kién
- Do lwong hiéu suét trwde va sau khi thay dbi (néu co)
4 Perform
Assigned employees, teams/ groups:
- Perform according to approved plan
- When arising unexpected problems have to inform to supervisor
- Measure productivity before and after performing change (if any)
Bao cao
B& phan bao cao nhirng thay ddi trong budi xem xét clia lanh dao hang ndm
hodc khi cé yéu ciu
5

Report
Teams/ groups report changes in management review yearly or when

required




Bwéc
Step

M6 ta thwe hién
Description

Lwu ho so’

Céc bd phan lvu hd so theo muc 6

Keep record

Teams/ groups keep records as item 6

6. HO SO LUU/ RECORDS

R . x A Th&i gian
STT Tén biéu mau Ma so Noi lwu (ném)
No. Form Code Kepping place Retention
Period (years)
Phiéu kiém soat s Cac b phan
1 thay doi BM-QTALC12-01 Teams/ eo& s 03
Change control note group
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