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1. MUC PiCH

Quy trinh ndy nham:

- Tao ra mét quy trinh chuén cho céc nhan vién mua hang thuc hién, nham tim kiém dugc
nhing nha cung cap t6t, gia ca phu hop, va chat luong 6n dinh, han ché cac rii ro khi mua hang.

- Theo ddi dugc cic nha cung ung, chat lugng san pham, dich vu cta cac nha cung mg trong
qua trinh cung cp hang hoa.

- Quy dinh vé thu tuc, cac bude thuc hién viéc mua hang hoa tir nha cung img moét cach dﬁy
du va chuyén nghiép nht.

2. PHAM VI

Tai liéu nay ap dung cho B6 phan mua hang cua Cong ty ABC
3. THAM KHAO

e Tiéu chuin ISO 22000

e Tiéu chuan ISO 9001

4. PINH NGHIA VA CAC TU VIET TAT

BGD : Ban Lanh dao NCC : Nha cung cép
BPKD/BD  : B¢ phan Kinh doanh PMH : Phong Mua hang
BPSX/PD : BO phan san Xuét BPK : BO phan kho
PNK-NB : Phiéu nhap kho noi bd KCS : Nhan vién KCS
PXK-NB : Phiéu xuét kho noi bd QA : B phan k¥ thuét

NVL : Nguyén vat liéu NV : Nhan vién



5. TIM KIEM, PANH GIA NHA CUNG UNG LAN PAU; THEO DOI VA PANH GIA LAI

DPoi v6i cdc san pham lan dau cin mua hodc nhimg san | QLMH-B
1 pham can thém nha cung tng, NV phu trach tiép nhan M.o01
’ PMH | thong tin vé san pham cin mua tir cac bo phan ¢ yéu [ Phicu yéu
cau, xac dinh rd quy cach, dac tinh san pham s6 | ciumua
lwong,.... (QLMH-BM.01 Phiéu yéu ciu mua hang) hang
Dbi v6i cac loai hang hoa, nguyén vat lidu co gia tri va
Thu thap thing tin cAn mua thudng xuyén, cin phai danh gia nha cung
cip. Can tap hop céac thong tin vé NCC theo cac yéu
NV | cau: QLMH-B
dugc | - Yéu cau san pham theo: Tiéu chuan chat lugng M.02
2. giao | nguyén vat liu. Phiéu thu
phu [ - Yéu cau vé quan 1y bao gom: kiém soat chat luong, thap thong
trach | quy mé, uy tin, thi phan, dich vu, hd tro k¥ thuat .. tin NCC
NV phu trach thong qua cac ban gidi thi¢u cong ty, gap
g0 khao sat truc tiép va qua cac kénh thong tin tin ciy
khéc dé xac nhan.
Sau khi da c6 day di thong tin vé cac NCC, tién hanh
danh gid NCC theo Phiéu danh gia NCC (Phiéu danh QLMH-B
Lua chon nhi cung (mg gla‘NCC) A s , R M.03 (BF)
Phong mua hang tién hanh lya chon cac NCC dua trén Phiéu
cac ti€u chi: , .
3. PMH |~ Chéat lwong hang hoa dam bao theo yéu cau. danh g
s s , NCC lan
-Gidacahoply. dau
- Dich vu ho tro tot: thoi gian cong ng, chinh sach giao
hang, hdu mai....
- C6 hé théng quan 1y chat lugng
Céc NCC duoc lya chon phai thong quan su phé duyét
4 BGD cua BGD. )
’ Néu BGD khong phé duyét thi tién hanh tim va lya
chon lai NCC
Cap nhit NCC Céac nha cung cép duogc phé duyét sé dugce cap nhat va
duoc phé duyét Danh sach NCC.
B0 phan mua hang chi dugc phép mua hang tir cac QLMH-B
5 PMH | NCC di dugc phé duyét. Trong truong hop néu khong M-O‘!
mua hang tir cic NCC da dugc phé duyét, phai co su Danh sach
m ddng ¥ cia Giam d6c¢/BGD. NCC
QLMH-B
Theo dai NCC P]I:I/I\I/{/ Trong qua trinh cung ng hang hoa, B6 phan Mua hang [ M.05 S6
6. phu phai tién hanh theo ddi cung tng san pham hang hoa | theo doi
trach | theo SO theo ddi NCC nha cung
cap




QLMH-B
Panh gid lai Hang nam, theo dinh ky t’ién hanh danh gid lai cac M.03 (A)
7. PMH | NCC da duogc lua chon, néu NCQ nao khong dat ti€u Phiéu
chi cta cong ty thi tién hanh tim kiém cac NCC méi. danh gia
lai NCC
Céc ndi dung lién quan tdi1 lya chon, danh gia, theo doi
g PMH NCC phai dugce luu ho so
6. QUY TRINH MUA HANG
Can ctr vao ké hoach san xuét kinh doanh, yéu QLMH_]}M
1. A o s 1A Ay 1A Lo ~A .06 K¢
PMH | cau cta cac bd phén va thong bao cua Cong ty h
s DI 1A A X oach mua
ma Phong mua hang 18p K& hoach mua hang. ha
ang
Ké hoach mua hang sau khi dugc lap thi trinh
Lanh dao phé duyét, trong truong hop ké
2. BGD | hoach khong dugc Lanh daq phé duyét thi
* phong mua hang phai lap lai ké hoach cho phu
hop.
Bron diit hiang , HD-QLMH.
N(."f £ Cén ctr vao danh sich nha cung cap dugc phé | (1 Huéng
duyét. Thyc hién theo HD-QLMH.01 Hudng din nhan
l dan nhan vién mua hang. vién mua
Bio gid PMH | Phong mua hang giri Pon dit hang du kién hang.
cho cac NCC va nhén cac ban bdo gia cia [ QLMH-BM
| Khing pbé duydt NCC gom cac théng tin vé gia, khang dinh lai | o1 phiéu
s0 lugng, chung loai cac mat hang ¢6 the cung | yey ciu mua
I:H' ) ||L|:|'. N cap r0i trinh 1én Lanh dao phé duyét. hang
Khi dugc ban Lanh Pao phé duyét, b phan
Thoa thuin mua hang gui Don Dat Hang chinh thirc hodc QLMH-BM
Herp dbne hop dong mua ban cho nha cung cap, yéu cau 06 Ké
3. ' = PMH | NCC x4c nhan thoi gian giao hang. hoach mua
NV phuy trach nhdp thong tin vao Ké hoach hang
mua hang d¢€ theo doi viéc giao hang.
4 Mua hang NV phu [ Nhan vién phu trach tién hanh mua hang va
’ trach theo doi viéc giao hang cua NCC
Tru6e khi hang hoa vé dén Cong ty, Phong |  QT.QLK
5. _ PMH | Mua Hang can thong bao ké hoach hang vé | Quy trinh
Tiép nhin hang hoa bing Emai Ké hoach nhin hang ngay/ Pon | 4y4n 1y kho
dat hang (Trwéec it nhat 1 ngay ) gui cac bo




phan lién quan ( B§ phan béq xép, thi kho,
KCS va b phan dat hang..), d¢ chu dong sap
xep kho, mat bang de tiép nhan.

Khi hang vé dén kho can bo phu trach can co
mat tai kho, giam sat viéc kiém tra hang hoéa
vé sb luong

Viéc nhap kho dugc thuc hién theo QT.QLK
Quy trinh quan 1y kho. Két qua phai ghi vao
Sb theo ddi nhap kho; Sb theo ddi doi Ma
hang va Thé hang.

- Sau khi kiém tra s6 lugng, nha may tién GMP.01
hanh 14y miu kiém tra chit luong theo | Quy trinh
GMP.01 Quy trinh nhép nguyén vat li¢u. nhdp nguyén
. L vat ligu
- Tat ca cac phiéu két qua phai dugc luu trit.
- Néu kiém tra hang ho4 khong dat yéu cau
chét luvong hoac thiu, nhan vién phu trach
mua hang, can phdi hop vdi cac bd phan lién
Tri lai Dt quan béo cdo véi Truéng bd phan, BGD va
e thong bao cho nha cung cip. Trong vong 3
ngay ké tir ngay nhan hang Phong Mua Hang
(,:ﬁn trlnh léAn Trudng bd phan va BGD phuong QT.KSKPH
an gial quyet. o Quy trinh
NVKD | - Hang hoa khong dap tng theo yéu cau cua Kidm  soat
T phu hop dong thi xur Iy theo QT.KSKPH Quy trinh sin  phim
il trach/ | Kiém soat san pham KPH va hanh dong khac KPH va
Truong | phuc & phong ngura | hanh  don
BD/ | - PMH c6 trich nhiém thong béio cho NCC @é | | [2" 9 8%
BGD | tra lai Hang hoa khong dat yéu cau hoac he phue
thuong thao phuong 4n giai quyét. phong ngua
- Trong vong 03 ngay ké tir khi nhan hang (d6i
v6i hang héa dat yéu cau) can bo Phu trach
mua hang can hoan thanh by chimg tir day du
chuyén vé phong ké toan va luu mot bo lam
chung tir thanh todn; va trong vong 3 ngay
(d6i v6i hang hoa khong dat yéu cau kiém tra
chét luong va s lugng).
Cac san pham dat chat lugng dugc chuyén lvu | HD-GMPO1
kho. .01 Huéng
Viéc luu kho dugc thuc hién theo | din sdp xép
HD-GMP01.01 Hudng dan sip xép kho, sir | kho, sir dung
dung pallet pallet




7. BIEU MAU DINH KEM

1. | Phiéu yéu cdu mua hang QLMH-BM.01

5 | Phiéu thu thap thong tin NCC QLMH-BM.02

3 Phiéu danh gia nha cung cp (lan dau) QLMH-BM.03 (BF)
4. Phiéu danh gia lai nha cung cap QLMH-BM.03(A)
5 | Danh saich NCC QLMH-BM.04

6. | S0 theo ddi NCC QLMH-BM.05

7. Ké hoach mua hang QLMH-BM.06

8 Huong dan nhén vién mua hang HD-QLMH.01

8. HO SO LUU

1 Phiéu yéu cdu mua hang QLMH-BM.01 KD 5 nam
) Phiéu thu thap thong tin NCC QLMH-BM.02 KD 5 nam
\ Phiéu danil1 ég;adr;;l cung cap QLM(I}JB 'FB)M 03 D -
4 | Phiéu dénh gi4 lai nha cung cap QLMH-BM.03(A) KD 5 ndm
5 Danh sach NCC QLMH-BM.04 KD 5 nam
6 S0 theo ddi NCC QLMH-BM.05 KD 5 nim
7 K& hoach mua hang QLMH-BM.06 KD 5 nam
g Hudng dan nhan vién mua hang HD-QLMH.01 KD 5 nam
H6 so nha cung tmg (Hop dong,
ban cam két, cac chung chi ISO,
HACCP, diéu kién chdn nuéi, cac
9 phiéu két qua thir nghiém san pham KD 5 nam
ctia nha cung tng; Ban cong bd
chat luong san phim cua nha cung
ung, ....)
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