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HUONG DAN PONG GOI VAN CHUYEN
(Ban hanh kém theo Quyét dinh sé 0601/2023/0B-BCPQ ngay 06/01/2023 ciia Tong Giam déc Cong ty Co phan Buru chinh Bgi Quan)

. QUY CHUAN PONG GOI:

- Buu gui phai dugc gdi boc chic chin, bao bi phai phu hop véi hinh thirc va tinh chat cia vat pham bén trong, phu hop véi
diéu kién van chuyén. Buu giri phai gdi boc dam bao khong gdy nguy hiém cho nhan vién khi thyc hién nhiém vy, khong 1am
ban hodc 1am hong cac buu gui khac hodc trang thiét bi buu chinh.

- Dbi v6i hang hoa c6 chira chit 1ong hodc thuc pham can duoc boc bang bao bi chong tham.

- Neéu san pham la hang dé v& nhu ti vi, bép tir ... cac san pham c6 mat kinh phai dugc boc mut va dong go.

- Trén cac kién hang dac bi¢t phai c6 nhan dan canh bao.
- Duéi day 1a mot s mau nhan dan thong dung:
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II.  HUONG DAN GOI BQC

1. Vat liéu goi boc:

,’ 3

Hat xdp Gidy vé sinh

Tui zipper Mt mém Ong nhuc Thiing carton

2

chén Iot chéng thdm

b

Tui nilong Bubble Mit x6p 5cm Khung xwong gb Thung xdp 5cm Mat cua Mt mém c6
duc, day thdm nuée

2. Hwéng dan goi boc:
2.1 Cac mdt hang thong thwong (quan 4o, gidy dép....):

Déi v6i cac mat hang théng thuong: chi can gbi boc dé bao quan hang hoa, ¢ thé sir dung thi nilon, hdp carton tiéu chuin
cua Buu dién Viét Nam, hodc cua khach hang va dung bang keo boc kin goé1 hang.

2.2 Cac mat hang dac biét:
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Loai hang

Cach dong goi

1.

Hang dé v& (tivi, loa...):

Chén 16t mép x6p xung quanh (06 mit),
cubn bubble, dan bing keo niém phong,
bo vao thung carton cung 7 16p.

Riéng tivi phai dong kién gb.

2. Hang dién thoai:

* P61 voi dién thoai mai ¢d hop:

Tat nguon.

Dung tim bot khi/mat mém hodc xdp
mong do day khoang 1cm boc san pham.

Dan bang keo kin cac mép.

Bo san pham vao thung x6p nhé/carton
pht hop voi kich thude san pham.

Niém phong hop.

* Poi véi dién thoai ¢t khong ¢ hdp:

Tat nguodn, thao roi Pin.

Gia cb tung bd phan, linh kién b.'?mg bot
khi hoac Xép mém.

Dung bang keo dan kin cac canh.

Bo san pham dé gia ¢b vao hop carton
day tir 2 dén 3 16p.

Niém phong hop bang bing keo.
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3. Hang dién tir nguyén dai, nguyén kién:
May tinh, may tinh xach tay, dién thoai
cac loai, may chup hinh, miay quay
phim, man hinh LCD, Ram/Chip, cac
thiét bi dién tir khic.....

- Pit thung hang nha san xuat ban dau &

trén vat liéu bot mém, & gitra goi cac mép
dan, bang keo sat hop va bot mém.

- Dung miéng bot mém géi cic phu kién
clia may lam bang thiy tinh, quan bang
keo, dat cac vat li¢u vao hop cua nha san
xudt, dam bao khong kénh dién tich thing,
cac khoang tréng dugc lap day.

- Quén bén ngoai thung hang nha san xut
bang vat liéu hat x0p hodc gidy goi hang
dung dé 1ap day khoang trong, tranh chén
chat lam tlrc thung hang bén trong.

4. Loai hang 1a bép ga:

Dung mép loai day boc chat bdn goc + 01
miéng 1én kinh cta bép gas, khong tan dung
khoang tréng dudi bép dé thém san pham
khuyén mai s& 1am tirc bé kinh bép.
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5. Hang may xay:

Dung bubble/mut dém giita nip may xay, dat
may trd vao tii cua nha san xuit, quin
bubble/mut mém xung quanh may (03 16p),
dan mép ndi trudc khi dit vao hop (luu y
phan day dién dé phia trén) dan nip hop,
boc thém 16p nilon/bubble dé giir vé boc
ciia nha san xut.

6. Hang may xay sinh to:

Dung Bubble/mut quan phan cbi nho cua
may xay sinh t6 rdi dat vao long clia may bao
dam dém chat, quén Bubble/mut xung quanh
may ké ca dau trén va dudi (03 16p), dan mép
ndi trude khi dat vao hop (dit tay cam cua
may sinh t6 hoi chéo goc hop), dit nip hop
bén canh,chinh giita nip va may dung mdp
xép dé dém, bao dam may dugc dém chat
trong hop, dan nip hdp, boc thém lép
nilon/ Bubble dé giit v6 boc ciia nha sin
Xuat.

@ S& 13 Lo 4E, Trung Yén 10A, Yén Hoa, Cau Gidy, Ha Nbi

@ 0869 309 309

sales@daiquan.vn

www.daiquan.vn



DAIQUAN
=== POST

7. Hang noi com dién:

Dung Bubble/mit mém quan xung quanh ndi
(03 16p), dan mép ndi, dan bang keo cb dinh
phan mut phia trén va mut phia dudi ndi
trude khi dit ndi vao thung, dan nip hop,
boc thém 16p nilon/ bubble dé giir vé boc
ciia nha san xuat.

8. Cay lay nha:

Dat lai thung lau, 14t day thung lau c6 banh
xe 1én phia trén, dung 2 miéng lau cua thing
che phan banh xe, dan biang keo c¢b dinh
trude khi day nip thung, dan nip hép, boc
thém 16p nilon/bubble dé giir vé boc cia
nha sin xuit.

9. Hang may lgc nudc:

Dan day cam dién ciia may loc nudc vao
phan tréng cia than may, ding Bubble/mut
quan xung quanh (ké ca 02 dau trén va dudi)
than may (03 16p), dat may tr¢ vao thung;
ding mdp diy (5cm) chén chit bon goc
thung + miéng mdp 1én trén may va day nap
thing, dan nip hdp, boc thém lép
nilon/bubble day dé giitr vé boc ciia nha
sin xuAt.
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10. Hang thay tinh: ly, tach, chai thay
tinh..

Dung tam bot khi (bubble 3 16p)/mit mém
cudn kin san pham, lay bang keo déan céc
mép va dan xung quanh san pham dé cb
dinh san pham va dic biét chi y dén viec
bao vé cac gbc va canh. Khi géi nhiéu
hang hda, boc riéng ting mat hang.
Nhiing mat hang d& v can phai dat cach
nhau va cach cac gdc, cac canh, mat trén
va mat dudi thung.

Duéi day thung carton dong 01 16p gidy
vun/giay béo/hat xdp khoang 3cm, sau d6
dat tung san pham da dugc goi lai vao
thing hang va chén cac giay vun hoic
carton ngin giira C4C san pham tranh
va cham giira cac san pham (khi dong
goi lai hang héa khéng kénh cao hon dién
tich thung san co).

Trén thing hang ghi cht HANG DE V0.
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11. Hang chat diic (kem, sira diic, dau
goi dau, diu xa..), bt (sira bot):

- Hang ddc: Quan nip va dau ¢ chai/lo
bang bang keo trong dé nap chai/lodam
bao ndp chai/lo khong bat ra. Sau do
quin gidy vé sinh cudn kin xung
quanh san pham (5 16p), khong dé ho
san pham), sau d6 quin bubble (02
16p) tirng chai/goi (ké ca hai dau trén va
dudi cua san pham), lay bang keo dan
kin cac mép chung quanh, tit ca bo vao
1 i nilon khong hé, bo san phim vao
thing carton chén xdp 06 mat (mit xdp
day 5cm)

- Hang bét: Quan nip bing bing keo
trong, sau do cudn bubble (2 16p) ting
hop ké ca hai du trén va dudi cia san

ham, dan bang keo kin cac mép chun . . <
P 8 P 8 Neéu c6 nhiéu san pham di trong 1 buu gwri: Ngoai viéc sir dung thung

carton c6 chén mut xép 06 mét phai c6 vach ngin dé giir ¢6 dinh tirng cac
san pham khéng bi va dap.

quanh, bé san pham vao thung carton

chén x&p 06 mat (mat x6p day 5cm)
Luu y: Nip thung carton phai dugc dong
sat v6i 16p mat x6p chén 16t khong dé ho
tranh bi lic/kéu loc xoc.
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12. Hang nuéc (nwéc twong, nwée mam,

nwée ngot, dau in....):

- Khi dong chai lo vao trong thdi nhya
khong ho, khach hang can dong géi cung
cac vat li¢u c6 kha nang tham hat t6t nhu
mun cua, vat liéu polyme hut nudce.

- Khi déng gobi cac tii nhya vao hop chira
(bang nhwa cé nip Kkin), can st dung
céc vat liéu chén c6 tinh dan hoi dé ngin
cach gitra cc tai v6i nhau. Lap day cac
khoang trong bang bet xdp hoic gidy
x0p hoi dé ¢ dinh céc chai lo trong sudt
qué trinh van chuyén.

- DPong hang hoéa (hop nhya) vao Cac
thung g6 hoic thung xdp (day 5Scm)
chiu lwe dé dam bao an toan tuyét ddi
trong quéa trinh van chuyén ( Bdi véi
hang nudc dong thing mut xop chi chira
t6i da 10 — 15kg/buu giri)

Luwu y: cac hop nhua chira hang chat 1ong

phai duoc giir ¢o dinh trong thung xdp/gb.

Can thiét dan it nhat 1 nhan ghi chli canh bao

hang chai lo chira chat long d& v& va hudng

dat hang hoa.

\ Kiém tra ky hang hda gt

va dam béo chic chdn
rang cac chai, lo chira
duge n3p hodc bit kin.

Cho chai, lo vao trong cac
ti nhya khong ha.

Cho tdi nhua khdng hd vao
trong hdp vira vdi thi. Nén st
dung cac vat liu chén nhu
hat x0p hodc gidy xop hai
chén xung quanh i hang.

Pong va dan bang keo cin
than trén toan bg chidu dai
cac dudng ndi trén va dudi
cla hop hang.
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13. Hang thong dung: quin 4o (trir quin
40 c6 dinh da, hét cwom... dé vé dap
nat khi c6 hang ning dé 1én), tAm trai
giwong, ming, mén, goi...

San pham dugc bo trong bao nilon day, dai

(tranh mau den mat thaim my), duc, dai

(khong thdy noi dung bén trong), niém

phong bing dung cu ép nhua (khéng mo

duoc va gén lai dugc).

14. Tranh v&, ban do:

Cudn tron san pham lai rdi cho vao dng nude
(chét liéu nhya) hodc cudng tranh, ban do...
v6i cac 6ng tron bang bia cartoon ctng). Sau
d6 bit kin 2 dau bang bang dinh
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15. Pong go6i hang héa la sach, bao, tap

chi, catalogue:

- Boc nylon chéng nudc: dung cac tai
nylon déng géi timg quyén sach hoic tap
chi va dan kin miéng lai hodc c6 thé dung
cac loai nylon chuyén dung quan kin
tung tap mot.

- Dung diy hodc bang keo budc cb dinh
xung quang cic tap hodc kién dé dam
bao khong bi xé dich, nhau nat hoic ban
trong qua trinh van chuyén.

- St dung céac loai vat liéu bao bi nhu
carton, bao tai hodc cac loai vat liéu
nylon khac dé bao boc bén ngoai va ding
bang keo dan kin lai.

Sach, bao, tap
chi....dugc bao boc
béi cac vat liéu nylon

chéng nutc.

Thung carten bén
ngoal. Luu ¥ st dung
¢ac thing bao bi c6
kich thuc vira vdi
kich thutic hang héa.
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16. Péng go6i hang mau héng: vic xin

Dung tai nilong boc kin hop dung vic xin.
Dit vic xin vao gitta thung xop dung da
khd/ wét dé bao quan, cuan bing dinh
trong xung quanh mép hop 02 — 03 vong,
cuan bang dinh theo chit thap quanh thing
(vudng goc v6i vong cuan trude) dé gitr
cho nam va than hop x6p khong bi tudt.
Béo quan bang da khd: thuing xbp phai c¢6
16 dé khi CO2 thoat ra ngoai tong qua trinh
véan chuyén.

Bao quan bang da udt: da uét phai dung
trong tdi nilong, quan kin trudc khi dit vao
trong thiing x4p.

Dan nhan hang uét, ghi chu thoi gian bao
quan t6i da cua vic xin dat trong thung dé
khau sau kiém tra va bd sung thém da kho/
udt bao quan
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17. C4c loai hang hoa kich thwéc nhé: cac
loai mi pham (théi son, hop phén, chi
ké mit...), hang phu kién thoi trang e
(day deo c6, vong, lic...), hang linh
kién dién tir (USB, chugt, thé nhé....):

- B0 hang vao tai bubble, dung bang keo
quan chit mép thi, sau d6 bo vao tdi nilon
loai day/ phong bi ¢6 trang nilon chong
nudc hoac hdp carton vira kich thudc
hang hoa.

- Niém phong tai, phong bi, hop bang
bang keo niém phong.

18. Cac loai hang khac:

Luu ¥: Nép thung carton phai dugc dong sat
v6i 16p mat xdp chén 16t khong dé ho tranh bi
lic/kéu loc xoc.
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2.3 Déng goi hang trdi cdy twoi:

- Swrdung tdi x6p boc trai cay tuoi dé boc ting san pham,
- Xép céc san pham vao trong thung carton ¢ duc 16 thoang, dung muat x6p hoac hat x6p chén 16t cac khe ha dam bao qua trinh
van chuyén cac san pham bén trong khong bi va dap.

- Trén mat buu giri thé hién nhan canh bao trai cdy tuoi theo yéu cau cia san pham dé luu y khi van chuyén.
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