CONG TY CO PHAN CONG HOA XA HQI CHU NGHIA VIET NAM
BUU CHINH PAI QUAN Péc 1ap - Tw do - Hanh phiic

Sb: ... IQT Tp Hé Chi Minh,ngdy thang ndm 202
QUY TRINH CHAP NHAN BUU GUI CHUYEN PHAT

Quy trinh chip nhan buu giri bao gdm cac budc co ban sau:

Buéc 1: Tiép nhan yéu cau tir khach hang (ngudi giri) va tw véan dich
vu, bao gia
Noi dung tu van:
- Thu thap thong tin khach hang: Guri di dia chi nao? Noi dung gui 1a hang hay
thu, néu 1a hang thi cy thé hang gi? Trong luong bao nhiéu kg? Yéu cau dich vu
nhanh hay tiét kiém?
- Cung cap bang bao gia chi tiét. - Giai thich quy dinh, diéu kién gui hang, va
cac thong tin can luu ¥ nhu nhimg loai hang khdng chap nhan guri hodc giri co
diéu kién .

Budc 2: Nhan va xir ly hang héa:

- Nhéan hang: C6 2 hinh thirc nhan tai nha (néu khach yéu céu) hoac nhan
truc tiép tai van phong, Cong ty.

- Xt Iy hang héa: Kiém tra va ké khai hang héa; Pong goi hoan chinh theo
ding quy dinh cua dich vy buu chinh.

Buwéc 3: Lap bill va thu tién

- Lap bill: Cap nhat day du thong tin nguoi giri, ngudi nhan, ndéi dung buu
gui, dich vu str dung 1én hé thongbill 1én phan mém, in bill giri khach hang.

- Thanh toan va héa don: Dbi voi khach 1é: Khach hang thanh toan, xuét
hoa don . D6i v6i khach hang doanh nghiép: ghi nhin cong no, cudi thang xudt
bang ké dbi chiéu xuat hoa don thu tién.

Buwéc 4: Xuét don hang dén trung tim khai thac
Xuit bang ké bao gdm cac don hang trong ngdy dén trung tim khai thac

dé van chuyén/chuyén phat theo tuyén



Budc 5: Theo doi don hang

Thuong xuyén kiém tra tinh trang van chuyén: don hang da di dén dau co
dung hanh trinh du kién hay khong, Buu cuc khai thac, Thoi gian giao hang
du kién, xtr 1y cac van dé phat sinh néu co trong qua trinh buu ta di giao
hang.

Buwde 6: Cham soc khach hang

Thong bao tinh trang don hang sau khi gtri: da phat thanh cong



