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1.Muc dich xdy dung s6 tay nhan vién

Nh?lm tao moi truong chung dém’chét vin héa 3DS, phong nhan sy than giri dén Anh/Chi/Em dong nghiép File
“S6 tay nhan vién” s& gan bd suot thoi gian cong tac tai 3DS. Ching ta cung nhau xay dung mdt moi truong
van minh va chan hoa van hoa giap do - thau hiéu nhé!

2.Doi twong ap dung

T4t ca nhan vién dang trong giai doan thir viéc va nhan vién da ky HPLD tai 3DS
3.Gi6i thiéu vé 3DS

- Link: https://3d-smartsolutions.com/cong-ty/gioi-thieu-cong-ty-3d-smart-solutions/

- Link: https://3d-smartsolutions.com/viet-cho-linh-moi/

- So dd t6 chirc cuia cong ty link: https:/to-chuc.3ds.vn/

4. Noi quy lao dong
4.1 Thoi gio 1am viée:
- Thot gio lam viée quy dinh: 8 gio 30 phut/ngay (tur thir Hai dén hét chiéu thir Sau hang tuan) 1 thang di
lam 1 ngay thu Bay dau tién cia thang (luu ¥: 3 hodc 4 ngay thtr 7 con lai cua thang dwgc nghi lam do
cong ty sap xép mdi ngay lam dai gio thém 30 phut — mic du sé gio 1am thém 30 phut nay cua thang chua

du dé bu cho nhitng ngay Thir 7 duoc, vi vy nhiing trudng hop co ngay nghi L&, Tét tring vao ngay Thir
7 cong ty s& xem xét va duyét dé duoc nghi bu hay khong).

> Buoi sang: tir 08 gio dén 12 gio (nghi giai lao tir 10h -10h07)
> Budi chiéu: tir 13:00 gior dén 17:30 gio. (nghi giai lao tir 15h -15h07)
+ Trong thang khong dugc di 1am tré qué 2 1an. Néu trong thang c¢6 3 lan di lam tré thi cong ty nhic nho

miéng, thang thir 2 tai pham s& dwgc nhic nhé bang Mail va cit thuong 18 & ky thuong 18 gan nhat. Néu
nhan vién nhén lién ti€p 3 email canh cao trong vong 6 thang thi s€ bi budc thoi viéc.

+Pé dam bao toan bd nhan vién co thé sin sang lam viéc dung 8 gi0 sang: Hang ngay, bao v¢ s€ dong
cong van phong lac 7h55 phit. Cac nhan vién di tré sau gid ndy s& can lién hé bo phan nhéan sy dé duoc

giai quyet
+ Twong tu nhu vay ddi voi viée vé sém khong xin phép ciing 4p dung nhu phan di lam tré.
4.2 Quy dinh tinh ting ca:

- P6i twong tinh ting ca: Dbi véi chire vu nhan vién, cong nhén, tho ngudi, 14i xe ... khi Truéng bd phan
(Quan ly) yéu cau vi ly do cong viéc can phai ting ca.

- Gio tang ca dugc tinh khi gio cong trong thang dat dii tiéu chuan (vi du: thang 3 1am du gio cong s& 1a
187(gio) => gio cong ciia mdt nhan vién phai dam bao da l1a 187 (gio), néu du gio nao s€ dugc tinh tién
tang ca.

- Gio tang ca s& dugc tinh 150% cho tit ca cac gio, ngay ké ca ngay nghi hang tudn ctia Cong ty.
- Tét ca céc ngay, gio tang ca phai dugc tao trén Hub & dugc cip quan 1y duyét, xéc nhan.

- Khong ap dung tinh ting ca ddi véi bd phin Sales & cac vi tri Quén Iy nhu Senior; Leader;
Supervisor; Manager; ...hodc cé thé c¢6 nhitng yéu cau dac biét khac.

4.3 Cac trwong hop co gio' lam viéc dac biét:
- B6i voi 14i xe, tap vu, bao vé: do dac thu cong viéc nén thoi gian lam viéc va thoi gian nghi duge Cong
ty bo tri sap x€p phu hgp voi nhu cau cong viéc.
- CBNV trudc khi di cong tac hodc di lam viéc véi cac don vi, dbi tac phai c6 trach nhiém 1én ké hoach
dang ky trén Hub va bao céo véi can bd quan 1y tryc tiep.
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- Sau thoi gian thir viée, cong ty s& cip 3 40 dong phuc cong ty va st dung tir thir 2 dén tht 6, trudng hop
khong thuc hién mac dong phuc duoc coi 1a vi pham quy dinh

4.4 Pong phuc cong ty:

- Sau 1 nam tai ky hop dong s& dugc cp thém 1 4o dong phuc.
4.5 Quy dinh vé& nghi phép:
> Phép nim

- Trong thoi gian thir viée, nhan vién khong duogc sir dung ngay nghi phép nam. S6 ngay phép nim twong
g v6i thoi gian thir viée sé duoc ap dung khi nhan vién vuot qua thoi gian thir viée va ky hop ddng lao
dong chinh thirc 1am viéc tai Cong ty. Trong trudng hop hai bén khong ky hop dong lao dong chinh thirc
vi bat ky 1y do gi sau thoi gian thir viéc thi ché d6 ngay nghi phép nim ciing khong dugc ap dung.

- Cong ty khong quy doi s6 ngay phép con ton trong nam thanh tién vao cudi nam. S6 ngay phép nam con
ton nay s& duoc bao luu va nhan vién c6 thé sir dung trudc ngay 01 thang 3 ctia nam ké tiép.

Cong ty lfhuyen khich nhén vién st dung phép nam hang thang dé tranh truong hop ton nhiéu ngay phép
khong thé giai quyét hét vao dip cudi nam.

» Nghi phép
Diéu kién dugc nghi cé phép:
- Phai dang ky nghi phép va dugc duyét boi Trudng bo phan trude 2 ngay trén Hub.

+ Nhiém vu cta nhan vién nghi Phép: trude khi nghi phép can sap xép hoan thanh Task t6i han, da c6
sdp x€p trude hodc nhd ngudi ho trg cac cong viée phat sinh trong thoi gian nghi phép.

+ Nhiém vu cua Quan 1y truc tlep khi xac nhan cho nhan vién nghi phép phai chiu trach nhiém phan
viéc ctia nhan vién dat két qua tot

- Trudng hop xin di tré, v& sém, nghi 1/2 ngay can xin phép truée 1 ngay va tao don xin phép trén Hub.
Truong hop khéng dam bao thoi gian quy dinh, gio vang mat do trur 1.5 gid cong.

Trong gid 1am viéc bat ky nhan vién nao xin ra ngoai déu phai dugc Trudng bd phan phé duyét trén Hub
moi duoc ra. Cac truong hop chua dung quy dinh trén s trir thuong 1€ (ky gan nhat). Cu the:

+ C6 ndp don dung thoi han quy dinh va khong duge duyét ma van nghi: trir 100% tién thudng 18 ky
gan nhat.

+ Ving tir 1 ngay trd 1én khong xin phép trir 100% tién thuong 18 ciia 2 ky gan nht.

Luru ¥: (1) Tat ca cac truong hop trong gio lam viée mudn xin ra ngoai, di tré, vé sém, di cong tac,... déu
phai dugc duyét cua cap quan 1y truc tiép trén Hub trude 1 ngay hodc xac nhan ciia phong HCNS va thong
bao, cap nhan S Bao Vé trude khi roi cong ty.

(2). Hop thir 7 dAu thang: Tt ca CBNV bit budc tham gia

4.6 Quy dinh vé nghi viéc (thdi viéc):
- Nop don nghi vie v& truong bd phan va duge duyét truée 30 ngay ddi v6i hop dong co thoi han va 45
ngay doi voi hop dong khong thoi han.
- Trude ngy nghi viéc 1 ngdy ban can hoan thanh cac thu tuc va bién ban ban giao. Link https://crm.3d-
smartsolutions.com/#/files/public/8B3128BF

- Trong thang cudi trudce khi nghi viée khong giai quyét nghi phép trén 1 ngay

- B6i véi cac vi tri duoce c?ip SIM dién thoai.Yéu ciu phai ban giao lai SIM va tai khoan Zalo cta s6 SIM
d6 cho cong ty trudce khi nghi viéce

- Cong viée ban giao da xong khong con vudng mic bat ky diéu gi ma s6 ngay phép con ton Cong ty s&
can nhéc cho nghi sém véi dang s6 ngay phép con chua st dung.

4.7 Trat tu trong Cong ty
- NLD phai c6 mit ding gid, khong tur ¥ roi vi tri néu chua duge cip quan 1y cho phép.
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- CAm mang vil khi, chét cAm, ruou bia vao cong ty hodc lam viéc khi say xin.
- Tuan thu phan cong, huéng din hop 1y tir cap quan 1y. Khong duoc nhan qua, hoa hdng tir dbi tac.
- Giir bao mat thong tin, khong phéat ngon cong khai vé cong ty khi chua duoc ty quyén.
- Thanh qua sang tao trong cong viéc thudc sd hitu cong ty.
- Khi tiép khach: ding phong hop, trao doi diing pham vi cong viéc.
- Tac phong: lich sy, gon gang, dung quy dinh; khong 1am vi¢c riéng, khong gay mét trat tu.
4.8 An toan vé¢ sinh lao dong
- Cong ty o trach nhiém dam bao méi trudng lam viée an toan, cung cap trang thiét bi bao ho.
- NLP phai tuan tha quy trinh an toan, kiém tra thiét bi truéc khi van hanh, béo cdo khi c6 su cd.
- Pugc tir chdi 1am viée néu théy mét an toan.
- Phai giit vé sinh c4 nhan, noi 1am viéc sach s&; khong in udng bira bai trong gid lam.
4.9 Phong chdng quay rdi tinh duc
- CAm moi hanh vi quiy réi tinh duc tai noi 1am viéc du6i moi hinh thirc.
- Co quy trinh t6 cdo, diéu tra rd rang. Bao vé ngudi td cdo khoi bi tra thu.
- Vi pham s& bi ky luat tir khién trach dén sa thai. Khach hang, ddi tac ciing bi xir Iy néu vi pham.
4.10 Bao vé tai san va bi mit cong ty
- NLDP c6 trach nhiém béao vé tai san, chi mang ra khoi cong ty khi duoc cap phép.
- Bdo mat tuyét ddi thong tin kinh doanh, cong nghé, tai chinh; khong tiét 16 hay str dung sai muc dich.
- Cam 1am thém ngoai hodc nhan th lao tir d6i tac néu khong duoc phép.
- CAm giao dich tu loi gy thiét hai cho cong ty — phai bdi thudng néu vi pham
4.11 K luit va trach nhiém vt chat
4.11.1 Cé4c hinh thic ky luat
a. Khién trach bang vin ban
Ap dung véi cac 16i:
- Pi tré, vé sém khong phép.
- Tu y ra ngoai khi chua dugc phép.
- Sur dung thiét bi sai muc dich nhung chua gay thiét hai.
- Khong tuan thu an toan lao dong, dung thiét bi cong ty cho viéc c4 nhan.
- Nghi khong phép 1-3 ngay/thang.
- Lam viéc khong hiéu qua sau khi da duoc nhéc nhé.
b. Kéo dai thoi gian nang lwong téi da 6 thang
- Tai pham 15i bi khién trach trong vong 3 théng.
- Lam hu san pham, thiét bi do khong tuan quy trinh.
- C6 y 1am sai phuong phép cong viéc giy anh hudng chat luong/dich vu.
- Mang vat dé chay, chat cAm vao cong ty.
- Khai man ly do xin nghi phép.
- Truy cép thiét bi trai phép, mang tai san ra ngoai trai quy dinh.
- Nghi cong don 4 ngay/thang khong c6 1y do.
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c. Céch chac
- T4i pham 16i sau khi bi kéo dai nang luong.
-CH y khong tudn ménh 1€nh quan ly, hoac 161 kéo ngudi khac vi pham.
- Khong hoan thanh nhiém vu nhiéu lan.
- Nhan hoa hong, tién tir khach hang.
- Tung tin, phat ngon sai, anh hudng uy tin cong ty.
- Hanh hung, xtc pham déng nghiép.
- Mang tai san, tai liu ra ngoai sai quy dinh.
d. Sa thai
Ap dung véi cac 16i nghiém trong:
- Tai pham khi chua dugc x6a ky luat.
- Trom cép, tham 6, danh bac, gdy thuong tich, duing ma tay tai noi lam viéc.
- Gy thiét hai dac bi¢t nghiém trong vé tai san/loi ich cong ty.
- Canh tranh, 1am thém trai phép cho don vi ddi thu.
- Giao dich tu loi, nhin héi 10, hodc vi pham bao méat thong tin.
- Nghi viéc 5 ngay/thang hoac 20 ngay/nam khong 1y do chinh déng.
- Lap lai 18i sau khi bi khién trach bing vin ban.
4.11.2 Xo6a hoac giam ky luat
a. X0a ky luat:
- Khién trach: sau 3 thang khong tai pham.
- Kéo dai nang luong: sau 6 thang.
- Céch chirc: sau 3 nam.
b. Giam thoi gian ky luat:
Sau Y thoi gian chap hanh néu c6 tién bo rd rét.
4.11.3 Tréch nhiém vat chat
a. Néu NLD lam hu hong hoic mat tai san, phai bdi thuong theo luat hoic noi quy.
b. Thiét hai khéng nghiém trong (dudi 10 thang lwong t6i thiéu ving):
- Boi thuong téi da 3 thang luong.
- Mdi thang khong trir qua 30% luong sau khi trir cac khoan bao hiém.
c. Mat mét, tiéu hao vuot dinh muc:
- Phai bdi thudng theo thoi gia thi truong hoidc theo hop dong trach nhiém.
- Khong bdi thuong néu do thién tai, dich bénh, hoa hoan bit kha khang.
5. Cac quy dinh, cac sinh hoat tip thé
5.1 Cac hoat dong tap thé:
- Sinh nhét nhan sw 3DS:

Guri chuc mimg dén nhan vién phin qua twong duong tién mit 1a 500k trong ngdy sinh (gom 300k/Céong
ty & 200k/Cong doan — khong ap dung trong thoi gian thir viée).
+ Teambuilding, du lich hang nagm: Hang nam cong ty s€ du kién c6 1 ky du lich di ngoai vao dip he
va 1 ky teambuilding vao cudi nam.
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+ Thoi gian td chire dy kién vao thir 6 & thir 7 hodc chuyén di dai s& thém chi nhat, cong ty s& trir

phép ndm cua ngay thir 6 nay.

+ P4i voi nhan sy ¢6 mong mudn dua ngudi than tham gia, chi phi s& dugc cong ty thong bao va chi
tra sau chuyén di (trr vao luong)

- Sinh nhit cdng ty: sinh nhat cong ty vao ngay 9/8. Tuy nhién, tuy theo thoi gian ma phong Marketing
va nhan su s€ thong bao thoi gian t6 chure.

- Farewell party: Tiéc chia tay d6i v6i nhan su nghi viéc, 1am viéc tit/ trén 5 nam va c6 hanh kiém tét.
5.2 Tac phong lam viéc:

- Quén ly ban lam viéc: St dung, luu gitr tai liéu theo phuong phap quan 1y, sap xép noi lam viéc theo tiéu
chuan quan ly chat lugng 5S:

e Budc 1 - Sang loc: 1a phan loai, di doi nhimng thir khong can thiét, c6 thé ban di hodc tai sir dung;

® Budc 2 - Sip xép: Sau khi di loai bo cac vat dung khong can thiét thi cong viée tiép theo 14 t6 chirc
cac vat dung con lai mot cach hi€u qua theo ti€u chi dé tim, d¢ thay, dé lay, dé tra lai;

® Budc 3 - Sach s&: Thuong xuyén vé sinh, gili gin noi lam viéc sach s€ thong qua viéc t6 chirc v¢ sinh
tong thé va to chic vé sinh hang ngay mdy moéc vat dung va khu lam viéc;

® Budc 4 - San séc: Ludn luon kiém tra, duy tri 3S ¢ trén. Béng viéc phat trién S4, cac hoat dong 3S sé
duogc cai tien dan dya theo tiéu chuan da dit ra va tién téi hoan thién 5S trong doanh nghiép;

® Budc 5 - Sin sang: Nghia 1a rén luyén, tao nén mot thoi quen, né nép, tac phong cho moi nguoi trong
thuc hién 5S.

5.3 Cac hinh anh hoat dong tiéu biéu:

Teambuilding 2023 — tai Phu Yén

- W
CAN U0 DANG VR VA AN AN PN &
o e L 1 D . P 0 v |
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BRAND DPENIHB

HOI THAO | DAY CHUYEN TU PONG HOA LINH HOAT
VOI KEP GAPROBOT IN 3D

KHANH THANH CONG XUONG 3D LON NHAT VIET NAM
3D SMART SOLUTIONS - BE RIGHT THE FIRST TIME

6. Chinh sach dai ng:

6.1 Quy ché phu cip, cong tac phi:

6.1.

6.1

6.1.

Ngoai mirc luong chinh huéng hang thang theo hé thong thang luong cua Cong ty tuy timg truong hop
theo quy dinh dudi day, hang thang con dugc huong mot hoac mét s6 khoan phu cap sau:

a Phu cAp com trua: 35.000d/full ngay 1am viéc

- Ap dung cho toan bo CBNV dang lam viéc tai Cong ty, thoi gian lam viéc trén 6,5h/ngay méi duoc
hudéng khoan phu cap nay.

- Nhén vién tham nién tir 2 nam tr¢ 1én duge thém xuat d6 ubng 20.000d/ngay lam viéc. Tong cong phu
cap la 55.0004

- Phu cip sé& duoc chi tra bang tién mat, hang thang, vao ngay phat luong.

- H0 tro an trura cing Hang, khach moi 55.000d/sut/ngudi (co hda don d6 hodc bién nhan ddi voi truong
hop khong thé xuat hoa don).

- Truong hop CBNV dugce cur di cong tac tinh qua dém hay cong tac nude ngoai va ¢6 nhén phy cip cong
tac phi thi khong dugc ho trg suat com theo quy dinh.

.al Phu cip com tbi:

Néu ting ca tai cong ty hodc di cong tac vé trong ngdy, hoi nghi tr 19h30 tr& di dwoc tinh thém
15.000d/suat/nguoi.

a2 Phu cip dién thoai:

- Ap dung cho NV phai thuong xuyén sir dung dién thoai vao muc dich phyc vu cong viéc trong Cong ty
nhu NV kinh doanh, dy an, ...hoac nhitng nhan vién khac khi c6 dé xuat phu hop cong viéc.

- Mbi NV kinh doanh va cac vi tri theo dac thu cong viée can 1am viéc voi khach hang thudng xuyén duoc
phat 1 sim dién thoai ¢6 dinh do Cong ty cip va quan ly, han mic sa dung la 100.000-
500.000d/thang/ngudi. Néu NV sir dung vuot dinh murc trén, s& phai tw chi tra phan st dung vuot dinh
mirc bang cach trir vao lwong hang thang. Néu NV st dung thép hon dinh muc thi s€ khong dugc thanh
toan tra lai.

6.1.b Phu cép xing xe:

Khoéng cach tir nha t6i cong ty tir 20km dugc phu cap 250.000 dong, tir 25km duge 300.000 dong

6.1.c Phu cip céng tac phi:

6.1.c1 Phu cép xiing xe di chuyén néi thanh:
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T4t ca nhan vién 3DS khi di cong tac be°mg Xe ca nhan, co tao Task tur trudc va duoc su déng thuan cua
Quan ly tryc ti€p dé lam can co

Quy trinh:

- Hang thang Phong nhén su tao Task tinh phy cép xang xe noi thanh;

- Ngay 5 hang thang nhan vién guri thong tin va Task dé nghi tinh phy cap xidng xe vé phong nhan su;

- Ngay 7-8: Phong nhén sy danh gia tinh hop 1y, hop 1€ va can cir quang duong cong tac va lam dé xuét

chuyén vé phong ké toan (25kmy/lit xing);

- Ngay 10-11: phong ké toan s& giri phiéu xang vé cho nhan vién d& xuat va huéng dan sir dung.

6.1.c2 Phu cép cong tac tinh, nuéc ngoai

- Khoan phu cip nay dugc ap dung cho CBNV duoc didu dong di cong tac ¢ tinh hay nude ngoai, ngan

han hoic dai han dé dap (mg yéu cau cong viéc va hoan thanh t6t cac nhiém vu dugc giao.

- Truong hop ngay cong tac tinh tring v6i ngay nghi thi duge sip xép nghi bu theo nguyén tic 1:1

- Quy dinh mirc cong tac phi danh cho CBNV di cong tac tinh:

Cac khoan PA - TR, & Rz
S i (| IR | R e CBNV Ghi chu
T x dung doc
ho trg
Pi cong tac heo chi | - Toi da 400,000 Roandi 02
: tinh qua dém, Th,e ohc - dong/ngay/phong don. nguol tr.o’r .lenh‘
1| Lurd khong dugc bé | PHLIUC €| o a 42 500,000 (cing gi61) thi
i nei.a phatsinh | 43 o /noay/phong doi dp dyng dinh
’ gnsay/phong murc phong doi
- Cong tac tinh Vértrong ngay N e
(truée 22h) phu cdp 200k/ngay | ~Luu ¥: Chi phi
di cong tac sé
- Cong tac tinh qua dém sau khéng dwoc img
22h phu céap 250k/ngay trueée, Cong ty sé
o Theochi | . cong tac nuée ngoai s& theo thanh toan sau
2 Cong tac phi phi’ thl:IC te timg quéc gia, thoi gid dé bu c}‘myén di (trorgg
phat sinh dap chi phi an uéng, di lai, ky . IVO'f’lg gan
trung binh 250.000d/ngay nhat) va khi da
o o co nhitng bdo
Ghi chu: Truong hop cong tac | ca0  cong  tac
tinh xa vé sau 20:00 duoc nghi | 400 yéy cau.
bu 2h.
Truong hop
BNV 0102 | Theo chi | Theo chi phi thyc té phit sinh, ,
3 | bilai Cona t Ehén phi thuc t&¢ | bang gia quy dinh trén phicu Tham chiéu
NG Ly KNONG | oatsinh | thu, hoa don, gia vé
bo tri phuong
tién di lai.
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Phi. Lé phi Phi thi thuc, vé )
(th 1; tu'crl)lénh tham quan hoi | Theochi | Theo chi phi thyc € phat sinh,
4 chinh ciia nghi, 1¢ phi phi thuc t€¢ | bang gia quy dinh trén phicu
Nha nuéc) cau duong, phi | phét sinh thu, hoa don, gia vé
gui xe...
Phat sinh tuy
S theo ddi .
Chl. phl, khE}C tac/khach hang Th,e  chi « | Theo chi phi d3 dugc Ban giam
5 | (chi phi qua, N phi thyc t& x A 1A
tiép khach) vadoBGD phat sinh doc phé duyét
duyét theo7 de
xuat cu thé

Tham chiéu
- Boi voi cong tac tinh, cong tac nudc ngodi da bao gom phu cap com,

- CBCNV khi di cong tac phai thong bao cu thé thoi gian lam viée trén Getfly dé ké toan luong cin cir tinh
tang ca;

- Cong tac tinh khong qua dém chua hd trg xing xe, néu qua 22h dém s& duoc tinh cong tac tinh qua dém.
- Phy cip xing xe khi cong tac tinh bang xe may: 1 lit /25km, don gia tién xing theo thoi gia.
- Ap dung phu cip 50.000d/1an dbi véi truong hop tai xé di cong tic doan duong >80km (1 chiéu).

- Tuy thudc vao tinh chét cong viéc va dac thu cua dia diém cong tac, CB-CNV s¢& duoc ap dung cac
phuong tién di lai nhu sau:

- Vé may bay, taxi do cong ty book.

- Truong hop di ch‘uyén’trong ndi thanh Tp. HCM, di ra san bay hodc nguoc lai s€ dugc tra chi phi nhu
sau: Book taxi truyén thong khong vugt qua 150.000d/Iugt; Book Grab business thi tinh theo hoa don.

- Trudng hop di chuyén trong qua trinh cong tac & tinh, Cong ty sé giao thé Business taxi card & CBCNV
chu dong trong cong viéc. CBCNV phai cén clr vao tuyén dudng thuc hién cong viéc ma su dung the,
truong hop st dung vugt qua km ma doan duong lam viéc yéu cau sé tra chi phi vugt cho cong ty.

6.2 Ché d lwong thwéng va phic loi:
6.2.1 Ché dé phic loi

- Suéit dn nhe (mi ly): Cong ty cung cip my ly va ludn sin tai khu vuc Pantry. Tt ca cac nhan vién c6 thé
dung khi can. Tuy nhién, nhan vién khong dugc dn mi trong gio lam viéc va khong dugc phép mang mi ly
ra khoi cong ty

- BHXH, BHYT theo quy dinh cua cong ty

+ Bao hiém tai nan 24/24 (Bao Viét) khi nhan vién ky HDLD chinh thirc toan bd nhan vién déu duoc
tham gia

- Sim tra sau:
+ Sales & va nhitng vi tri thuong xuyén lién hé hd tro khach hang dugc cép SIM dién thoai
- Nghi phép nam:
+ Ap dung tir thoi gian chinh thirc.
+ Mai thang 1 ngdy phép.
+ S6 ngay phép nam ciing s& dugc phan bd nhu sau:
a. Cong ty s& uu tién dbi v6i nhan vién can liy ngay phép nghi kém theo dip L&, Tét.
b. Cong ty ciing s& trir phép cac truong hop: Cong ty it viée can sap xép nhan su nghi luén phién,
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Cong ty to chirc su kién (ngudi khong c6 nhiém vu nghi ¢ nha), Cong ty té chuc di du lich,

teambuilding vao ngay lam viéc,...

c. Cong ty khong quy d6i phép nam thanh tién vao dip cudi nam. Ngay phép nim con chua sir
dung hét bao luu va han chot 1a ngay 29/2 cia nam ke ti€p.

d. Nhan vién dugc phép str dung cung lac khong qua 3 ngay phép dang co.
- Nghi phép dic biét:

+ Ban than nhén vién t6 chirc dam cudi nghi 3 ngay phép & con cudi nghi 1 ngay phép (hudng luong)
+ Bé me chong (vo), hoac chong (vo), hodc con qua doi nghi 3 ngay phép (hudng luong).- Cung cip
giay khai tr cua nguoi mat.
+ Ong ba ndi (ngoai) dugc nghi 1 ngay (khong huong luong).

- Cong doan:

Cham lo doi sdng vat chét, tinh than (qua ting cudi hoi, dm dau, hiéu hy...).

6.2.2. Ché @ Lwong thuéng

6.2.2.1. Ché do thuong L&

Cac ky thuéng Lé :
- L& 30/04 - 01/5: Thuong Tang Tdc
- L& Qudc khanh 02/09: Thuéng Bén Bi
- Ky thuong tang cuong 15/11: Thuong Bt Pha
- Tét Tay 01/01: Thuong Vé Dich

Cac khoan thwéng 18 trén Cong ty sé ap dung thuéng phu thudc vao doanh thu va cac quy dinh
sau

Trir 2% tién thudng d6i véi bd phan san xuit tré deadline / don hang (hang thang truéng bd phan thuc
hién bao céo tinh trang cta cac don hang)

Trir thwéng 5% néu
- Tré 1 Task trén Getfly
- Tré Deadline/Don hang véi b phan san xuit

- Tir chdi hd tro chia s& cac bai viét hoic video testimonial cua cong ty. Trén cac nén tang
Facebook, Linkedin

Trir thwéng 10% néu
- Todo List: thiéu 1 ngay

- Lam sai quy trinh, sai quy dinh thi quan 1y va nhan vién déu bi trir. Vi du: M.0O.Q = 05 thi méi
giao hang, nhung sales chap nhan ban 02 pcs ma déu xe giao hang.

- Tranh cai gay gat giira c4c bo phan, bat ké dung sai thi ca hai déu bi trir

- C4p trén giao nhiém vu va cip duéi da nhan (bang chiing 12 MEMO cudc hop) nhung khong
thuc hién dung

- Vi pham 5S

- Mdi ngudi trong nhoém déu bj trir néu tré hodc chua néu ¥ kién theo yéu cau cua team Tao dong
lyc. Thoi han 1a5 PM tht 6 trude ngay tha 7 hop cong ty.

Trir thwéng 25% néu
- Khéng dat nhi€ém vu ctia Quy
- Ving khong xin phép dung quy dinh (di tré, v& som, nira budi,...).
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Yéu cdu cu thé thoi gian xin nghi phép nhw sau:
- Thoi gian xin nghi phép nam trudce 2 ngay. Truong hop khong dam bao thoi gian quy dinh s&
chuyén sang nghi khong luong.
- Thoi gian xin vang mit trude 1 ngay (di tré, vé som, nita budi,...). Truong hop khong dam bao
thoi gian quy dinh, gio vang mat do trur 1.5 gio cong.

Trir thwong 100% néu

- Trong ky néu c6 vian ban hoic thu nhic nha. Danh cho cac truong hop vi pham noi dung dén
Mmirc ra van ban
- CO nop don xin nghi viéc
- CO nop don nghi phép dung thoi han quy dinh va khong dugc duyét ma van nghi: trir 100% tién
thuéng I€ ky gan nhat.
- Nghi tir 2 ngay ma khdng xin phép dang quy dinh: trir 100% tién thuong 1€ cua 2 ky gan nhat.
- Vang mat thr 7 tring lich hop. DU nghi ngay phép hay khong luvong. Du dugc duyét nghi hay
khong dugc duyét. Du ca ngay hay ntra buoi
Trwong hep khong bi trie néu dat 2 d@iéu kién:
+ C6 1y do chinh dang nhu nhép vién hoic gia dinh c6 hiéu hi;
+ C6 ban bao céo tiép thu vé toan bo noi dung cua cudc hop trong ngay thu 7, ban bao cao
nay phai duoc duyét boi truong bo phan, dam bao da hiéu chinh xac cac thong diép cua céng
ty.
- Poi v6i nhan sy khong tham gia Teambuilding/du lich Cong ty ma khong c6 ly do s trir 100%
thuong 1€ gan nhat & tru 100% thuong I€ cua cac ky thuong Le con lai trong ndm. (LY do chinh
dang dugc xac dir]h khi nhan su c6 su kién hiéu hi cua nguoi than trong gia dinh + cac van de ve
suc khoe va o giay xac nhan cua bénh vign thi s€ khong trir thuong Le. Ap dung thdng bao
truéce khi chot hgp dong hoac chot chi phi cho chuyén di, truong hop théng bao sau khi chot hop
dong va cbng ty phai tra chi phi thi nguoi lao dong phai dén bu chi phi nay)

- Thuéng thim nién

+ Tham nién 3 ndm: mdi nam duoc ting 5 phan vang

+ Tham nién 5 ndm: mdi nam duoc ting 1 chi vang

- Thuéng Kaizen

Nhim cai tién va ning cao chit lugng nganh nghé hoat dong kinh doanh — BGD Coéng ty TNHH 3D
Smart Solutions dong vién va khuyén khich T6 Kaizen noi riéng, toan thé nhan vién n6i chung cung nhau
g0op stc xay dung va duy tri bén vitng nén tang Kaizen tai 3DS

+ Duong Link dang ky: https://forms.gle/GTDwwjPrbKDYAMcZ7

+ Giai thuong s& duge cong bd vao ky hop thir 7 dau tién cta thang do Team Kaizen danh gia

Ghi chi: Trong thang néu khong c6 nhan vién dat duge y twong dé nhan thudng thi sd tién thudng dugce
don vao cuoi ndm

6.2.2.2. Ché d tang hrong:

Cong ty s& xét duyét ting lurong vao thoi diém nhan vién tai ky lai HPLD, cong ty s& cin clr vo cac tiéu
chi sau:

1.

Trude 30 ngay khi HPLD két thic thi nhan vién phai ¢6 bao céo két qua lam viéc ctia nam (ddi véi
HD c6 thoi han 12 thang).

Can ctr vao chi s6 tiéu dung CPL. (can ctr theo sb liéu cong bd méi nhét cua tong cuc Thong ké nha
nuoc)
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3. Két qua KPI nhan vién dat dugc cua nam.
=>Mtrc tang luong = A*CPI% + luong gross * (KPI & ASK) %

Trong do:

» A: 1a muc luong quy dinh dugc dong bao hiém — 5.100.000. (néu nhan vién c6 mic thu
nhép téi muc trir thué TNCN sé& dugc xem xét muc dang ky cia nguoi phu thude).

» CPI: 1a chi so gia tiéu dung, s& cin ¢t theo so li€u cong bo cia tong cuc Thong ké nha
nudc cia nam hién tai.

> Luong (gross) 1a mirc luong thuc té thoa thuan va dang nhan tai thoi diém xét ting luong.
> KPI duoc hiéu 1a chi tiéu va hang muyc cong viéc theo mo ta cong viéc cua vi tri dam
nhiém
> ASK: (Attitude — Skill — Knowledge) = Thai d6 - K§ ning (ning luc) — Kién thirc
4. Vidu:
a. Nguyén Vin A - Ké todn vién - Luong 8 triéu / thang nam 2023

- Bdng bdo cdo nam cho thdy nv A dat 100% KPI dé ra, nv A khéng cé bat ky dong thdi ning cao
nang luc nao ca (ASK). Nén cong ty quyét dinh tang 0%. Pong thoi CPI cua nam 2023 la 3,25%

- Cty danh gia ASK & KPI cua ban la 6 murc 5%
-> Nhu vay mirc tang luong cua ban dwoc tinh nhu sau:
Muic tang luong = A*CPI% + luong gross * (ASK & KPI) %=5.100.000*3,25% +8*5% = 566.0004
-> Nhur vy lwong cua ban sau khi duwoc review sé dicge tang la 566.000 nghin dong
b. Nguyén Thi B — Sales Supervisor - Licong 15 triéu / thang.

- Bang bao cdo nam cho thay nv B dat 100% KPI dé ra, ny B chu dong hoan thanh chimg chi lelts
tir 6.0 -7.0 va co gidy chirng nhdn da hoan thanh khoa hoc vé GD Sales chuyén nghiép, ...(ASK). Nén
cong ty quyét dinh tang 7%. Dong thoi CPI cua nam 2023 la 3,25%

- Cw ddnh‘ gia ASK & KPI cua ban la o muc 7%. Néunv B cé 1 nguoi phu thugc thi sé duoc cong
4trd vao phan lwong quy dinh => 5,100,000 +4,400,000 = 9,500,000 d.

-> Nhw vay murc tang luong cua ban dwoc tinh nhu sau:

Muc tang luong = A*CPI% + luwong gross * (ASK & KPIl)% = 9.500.000*3,25% +15*7% =
1,335.000d

-> Nhu vy lwong cia ban sau khi duwoc review sé duoc tang la 1,335,000 nghin dong.

-> Do vay tur nhitng vi du trén chung ta luén chii y viéc nang cao bdn than, cdi thién phong cach, thai
do lam viéc dé luon dat duoc két qua cao nhat.

5. Thoi gian tang
- Ché do xét tang luong 6 thang ddi véi thanh vién dong gop vugt mong doi.
- Hoan xét ting luong ddi voi cac nhan sy vi pham quy dinh, quy ché dén mtc bi canh cdo bang vin
ban.
- Hodn xét tang luong ddi véi cac nhan vién kinh doanh c6 két qua ban hang thap hon 50% muc tiéu dé
ra.

- Hodn xét tang luong ddi voi cac vi tri quan ly kinh doanh, quan 1y san pham khong dép g chi tiéu
kinh doanh ctia by phan hodc khéi san pham phu trach & mirc thap hon 70% so véi muc tiéu dé ra.

- Cong ty ludn tao co hoi dé tat ca nhan vién déu c6 thé thing tién, khing dinh ban than khi dugc ndm
gilr cac vi tri tir cap nhan vién phat trién dén vi tri cao nhat theo 19 trinh:

Lé trinh _théng tién: Thuc tdp sinh (Intern) => Nhan vién (Staff/Executive) => Truong nhém (Team
Leader) => Truong phong (Manager) => Giam doc by phan trong (Director of...)=> Giam doc vin
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hanh (Chief operations officer). Tham khao trén bang truyén thong noi bd cac mé ta timg vi tri & nhiing
phuc loi.

6.3 Chinh sach dao tao

7.

- 8HEY:: 8 hours for an employee per year.

- Chuong trinh thr 6 c6ng ngh¢ dé giai dap thac mic cac van dé cong nghé, linh vyc hoat dong cta cong ty
hoic chia sé nhitng ndi dung can thiét cho tt ca cac thanh vién 3DS

- Chuong trinh Tech Talk danh riéng cho b phan Sales, Marketing, San xuit mdi quy 1 lan dao tao cong
nghé, giai phap va chia s¢ kinh nghiém thanh cong va that bai ctia Sales khi ti€p xuc, lam viéc voi
khach hang.

- Dao tao/tham gia héi thdo nudc ngoai ddi véi cac thanh vién duoc lua chon vé chuyén moén, kha nang
tieng Anh ... kém di€u kién cam két lam viéc, gan b6 2 nam.

Trai nghiém mdi ngay lam viéc tai 3DS

7.1 Nhirng diéu cin biét

e Quy dinh gio l1am viéc
- Nhu ban di biét Cong ty chung ta bat dau lam vi€c luc 8h, diéu nay dong nghia vdi viéc ban da ng01 vao

ban lam viéc, bat mdy tinh va san sang giai quyét cong viéc. Pé 1am duoc didu d6 ban can thuc hién dén vi
tri minh ngdi lam viéc trudc 5 phut.

- Khi hét gio l[am viéc va ra v€, néu ban l1a nguodi cudi cung roi khdi van phong, nha xudng, pantry, ... vui
long tat, dong tat ca cac thiet bi dién khong can thiét dé dam bao an toan.

e X&ép xe gon gang thang 16i tai khu vuwc bii dé xe ciia Cong ty.

Chia khoa xe may cong ty s& duoc cit giir ngay trén xe may cong ty, tit ca nhin vién déu co thé sir dung
cho muc dich cong viéc

e Mot so quy dinh khac:
Ban lam viéc:
- Cho ngdi lam vi¢c cua moi cé nhan ludn sach s&, gon gang, ngén nap ,..

- Pé dam bao my quan khu vuc 1am viée cac gidy to, dung cu lam viéc phai dugc sip xép gon gang trong
va sau khi lam viéc, dac biét khong dé€ thirc an 1é€n ban

Sir dung dép & Ti dung gidy dép
- Dép cong ty cAp phat chi dé di trong toan bo khu Vp, nha xudng. tuyét dbi khong di ra ngoai.

- Ta gidy dép 1a dé dung gidy dép, trén noc tu khong tu y dé d6 ca nhéan 1én néc ti (néu dé khong thu don
lién s€ duoc Tap vu don dep)

- Khong dé gidy, dép dudi gam ghé ngdi thay dép.

- C4 nhan duoc cap dép 1an dau - sir dung dép phai tw bao quan néu mét, hu hong chi dong mua thay thé.
Pantry (khu vire nha bép)

- Vao gid an, CBNV c¢6 nhu ciu in udng tai cong ty, vui 1ong tip trung tai nha in (pantry), khong an tai chd
lam viéc.

- CBNV cung chung tay dam bao vé sinh khu vuc dn udng ca nhan, tap thé.

- Ghé ngdi phai duoc sip xép ngay ngin ngay sau khi sir dung va khong dugc mang ra khoi khu Pantry
Dé tiét kiém ning lwong, CBNV dim bdo quat va dén dwoc tit khi khéng cé ngwoi siv dung.

- Két thiic bita an trwa cia mdi ngay tily nhan vién c6 thé nghi ngoi tai Vp hodc bén ngoai Cong ty nhung
dam bao 13h phai tré lai lam viéc theo quy dinh.
Nuéc udng
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- Cong ty c6 2 may loc nudc néng lanh truc tiép phuc vu toan thé CBNV ¢ nuée udng trong sudt qua trinh
lam viéc.
- May duoc tai cira phong Bao vé (1) va may con lai trong khu vuc Pantry (nha bép) cong ty. (Luu ¥: Khi
st dung may loc nudc tranh rét, do nudc,..gilt vé€ sinh chung).
Quy dinh bim van tay (chim cong)
Pimg quén chdm cong dé ghi nhan gio 1am viéc ban nhé! Ching ta s& thuc hién 4 14n, cuy thé:

- Luc bat dau 1am viée,

- Luc hét gio 1am viéc vao budi trua,

- Lac quay lai lam viéc vao dau gio chiéu,

- Cudi cung 1a gid ra vé

Hop thu gop y

Huong dén muc tiéu xay dung mot moi trudng lam vige nhiéu nang lugng tich cuc, van minh va doan Kkét.
Anh/Chi/Em ching ta manh dan dong gép y kién cé nhan.

Tai dy chung ta c6 thé cip nhat nhitng thong tin, nhitng ¥ kién hodc quan diém c4 nhan dbi véi timg chu
de riéng biét. Vi du nhu:

- Quy ché, quy dinh, chinh sach cta cong ty

- Teamwork / Lam viéc nhom

- Dong nghiép

- Céc tién ich, co s vat chét ¢ van phong

- Y kién khdc bat ky ,

Trén tinh than gitp nhau cung tién bg, khong cong kich theo duong Link:

https://docs.google.com/forms/d/e/1IFAIpQLSf S8ROY1HJU5K-wk109gtPGwCIcAIX8r-
mM5LWb15jLOGvkSAw/viewform

7.2 Cac h¢ thong sir dung trong qua trinh lam viéc

Hé thong zalo: Ban s& dugc Add véo cac group Zalo 1am viéc & vui choi tily theo ban thugc phong ban nao.
Hé thong quéan 1y cong viée va khach hang Getfly. Ban cin download huéng dan sir dung tir muc tai liéu
dung chung va tim hiéu, 4p dung cach sir dung, trong qué trinh thao tac, truong hop gip kho khin, ban co
thé 1ién hé véi cong su trong phong hoic Team DEV (hd tro quan 1y kén Getfly) dé ho tro.

Link tai Tai ddy Hé thong Outlook dé lam viéc voi khach hang, thong tin cho ndi bd, nhitng ngudi lién quan
trong cong ty trong qua trinh 1am vi€c. Thong tin cac thanh vién trong cong ty & muc Khach hang/ CONG
TY TNHH 3D SMART SOLUTIONS trén Getfly.

H¢ thong Line dién thoai ciia Cong ty: SDT 028. 888. 99039 , Hotline 0345 699 777
+ Tong dai — tiéng viét 3000

+ Tong dai — tiéng anh : 3001

+ K& toan: 3002

+ Bao vé: 3004

+ Nhén su: 3005

+ San xuét: 3008

+ 3Dm: 3009
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