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QUY TRINH LAM CHUNG TU HANG XUAT

1. BAO GIA — NHAN BOOKING

- Saleman lam quotation trong SMS: gié, cac mac refund, cac thoa thuan ... Chinh
stra néu can trude khi dua thong tin cho CSV 1am booking.

- CSV viét booking (ddi véi hang 1) / 1ay bkg tir hang tau déi véi hang (ddi véi
hang nguyén cont) giri k.hang theo hudng dan cua sales.

- CSV phu trach booking vai carrier hoac co-loader.

- CSV giao cho Documentation :

o Booking cua BEE phat hanh va booking cua co-loader ddi véi hang Ié.

0 Booking cua carrier (thudng c6 tén 1a ‘booking confirmation’ hodc ‘l1énh cap
cong’) doi vai hang nguyén cont.

2. MO FILE

- Sau khi Dox nhan dugc booking, cap nhat vao sb theo ddi hang xuat (mau xanh
1a): dat s file, kep hét chiing tir vao to bia mau xanh 1a doi véi hang FCL, mau
xanh duong dbi vai consol box

- Ghi céc chi tiét vé 16 hang bén ngoai bia file

- Nhap chi tiét file vao SMS

- Tao mét folder trén may vi tinh vai tén 1a sé file, toan bo cac file lién quan dén 16
hang sé dugc luu trong folder nay.

3. PHAT HANH HBL

- Trudc ngay tau chay it nhat mot ngay phai co chi tiét bill (packing list) tir khach
hang fax qua.

- Phéat hanh bill, nhap di liéu vao SMS :

o Shipper, consignee, notify party: cin ctr vao chi tiét bill khach hang cung cap.

o Place of receipt, POL, POD, destination: can ctr vao chi tiét bill khach hang cung
cap va booking minh phét hanh.

0 Tén tau, s6 chuyén: cin ctr vao booking confirmation cta hang tau.

0 S6 container, sb seal, shipping marks: can ctr vao chi tiét bill khach hang cung
cap (sau nay khi nhan duoc MBL, phai dbi chiéu lai s6 container va seal).
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o Number of packages: ghi don vi packing I6n nhat rdi d¢én don vi nho hon.

VD: “1 x 40°DC” “60 CTNS” ...

Luu ¥: trir khi ¢6 yéu cau cua khéch, tranh ghi chi tiét vé s6 kién (VD: 1x40°DC,
70BAGS), vi khi ton that xay ra, gigi han trach nhiém bdi thuong s& tinh trén sé
don vi kién nho nhét (tic 1a 70BAGS, chir khong phai 1a 1x40°DC) -> bét lgi cho
nguoi chuyén cho.

o Description of goods, gross weight, measurement: cin ctr vao chi tiét bill khach
hang cung cap. Hang FCL c6 thé danh ‘Clean on board, Date...”; hang LCL tranh
ghi ‘clean on board’ trir khi khach hang yéu cau.

o0 Total no. of packages in words

o Freight: ghi ‘freight collect’ hay ‘freight prepaid” can ct vao chi tiét bill cua
khach hang va booking ctia minh phét hanh.

0 Type of service:

§ hang nguyén container (FCL) thi nhap ‘CY/CY’ néu khdng nhan hang hay giao
hang tan kho. Y nghia ctia phan nay 1a gigi han pham vi trach nhiém cua nguoi van
tai dbi vai hang hoa.

§ Hang ¢ (LCL) thi nhap ‘CFS/CES’ néu khdng nhan hang hay giao hang tan kho.
o Freight payable: nhap dia diém tra cudc (VD: “at Ho Chi Minh City”)

o Place & date of issue: ‘HCM, ...’

0 Delivery to be effective through: nhap tén va dia chi dai ly giao hang cua minh &
nudc ngoai can ctr Vao cang dich va hang la chi dinh cia dai 1y nao thi ghi dai ly
do.

0 Str dung quotation cua saleman phu trach 16 hang. Nhap tén cua saleman vao
SMS. Néu 14 hang chi dinh thi click vao cira s6 “Nomination”.

- LUU Y: moi chi tiét phai nhap chinh xac nhu chi tiét bill khach hang cung cap.
Néu c6 mau thuan giira chi tiét bill va booking caa minh / booking ciia hang tau thi
phai kiém tra lai voi khach hang. Chi tiét bill chinh xac dic biét quan trong khi
khach hang thanh toan tién hang bing L/C.

- Lam HBL xong fax cho khach hang kiém tra. Goi dién cho khach ngay sau khi
fax dé kiém tra khach da nhan duoc chua. Néu khach hang yéu cau thay doi chi tiét
nao d6 trén bill khac véi chi tiét ho da cung cap thi khach hang phai sira ngay trén
to bill, fax lai cho minh dé c6 bang chung rang thay doi d6 1a do khéach hang yéu
CAu.

- BL original phét hanh 3 ban goc va 3 ban copy; BL surrendered phat hanh 1 ban
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in trén form original réi dong dau ‘BL surrendered’ 1én.
4. YEU CAU HANG TAU PHAT HANH MBL

- Vao “MBL Instruction” trong SMS, chon sé file dé c6 shpg details giri cho hang
tau dé ho phat hanh MBL:

o Shipper: ‘BEE LOGISTICS...

o Consignee: tén, dia chi, contact number cua dai ly giao hang trén HBL.

o Vessel, POL, POD, destination: can ctr vao booking confirmation cua hang tau
0 BL SURRENDERED

- Kiém tra MBL xem chinh x4c chua, néu sai yéu cau sira ngay, tranh phat sinh
phi...

5. DEBIT NOTE VA PRE-ALERT

- Néu 1a cude CC, 1am Debit note cho dai Iy

Chon “Invoice” trong phan HBL information hay “Create new invoice” trong
Accouting dé 1am Debit note.

Chon s6 file, ddi tugng phai thu, cac khoan thu lién quan s& tu dong Add vao Debit
note.

Thém cac khoan can phai thu khac (néu co)

- Viéc nay do nhan vién chung tir (Dox) phu trach

- Chuyén file lai cho CSV kiém tra va lam pre-alert cho dai Iy.

- Lam Pre-alert cho dai ly

0 Chon “Shippng Advice” trong cot Documentation trong SMS

0 Ching tur giri kém pre-alert gom : HBL, MBL, D/N; néu la hang consol thi lam
thém cost sheet, manifest.

- Néu dai Iy chua confirm dd nhan duogc pre-alert thi gui lai dén khi c6 confirm thi
thoi. Tao mot folder trong hop mail dé luu lai nhirng mail xac nhan da nhan dugc
pre-alert cua minh.

- Pdi vai hang LCL, sau khi lam pre-alert phai 1am thém form Internal Costsheet.

6. LUU FILE

- Xép bo chung tir theo thir ty sau (xép tir dudi 1én trén) :
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0 FCL booing (ddi v&i hang nguyén cont) hoic Booking Note (d6i véi hang 18)
o Chi tiét bill cha HBL & MBL (photo lai ban fax chi tiét bill ciia khach hang dé
luu file)

0 Manifest

o Cargo list

0 Cost sheet

o Debit note hoac Credit note

0 MBL

0 HBL(S)

0 Pre-alert acknowledgement

o Statement per File in tir SMS sau khi da nhap du Billing va Costing

7. THEO DOI THANH TOAN CUOC VA GIAO HANG

- Sau khi luu day du ching tir vao file, Dox chuyén file sang cho bo phan ké toan
dé theo ddi viéc thanh toan cudc cho Carrier, thu cude va cac phi lién quan tur
khach hang, gui telex release cho dai Iy (néu cd)

- Ké toan phai theo ddi trén SMS va dam bao viéc thanh toan cudc cho Carrier
dung han, lay copy cua telex release gui cho dai 1y, tranh luu cont., luu vo tai cang
dén vi ly do chua thanh toan cudc.

- Ké& toan chiu trach nhiém theo ddi thu du cac khoan phai thu, lién quan dén 16
hang (thé hién day du trén SMS) trudc khi giao bo chang tir gbc hoidc 1am dién
giao hang cho dai ly.

- Khong giai quyét bat ky truong hop giao hang trude khi thanh todn, trir cac
truong hop da ky hop dong véi cong ty hay co thoa thuan véi saleman, dugc thé
hién trong quotation cua sales trén SMS.



