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QUYET DINH

Vé viéc ban hanh B§ quy trinh khai thac cing
tai Cong ty c6 phan Cang Tan Cang Hiép Phuéc

GIAM POC CONG TY CO PHAN CANG TAN CANG HIEP PHUOC

Nham huéng dan céc bén lién quan nam va thue hién quy trinh Cang dé
néng cao chat luong quan Iy, diéu hanh khai thdc cang va cdc dich vu tai cang;

Can cu vao churc nang nhiém vu cua cac phong, ban va tinh hinh san
xudt thiee té trong toan Céng ty;

Cain et quyén han ciia Gidm doc Cong ty ¢6 phan Cang Tan Cang Hiép Phudc;

Xét d@é nghi ciia cdc phong, ban chire néng lién quan.

QUYET DPINH:

Piéu 1. Ban hanh Bo quy trinh khai thac cang tai Cong ty ¢ phan Cang
Tan Cang Hiép Phude (TCHP).

Piéu 2. Giao Phong Diéu d6 chiu trach nhiém chi dao cac Phong, Trung
tam co lién quan cua TCHP t6 chue thue hién nghiém tuc, chat ché, dung trinh
tu tha tuc, thim quyén theo quy dinh phéap luét, Diéu 1& TCT va céc quy ché,
quy dinh khac co lién quan.

Diéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky. Cac Phong, Trung tdm
c6 lién quan cia TCHP chiu trach nhiém thi hanh Quyét dinh nay./..jih"
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GIAI THICH TU NGU VIET TAT
- CN: Coéng nhéan
- Nv DTV: Nhan vién Déi Thuong vu
Nv KD: Nhan vién Kinh doanh
Nv DDHT: Nhan vién Diéu d6 Hién truong
KH: Khéach hang
KHDPH: Nhan vién Ké hoach diéu hanh
TCHP: Céng ty c¢6 phan Cang Tan Cang Hiép Phude
XNB: Xuat nhap bii
- CCCD: Can cudc cong dan
- P.CTCC: Doi Cong tac cau cang — Phong tham muru
- CCHQ: Cong chuc Hai quan

PIA CHi LIEN HE
Truc ban sin xuét cing - Phong Diéu dé

Email: terminal.tchp@saigonnewport.com.vn

Tel: (+84) 28 37 800 140 - Ext: 2053

Hotline: (+84) 963 738 748

Pia chi: Lo A9, KCN Hiép Phudc, xa Long Théi, huyén Nha Bé, Thanh phé Ho Chi Minh

YEU CAU
B quy trinh nay la mét by phan khong thé tach roi cac quy trinh, quy dinh vé xép
dd. dam bao an ninh, an toan cua Tong cong ty Tan Cang Sai Gon (TCT TCSG).

Trong qua trinh thuc hién. khi ¢6 phat sinh cac ndi dung ngoai quy trinh, cac b phan
phai kip thdi bao céo. thong nhat xir ly cung Trung tim diéu do cang, nhim dam bao céc
diéu khoan trong hop dong thué diéu hanh gira TCT TCSG va Cong ty c¢o phan Cang Tan
Cang Hi¢p Phudc, khong lam anh huong dén an ninh. an toan, chat lugng dich vu ma TCT
TCSG da cam két véi cac Dai ly/ Hang tau.
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Phan I
CAC QUY TRINH DICH VU TAI BAI CONTAINER CUA CANG

' ‘ QUY TRINH -
KHACH HANG DANG KY DICH VU CAT/BAM SEAL
CONTAINER HANG XUAT TAI CANG

1. Pham vi dp dyung
_ Ap dung cho tit ca cac container hang cua khach hang giao cho cang Tan Cang Hiép
Phudce dé xuat tiu.

2. Po6i twgng ap dung

Ap dung cho cac container khach hang dang ky dich vu VvOi cang dé chuyen container
sang bai kiém hoa: Bao g6m cac dich vu kiém héa lay mau hang, kiém dich, kiém héa hang
héa theo yéu cu ciia co quan chirc nang.

3. N§i dung quy trinh

Budée 1: Khach hang dﬁng ky dich vy ciit/bam seal

- Khach hang cung cip nhitng chimg tir sau cho Nv DDHT dé dang ky cat/bam seal:

(1) Gidy gidi thiéu va CCCD ngudi dai dién cua doanh nghiép di lam thu tuc cat/bim
seal container tai cang.

(2) Gidy uy quyén, cong van cua doanh nghiép cho ngudi dai dién cho di lam thu tuc
cét/bam seal container tai cang (kém theo danh sach container di kién cat seal).

(3) Ban copy to khai hai quan da thong quan.

(4) Déi voi container da thong quan: Trén cong van ciia doanh nghiép phai c6 xac nhén
cua Chi cuc Hai quan cho phép thuc hién.

- Nv DDHT kiém tra tinh hop 1€ cua b chimg tir, xac nhan ) lugng container phai
dao chuyén, ty 1é phan trim kiém héa, chuyén bai kiém hoa Ién cong vin cit/bam seal.

- Tai khu thu tyc cua cang, Khach hang trinh bo ching tir c6 xac nhan s6 luong
container dao chuyen (néu c6) cua DPHT giri cho Nv DTV kiém tra tinh hop 1é cta chimg
tir, tinh tién va thu tién, giao bién lai thanh toan cho khach hang; luu lai cac chimg tir lién
quan dé phuc vu viéc tra clru sau nay.

Luu ¥: trieomg hop container da vao so tau, khach hang phai thuc hién thi tuc hity vao
s tau tai khu thi tuc trude khi xuong hién truomg déng ky dich vu.

Buéc 2: Thuc hién ciit/bam seal

- Nv DDHT thu va kiém tra tinh hop I¢ cua cac ching tir; cap nhat phuong an cat/bam
seal 1én hé théng TOPOVN; lap phiéu yéu cau cat/bam seal container (theo mau, dong moc
cua bg phan) giao cho khach hang: luu lai cac chung tir lién quan dé phuc vu cong tac doi
soat sau nay.

- Nv DDbHT phéi hop véi Nv KHDH diéu dong phuong tién dao chuyén container vé
vi tri thue hién dich vu; diéu dong cong nhan cat/bam seal.

- Tai vi tri cit/bam seal khach hang kiém tra dbi chiéu s6 container, s seal thuc té voi
so container, s6 seal ghi trén phiéu yéu cau cat/bam seal container va thong tin trén to khai.
Cong nhan thuc hién cit/bim seal dudi sy giam sat cua Cong chirc Hai Quan, Khach hang,
Nv bao vé va nhan vién DPDHT.
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& Déi véi container hang xuat chua thong quan, cong nhan chi dugc cét seal ghi trong
phic¢u, néu phat hién co thém seal khac thi ding cong viéc va bao cho diéu do hién trudng
giai quyét. Sau khi cat hodc bam seal xong, cong nhan va khach hang ky tén, dong dau xac

nhan vao phicu.

- Két thic cit/bam seal Nv DPHT cdp nhat s6 seal méi 1én hé thong TOPO, truyén dir
licu l1én hé thong HQ va luu giir phieu yéu cau cat/bam seal container.

4. Lwu dd quy trinh

Trach nhiém | Cac bwéc

Chi tiet

Biéu mau

Khach hang Budc 1
Nv DPDHT

Nv DTV

- Khach hang dang ky dich vu

ciit, bam seal container hang xuét
tai van phong diéu do hién truong.

- Kiém tra tinh hop 1é bo chimg
tur, thu phi.

- Giay gidi thiéu cua Cty;
- CCCD nguoi dai dién
cho cong ty di cat/bam
seal container.

- Ban copy to khai hai
quan.

- Cong van vé viée cit
bam seal container da co
dau xac nhan cua cong
chure hai quan.

Nv DDHT
Nv bao vé
CN cit seal
Khéach hang
Coéng  chuc
hai quan

Buoc 2

- Nv BDHT kiém tra tinh hop 1¢
cua bo chung tur. cap nhat thong
tin 1én hé thong va in phiéu yéu
cdu cit seal guri cho khach hang;

- Cong nhan thuc hién cit seal
dudi su chimg kién cua Nv bao
vé., khach hang va céng chire hai
quan; cac bén xac nhan viéc
cit/bam seal container 1én phiéu
ciit/bam seal container.

- Nv DDHT cap nhat s0 seal méi
trén hé théng TOPOVN. truyén
dir liéu lén hé théng Hai quan va
luu gitr phiéu cat/bam seal.

- Phiéu yéu cau cat/bam
seal container.

5. Luu ho so

STT Tén ho so

Noi luu

Hinh thire luu

Thai gian luu

- Nv BPDHT

02 nam

1 | - Giay gi¢i thiu cua cong ty.
- CCCD nguoi dai dién cho
lcong ty di cit/bim seal
| container.

- Ban copy t¢ Khai hai quan:

- Coéng van vé viée cat bam
seal container di c6 ddu xac
nhan cua cong chirc hai quan.

- Ching tur giay
- Phdn mém

2 | - Phiéu yéu cau cat/bam seal

- Nv DHT

- Chimg tr gidy

02 nam

19,
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container hodc cam keét cua - Phan mém
hang tau vé so seal mai cua
container
Ghi chu:

- Bdo vé chi ¢6 chire ndng gidm sdt va dam bdo viéc cat/bam seal thue hién ding quy
trinh, khach hang khong dwoc dong thém hodc rut hang trong container.

- Déi véi cac container ndm ¢ tang thir hai tro lén phai dang ky “Chuvén bai kiém
héa" dé thuwre hién cdt/bam seal kiem héa (!cif_v mc?u).

- Can cir theo diéu kién san xuat thyc té hodc vi tri container Nv PPHT c6 quyén yéu
cau khach hang dang ky phicong an chuyén qua phrong an "C huyén bai k:em hoa"

- Néu khach hang c6 lay mau, sé ghi chii “Khdch hang lday mau, s6 heong mau hang
dirge lay”. )

- Trong truong hop sai seal, khach hang chu dong lién hé DDHT dé xac nhan sau do
cap nhat lai tai DTV.

’ ‘ QUY TRINH ,
KHACH HANG DPANG KY DICH VU CAT SEAL
CONTAINER HANG NHAP TAI CANG

1. Pham vi ap dung

Ap dt_mg cho tat ca cac container hang nhap cua khach hang tai Tan Cang Hiép Phudc.

2. Pbi twong ap dung

Ap dung cho cac container khach hang dang ky dich vu véi cang dé chuyen container
sang bai kiém hoa: Bao gdm céac dich vu kiém héa lay mau hang, kiém dich, kiém hoa hang
héa theo yéu ciu cua co quan chirc ning.

3. Néi dung quy trinh

Buwée 1: Khach hang diing ky thi tuc cit seal container hang nhip

-  Truong hop khiach hang khai bao trén E-port:

Khéach hang truy cép E—port theo dia chi: https://eport.saigonnewport.com.vn va thuc
hién khai bao déy du, chinh xac céc thong tin: (1) Sé container; (2) Han 1énh; (3) Tén chu
hang; (4) S6 bill; (5) M@ nhan container; (6) S CCCD ngudi dang l\y dich vu..

Sau khi dién day du cac thong tin, hé thong sé tu dong tra vé man hinh thonb tin 16 hang.

Khéch hang chon cont hang can thyuc hién, nhan in phiéu va nhan phiéu dang ky lam hang.

Luu y: Khach hang khai chinh xéc thong tin cua ngudi duge ty quyén di 1am hang tai
cang: Ho tén + CCCD. Cang sé kiém tra ddi chiéu dung théng tin di khai bdo méi tién hanh
thuc hién dich vu.

- Truwong hop ding ky dich vu true tiép tai cang: Khach hang lién hé truc tiép Nv

DDHT tai van phong diéu do hién truong.

Buwdéc 2: Tai viin phong diéu d hién truomg

- Déi véi cac container sir dung EDO:

(1) Khach hang trinh phiéu dang ky lam hang (da c6 x4c nhan cua cong chirc hai quan
d6i voi trudng hop container ldy mau kiém dich, kiém dinh), Giay ay quyén cua cong ty
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(kém theo danh sach container di kién cdt seal), CCCD cho Nv DPDHT dé dang ky cit seal
tai cang (co thé cung cdp ma code qua hinh chup cho nhan vién dseu do hién truong).

(2) Nv DDHT quét ma code hodc nhap thu cong s6 dang ky online, s6 CCCD cua
khach hang va dong thoi doi chiéu CCCD.

(3) He thong s& tu dong doi chiéu voi han 1énh EDO trén hé thong, néu EDO con han
s& cho in phiéu cit seal.

(4) Nv DPHT nhép liéu céc thong tin. luu phiéu dang ky 1am hang va in phiéu cit seal
cung cap cho khach hang.

- Doi voi cac container ma hang tau sir dung DO gidy:

(1) Khéach hang trinh phleu dang ky lam hang, lénh giao hang DO, gidy gidi thiéu cua
cong ty, CCCD cho nhén vién diéu do hién truong dé dang ky cit seal.

(2) Nv DDHT kiém tra tinh hop 1¢ cua bo ching tir (Lénh DO da co xéac nhén dong v
cua Hai quan), Glay uy quyen cua cong ty, CCCD, xéac nhan s6 lwong container phai dao
chuyén, ty 1& phan trim kiém héa, chuyén bai kiém héa lén DO.

Budée 3: Tai khu thu tuc

Khach hang dén khu thu tuc cua cang, trinh b chimg tir da c6 xac nhén cua Nv DDHT
cho Nv DTV kiém tra tinh hop 1¢ cua chimg tir, tinh tién va thu tlen giao bién lai thanh toan
cho khach hang; Iuu lai cac chimg tir lién quan dé phuc vu viée doi soat sau nay.

Buéc 4: Thue hién cit seal

- Nv DBHT thu va kiém tra tinh hop 1€ cua cac ching tir; cap nhat per(mg an cat/bim
seal lén hé thong TOPOVN; lap phiéu yéu cau cat/bam seal container (theo mau. dong moc
ctia b phan) giao cho khach hang: luu lai cac chimg tir lién quan dé phuc vu cong tic tra ciru
sau nay.

- Nv DDHT phéi hop véi Nv KHDH diéu dong phuong tién dao chuyén container vé
vi tri thuc hién dich vu: diéu dong cdng nhén cét/bam seal.

- Khi ¢6 mat day du: Cong chirc hai quan, khach hang, Nv bao vé va Nv DDHT thi
cong nhan méi duge phép cat seal. _

- Trong truong hop khach hang ldy mau kiém dich, kiém dinh hang hoa phai ¢6 su
dong ¥ cua cong chire hai quan thi méi duge cit seal.

- Khi cit seal xong, khach hang, kiém soat bdi, cong chic hai quan cung cong nhén
cit seal ky tén xac nhan da cat seal 1én phiéu catfbam seal va nop Ve vin phong diéu do hién
lruong Nv DDHT cap nhat lén hé thong Da cit seal, cap nhat sé seal méi (néu khach hang
c6 yéu cau) va giri thong tin cho hé thong quan 1y cua hai quan,

4. Luu do quy trinh

Trach nhiém | Cic buéc Chi tiet Biéu méu
Khach hang Budc | - Khach hang dang ky dich vu |- Lénh giao hang
cit/bdm seal container hang nhap
qua eport
Nv DDHT Buée2 |- Kiém tra cac thong tin cia khach
hang, xac nhan l1én DO
Nv DTV Buoce 3 - Kiém tra céac thong tin cia khach
hang, thu phi va in héa don
Nv DDHT Budc 4 - Nv DDHT in phiéu cat/bam seal

-
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Cong nhan va diéu dong cong nhan tién hanh
Khach hang cit seal dudi su chimg kién cia Nv
Hai quan bao vé, khach hang, cong chirc hai
quan; cac bén ky xac nhan vao
phiéu cat/bam seal

5. Luu ho so

STT Tén ho so Noi luu Hinh thirc lvu | Thoi gian luu
I | -Lénh giao hang D/O hogc eDO | - Nv PPHT | - Chimg tir giay | 01 nam
' -Nv DTV - Phan meém
2 | - Phiéu cat seal. so seal mdi -Nv DDHT | - Chung tir gidy | 01 nam
- Phan mém

Ghi chu: o

- Bao vé chi ¢ chuc nang giam sat va dam bao viéc cat/bam seal thwe hién dung quy
trinh; khach hang kf;-ong diwgc dong thém hodc rut hang trong container.

- D6i véi cde container nam o tang thir hai tro lén sé phai dang ky “C huyén bai kiem
héa" dé thuce hién Ca{/ban:f seal kiém hoa ( Iav mau)

- Can cir theo diéu kién san xuat thic té hodc vi tri container nv PPHT c6 quyén yéu
cau khach hang dang ky phwong an chuyén qua phwong dn “C huven béi kiém héa ",

- Néu khdch hang co lay mau, sé ghi chit “Khdch hang lay mau”.

- Sau 24h ké tir thoi diém trai container dé lay mau theo yéu cau cua khach hang
nhung khdch hang khéng thue hién; néu khach hang mudn thuce hién tiép, thi phai dong tién
trai bai lan 2 cho container do.

~ QUY TRINH ) ‘
KHACH HANG PANG KY DICH VU CHUYEN CONTAINER HANG XUAT
VE KHU VUC KIEM HOA

1. Pham vi ap dung

Ap dung cho tét ca cac container hang xuat da ha bai tai cang Tan Cang Hiép Phudc,
khach hang dang ky chuyén vé khu vuc kiém hoa.

2. N§i dung quy trinh

Bwdéc 1: Tai van phbng Piéu d¢

- Khéch hanh trinh cong vin néu rd 1y do chuyén container vé khu vuc kiém hoa
(cong van di c6 du va chir ky cua chi doanh nghiép) da co phe duyet cua lanh dao Chi cuc
hai quan cang cho Nv DPDHT xem xét kha nang dao chuyén va xéc nhan 1én phiéu yéu cau
cua khach hang.

- Sau khi phéi hop véi cac bé phan lién quan Nv DPDHT xac dinh thoi gian du kién
container chuyén sang khu vurc kiém hoa, thong bao va tra lai cong van cho khach.

Bwdéce 2: Tai Khu thu tue

- Khach hang mang cong vin c6 xac nhan cia Nv PDHT dén khu thu tuc.

- Nv DTV dua vao x4c nhan va dau cua Nv DPDHT dé tién hanh thu phi va xuat héa
don dich vu cho khach hang.
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- Khach hang cam b ching tir lién quan dén Vin phong Piéu dé hién truong trinh
bo chirng tur cho Nv DDHT.

- Nv DDHT chuyén bai cap nhat thong tin chuyén bai 1én hé théng TOPOVN va
kich hoat chuyén bii.

Bude 3: Lap ké hoach va chuyen container sang khu vue kiém héa

- Nv DDHT phéi hgp véi Nv KHPH diéu dong phuong tién dao chuyén container
vé vi tri thue hién dich vu.

Bude 4: Tai Vin phong diéu d hién truomg

- Khach hang trinh chirng tir d3 dong phi. cong vian. Packing list cho Nv diéu do
hién truong.

- Nv DDHT kiém tra thong tin, chig tir, cap nhat 1én hé théng.

Luwru y:

+ Doi véi treong hop phai sang hang qua container khac thi Nv DPHT lam ké
hoach dé chr{vén container :'5J:g khach hang da dang ky vé vi tri thuc hién dich vu, 2 cua
container doi dau nhau.

+ Do6i véi truomg hop phai rit hang ra dé kiém héa, dén tem, khdach han g phai vao
dong phi tai khu thi tuc. Sau khi KH dong phi, Nv PDHT kiém tra va in phiéu diéu dong
cong nhan dé thuc hién cong viéc (sé container, vi tri trén bai, sé seal, phirong an lam hang
(thu cong/xe ndng, dan tem/O0G).

- Trudce khi thuce hién, NV DDHT.

+ Gir lai to khai hai quan va in phiéu cit/bam seal giao cho khach hang.

+ Piéu dong CN dé thuc hién cong tac cit seal: thong bao cho Nv Bao vé c6 mit de
thue hién cit seal. giam sat.

Buéc 5: Tai bii kiém hoa container

- Khach hang chuyén phiéu cat/bam seal cho Céng nhan ghi trén phiéu.

- Khi c6 mat day du: 'Cong chue hai quan, khach hang, Nv bao vé¢ va Nv DDHT thi
cong nhan mdi duoc phép cit seal.

- Khi cat seal cii va bam seal méi xong, khach hang, kiém soat bai, cong chirc hai
quan cung cong nhan cit seal ky tén xéc nhan da cit seal va thuc hién bim seal méi lén
phleu (.atfbam seal va nop vé van phong diéu dg hién truong. Nv DPDHT cap nhat Ién h¢
thong: da cat seal va cap nhat s6 seal méi theo thong tin khai bao trén phiéu.

- Sau khi hoan tit cip nhat thong tin, khach hang s& tién hanh vao sb tau véi thong
tin mai tai khu thu tuc.

3. Luu d6 quy trinh

Trach nhiém | Cac buée Chi tiet Biéu mau
Khach hang Budc | - Khach hang lam cong van xin chuyén Mau cong van xin
container sang bai kiém hoa va trinh chuyén kiém hoa

cong chue hai quan phé duyét.

- Thye hi¢n khai bao va lam thu tuc
chuyén container sang bdi kiém hoa tai
bP KHDbH bP KHDH. _ ..
- DP KHDH xac nhan 1én phicu chuyén
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kiém hoa va giri cho khach hang.
Nv DTV Budc 2 - Nv DTV kiém tra thong tin, chirng tir,
thu phi, xuat hoa don dich vu cho khach
hang.
Nv DDHT - Nv DDHT chuyén bii cap nhat thong

tin chuyén bai 1én he thong TOPOVN va
B kich hoat chuyén bai.

NvKHPH | Budc3 Lap k& hoach trén TOPX, trién khai thuc
hién chuyén container sang bai kiém hoa

Nv bDHT Budce 4 Kiém tra thong tin, giay CCCD cua Mau phiéu cit seal
khach hang, in phicu cat seal gui khach

hang
Nv DDHT Budc 5 - Thue hién cit seal.
Nv cit seal - Ky xac nhan lén phleu cit seal.
Khach hang - Cap nhat thong tin vao h¢ thong.
Hai quan - KH thye hién Vao s6 tau tai khu thu tuc B
4. Luu ho so
STT __Tén ho so Noi luu Hinh thirc lvu | Thoi gian luu
- Phiéu chuyén container - Van ban gidy "
: | sang khu vue kiém hoa <Y - Phan mém Hnkm
<CCCD - Van ban glay =
ol Phiéu cit seal ~BE - Phdn mém i
QUY TRINH

KHACH HANG PANG KY DICH VU CHUYEN CONTAINER HANG NHAP
VE KHU VUC KIEM HOA, KIEM DICH CUA CANG

1. Pham vi ap dung

Ap dung cho tat ca cac container hang nhap nguyén container cua khach hang tai cang
Tan Cang Hiép Phudc, co yéu cau chuyén vé khu vuc kiém héa, kiém dich.

2. No¢i dung quy trinh

Buéc 1: Khach hang dang ky chuyén container vé khu vue kiém hoa, kiém dich

- Khach hang khai béo trén E-port: Khach hang sir dung DO hoac eDO, véi ¢DO thi
khach hang khong can in 1énh va dong dau doanh nghiép khi thuc hién cac tac nghiép lién
quan dén dich vu cang.

- Khach hang thuc hién xéc thuc trén E-port (ddi véi truong hop str dung €DO), hé
théng tu déng cung cdp ma code dé sir dung lam hang.

- Hoac khach hang gui email cho cang: ops.tchp@saigonnewport.com.vn,
phet.tchp@saigonnewport.com.vn, hodc tryc tiép dén khu thu tuc cua cang dé dang ky
chuyén bai kiém hoa; bé hd so ding ky gom: (1) Gidy bao hang dén; (2) Van don: (3) Lénh
giao hang.
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Luu y:
- Ngii dung dang ky chuyén kiém hoa, yéu cau ghi ré: kiém dich déng vat hay kiém
dich thye vat, chi cuc hai quan kiém héa, ghi ré yéu cau xép 16 véi 16 hang.
- Trong truong hop phai rit hang ra dé kiém héa/kiém héa, dan tem, khach hang
phai vao déng phi triee tiép tai khu thi tuc.

Budc 2: Tai van phong diéu d¢ hién trlrcmg

- P6i véi truong hop sir dung lénh giao hang (giay): Khach hang trinh lénh giao
hang ban chinh (con han 1énh), giay gioi thiéu cua cong ty, CCCD, xac nhan cua hai quan
giam sat trén to khai (truong hop: kiém dich, 1dy mau,...) cho Nv DDHT.

- Poi véi truong hop siv dung eDO diing ky qua E-port: Khach hang cung cap mi
code lam hang. CCCD va dang ky cit seal kiém hoa, gidy gidi thi¢u, xac nhén cua hai quan
giam sat trén to khai (truong hop: kiém dich, lay mau,...) cho Nv DBHT.

- NvDDHT thuc hién céc cong viéc sau:

(1) Kiém tra tinh hop 1€ cua ching tir.

(2) Gitr lai Iénh photo.

(3) Cap nhat day du thong tin va tién hanh in phiéu cit/bdm seal giao cho khach hang
(phiéu cat/bam seal bao gom néi dung sau: s container, vi tri trén bai, so seal, tén doi cong
nhan, phuong an lam hang (thu cong/xe nang/dan tem/O0G)).

(4) Thong bao cho cong nhén vé viée thuc hién nhiém vu; thong bao cho Nv Bao vé dé
nam ndi dung va tién hanh cit seal, gidm sét trong qua trinh thuc hién.

Budc 3: Lap ké hoach va chuyén container sang khu vire kiem héa, kiém dich

Nv KHDH bai can ctr vao ké hoach chuyén container trén TOPX. diéu hanh phuong
tién chuyén container sang khu vuc kiém hoa, kiém dich.

Buéc 4: Tai khu vue kiém héa, kiém dich

- Khéch hang chuyén phiéu cat/bdm seal cho doi cong nhan dé thuc hién.

- Khi c6 mat day du: Cong chirc hai quan. khach hang, Nv DPHT, Nv bao vé thi cong
nhan méi dugc phép cit seal.

- Sau khi cit seal xong. khach hang, Nv DPDHT, cong chirc hai quan cung cong nhan
cit seal ky tén xac nhan da cat seal 1én phiéu cit/bam seal va ndp vé van phong diéu do hién
truong. Nv DPHT cip nhat 1én hé thong: da cat seal, cap nhat s6 seal mdi (néu khach hang
6 yéu cau).

Luu y: Khdach hang phai xudt trinh ding CCCD da dang kvt trén hé thong méi diege
Chd:p nhan thye hién cac tac nghiép lién quan; khi ¢é thay doi thong tin vé nhén s thuc hién
thi khach hang phai cdp nhat lai théng tin lén hé thong E-port hode xuat trinh G idy gici thiéu
cua cong tv, CCCD va cac chirng tir lién quan.

Buéc 5: Lam thii tuc ldy nguyén container kiém héa

Tai khu thu tuc, khach hang 1am tha tuc dong cac loai phi (phi chuyén bai, phi ning
container, phi liy tién, phi Iuru bai, phi qua han (néu c6),...) va thuc hién theo quy trinh giao
nguyén container cua cang.
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3. Luu dd quy trinh
Trach nhiém | Cac buée Chi tiet Biéu mau
Khach hang Budc | Khach hang dang ky chuyén container | Mau  dang  ky
vé khu vuc klem hoa trén phan mém | chuyén kiém hoda
E-port, tryc tiép tai quay thuong vu | trén Eport
hoac gui mail cho dia chi:
ops.tchp@saigonnewport.com.vn;
phct.tchp@saigonnewport.com.vn
Nv Dgi HT Bu6c2 | Kiém tra thong tin khach hang, 1ap ké | Phi¢u cat/bam seal
hoach, xdc nhan ké hoach va chuyén
thong tin 1én phan mém va cho khich
hang in phiéu cét seal giri khach hang
Nv KHbH Buéc3 | Lap ké hoach trén TOPX, trién khai
thuc hién chuyén container sang bii
kiém hoa
Nv DDHT Budgce 4 - Thue hién cit seal.
Nv cit seal - Ky xac nhan Ién phleu cat seal.
Khach hang - Cap nhit théng tin vao hé thong.
Hai quan
Khach hang Budc 5 - Khéch hang déng phi lién quan dén
dich vu chuyén bai kiem hoa.
- Thuc hién lay nguyén container theo
quy trinh giao nguyén container cua
cang cho KH.

4. Luu ho so

STT Tén ho so Noi luu Hinh thire lvu | Thoi gian luu
1 | Phiéu dang ky chuyén|- DoiTV - Vin ban giay 01 nam
container sang khu vuc - Phan mém
kiém hoa
2 | Phiéu cat/bam seal - DPDHT - Van ban giay 01 nam
- Phan mém
QUY TRINH

KHACH HANG PANG KY DICH VU PONG HANG

1. Pham vi ap dung

VAO CONTAINER TAI BAI

Ap dung cho tat ca khach hang c6 nhu cau dong hang tai cang TCHP.

2. Ngi dung quy trinh
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Buéc 1: Tiép nhin diing ky

- Hinh thirc dang ky:

Khéach hang lwa chon dang ky dich vu dong hang tai bai TCHP theo 02 hinh thire:

+ Hinh thirc triee tuyén: Khach hang ¢6 thé ding ky dich vu déng hang va thoi gian
thuc hién qua dia chi email:

Khéach hang giri thong tin cho cang bao gom thong tin: booking, thdi gian du kién
dong hang, khach hang dong ghép ctng (theo mau ding ky ctia cang).

Email: Truc tiép cho Phong diéu do (ops.tchp@sai gonnewport.com.vn;

thuttx@saigonnewport.com.vn; terminal.tchp@saigonnewport.com.vn).

Cc: Phong kinh doanh (tienbv(@saigonnewport.com.vn;

sales.tchp@saigonnewport.com.vn; tuanpn@saigonnewport.com.vn;

hangntt] @saigonnewport.com.vn).

+ Hinh thire truc riép Khach hang dang ky truc tiép véi Nv KD - Phong kinh doanh.

- Dol véi cdce trudmg hop doéng hang khi khong c6 siin container tai caing TCHP
dugc thé hién nhwr sau:

+ Thoi gian Khach hang gui booking d0| véi container hang kho va hang lanh t6i thiéu
48h truge thoi gian dang ky dong hang dé tién hanh 1am thu tuc chon container, vén chuyén
vé TCHP (container dong hang kiém tra tinh trang container rong, riéng container lanh chon
cac container da duoc PTI).

+ Thoi gian nhan booking t6i thiéu 72h trude thoi gian dong hang véi cac loai hang
tong hop khac.

Luu y: Mot 56 trucng hop khdch hang cé nhu cau déng hang déc biét (sé luong lon,
logi hang ddc biét) sé thoa thudn riéng vé phwong én va thoi gian givi booking, thoi gian
dong hang cu thé voi cang.

- Dang ky cho phuong tién van chuyén hang hoa dong hang tai cang: Khach hang 1ap
thanh danh séach dé dang ky véi cang trude khi thue hién (bang email, zalo, tin nhan hoac
truc ncp voi Nv DPDHT); déi véi cac trurong hop chua dang ky sé& dang ky truc tlep tai cang.

- Cic bwéce thwe hién chi tiét:

» Khach hang:

- Khach hang lién h¢ Nv KD - Phong Kinh Doanh dé dang ky dich vu déng hang tai cang.

- Nv KD dya theo xdc nhan tac nghlep lam hang cua Nv DDHT qua email hoac
chirg tir c6 dong moc (ghi rd phuong dn lay rong theo thong tin trén booking, phuong én
lam hang thu cong hay xe nang) dé tinh phi cho tac nghiép.

- Sau khi thu phi tir khach hang, Nv KD gui xac nhan khach hang da thanh toan qua
email hodc chimg tir c6 déng mgce dén DTV.

- DTV kiém tra tinh hop 1é cua chun;:, tir lién quan. Cap nhat s6 liéu vao hé thong, in
phiéu “Xuat nhap bai”, ghi rd phuong an “Péng hang thi cong hodc bang phuong tién. thiét
bi cu thé™.

» Tai van phong DDHT:

- DO6i voi phuong an dang ky qua email: Nv DDHT s& xac nhan thoi gian tién hanh
dong hang sau khi khach hang dang ky qua email

- Déi vai khach hang dong tién tryc tiép: Khach hang trinh booking hing tau,
packing list, phiéu xuét nhap bdi thé hién phuong én déng hang va dang ky thoi gian lam hang.

[ Y
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Luu y: Nv DDHT sé xdc nhan thoi gian dong hang dong thoi théng bdo cho khach
hang ndam ré quy dinh néu sau 24h ké tr thoi diém trai container khach hang khong thuc
hi¢n cong tac dong hang sé phai dong tién trai bai lan 2 cho container do.

Buéc 2: Trién khai thuc hién

» Tai Vin phong PDHT:

- Nv DDHT kiém tra thong tin dang ky phuong tién van chuyen hang vao cang dong
hang va viét phieu ra vao tam dé khach hang xuat trmh vm Nv bao v¢ cang.

Nv DDHT théng bao cho Nv KHDH bai vé sb container dé lam ké hoach chuyén
bai dong rit.

- Nv DDHT diéu dong cong nhan thue hién theo phuong an.

» Tai cong.

Lai xe diéu khién phuong tién qua cong xudt trinh phiéu ra vao tam c6 chit ky xac
nhan cua Nv DDHT.

- Nhan vién bao vé hudng dan lai xe di chuyén theo lane hang quéa kho/rong vao khu
vuce dong hang.

» Tai khu vuc dong/rut hang:

Cong nhan thuc hién tac nghiép dong hang theo su diéu dong cua Ny DDHT duéi
su giam sat cua khach hang

Khéch hang cung cac bén lién quan truc tiép giam sat. quan ly va kiém dém hang
hoa trong sudt qua trinh dong hang.

> Két thic qua trinh déng hang:

- Khach hang sé ky vao lién 2 cua “Phiéu diéu dong CN” va CN sé giir lai lam san
lugng thanh toan.

- Nv bDHT cap nhap dir liéu 1én hé thong, in ban xac nhén san lugng dong, ky cing
vai khach hang va doi cong nhan. Khach hang gitr phiéu nay dé lam thi tuc Hai quan va
vio sO tau.

- Sau khi dong hang s& phuong tién van chuyén sé dugce diéu khién roi khoi cang
theo cong B.

Budc 3: Tai khu thu tuc

- Khach hang xuét trinh To khai Hai quan (photo) va Thong tin danh sach container
du diéu kién qua khu vye gidm sat Hai quan cho bo phan dang ky tau xuat dé vao so tau.

PTV kiém tra thuc te trén hé thong cont di thanh ly, cap nhap vao sé tau va in
phiéu xac nhan ding ky tau Xudt giao khach hang.

- Khéch hang ky, tra 1 lién tring cho DTV va giir lién 2 © ‘Phiéu xac nhan ding ky
tau xudt” 1am cdn ¢, khiéu nai phat sinh (néu co).

Ghi chu:

- Doi véi quy trinh dong hang container hang ndi dia tai bai: ap dung twong tw nhu
quy trinh nay; tuy nhién khong thuc hién bwdc xuat trinh to khai Hai quan va thong tin
danh sach container du diéu kién qua khu vuc giam sat Hai Quan.

- Doi véi container hang xuat nhdp khau khéng dwgc xép lén tau, cang sé mien trach
nhiém néu do 16i cua khach hang chwa lam thu tuc thanh ly hai quan, khéng dang ky
vao sé tau.
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- Déi véi cac 16 hang chuyén cang xudt tau cdc bé phdn thuce hién dang ky sa lan,
hoan tat thii tue chuyén cang dé kip chuyén container i cang dich cham nhdt trieée 4h so
voi thoi gian closing time trén bookmg cua khach hang cung cap.

- D6i véi cde trudng hop tai cac diém cdp container réng dwoc chi dinh theo véu cau
héng tau khong cé container di ci'.reu kién dong hang Nv DDHT sé chu dong lien hé voi
hang tau nham xdc dinh noi ¢é réng va thong bao véi nhdn vién kinh doanh (Sales) dé trao
doi véi khdach hang diéu chinh dia diém !av :ong phu hop; nhitng chi phi phat sinh sé dwoc
cac bén lién quan trao doi véi khach hang truée khi thue hién dich vu.

- Nhan vién kinh doanh chi tri trong cong tac tiép nhan day du thong tin tir khdch
hang vé: booking, loai a'mng thoi gian die kién dong hang, cac yéu cau vé quy cach déng
hang vao container, ... va cac yéu cau khdc dé trién khai cho DPPHT thuee hién; dong thoi la
dau moi trao déi va xir Iy cdc van dé diéu chinh thong tin booking, chi phi phat sinh,... véi
khach hang va hang tau.

- Nv DDHT ¢6 trdach nhiém theo déi, dén doc cong tdc van chuvén container tir noi
lay rong vé TCHP, trién khai phwong thire dong hang toi cc‘mg nhan; M‘ém tra, giam sat an
toan, an ninh trong qua trinh dong hang; nhéc nho, xir Iy cde vi pham (néu co); la dau moi
Hep nhdn théng tin va xir Iy cdc tinh huéng phdt sinh true tiép tai hién truong,; dam bao
chat liwong dich vu cua cang.

- Paéi véi viée dong hang lanh: thuc hién twong tw dong hang kho, luu y: khach hang
dang ky véi PPHT vé viée hoan tat déng hang d'ong thoi dang ky van hanh dién cho
container cia minh dé DDHT dua container vao dan cam dién; trong suot qud trinh dong
hang tuyét doi khéng cam dién (thuc hién nghiém cdc néi dung theo Diéu 69, 70 trong néi
quy ATVSLD cua TCT ban hanh nam 2022).

3. Luu db quy trinh

Trach nhiém | Cic buée Chi tiet Biéu mau
Khach hang Budc 1 - KH gui mail hodc truc tiép mang lénh cap
rong (Booking) dén vin phong DPHT ding ky
dong hang.
Nv KD - Kiém tra téc nghiép thu tién xuat héa don va

xéc nhan chi phi.

Nv DTV - Kiém tra chimg tir, in phiéu dong hing.

Nv DBHT Budc 2 - Thyc hién chuyén rong tir khu vue chira

Khéch hang rong vé bai TCHP phuc vu dong hang.

Cong nhan - Cong nhan thuc hién dong hang vao
container theo hudng dan cua chu hang va Nv
DDHT.
- Khach hang ky xé4c nhdn vao bién ban dong
hang vao container va Nv DDHT giir 1 ban
luru trir chimg tir.

Nv DTV Budce 3 - Thue hién vao sd tau cho khach hang.

4. Luu d6 ho so

% dan e\ A

RS
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STT Tén ho so Noi luu Hinh thirc lvu | Thoi gian luu
1 |- Lénh cap rong (Booking) -boi TV - Chirng tir giay |02 nim
- Phan mém
2 |- Bién ban déng hang vao |- Diéu do hién |- Chungtir giay |02 nim
container, Packing list truong - Phan mém
3 | -Mavach hiiquan -boi TV - Phan mém 02 nam
- Phiéu dang ky tau xuat

. QUYTRINH o
KHACH HANG PANG KY DICH VU RUT HANG
RA KHOI CONTAINER TAI BAI

1. Pham vi ap dung

Ap dung cho tat ca khach hang c6 nhu cau rit hang tai cang TCHP.

2. Noi dung quy trinh

Buwée 1: Tiép nhin diing ky

- Hinh thirc diing ky: Khéach hang lva chon dang ky dich vu rat hang tai bai TCHP
theo 02 hinh thirc:

+ Hinh thire truc tuyén: Khach hang c6 thé dang ky dich vu rit hang va thai gian thyce
hién qua dia chi email:

Khach hang gui thong tin cho cang bao gdm thong tin: thoi gian dur kién thuc hign rat
hang dé Nv DDHT lap ké hoach thuc hién (theo mau ding ky cua cang).

Email: Trre tiép cho Phong diéu do (ops.ichp@saigonnewport.com.vn; thuttx@saigonnewport.com.vi;

terminal.tchp@saigonnewport.com.vn).

Cc: Phong kinh doanh (tienbv(@saigonnewport.com.vn;

sales.tchp@saigonnewport.com.vn; tuanpn@saigonnewport.com.vn;

hangntt 1 @saigonnewport.com.vn).

+ Hinh thirc true tiép: Khich hang ding ky truc tiép v6i nhan vién kinh doanh Phong
Kinh doanh.

- bing ky cho phuong tién nhan hang hoa rut hang tai cang: Khach hang lap thanh
danh sach dé dang ky véi cang trurge khi thuc hién (bing email, zalo hodc qua tryc tiép); doi
véi cac truong hop chua dang ky sé dang ky truc tiép tai cang.

- Cac buére thye hién chi tiét:

» Tai Khu thu tuc:

- Khach hang lién hé hing tau dé liy thong tin 1énh giao hang va khai bdo 1én E-port
(phuong an giao thang, cap nhat td khai Hai quan va khong dong phi).

- Khach hang lién hé Nv KD dé ding ky dich vu rit hang tai cang trong truong hop
chua dang ky qua email.

- Sau d6 lién hé Nv DDHT dé xé4c nhén tac nghiép ghi 1o phuong an lam hang (thu
cong hay xe nang) c6 déng dau cua bo phan dé 1am can ctr tinh phi.

- Nv Kinh doanh thu phi dich vy, xuét hoa don va dong dau xac nhan da thu phi cho
khach hang.
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- DTV kiém tra tinh hop 1é cua chimg tir lién quan, thoi han Iénh giao hang. Cép nhat
50 liéu vao hé thong, in phiéu “Xuat nhap bai”, ghi rd phuong an “Rut hang thu cong hodc xe nang ™.

» Tai van phong PDHT: ) ) q

- Khach hang trinh Iénh giao hang, phiéu xuat nhap bai thé hién phuong an rit hang
va dang ky thoi gian 1am hang.

- DDHT s& xédc nhan thdi gian rat hang dong thoi théng bao cho khach hang nim ro
quy dinh néu sau 24h ké tir thoi diém trai container khéch hang khong thuc hién cong tac rit
hang sé& phai dong tién trai bai lan 2.

Buée 2: Thuye hién

» Tai vian phong DDHT: _ )

- DDHT kiém tra thong tin dang ky xe vao nhan hang va viét phiéu ra vao tam thoi
cho phuong tién.

- DDHT théng bao cho KHPH bii vé s6 container dé 1am ké hoach chuyén bai dong rut.

- DDHT di¢u dong cong nhéan thue hién theo phuong an.

> Tai cong:

_ Lai xe diéu khién phuong tlen qua cong va trinh phiéu ra vao tam thoi c6 chir ky
xac nhan cua DPDHT cho Nv bao vé cong kiém tra.

- Nv bao v¢ sao khi kiém tra sé huéng dan lai xe t&i vi tri lam hang.

» Tai khu vue bai dong rat hang: ' )

- Cong nhan, bao v¢ thuc hién tac nghiép cat seal. rut hang theo sy di¢u dong cua
PDHT dudi sy giam sat cua khach hang.

- Khach hang cing céc bén lién quan tryc tiép giam sat, quan Iy va kiém dém hang
héa trong sudt qua trinh rat hang.

> Két thiic qua trinh rit hang: L ..

- Sau khi hoan tat rat hang, PDHT thong bao cho déi kiem rong kiém tra. phan loai
container, cap nhat h¢ théng va két thuc phuong an theo quy dinh cua cang, ghi tinh trang
vao phiéu déng/dé hang container ciing ky vao phan khach hang va cong nhan thue hién
trong lién O1.

- Bao vé giao lai seal da cit va lién 01 dé déi lay lién 02 1am séan luong thanh toan tai
van phong DDHT.

- DDHT can ctr vao tinh hinh thuc té. in “Phiéu dong/dd hang container” cho khach
hang va lai xe, Phiéu gom 04 lién: 1ai xe giir 01 lién, khach hang giir 01 lién, bao vé va
DDHT mbi b phan giit 01 lién.

- Trén phiéu thé hién rd: tén khach hang, sb container, sb xe, sd lugng hang (kién,
thing, bao...), phiéu viét cho timg xe dén khi hét xe va hang trong container. DDHT sau dé
cép nhat chuyén trang thai container.

Buéce 3: Tha tuc duwa hang ra khoi cang

- Khach hang xuét trinh* ‘Phiéu dong/dd hang container” cho DDHT dé dong dau mcnhanmngra

- Khach hang xuat trinh “Phiéu dong/dd hang container” cho bao vé cong kiém tra,
thu phiéu va roi cang.

- Két thiic quy trinh rat hang tai bai.
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3. Luu do quy trinh

Trach nhiém | Cic bude Chi tiet Biéu mau
Khach hang Budc 1 - Khach hang khai bao thong tin ddng | - Lénh giao hang
ky danh sach céc container rat hang.
Nv KD - Tinh phi, thu phi va xuat héa don.
- Kiém tra chimg tir, in bién nhan
NvTV thanh toan, ghi rd phwong an “Rit
hang thu cong hodc xe nang’.
Nv DDHT - X4c nhan thoi gian rat hang.
Nv KHPH Buéc2 | - Thuc hién chuyén container vé khu |- Bién ban xic
Khach hang vue rat hang. nhan tinh trang
Nv DbHT - Thuc hién cic thi tuc theo quy | container
Nv lai xe nang trinh;thue hién rut hang tir container
boi CN va dua hang 1én xe khach hang; viét
phiéu dong/dd hang container giao
khach hang: ky xac nhén tinh trang
container.
Khach hang Budce 3 - Khach hang trinh phiéu “Phiéu
dong/dd hang container” cho DDHT
Nv DDHT dé dong dau xac nhan cong ra.
o - Nv bao vé cong kiém tra va thu
Nv bao v¢ phiéu, cho xe ra khoi cang.
4. Luru ho so
STT Tén ho so Noi luu Hinh thirc luu Thoi gian luu
1 | - Lénh giao hang. - DbHT - Chimg tur giay 03 nam
- BTV - Phan mém
2 | - Bién ban xac nhan tinh | - DDHT - Chimg tir giay 03 nam
trang container - Phin mém
Ghi chu:

déi va xir Iy cdc vdn dé chi phi phdt sinh véi khdch hang va hang tau.

- Dé6i voi quy trinh déng hang tai bai cho cont néi dia: dp dung twong tu nhir quy
trinh nay.

- Nhaén vién kinh doanh chii tri trong céng tac tiép nhan day di théng tin tir khdch
hang vé cdc Véu cau cu thé dé trién khai cho DPDHT thuc hién; dé:ng thoi la dau méi trao

- DPPHT ¢6 trdch nhiém trién khai phuong thirc rit hang t6i cong nhan; kiém tra,

gidm sdt an toan, an ninh trong qud trinh rit hang; nhac nho, xu ly cdac vi pham (néu co);

la dau moi !fé:p nhgn théng tin va xu Iy cdc tinh huéng phat sinh truc tiép tai hién truong;
dam bao CLDV cua cang.

- Déi véi viée rit hang lanh: thuc hién twong ti rit hang kho, trong suét qua trinh

dong hang tuyét doi khong cam dién.
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QUY TRINH
KHACH HANG PANG KY DICH VU PAO CHUYEN QUAY PAU CONTAINER
TREN XE VAN CHUYEN CUA KHACH HANG

1. Pham vi ap dung

Dao container la truong hop khach hang ngoai khong st dung dich vu _giao/nhén
container tai cang, nhung ¢6 nhu cau dao chuyén quay dau container hing hogc rong cé sin
trén xe dau kéo cua minh mang tir ngoal vao cang.

Ap dung cho khach hang ngoai c¢6 xe dau kéo cho 02 container 20 feet, container xép
phia dau mMooc xe {ke cabin) goi 13 container s6 1; container xép phia dudi mooc xe goi la
container sé 2. Chleu thudn cua container, container s6 1 cira hudng vé trude phia cabin xe
dau kéo; container s6 2 cira hudng vé sau dudi mooc.

2. Ngi dung quy trinh

Bude 1: Tai khu thi tuc

- Khach hang vao Phong diéu dé, DP KHDH viét “Phiéu ra vao tam théi”; ghi chi
dao container bao gdbm: kich ¢, trang thai, s6 lan tac nghiép....

- Khach hang dong tién tai DTV, nhan lai héa don va “Phiéu ra vao tam théi” c6
dong dau xac nhan da thu tién, ghi rd sé hoa don.

Buéc 2: Tai cong vio _

- Khéch hang trinh “Phiéu ra vao tam thoi” cho Nv bao v¢ cong.

- Khach hang dua xe dén cong theo ludng quy dinh, trinh “Phiéu ra vao tam théi”
va hoa don cho Nv DPDHT.

- Nv DDHT nhén “Phiéu ra vao tam thoi”, kiém tra dong dau cong vao, hudng dan
phuong tién dén VP DPHT va giao lai phiéu cho khach hang.

Buwéce 3: Tai VP DPPHT

- Khéch hang trinh “Phiéu ra vao tam théi” cho nhén vién DPDHT.

- Nv DDHT kiém tra thong tin trén phiéu va doi chiéu thuc té, diéu dong phuong tién
thue hién tac nghiép va xac nhan san luwgng cho phuong tién thuc hién.

- Sau khi thuc hién xong tac nghi¢p, Nv DPDHT dong mdc, ky xac nhan thuc hién 1én
phiéu cho khach hang.

Budc 4: Tai cong ra

- Nv DDHT nhén “Phiéu ra vao tam théi”, dong diu cong ra, giao lai cho khach hang.

Budrc 5: Tai bio vé cong ra

- Khach hang trinh “Phiéu ra vao tam théi” cho Nv bao vé.

- Nv Bao vé cong nhan phiéu kiém tra va thu phiéu.

- Két thic quy trinh dao container trén xe cho khach hang.

Ghi chii:

Vi tri dao chuyén container la trieée van phong PPHT. Nv PDHT chii ¥ gidm st
qua trinh ddo chuyén quay dau container cho khdch hang, thuc hién ding cdc quy dinh an
toan, khéng dé khach hang (ldi, phu xe) n’é;o xuc, leo lén xe, du bam theo phirong tién theo

quy dinh.
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Khong dwoc thuc hién dao tir container trude ra phia sau hodc nguoc lai. Bat buge
ha tung container xuang bdi va nang tirng container lén xe.
3. Luru do quy trinh

Trach nhiém | Cac buée Chi tiet Biéu miu
Khach hang Buorc 1 - Khach hang dang ky container can | Phicu ra vao tam
Nv TV can cho P KHDH. thoi

- Kiém tra chimg tir, thu tién, in héa
don.
Nv bao vé cong | Bude 2 - Nv bao v¢ hudng dan xe vao ding
Nv DDHT lane, Nv DPDHT kiém tra hoéa don,

p[lleu ra vao tam va dong dau, huéng
dan KH vao van phong PDHT.

Nv DDHT Buoc 3 - Kiém tra thong tin, ddi chiéu thuce té
va diéu dong phuong tién tac nghiép.
Xac nhan tac nghiép cho phuong tién
thuc hién.

- BDong mgc xac nhan cho KH.

Khach hang Budc 4 - Nhan phleu ra vao tam thoi, dong
Nv DDHT dau cong ra lén phiéu.
Nv bao vé cong | Budc 5 - Kiém tra phiéu, thu phiéu va cho xe
roi cang.
4. Luu ho so

STT Tén ho so Noi lru Hinh thire lvu | Thoi gian leu

1 |- Bién lai thu tién -DbTV - Chimg tir giay | 03 nam

2 |- Phiéu ra vao tam - Nv bao vé - Chimng tir gidy | 02 nam

QUY TRINH

_ KHACH HANG PANG KY DICH VU
CAN TRONG LUONG CONTAINER TAI CANG

1. Pham vi ap dung
Ap dung cho dich vu can trong lugng container theo yéu cau cua khach hang tai cang.

2. N¢i dung quy trinh

Buwée 1: Tai khu tha tuc

- Khach hang dang ky yéu cau cén xe, can container véi Nv DTV.

- Nv DTV cin cir theo thong tin cua khach hang dang ky, ghi o tac nghiép 1én phiéu
yéu cau, in bién nhan thanh toan c6 ghi chi s6 lan can. phuong 4n khach hang da dang ky
va thu tién theo quy dinh.

- Huéng dan khach hang lién hé véi b phan lién quan dé tién hanh tac nghiép.
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Buo’c 2: Thuc hién tac nghiép cin
» Trwong hop 1: Can container bang xe ndng hang
- Khach hang dxeu khién _phuong tién t¢i Cabin cong,

- Nv DDHT tai cong tiép nhan thong tin dang ky trén bién nhén thanh toan, phat
hanh va ghi théng tin so bg lén “Phleu ra/vao tam” cho khach han;:, va ghi chil yéu cau can
xe bang phuong an xe nang 1én phiéu dé Nv DDHT tai bai nim va thuc hién.

Tai van phong DPDHT. Nv DDHT tai bai thong béo cho khach hang téi vi tri quy
dinh. dong thoi diéu dong xe nang thuc hién téc nghiép.

- Sau khi xe néng thuc hién thao tdc nang céan container, nhan vién xe nang doc trong
lugng container hién thi trén man hinh cho Nv DPDHT ghi nhan 1én “Phiéu ra/vao tam™ ky,
dong dau va xéac nhén san luong cho phuong tién thuc hién theo quy dinh. Luu 01 lién, giao
khach 01 lién.

- Huéng dan khach hang ra cong dé tién hanh in * Phiéu can” theo quy dinh.

» Truong hop 2: Cin container bang ban can tai cong

- Nv DDHT tai cong: tiép nhan théng tin ding ky trén bién nhan thanh toan, phat
hanh va ghi thong tin so bd 1én “Phiéu can” (02 lién) cho khach hang, kiém tra thong tin
trén phiéu dé xac dinh phuong an va s lan can.

Nv DDHT théng béo khach hang cho xe di chuyén ti ban can tai cong, yéu cau
dirng xe ding vi tri va thuc hién can theo véu cau cua khach hang.

Nv DPHT cin cir theo trong lugng hién thi trén can xac nhan 1én “Phiéu can™ trong
lugng thue té cua container sau khi trir trong lugng cua xe va ro-mooc theo thong tin trén
dang kiém, ky va dong mgc xac nhan theo quy dinh. Luu 01 lién, giao khach hang 01 lién.

3. Luu dé quy trinh

Trich nhiém | Cic budc Chi tiet Biéu mau
Khach hang | Budec | - Khach hang ding ky dich vu céan tai |- Phiéu lam hang da

khu thu tuc khai bao trén Eport
Nv DDHT Budce 2 - Kiém tra chimg tir da déng tién dich | - Bién lai thu tién

vu c¢an (diéu hanh chuyén container lén
. xe nodi bo dbi vai container tai bai).

N}’ lai xe dau - Nv lai xe chuyén container lén can.
kéo - Nhan phiéu can trong lugng
container tai van phong diéu do.

Khach hang
4. Luu ho so
STT Tén ho so ] Noi luu Hinh thire luu Thoi gian luu
1 | - Phiéu xac nhan da dong tién | - DTV - Chimg tur giay 01 nam
dich vu can container - Phan mém
2 | - Phi€u can trong lugng - DPDHT - Chirng tur gidy 01 ndm
container - Phan mém
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Ghi chu: ' . '
Doi voi container hang xuat tau: DDHT heomg dan xe vao vi tri ha container theo ké hoach.
Déi véi container hang nhdp: Sau khi khach hang lam day di thir tuc nhdn
container, khach hang cho xe ra khoi cc;ng theo quy dinh.
- Tién can tai TCHP tinh theo biéu gia doi néi clia TCHP.
DPHT tai cong giir 01 lién cua “Phiéu can” trong tat ca cac trieong hop.

Phan 11
CAC QUY TRINH CANG GIAO NHAN CONT VOI KHACH HANG

) QUY TRINH ’ ‘
GIAO NGUYEN CONTAINER HANG KHO CHO KHACH HANG

1. Pham vi ap dung

Ap dung cho tat ca cic khach hang c6 nhu ciu nhan hang container kho nguyén tai
cang (ca container hang ndi dia va xuét nhap khau).

2. N¢i dung quy trinh

Budce 1: Piang ky khu thu tuc

Poi voi cac hing tau ap dung EDO:

Khiach hang tu khai bao va hoan tat cac thu tuc thanh toan trén trang
WWWw.eport.saigonnewport. com.vn. Sau do cung cap ma giao nhan container (hodc in phleu
giao nhan conlamer) cho tai xé va thue hién thu tuc gate-in tai Cong vao.

Poi voi cac hing tau chua dp dung EDO:

+ Khach hang tu khai bao va hoan tit cac tha tuc thanh toan trén trang:
www.eport.saigonnewport.com.vn.

+ Khach hang trinh Iénh giao hang va lam thu tuc tai DTV. DTV kiém tra, xdc
nhan duyét phiéu cap nhat 1én hé théng, in “Phiéu XNB”. Khach hang nhdn “Phiéu
XNB™ (01 lién Vang)

Buée 2: Tai cong vao (Gate-in)

- Nv BV huéng dan xe ciia khach hang di qua cong Cang theo lane quy dinh va giao

“Phiéu XNB™ cho Nv DDHT tai cong.

- Nv DDHT: kiém tra, cdp nhat s6 liéu. in “Hudng dan lam hang™; Cip BAT va giao
“Phiéu XNB”, phiéu “Hudng dan lam hang™ cho phwong tién; huéng dan phuong tién vao
vi tri lay hang.

Buwde 3: Tai khu vue bii héng

- Phuong tién di chuyen dén vi tri giao container chi dinh in trén phiéu “Hudéng dan lam hang”.

- Nhan vién lai ciu/xe nang can ctr huéng din trén man hinh handheld thye hién giao
container cho khach han},

Buéc 4: Tai cong ra (Gate-out)

Nhan vién kiém container kiém tra tinh trang va ghi cha hur hong trén phiéu néu c6 phat sinh.
PDHT nhén phiéu xuat/nhap bai tir khach hang, kiém tra s container. kich ¢& thuc
té, cap nhat hu hong, phat sinh (néu co).

- In phiéu EIR phwong 4n giao thing container, dong dau Ién phiéu, giao lai cho 1ai xe.
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Bude 5: Tai chot bao vé

- Lai xe trinh phiéu cong ra cho nhin vién bao vé.

- Bao vé cong nhan phiéu, kiém tra phiéu EIR (s6 container, déu ra, ky nhan cia
khach hang) néu dung giir lai lién tring va cho xe ra cong (néu chua dung. yéu cau lai xe
quay lai b sung thu tuc).

- Két thuc quy trinh giao nguyén container hang khé cho khach hang.

3. Luu dé quy trinh

Trach nhiém | Cac buée Chi tiet Biéu mau

Khach hang Budce 1 - Khach hang dang ky lay container | Mau D/O va eD/O
hang nhap qua h¢ thong E-port;
- Khach hang lam thu tuc tai khu thu
tuc cua cang khi dung DO giay.

Nv DDHT Budce 2 Kiém tra thong tin vé ) container, Mau man hinh cép
s0 xe. sO6 mode, cap BAT, in phleu nhat TOPO
huéng dan lam hang; cap nhat so
lieu vao hé thong va cho xe vao
cang nhan hang

Nv lai TBN Budce 3 Kiém tra thong tin vé sé container, Mau man hinh
so BAT gitra thuc t€ va dir li¢u trén | Handheld

hé ihong, xac nhan tac nghié¢p trén
hé théng va giao hang lén xe cho
khach hang

Nv DDHT Budc 4 Kiém tra so dang ky hoac thu phleu Mau man hinh cap
XNB, kiém tra thong tin trén phleu xuat | nhat dir liéu TOPO
nhap bai, trén TOPO va thuc té: cap
nhat giwr li¢u vao h¢ thong va cho xe
ra khoi cong giao nhan cua cang

Nv bao v¢ cong | Budc 5 - Kiém tra so container, s xe va Mau phiéu giao nhén
tinh hop 1€ cua phleu EIR; luu giir | container
Chung tur, giai quyet theo quy dinh
va cho xe ra khoi cang

'q\,/

4. Lwru ho so

\I"_ -._f 4!;.,. .

STT Tén ho so Noi luwu Hinh thire luu | Théi gian luu
1 |-D/O,eD/O -PTV - Van ban giay i
A N 02 nam
i - Phan mém '
2 | - Phiéu XNB. EIR -PPHT - Viin ban gidy _—
- Nv bao vé - Phin mém =
Ghi chu:

Trong trwong hop hang nhdp khau tai TCHP nhing c¢é cang dich (Final destination)
trong manifest la mot cang khac, khdach hang phai hoan thanh thi tuc hai quan chuyén cang
va nép 01 bg photo BBCC/BBBG (c6 ban chinh dé doi chiéu) cho BTV kiém tra trude khi
tién hanh lam thi tuc.
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) QUY TRINH ' i
GIAO NGUYEN CONTAINER HANG LANH CHO KHACH HANG

1. Pham vi d4p dung

Ap dung cho tat ca cac khach hang ¢6 nhu cau nhan hang container lanh nguyén tai
cang (ca container hang néi dia va xuat nhap khau).

2. N¢i dung quy trinh

Bude 1: Pang ky khu thu tuc

Poi voi cac hing tau ap dung EDO:

Khach hang ty khai bdao va hoan tit cac thu tyc thanh toan trén trang
www.eport.saigonnewport.com.vn (bao gom ca chi phi cam dién lanh). Sau do6 cung cap
ma giao nhén container (hodc in phiéu giao nhan container) cho tai xé va thuc hién thu tuc
gate-in tai cong Vao.

- D0i voi cac hing tau chua ap dung EDO:

Khéch hang trinh 1énh giao hang va lam thu tuc tai DPTV. Nv DTV kiém tra thong tin
trén 1énh. Céin clr vao thong tin ctia khach hang khai bédo dé cép nhat gior rit dién lam co so
thu tién dién cho khach hang. Sau khi khich hang hoan tat dong phi trén hé thong E-port,
DTV xéc nhan duyét phiéu cap nhat 1én hé thng, in - “Phiéu XNB™.

Doi véi contatner néi dia: Thue hién trong ty nhu hang xuat nhap khau.

Budére 2. Tai cong vao (Gate—m)

Nv bio vé huéng dan xe cua khach hang di qua cong cang theo lane quy dinh va
giao “Phiéu XNB" cho Nv DDHT tai cong

Nv DDHT: kiém tra, cap nhat so li¢u, in “Huong dan 1am hang™; Cap BAT va giao
“Phiéu XNB”, ph1eu ‘Hudng dan lam hang™ cho phuong tién: hudng dan phuong tién vao
vi tri lay hang.

Budée 3: Tai khu vue bii hang

- Khach hang trinh “Phiéu XNB” cho Nv DPDHT. Nv DDHT thong bao cho Nv ky
thuat lanh kiém tra tinh trang hoat dong clia container (may, nhiét do, dong thoi rat dién) va
ghi lai thong tin, ky xdc nhan (nhiét do, thoi gian rat dién) trén * ‘Phiéu XNB".

Nv DDHT cap nhit thoi gian rit dién trén hé thong va giao lai “Phiéu XNB” cho khéch hang,

Budc 4: Tai cong ra (Gate-out)

Nv kiém container kiém tra tinh trang va ghi chi hu hong trén phleu (néu co).

Nv DDHT nhan “Phiéu XNB” bii tir khach hang, kiém tra s6 container, kich c&
thuc té. cap nhat hu hong, phét sinh (néu c6): In phiéu EIR phuong an giao thing container,
dong dau 1én phiéu, giao lai cho lai xe.

Buéc 5: Tai chot bio vé

L4i xe trinh phiéu cong ra cho nhan vién bao v¢.

Nhén vién bao v¢ cong nhén phiéu, kiém tra phleu EIR (s6 container, dau x4c nhan
cua DDHT tai cong ra, ky nhan cua khach hang) néu dang giir lai lién tring va cho xe ra
cong (néu chua dung, yéu cau lai xe quay lai b6 sung thu tuc).

Két thuc quy trinh.

3. Lwu dd quy trinh
















































































































