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Chuong 1: TONG QUAN VE CONG TAC QUAN LY PON

HANG

I. KHAI QUAT CHUNG VE QUAN LY PON HANG

1. Khéi niém vé quan ly don hang

Trong hoat dong san xuét kinh doanh, QLPH 1a sy quan tri toan b qua trinh kinh doanh
don hang lién quan dén chung loai hang hoa hay dich vu nao d6 tir khau bat dau thiét lap
don hang dén khi hoan tit sao cho dam bao yéu cau vé gia ca, chit luong, s6 luong, thoi
gian giao hang.... ma 2 bén da cam két

Nhiém vu trén dugc két hop thuc hién bai bo phan kinh doanh, bd phan quan 1y don
hang va bo phan san xuat. Trong d6 bo phan QLPH 1a cau ndi quan trong dé hoan thanh
muc tiéu san xuat kinh doanh dé ra. Tuy nhién, tiy theo quy mé cua tirng cong ty ma bo
phan quan 1y don hang c6 thé tach riéng voi bo phan san xuét kinh doanh hay kiém ludn
chtrc ning ctia bd phan nay dé trién khai thuc hién toan bo don hang mot cach hoan chinh.
Ho ciing chiu tach nhiém chinh vé doanh thu va su ton tai cua cong ty

2. Nhiém vu cia by phian QLDH trong doanh nghiép:

3

Lam hai long moi tiéu chi danh gia nha may tr phia khach hang

Thuc hién phat trién san pham va chao gia

Lién lac chit ch& véi khach hang dé dap @ng moi yéu cau va dat duoc thoa thuan cho
moi van dé

Thuc hién ky két hop dng kinh doanh

Tinh toan va lap céc bao cao vé chi phi, doanh thu, boi thuong sai pham vé chat
luong va thong tin day du voi bo phan tai chinh

Lién tuc cap nhat thdng tin vé don hang cho cac bd phan lién quan

Pam bao nguén don hang, ngudn cung cap nguyén phu liéu day du cho qué trinh san
xuét duoc lién tuc

Lap ké hoach cho viéc trién khai thuc hién don hang ding véi tiéu chuan chat lugng
va tiéu chi d3 cam két

Giam sét, giai quyét, bao c4o moi van dé lién quan dén qué trinh thyuc hién don hang
Kiém soét tién do san xuat, du phong céc giai phéap can thiét

Trién khai ké hoach giao hang dting han

. C&c hinh thire QLPH

3.1. Hinh thitc quan 1y tryc tuyén



La kiéu quan Iy trong d6 mdi nguoi cap dudi nhan su diéu hanh va chui trach
nhiém treéc mot ngudi lanh dao truc tiép caa minh. Hinh thirc nay duoc xay
dung trén nguyén ly sau:
- MOi cap chi c6 mét thu truong cap trén truc tiép
- M&i quan hé quan Iy trong nay duoc thiét 1ap cha yéu theo chiéu doc
- C6ng viéc quan tri dugc tién hanh theo tuyén
< Uu diém
- Tuan tha nguyén tic 1 thi trudng
- Tao ra su théng nhat, tap trung cao do
- Tréach nhiém céng viéc rd rang
* Nhugc diém
- Khéng chuyén mén hoa, doi hoi ngudi quan tri phai ¢ kién thac toan dién
- Han ché viéc str dung cac chuyén gia c6 trinh d6
- D@ dan dén cach quan 1y gia truong
Hinh thirc nay pha hop véi nhuwnhx xi nhiép ¢ quy mé nho, san pham khéng phuc
tap va san xut lién tuc

3.2. Hinh thic quan ly theo chirc nang

Khi doanh nghiép bat dau phéat trién cé 2 van dé nay sinh
- Pham vi hoat dong dugc mé rong
- Nhiém vu duoc mé rong va nang né hon
Chinh vi d6, doanh nghiép can ap dung quan ly theo chirc ning tirc 12 phan chia nhan
su theo tirng nhdm cdng tac chuyén mén khac nhau. Cu thé hon déy 14 hinh thirc
quan Iy ma céc bo phan chie niang dwoc phan chia theo tinh chat cua té chic. Cac
nhéan vién dugc phan chia nhiém vu trong cac bo phan chirc nang theo lanh vuc
chuyén sau ma ho am hiéu
< Uu diém:
- Giam bot nhan lyc va ting cudng mdi quan hé hop tac trong cac bo phan chire ning
- Cho phép chia sé¢ kinh nghiém va kién thuc giita cap trén va cap dudi
- Nang cao trinh d6 va k¥ ning giai quyét van dé
- Lay quyét diinh tap trung vao cap lanh dao cao nhat
% Nhuoc diém:
- Gap kho khian khi chon quyét dinh do phai qua nhiéu cap, tang nac
- Trao ddi tin tic, phdi hop hanh dong gitra cac bo phan gap kho khin
- Tao ra tranh chip vé th tu wu tién ddi voai muc tiéu cua doanh nghiép gitra cac bod
phan
- Lam cho céc nha quan tri tré thanh chuyén gia trong linh vuc hep, khéng c6 cai nhin
toan bo vé hoat dong doanh nghiép



3.3.

Hinh thirc t6 chiic theo kiéu chirc ning c6 thé dem lai hiéu ning va tiét kiém chi phi
cho doanh nghiép, nhét 1a cac doanh nghiép vira va nho, vi n6 tap trung quyén hanh
va quyén ra quyét dinh trong tay céc nha quan trj cao cap
Hinh thizc quan 1y theo truc truyén — chirc ning
D4y 1a hinh thirc quan ly két hop ca 2 loai quan ly truc tuyén va quan ly chic
nang. Kiéu nay c6 dic diém co ban Ia:
Van ton tai cac don vi chirc nang, nhung chi don thuan vé chuyén mdn khéng c6
quyén chi dao cac don vi truc tuyén. Cac don vi chirc ning lam nhiém vy tham muu
gilip viéc cho céc nha quan tri cip cao.
Nguoi lanh dao truc tuyén chiu trach nhiém vé két qua hoat dong va dwoc toan quyén
quyét dinh trong don vi minh phu trach
< Uu diém
C6 nhitng vu diém cia co cau truc tuyén va co cau chiic nang
Tao diéu kién cho cac giam ddc tré phét huy kha ning nhan sy trong to chuc
% Nhuoc diém
Nhiéu tranh luan xay ra, do d6 nha quan ly phai thuong xuyén giai quyét
Han ché sir dung kién thac chuyén mén
Van c6 xu huéng can thiép cua cac don vi chirc ning nén dé xay ra xung dot doc
giita cac chirc nang va cac don vi truc tuyén
Hinh thirc quan 1y theo Kiéu truc tuyén — chirc nang 13 mét hinh thirc quan 1y thudng
duogc sir dung trong cac t6 chic ¢ quy md 1én, cé tinh chuyén mén hoa cao

3.4. Hinh thac quan ly theo ma tran

Day 1a hinh thirc quan ly hap dan hién nay. N6 ¢6 nhiéu tén goi khac nhau nhu
quan Iy theo ma tran, ban co, hay quan 1y theo dé an,
Cho phép cuing luc thyc hién nhiéu du &n
San xuat nhiéu loai san pham khéc nhau
MJdi thanh vién cia mot bo phan truc tuyén véi b phan chie nang duoc gan lién voi
viéc thuc hién mot dé an trén mot khu vuc nhét dinh
< Uu diém
Dbay 1a hinh thtrc quan ly linh dong
it tén kém, str dung nhan lyc cé hiéu qua
Pép g duoc tinh hinh san xuat kinh doanh cia doanh nghiép bién dong
Viéc hinh thanh va giai thé dé dang, nhanh chéng
% Nhuoc diém:
D& xay ra chanh chap anh huang giita ngudi 1anh dao va cac b phan
Doi hoi ngudi quan ly phai c6 anh huong nhat
Pham vi st dung con han ché vi doi hoi mot trinh @6 nhat dinh



3.5.

Quan ly theo ma tran hay thay trong cac cong ty c6 quy mé 16n mang tinh da nganh
hay da qudc gia. Hinh thirc nay dang dugc chi y vi tinh linh hoat va thich ¢ng trong
moi trudng hoi nhap va canh tranh quéc té
Hinh thtc quan 1y theo san pham
Hinh thirc nay 14y co sé tir cc day san pham hay linh vuc hoat dong dé thanh lap
cac hoat dong. Bo phan phu trach san pham cd trach nhiém hoat dong trén nhiéu
thi truong khac nhau vé san pham dé
< Uu diém:
Phét trién tot san pham, c6 tam nhin tdng quat vé thi truong 1 ddy san pham nhat
dinh
C6 kha ning tap trung nguon luc dé canh tranh
Dé xac dijnh dugc wu thé canh tranh
% Nhuoc diém:
Doi héi trinh d6 quan 1y khac nhau ¢ céc ddy san pham, do vay chi phi quan 1y cao.
Dong thoi viéc dao tao va phét trién nhan su trong t6 chire ciing han ché
D& dan téi tinh cuc b gitra cac bo phan, it quan tAm dén sy phat trién toan dién cua
t6 chuc
Kha nang hop tac gitra cac bo phan kém

3.6. Hinh thtc quan 1y theo dia ly

Hinh thirc quan 1y theo dia ly mang tinh c¢6 dién nhung lai ¢6 nhitng ing dung tot
trong canh tranh hién nay. Viéc quan ly phan chia hoat dong theo ting vung dia
ly. Muc dich:
Khuyén khich su tham gia caa dja phuong, khai thac wu thé trong céc hoat dong ¢ dia
phuong
La phuong phap phé bién & cac doanh nghiép hoat dong trén pham vi dia Iy rong
< Uu diém
Phan dinh nhiém vu rd rang ting khu vuc
C6 kha ning thich nghi véi cac thay d6i nhanh vé nhu cau tiéu dung va thay d6i moi
truong
Tang cudng sy chuyén mon hda nhan vién co thé tap trung vao dong san pham dang
phu trach
Cho phép phét huy t6i da kha ning canh tranh hay loi thé chién lugc ctia mdi san
pham
% Nhuoc diém:
Kho phéi hop hoat dong giira cac khu vuc
Gay lang phi ngudn nhan luc cua to chic do phai to chirc cac bo phan chirc nang cho
mdi dong san pham
Lam han ché kha ning giai quyét van dé trong mot san pham riéng



- D& gay phan tan tai nguyén néu khong biét cach diéu phéi khéo léo

II. QUAN LY BPON HANG NGANH MAY
1. Khéi niém QLDPH nganh may

Pon hang nganh may 1a nhitng hop dong san xuét san pham may cu thé: 4o khoéc,
quan, vay, dam,...

QLDPH nganh may la chudi cong tac thuc hién thong qua qua trinh 1am viéc véi
khach hang bt dau tir giai doan thuong mai, phat trién mau san pham, tim kiém ngudn
cung cap nguyén phu liéu, trién khai va kiém soét toan b don hang cho dén khi hoan
thanh san pham theo diing yéu cau chat luong, s luong va ding thoi gian giao hang da
ky két trén hop dong véi gia ca da thoa thuan

2. Vai tro

- La cau ndi gitta khach hang — cong ty, cdng ty — nha cung cip, bo phan — bd phan, dé
c6 thé tiép nhan thdng tin, xa ly thong tin, chuyén giao thdng tin, truyén dat thong tin
tir phia khach hang, nha cung cap va cac b phan lién quan mot cach nhanh chéng
chinh x&c dam bao san xuat dugc lién tuc tranh moi su tri hodn. Bang thoi quan 1y
don hang tot s& tao thuan loi cho cac bo phan khéc sap xép bd tri cong viéc trién khai
va hoan thanh don hang & muc d6 tét nhat

- Chuan bi dau vao va dau ra cho san xuat: Tai liéu ky thuat, NPL, théng tin san xuat ,
c4c thi tuc nhap va xuat hang

- Tao dung méi quan hé va lam hai 16ng moi yéu cau cua khach hang

- Tao dung hinh anh va uy tin ctaa céng ty

- Duy tri hoat dong san xuat kinh doanh va téi wu hoa loi nhuan thu dwoc

3. Co cau nhan su ¢ bo phan QLPH, nhiém vu va quyén han
3.1. Phan chia nhan sy theo nhiém vu cu thé

- Truong bo phan QLDH

- Ph6 bg phan QLPH

- Cac truong nhom QLDH

- Nhan vién QLDH

3.2. Phan chia nhan sy theo cip bac quan ly trong DN



Marketing

Merchandiser |° QLPH chuyén trach vé thuong mai

Head |- QLDH & cp bac gidm ddc bo phén,
Merchandiser chi nhanh

Senior |+ QLPH ¢ cip bac truong
Merchandiser | nhém

Junior QLBH ¢ cép
Merchandiser | do nhanvién

3.3. Phan chia nhan sy ¢ van phong dai dién

- Vin phong dai dién tryc tiép: 1a loai van phong do cong ty me thanh lap van phong
dai dién tai Viét Nam. Vin phong dai dién loai nay s€ dai dién cho thwong hiéu cta
cdng ty me Cong ty nay cd trach nhiém va nhan don hang tir cac khach hang trén thé
gidi sau do gtri don hang qua van phong dai dién & VN. Van phong dai dién c0 trach
nhiém tim céng ty gia cong, theo dbi tién do thuc hién, giai quyét cac tinh huéng phat
sinh, tiép nhan cac gop y, yéu cau cua khach hang chuyén giao nhanh chéng céc yéu
cau d6 cho cong ty gia cong.

- Vin phong dai dién gian tiép: Thuong gia nudc ngodi ma vin phong kinh doanh &
VN. Vin phong sé truc tiép nhan cac don hang va tim cac cong ty gia cong theo hinh
thize FOB hay CMT. Vin phong dai dién trung gian thuong phiic tap, ¢6 nhiéu b
phan va phong ban hon. Di voi van phong 16n ngodi bo phan theo ddi don hang con
c6 can bo ky thuat, kiém tra chat lugng va can bo thyuc hién cac cong viéc xuat khau.
cong viéc QLPH tai van phong dai dién gian tiép thuong ban ron hon céc vian phong
dai dién truc tiép. Nhan vién quan ly it quyén han hon va moi viéc déu cho y kién tir
khach hang.

4. Nhiém vu va quyén han cua nhan vién QLDH
4.1.1.Truéng bo phan QLBH

«* Nhiém vu:
- Giao tiép vai khach hang, lién hé véi cac co s¢ bén ngoai. Chon khéach hang, ky hop
ddng, quang ba va lién hé voi cac don vi trong va ngoai nuéc vé quy md hoat dong



san xuat kinh doanh cua céng ty nham dam bao ngudn hang san xuét on dinh cho
cong ty
C6 vén cho ban giam ddc vé viéc chon khach hang, nhan don hang
Phén tich don hang, 1ap dinh mac san pham, tinh gia san pham trinh tong giam déc
duyét
Tao mdi quan hé 1au dai voi khach hang
Lién lac v&i khach hang dé giai quyét cac van dé tro ngai trong quaé trinh san xuat
Giam sét, theo ddi, xir Iy cac khiéu nai cua khach hang, do ludng su thoa méan cau
khach hang ddi v6i nhan vién tryc thudc
Theo dbi ké hoach xuat hang
H& tro nhan vién xir Iy moi thong tin san xuat tir xi nghiép
Kiém tra d6 ddc cac nhan vién dudi quyén thuc hién cong viéc dugc giao
B4o cdo cho ban giam d6c vé tién do san xuat, tinh hinh san xuat
Giam sét viéc thanh ly hop ddng va thu hdi cong ng
Thuc hién cac cong viéc khac theo yéu cau cua ban giam dbc
% Quyén han
Thira lénh tong giam dbc, yéu cau cac phong ban tién hanh thuc hién ké hoach san
XUAt VA cung cap cac thdng tin can thiét lién quan dén khach hang
C6 quyen kiém tra, chat van cac trudng don vi trong van dé san xuat, phdi hop xir ly
cac sy cb trong san xuat
Puoc quyén diinh chi san xuat néu c6 van dé phat sinh bat lgi cho cong ty
C6 quyén dé xuat, b6 nhiém, bai nhiém, nang luong, xtr Iy can bo trong phong

4.1.2. Ph6 b phan QLDH

+»* Nhiém vu
HG tro cong viéc ciing truéng nhom, tham muu cho truéng bd phan vé cong tac bb tri
nhan su trong bo phan
Tryc tiép giam sat tién do6 thyuc hién céng viéc cia cac nhém quan 1y don hang
Tryc tiép hd tro nhan vién dudi quyén khi xu ly cac van dé
< Quyen han
Thay quyén truang bo phan giai quyét cac van dé khi truong bo phan vang mat

4.1.3. Céc truong nhom QLDH

+»* Nhiém vu
Thuc hién moi cong viéc theo phan cong cua truéng bo phan
Giao tiép voi khach hang nham dam bao nguén hang san xuat cho cong ty
Chiu trach nhiém trudc truong bd phan va pho bo phan vé cac don hang duoc giao
Theo ddi, giam sat, diéu dong cac nhan vién truc thudc theo quy dinh
Kiém tra d6n dbc tién do thuc hién cong viéc



Ho trg cong viéc cling cac nhan vién trong nhom va cac nhom khac trong bo phan
Lién lac v&i khach hang dé giai quyét tro ngai trong qué trinh kinh doanh
Lam cau ndi gitta cac bo phan trong cong ty, don vi gia céng voi khach hang dé xu ly
Cac sy ¢ trong san xut.
Chu dong thiét 1ap mdi quan hé chit ché vai cac bo phan

< Quyén han
Diéu dong va phan cong nhan vién truc thudc dé cong viéc dat hiéu qua hon
Y&u cau cac don vi san xuit thuc hién theo ké hoach san xuét va yéu cau caa khéch
hang
Giam sét thuc hién ké hoach di vai cac bo phan san xuat

4.1.4. Nhan vién QLDH

«* Nhiém vu

- Nhan vién QLPH vé phét trién mau ( Merchandiser developing)
+ Can d6i nhu cau don hang: so luong, thoi gian. ..
+ Nhan tai liéu k¥ thuat, rap, mau... tir khach hang
+ Phét trién mau
+ Phan tich don hang, 1ap dinh muc NPL, tinh gia thanh SP
+ Chu dong tim kiém mé rong thi trudng caa cong ty
+ Quan ly, phuc vu khach hang

- Nhan vién QLDH vé nguyén phu liéu (Merchandiser fabric and trim)
+ Lién hé vé&i khach hang va yéu cau cung cap cac théng tin can thiét cho
bao gia va lam mau: kho vai, gia NPL, dia chi nha cung cép,...cho cac
nguyén phu liéu chi dinh, hoic mé ta déi véi nhitng NPL ty tim kiém.
+ Mua NPL: lién lac thuong xuyén, héi thic nha cung cap thuc hién theo
lich giao hang. Thuc hién thanh toan: ma L/C hoac dit coc dé nha cung
cap tién hanh san xuat
+ Yéu cau bo phan xuat nhap khau lam tha tuc tiép nhan hang vé cang
+ Tiép nhan vat tu va kiém tra s luong, chat lugng l1an cudi. Lam viéc
vé6i khach hang dé xir ly trong qué trinh chét luong, s6 luong vt tu.
+ Theo ddi NPL vé dong b, bao khach hang vé su ¢6 cia NPL
+ Theo ddi can d6i NPL tai nha may
+ Lén ké hoach cit cho cac don hang
+ Giai quyét cac van dé phat sinh vé NPL trong qua trinh san xuat

- Nhan vién QLPH vé san xuat (Merchandiser production)
+ Phén chia diéu chuyén don hang hop Iy
+ Chuyén giao nhanh chéng kip thoi TLKT dén céc bo phan lién quan
+ Doén dbc bo phan sx, gia cong thuc hién ké hoach
+ BA&o c4o tinh hinh sx thudng xuyén cho cap trén



+ Lén ké hoach xuét hang
+ Luu trit hd so
+ Can d6i nhu cau don hang: s6 luong, thoi gian. ..
+ Nhan tai liéu k¥ thuat, rap, mau... tir khach hang
+ Phét trién mau
+ Phan tich don hang, 1ap dinh mic NPL, tinh gié thanh SP
+ Chu dong tim kiém mé rong thi trudng caa cong ty
+ Quan ly, phuc vu khach hang
< Quyén han
- Yéu cau cé4c bo phan trong nha may hd tro céc cong viéc lién quan
- Héi thuc, giam sat nha may giao hang dung theo yéu cau va ding han
- Yéu cau khach hang gui cac tai liéu ky thuat, toan bo thong tin don hang,
thong tin diéu chinh. ..

5. Quy trinh trién khai don hang tai doanh nghiép

[ Khach hang » Merchandiser »| Nha cung cép
Nhamay | P. Ké hoach f——p XUONEMAY L 1 pKy thuat
gia cong méu

11l. CAC YEU TO ANH HUONG DEN HIEU QUA LAM VIEC CUA NHAN VIEN
QLPH

1. Y&u cau vé trinh d6 chuy&n mén

Kién thac cong nghé san xuat may

Kién thuc vé thiét ké rap va may céc loai san pham may

Kién thuc vé 1ap ké hoach san xuit may

Kién thuc vé nguyén phu liéu nganh may

2. Y&u cau vé trinh do ngoai ngir

Ngoai ngir 1a phuong tién khong thé thiéu trong qué trinh giao tiép, trao doi thong
tin vé don hang

3. Y&u ciu Vé trinh d6 tin hoc



MJ3i nhan vién can ty trang bi cho minh nhiing kién thirc vé tin hoc van phong
trén nhitng phan mém cin ban, k§ niang sir dung céc loai may van phong
4. Y&u cau vé pham chit ca nhan va ky ning 1am viéc
Pay la diéu kién du dé xay dung ngudi nhan vién QLDH chuyén nghiép
- Pham chét ¢ nhan
+ Kha ning quyét doan
+ Tinh than trach nhiém
+ Tinh than l1am viéc nhém
+ Su hop tac trong giai quyét van dé
+ can than, nhanh nhen
+ Gin b6 véi cong ty
- K¥ nang la viéc:
+ K§ ning giao tiép, thuyét phuc, thuong lugng
+ K¥ ning 1ap ké hoach
+ Ky nang quan ly thoi gian
5. Hoa nhap van hoa cong ty va xay dung méi quan hé cong so
5.1. Hoa nhap van hoa cong ty
Vin héa cong ty lién quan truc tiép dén nhan thic va phép hanh xu caa mdi cé
nhan trong mdi truong lam viéc noi cong so. Bé hoa nhap va gop phan xay dung
moi trerong lam viéc chuyén nghiép, than thién va hiéu qua thi cad nhan nén:
- Biét lang nghe, dong gop v kién
- Biét ton trong moi nguoi
- Biét quan sét
- Biét chap nhan va chiu dung
- NGi it 1am nhiéu
- Trang phuc cé nhan gon gang, phu hop
- Di lam dung gio, gitr 161 hira, dam bao dung han
- Tréanh lam dung chtc quyén
5.2. Quan hé trong cdng so
- Quan hé¢ vai khach hang
+ Truyén thong hiéu qua va tich cuc: truyén thdng mot cach nhanh
chéng, chinh xac moi théng tin yéu cau cia khach hang
+ Pat duoc su tén trong, su tin twong dé duy tri mbi quan hé 1au dai
+ Tao dyng vin héa ng xir trong giao tiép truc tiép va gian tiép mot
cach lich sy va dung muc
- Quan hé véi nha cung cap
+ Cap nhat lién tuc tinh hinh san xuét kinh doanh cua nha cung cap
+ Thong tin day du kip thoi moi thay do6i vé quy cach NPL dat mua



+ C0 ké hoach truéc cho viéc guri don hang dé thuan tién cho viéc to
chirc san xuat

+ Giit lién lac véi nhiéu nha cung cip khac nhau
- Quan hé véi cip trén

+ TOn trong dang muc

+ Quan sat tiép thu va hoc hoi

+ Hiéu y va diéu chinh céch lam cho phu hop

+ Xay dung y thirc tén trong cap trén
- Quan hé véi ddng nghiép

+ T6n trong va quan tim dén dong nghiép

+ Gan giii c6i M& va cu xtr ding muc

+ Trénh tri trich d6n day trach nhiém

+ Tréach ban tan 1an nhau
- Quan hé véi cap dudi

+ Quan tdm mot cach chan thanh

+ P6i xir cdng bang vaéi nhan vién

+ Dong vién khen thudng Kip thoi

+ Té nhj trong gop Y

+ Tranh lam quyén doc doan

+ Lang nghe y kién va phan hoi



Chuong 2: TRIEN KHAI CONG VIEC CUA NHAN VIEN
QUAN LY PON HANG NGANH MAY

1. Kiém soat va truyén dat thong tin trong cong tac QLDH
1.1. Thong tin trong céng tac quan 1y don hang
« Théng tin chung vé khach hang, nha cung cap NPL, don vi gia cong:
- Tén cong ty, dia chi, s6 dt lién lac, s6 fax, ngudi lién hé
- Thuong hiéu, dong san pham, quy mo, ning lyc san xuat
- Keénh phan phdi, tham nién hoat dong

« Théng tin vé quy trinh thuc hién don hang: hudéng dan chi tiét cc yéu cau cu thé cho
tung giai doan thuc hién don hang.

- Thodng tin vé don dat hang: mo ta san pham, chi tiét so lugng don hang, bang mau,
ngay xuat hang....

- Y&u cau phat trién mau mai: phét trién cho mua nao, tén mau, ngay gui
- Rap mau: rap cho size co ban

« Bang code mau va tén mau: bang bao géom nhitng gam mau, tén mau ciia NPL ma
khach hang muon phét trién

« Tai liéu k¥ thuat: hinh v& mo ta mau, chi tiét quy cach may, cau tric san pham, yéu
cau tiéu chuan chat lugng NPL, bang thong so kich thudc...

« Cac két qua kiém dinh chat luong NPL

« Céc gbp y duyét mau

« Théng tin Vé rap, dinh muc, so dd cat

« Tiéu chuan chét luong kiém tra hang thanh pham
« B4o céo kiém tra chat lwong san pham

« Céc quy dinh ciia khach hang vé: ty 1é xuat hang du, thiéu, hoac ty I¢ phbi khdng
dang size

« Cac phan anh caa khach hang vé don hang sau khi xuét
« Théng tin xuat hang: ké hoach xuat hang, phwong tién, lich trinh, packing list...

« C&c phat sinh trong qua trinh thu mua, thanh toan



Cac béo cao doanh thu

Thong tin nhap hang

Thoéng tin noi bo:

- Céc phét sinh, thiéu hut trong qué trinh thuc hién
- Céc béo cao vé tinh trang NPL

- Céc béo cao vé tién d6 thuc hién don hang

- Céc thic méac vé TLKT

1.2. Kiém soat va truyén dat thong tin

VD:

Kiém soat va truyén dat thong tin 12 mang céng viéc xuyén sudt va mang tinh quyét
dinh dé thuc hién toan bd don hang

Théng tin c6 thé duoc nhan truc tiép hodc gian tiép tir cap trén, khach hang, céc bo
phan lién quan

Nhén vién QLDH chuyén trach vé mau: can quan tam tinh trang mau, tién do phat
trién, yéu cau cua khach hang, cac gop y cua khach hang

Nhan vién QLPH vé tinh gia: cac loai vai NPL sir dung, dinh muc, chao gia caa
NCC

Nhan vién QLPH vé dit hang chi: tinh chét loai chi sir dung cho ma hang, dinh muc,
code mau chi

% Céch thtc kiém soét thong tin

Tiép nhan va nam bat tich cyc, kip thoi moi thong tin lién quan dén don hang

- Pam bao hop thu dién tir lubn hoat ddng, nhan va kiém tra kip thoi cac email tr

phia khéch hang, cip trén, ddng nghiép

- Chiy va xem xét k§ moi thong tin va don hang nhan duoc, tranh bo sét chi tiét,

hiéu sai y

- Ghi chu riéng, hozc 1am ndi bat cac thdng tin quan trong vé don hang dang theo doi
Hiéu rd rang chi tiét tirng thong tin

Khi nhan thong tin qua 16i n6i can ghi chép lai dé khéng bi sai sot

Nhitng thong tin gap can giai quyét ngay

Xac dinh lich trinh va cach giai quyét cho tirng cong viéc



Thudng xuyén Kiém tra don dbc cac cong viéc lién quan dén don hang
% Céch thuc truyén dat thong tin
Chuan bi k§ ludng noi dung can truyén dat

Thong tin can truyén dat c6 b cuc chit chg, ¢6 dan y rd rang, ngan gon, stc tich ph
hop véi ting doi tuong

Nhan manh cac théng tin quan trong cho tirng bo phan khac nhau
Cap nhat lién tuc cac thay d6i méi nhat lién quan dén don hang

Tuyét d6i khong nam gitr thong tin hay tri hoan trong viéc pho bién chia sé thdng tin
den cac bo phan co lién quan

Chi nén truyén dat mdi lan mot thdng tin bang mail voi cha dé rd rang

Phai c6 yéu cau xac nhan tir bén nhan thong tin dé dam bao ddi tugng hiéu dung, 1am
diang

Giir thai do ding muc véi ting d6i twong nhan thong tin.

2. Lam viéc vai khach hang

2.1. Céch thuc tiép can khach hang

7
0'0

Céch thuc tiép can hiéu qua nhat 12 giri thu ngé giGi thiéu vé cong ty bao gom cac
noi dung sau:

Thong diép ciia ban giam doc

Théng tin tong quan vé cong ty

So do t6 chic cua cong ty

Vian hoa cong ty

Hinh anh tiéu biéu vé cac bd phan, san pham mau, may méc. ..

Cac chtng nhan, cam két. ..

2.2. Khéch hang danh gia doanh nghi¢p

Khéach hang cd thé giao cho bén kiém dinh thuc hién hoic truc tiép tham quan

Khi nhan dugc don hang nhan vién QLDH phai chuyén cac théng tin dén cac bo
phan chuyén trach

2.3. Trao doi thong tin don hang

% Tiép nhan thong tin don hang mai



Thong tin vé don hang méi bao gom:

Tai liéu ky thuat
Rap size chuan

San pham mau

Pam phén va thuong luong: ¢6 3 hinh thic chi yéu

Pam phan bang vin ban: Hoi gia -> chao hang -> Trao ddi gia -> Chap nhan -> xéc

nhan

Pam phan bang gap mit:

Pam phén qua dién thoai: can luu y

Nguoi goi tu gigi thiéu minh la ai, tir dau tai, ly do goi
Nguoi nhan thé hién sy ling nghe

Hay mim cuoi khi n6i chuyén dién thoai

San sang ghi chép khi goi dién thoai

Dé ngudi goi két thic cudc ndi chuyén

Cac yéu t6 anh huong dén qua trinh dam phan

An tuong ban dau

Ngon ngit co thé

Xac dinh muc tiéu r6 rang

Lang nghe

Nghé thuat giao tiép va trinh bay
Nghé thuat dat cau hoi

Biét gi6i han

Tom tat va két luan mdi khi dat dugc trong thoa thuan

Nhiing diéu can tranh khi dam phan:

Khong nhin vao mit dbi tuong khi dam phan
Khéng c6 ké hoach khi dam phan
Khong bao trudc ndi dung khi dam phan

Dé cho d6i tac qua tu do, quyén chi dong khi dam phan



- Pua hét tat ca thong tin ngay tir dau budi dam phan

- L&ng tranh y kién phan d6i hay nghi ngo tir ddi tac

- Khdng chuan bj truéc cac gisi han

Pam phan giao dich véi ngudi nudc ngoai:
Tim hiéu vé sy khac biét vé nén van hoa cua ddi tac

Dé phong dua ra nhan dinh cha quan vé vian hoa

Can than vé ngdn ngit, ctr chi va ¥ nghia kém theo

Ngon ngit 1a van dé quan trong dé két ndi cac nén vin hoa

- V6i nhitng nén vin hoa khac nhau can c6 cach dam phan khac nhau.

< Mot s6 khac biét co ban vé vin héa giita phuong Pong va phuong Tay

Khéc biét Phuong Tay Phuwong Pong
Phong tuc tap Chu y tei cac quyén, muc dich | Chu trong t6i tinh cong ddng
quan y muon riéng cua tung nguoi
Do6i moi Coi trong y nghi moi Coi trong phong tuc, tinh ké
thura
Nang dong Co6 tinh ndng dong cao it nang dong hon
Dién cam Manh dan biéu hién cam xtc Thuong boc 16 cam xdc manh
mot cach ty nhién & noi cong cong
Mét uy tin Sau d6 van hoat dong binh Ton hai dén cong viéc sau nay
thuong
Quyét dinh Quyét dinh dua trén s6 liéu Quyét dinh dua trén truc giac
Thoi gian La mot mdi ban tam chu yéu Két qua cong vi€c co gia trl
hon tién do thuc hién
Luat phép vao Ton trong luat phap Sbng theo dao dirc
dao duc

« Chuan bi tai liéu dé dam phan

- Danh thiép, catalogue...




- Céc thdng tin vé gia ca, thanh pham, quy céch san pham, dong géi, sé luong, giao
hang....

- Mau ghi chép/ sb ghi chép
* Quy trinh dam phan
- Bat dau bang nhitng van dé khong ai ban cai tranh luan

- Trién khai n6i dung chinh lién quan dén qua trinh thuong luong gia va cac diéu
khoan cta hop dong

DPam phan khong chi dé cap dén mat thanh cong cua vin dé ma ca mit trai cua van
dé

Nghe can than phia bén kia, néu can thi sir dung bién dich, nén hoi lai r y.
- Khi dua ra mot dé nghi nao d6 thé hién cang it cam xtc cang tét

Str dung cau diéu kién

- Trong nhiing tinh hudng khdng thuan loi c6 thé xin giai lao, hoic dé nghi diém nay
s¢ dam phéan sau

- Két thic van dé: tom tat lai nhitng van dé da dong y
3. Tim kiém va lya chon nha cung cap (Supplier)
3.1. Muc tiéu cdng tac tim kiém va lya chon nha cung cap

— Tim kiém duoc nha cung cap chat lugng, giao hang dung han va c6 nhiing diéu kién
thuong mai phu hop véi don hang

— C6 dugc bang bao gia NPL tbt nhat (Price quatation). Pay 1a co s& cho viéc béo gia
san pham khach hang giri

— C6 dugc mbi quan hé 1au dai, bén viing vé nguon cung wng NPL

— Chuan bi sin sang cac nha cung cip dap ang tét nhat vé tiéu chuan chat lugng. Thoi
gian giao hang NPL can thiét cho don hang dai tra sau nay.

3.2. Gigi thiéu vé nha cung cip NPL nganh may

Nha cung cip NPL cho linh vuc may mac la tit ca cac to chire, don vi san xuat, kinh
doanh phan phoi, nhap khau hang hoéa, dai 1y doc quyeén trong va ngoai nudc Ve:

— Cac loai vai, gia da, xo soi,...

— Cac loai vai khéng dét, mex, dung,...

— Ca&c loai nhdn, mac, thé bai,...

— CA&c loai moc cai, khoa, day kéo, nut,. ..

— Céc loai day ludn, thun, ren, day treo, day chéng gian,...
— Caéc loai chi

— Céc loai gidy sticker, gidy 16t, gidy cit rap....



— Céc loai kep nhya, khoanh cé, budém ¢, ...
— Cac loai moc treo

— Cac loai bang dan

— Cac loai bao bi, thung carton

3.3. Thu thap théng tin nha cung cap

— Tracau trén internet, danh ba

— Hé thdng quang céo trén truyén thanh, truyén hinh, b4o chi
— Hoi cho thuong mai

— Catalogue chao hang

— Gidi thiéu caa cac don vi lién quan

— Chi dinh cua khach hang

— Tryc tiép lién hé tai co s& cua nha cung cap

3.4. Hinh thuc tiép can nha cung cap

— Thu dién tr
— bién thoai
— Tham quan xudng san xuat

3.5. Ti€u chi danh gid nha cung cﬁp

— Giaca

— Chét luong san pham

— Ning luc cua nha cung cap

— Uy tin caa nha cung cap

—  Quy md san xuat

— Tinh hinh tai chinh

— Thoi gian giao hang

— Phuong thirc thanh toan

— Xt ly céc tinh hudng phat sinh

— Thi trwong phan phdi

— Thé&m nién hoat dong

— Dic diém kinh doanh caa nha cung cap
— Quan h¢ va cham s6c khach hang

3.6. Nguyén tic lya chon nha cung cap

— Giacahoply
— Chét luong san pham
— Thoi gian giao hang

3.7. Quy trinh thyc hién cong tac tim kiém va lya chon nha cung cip



Xac dinh nhu cau

Tim ki€ém nha cung cap

Danh gi4 nha cung cap

Lua chon NCC tiém
nang

Guri mau vai, TCKT
NPL, mau lay out NPL

So sanh cac nha cung cap

Gui cho sép/khach hang
duyét

Lwa chon nha cung cap
chinh thtrc

3.8. So lugc vé nha cung cap vai

K/
0‘0

Nha may san xuét vai soi (fabric mill) : san pham 1a soi, vai thd, vai thanh pham

Qua trinh san xuét vai duoc thyc hién ¢ nhitng nha may dét. Hién nay mé hinh tong
cong ty dét may khéa pho bién, dugc trién khai theo dang tap doan: vién nghién ctu
ché tao xo, nha may ché bién xur 1y xo, nha mdy san xuat vai soi, nha may xi ly hoan
tat,.

Nha may xu ly vai (Converter): La nhitng nha may thuc hién mua vai tho tir cac cong
ty san xuat vai, roi tién hanh khau hoan tat ( nhudém, in, wash,...) sau d6 phan phdi
lai cho cac dai ly, cac cong ty dai di¢n.

Tong dai ly vai: 1 nhitng doanh nghiép chuyén thuc hién thu gom vai tir cac fabric
mill, converter roi phan phéi lai cho cac nha bén si, cong ty may mic, cia hang ban
Ié,...

Cac dai ly, nha ban si: la nhitng doanh nghiép chuyén kinh doanh vat liéu caa mot
cong ty dét hay nhitng cong ty san xuét phu liéu, phu kién nganh may mic. Thuc chat
dai ly giit vai tro dai dién cho doanh nghiép trong viéc gigi thiéu, ban san pham theo



gia si dé khach hang tién lién hé va xem mau, cac dai ly thuong trung bay hang hoa
trong cac showroom. Véi hinh thirc nay cac mat hang thuong duoc ban véi s6 luong
Ion va gia goc Do d6 viéc tim kiém duoc nha cung cap gitt vai tro dai ly 1a mot trong
nhitng yéu cau can thiét ciia nhan vién dat hang nganh may.

4. Tim kiém va lya chon cong ty gia cong (Subcontractors)
4.1. Khai niém

La cac doanh nghiép may, cac don vi tu nhan vdi quy mo vira va nho, 6 chirng nhan
san xuat kinh doanh, c6 kha néng tham gia thuc hién toan b qua trinh hogc 1 phan trong
quy trinh gia cong san pham may cho cong ty nhan don hang truc tiep véi khach hang. Bao
gom:

— Cit ban thanh pham

— May dun, in, théu,... ban thanh pham

— May cong doan san pham

— Thuc hién wash san pham

— Cit chi, dong nat, khau moéc, két cuom, ui ép, ...

4.2. Phan loai

— Cong ty gia cdng truc tiép voi khach hang nude ngoai (International Subcontractors):
thuc hién gia cong theo hinh thic CM va céc cong ty gia cong cong doan theo chi
dinh khach hang (KH)

— Cong ty gia cong trong nudc vai nhau ( Local Subcontractors) — cong ty vé tinh:
thuong 13 cac cong ty, don vi & gia cong toan bo hozc 1 phan trong quy trinh san
Xuat cho céc International Subcontractors

4.3. Céc tiéu chuan lya chon

— Chi phi gia cong

— Ngay giao hang

— Chét luong san pham

— K§¥ nang, trinh d6 tay nghé cong nhan

— Trinh d6 d6i ngli k¥ thuat

— Uy tin trén thi truong

— Quy trinh cdng nghé

— Quy trinh kiém soat chat lugng san pham
— Hé thong may mac trang thiét bi

— Hé thdng t6 chac quan Iy san xuat

— Moi truong lao dong va an toan lao dong
— Hé théng chinh sach ap dung

— Hé théng thdng tin lién lac

— Vi tri dia 1y va phuong tién van chuyén
— Tréch nhiém sau xuét hang



— Yéu t6 vé phong tuc tap quan, van hoa dia phuong

— Tién lugng c4c rai ro c6 thé xay ra

4..4. Thuan lgi va rai ro trong hop tac véi céng ty gia cong

Thuan lgi

Rui ro

Ho tro dap ting kip thai thoi gian thyuc hién
don hang

Nang suat cao hon

Don vi gia cong co thé bi qua tai don hang,
phat sinh van d¢, khdng gitr dung ké hoach
giao hang nhu da théa thuan. ...

Hau hét cé chi phi gia cong thap hon 20-
30%

Co tinh chuyén mon hoa cao hon

Tiét kiém duoc chi phi cho viéc ting ca

Néu chat lwong san pham tai don vi gia cong
c6 van d&, mat NPL...thi bén dat hang gia
cdng phai giai quyét van dé véi KH. Du c6
phat tién (charge back) lai sau d6, nhung qua
trinh khéc phuc ciing hét sirc phuc tap, phat
sinh nhiéu chi phi khéc

Chia sé rui ro

C6 thé tang thém rai ro

4.5. Quy trinh tim kiém va lya chon cong ty gia cong

—  Xéc dinh nhu cau can gia cong

+ Gia cong hang thanh pham hay gia cong cong doan

+

luong thanh pham can dat duoc
Thaoi gian hoan thanh
Muc gia cho phép

CA4c tiéu chuan khac kém theo

+ + + + +

— Tim kiém thong tin don vi gia cong
— Lién hé¢, gui yéu cau gia cong

S6 lwong, chung loai san pham, quy trinh cdng nghé can thiét, tieu chuan chat

Chuan bi mAu, rap, vai may mau, NPL...

U'6e tinh tong chi phi cho viéc gia cong

— Xem xét, phan tich, danh gia, so sanh noi luc

— Lua chon cbng ty gia cong chinh thac

— Lén lich hen trao doi vé gia, cac diéu khoan va ki hop dong gia cong

— Yéu cau lam maiu

— Duyét mau

— Theo ddi, giam st tién do, chat luong
— Giai quyét céc phat sinh

— Yéu cau giao hang va thyc hién thanh 1y hop déng, thanh toan

4.6. Banh gia cong ty gia cong

% Thdng tin khai quét vé nha may

— bia chi lién lac, hinh thic kinh doanh, nam thanh 1ap
— Céc tiéu chuan qudc té ma nha may dat duoc chieng nhan: 1SO 9000/ 1SO

9001, SA 8000




— Khéch hang truyén théng va san pham thé manh

— Quy md nha may: dién tich, sé cong nhan, san lwong binh quan theo thang,
doanh thu hang nam, hinh thirc gia cong

% Danh gia chi tiét

— Nhing san pham ma nha may c6 kha ning san xut dap tng phu hop véi yéu
cau VPBD

— Dénh gia bang con s cu thé vé dién tich, quy md cdc phong ban, xuong

~- S ) lugng cong nhan cua nha may, tay nghé cong nhan, sb chuyén, sb may moc
mdi chuyén

— Quy trinh san xuat tr 14c nhan don dén khi hoan tat

— Panh gia bang ké hoach san xuat cia nha may

— MBoi trudng 1am viéc, anh sang, co gisi hoa, tu dong hda, cong suat lam viéc
cua thiét bi, may moc...

— Cong doan hoan tat san pham va déng géi

4.7. Soan thao hgp dong gia cong

% Hop dong gia cong: Bang hop dong gia cong thudong cé cac diéu khoan sau:
— Phan dau: Thang tin chi tiét cua bén dit gia cdng va bén nhan gia cong
— Diéu 1: Tén hang, sé luong, don gia
— biéu 2: Thoi han giao hang
— Piéu 3: Quy céach, chat luong hang mau
— Diéu 4: Phuong thtc giao nhan
— Piéu 5: Thanh toan
— Diéu 6: Khiéu nai va bdi thuong
— Diéu 7: Piéu khoan chung
Hop dong gia cong thuong do bén dit gia cong soan
% Thanh ly hop déng gia cong: Sau khi doanh nghiép vé tinh tién hanh gia cong hoan
tat cac san pham theo dang sb lugng, chat lugng va da giao day du hang hda theo
dung cac yéu cua ban hop dong gia cdng, cac dbi tac can lam thém bang thanh ly
nguyén phu liéu, bién ban thanh Iy hop dong nham xac nhan thoi diém cham dut hiéu
lyc va tranh duoc nhitng phién toai xay ra sau qua trinh gia cong

5. Tinh gi4 san pham may.
5.1. Tong quan vé tinh gia
Cac chi phi bao gom:

— Chi phi dat mua tat ca NPL

— Chi phi phat trién miu

— Chi phi test NPL

— Chi phi may hoan tit, in, théu, wash, vé sinh cdng nghiép, dong géi hoan chinh. ..
— Chi phi van chuyén

— Chi phi cho viéc khai bao thu tuc hai quan

— Chi phi giao dich ngan hang



Chi phi quan Iy diéu hanh

Chi phi khau hao may méc nha xuong

Chi phi bao hiém

Phuong thirc thanh toan

Chi phi an: bién dong tién té, han ngach, giao hang bi tri hodn, tang chi phi van
chuyén, chi phi ton kho...

Do d6 tiry theo tinh chat don hang, chién lugc kinh doanh ma méi cong ty s& c6 phuong
thirc tinh gia va phan chia % céc chi phi trong don gié riéng sao cho hop Iy dé duy tri
hoat dong va toi wu hoa lgi nhuan

5.2. Quy trinh tinh don gi4 cho 1 san pham

Pon gia san ph,'flm = Chi phi vai + Chi phi phu liéu + Gié gia cong + chi phi diéu hanh quan
ly + chi phi xuat khau + lgi nhuan

Quy trinh thuc hién bao gié:

Yéu cau khach hang dua han mac gia cho san pham

Lam viéc vai khach hang vé cac yéu cau ky thuat, tiéu chuan chat luong NPL, tiéu
chuan test san pham...

Yéu cau bo phan k¥ thuat bao dinh mtc tam tinh cho NPL

Lap bang BOM

Khao st lay bao gia tirng loai NPL, xem xét diéu kién giao hang, thanh toan ...1ap
bang tinh gia thanh FOB

Guri b4o gia va theo ddi phan hoi cua KH

5.3. Tinh chi phi dat mua vai / NPL dang tim

% Yéu t6 anh hudng dén chi phi vai

— Tinh chat don dit hang: theo mua hay lap lai
— Tiéu chuan vai cua don hang
— Thoi diém dat hang
— NCC c¢6 sin vai ton kho tuong tng hay khéng
— Dinh muc vai trung binh
— S6 lwong don dat hang
— Quan hé¢ gitra KH vai NCC
Sy bién dong cua thi truong xo, soi

X Cach tinh chi phi vai

Chi phi vai Isp = (Gla vai x DM vai TB) x (1+ % hao hut)

S6 lugng vai can = S6 luong don hang x DM vai trung binh x (1+ % hao hut)
Chi phi vai /DH = S6 lugng don hang x chi phi vai /sp

Trong do6:

Ti 1& % hao hut khi tinh chi phi vai cho san pham thay d6i theo céch tinh riéng
cua tirng doanh nghiép, dugc bo phan QLDPH thém vao gia xem nhu giai phap an
toan cho nhitng phat sinh sau nay khi tinh gié.



Pinh mirc vai trung binh: dinh mac vai sé do bd phan k¥ thuat tinh toan dya trén
rap goc khach hang (thuong 14 size chuan) hozc tham khao dit liéu tir cac don hang
tuong tu trudc do.

Ti 1& % hao hut khi tinh s6 lwgng vai cho ca don hang khoang 3-5% tuy thudc
vao sb lugng don hang, loai vai va nham dy phong cho cac phéat sinh lién quan dén
d6 co rat vai, vai bi I8i, vai hep kho, do nhiing thay doi do diéu chinh rap, quy trinh
may trong qua trinh phat trién mau, do chénh léch ti 1¢ giira céc size, hao hut ¢ bo
phan cit, cong doan may.

Luu ¥ vé cach qui ddi gia vai:

Véi vai dét kim: gia vai thuong dugc tinh bang US $/kg

Véi vai dét thoi: gia vai thuong duogc tinh bang US $/met, US $/yds.

Do d6, hét strc quan trong la can phai qui d6i gia vé dung hé don vi cta dinh mic
dua ra.

Hé qui doi:

Y&u cau qui doi | Cach tinh Vi du

m — yd 1m = 1,0936 yds Giavai | US$2,8/m=US $2559/yd

yd - m 1yd = 0,9144 m Gidvai | US $4,5/yd= US $4,92/m

yd — inch lyd =36” Khd vai | 587=1+22/36 = 1,61 yd

inch — m 1= Kho vai | 58”=1,47 m
2,54/100m=0,0254m

Vi du: Tinh chi phi vai/ san pham ciia ma hang S#13-0827, s6 lugng don hang
5000pcs, vai yéu cau vai nhu sau:

FABRIC WIDTH Weight Color FIBER
DESCRIPTION (GSM) CONTENT
SELF | SOLID CREPE | 57/58” 220 Lime 100%Polyester
Cho biét:

Dinh mtc S#13-0827 do phong ky thuat cung cap 1a 1,09 yds/pc (véi khé vai cit 1a
577).
% hao hyt cho phép theo quy uéc cua doanh nghiép khi tinh gia san pham 1a 2%.
% hao hut cho dat hang vai la 5%
Céch tinh:
Uéc tinh tong sé vdi can cho ca don hang :
1,09 x 5000 x 1,05 = 5722,5 yds = 5230,4 m
Tién hanh khdo sdt va thwong lwong véi mgt NCC & Padi Loan, ¢é dwroc béo gia:
Tén vai: SOLID CREPE, 100% PE, 220 gsm
GiaCIF: US$2,5/m
Giao tgi cang: HCM Viét Nam
Pon hang toi thiéu: 1000 m
Piéu kién thanh toan: L/C hodgc T/T

Suy ra: Téng sé vdi can cho cd don hang 14 5230,4 m théa mén diéu kién don hang
min nén khéng phat sinh phu phi.




Binh mic vai theo don vim = 1309 x 0,914
Chi phi vdi can cho mét san pham:
2,5x1,09x0,914 x 1,02 = 2,54%

5.4. Céch tinh céc chi phi khac

- Chi phi cho céc loai phu liéu

- Chi phi cho quéa trinh may hoan tat san pham (cost of manufacturer) — Gia CM
- Chi phi gia cdng khac (néu c6)

- Chi phi van chuyén, xuét khau

- Chi phi diéu hanh, quan ly (overhead cost)

- Loi nhuan

6. Theo ddi va phat trién mau
6.1. Noi dung, yéu cau, y nghia ctia cong tac theo ddi va phét trién mau
6.1.1. Noi dung:

- Pap ung day du cac loai mau san pham theo yéu cau cua khach hang véi dang chat luong
va thoi gian

Chiu trach nhiém chuan bi toan bo vai, phu liéu can dé may mau

Dich tat ca cac tai liéu, gop y cua khach hang, quy cach gén nhan...lién quan dén mau

LAy thong tin dinh muc tir phong rap dé 1am béo gia

Lén ké hoach theo doi va dén ddc dé thuc hién mau

- Guri yéu cau dén phong mau, bo phan san xuét cua nha may dé thuc hién dau du céc loai
mau can thict

- Tryc tiép giri mau va thong tin dén khach hang

- Truyén dat moi gop y quan trong anh hudng dén hang san xuat dai tra cho céc bo phan
lién quan

- Luu giit can than céc loai mau.

6.1.2. Yéu cau ddi v6i nhan vién 1am QLDH vé theo d6i va phét trién mau

C6 kién thirc va sy am hiéu nhat dinh vé:

- CA4c tiéu chuan k¥ thuat, cau tric san pham may, quy cach may san pham

- Chang loai, quy cach chét luong cac loai phu lidu can thiét cau thanh san pham.
- Cong tac thir nghiém va kiém dinh chat luong mau may, vai, phu liéu may

6.1.3. Y nghia



< Poi véi khéach hang

- Thdng qua chat lwong mau khach hang danh gia dugc ning luc, trinh do tay nghé
ctia nha may, quyét dinh sb lugng don hang sé& gui
- La co s& dé xem xét sy phi hop vé chit liéu va thiét ké san pham, vé thong sd, gia

thanh san pham.
< Poi véi nha may:

- Thuyét phuc khach hang lya chon nha may dé san xuat don hang

- Duya vao mau dé c6 quy trinh may san pham, xac dinh duoc dinh mic thoi gian
hoan thanh san pham, mirc d6 khé dé cua san pham, ...

- Tinh toan nang xut va gia gia cong trudc khi ki hop ddng

- Tinh toan dinh mac s dung nguyén phu liéu

6.2. Quy trinh theo ddi va phét trién mau

6. 2.1. Gi6i thiéu cac giai doan phat trién mau

TUy theo hinh thirc san xuat don hang ma khach hang c6 yéu cau qua trinh phat trién mau cu
thé khac nhau. Tuy nhién ching ta c6 thé chia qua trinh nay thanh 2 giai doan chinh:

Giai doan phat
trién don
hang ( Mau
phat trién)

Giai doan san
xuat don hang
(Mau san
YOEL

6.2.2.Khai niém vé cac loai mau

Mau gbc

Mau proto, mau proto lan 2
Mau kiém thong sb

Mau quang c4o

Mau kiém size

Mau tién san xuat

Mau thir nghiém
Mau wash

Mau 4nh mau
Mau trén chuyén
Mau luu trix

Mau la san pham dai dién cho mit hang can san xuat. Chat luong mau va thoi gian giao
mau s& thé hién niang luc va cung cach lam viéc caa nha may. Vi vay bat ctr khach hang nao



trwde khi dua don dit hang cho nha may déu yéu cau lam mau. Tuy theo mdi cong ty ma co
yéu cau phat trién mau khac nhau.

Duéi day 1a mot sé mau thuong duoc sir dung trong nganh may:
a. Mau goc ( Original sample)

La mau khach hang dua dén dé dit doanh nghiép san xuét, 1a cin ctr dé so sanh va
phét trién cAc mau sau nay.

b. Mau proto (mau cong ty chao cho khach hang)

La mau ban dau duoc thyuc hién dua trén thiét ké kiéu dang san pham, tai liéu ky thuat
khach hang giri. Mau nay chu yéu dé xem xét su hai hoa, can xing trong cau tric san pham.
Vai may mau chi can cd tinh chat, thanh phan twong tu va thdng s6 mau khong khit khe,
chinh x4c nhu tai liéu. Thong thuong miu nay may size co ban theo tai liéu k thuat cua
khach hang cé thé st dung nguyén phu liéu thay thé. Do d6 khi giri cho khach hang sé c6
nhiéu diéu chinh tiép theo vé kiéu dang ciing nhu vé chat liéu. Ngoai ra, khach hang kiém
tra d6 vira van cia mau dé tim ra nhimg diém bat hop ly, nham chinh sira bang théng sé cho
phu hop véi voe dang ngudi mac.

Khach hang thuong yéu cau nhiéu doanh nghiép cting thuc hién mau proto sau khi da
cung cap cac théng tin can thiét vé: tai liéu ky thuat, bang mau, mau phat trién ( néu co), rap
gidy ( néu co), cac chi tiét in théu hoac wash ( néu co)....dé ho c6 thé dé dang so sanh va lya
chon doanh nghiép gia cong

MJdi nha may thuong phai 1am it nhat 4 miu proto va giri cho khach hang phé duyeét.
Thoi gian phé duyét thuong tir 7 — 10 ngay. Néu mau proto khong dat nha may sé& phai lam
mau proto 1an 2

c. MAu proto lan 2 (Second proto sample)

Khi khach hang dé nghi may mau proto 1an 2, ho s& gui bo TLKT mai trong d6 cap nhat
nhiing thay di, chinh sira. Luc nay nhan vién QLDH can 1én ké hoach may mau lai va cac
cong viéc dugc lap lai nhu giai doan may mau proto. Néu mau may van chua dat yéu cau
khach hang s& yéu cau may mau lan 3.

d. Mau kiém théng sé ( fit sample)

La mau quan trong nhat trong qua trinh phét trién mau, duoc thuc hién sau khi da duyét
mau proto. Mau kiém théng sé doi hoi phai diing théng s6 nhu yéu cau duoc mac thir trén
ngudi mau that hodc trén form mannequin chuan. Do d6 néu thdng sb khong dam bao thi
can diéu chinh rap cho thich hop.



Véi san pham c6 wash, mau kiém thong sb s& khong yéu cau wash gidng nhuw mau goc
nhung can phai dung vé théng sé va quy cach may nhu TLKT

e. Mau trung bay ( show room sample)

La mau dé khach hang chao hang dén cac dai ly va hé thdng cira hang hoic trung bay
trong cac phong trung bay nham thu hdt thi yéu nguai tiéu ding qua cac kénh ban lé. Tir d6
tinh toan san luong don hang mot cach hop ly. Yéu cau caa mau trong giai doan nay 1a may
trén size chuan véi vai, phu liéu va kiéu dang dung nhu don hang dai tra.

f. Mau kiém size ( Size set sample)

La mau may tat ca céc size hoic size nhé nhat — size giira — size 16n nhat dé kiém tra
thong s tirng size va budc nhay giira cac size ¢ hop 1y hay khong dé guri cho khéach hang.

g. Mau tién san xuat ( PP sample/ Approval sample)

La mau may st dung dung NPL dé giri cho khach hang duyét lai toan dién trudc khi bat
dau cat don hang dai tra. Néu khach hang chua duyét mau tién san xuat, di da nhan don
hang nha may ciing khong duoc trién khai san xuat.

Khi thuc hién mau tién san xuat diéu kién tién quyét 1a ding — dat — dep dé duoc khach
hang chap nhan va tranh duoc moi tri hodn cho ké hoach 18n chuyén.

h. Mau thir nghiém( Test sample)

Thuong 1a mau dé kiém tra tinh chat hoa ly cia san pham: thir d6 bén kéo, d6 xé rach, do
bén mau, 6 bén giat...San pham phai dat do bén theo tiéu chuan cua khach hang dua ra.
Viéc thtr nghiém c6 thé thuc hién tai phong thi nghiém cua cong ty hodc gui cho khach hang
tu trién khai.

i. Mau wash (wash sample)

La loai mau danh cho san pham c6 chat liéu Demin, Khaki hoic nhitng san pham doi hoi
c6 giat. Mau wash can dugc 1am cing chét liéu véi mau géc va duoc gui cho khéach hang
phé duyét chat lwong wash, kiéu wash, thong s6 wash, d6 co gidn sau wash. Mau nay duoc
thue hién ddng thoi véi mau tién san xuat va mau kiém size

j. Mau anh mau ( Shadeband sample)

La mau kiém tra &nh mau cho san pham, duoc chon tir 16 hang dang san xuat giri cho
khéch hang dé ho danh gia vé chat luong, mau sic cua vai sau wash ddi véi hang dai tra,
tranh hién twong san pham mau va san pham dai tra c6 4nh mau khac nhau

k. Mau trén chuyén (TOP sample)



La mau chon ra tir hang thanh pham trén chuyén may va giri cho khach hang xem xét.
Théng qua mau TOP khach hang s& danh gia 16 hang dang san xuat c6 ding véi mau tién
san xuit da duyét hay khong. Dong thoi cling 13 mau dung dé duyét cho xuit hang khi khéch
hang kiém tra cudi cung.

I. Mau luu trir ( keeping sample, shipment sample, reference sample)

La miu duoc lay tir xwong hoan thanh va giri cho khach hang sau khi da dong goi hoan
chinh. Mau nay ciing duoc luu lai cong ty dé tham khao cho mua sau va déi chung khi xay
ra van de.

6.3. Giri mau cho khach hang trong ting giai doan phat trién mau
6.3.1 Kiém tra mau trudc khi gui:

- Kiém tra vé NPL c6 diing theo BOM cuia khach hang.

- Quy cach may va tiéu chuan chat lugng dung nhu TLKT, mau goc. Trong truong hop tai
nhitng vi tri can thay doi nho vé quy cach may, dé hang san xuét khi 1én chuyén dé dang,
nang suat hon, giam coéng doan, thi ¢d thé thuc hién, nhung phai cho dén khi duoc khéch
hang duyét mau.

- Pung size va thong s6 kich thudc caa san pham nam trong dung sai cho phép.

6.3.2 Thu tuc gui mau:

- Lua chon dich vu guri hang uy tin, dting han vaéi chi phi phai chang.

- Mau gui cho khach hang can phai gan thé bai kém theo véi cac thong tin nhu bén dudi

Date (Ngay thang nam):

Style # (M3 hang):

Description (M0 ta):

Sample type (Loai mau)

Fabric name/Composition (Loai vai/ thanh phan cau tao):

Color (Mau): ’

Size/Quatity (C& voc/ so lugng):

Factory (Nha may):

Remark (Luu y):

- Néu mau may sir dung vai, phu liéu can thay thé can ghi chi cho khach hang biét.

- Gui kém theo miu gdc dé khach hang duyét mau (néu yéu cau), bang théng sé do QC
kiém tra.

- Luu giir hinh chup cach kiém mau ctua QC (cach do, mac Ién mannequin).

- Trén kién hang mau giri di va bill phai ghi rd rang dia chi noi dén, nguoi nhan hang, s6
dién thoai.

- Thong tin dén khach hang vé miu da guri bang thu dién tir (email) va sé tracking trén bill
gui hang.



6.4. Khach hang duyét mau

Khéach hang nhan miu va kiém tra lai, sau d6 giri nhan xét lai cho nhan vién QLDH.
Mau dat chét luong theo yéu cau: khach hang s& duyét mau. Cac qui trinh chuan bi san
XUt s& bat dau trudc khi tién hanh san xuét hang loat.

Néu miu khong dat chét luong, khach hang chi giri comment khdng can giri tra lai mau
vi khi may bat ky mau nao, nha may phai c6 mot mau luu dé kiém tra, ddi chiéu, so séanh
vé6i gop y cua khach hang. Doanh nghiép s& cho sira chira nhitng sai s6t néu khach hang
g6p ¥ dung. Tuy nhién, doi khi gop ¥ ctia khach hang chwa that sy chinh xéc, can yéu
cau khéach hang kiém tra lai cho dén khi hai bén dat dugc théa thuan chung. Can tranh
quan niém: “khach hang luén ludn dung va luén cb gang 1am theo moi yéu cau cua
khach hang”. Néu nhan vién QLPH c6 trinh d6, c6 kha ning giao tiép, biét cach thuyét
phuc khach hang, giir duoc quan diém dung cuia minh trong qué trinh thao luan voi
khéach hang, s¢ dugc khach hang danh gia cao nang luc cia nha may.

Ban gdp y san pham mau gém cac théng tin sau:

+ Nhan xét vé thdng s kich thuéc cia san pham mau

+ Nhan xét vé yéu cau ki thuat may cua san pham mau

+ Két luan chung

+ Hinh chup nhiing vi tri khong dat yéu cau trén mau

7. Bat hang

“7.1. Nhiém vu cta cong tac dat hang

DPam bao kip thoi day di NPL can thiét cho viéc san xuat don hang

Pam bao NPL thu mua dung chat luogng, sb lugng theo yéu cau khach hang

Lwa chon, thuong luong dugc gia ca NPL hop 1y, thuong lwgng vé nhirng diéu kién
thanh toan

Giai quyét véi nha cung cap moi thiéu hut vé s6 luong hoic sai hong vé chét luong
Cap nhat day dua tinh trang phat trién va thu mua NPL

Hoan thanh moi tha tuc dam bao cho viéc thanh toan

7.2. Thong tin can cho cong tac dat hang

7.2.1 Nghién ctu tai liéu ky thuat

Déi vaéi nguyén ligu: tim hiéu ki vé thanh phan vai, cau tric dét, mau sic, trong luong,..theo
cudn tiéu chuan mau (pantone book), hodc mau vai (swatch) hoic mau thiét ké vai (layout)
kém theo m& sé mau trong cudn tiéu chuan mau.

Déi vai phu liéu: phan tich ki phu liéu vé cac noi dung: thanh phan, mau séc, kich ¢&, hinh
dang,...



Vi du: day kéo, nut
Ddi voi NPL dic biét nhu nat xa cir

Bang thdng s kich thudc va bang san lwong hang: qua cac bang nay, ta ude luong dugc vé
dinh mac NPL va s6 luong NPL can st dung cho ma hang.

7.2.2 Thong tin trén don dat hang cua khach hang
Qua Pon dit hang ta biét théng tin gi?

Pon dit hang 1a mét tai lidu hét sic quan trong ddi véi nhan vién QLPH khi trién khai dat
nguyén phu liéu . Trén d6, can dic biét chl ¥ cac thdng tin quan trong: s6 PO#, ngay xuat
hang t6i da cho phép, tén khach hang, tén account, tén ma hang, mé ta san pham, san luong
don hang, s mau, sb size, s6 luong can san xuat cho mdi size, loai vai st dung, théng tin
nhan chinh, ngdy mé L/C, gia san pham, ...

7.2.3 San pham mau (reference smpl):

San pham nay do khéach hang guri dén. Pay 1a mau truc quan nhat dé xem xét ki cac loai
nguyén phu liéu duoc st dung, do dan hdi va mau sic thanh pham cua cac loai nguyén phu
licu, sy phdi mau va méi twong quan gitta cac duong may trén san pham,.. Tir d6, c¢6 nhitng
phan tich phd hop dén sb lugng va chat luongNPL can dit cho ma hang.

7.2.4 Swatch mau vai

La bang dinh mau vai that do khach hang hozc nha cung cap vai giri dén, day 1a tiéu chuan
quan trong nhat dé xem xét, so sanh vai vai caa hang san xuat dai tra nhan vé c6 dam bao
dung cac tiéu chuan vé thanh phan, mau sic, d6 day, cu trdc dét,... ma khach hang yéu cau
hay khdng. Néu cd bat ki su khéac biét nao, can thong bao ngay dén khach hang hoic nha
cung cap dé kip thoi xir ly.

7.2.5 Binh mirc NPL

La tai liéu bo sung do phong ky thuat va phong CAD cung cip. Qua do, ta c6 thé tinh toan
chinh xac hon lugng NPL can dit. Tranh truong hop thiéu hut hay 1ang phi NPL.

7.2.6 Thong tin cap nhat cé4c tiéu chuan k¥ thuat caa cac loai NPL tir khach hang qua email

Trong mét s6 trudng hop dic biét, khach hang c6 thé bo sung thém mot sé tiéu chuan va cac
yéu cau vé NPL. Bo phan QLPH xem va trién khai c4c noi dung nay nhu nhiing tai liéu
chinh thuec.

7.2.7 Ké hoach 1am viéc gitta khach hang va bo phan QLPH theo ting giai doan cu thé.

7.3. Giai doan phét trién NPL



Nhin chung, nhan vién dat hang can luu y cac van dé sau:

boc ky don dat hang cua khach hang

Nhan théng tin vé dinh mic NPL do phong k§ thuat va phong CAD cung cap

Phan tich k¥ swatch vai do khach hang guri

Ra soét toan bo tai liéu ki thuat don hang (thong tin huéng dan phbi mau vai chinh — vai
phdi, hudng dan phdi mau phu liéu)

Xem xét k§ san pham mau tham khao (reference smpl)

Cap nhat cac tiéu chuan k§ thuat cua céac loai NPL can dit (do khach hang guri dén).

Vi du: Nghién ctiru vé nguyén lidu (vai)

e Thanh phan vai (chat liéu)

e Trong luong vai

e CAu tric dét vai

e Pantone mau — color guide: c6 nhiéu loai pantone mau khac nhau

Can ct théng tin khach hang gi, can bo quan 1y don hang lién hé véi nha cung (rng vat
tu dé trién khai don hang.

7.4. Giai doan dat NPL

Cong tac dit NPL c6 thé do nhan vién QLPH hoic do bo phan thu mua NPL — Purchasing
thuc hién.

Truong hop khach hang chi dinh nha cung rng, nhan vién QLDH sé& tuén thu va dat hang
dung noi chi dinh.

Trudce khi dit NPL, nhan vién QLDH sé& 1ap ra mot danh sach céac loai NPL can thiét cho
tirng mau, ting size ciia mdi ma hang véi dinh mic méi ding cho san xuat (chi khong nhu
dinh muac dung trong qua trinh 1am gia cho san pham).

7.5. Gi6i thiéu vé bang Lap-dip

Lap-dip la cac mau vai/sgi dugc nhudém mau thir nghiém do NCC thuc hién trén céac loai
thudc nhudém vai ti 1é mau khac nhau, nham dap (mg dung 4nh mau vai/soi nhu khach hang
yBU Ccau.

Phuong phap kiém tra Lap-dip duoc kiém tra chinh x&c nhat trén may soi mau vai (light box
machine hozc spectrometer) vai cac tly chon nguén sang thich hop.

7.6. Céc yéu t6 anh hudng dén qua trinh ddm phan va thuong luong gia

7.6.1 Thong tin



Céc thong tin ma chiing ta can dua ra trién khai trong qua trinh thwong luong gia, cu thé nhu
Sau.:

Vai chinh, vai 16t: thanh phan vai, trong lugng riéng, cau trdc, tinh chat caa soi, kiéu bién
vai, kho vai, kiéu dét, mau sic, d6 bén mau, do co rat, cudng luc cua vai, quy cach dong goi
cudn vai (cudn tron, xép vao bao), théng tin trén cuon vai,...

Mex: mau sic, chang loai, khd, d6 rong bién, thong sb ép dan, d6 co gian,...
Chi: mau séc, thanh phan, chi sb, d6 co rut, s luong mét/cudn, ...
Day kéo: mau sic, chung loai, kich thuée, ...

Nhan: Théng tin chi tiét trén nhan, ngén ngit sir dung, kich thudc, mau nén, mau chit,
layout,...

Nuat: duong kinh, chat liéu, kiéu nGt, mau sac, so 15 trén nat, thanh phan nat, hinh dang
nut,...

7.6.2 Thoi gian

Thoi gian duoc xem 1a mot yéu té sdng con caa doanh nghiép trong xu thé canh tranh gay
gat hién nay. Khi dam phan vai khach hang, can xem xét thoi gian nhu 1a mot trong nhiing
diéu kién tién quyét ciia dam phan va thuong luong gia gia cong dat hang NPL.

7.6.3 Chuan bi dam phan, thuong luong;
Xac dinh rd muyc tiéu va noi dung dam phan, thuong luong.

Thu thap thdng tin can thiét dé dua ra dé xuat cua minh va tim hiéu vi thé cia ddi tac dam
phan.

Lwa chon chién lugc va chién thuat dam phén.
7.6.4 Nang luc, uy tin va nghé thuat trong dam phan, thuwong lugng

Trong qua trinh san xuét kinh doanh, mdi doanh nghiép sé ty tao dugc uy tin thong qua
nang luc san xuat va cung cach phuc vu.

7.7. Quy trinh phat trién va dat hang vai
Y&u cau can thiét d6i voi nhan vién dit hang vai:

C6 kién thuc chuy@n mén sau vé nganh dét, vé tinh chét cac loai xo soi vai ; vé quy trinh
cdng nghé dét vai va cac giai doan xu ly hoan tat vai.



C6 vai nam kinh nghiém lam viéc trong linh vuc may mac, thoi trang.

C6 hiéu biét rd vé cac dang I6i vai thuong gip va nguyén nhan ciing nhu bién phap xu ly.
Thudng xuyén thu thap, khao sat thuc té thi trudng vai soi trong va ngoai nuéc.

Uu diém vé k¥ nang thuong luong, thuyét phuc

7.8. Quy trinh phat trién va dat hang phu liéu

Cong tac phét trién va dat hang PL vé tong quan ciing gidng nhu quy trinh phat trién va dat
hang vai, nhung don gian va dé thuc hién hon:

Budc 1: Cap nhat, thdng ké chinh xéac chang loai, s6 lwong cac PL can phat trién mau dya
trén dinh mtrc, TLKT don hang, TCKT cua PL.

Budc 2: Giri day di thong tin dén NCC. Yéu cau NCC 1am mau thtr (hoac L/D dbi vai chi
may) va béo gia chinh thirc ciing nhu thoa thuan cac diéu khoan khéc trong hop dong.

Budc 3: Nhan mau thir. Tién hanh thuc hanh cac yéu cau kiém tra chat lwgng mau tai nha
may hoic giri bén kiém dinh duyét theo yéu cau KH.

Budéc 4: Gui mau cho KH duyét

Budc 5: Thuong xuyén kiém tra tién d san xuat don hang, theo ddi hop tac giai quyét sy
cb néu co (giao hang tré han, thiéu nguyén liéu san xuat,...)

Budc 6: Yéu cau nha cung cap guri thdng tin va chiing tir vé viéc giao hang theo cam két
trén hop dong, trén don hang.

Budc 7: Néu PL mua tir nuwéc ngoai thi can giri ching tir cho bo phan xuat nhap khau dé
lam t& khai nhan hang. Sau d6, can kiém tra véi dich vu giao nhan hang dé biét chinh xac
ngay hang dén, ngay vé kho.

Budc 8: Gui day du ching tir hang nhap, mau da duoc KH duyét va théng bao cho bo phan
kho chuan bi nhan hang va cac bo phan khéc co lién quan .

Budc 9: Kiém tra véi kho vé s6 lugng, chat lugng hang nhan vé.

Budc 10: Tap hop day du ching tir, cdng no, hoa don, hop ddng giri ké toan thuc hién viéc
thanh toan.

8. Chuan bi tai liéu ky thuat cho san xuat
8.1. Tai liéu k¥ thuat khach hang

Pon dat hang



- Tén don hang

- Tén khach hang

- Tén san pham

- Mua sur dung

- M0 ta dic diém co ban cua san pham

- S6 lugng san pham cua tirng ¢4, tirng mau
- Thoi gian san xuat, thoi gian giao hang

- Céc ghi chi can thiét cua don hang

Bo tai liéu ky thuat géc
Bao gdém day du thong tin hudng dan cac cong doan san Xuat:
Trang 1: Bang liét ké céc yu cau caa san pham dau tién.

Trang 2: Hinh v& md ta mat trudc, mat sau cua san pham va mot sé6 hudng dan quy cach
may.

Trang 3: Hinh v& md ta chi tiét cac vi tri quan trong va phuc tap trén san pham.
Trang 4: Huéng dan phbi mau, chi tiét vé quy cach NPL, dinh mirc wdc tinh caa NPL.

Trang 5: Yéu cau ky thuat may: cau tric san pham, md ta quy céch va thiét bi may tai cac vi
tri co ban trén san pham.

Trang 6: Bang théng sé kich thuéc cua md hang: md ta cac vi tri do trén san pham, thong
qua cua toan bo cac size ciia md hang, dung sai caa cac vi tri do trén san pham.

Trang 7: Hudng dan vi tri logo, nhdn méc trén san pham.

Trang 8: Hudng dan cong doan hoan thanh: ui, cach gap, dong goi.
Trang 9: GOp y mau phat trién va gop y duyét mau Fit

8.2. Tai liéu hé thong noi bo

% Tai liéu ky thuat cho may mau
San pham mau rat quan trong trong san xuat, san pham mau phai dat dugc theo yéu cau cua
khach hang, khi d6 nha san xuét s& nhan dugc don hang. Vi vy, tai liéu may mau bao gom
céc thong tin bén dudi va can duoc dich rd rang nhiing noi dung quan trong
- Hinh v& m6 ta cac chi tiét quan trong va phic tap trén san pham
- Bang thong keé céc chi tiét cua san pham
- Bang thong s6 kich thudc: md ta c&c vi tri do trén san pham, thong s6 cua toan bo céc size
cua ma hang, dung sai cua cac vi tri do
- Yéu cau ky thuat may: mé ta quy cach va thiét bi may tai cac vi tri co ban trén san pham



- Yéu cau ky thuat chung caa san pham
- Quy cach may
- Yéu cau thua, dinh
- Y&u cau vé nhan mac trén san pham
% Tai liéu k§ thuat cho san xuét
Bo tai liéu ki thuat cho san xuat 1a toan bo nhiing théng tin chi tiét can thiét cho qua trinh
san xuat mot ma hang. Pay 1a can ctr quan trong nhat dé cac bo phan lam theo, dam bao cho
hang san xuat dai tra, dong nhat moi tiéu chuan chét luong.
Bo tai lidu ki thuat cho san xuat bao gom céc noi dung sau:
- Bang s6 luong don hang
_ Tai ligu k§ thuat mé hang (do KH giri)
- Bang duyét mau tién san xuat (PP)
- Bang tac nghiép mau

9. Theo ddi tién d¢ san xuat don hang
9.1 Can d6i NPL
Céc luu y can thiét khi lap, kiém tra, theo ddi bang can ddi NPL

Liét ké day da chung loai NPL, chi tiét dac diém, kich thudc, mau sic, quy cach riéng cua
tung loai st dung cho mé hang.

B4 tri rd rang thanh 3 nhom theo tht tu: Nhém vai chinh — phéi — 16t — keo — dung; nhém
phu liéu may; nhdm phu li¢u dong goi.

Téch riéng NPL c6 phan chia chi tiét s6 lugng theo tirng size (day kéo, nhan size, nhan
UPC, th¢ bai gia,...).

Phan biét don vi sir dung: met, yards, pcs, sets,...
Dinh muc tirng loai NPL can thiét dé hoan thanh san pham

Cha y phan trim hao hut dinh muc cho phép: ddi véi vai mac trung binh 2% - 3%; d6i voi
phu liéu mic trung binh 1% - 2%, riéng nhitng phu liéu dic biét phan tram hao hut cd thé
rat it 0.5% - 1%.

Ngay phat NPL, ngay thuc nhan NPL.
S6 luong thuc nhan NPL: du hay thiéu so véi nhu cau don hang.
Cap nhat riéng so liéu ting dot nhan khac nhau.

Chu y cbng thuc khi sir dung.



Néu don hang c6 nhiéu PO, nén phan riéng ting bang can ddi NPL.
9.2 Kiém soat NPL
9.2.1 Kiém soat théng tin NPL

Théng tin NPL nhan vé tir nha may: s& duoc théng bao tir KH, tir bo phan thu mua, tir bo
phan xuét nhap khau, tir d6i tac dit gia cong, tir nha cung cép, ...

Théng tin NPL tré giao hang: do nhiéu nguyén nhan nhu san xuat NPL cham tién d6, chat
luong NPL khong dat,. ..

Thong tin NPL khéng dat tiéu chuan chit luong, khong du sb lwgng: s& nhan két qua béo
céo tryc tiép tir bo phan kho.

Véi nhitng thdng tin nay, can bao lai ngay cho bo phan c6 lién quan dé c6 ké hoach sap xép,
bé tri nhan hang, xem xét diéu chinh lai ké hoach san xuat cho phu hop.

9.2.2 Kiém soat ké hoach nhan NPL so véi ké hoach san xuat nha may:

San xuét ludn 1a vu tién hang dau, moi su cham tré & khau chuan bi NPL déu gay anh huéng
nghiém trong dén san xuat, nén doi hoi nhan vién QLPH phai bam sat giita ké hoach san
Xuat cua nha may véi ké hoach giao nhan NPL dé c6 hanh dong kip thoi, dap (ng nhu cau
cho san xuat.

9.2.3 Kiém soat sé lugng nhan NPL

S6 luong can cap nhat chinh thirc vao bang can dbi dé theo ddi NPL chinh la s6 lugng thuc
nhan sau khi b phan kho kiém dém.

9.2.4 Kiém soat chat luong nhan NPL

Bat ky van dé nao lién quan dén NPL cho hang dai tra khong dung tiéu chuan chat lugng
nhu mau da duoc duyét thi phai email théng béo ngay vé tinh trang 16i, s6 lwong hay phan
tram bi hu, kém theo hinh chup va giri mau that 1am bang chimg bao 1én NCC, KH dé cho
xé&c nhan chinh thirc cho phép sir dung hay cap bu.

9.2.5 Kiém soat dinh mac st dung thuc té

Dinh muc sir dung thuc té duoc quyét dinh chu yéu boi yéu té con ngui, tly thudc vao moi
cong ty, thé hién théng qua:

- Quy trinh cdng ngh¢

- Tay nghé cong nhan

- Trinh d6 d6i ngil k¥ thuat, chuyén truong
- Céch thuc to chuc, quan ly



Véi cach quan ly tét thi dinh mic st dung thuc té < dinh mic cho phép, nguoc lai >
dinh mc cho phép, thuong xay ra véi cac truong hop:

- Pon hang c6 qua nhiéu mau, mau sang.

- Pon hang st dung qua nhiéu loai vai phdi.

- Pon hang c6 day vién xéo (dic biét khong cho phép dung méi ndi).

- DPon hang ¢6 in, théu.

- Pon hang c6 s luong qué it.

- Pon hang c6 nhiéu PO.

- Pon hang c6 nhiéu size (size 3 dén 15), nhiéu nhdm size (petti, missy, woman).

- Pon hang chia nhiéu chuyén may (hon 3 chuyén).

- DPon hang gui ra ngoai gia cong.

- Dién tich céc chi tiét dai, lon (40 dam, quan tay).

10. Theo dbi chat lugng san pham

Cong tac theo dbi tién do san xuat dugc bat dau tir cudc hop trién khai san xuat don hang,
bam sét tién d6 thuc hién cac cong doan san xuét va giai quyét moi sy ¢b phat sinh dén khi
don hang duoc san xuat xong.

10.1 Kiém tra va théng nhat ké hoach san xuat, theo ddi ké hoach san xuat (KHSX) cua nha
may — Production Plan:

KHSX cua nha may thiét 1ap biéu thoi gian cu thé cho ké hoach thuc hién tit ca cac don
hang. Sy thong nhat thoi gian san xuat giira bo phan KHSX va QLPH 1a ngudn dit liéu can
thiét giup QLPH ra so4t lai toan bo cong tac chuan bi cho don hang da sin sang hay chua,
truéc khi trién khai don hang, ciing 14 co s¢ dé theo dbi tién do san xuét.

10.2 Hop trién khai san xuat don hang

La y&u cau bat budc trudc khi tién hanh san xuat bat ki don hang nao va dugc thuc hién chi
sau khi khau chuan bi d3 hoan tit vé moi th.

10.3 Theo ddi tién do san xuit don hang:

Tién d6 san xuat DH 1a biéu hién bang sb liéu cu thé theo tirng ngay tinh trang thuc hién
don hang & cac cong doan san xuat théng qua:

- S6 luong cat ban thanh pham.

- Tién d¢ thuc hién in/théu (néu co).

-S4 lugng ban thanh pham vao chuyén (input).

- S6 lwong thanh pham ra chuyén (output).

- Tién d6 cac cong doan phu tro: khuy nat, khau méc, két méc, ...
- Tién @6 wash san pham (néu co).



- S6 lugng thanh pham ui.
- S6 luong hang duoc kiém chit luong.
- S6 luong dong goi.

11. Theo ddi xuét hang
11.1 Trién khai thdng tin chat lwong san pham cho bd phan QC nha may:

Chat lugng san pham 1 yéu t6 quan trong hang dau dé dap ang yéu cau caa khach hang.
MJ3i khach hang khac nhau s& cé nhiing tiéu chuan, quy dinh riéng cho viéc kiém soat chat
lwong san pham trién khai tai nha may tir chit lugng NPL dau vao dén thanh pham cudi
cuing. Cho nén toan bo thdng tin tiép nhan vé cac tiéu chuan chat luong san pham can dugc
nhan vién QLPH trién khai lai diy du dén bo phan QC dé ho thay mat khach hang giam sét,
kiém soat chat lugng san pham don hang.

Toan bo thong tin can thiét cho QC vé don hang s& duoc tap hop lai thanh “QC file”. MJi
KH s& c6 rieng mot QC file. Bat ki nhitng thay d6i ndo méi nhat ciing phai duoc cap nhat
cho bd phan QC dé tién viéc kiém tra theo déi.

11.2 Theo d&i chat luvgng san pham tai nha may:

Nhan vién QLPH can phai thuong xuyén dén nha may kiém tra tinh hinh san xuat, gop phan
phéat hién ra nhitng 16i sai cua nha may kip thoi.

11.3 Cong viéc chuan bi final hang véi QC khéch hang.

Sau khi san xuat hoan tat, tiy theo tinh trang chat luong ciing nhu yéu cau cua khach hang,
ma doanh nghiép tién hanh kiém tra chat luong trudc khi xuat hang. Thong thuong, sau khi
nha may dong goi doanh nghiép s& cho kiém tra final (kiém theo phan trim, nhan vién kiém
tra s& chi dinh mot sé thuing nhét dinh trong sé hang da dong, dé mo kiém tra, néu hang dat
s& cho xuat, néu hang khong dat s& kiém tra them hozc yéu cau nha may tai ché 16 hang va
doi ngay xuat hang).

12. Theo di xuét hang
12.1 Chuan bj tai liéu huéng dan dong géi cho bd phan hoan thanh

- Bang san lugng hang

- Hudng dan vj tri bin thé bai, thé gia, dan ticker
- Huéng dan phuong phap gap g6i san pham

- Quy cach thung carton

- San pham déng goi mau

- Packing list dong hang

- Bang mau cho dong gobi



- Bang NPL sir dung cho don hang hoic bang can d6i NPL
12.2 Céc phuong thirc xuét hang.

Hién nay, c6 nhiéu phwong thirc van tai nhu: van tai duong bién, duong bo, duong sit,
duong thuay noi dia, duong hang khéng. Tuy nhién trong ngoai thuong, van tai duong
bién chiém gan 90% tong lwong mau dich hang hda trén thé giéi. Va ddi véi hang hoa
nganh may ciing vay, viéc van chuyén hang hai bang container 1a mét hinh thirc phd bién
nhat.

12.3 Lén ké hoach xuét hang (Shipping plan)

Mdi don hang khi trién khai ra ngoai san xuat, déu c6 théng tin vé ngay xuét hang cu thé
cho tirng PO, timg dot giao hang dé bo phan san xuét sip xép ké hoach cho phu hop.
Tuy nhién, thong tin nay thuong sém hon lich xuét thuc té 3- 5 ngay dé du phong.

12.4 Théng tin can chuan bi cho viéc khai béo xuat khau hang may mac

Dé chuan bi khai bao hai quan xuat khau hang may mac ¢ Viét Nam, bo phan QLPH sé&
phdi hop véi bo phan xuat nhap khau.

12.5 Lap Packing list thuc té

Phai that chinh xac sb luong thuc té san pham trong tirng thung hodc treo Ién ting thanh
treo: ting size, tirng mau, timg PO, ... ctia ma hang. Néu khach hang khi nhan hang, thay
khong ding nhu Packing list dd thong bao sé& rat kho chiu, phan nan va c6 thé phat tién
nang cho sai sét nay.

S thir tu thung, thanh treo phai dang véi sé luong céi.

12.6 Cac thu tuc thanh toan

- Gigi thidu mot s thu tuc thanh toan pho bién: phuong thirc nho thu, tin dung ching tir.
- Thu tuc thanh toan:

+ Don hang gia cong nodi dia géom: hop ddng gia cong, Packing list xuat hang, phiéu
xuat kho kiém van chuyén noi bo, hoa don, bang thanh ly hop dong.

+ Pon hang gia cong nudc ngoai gom: hoéa don thuong mai, Packing list khai hai
quan, gidy ching nhan xuat xu.

13 Lap bao cao trong cong tac QLDH

Céc bao céo trong cong tac quan 1y don hang nganh may dugc thé hién dudi hinh thic 1a
cac bang tong hop vé ké hoach thai gian, vé chi phi-doanh thu don hang, vé s6 lwong san
pham cat — may — xuat hang,..nham muc dich tu quan ly, chia sé nhitng thong tin cap



nhat vé tién trinh thuc hién don hang dén khéach hang, sép, dong nghiép va céc bo phan

khac co lién quan.

< Giai quyét cac phat sinh trong qua trinh thyc hién don hang

Céc phat sinh

Thong tin trong TLKT
khong khép vai mau KH
gui

NPL nhén vé thiéu so véi
phiéu xuat

NCC tré han giao hang

Sau khi wash mau cia san
pham khac véi mau ban
dau

Thiéu NPL do nha may

Chat luong NPL khong dat

Hwéng giai quyét
Trao ddi véi khach hang

Thuc hién theo tai liéu ma khach hang yéu cau, phai co
chir ky hoac email xac nhan vé su chinh sira ciia khach
hang

Pon hang CM: béo c4o, yéu cau KH giri thém dung thoi
han

Pon hang FOB: lam viéc lai truc tiép vo1 NCC

Néu NCC do KH chi dinh can thong bao véi KH dé Kh
lam viéc véi NCC.

Néu NCC do nha mdy ty phat trién, nha may phai 1am
viéc voi NCC y€u cau phai giao trudc timg phan hodc gui
bang may bay dé kip tién do

Lam viéc lai voi bén wash

Thuong luong, trao doi v6i khach hang dé duoc chap
nhan

Pon hang CM: nép han ché tdi da viéc thong bao véi KH,
tr truong hop bat kha khang do PL qua dic bi¢t nhu
logo, nhan chinh, thé bai....

Pon hang FOB: nha méy tu giai quyét bang moi cach,
tuyét doi khong thong bao voi KH vi s€ anh hudong dén sy
chuyén nghiép, do tin cay cua nha may.

bon hang CM: Néu c6 sy ¢d nho, nhan vién QLDH sé&
trao d6i v6i khach hang dé tim huong giai quyet ngay.
Néu xay ra 16i ning anh téi ngay xuat hang can phai xin
KH gia han cho ngay giao hang



Pon hang FOB: néu chit luong NPL khong dat thi yéu
cau NCC xir 1y lai, sau khi xt Iy ma van khong dat thi yéu
cau san xuat lai. Néu NCC xur Iy NPL cham anh huong t6i
ngay giao hang thi phai yéu cau nha cung cap chiu chi phi

xuat hang bang may bay
PM thyc té vugt mirc cho | Pon hang CM: théng bao va lam viée lai v6i khach hang
phép vé viéc tang dinh mirc

Pon hang FOB: nha may tu chiu trach nhiém va tim cach
giai quyét

Thiéu NPL do nha may nén han ché tdi da viéc thong bao voi KH, trir trudng hop
bat kha khang do PL qué dac biét nhu logo, nhan chinh,
thé bai....

Pon hang FOB: nha may tu giai quyét bang moi cach,
tuyét doi khong thong bao voi KH vi s€ anh hudng dén sy
chuyén nghiép, dd tin cay cua nha may.

San xuat khong kip tién d6 | Néu xuét phat tir nha may, nha may phai tu tim cach giai
quyét. Can thong bao chinh thirc cho KH bang email dé
xin doi ngay xuat hang
Néu xuét phat tir phia KH can thong bao miuc do anh
huong dén tién d¢ xuat hang va yéu cau doi ngay xuat
hang.

Chwong 3 : CAC PIEU KIEN THUONG MAI QUOC TE VA TRIEN KHAI AP

DUNG INCOTERMS VAO NGANH MAY VIET NAM

1. TONG QUAN VE INCORTERMS :

Incorterm la nhitng diéu kién thuong mai quéc té con goi 1 nhitng diéu kién co so

giao hang.

La van ban c6 tinh khuyén nhu, khuyén khich ngudi mua va ngudi ban trén thé gioi

tu nguyén ap dung bai tinh khoa hoc va phé bién.

Gitp cac nha kinh doanh thwong mai va nhitng bén c6 lién quan trén toan cau thuan

loi hon trong dam phan, ki két, t6 chtc cac cong viée co lién quan dén hoat dong thuong
mai quéc té.

+

_l_
+
_l_

La cac quy tic

La mot ngdn ngit qudc té trong giao thdng va van tai

La phuong tién quan trong day nhanh téc d6 dam phan
La co s quan trong dé xac dinh gia ca mua ban hang hoa



+ La co so phép ly giai quyét tranh chap
2. NOI DUNG CO BAN CUA INCORTERMS 2010:

Nhom I : Co 7 diéu kién thuong mai 4p dung véi moi loai phuong tién van tai :
EXW - Ex Works (named place): giao hang tai xuong (dia diém quy dinh)
FCA - Free Carrier (named place): giao hang cho ngudi van tai (tai dia diém quy
dinh)
CPT - Carriage Paid To — Carriage Paid To (named place of destination): cudc phi
tra téi (noi dich quy dinh)

« CIP - Carriage and Insurance Paid — Carriage and Insurance Paid to (named place of
destination): cudc phi, bao hiém tra téi (noi dich quy dinh)

« DAT - Delivered At Terminal (named place of.....Terminal) Giao hng tai dia diém
cudi cua chan hnh trinh van tai.
DAP - Delivered At Place (named place of...place of destination )
DDP - Delivered Duty Paid (named place of destination): giao hang d& nop thué quan
(tai noi dich quy dinh)

«  Nh6m 11 Nhém chi 4p dung cho phuong tién van tai thiy( duong bién va duong song
) qudc té va noi dia: Nhom nay chi co 4 diéu kién thuong mai

« FAS - Free Alongside Ship (named port of shipment): giao hang doc man tau (tai
cang boc hang quy dinh)

« FOB — Free On Board (hamed port of shipment): giao hang I1én tau (tai cang béc
hang quy dinh)

« CFR Cost and Freight (named port of destination): tién hang va cudc phi (cang dén
quy dinh)

« CIF —Cost, Insurance and Freight (named port of destination): tién hang, bao hiém
va cudce phi (cang dén quy dinh)

« Nhan xét: So véi Incoterms 2000, thi Incoterms 2010 loai bo b6t 4 diéu kién : DAF;
DES; DEQ; DDU. Va thém 2 diéu kién TM mé&i DAT va DAP

3. TINH HINH AP DUNG INCORTERMS TRONG NGANH MAY VIET NAM :
Tuy nhién, trén thuc té cac nha xuat khau Viét Nam chu yéu 1a xuat khau theo diéu kién
nhom F va nhap khau theo diéu kién nhom C. Pidu nay duoc giai thich boi cac nguyén nhan
co ban sau: Mot 13, do nhan thire sai 1am cua nha xuat khau cho rang trach nhiém vé hang
hoa cua nha xuat khau déi véi diéu kién nhom C 14 tai nuée nhap khau, con ddi véi didu
kién nhom F 14 tai nude xuat khau. Hai 13, do vi thé trong dam phan cta nha xuét khau o
Viét Nam con thap: nhitng nha xuat nhap khau chuyén nghiép déu biét rd nhitng loi ich cu
thé cua ting diéu kién thwong mai trong Incoterms nén bén nao ciing mudén gianh nhiing loi
ich cho doanh nghiép, quéc gia minh. Tuy nhién, do vi thé caa nha xuat khau ¢ Viét Nam
con thap nén viéc lya chon diéu kién nao 1a phu thudc vao nha nhap khau. Ba 13, do ning
luc ciia nha xuat khau yéu nén chua hiéu biét hét nhitng loi ich khi xuat khau theo diéu kién



nhom C, dic biét 1a cac doanh nghiép méi xuét khau, ho chwa biét 1am thé nao dé thué tau
va mua bao hiém cho hang hda mét cach hiéu qua nhat. Bon 13, do hoat dong cua cac Cong
ty tai & Viét Nam chua phat trién manh nén mot s6 tuyén duong qubc té cac Cong ty van tai
& Viét Nam chua thuc hién dugce. Hon nita chét lurgng van tai ¢ Viét Nam chua lam cho nha
xuat khau an tam (trong tai, tudi tho phwong tién van tai...). Ngoai ra chi phi van tai, bao
hiém & Viét Nam con cao hon cac nuéc nhap khau.

Chuong 4 : TRINH BAY THU PIEN TU TRONG CONG TAC QUAN LY PON
HANG

Thu dién tir (email hay e-mail) 1a mot phuong thiic trao d6i tin nhan giira nhitng nguoi sir
dung cac thiét bi dién tir. Thu dién tir 1an dau tién duoc dua vao sir dung han ché trong thap
nién 60 va dén gitra nhitng nam 1970 c¢6 dang nhu ngay nay goi 1 email. Thu dién tir hoat
dong qua cac mang may tinh ma hién nay cha yéu la Internet. Mot s hé thong thu dién tir
ban dau yéu cau nguoi guri va nhan déu truc tuyén tai cing thoi diém, gidng vai nhin tin tac
thoi. Hé thong thu dién tir ngay nay dugc dua trén mot mo hinh luu va chuyén tiép. Céac
may cha thu dién tir chap nhan, chuyén tiép, phan phdi va luu tin nhan. Nguoi dung cling
nhu may tinh cua ho khong bat budc dang truc wyén ciing ldc; ho can két néi trong choc lat,
thuong la téi mot may chu thu dién tir hay mot giao dién mién la co chirc ning gtri hoic
nhan tin nhan.

1. VAN PHONG THU PIEN TU TRONG DOANH NGHIEP :

- Tré lai vo1 Email cong ty, néu da tung su dung, cac ban sé théy dich vu nay c6 vo
cung nhiéu tién ich méi va hoan chinh hon nhiing dich vu email ca nhan mién phi ma ban
van quen thudc.

e Canhan hoa Pay chic han 1a tinh nang dau tién quan trong nhat cta dich vu nay.
Email cong ty cho phép thay d6i tén mién thanh tén cong ty ctia ban. Viéc c6 mot
email riéng s¢ khlen hom thu dién tir cia cong ty trd nén chuyén nghiép hon, dé nhan
dang hon trong mit khach hang.


https://vi.wikipedia.org/wiki/Internet
https://vi.wikipedia.org/wiki/Nh%E1%BA%AFn_tin_t%E1%BB%A9c_th%E1%BB%9Di
https://vi.wikipedia.org/wiki/Nh%E1%BA%AFn_tin_t%E1%BB%A9c_th%E1%BB%9Di

3. Loiich khi su dung Email cho cong ty

e Két néi trie tuyén : V6i Email cong ty tir Google Apps, ban c6 thé nhan thw, giri thu
va két ndi voi moi nguoi bt ctr lic nao, bat ky noi dau ma khong lo bi gian doan.
Céc dich vu ciing cho phép ban st dung trén bét ky thiét bi dién tr ndo c6 kha ning
truy cap Internet. Ban s& thay that ky diéu néu nhu c¢6 thé ddnh vin ban hay tham chi
la lam bang tinh trén dién thoai.

e Bdo mdt va an toan: Pugc thiét ké vai cac két ndi duoc ma hod, loc spam mail va
xéc thye ngudi ding, vo cung chuyén nghiép va can trong. Moi hoat dong ctia ban
déu s& dugc dam bao tinh 18 rang va an toan.

Ngoai ra, Email cong ty s& gitp thu tir ctia ban dén dung dia chi ma khong bi roi vao
hop Quang céo hay Xa hoi trong mail cia nguoi nhan. Thyc té, nhiéu ngudi st dung
Email c4 nhan hodc nhitng email mién phi trén mang dé gui thong tin cho khach hang
va chiing mai mii khong duoc khich hang biét dén do “roi” khong dung dia chi. Pay
cling 12 mot trong nhimg bt tién nguy hai nhat khi sir dung Email mién phi trén
mang.

e Chuyén nghiép : Khach hang khi doc email ctia ban c6 thé nhanh chong xéac dinh
duge ban dén tir dau, véi 1y do gi, diéu nay khién cho tuong tac gitra hai nguoi tro
nén thuan tién va dé dang hon. Hon nita, mot bo email cong ty dung cho nhan vién rd
rang la khién cong ty ban trd nén chuyén nghiép hon trong mat khach hang hay d6i
tac tiém ning. Kho c6 mot khach nao cam thay an tam khi gap mot cong ty dén email
cling st dung email c& nhan.

e Uy tin: Pé c6 dugc email cho doanh nghiép, cong ty phai dang ki, tra tién va trai qua
cac bude xét duyét tir Google. Piéu ndy tao ra sy an toan va ching to su rd rang cia
cong ty. Khach hang ciing tin tuong hon khi khong con ndi lo dang hop tac véi “cong
ty ma”, cong ty do.

e Tiét kigm : Mic dii mat tién, nhung néu so ra véi nhiing lgi ich ma cong ty s& nhan
dugc khi sir dung Email cong ty thi khoan tién nay that sy “nhu mudi bo bé”. That
vay, chi v&i chua dén 5 triéu dong 1a cong ty di c6 thé s¢ hitu ngay mot dia chi Email
riéng dung cho t61 hon 50 nhan vién.

2. CACLUU Y KHI VIET THU PIEN TU TRONG DOANH NGHIEP :



Cau chu dé phai tom luogc dugc ndi dung, myc dich, thu hut dugc sy chu y cua
nguoi nhan

Thu nén ngan gon, tap trung vao van de chinh

Moi email chi nén dé cap dén van dé ctua 1 don hang

Str dung cau van ngan gon, lam noi bat cac diém mau chét bang cach in dam,
t0 mau, gach chan.... Cac y riéng bi¢t nén xuong dong danh so thir ty

File dinh kém can 3 rang, bd tri theo trinh ty thoi gian, tranh giri nham file cho
khach hang. Tén file bang Tiéng Viét thi khong nén bé dau

Chu ¥ 13i chinh ta, ddu c‘hém cau, nglt phap, hinh thirc email. Nén doc that ky
email va file dinh kém r61 méi gui

Khéng dung chit viét hoa trong toan bo email, han ché dung tir viét tat

Nén dung céc font chir thong dung: Times new roman, Arial

Phan chit ky thu: néu 13 1an dau giao dich nén dé day du thong tin nhu: Tén,
chtrc danh, b¢ phéan, s6 dién thoai

Tra 101 mail cang sém cang tot
Néu mail khong thyc sy khan cép, quan trong thi tranh st dung kiéu gui thu
danh dau Top urgent, important trong ti€u dé mail

Thu giri nén CC cho nhitng ngudi ¢6 lién quan dé ho theo ddi cong viéc chung,
kiém tra lan nhau, tranh sai sot

2. 1. Subject, Cc: va Bcc:

- Subject (tiéu d&) cho ngudi nhan biét birc thu cua ban nodi vé cai gi trude khi ho doc thu.
N6 gitip cho ngudi nhan cé thé sip xép duge Email (theo ting loai). Bao gid Subject ciing
phai mang y chinh cta btrc thu.

- Tranh viét nhitng Subject khong c6 nghia, hoic mo hd vi nhu vay khong co thong tin
nao. Ngoai ra, néu ban gui di mot birc thu voi Subject ndo d6 khi ngudi nhan doc va nhan
vao nit Reply, thi nd s& duoc tu dong thém vao bire thu tra 101 (voi tir Re nghia 1a V&). Va
ban dugc nhan lai chinh tiéu dé ciia minh. Néu ban 14 ngudi giri nhiéu thu thi ban ¢6 thé nhé
duoc ndi dung birc thu ma minh da guri khong?

- Hai cai hop nita 1a Cc: (Carbon Copy) va Bee: (Blind carbond copy). Bat cir mét dia chi
Email nao ban g6 vao Cc: déu nhan dugc mot ban sao cua birc thu, va ngudi nhan trong hop
To: s& thay dia chi Cc: ma ban da cho ban sao. Con vai Bece thi khong nhu vdy nguoi nhan
trong To: s& khong biét 1a birc thu ny con duoc sao giri cho Bec.

2.2. Chi sir dung file dinh kém khi cén thiét.



Email c6 thé c6 hai dang khac nhau:
- Inline plain text
- Attachment

Inline text 1a nhitng van ban binh thuong ma ban viét trong thu. Mot attachment 1a mot file
trong may tinh cua ban (vi du nhu mot file tai liéu .Doc hay birc anh .Gif) ma ban dinh kém
hay thém vao birc Email. Khi m§t ngudi nao d6 nhan duge mot birc Email v6i van ban binh
thuong (Inline text), ho co thé doc nod truc tiép. Khi ho nhan dwgc mét file dinh kém
(attachment) ho budc phai m¢ file dinh kém bang chuong trinh thich hop (vi du nhu Word
hay Paintshop).

C6 rat nhiéu van d& véi file dinh kém:
a. Nguoi nhan khong c6 chuong trinh thich hop dé mo file dinh kém.
b. File dinh kém c6 thé mang theo Virus
c. Mot s6 file dinh kém c6 kich thudc 16n ¢6 thé phai mat rat nhiéu thoi gian

Nhiéu nguoi khong hé thich nhan file dinh kém. Thuong thuong tét hon 1a nén g
inline text. Chi gui file dinh kém khi khong thé guri thong tin bang inline text duoc va ban
phai chic chidn ngudi nhan dong y.

2.3. DUNng vin ban (Plain text) thay cho HTML (vin bén siéu lién két).

- Vin ban binh thuong tréng nhu 1a chit danh may (néu & Font Courier New. Courier).
Nhirng chuong trinh doc Email cho phép doi cac Font nay thanh VNI-Times hoic .Vntime.
Gui thu bang HTML c6 thé 1a mot y kién t6i, vi mot so trinh doc Email khong hiéu duoc va
cho rang toan bo birc thu d6 1a mot File dinh kém. Do vay khi ngudi nhan khong thé doc
duoc thu néu khong m¢ file dinh kém. Néu ban mudn brc thu ctia minh tré nén dé chiu hay
dung Plain text.

2.4. Mot dong khéng nén qua dai.

Mot chuong trinh doc Email nao d6 c6 thé khong xir Iy mot dong van ban theo ciing mot
cach voi chuong trinh cua ban. Va do d6 mot dong van ban khi ngudi nhan doc sé khong
giong nhu ban viét. Vay dau la giai phap?

Hay viét timg dong ngan thoi. T6t nhét 1a 64 ki ty hodc ngan hon (ké ca dau tréng). Didu
d6 c6 nghia 1a sau khi gd doc 64 ki ty thi ban nén nhan Enter. V4, giita nhiing dong voi
nhau, ban nén cach khoang bé“mg mét 1an enter nira vi khi doc trén may tinh, néu viét dinh
lién thi rat khé doc.



2.5. Dirng la hét? (YELLY!)

bung viét tit ca moi thir bﬁng chit viét hoa. Noi chung that 1a khong lich su (dac biét 1a
trong Tiéng Anh) khi viét qua nhiéu chit viét hoa. Trudc hét, vin ban viét bang chit hoa that
1a kho doc. Ban ciing chua bao gio thdy mot cudn sach nao toan 13 chit hoa dang khong?
Toan bd brc thu ma duoc viét bang chit hoa goi 13 la hét (YELLING) (Vi ngudi doc hiéu 1a
ngudi giri can ndi to nhitng chd viét hoa). Tai sao lai kho doc chir viét hoa?

Hay nhin vao nhirng tur sau day:
1. ENGLISH (chit viét hoa)
2. English (chit dau viét hoa va chit viét thuong)

Chir thir nhat khong c6 kiéu dang, n6 chi 1a mot hinh chir nhat don diéu ban thdy khong?
con chit tht hai ¢6 mot kiéu dang dep. Khi ching ta doc dac biét 1a khi doc nhanh, chiing ta
doc kiéu dang cua toan bo tir. Chung ta khong doc ting ki ty mot. Kiéu dang cua tir
ENGLISH trong giéng nhu SPANISH.

Nhung kiéu dang ciia English thi khac v6i Spanish. Doi véi Subject thinh thoang c6 thé sir
dung chit hoa. Nhung néu ban muén 1am ndi bat mot tir nao do quan trong dung st dung
chir hoa. Hay str dung d4u hoa thi nhu thé nay *.

2.6. Hay cin than véi nhirng chir viét tit.
Viét tit 1a mot cach tét dé tiét kiém thoi gian va cong sttc néu nhu ca hai ngudi (guri va
nhan) déu hiéu. Nhung néu nguoi nhan khong hiéu, ban di khong thanh cong trong giao

tiép. Vi vay nén han ché viét tat trong cac la thu dién tir, dac biét 1a véi nhitng thu quan
trong.

2.7. Hay ky tén trong Email ctia ban

Viét tén minh dudi buc thu 12 mot diéu t6t va 1a hanh dong biéu hién lich sy. Ban c6 thé
ghi thém cac thong tin khéc nira nhu dia chi, sb dién thoai...

Ban c6 thé tao mot khuén mau chit ky ma ban s& thém vao cudi buc thu. Mot sb dich vu
Email ¢6 thé c6 kha nang ty thém chir ky ctuia ban vao cudi thu nhu Yahoo, Gmail, Outlook.

3. CACH TRINH BAY THU PIEN TU :
3. 1. Email ludn phii cé tiéu dé
Tiéu dé cta email phai 16 rang, va néu rd chu dé chinh cua email d6. Vi du:

RG rang: V/v thay déi chién lwoc kinh doanh ndm 2017



Khéng rd rang: Chién liegc kinh doanh

Chung ta khong nén va khong bao gio duge gui mot email ma khong ¢ tiéu dé, didu do thé
hién su thiéu chuyén nghiép trong viéc giao tlep Ngoai ra, tranh gtri nhirng email c6 tiéu dé
theo kiéu chung chung nhu: Gap!, Quan trong can doc ngay, Guri anh/em/chi, .

Néu ban mudn thé hién tinh chit cia email d6, ban ¢ thé dung ct phap sau: [Tinh trang]
Tiéu dé email

Vi du: [Quan trong] Chién lugc kinh doanh nam 2017

Nhu vay thi nguoi nhan email s& biét ngay tinh trang email nay va sé quyét dinh 13 c6 nén
doc ngay bay gio khong, hay nén danh luc c6 nhiéu thoi gian s€ doc k¥ hon.

3.2. Trinh bay gon gang va day di
Thong thudng, mot email bao gdm 3 thanh phan:
o Loichao
« NOoi dung chinh
o Loichac/loi cam on va ky tén
Vidu:
Hi Anh/Chi [tén],
Noi dung chinh 1
No6i dung chinh 2
Tran trong/Than mén,
Hai Dang
Mot s6 luu ¥:
a. Vi 1i chao ban can néu rd 1 chao ai? Néu gia st trong email ban c6 bao gdm nhiéu hon

mot ngudi thi co thé 1a “Chao moi nguoi”. Trong truong hop co nhiéu nguoi va mdi ngudi
ban mudn n6i mot thong diép thi ban c6 thé viét nhu sau:

Vidu :



Hi anh Pang,

No6i dung chinh

Hi anh Phat,

Noi1 dung chinh

Em cam on hai anh,
Bich Tuyén

b. V61 ndi dung chinh, ban khong nén viét thanh mot “doan” 16n ma nén cach dong ra thanh
nhirng ¥ nho. M61 doan 1a mt y dé truyén tai suy nghi cua ban tot hon cling nhu gitp nguoi
doc ndm thong tin tot hon.

c. Ludn ludn danh thdi gian do lai dé tranh sai 16i chinh ta, sai 16i bo dau cham, phay cin
ban. B¢ biét thém vé nguyén tac st dung dau cau, cac ban c6 thé tim kiém trén mang.

3.3. Viét sao cho dé hiéu nhat

Ban c¢6 thé can nhac mdt s6 yéu to sau day:

 Ngudi s& nhan email c6 xu hudng sé& thich doc mot cai email rd rang, cu thé, chi tiét, co
sb liéu, co6 hudng giai quyét cu thé. Nguoi co xu huéng N can doc mot email ma né phai
di thang vao van dé chinh, tranh vong vo tam quéc dai dong.

« Ngudi nhan email dd ndm dugc cac thong tin trude d6 chua? Vi du nhu ban T mubn nho
chi H & phong Xuat ban hd trg bién tap ndi dung dich thuat thi phai viét rd mong mudn
ciia minh, ly do tai sao lai nhd phong Xuat ban, huéng giai phéap 1a gi... vi trude d6 chi H
khéng ndm day du théng tin ma chi ndm so bo ma théi (vi hai phong ban khac nhau). Khi
ta viét rd ra nhu vdy, ngudi nhan email s& rat dé ra quyét dinh va s& day nhanh duoc tién
do6 cbng viéc.

« Trinh bay qua email liéu c6 truc quan hon mét hinh thirc khac hay khong? D6i khi email
khéng giai quyét dugc hét cac nhu cau giao tiép cia minh nén cac ban co thé can nhac
dinh kém file word, excel, power point... tiy ban. Mién sao nguoi Kia hiéu van dé dé
dang hon la duoc.

Ban c6 thé thay, email trén sai cdu tric, mic 161 viét hoa/viét thuong, khong dé cap da thong
tin chi tiét vé nhiing gi da lam va nhiing gi can ho trg.

3.4. “Keep everyone in the loop”



Day 1a mot thuat ngir trong kinh doanh noéi vé viéc ban can phai dam bao nhiing nguoi c6
lién quan dugc nim cac thong tin can thiét. Chung ta ¢ tinh nang CC dé lam chuyén nay.
Vay nén khi guri email, cac ban phai can nhic rang ngoai nhitng ngudi minh du dinh giri thi
c6 ai can nam thong tin ndy nita khong?

Vi du: T nho chi H hd trg bién tap nhung van CC cho sép cua T dé sép ndm tinh hinh.

3.5. DUNg email khi cin trao ddi thong tin quan trong

Chung ta c6 nhiéu kénh giao tiép khac nhau nhu Slack, Skype, néi truc tiép... Tuy nhién,
vo1 nhitng thong tin quan trong thi bat budc cac ban phai giri bang email. Ly do 1a dé tranh
su that lac thong tin va dé dang hon trong vi¢c tra ctru thong tin.

Céc ban khong nén dung cac Gmg dung chat truc tuyén nhu Slack, Skype, v.v... dé giri cac
thong tin quan trong. C6 nhiéu Iy do khic nhau nhu Gng dung s& tu dong xo6a tin khi dat gi6i
han, ngudi nhan thong tin c6 thé khong thudng xuyén kiém tra nhitng tng dung nay... Cach
t6t nhat 1a ban nén giao tiép cac thong tin quan trong qua email.

3.6. Nhe nhang nhic nhé ngudi nhan mail

Tuy vao trach nhiém va bon phan ma mat dé xu Iy email cia mdt nguoi sé rat khac nhau.
Do d6, thong thuong cac ban nén dé cho nguoi nhan mot khoang thoi gian it nhat 13 24 gid
dé xtr Iy thong tin. Trong trudng hop 1au qua khong thiy tra 161, ban c6 thé email lai va hoi
ho ¢6 nhan dugc email cua ban hay khong. Pay 1a mot cach nhéc nho rat nhe nhang.

Tuy nhién, trong truong hop can trao d6i gAp mot thong tin va khong thé cho doi l4u thi
ban nén lién hé tryc tlep v6i ngudi nhan (qua dién thoai, noi truc tiép) dé cong viée dugc
giai quyét nhanh nhat c6 thé.

3.7. “Reply all” néu cé

Khi mot email ¢ nhiéu ngudi cting nhan, ban can phai reply all dé tat ca moi nguoi cling
nam thong tin. Tranh thoi quen chi nhan reply ma théi.

Tuy nhién, rat c6 thé trong cong viéc, ban s& phai chuyén tiép kha nhiéu email gitta cac
d6ng nghiép. Va chic chin rang chang mot ai (ké ca ban) mudn nhan mot luc 20 email “xép
16p” voi nhau (do da chuyén tiép nhidu nguoi). Chinh vi thé, hiy chan nhac khi str dung niit
“Reply All” nham tranh giri email dén nhiing ngudi khong lién quan.

3.8. Thong bao minh da nhan dwgc email

Khi mot nguoi giri email cho ban, néu ban thay rang minh c6 thé tra 16i duoc ngay trong
vong 1 tiéng dong ho thi hdy danh thoi gian trd 101 luén. Trong trudng hop ban thay qué ban



va c6 thé xur Iy email nay sau thi hiy giri cho ngudi d6 mot email néi rang ban di nhan dugc
email va s€ sap xép hoi am trong khoang thoi gian nao dé€ ho khong sot rudt.

4. Mot s6 miu cau email cin ban thuong dung

Hoi théng tin nha cung
cap

- We would be grateful for some information about ...
- Please send us information about your product range and prices ...
- Please send full details of your prices, discount, terms of payment
and delivery times ...
- Could you also say whether there is any minium oder,...

Nha cung cp tra 10i
thong tin

'We can quote you a price of ....CIF, FOB

We can deliver by....... / within.....

'We require payment by bank tranfer / letter of credit.........

'We can supply the items you require directly from stock...

'We dispatch the good within 24h of a firm order and for first- time
customer our minimum order is 500pcs/color

Thuong lwong vé gia

- Do you give any discount on an order of this style
- If you can reach an agreement on these matter we are sure that we
can do more business with you in future.

bat hang

- Thank you for your recent email and we accept your quotation. Our
completed order form is attached and full bank details is as below
- Please acknowledge receipt of this order

Xac nhan don hang

- We are confident that the goods will meet your expectation,....
- We hope to be able to ship your order within ,.. days and will keep your
fully informed...

Yéu ciu thanh toan

- We are writing concerning a payment of $...for invoice #KJ105 which is
now overdue. A copy of the invoice is attached

- Please send a bank transfer to settle the account or an explanation of why
the balance is still outstanding....

Phan nan

- The main label of order #KJ105 has been not delivered, despite my phone
call last week to say that it is need urgently

- Unless we receive the goods by the end of this week. I will no choice but
to cancel my order

- | hope that you will deal this matter promptly as it is causing me
considerable inconvenience

Xin 16i

- Thank you for bringing this matter to my attention. Please accept my
assurance that it will not happen again

- I am writing in relation to your recent complaint. I’ll look into the matter
and get back to you tomorrow

Cam on

- Thank you for contacting us/ prompt reply/ providing the requested




information / all your assistance/ your kind cooperation/ your
understand/ your consideration

Két thuc thw

I look forward to working with you soon
- Please do not hesitate to contact me if any problem
- Get back to me if there’s anything else
- Let me know if you need to any further
- Your prompt response is highly appreciated




