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THONG BAO

(v/v: quy dinh lam thém gio)

— Céan ctr Luat lao dong nédm 2019;
— Cén ctr vao tinh hinh thuc té céng viéc tai BRAVO.
Nham dam bao tuan tht dung quy dinh cta phap luat vé lam thém gid va tinh hinh thuc té cong

viéc phat sinh, Céng ty C6 phan phan mém BRAVO thdéng béo téi toan thé CBNV dang cong
tac tai BRAVO-HN vé quy dinh [am thém gid. Cu thé nhw sau:

1) Thé&i gian ap dung : Tlr ngay 01/06/2025
2) Péi twong ap dung : T4t cad CBNV dang céng tac tai BRAVO
3) Diéu kién ap dung : Cac CBNV dwoc KH yéu ciu hé trg cong viéc, tham du sw kién

ngoai gi® lam viéc hoac cac cdng viéc khac dwoc giao — Viéc lam thém ngoai gio tai Céng ty

ho&c tai khach hang can dwoc sy déng y va phé duyét cia BLD Céng ty (Trudng

phong/Giém déc Khéi/Quén ly truc tiép va BGP) trwdc thoi diém thuwe hién lam thém gidy, triv
céac trwdng hop dac biét phat sinh vao ngay nghi hang tuan hodc ngay nghi 18, Tét.
4) Thei gian xac dinh lam thém gio:

— Bao dam sb gi¢r lam thém cia méi CBNV khdng qua 50% sbé gi¢ lam viéc binh thwdng
trong 01 ngay (sé gior lam viéc binh thudng hién tai la 08 gio/ngay) va khdéng qua 40 gi®y
trong 01 thang va 200 gio trong 01 nam.

— Gi®r lam viéc ban dém duoec tinh tir 22 gi¢r dén 06 gi¢y sang ngay hém sau.

— Thoi gian lam thém gid thuc t& dwoc tinh dwa trén thdi gian da dang ky véi Cong ty va
xac nhan béi dir liéu chdm céng thuc té (trong truong hop lam viéc tai Céng ty), hoac
theo xac nhan clia khach hang théng qua email, phiéu yéu cau cong viéc, van ban/gidy t&
lién quan,... (trong truong hop lam viéc tai dia diém cia Khéach hang).

- Lwuy:

+ Trwdng hop thoi gian chdm céng thuc té tai Cong ty hodc xac nhan lam thém thuc té
tai khach hang vwot qua thoi gian da dang ky, thi chi ghi nhan va tinh [am thém gid dbi
v&i phan thoi gian da dang ky trwdc dé.

+ Trwdng hop “thoi gian chdm cong thuc té tai Cong ty” hodc “thdi gian lam thém dwoc
khach hang xac nhan” it hon so v&i thoi gian da dang ky, thi thoi gian do sé khéng
dwoc ghi nhéan la lam thém gio.

5) Quy dinh vé viéc xac nhan sé gi® lam thém lam can c tinh lwong lam thém gio:

— Céac CBNV sir dung phan mém QLKH dé xt ly dang ky va xac nhan cong viéc lam thém.

— Cac trvong hgp lam thém nhuw sau:

+ Dbi véi CBNV lam thém gi¢ tai Van phong Céng ty (st dung phdn mém QLKH dé xir
ly céng viéc):

e Dang ky dia diém lam thém gi¢: chon “Tai Céng ty”

e Két thuc lam thém gid: Chadm cdng tai “May chdm cong clia Cong ty”
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+ Dbi v&i CBNV lam thém gid ngoai dia diém Van phong Céng ty (st dung phan mém

QLKH dé xt ly cong viéc)

e Dang ky dia diém lam thém gi®: chon “Tai Khach hang”

e Két thuc 1am thém gio: LAy phiéu yéu cau cong viéc (YCCV) / gidy t& / van ban
khac... cé xac nhan cta KH dé chirng minh thdi gian 1am thém thuc té (Can scan
va lwu dinh kém file scan 1én phan mém QLKH)

+ Débi voi tredng hop 1am thém gior khi cé yéu cau dét xuat phat sinh tir phia khach hang
ma khoéng co ké hoach/dang ky truéc:

e Dang ky bd sung lam thém gi® ngay vao ngay dau tién di lam sau khi phat sinh viéc
lam thém

e Dang ky dia diém lam thém gi®: Chon “Tai Khach hang”

e Két thic 1am thém gid: Co xac nhan cla khach hang bang email / gidy t& / van ban
khac... vé thdi gian lam thém thuc t& (Can scan va lwu dinh kém file scan |1én phan
mém QLKH) — Yéu ciu Trwdng cac bd phan kiém soat viéc lam thém gi® phat sinh
dé dam bao chét lwong cong viéc va cdng bang cho CBNV

6) Cach thirc dang ky lam thém gi®: Puoc quy dinh chi tiét trén phan mém QLKH (Puong
dén: Tai liéu HDSD - Tai liéu HDSD mét s6 chirc ndng chung = 4. Pang ky lam thém gic)

7) Tién lwong lam thém gio:

Theo quy dinh chi tiét tai Muc 17. Quy dinh lam thém ghi tai Cdm nang tra ctru ndm 2025
ban hanh ngay 01/05/2025.

8) Cac lwu y chung : Tai thdi diém tinh lwong hang thang (chdm nhét vao ngay mung 02 cua
thang ké tiép), cac CBNV sé khong dworc tinh Ia lam thém gi¢ khi khéng thwe hién dang quy
dinh vé dang ky lam thém gid, cu thé:

DPang ky nham noi lam viéc (Tai céng ty/Tai khéch hang)

Khéng chdm céng xac nhan gidr két thic 1am thém tai van phong cong ty

Khong cé phiéu YCCV / email / van ban / gidy t& khac,... clia khach hang xac nhan gi®
lam thém thyc té.

Lam thém gi® khi chwa c6 sy déng y clia Trwdng phong/Giam dbc Khéi/Quan ly trwc tiép
va phé duyét cia BGD Cong ty.

Luu y: Trong qué trinh thuc hién, cac CBNV ¢6 thdc méc vui long lién hé Mrs Quynh (Nhan sw -
Phong QLTH: quynhnn@bravo.com.vn dé duorc gidi dap).
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