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PHAN PHOI TAI LIEU
STT Bo phan duoc phan phéi tai liéu S.lg Ghi chid
1 | TGP va céc PTGD M "M" 1 phan phdi &
2 VPTH M dang ban mém
3 Ban Ké hoach M
4 | Ban Pau tu-XDCB M
5 | Ban K¥ thuat-NCPT M
6 | Ban Ké toan-Tai chinh M
7 Ban Thi truong-Kinh doanh M
8 Luu ban ISO 1
9 | Luu QMR 1
10 | VP HPQT M
11 | Ban thu hoi cong no 1

e Truong hop tai liéu o dang ban n}émf soft copy), thi cd nhan, don vi dwgc phan phoi
tai liéu sir dung tai liéu tai CO SO DU LIEU cia VEAM (muc Hé thong QLCL 1S0).

TINH TRANG BAN HANH, SUA POI

Lan ban Nei Phé duyét
Noi dung stra doi hanh/sur 6 higéuyluc K9 tén Chuc
a dbi P Y danh
Ban hanh lan 1 1 20/05/2015 TGD
Ban hanh lan 2 1 01/05/2017 TGD
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1. MUC PICH

+ Cu thé héa quy trinh thu hdi cong ng cia VEAM, thiic day viéc thu hdi cong ng;

+ Phdi hop hoat dong gitta Ban thu hdi cong ng (dwoc thanh 1ap dé thic day thu hoi
cong no mot cach hiéu qua) va cic phong chirc nang lién quan.

2. PHAM VI AP DUNG

+ Céc khodn ng da qud thoi han thanh todn va cdc khoan n¢ chua qué thoi han thanh
todn, nhung ¢ tinh trang khong c6 kha nang thu hoi.

+ Céc khoan n¢ qué thoi han thanh toan hodc khong c6 kha ning thu hdi bao gdm
céc khodan phai thu khich hang, tra trudc cho nguoi ban, phai thu ndi bo va cac khoan phai
thu khéc.

+ Khong bao gdm cdc khoan ng tir ngudn hd tro tai chinh tryc tiép ciia Tong cong ty
(vay dau tu, vay von luu dong, ho trg cho vay thanh todn khong qua giao dich ban hang
héa).

3. TAI LIEU LIEN QUAN

+ S6 tay chat luong

+ Tiéu chuan ISO 9001:2015

+ Nghi dinh s6 206/2013/ND-CP ngay 9/12/2013 cua Chinh Phu vé quan 1y no cia
doanh nghiép do Nha nudc nam gitt 100% von dicu 1€;

+ Quy ché quan 1y ng ciia Tong cong ty;

+ Quyét dinh s6 66/QD-VEAM/TCKT ngay 30/3/2015 ciia Tong gidm doc vé viée
thanh 1ap Ban thu h6i cong ng Tong cong ty;

4. PINH NGHIA

+ Ban thu hoi cong ng (viét tat la Ban THCN): 12 ban do TGP thanh 1ap dé thic day
viéc thu hoi cong ng, ban khong phai 1a co cau t6 chirc nhu cdc phong (ban) cua Tong cong
ty;

+ No ton dong: 1a cac khoan ng phéi thu da qua thoi han }hanh toan, doanh nghici:p
da dp dung cdc bién phdp xu ly nhu doi chi€u xdc nhan, don doc thanh todn, nhung van
chua thu hoi duoc.

+ No phai thu khd doi: 1a cac khoan ng phai thu da qua thoi han thanh todn trén 06
thang (tinh theo thoi han tra ng ban dau, khong ké thoi gian gia han tra ng), doanh nghiép
da dp dung cédc bién phap xur ly nhu dbi chiéu xdc nhan, dén ddc thanh todn, nhung doanh
nghiép van chua thu hdi dugc; hogc la cdc khoan ng phai thu chua dén thoi han thanh todn,
nhung khach no la to chure kinh té dd 1am vao tinh trang phd san, dang lam thu tyc giai thé,
ngudi no mat tich, bo tron, dang bi céc co quan phép luat truy tb, giam giir, xét xtr, dang thi
hanh dn hodc da chét.

+ Na,khéng 6 khd nang thu hoi: 1 cdc khoan ng phai thu qué thoi han thanh todn
hodc chua dén thoi han thanh todn thudc mot trong cac truong hop sau day:
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- Khéch no 1a doanh nghiép, t6 chirc da hoan thanh viéc giai thé, phd san theo quy
dinh cta phdap luat.

- Khach no 13 doanh nghiép, t6 chtic dd ngiing hoat dong va khong c¢6 kha ning chi
tra, khong c6 nguoi ké thira nghia vu tra no.

- Khach no la ca nhan da chét, mét tich, ca nhan con séng, nhung khong con kha
nang lao dong hodc mat nidng lyc hanh vi dan sy, hodc ngudi thura ké theo luat, nhung
khong c6 kha nang chi tra.

- Khéch no di duoc co quan c6 tham quyén quyét dinh cho x6a ng theo quy dinh
cua phdap luat.

- Khoan chénh 1éch con lai cua cidc khoan ng khong thu hoi duoc sau khi da xu ly
trach nhiém ca nhan, tap thé phai boi thuong vat chat.

- Cé4c khoan n¢ phai thu da qud thoi han thanh todn tr 01 nam tré 1€n, tuy khach ng
con ton tai, dang hoat dong, nhung kinh doanh thua 15 lién tuc tir 03 nam tré 1én va qud
khoé khan, hoan toan khong c6 kha ning thanh todn, doanh nghi¢p da tich cyc dp dung céic
bién phdp, nhung van khong thu duoc no.

+ No khong co kha nang thanh todn: 1a cac khoan ng dén han Vél’ qué han ma doanh
nghiép khong c6 kha nang tra cho chu ng theo ding hgp dong da cam két.

+ Céc chit viét tat khdc theo PL-00-01.

5.NOI DUNG

5.1. Chirc nang, nhiém vu cia Ban THCN

5.1.1. Chirc nang

a. Phéi hop cdc phong chirc ning trong viée viée thu hdi cong no mét céch tich cuc.

b. Théng nhat thong tin, ho so, ké hoach va chi dao trong cong tac xu i, thu hoi
cOng ng.

5.1.2. Nhiém vu

a. Dinh ki hang thing téng hop, danh gid tinh hinh cdéng ng, dé ra ké hoach, hoic
cap nhat ké hoach thu hdi coéng no.

b. Pinh ki, xem xét, cap nhat hd so cong ng, dé xuét cac budc giai quyét, hoan thién
céc tai liéu con thiéu cua ho so cong ng.

c. Tim hiéu vé moi thong tin lién quan dén khach ng. Lap ho so thong tin day du va
luu gitr cho dén khi xur 1 xong.

d. Lam viéc truc tiép v6i nguoi ¢6 trach nhiém giai quyét tra ng vé 16 trinh thanh
todn ng va thuc hién don doc theo 19 trinh.

e. Trudong hop khach hang no 1a coéng ty con, cong ty lién két ctia Tong cong ty va

cdc khoan no lién quan dén khach no cua cdc don vi nay, thi hd so cong ng & cic diém b, c,
d trén day c6 thé c6 cdc thong tin mo rong dén nhirng khéch no nay.
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f. D& xuat khoi kién ddi véi nhitng khach nocd tinh kéo dai thoi gian khong tra no,
ma khong phai do mat kha ning thanh todn trong dic¢u kién hoat dong tuan thu ding phap

luat.
g. P& xuét viéc trich l1ap dy phong.
5.2. Quan i, xir Ii ho so' cong no, thu hdi cong no
5.2.1. Luu dé
TT Trach nhiém Néi dung Tai liéu
Thu thép thong tin khiach
1 B.KTTC, B.TTKD hang no Thong tin khach hang
v
Lap danh muc hé so BM-21-01
2 BKTTC, B. TTKD khach hang ng H6 so khich hél’lg
Phé duyét
3 | Truong Ban THCN BM-21-01
Phan tich, xem xét, xt I, BM-21-01
4 Ban THCN bdo céo, 1ap ké hoach BM-21-02
BM-21-03
Thyc hién ké hoach thu
hdi cdng no hang thang: BM-21-03
- Gui van ban nhic no; BM-21-04
5 Ban THCN - Truc tiep doi ng;
PN YA BM-21-05
- Dg xuat khoi kién; 5 A
- P& xuét trich 1ap du BM-21-05
phong.
¥
Luu ho so
6 B.KTTC, B.TTKD

5.2.2. Giai thich luu do

Budéc 1.Thu thap thong tin khach hang no:

+ B.KTTC tap hop tit ca thong tin lién~quan dén khach hang no ton dong, no phai
thu khé doi, ng khong cé kha nang thu hoi. Moi khach hang dugc 1ap mot file ho so riéng.

In 07/05/2017 2:33:00 PM




™ Mi sb: QT-21
@ QUY TRINH Lin ban hanh:2
1SO 9001:2015 THU HOI CONG NQ Ngay: 01.05.2017
Trang:6/7

Truong hop mot khach hang c6 nhiéu khoan no ¢6 tinh chit khac nhau, ciing ¢6 thé 1ap
nhiéu ho so khac nhau.

+ B.TTKD tép hop thong tin dbi véi cac khdch hang c6 cdc khoan ng phai thu tir
cac hop dong hodc héa don mua hang héa cua Tong cong ty. Cdc thong tin lién quan dén
khach hangdugc B.TTKD thu thap khong han ché, c¢6 thé trung véi cdc thong tin da cé cua
B.KTTC.

‘ + Cic thong tin khong dugc bao gdm cic thong tin khéng hop phap, hodc thu thap
bang céc hinh thirc khong hop phép.

+ Hb so gbc do B.KTTC quan ly. B.TTKD c6 thé ¢6 hd so sao dé phuc vu cong téc
cua minh. Céc thong tin ¢6 01 ban goc, thi ban goc phai dugc luu tai B.KTTC.

Buéc 2. Lap danh muc tong hop ho so khiach hang:

+ Danh myc dugc 13p lan dau (BM-21-01) va dugc cap nhit theo théng. S6 ho so 1
chi myc d¢ tra curu, bo sung ho so.

+ Danh muc do B.KTTC chu tri lap, c6 chir ki cia B.TTKD.

+ Danh muc dugc cdp nhét trong vong 5 ngay lam viéc diu mdi thang.
Buéc 3. Phé duyét danh muc tong hop ho so:

+ Truong ban THCN xem xét phé duyét danh muc hd so.

+ Trén co s& danh muc tong hop, truéng ban THCN chi dao hanh dong tiép theo
cua Ban THCN.

Buwéc 4. Phan tich xem xét, xir li, bao cao:

+ Ban THCN hang thang hop xem xét xur Ii ho so cong no. Céc cudc hop theo hinh
thirc hop tap trung. Cac truong hop khong thé t6 chirc hop, thi ¢ thé trao doi qua email.

+ B. KTTC tong hop bdo cdo két qua cong viéc da thyc hién thang trusc (BM-21-
02) va dy kién ké hoach thyc hién thiang nay (BM-21-03).

+ Ban THCN xem xét, thong nhit noi dung bdo cdo két qua thang trudc va ké hoach
hoach thu hoi cong n¢ thang nay.

+ Bdo cdo dugc giri TGP. Trong trudng hop dugc yéu ciu, bdo cdo ¢ thé thong tin
trong céc cudc hop lanh dao.

Buéc 5. Thue hién ké hoach thu héi cong no:

+ Ban THCN t6 chirc thuc hién ké hoach thu hoi cong no:

- B. KTTC gui cong vin nhic nhd khach hang tra ng(BM-21-04) theo dinh ki 3
thang /1an. Trong khoang thodi gian nay cé thé c6 nhic nhé qua dién thoai. Thoi gian goi
nhic khich hang can phai duoc ghi chép luu hd so;

- B. KTTC va B.TTKD cir cdn b gip g& truc tiép khach hang, trao ddi truc tiép, 1ap
bién ban d6i chiéu cong ng, yéu cau khich hang cam két tra ng (BM-21-05). Truong hop
khong gip tryc tiép, ¢ thé trao ddi qua dién thoai va giri bién ban xdc nhan qua buu dién.
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- Trudng hop ndi dung trao d6i doi hoi phai dién giai, giai thich, ngoai bién ban dbi
chiéu cong ng, cé thé 1ap thém bi€n ban lam vi¢c theo mau BM-21-05A véi ndi dung

khong han ché.

- Ban THCN bdo cdo TGP vé cic dé xuat khoi kién dbi véi cdc truong hop du didu

kién va can thiét phai khai kién.

+ B.KTTC xem xét thyc hién trich 1ap dy phong cdc khoan phai thu khé doi theo

ding quy dinh va ché do ké toan.

6. LUU HO SO
TT Nbi dung ho so Pon vi luu trix Thoi gian luu
1 |Danh muc hé so hang thing
2 |Hb so khéch ha inh ké
? so khac , ang B. KTTC, B.TTKD Theo quy dinh ké
3 |Ké hoach thing toan
4 |Bdo cdo thang
7. TAI LIEU KEM THEO
BM-21-01 Tong hop danh myc hd so cong no
BM-21-02 Bdo cdo két qua thyc hién
BM-21-03 K¢é hoach thu hdi cong no thang
BM-21-04 Vin ban nhéc tra ng
BM-21-05 Bién ban d6i chiéu cong no
BM-21-05A Bién ban 1am viéc vé thu hdi cong no
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