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CHUONG 1.
TONG QUAT
1.1. Muc dich

Hwéng dan nay dua vao HVQS-S-1001 [Dich vu thi trwéng] nhdm gidp cho nhan vién dich
vu ndm virng cac hoat ddng cta khu vwe dich vu cla clra hang va lap bao céo vé phong

dich vu.
1.2. Pham vi 4p dung

Hwéng dan nay st dung cho hoat déng dich vu khu viec nham cai thién cdng tac dich vu ctra

hang va nang cao chat lwgng phuc vu (lam hai long khach hang).

1.3. Cac thuat ngiv

STT | THUAT NGU, CUM TU DINH NGHIA
VIET TAT
1 SOM Huwéng dan hoat ddng dich vu (service operation manual)
2 HTI Théng tin ki thuat (Honda Technical Information)
3 DCSI Chi s6 lam hai Iong khach hang cta dai ly (Dealer’s
customer satisfaction index)

1.4. Khai niém co’ ban trong dich vu

Honda tin rang sy can thiét cGa dich vu 1a dap lai sw mong doi cia khach ang, nhirng
ngwdi Gng hd sadn pham cda Honda qua cau noéi thuyét phuc “T6i rat vui khi mua mét xe
Honda”. Bé cé dwoc 4n twong nhw vay véi khach ang, truwdc tién ching ta phai nang cao
ky nang dich vu va phat trién cac diém trong dich vu nham tao &n twong manh mé, tich cuwc
cho tirng ctra hang. Néu truyén dat cac quan diém trén dén nguwdi s dung mot cach nhiét
tinh va cdng viéc cta chang ta dwoc biét dén, két qua sé 1a “dat dwoc sy hai  ang va tin

twdng cao nhat’.
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1.4.1 Khéi niém vé dich vu

bang cach

[ Phai chiém dwoc Iong tin va dam bao théa méan nhu cau cta khach hang }

* Duwa ra nhirng san pham chéat lvong.
* Cung cap céac dich vu tot hon.

—~g

[ Pam bao quan ly én dinh b&i

* Tuan theo quy trinh: 1ap k& hoach - thyc hién ké hoach - kiém tra - dwa vao

hoat d6ng cho tat ca cac hoat déng dich vu.

* Dam bao thu nhap tw dich vu.

g

Chat lwong san pham cao ] [

Cung céap Dich vu cao

<Bang cach nao cung cap san
pham chat lwgng cao>

* P& nghj khach hang kiém tra
trwde khi xe dworc giao.

* Thu thap théng tin thi tred'ng
chinh xac, b4o vé nho nha may
va phan hdi tré lai cho thi
trvong.

* Xe may chat lwgng cao
* Xe may tinh nang tot
* Xe may gia ca hop ly

g

<Bang céach nao cung cép dich vuy tét
hon>
* Tao ra mOi trwong lam viéc thoang
dang, than thién thoai mai va sach sé.

* Tao vi tri lam viéc bé tri cac thiét bj dich
vu sao cho dat dwoc hiéu qua tdi da.

* Phuc vu khach hang nhanh chéng va
than thién.
* Thwe hién stra chira chinh xac.

* Pwa ra gia ca stra chira hop ly.

* Lwu trir thdng tin bao dwdng va théng
tin khach hang.
* Theo ddi cong viéc dwa trén nguyén tac
3 hién "Hién trwdng, hién vat, hién trang".
* Tdng hop két qua cong viéc tin cay va
chinh xac.
* Duy tri tdn kho nhirng phu ting thwong
thay thé.

* Stra chira chinh xac

khach hang

\_

* Dich vu dap trng theo y&u cau cta

* Luén ludn theo ddi hé thdng
* Quan ly dich vu cé hiéu qua

~
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1.4.2 Khéai niém vé khu dich vu stra chiva

Hinh thirc ctia xwéng stra chiva rat quan trong. Sach sé&, sang sua va khéng khi

than thién sé lam khach hang hai long véi dich vu ban cung cép va chinh sy hai

long nay sé thu hat thém nhiéu khach hang khac t&i hé théng citra hang cua

chung ta.

[ Dic diém nao cua xwéng sé thu hat va khién khach hang tin twéng?

Trang thiét bj
dich vu

Mat bang hop
ly

nhat.

Sy sang sta

thoai mai.

Than thién

Sach sé

vovovov Y

Thiét bj chat lwong cao sé& dam bao cho viéc thwc hién
hoat déng stra chira chinh xac va hiéu qua.

Mé&t bang nha xwédng dam bao cho nhan vién di chuyén
va thao tac, thwc hién cong viéc mét cach an
toan,nhanh chéng va chinh xac véi it thao tac thira

Tao ra khéng khi vira ndng dong, vira hiéu qua ma van

Bem dén cam giac than thién va thw gian sé khién cho
khach hang thay hirng thu khi téi str dung dich vu.

Moi thtr déu gon gang ngan nap, xuwéng dwoc bd tri gon
gang va sach sé sé dem lai cam giac tin twédng.
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1.5. Té chirc khu vwe dich vu tai clra hang

Clra hang truéng

Nhan vién Cham soc

> khach hang

Dich vu

A 4

Quan dbc Dich vu
(néu co)

A

Ki thuat trudng

A 4

\ 4

Nhan vién ti€p nhan

Ki thuat phé

Nhan vién bao

A 4

Thg kiém tra cudi

A 4

Thu ngan phu tung

!

Nhan vién phu tung

hanh/DCS
A\ 4
Thg may
Vi tri S0 lugng ban nang
: Dudi 5 ban TUw5->10ban | Trén 10 ban

Clra hang trudng 1 1 1
Quan doc Dich vu 1
Ki thuat trudng 1 1 1
Nhéan vién ti€p nhan 1 1 2
Nhan vién bao hanh/DCS 1 1 1
Ki thuat phé 1 2
Tho kiém tra cudi 1 1 2
Tho may =s0 ban nang
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CHUONG 2
HOAT PONG KHU VUC
2.1. Dich vu khu vwc la gi?

Dich vu khu vwc la ngwéi dai dién caa phong Dich vu cong ty Honda Viét Nam trwc
tiep ho trer cac hoat dong ve dich vu cua cac cra ang do Honda uy nhiém ( goi tat la
HEAD).

2.2. Cac hoat dong cua dich vu khu vuwc

- Phé bién va dwa I khuyén vé sir dung thiét bj va k§ thuat stra chira cho ctra hang.
- Thu thap thong tin ky thuat va bao céao vé Honda Viét nam.

- Tro giGp 18p dé&t trung tAm dich vu va phat trién dich vu cho clra ang.

- Nam virng va thwc hién chinh sach vé clra ang cia Honda Viét nam

- Phan héi thdng tin va gidi quyét nhu cau, khiéu nai ctia khach ang.

- Banh gia hoat déng dich vu ctia HEAD, cap nhat vao bao céo yéu cau cai thién.

- Trong treong hop ma ctra  ang c6 3 lan ang tuc bi danh gia 1a khéng thuc hién cac yéu
cau cai thién cac hang muc bat budc theo tiéu chuan tlr nhan vién dich vu khu vuec, phong
dich vu khach ang cong ty Honda Viét Nam sé tién hanh canh céo bang van ban, Néu ctra

ang van tiép tuc khdng cai tién nhw yéu cau thi phong dich vu sé& bao céo lén cép trén dé
X ly.

- Nhac nhé clra  ang cac van dé xay ra  ang quan dén hoat dong dich vu tai HEAD/ Honda
SF dwa trén thong tin khiéu nai cia khach ang qua phong quan hé khach ang.

2.3. Cac hoat dong co’ ban cua dich vu khu vuwc:

Nhan vién phu trach dich vu khu vwc tién hanh Iap ké hoach tham HEAD theo dinh ky theo
tiéu chi:

e Tbithiéu 2 thang 1 1an cho tat c& cac HEAD trong viing phu trach.

e Ké hoach tham ctra ang sé dwoc danh gia va quyét dinh béi Trwdng phong Dich vu.
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Céac hoat déng ctia nhan vién phu trach dich vu khi tham HEAD:

Noéi dung

Coéng tac chuan bij

Biéu mau ( néu co)

Lich cbng tac

. Lén ké hoach thdm HEAD.
. Lam lich cbng tac thang.

.Trinh va xin phé duyét cua
trwdng phong.

. Gtvi lich cong tac cho phong
hanh chinh dé dat xe, vé may
bay, khach san,..

Lich cong tac theo mau

Chudn bi trwéc khi tham
HEAD

. Xem lai ngi dung yéu cau
cai thién cua lan tham trwéec.

. Xem két qua hoat déng dich
vu trong thang truwdc cua
HEAD ( d liéu trén DCS).

. Chuén bj cac tai lieu: SOM,
HTI, Service news, DCSI,..

Tham HEAD

. Théng b&o két qud hoat
dong dich vy thang vira qua
véiclra ang trwdng.

. Kiém tra phan ctng ( trang
thiét bj, 58,...)

. Kiém tra phan mém ( hoat
déng cham soc khach ang,
dao tao nhan vién tai HEAD,
).

. Dé xuét cai thién véi clra
hang treédng.

1)Str dung check sheet kiém
tra cac hang muc tai HEAD
bao gébm cac hang muc bét
buéc va cac hang muc dé
xuit mong muén HEAD &p
dung.

2)Lap bang xac nhan voi
HEAD vé cac hang muc can
cai thién va lay xac nhan tw
phia HEAD

Bao cao ngay

. Nhan vién phu trach dich vu
bado cao hoat dong cla cac
HEAD tham trong ngay theo
lich lam viéc.

. Bao cao cua ngay hém nay
phai duwgc glri vao ngay ngay
lam viéc hdm sau.

Mau b&o cao ngay.

Bao cao thang

. Thwc hién bao cao hoat
déng ang thang

Mau b&o céo thang.
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DPéi v&i cac HEAD/ Wing service hoac Honda SF mai thanh lap, nhan vién phu trach dich vu
phai tham va ho tro thiét [ap theo qui trinh nhw sau:

e Do6i v&i khu vee dich vu cta HEAD méi:

Bwérc HEAD HVN (Field Service) Ghichu
B& tri khu virc dich vu theo
layouttong tr DD
Nhan théng
tin HEAD ¥
m&i tr DD
Xin phé duyétcuatredng/
phé phéng
A 4 x
- Giao sach hwdng dan dich vu
T, x (SOM)
Giao ban VSEV:SW”Q dan || Hweng dan cac tidu chithiét 1ap
N . xwéng dich vy theo sach Hwéng
(lan thamth 1) x
dandichw
- Hwéng dan chi tiét ban vé
- Kiém tra kich thworc thue té so
v&i bang vé tir DD
\ 2 \
5o - Xay dwng co ban
E;]'et lap Theo doi tién d6 thanh 1ap | |- Thiét bi dung cu, poster
dich v cho Wi - Nian sy
S (lan thamth 2) - Kiém tra kich thwérc xay dwng
HEAD mé&i P ipa
thwc té so v&i ban vé
Thiét 1ap khu vuc dich vu
clia HEAD mdi theo ban vé
va cac tiéu chi ctia HVN A
- Sap xép thiét bi dung cu va cac
Chusn bi khai trrong Ic(j?:hv\tl_fuc chirc nang trong khu virc
(lan tham th(r 3) - H6 tro Honda SF trong cong tac
chuén bi khai trwong
- Hwéng dén stir dung DCS va céc
tai liéulién quan
Khai trvong
va hoat Lam |& khai trwong <
dong
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e D6i v&i Wing service station (WSS):

Bwéc HEAD HVN Ghichu
e Kiémtra di¥ liéu va géi thw
Goibaocaodichvucho 1 Lot "o o HEAD d nghjthanh
HVN A :
lap tram dich vy
bang ki |
thanh lap ¥
WSS A P
G&ithw cho HVN v& vidc Kiémtra dia diém, gidy to | |~ Hop dong thué dat
thanh Iap tram dich vu va béo céo - Giay dang kikinh doanh
2 B
- Giao sach huwéng dan dich wu
L x (SOM)
Giao ban "SE":SW ngdan | |_pyeng dén cac tiéu chithiét 1ap
N N ) xwéng dich wu theo sach Hwéng
(lan thamth 1) d3n dich vu
- Hwéng dan chi tiét ban vé
\ v
) - Xay dwng co ban
o Theo dbi tien do thanh 1ap | |- Thiét bi dung cu, poster
Thiet 1ap ‘ WSS - Nhan su
WSS (1an tham thr 2) - Béng hiu
va cac hang muc trong SOM
Thiét Iap WSS theo ban vé
va cac tiéu chi cia HVN A
- Sap xép thiét bi dung cu va cac
2 kh hirc na kh
Chuan bj khai trwong di:hv\l/yuc chtrc nang trong khu vire
(lan thamth( 3) - Hé tro WSS trong cong tac
chuén bi khai trwong
Khai trwong
va hoat €

dong

Lam & khai trwong
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e D6i v&i Honda service factory ( Honda SF):

Bwoéc HEAD HVN Ghi chu
G&ithwthanh lap Honda
SF
\ 2 re
iz ez R - Hop dong thué dat
Pang ki Kiémtra dia diém, giay t& (iAy A oo
thanh lap va b0 c40 Giay dang ki kinh doanh
Honda SF
\
Gé&ithw ddngy valam hop
ddng Honda SF
\ 2 N
- Giao sach hwéng dan dich vu
i, 2 (SOM)
Giao ban Vﬁgzg wongdan | | Hwéng dan cac tiéu chithiét 1ap
X - , xwédng dich vu theo sach Hwéng
(lan thamthw 1) d3n dich wu
- Hwéng dan chi tiét ban vé
\ \ 2
. - Xay dyng co ban
Thiét lap Theo doi tien dé thanh lap -Tm?tb!dungcu,pomer
d . Honda SF - Nhan sw
Honda SF (1an tham th 2) - Béng hidu
va cac hang muc trong SOM
Thiét |ap Honda SF theo
ban vé va cac tiéu chi clia
HVN A
- Sap xép thiét bi dung cu va cac
2 kh hirc na kh
Chuén bi khai trrong di:h"\‘/-"uc chtre nang trong khu wre
(lan tham th(r 3) - H6 tro Honda SF trong ¢cong tac
chuén bi khai trwong
Khai trwong
va hoat

déng

Lam & khai trwong
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e Dbi v&i Honda Service & Spare Part Shop ( HSS):
Bu'dc HEAD HVN Ghi cha
Guri thu thanh l&p
HSS5 \l
Kiém tra dia diém,
] ’ gidy td va bao cao
Dane :;";  Hap ddng thué dat
HSS l - Gidy dang ky kinh doanh
G thur déng y va
lam hgp ddng HSS
h 4
Huéng dan thiét 13
HSS theo tiéu chuan .
clia HVN - Giao sach hudng dan dich vu (SOM)
- Hudng dan cac tiéu chithiét lap xudng
Thigt 15 dich vu theo sach Hudng dan dich vu
Il_fssap ¢ - Thiét bi dung cu, poster
h 4 - Nhan su
Thigt 18p HSS theo Theo daiti&n dé - Bang hiéu ) _,
cactiéu chi clia HVN thanh l&p HSS - Huéng dan hoat ddng ca ban
Khai
truang Lam € khai triong |
va hoat

déng
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CHUONG 3

3.1. SO PO THU'C HIEN CONG VIEC DICH VU KHU VIPC

TIEN TRINH CONG VIEC CUA DICH VU KHU VU C

Giai thich ké
hoach va xin xac

Lap ké hoach dén
tham ctra hang

nhan cua trwéng

Khi dén tham ctra hang

. V&i tw cach la dai dién ctia Honda Viét Nam.
. Lich sy va trung thuc.

. La mét ngudri cb van gidi.

. Khéng tranh cai wi nhan vién ctra hang.

. Phan tich van d& dung hay sai.

. Khéng tra 1&i nhivng gi ban khong biét, lién hé
V&i ngudi co lien quan dé tra Ioi.

. Lang nghe y kién clia ctra hang, khach hang,
va trinh bay y kién cGa minh mot cach lich su.
. Thanh toan céac chi phi da st dung.

Khi bdo cao

. Nhirng gi chinh ban trong thdy, nghe thay.

. Bao cao chinh xac, khéng c6 thdng tin sai léch.
. Bao cao cho nguoi cé trach nhiém ding luc.
Nhirng van dé chuwa giai quyét

. Tra I&i ngén gon cho ctra hang sau khi giai
thich cho trwdng bd phan.

=

Chuén bj trérc khi tham ctra hang

. Tai liéu dich w: SOM/ SM/ OM/ W. book

. Cac mau file bao céo: hoat dong, nhan su.
. Cac thong tin dich w phat hanh trong thang
trwéc

. Tam (rng chi phi, dat xe, v& may bay

. Quén 4o ddng phuc

. Théng bao muc dich va thdi gian dén thdm
cho HEAD, yéu cau chuan bj (néu can)

Bao cao két qua

. Hop nhém hang tuan bao céo két qua thidm
clra hang tuan trwéc do cho trudng nhom/
trwdng phong.

. Giai quyét cac yéu cau cla clra hang
(tham khao trwéng phong néu can)

. B4o c4o lai két qua, phan hdi cho clra hang
ngay hodc trong Ian tham sau.

. Lwu trir hd so

. Lap ké hoach cho tuan tiép sau.

=

Thoéng bao cho
trwdng phong néu cé
thay ddi ké hoach

Tham ctra hang

. Thwe hién theo ké hoach

. Kiém tra hoat dong ctra hang (dwa
vao SOM)

. Bua ra yéu cau cai thién (néu co)
. Thu thap théng tin chét lvong, thi
trwong (néu co).

. Xac nhan tinh hinh nhan va thyc
hién cac thdng bao tir phong dich wi.
. Xac nhan nhan s tai clra hang.

. Tinh hinh kinh doanh

. Ghi nhan yéu cau tir HEAD

. Lap bao céo theo tirng ctra hang.
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CHUONG 4
NGUYEN TAC BO SUNG

4.1. Ban hanh stra déi

Ngu®i co trach nhiém ban hanh stra déi hwéng dan nay la trwéng phong dich vu khéch
ang.
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PHU LUC CAC BIEU MAU

1. Lich cbng tac thang:

2. Check sheet kiém tra lam viéc tai HEAD: ( gém

108 muc)

e RN s [w o [w[w[w][u[e][s][w]s][s][v]s][s][s]a]a]s]s]s]x]s]s]s]=n 3t
rovinces
DR | mue | wed | Thu | Fi | Sat | S | Mon | Tue | Wed | T | Fi | Sat | Sm | Mon | Tue | Wed | Thu | Fi | St | Sm | Mon | Tue | Wed Fio| st | sn | Mon | Tee | Wed | T
e | b
seup Montly | compensae
TenGang | 13 | ot | amws | ews | ews | 603 0 | am | s | eS| o E R e o o | s | s | mes | 08 o | aw | oo | e
Mitexco
TranVanA
Long An 1 43007 43012 43004 43013 43009 45008 45001 45005 42033 |42029WSS| 42004 38014 38007 38013 38019 42005 42004
Tay Ninh 5 43010 45007 4039 42050
BhPuoc |
TN EEEEE R N ERE I ERE 1| 2 2
Total Visiting 42 JIMCJDS /Wy MC/DS /Wy MC/DS /Wy /MC/DS Wy /MC/DS IM/DS J/MM/DS/W/MM/DS/Y| M/DS J/MM/DS/ IM/DS - J/MC/DIS /W /MC/DIS Vi /MC/DS VY /MM/DS IN/DS - J/MC/DS /W /MC/DS /W /MC/DS Vi /MC/DS) VDS f/MM/DS VY /MM/DS/V{PV/MM/DS
Long An | Long An | Long An | Long An | Long An Hone | Home | Home | hoe | Hoe HONC Tien GangfTien Hoc | HOMC [ainh Phuodinh PhodBinh PuodBin Ph wowe | Howe | Howe | Howe

HEAD evaluation - Check sheet

HEAD code HEAD name FSV name
Téng s6 hang muc NG
trong théng
1st. 2nd. 3rd. 4th.
STD or How to  [Date: Date: Date: Date: Remark
dtem N8 Content expected check  |Month: Month: Month: Month: Ghi cht (thdi han cai thién, Iy do chua cai thién)
Year: Year: Year: Year:
1.Cs C6 hdp thu gbp y clia khach hang ( bit va gidy) tai ndi khach chas E‘?mﬂ::;w
?gg‘;e;’nd 1 |Have box to take letter from customers in waiting area (attack STD Bgz !
D-CS1) pen and voucher) available
C6 k€ hoach va thuc hién khdo sét vé hai long khach hang Check
2 |Have document to follow up D-CSI monthly: More 20 customers STD plaic result
answered per month !
C6 bién phap cai thién chi s6 hai long khach hang theo két qua Check
3 |danh gia D-Cst STD | result
Analysis and deliver counter measure to increase D-CSI monthly !
5 5 . A ~ P 5 LA 5 5 No new
2 Dao tao/ Ctra hang c6 nhan vién mdi va cé k& hoach gui di HVN dao tao stp  |comer or
Training ( recruited new member and had plan sent to HVN training) had plan 1,
other 0
Téit ca tho da dudc dao tao C1 Al Mec was
5 % ’ Ny STD  [training 1
All mechanic attended C1 course. other 0

Bién ban xac nhan cac hang muc can cai thién véi HEAD
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4. Lijch cdng tac chi tiét:

BUSINESS TRIP PLAN
Date : [ 12-Feb-14 |
Name: Tran Van A Employee code: M9893
Dept. Service Cost centre: 13631
SCHEDULE
Date Day Time From where To where Purpose Stay At By What | Estimated distance Total
7:30-13:30 HCMC Soc Trang Moving Car 285
Tue 07-Jan-14 13:30-16:00 Soc Trang Soc Trang 3rd Set up HEAD Thanh Tin - 52007 Soc Trang 15
16:00-17:30 Soc Trang Soc Trang Working at HEAD Hodaco 3 - 52003 Car 15
Total 315
7:30-12:00 Soc Trang Soc Trang ?;()eg;ng ceramony of HEAD Thanh Tin - Car 15
Wed 08-Jan-14 | 13:00-14:30 Soc Trang Soc Trang Working at HEAD Hodaco2 - 52001 Soc Trang Car 15
14:30-16:30 Soc Trang Soc Trang Working at HEAD Hao Kiet 1 - 52002 Car 15
Total 45 735
7:30-10:00 Soc Trang My Xuyen Working at HEAD Huynh Bach Tung - Car 45
Thu 09-Jan-14 10:00-12:00 My Xuyen Ke Sach Working at HEAD Vinh Hoa 2 - 52005 HCMC Car 75
12:00-16:30 Ke Sach HCMC Moving Car 255
Total 375
Fri 10-Jan-14 7:30-12:00 HCMC HCMC Working at HEAD Hoang Viet 1 - 42055 HeMe Motorcycle
13:00-16:30 HCMC HCMC Working at office
Sat 11-Jan-14 Off
Sun 12-Jan-14 Off
Mon 13-Jan-14 7:30-17:00 HCMC HCMC Working at office
7:30-12:00 HCMC Can Tho Moving Car 210
Tue 14/3an/14 13:00-15:00 Can Tho Can Tho Working at HEAD A Chau 1- 50002 Can Tho Car 15
15:00-17:00 Can Tho Can Tho Working at HEAD Hoa 3 - 50015 Car 15
Total 240
7:30-10:00 Can Tho O Mon Working at HEAD Hong Duc 4 - 50008 Car 45
10:00-13:30 O Mon Thoi Lai Working at HEAD Hong Duc 7 - 50013 Can Tho Car 35
Wed 15/Jan/14 13:30-15:30 Thoi Lai Thot Not Working at HEAD Hong Duc 2 - 50004 Car 45
15:30-17:00 Thot Not Can Tho Moving Car 65
Total 190
7:30-10:00 Can Tho Phong Dien Working at HEAD Hoa 2 - 50011 Car 45 795
Thu 16/1an/14 10:00-12:00 Phong Dien Can Tho Working at HEAD Hoa 1 - 50006 HCMC Car 45
12:00-16:30 Can Tho HCMC Moving Car 210
Total 300
7:30-10:00 Zen Binh Tan Dist Working at HEAD Dung Oanh - 42048 Car 25
i 17/3a0/14 10:00-12:00 Binh Tan Dist 6 Dist Working at HEAD Nam Hai - 42008 HCMC Car 20
13:00-16:30 6 Dist Zen Working at office Car 20
Total 65
Sat 18-Jan-14 Compensate leave
Sun 19-Jan-14 Off
Mon 20-Jan-14 7:30-16:30 Zen Zen Working at office HCMC
Tue 21-Jan-14 7:30-16:30 Zen Zen Working at office HCMC
Wed 22-Jan-14 7:30-16:30 Zen Zen Working at office HCMC
7:30-10:00 Zen 7 Dist Working at HEAD Le Kim Long - 42027 Motorcycle
Thu 23-Jan-14 | 10:00-13:30 7 Dist 7 Dist Working at HEAD Sai Gon Vien Dong - HCMC Motorcycle
13:30-16:30 7 Dist Zen Working at office Motorcycle
7:30-10:00 Zen 8 Dist Working at HEAD Hoang Viet 2 - 42062 Motorcycle
Fri 24-Jan-14 10:00-13:30 7 Dist 7 Dist Working at HEAD BTSC - 42017 HCMC Motorcycle
13:30-16:30 7 Dist Zen Working at office Motorcycle
Sat 25-Jan-14 Compensate leave
Sun 26-Jan-14 Off
Mon 27-Jan-14 7:30-16:30 Zen Zen Working at office HCMC
Tue 28-Jan-14 7:30-16:30 Zen Zen Working at office HCMC
* Lowest approval level is department manager.
* Applicant should get approval from one level higher supervisor: Applied by Checked by Approved by
eDept. manager - Senior manager
eSenior manager - Div. Director or Div. General manager
eDirector -> General Director
Tran Van A Dao Quang Sang |Hong Minh Tri
Date: Date: Date:

5. Mau b&o céo ngay, b&o céo thang (theo mau méi nhat dwoc duyét béi trwéng
phong)
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6. MAu set up khu vwe dich vu tai HEAD mé&i/ WSS/ Honda SF:

QUI TRINH THIET LAP XUONG DICH VU (G6m 3 trang)

Tén HEAD: _ _
M3 HEAD: Ngay: Ngay: Ngay:
S8 kbér\ nén~ : HEAD HVN HEAD HVN HEAD HVN
Ngdy dy kién khai trugng:
Setup fan 1 Setup fan2 Setupfan3
S: N§i dung huéng dan & Kiém tra ket q;ﬁ xéc nhan Ghi chi Ket q;ﬁ xéc nhan e Keét qua xac nhan e
('=pat) (' =pat) (/= 0at)
1 |Giao sich SOM va hugng din cd ban vé hoat déng dich vy
T |Giao ban vé b3 tri chi tiét khu vuc dich vu
5] Ko sét mat bang, kiém tra kich thudc thyc té so vdi bing vé cia DD
T M gach I6t nén dich vu Bach Ma HG 45012
? M& gach vién ban nang [Bach M& HG 45046
7 M& gach dan tuding dich vu Bach Ma HG 45022
L lQui céch dén gach nén, vign ban [TuGng: dén cao tir 900mm - 1200mm
8 reng & g dieh vy Vign vang rong: 100mm
? INgang: 620mm
|[0] tdng 980 | i cich do b bén néng pa: 1670mm
u (Kich thu6ic hoan thién) s2u: 200mm
; ICach tuding: 700mm
[s] g théng thu hdi nhét thai am tuding
[14] H& thng xr If khi thai
[1s| e thong xtr If nuée théi (3 ngan)
[16] Knu tiép nhan may lanh
7 1S5 tha: Téi thiéu = 5§ ban nang
[s] Tosnnhan vien 8 009 6K062 [ o1
19 [Tiép nha a0 tao HOS, Warranty
20 |Gach nén xutng dich vy
a1 Xég;ﬂ"a%& |Gach vién Khu we bén néng
22 |Gach dén tuting khu wyc dich vu
23 ITinh trang xdy dung hé ban nang
; |Tinh trang xdy dyng hé théng thu hdi nhdt
[2s] Tinh trang xéy dyng hé théing xi i khi thai
(25| Tinh trang xéy dung hé thing xr If nuc thai
; |Tinh trang xdy dyng khu vy tiép nhan may lanh
; ITinh trang xdy dung khu wic thg nghi
; ITinh trang xdy dyng phong rira xe
; N IThg: Bao tao C1
[ X8y dun & | 1o ang do tao nhan sy dich v
Déo tao ——

Ti€p nhan: Pao tao HOS, Warranty
; St dung phén mém quan Ii dich vy
|| I/ xust phiéu sita chira
; Poster dich vu
(35| 1Dt hang dung cu ndi dia
(36| 193t hang dung cu nhap khdu tir HYN
; Bang sd d6 nhan sy dich vu
(38| D3t dong phuc cho nhan sy dich wu
39 IS8p xép khu wuic tiép nhan
; S8 xEp khu vufc xuting sira chifa
A 2 xép khu vy sifa chifa ning
; IS8p xép khu wuic rifa xe
3 ngp"fé‘f 53p xEp khu wic chita ric thai
“ Sap xép khu wc khéch chi
: IH® s théng tin k§ thudt HVN (HTI)
; HO s0, tai liéu dich vy [HG sd theo ddi khiéu nai bao hanh
; ISach huéng dén bio tri
48 Khéc
49 Y kién cila HEAD

Tréng =

Knang dat
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PHU LUC QUAN LY PHIEN BAN
Ngay ban hanh, stra dbi, thuc Noéi dung Duyét Xem Lap
hién xét
00 Ngay lap 01/01/2000 | Lap mai. Sasaki P.Q.Phi H.M.Tri
Ngay ap dung 01/01/2000
01 Ngay lap 21/02/2000 | Theo giam sat mdi bd 11/2/00 (bd | Sasaki P.Q.Phi H.M.Tri
N sung trang 14 muc 25, 26. Trang
Ngay ap dung 21/02/2000 19; 20 muc 32. Trang 23 muc 35.
Trang 26 muc 38.
02 Ngay lap 01/03/2000 | B4 sung trang 14 muc 25. Tiéu | Sasaki P.Q.Phi H.M.Tri
.. chudn danh gia ctra ang. Trang
Ngay ap dung 01/03/2000 | 19 myc 32: giai thich diém danh
gia.
03 Ngay lap 15/06/2000 | Stra d6i trang 15 muc 25: cac hoat | T. Hiroki P.Q.Phi N.V. Phong
. déng cta dich vu khu vic. Stra ddi
Ngay ap dung 15/06/2000 trang 22 muc 34: tiéu chuadn danh
giaclra ang.
04 Ngay lap 16/01/2001 | Stra dbi trang 19, 20, 22 muc 32, | T. Hiroki P.Q.Phi N.V. Nha
.. 34: tiéu chuan danh gia cra ang
Ngay ap dung 16/01/2001 | \/3 mAu bao cao ang ngay.
05 Ngay lap 01/01/2002 | Sta ddi trang 15 muc 26 muc tiéu | T. Hiroki P.Q.Phi N.Q. Hung
s viéng thdm. Trang 21 muc 33 mau
Ngay ap dung 01/01/2002 b&o cao  ang ngay.
06 Ngay lap 20/01/2006 | Stra dbi trang 07 muc 6: chirc nang | N. Ninomiya | H.M.Tri P.H. Quan
.. nhén vién phong dich vy. Trang 13
Ngay ap dung 20/01/2006 muc 21. Trang 15 muc 26.
07 Ngay lap 01/03/2007 | Trang 15 muc 24. Trang 16 muc | N. Ninomiya | H.M.Tri P.H. Quan
Ngay &p dung 01/03/2007 | 2> Trang 20, 2.
08 | Ngay lap 01/08/2007 | Thay ddi ma sb tai liéu 16001- | N. Ninomiya | P.H.Quan | C.T.Duong
Ngay 4p dung 01/08/2007 WSE-01->1001-WCS-‘2R-01
Slra muc 1 trang 1 phan gach chan
09 | Ngay lap 15/03/2010 | Sra dbi 09-Diéu kién bdo hanh- | S. Shimada | P.H.Quan | C.T.Duong
Ngay &p dung 15/03/2010 | CNYON9 3
10 Ngay lap 26/04/2010 | Stra ddi Muc 24, 25, 31. S. Shimada P.H.Quan | C.T. Duong
Ngay ap dung 26/04/2010
11 | Ngay lap 01/11/2012 | . Stra ddi cac hang muc méi bét | S. Shimada | P.H.Quan | C.T. Duong
.. dau thwe hién 01/11/2012 ( Vi du:
Ngay ap dung 01/11/2012 Chuong 1 muc 1: 1.1...... )
.Stramuc 4.3; 4.4
12 | Ngay lap 13/02/2014 | Stva lai toan b6 noi dung S.Yamana | P.H.Quan | T.Q.Duy
Ngay ap dung 01/03/2014
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13 Ngay 14p 28/08/2014 Stra méa so ISO MC->2R S. Yamana P.H.Quan | C.T.Duong
Ngay ap dung 28/08/2014
14 | Ngay lap va ngay p | 18/09/2014 | Bo sung hang muc 2.2, b6 sung phan S. Yamana P-H.Quan | C.T.Duong
dung 18/09/2014 grg chu cia biéu mau chwong 2 phan
Thay d6i biéu miu check sheet
chwong 4. Biéu mau 2 va biéu mau 3
15 | Ngay lap va ngdy ap | 23/04/2016 | Bo sung hang muc 2.3, bd sung quy T-Konno P-H.Quan | P.X.Bien
dung 23/04/2016 trinh thiét I1ap HSS
16 | Ngay lap va ngay &p | 23/05/2017 | Bé sung phin “céc thuat ngi” P-H.Quan | L.V.Son ) H.T.Hoa
dung 23/ 05/ 2017




