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QUYLT PINI

- N < . ¢ X man T S A
V& viée ban hanh Quy dinh sir dung mdy cham cong va quén Iy chiim céng lao djng
. . . ~ ~ Z A . '
tai cac don vi trire thude Cong ty co phian Lilama 18,1

GIAM POC CONG TY CO PHAN LILAMA 18.1

Ciin cit:
- Diéu l¢ Céng ty cé phan Lilama 18.1;
= Bdn thdo va théng béo s6: 23/2018/TB-LLM18.1 “Vé viéc gbp ¥ kién vio Quy ché,
Quy dinh méi va sica doi” ngay 08/08/2018,

QUYET PINH

s A \ \ A . \ . 2 ’ A " \ 3
Diéu 1: Ban hanh kém theo quyct dinh nay “Quy dinh sir dung may chdm céng va quin

Iy chiim cong lao dong tai cac don vi true thude Cong ty ¢d phan Lilama 18.17.

Didu 2: Quy dinh c¢6 hi¢u lyc tir ngdy ky ban hanh va thay thé quyét dinh sb
02/2017/QD-LLMI8.1 ngay 25/07/2017.

IA L 4 I( ki 2 ’ A 4 o hY i " A
Diéu 3: Ban Gidm doc, Thu trudng cac Phong, Ban chire ning va don vj tryc thude Cong

ty ¢b phin Lilama 18.1 ¢6 trach nhiém thi hanh quyét dinh nay.

bOC
Noi nhin:
- Nhur diéu 3 (thi hanh); /D
- Luu VT, L
v

GIAM BOC
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CONG TY CO PHAN LILAMA 18 CONG HHOA XA HQI CHU NGHTA VIET NAM
CONG TY CO PHAN LILAMA 18.1 Doc Lip - Ty Do - Hanh Phiic

QUY DINH
SU DUNG MAY CHHAM CONG VA QUAN LY CHAM CONG LAO PONG
TAI CAC DON VI TRU'C THUQC CONG TY
(Ban hanh kém theo Quyét dinh s6 13/QD-LLM18.1 ngay 06 thang 09 niim 2018
ctia Gidm doc Cong ty ¢é phén Lilama 18.1 )

Chwong 1
NHUNG QUY DINH CHUNG
Diéu 1 Pham vi diéu chinh

I. Vin ban nay quy dinh viéc bao quén, str dyng may chim cong va quan ly chidm
cong lao dong cho toan thé Can bo cong nhén vién (CB-CNV) cia don vj san xuét
trire thupe Cong ty; lam co s& cho viée chi tra tién lvong, thudng, binh xét thi dua,
khen thudng hang nim;

2. Xy dung v thire td chirc ky ludt, tac phong nghiém tic vé gior gidc lam viée
dwoc quy dinh tai Noi quy lao dong;

3. Nhitng ndi dung khac vé quyén lg1, nghia vu va trach nhi€m cia ngudi lao dong
khéng quy dinh trong quy ché nay dugc 4p dung theo quy dinh cia phép ludt lién
quan va cic ndi quy, quy ché, quy dinh ctia Cong ty.

Diéu 2 Dbi twong Ap dung

1. Toan thé can bo cong nhan vién dang lam viée tai cdc don vi san xuét truc
thudc Cong ty ¢d phan Lilama 18.1.

2. Thi trudng cac phong, ban Vin phong Céng ty; don vi san xudt tryc thudc
Céng ty ¢d phéan Lilama 18.1.

Diéu 3 Giai thich tir ngi
Trong Quy dinh ndy cac tir ngit dudi day dugc hidu nhu sau:

1. Gidm déc 1a Giam déc Cong ty ¢d phan Lilama 18.1.

2. Ngiroi lao déng 13 ngudi c6 kha ning lao dong, lam viée theo hop dong lao
dong, duoce tra luong va chiu su quan ly, diéu hanh cua nguoi st dung lao dong.
3 Nguroi sir dung lao dong 13 Cong ty ¢d phan Lilama 18.1.

4, Pon vi true thuge 1a cic phong ban Vin phong Cong ty; Poi san xudt truc thude



Céng ty ¢d phan Lilama 18.1.

5. Thai truéng don vi 1a chp trudng phong ban Vin phong Cong ty; Poi trudng
ddi san xuét tryc thude Cong ty ¢6 phin Lilama 18.1,

6. Mdy chdm cong 1a thiét bj chuyén dung ding cho viéc ghi nhin thoi gian lam
viéc ctia cong nhén vién. Thiét b gitip cho cong tac quan ly nhan s — chdm cong —
tinh lwong duge nhanh chéng va dam bao sy chinh xac, minh bach.

7. Trong quy dinh ndy, cdc tham chiéu t6i mot hojic mot sb quy dinh hodc vin
ban khac bao gdm ca nhitng stra ddi hodic vin ban thay thé,

Diéu 4 Hwéng din siv dung may chim cong

I. Déng ky théng tin ¢4 nhin vao may chim cong;

Cén bd cdng nhan vién trude khi str dyung phai ding ky dir li¢u vé nhén dang
khuén mét va ddu van tay dé x4c nhan théng tin ¢4 nhan dé may cé thé nhin dang khi
Ra/Vao khu vuc lam viéc.

2. St dung may chdm cong tai khu vye lam viée:

Sau khi ddng ky théng tin ¢4 nhan tai bd phan quan 1y chdm céng, CB-CNV
dirng tai vi tri da vach sin, dau khong duge mang tu trang (nhw mii, khéu trang, khén,
kinh..v.v.), mit nhin thing vao dng kinh nhén dang ctia may hoiic dit ngén tay vao vi
tri quét van tay (chi 4p dung cho cdc trudng hop khi khong thé nhan dang bing khuén
mit).

+ Thoi gian chdm cong bang may:

Lin 1: Sang bét ddu vao lam viéc
= Lin 2: Cudi gid 1am viée trude khi ra vé

Thoi gian Lan 1 va Lan 2 dugc quy dinh tdy thude vao viée diéu chinh gidy
lam tai mdi thoi diém, mdi Dy 4n phi hop véi diéu kién thyc t& do Don vi san xuét
quy dinh,

Ngoai thoi gian Ra/Vao trén, hojc truong hop méy chim cong khong hoat
dong, bo phan quan ly may cham cong c6 quyén khong chép nhan chdm cong trir
trudmg hop cé gidy x4c nhén riéng cua Thu trudng don vi,

+ Chu y khi xac nhin Ra/Vao biang may chim cong:

’
A

Dirng tai vach da duge danh dau boi b phén quan 1y chdm céng, sau khi ¢6 tin
higu “XIN CAM ON” phét ra tr may chdm céng, hoan thinh mot 1an xac nhén tir

may.
Khi may phat ra tin hiéu “XIN LAM LAT” thi chua dugc va phai tién hanh x4c

nhéin lai. Trudng hop xéc nhdn bang nhin dang khuén mét nhiéu lan nhung khong



dugc thi phai bao lai by phéin quan Iy cham cong dé xin xac nhén bang dau vén tay.

Khéng dugce xac nhdn nhicu lan sau khi mdy da chap nhén va cé tin hi¢u “XIN
CAM ON”

Yéu cu phdi xac nhéin tai may cham cong ding 02 (hai) lan/ngay; Cac trudng
hop khac phdi ¢6 gidy to xac minh va Tha trudng don vi xac nhén.

Chwong 2
QUAN LY CHAM CONG LAO DONG
s A ’ on 3 ~

Dicu 5 Trach nhiém va nghia vu:

¥ Trach nhiém va nghia vu cua CB-CNV:

I. Téitca CB-CNV tai cac don v san xudt lam viée di 8 gid/ngay.

2. Thoi gian lam viée thy vao diéu kién thi cong ctia mdi dy 4n va mdi Pon vi thi
cong s& thong béo chinh thirc bing vin bén.

3. Phai dam bdo Chf’lp hanh va thyc hién nghiém tac viéc chim cong 02 (hai) lin
hang ngdy cho gio Pén (1dn 1) va gio V& (14n 2) thong qua thiét bi may chdm cong;
Trir cac truomg hop duge Thu trudng don vi quy dinh riéng.

4. Trong trudng hop chdm cong khong thé thuc hién duoc do 16i cia thiét bi (quét
nhin dang, quét vén tay khong dugc...) hoiic cac 16i thong tin ¢4 nhan ding ky sai thi
phdi bdo ngay cho bd phéin quan Iy chim céng va cén bd theo ddi nhan cong dé tién
hanh ghi nhan chim cong theo thyc té.

5. CB-CNV c¢6 trach nhiém theo doi, 1dp, thu thép, chuyén cac gii’iy to, vin ban
ghi nhdn gio cong, git lam thém, hoic cac chimg tir khic dé xac minh gidr cong, gid
[am thém, gity nghi khi xay ra sy ¢6 nham 14n, sai sot (néu c6) dé dbi chiéu voi bo

phén quén ly cham cong.

» Trach nhiém va nghia vu cua Bd phin quén 1y:

1. Céc Ong T trudng quan ly don vj san xudt, k¥ su trudng, k¥ su gidm st chiu
trach nhiém trong viéc x4c minh tinh hgp ly va phii hop véi yéu ciu cong viée cia
cac gio cong, gio nghi, gio Iam thém cta CB-CNV tai khu vyre minh quan 1y.

2. BO phin quan ly chédm cong c6 trach nhiém theo doi, ghi nhén, téng hop gio
cong, ho trg cac can b quan 1y kiém tra trong qué trinh phé duyét céc gidy to, vin
ban lién quan dén viéc chdm cong.

- Hidu va st dung thanh thao méay chim cong; trich xudt dit liéu; tong hgp bao
cdo 02 lan/théng vao cic ngay 15 va 26 goi cac bo phén co lién quan, hodc dot Xudt
khi c6 yéu ciu tir Phong TC-HC Cong ty.

- B& phan quan 1y chdm cong c6 trdch nhiém théng bao, giai thich cac 16i (néu



c6) ctia mdy cham cong cho CB-CNV dugc biét.
3. Céac truong hop nam ngoai quy dinh ndy s& trinh linh dao Don vi xem xét,
quyét dinh.
Di¢u 6 Lap biang chdm cong va xac nhiin biang chiim cong hang thing
1. Co sé lap bing cham cong:

Viéc cham cong hang ngay 1a cin et dé B6 phin quén 1y tdng hop cong tinh luong

cho CB-CNV. Cin cir dé 1ap bang chdm cong gom:

I.1. Bang chiam cong do céc to trudng san xudt chdm cong hang ngay dua trén
bang giao viéc cho CB-CNV trong t0. (theo biéu méu 4 dinh kem)

1.2. Céac bang xac nhan cong duge phé duyét (cic biéu méu 1,2 dinh kém).

1.3. Dit liéu Ra/Vao (check in — check out) bang viéc xéc nhén hang ngdy bing
may cham cong. '

1.4. Don xin phép nghi lam viéc theo ché dé: phép nim, bao hiém x& hoi (bm
dau, thai sén,...), viéc riéng duogc hudng lvong va khéng hudng luong cia CB-CNV
dd duge cép lanh dao phé duyét trong thang tinh dén thoi diém lap bang cham cong
(theo biéu mdu chdm cong ciia cong ty-biéu méu 6 dinh kém). |

1.5. Tuy trudng hop cu thé, don xin phép phai dugc goi vé bd phén quan ly nhan
sur theo thot gian quy dinh trong N&i quy lao dong Cong ty.

1.6. Truong hop may chdm cong bi hong, 16i, su ) nguén dién... dan dén viéc
téng hop chdm cong khong chinh xac, Bo phén quan 1y chdm cong c6 trach nhiém
xéc nhén ngdy cong, sau d6 chuyén cic don vj lién quan déi chiéu kiém tra va ky
xac nhan (theo biéu méu 1,2 dinh kém).

1.7. Céc loai gidy t& khac ¢6 lién quan (néu ¢6) nhu; gidy xac nhin cua bénh
vién, gidy dé nghi x4c nhén ngay cong,.v..v.

2. XAc nhin biang chim céng thang:
Bang chidm cong hang thang duoc lap nhu sau:
2.1, T truéng cac t6 1ap 03 bang chim cOng cho tirng CB-CNV dua trén thoi
gian lam viéc thuc t& gdm:
- Béng cham cong hanh chinh;
= Bang chidm cong thém gio; (Theo biéu méu 6,7,8 dinh kem)
- Bing chim cong tong hop.
* CB-CNV ky xac nhdn céng tinh luong vio bang chdm cong tong hop.
2.2, B0 phén quan ly nhan cong xem xét, phé duyét cin cir trén tat ca cac dit lidu
tai myc | Piéu nay va lp bang chdm cong tinh lwong sau khi tong hop.
2.3.  Cin ctrmic lwong cho timg CB-CNV va khéi luong hoan thanh cua tirng



khu vure, (6 san xudt, bo phén thi céng s& ap don gia nhan cong tién lwong cho tirng
CB-CNV va trinh thi truéng don vi duyét, théng bao cho cac t6 va trich hop di“mg
khoan ndp cong ty.

2.4. Trong truong hgp c6 sur khéc biét cong tra lvong ciia CB-CNV véi bang cong
cla to 1ap thi bo phan quan ly nhan sy phan héi lai cho nguoi lao dong duoc biét.

Ditu 7 Quén Iy gid gific lam viée ciia CB-CNV

I. Khi vao lam va ra vé tai khu vyc lam viée, ngudi lao doéng phai ty minh xac
nhén ddi véi may chdm cong theo quy dinh.

2. Trong bét ky trudmg hop nao bd phan quan Iy chim c6ng phat hién sy gian ddi
trong viéc chim cong tinh luong, bd phén quén ly cham céng tién hanh ap bién béan
doi voi ca nhan vi pham va xem xét x\r ly thy vao mire d§ vi pham.

3. Hang ngay té trudng b tr giao viée cho tirng nhom céng nhan va cép nhét vao
s0 theo ddi, cudi gitr 1am viée ghi lai va giao lai cho k¥ thudt thi cong theo ddi, quan
ly va lap béo céo.

4. B6 phan quan ly chdm cong s& cin ctr vao dit lidu xac nhén cong tinh hrong
ciia CB-CNV dé thye hién xdc nhén céng cling nhu cén ¢t cho viée theo ddi, quan
Iy viée tudn thu Noi quy lao dong Cong ty vé tinh ky ludt, gidr gidc 1am viée cia CB-
CNV trong toan Cong ty.

5. Céc truomg hop do phat sinh cong viée dot xuét thuc hién bén ngoai Du an/
khu vuc lam viée hoiic Iy do ¢4 nhan din dén viée di mudn hodc vé sém hodc 1y do
quén xac nhan vao may chim cdng hang ngay thi phai lap Gidy xdc nhan ngay cong
¢6 to trudng don vi ky va cac bén phé duyét (theo biéu mau 1 dinh kém); Truong
hop dot xuét thue hién bén ngoal Du an/Khu vuce lam viéc trong ngay, hodc di mudn
vé s6m do tinh chat cong vi¢e thi cz‘“ln c6 lanh dao don vi x4c nhén)

6. P6i voi CB-CNV hoiic tap thé don vi do tinh chat cong viée thuong xuyén phai
lam vi¢c bén ngoai Dy an/Khu vyc lam viéc hogic di cong tac tir 03 ngdy tré 1én thi
lanh dao don vi duyét Phiéu diang ky danh séch CB-CNV khong chdm cong bing
may va gdi vé B6 phan quan Iy cham cong dé tinh ¢cong. Khi c¢6 thay doi phai lap lai
danh séch va géi vé Bo phan quéan Iy cham cong dé cap nhat. (theo biéu méu 2 dinh
kem)

7. Trudng hop CB-CNV lam viée khong duge sy bb tri ctia k§ thuét thi cong, lanh

dao don vi thi khéng dugc xem xét tinh cong,



Di¢u 8 Tinh coéng cho thoi gian nghi ché dd

Tat ca cac trudng hop nghi theo ché do ciia CB-CNV Céng ty duge thue hién theo
dung quy dinh trong N&i quy lao déng Céng ty, Théa uée lao dong tap thé ciia Cong
ty va theo quy dinh cta phap ludt. Vi¢c tinh cong s€ dugc can cir trén van ban da
duge cac cép co tham quyén phé duyét.

Diéu 9 Quan Iy cham cong lam thém gio

I. Cén cir tién do dy an, khéi luong cong viée cin phai huy dong nhan lyc hodic
khi c6 yéu ciu cong viée dot xuat phét sinh can thiét phai phin cong hodc huy dong
CB-CNV tang cuong gio céng lao dong, lam thém gid vao ngay lam viéc binh
thudng; hodic vao ngay nghi hang tuan, ngay 18 qudc gia thi b trudng, k§ thudt thi |
cOng phuy trach dy an c6 trach nhiém dang ky danh saich CB-CNV lam thém gio trinh
lanh dao xét duyét (theo biéu mdu 3 dinh kém);

- Phiéu ding ky 1am thém gidr duoe to trudng sdn Xudt l4p c6 xdc nhdn cua k¥
thuat phy trach va linh dao don vi phé duyét giri vé Bo phan quan 1y chdm cong dé
theo ddi, cap nhét chim cong va thong bao cho Té bao vé biét.

2. CB-CNV khi 1am thém gio (trix truong hop di cong tac/lam viée bén ngoai) van
phai tién hanh xac nhén tai méy cham cong nhu quy dinh chdm cong cho ngay lam
viée binh thudng dé Bo phan quan 1y chim cong theo ddi, téng hop.

3. T truéng don vi, can bé phu trach du an c6 yéu ciu lam thém gio ¢ trach
nhiém gidm sat qua trinh lam viéc cia CB-CNV minh quén ly, dam bao gio 1am
thém mang lai hiéu qua céng viéc cao.

4. Quy dinh gi6i han s6 gio 1am thém duoge thue hién theo quy dinh Noi quy lao
dong Cong ty va Bo Ludt lao dong hién hanh (lam thém khdng qué 4 gio/ngay,
khong qua 300 gio/nam).

5. Tinh lvong lam thém gid dugc thyce hién theo quy dinh hién hanh.

Diéu 10 Miéu lye ciia Quy dinh
I. Quy dinh nay c¢6 02 chuong véi 10 diéu dugc tham khao y kién cia Ban chép
hanh Céng doan Céng ty ¢6 phan Lilama 18.1 va ldy y kién déng gop cia can bo
cong nhan vién.
2. Quy dinh nay duoc sao giri va phd bién dén toan thé cén bo cé‘)ng nhan vién va
ap dung thue hlen fur ng,ay ky ban hanh Cac quy dmh tr udc d'ly vé sur dung may

(;(‘)Nc‘d ‘
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CONG TY CO PHAN LILAMA 18.1
LILAMA 18.1 JSC
OFFICE : 104-106 TRAN LUU Sir. — AN PHU Ward - Dist. 2 - HCM City
Tel : 8B4-28-62843555 - Fux ; 84-28-62843777

ot E-mail: info@lilama I8- Lcom.vn. - Website: www.liluma 8- 1.com.vn

GIAY P NGHI XAC NHAN CHAM CONG

v gy, thdng. ondm..,

Dé nghj xac nhdn cham cong:

Tiv:....gio...., ngdy.../.../ ... dén....gio..., ngdy...[.../...

Quén chdm cong [] Cong tdc dot xut[] Di mudn [] Vésém [] Khac[]

L4 det BB s it i s s 0 v e S8 e P SRR O oA

NGUOI DE NG TO TRUONG/KT PHU TRACH POI TRUONG



Mau 2

l CONG TY CO PHAN LILAMA 18.1
JLAMA LILAMA 18.1 JSC

OFFICE : 104-106 TRAN LUU Str. — AN PHU Ward — Dist. 2 ~ HCM City
LILAMA 18.1 Tel : §4-28-62843555 - Fax : 84-28-62843777

E-mail: info@lilamal8-1.com.vn. - Website: www. lilamal8-1.com.vn

GIAY DE NGHI KHONG CHAM CONG BANG MAY

veu, NgAy...thing...ndm...

Cain ctr tinh hinh €ONE VIEC: ..o
BIGHS V2 s smsmasnmsemeemmneressmassesseansrsmans sesmss s apds d¥iEesa s GRS ding ky CB-CNV khéng thye hién
xAc nhan chidm céng bing may véi danh sach nhu sau:

Stt Ho va tén Ly do Théi han Ghi chu
NGUOI1 DI: NGHI TO TRUONG/KT PHU TRACH DOI TRUONG
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CONG TY CO PHAN LILAMA 18.1
LILAMA 8.1 JSC

IﬂAMA
z. OFFICE : 104-106 TRAN LUU Str, - AN PHU Ward — Dist. 2 — HCM City

LILAMA (8.1 Tel : §4-28-62843555 - Fax : 84-28-62843777

E-mail: info@lilama 18- L.com.vn, - Website: www.lilamal8-1.com.vn

GIAY DANG KY LAM THEM GIO

PON Vi (TH/INROM): .ottt en ettt

Thoi gian 1am thém gio: Ngay.........ooeee. Sang W oe s s 1) (R

Danh sdch dang ky CB-CNV lam thém gio:

SH
Mi s6 Tén Noi dung gior

Stt Ho va tén . . .
: CBCNV | Du an cong viée lam thém lam chu
thém

Ghi

10

X £ 1 A~ s
Tong s6 ngudi [am thém gid:........

TO NHOM SX KT PHU TRACH POI TRUONG
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LILANA 18.1

CONG TY CO PHAN LILAMA 18.1

LILAMA 18.1 JSC

OFFICE : 104-106 TRAN LUU Str. — AN PHU Ward — Dist. 2 - HCM City

Tel : 84-28-62843555 - Fax : 84-28-62843777

E-mail: info@lilama I 8-1.com.vn. - Website: www. lilamal8-1.com.vn

Mau 4

BANG THEO DOI GIAO VIEC HANG NGAY

3 R Ty ) T ———

¢ r A a A n A
Danh sach Céan b c6ng nhén vién trong To (nhém)

- (Ghi r]:‘)lgnat:r:fc?ﬁsgé\c’:;gl lam) VA,N ,DE CAN '
STT HO VA TEN MA SO CHOYTRONG | kY XAc
CBCNV Duyr én Céng viée thue hién CONG VIEC NHAN
DUGC GIAD
| L.
e

3 _—
4
5
6
7
8
9
10
11
12

KIEN NGH] (Néu cé):

*Ghi chi: Hang npay trude thesi gian bt ddu vao [am, T trudmg va k¥ thudt thi cong bd trf giao viée cho timg ¢4 nhén

trong (8 ciin cir theo ké hogch céng viée drge giao va treo & bang théng béo tai khu vue 1Am viée cho moi ngudi duge biét.
Cubi ngay ndp cho k¥ thufit thi cdng phy trach xéc nhin va bao cdo cho cﬁp trén.

K¥ THUAT THI CONG PHY TRACH

TO/NHOM TRUONG SAN XUAT

10
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