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1. Muc dich Purpose

- Quy trinh nay nay dwoc thiét Iap va ap dung nham mé ta va dwa ra cac chi dan thyc
hién cach thirc trao dbi théng tin bén ngoai (v&i cac bén hiru quan) vé hé théng quan ly
chat lwgng & maoi tredng.

- Quy dinh trach nhiém cho cac ca nhan, don vj trong viéc trao dbi théng tin ndi bo va
trao dbi thdng tin ra bén ngoai dwoc théng subt, nhanh chéng va ddm bao khéng bi tiét
16 cac théng tin cAn bao mat.

Regulate the responsibilities of individuals and units in exchanging internal information
and exchanging information to the outside in a smooth, quick manner and ensure that
confidential information is not disclosed.

- Pam béo cac qua trinh nhan, xt ly, trao d6i théng tin ndi bd va thdng tin bén ngoai
chuan xac, kip thei va dwoc nhan biét qua trinh gidi quyét mét cach hiéu qua.

Ensure that the processes of receiving, processing, exchanging internal and external
information are accurate, timely and recognized for effective resolution.

2. Pham vi ap dung Scope
- Ap dung cho tét ca cac hoat déng trao dbi théng tin gira cac bd phan, cac Phong/Ban,
cac doi, xwéng san xuat va cac bd phan khac trong cong ty.
Applicable to all information exchange activities between departments,
Divisions/Offices, teams, production workshops and other departments in the company.
- Ap dung cho tat ca cac hoat ddng trao ddi théng tin gitra cac bd phan trong Cong ty
v@i Cong ty me, bén quan tam...va cac co quan ban nganh cé lién quan.
Applicable to all information exchange activities between departments in the Company
and the parent company, interested parties... and relevant agencies.
3. Trach nhiém Responsibility
- Pai dién lanh dao vé chat lwong, méi trworng/ Representative of quality and
environment:
+ Chiu trach nhiém chinh trong viéc diéu phdi trao déi thong tin ndi bd va bén
ngoai;
Responsible for coordinating internal and external communications;
+ Xem xét phadm héi théng tin. Reviewing information feedback.

- Ban ISO: C¢ trach nhiém dé xuét giai phap xt ly théng tin;



ISO Board: Responsible for proposing solutions to handle information;

Can bo phu trach chéat lwong, méi treéng: Co trach nhiém gt van ban phan
héi khi da dwoc phé duyét;

Officer in charge of quality and environment: Responsible for sending feedback
documents once approved;

Trwdng bo phan: Co trach nhiém phd bién thwc hién van ban va phan héi cho
can b6 phu trach.

Department Head: Responsible for disseminating the implementation of
documents and providing feedback to the officer in charge.

Dinh nghia va tir viét tit Definitions and abbreviations

Théng tin: Bao gébm cac cong van di, cdng van dén, Fax, cac chi dao clia cap
trén, cac ban nganh cé thdm quyén hodc ctia ndi bd Céng ty.

Information: Including outgoing documents, incoming documents, faxes,
instructions from superiors, competent departments or from within the Company.
Théng tin trong ndi bd: Thong tin t& 1anh dao Céng ty Xudng cac phong, ban,
cac doi xwdng va cac cong trwong tree thudéc Cong ty. Cac Van ban mang tinh
chét bao cdo, t& trinh... clia cac bd phan trinh 1anh dao Céng ty, thdng tin gitra
cac bd phan véi nhau: théng tin tlr cac cudc hop, hdi nghi, héi thao...

Internal information: Information from the Company's leaders to departments,
workshops and construction sites under the Company. Documents in the nature
of reports, submissions... from departments to the Company's leaders,
information between departments: information from meetings, conferences,
seminars...

Théng tin nhan tir bén ngoai: bao gdm cac loai van ban cla khach hang, cla
cac don vi, cac ban nganh co6 lién quan (Luat, Nghi quyét, Nghi dinh, Théng tw,
Chi thi, Quyét dinh, Céng van, Béo cdo...) dén, Fax...hodc do nguwdi bén ngoai
dén trao ddi, phan anh trwc tiép véi bo phan lién quan hodc phan anh véi lanh
dao Cong ty.

Information received from outside: including documents from customers,
related units and departments (Laws, Resolutions, Decrees, Circulars, Directives,

Decisions, Official Dispatches, Reports...), faxes... or from outsiders coming to



exchange, directly reflect with the relevant department or reflect with the
Company's leaders.

- Trao ddi théng tin: la qua trinh chuyén tai thdng tin tr ngudi glri dén nguoi
nhan. Trao dbi thong tin dwoc hiéu la mot hé théng théng tin ma muc tiéu ton tai
clia né la cung cép théng tin phuc vu cho moi hoat déng san xuét clia Cong ty
ma méi lién hé.

Information exchange: is the process of transferring information from the
sender to the recipient. Information exchange is understood as an information
system whose purpose is to provide information to serve all production activities

of the Company and each contact.

TBP: Trwdng bé phan Department manager

BOM: Ban Giam dbc Board of management

TGD: Tbng giam dbc
CEO: Chief Executive Officer
ATSKNN: An toan sirc khde nghé nghiép
OH&S: Occupational health and safety
PTBVCN: Phwong tién bao vé ca nhan.

PPEs: Personal protective equipment

5. Tai liéu tham khao Reference documents
- ISO 14001:2015
6. Noi dung Contents

6.1 Cach thirc trao déi thong tin
- C4c phong ban xac dinh cac cach thire trao dbi théng tin phu hop véi tirng loai thdng
tin, van ban, tai liéu.
- Ban I1SO xem xét tdng ho'p t&r cac phong ban, chi nhanh dé 1ap ra quy dinh hwéng dan
thong nhat vé cach thic trao doi thong tin theo bieu mau: BM-QTISO14-01 Quy dinh
trao d6i thong tin ndi bo va bén ngoai
- Ngoai ra, ndi bd cac phong ban coé thé dé ra cach thirc trao dbi théng tin ndi bo cla
minh, phu hgp v&i quy dinh chung ciia Cong ty.
6.2. Trao d6i thong tin ra bén ngoai

Information exchange methods
- Ban ISO va cac phong ban lién quan cé trach nhiém trao déi cac théng tin véi cac bén
hiru quan bén ngoai cé lién quan (khach hang, nha cung *rng, co quan quan ly nha



nuwéc, nha thiu phuy,...) vé chinh sach méi trudng, chinh sach chét lwong cia cong ty.
The ISO Department and related departments are responsible for exchanging
information with relevant external parties (customers, suppliers, state management
agencies, subcontractors, etc.) about the company's environmental policy and quality
policy.
- V&i cac nha thdu ma hoat ddng cla ho cé anh hwéng dén hé thdng quan ly moi
trwdng, Ban ISO ¢6 trach nhiém thdng bao cac théng tin lién quan dén HTQLMT cla
cong ty t&i cac nha thau & kiém soat cac van dé nay theo ding cac quy dinh cla cong
ty.
For contractors whose activities affect the environmental management system, the ISO
Committee is responsible for communicating information related to the company's
environmental management system to contractors and controlling these issues in
accordance with the company's regulations.
- Cong ty can théng bao it nhat thdng bao véi cac nha thau phu cac ndi dung theo quy
dinh tai Phu luc I: Quy dinh trao dbi théng tin vé&i nha thau phu
The company must notify subcontractors of at least the contents specified in Appendix I:
Regulations on information exchange with subcontractors.
- B4o c4o dinh ky theo y&u cau cla co quan quan ly nha nwdc, cac bén hiru quan khac
(khach hang, cong ty me, ...) vé coéng tac quan ly chat lwong va méi trwdng ctia minh,
cac phong ban cé trach nhiém chuén bj cac théng tin bao céo twong (rng dé Ban giam
déc phé duyét truwde khi glri dén cac co quan hiru quan bén ngoai.
Periodically report as required by state management agencies, other relevant parties
(customers, parent company, ...) on their quality and environmental management work,
departments are responsible for preparing corresponding reporting information for the
Board of Directors to approve before sending to relevant external agencies.
6.2.1.Tiép nhan cac thong tin tir bén ngoai

Receiving information from outside
- Phong Hanh chinh Nhan sw cé trach nhiém tiép nhan tat ca cac théng tin phan hoi tir
cac bén hiru quan lién quan dén méi trvdng (& dang van ban hodc bang I&i néi) vé hé
thdng quan ly méi trwdng, cac khia canh méi trwdng ndi bat clia cong ty.
The Human Resources Administration Department is responsible for receiving all
feedback from environmental stakeholders (in written or verbal form) on the
environmental management system and outstanding environmental aspects of the
company.
6.2.2. Xem xét cac thong tin

Review of information
Cac phong ban lién quan co6 trach nhiém:



Relevant departments are responsible for:
e Xem xét cac thong tin phan hoi tir bén ngoai
Reviewing feedback from outside
e Tim hiéu va |am rd cac van dé can thiét
Understanding and clarifying necessary issues
e Ba&o cdo Ban lanh dao bang van ban (néu can thiét)
Reporting to the Board of Directors in writing (if necessary).
Ban lanh dao co6 trach nhiém:
The Board of Directors is responsible for:
e Phan tich cac bao céo cuia cac phong ban vé cac phan hdi tr cac bén hiru quan
bén ngoai.
Analyzing reports from departments on feedback from external stakeholders.
e Quyét dinh cac phwong an xr ly va ndi dung phuc dap twong &ng.
Deciding on handling options and corresponding response content.
e Phéan céng cho cac phong ban thwc hién cac céng viéc phu hgp véi phwong an
X ly.
Assigning departments to perform tasks in accordance with the handling options.
6.2.3. Phuc dap thong tin
Cac phong ban cé trach nhiém:
Chuan bj cac théng tin can thiét d& phuc dap cac théng tin dé t¢i cac bén hiru quan
twong wng. Cac thong tin nay phai dwoc phé duyét b&i ban lanh dao trwédc khi phuc
dap théng tin.
Lwu trir day d0 cac van ban, hd so lién quan dén cac théng tin da dwoc phuc dap.
6.3. D6i v&i cac thong tin ndi bo trong toan Coéng ty:
6.3.1 Théng tin tir trén xuéng
6.3.1.1 Ra quyét dinh:
Téng Giam dbc ra quyét dinh va truyén dat xudng cho nhan vién qua cac hinh thic
nhw:
- Truyén dat qua cac Truwdng bd phan, Trwdng bd phan truyén lai cho nhan vién trong
phong ban dwoc biét.
- Tébng Giam dbc théng bao cho toan nhan vién qua cac budi hop.
- Téng Giam dbc ra quyét dinh gvi xubng phong Hanh chinh, Phong Hanh chinh soan
thdo thédng bao quyét dinh ctia Téng Giam déc va xin phé duyét, xac nhan cla Téng
Giam déc va dan théng bao 1én bang tin ndi b.
6.3.1.2 Soan thao van ban



- Sau khi tiép nhan quyét dinh tr Téng Giam dbc, phong Hanh chinh chiu trach nhiém
soan thdo théng bao ndi bd sao cho dé hiéu va kip thoi nhét.
6.3.1.3 Phé duyét

Phong hanh chinh trinh théng bao/ quyét dinh cho Téng Giam déc dé phé duyét.
6.3.1.4 Phan phéi t&i cac ca nhan hay phong ban c6 lién quan
- Phong Hanh chinh phé t6 van ban thong bao, chuyén dén trudng cac bd phan dé phd
bién cho toan thé cédng nhan trong bd phan minh.
- Phong Hanh chinh t6 chire budi thuyét trinh dé giai thich cho toan thé nhan vién duoc
biét vé cac quy ché md&i ctia Céng ty.
6.3.1.5 Lwu va bao quan hé so’
Théng bao ndi bd gbc sé dwoc lwu lai va bao quan tai phong Hanh chinh. Ban pho té sé
dwoc chuyén dén tirng bd phan dé nhan biét va thwc hién. Phong hanh chinh lwu triv
thédng bao can than va khoa hoc sao cho c6 thé tim thay trong thoi gian ngén nhat
6.3.2 Thong tin tr dwéi 1€n
6.3.2.1 Pwa y kién, dé xuat :
Tt ca nhan vién trong Cong ty khi cé y kién dé xuét glri 1&n cap trén theo so do td chirc
theo nhiéu hinh thirc nhw glri email, van ban, truc tiép dé xuit dén ngudi co chirc ndng
lién quan.
6.3.2.2 Kiém tra va xac nhan théng tin

- Sau khi tiép nhan y kién, d& xuat, cip trén sé kiém tra xac nhan tinh chinh xac cta
théng tin.

Néu y kién hay dé xuét 1a chinh xac va thudc thdm quyén ctia minh thi cac trwéng bd
phan trwc tiép gidi quyét, néu van dé vuot qua kha nang va thdm quyén thi sé chuyén
lén tiép cAp cao hon va cubi cing 1a Tdng Giam déc dé xem xét gidi quyét.
6.3.2.3 Xem xét va cho y kién
Téng Giam dbc sé hop va xem xét, cho y kién. Xem phan théng tin tir trén xubng
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