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QUY TRINH LAM CHU’NG T HANG XUAT
OUTBOUND DOCUMENTATION PROCEDURE

1 TIEP NHAN THONG TIN BON HANG, MO FILE
RECEIVE ORDER'S INFORMATION, OPEN FILE

- Tiép nhan thong tin don hang tlr nhan vién sales/ban giam doc/dai ly nwéc ngoai
Receive order's informations from Sales/Director/Overseas Agent

- Mé& file, nhap di liéu don hang vao hé théng
Open file, input data into system

- Lwu cac chirng tr scan lién quan vao may tinh mét cach khoa hoc
Save related documents in computer in a logical way

- Phéi hop véi cac phong ban trong cong ty dé trién khai dich vu ding tién do
Co-ordidate with other departments inside company to handle service ontime

2 DAT BOOKING, PHAT HANH BOOKING
ORDER BOOKING, ISSUE BOOKING

- Dwa theo yéu cau van chuy&n/thdng tin hang héa tir khach hang (Shipping Request/Cargo List) nhan vién Documentation dat Booking Note tir Hang tau/Co-loader
Based on shipping request/cargo list from customer, Document Staff contact with Shipping Line/Master Consolidator to order Booking Note
Khi dat Booking Note, can phai biét rd thong tin: Cargo, Weight, Volume, Quantity, FCL/LCL, POL, POD, ETD, ETA, Transit Time, Frequency, Direct/Transit, MBL Freight Collect/Frepaid...
When order Booking Note, ask customer to supply necessary informations: Cargo, Weight, Volume, Quantity, FCL/LCL, POL, POD, ETD, ETA, Transit Time, Frequency, Direct/Transit,
MBL Freight Collect/Frepaid...

- Dua theo théng tin Booking Note clia Hang tau/Master Consolidator, nhan viéen Documentation phat hanh Booking Note ctia HANLOG va giri cho khach hang bang fax/email
Based on Booking Note of Shipping Line/Master Consolidator , Documentation Staff issue HANLOG Booking Note and send to customers by email/fax

3 PHAT HANH HBL
ISSUE HBL
- Trwéc ngay tau chay it nhat 01 ngay, nhan vién Documentation yéu cau khach hang fax/email cho HANLOG Chi tiét lam Bill/Packing List
At least 01 days before ETD, Documentation Staff request customers to sent "B/L instructions"/Packing List by fax/email for details of issuing BL
- Phat hanh HBL, nhap di liéu vao hé théng:
Issue HBL, input data in the system:
+ Shipper, consignee, notify party: can cv vao chi tiét 1am Bill khach hang cung cép.
Shipper, consignee, notify party: based on B/L instructions provided by customers
+ Place of receipt, POL, POD, destination: can cr vao Chi tiét lam Bill khach hang cung cép va Booking Note minh phéat hanh.
Place of receipt, POL, POD, destination: based on Issue B/L instructions provided by customers & KVC Booking Note
+ Tén tau, sé chuyén: cin clr vao Booking Note clia héng tau.
Vessel Name, Voyage: based on Carrier's Booking Note
+ Sb container, s6 seal, shipping marks: c&n ctr vao Chi tiét lam Bill khach hang cung c&p (sau nay khi nhan dwoc MBL, phai dbi chiéu lai s6 container va seal)
Container/Seal number, shipping marks: based on B/L instructions provided by customers (after receiving MBL, should double check container/seal again)
+ Number of packages: ghi don vi packing I&n nhét roi dén don vi nhé hon. VD: “1 x 40°'DC” “60 CTNS” ...
Number of packages: counting unit from biggest to smallest unit: such as “1 x 40'DC” “60 CTNS” ...
+ Description of goods, gross weight, measurement: c&n ct vao Chi tiét Bill khach hang cung cap. Hang FCL c6 thé danh ‘Clean on Board, Date...’; hang LCL tranh
ghi ‘Clean On Board’ trir khi khach hang yéu ciu.
Description of goods, gross weight, measurement: based on Issue B/L instructions provided by customers. FCL can show ‘Clean on Board, Date...’; LCL shipement should not be
shown ‘Clean On Board’ unless customer request
+ Freight: ghi ‘Freight Collect’ hay ‘Freight Prepaid’ c&n ctr vao Chi tiét lam Bill cia khach hang va Booking Note ctia minh phéat hanh.
Freight term ‘Freight Collect’ or ‘Freight Prepaid’: based on B/L instructions provided by customers & Booking Note
+ Hinh thirc van chuyén LCL/FCL
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LCL/FCL Terms:

* Hang nguyén container (FCL) thi nhap ‘FC/FCL’ néu khdng nhan hang hay giao hang tan kho..
For FCL: show ‘FCL/FCL’if it is not door to door shipment.

* Hang | (LCL) thi nhap ‘CFS/CFS’ néu khoéng nhan hang hay giao hang tan kho.
For LCL shipment: show ‘LCL/LCL" if it is not door to door shipment.

+ Freight payable: nhap dia diém tra cuwéc (VD: “at Ha Noi”)
Freight Payable at: such as: “Ha Noi”

+ Place of Issue: ‘Ha Noi, ...’
Place of Issue: ‘Ha Noi, ...’

+ Tén va dia chi dai ly giao hang ciia minh & nwdéc ngoai can clr vao cang dich va hang la chi dinh cta dai ly nao thi ghi dai ly do.
Name and address of overseas agent (For Delivery of Goods Please Apply To): based on destination port and nominated shipments from specific agent

* Lwu y: moi chi tiét phai nhap chinh xac nhw Chi tiét Iam Bill khach hang cung c&p. Néu co6 mau thuan gitra chi tiét lam Bill va Booking Note ctia minh / Booking Note clia hang tau thi
phai kiém tra lai v&i khach hang. Chi tiét Bill chinh xac d&c biét quan trong khi khach hang thanh toan tién hang béng L/C.
Notes: all informations must be input correctly as Issue B/L instructions provided by customer. If any conflict between Issue B/L instructions and HANLOG Booking Note/ Carrier Booking
Note should check with customer. B/L instructions is quite important in case of L/C payment

- Lam HBL xong, nhan vién Documentation fax/email Checked/Draft B/L cho khach hang kiém tra. Goi dién cho khach ngay sau khi fax/email dé kiém tra khach da nhan dwoc chuwa.
Néu khach hang yéu cau thay ddi chi tiét nao dé trén HBL so véi chi tiét lam HBL cung cap trudc dd, yéu cau khach hang xac nhan bang fax/email dé co bang chirng thay dbi.
After making HBL, Documentation Staff fax/email Checked/Draft B/L to customer for checking. Call after fax/email to double check whether customer have received or not.
If customer want to change any details on HBL according to Issue B/L instructions, ask customer to fax/email to confirm as a evidence of changing HBL details

- B/L Original phat hanh 03 ban géc va 03 ban copy. B/L Surrendered phat hanh 01 ban ‘B/L Surrendered’
B/L Original: issue: 03 Original + 03 Copy. B/L Surrendered: issue 01 ‘B/L Surrendered’

4. YEU CAU HANG TAU/CONSOLIDATOR PHAT HANH MBL
REQUEST CARRIER/MASTER CONSOLIDATOR TO ISSUE MBL
- Lam Shipping Request gl cho hang tau d& ho phat hanh MBL:
Make Shipping Request to send Carrier to issue MBL
+ Shipper: ‘HANLOG...’
Shipper: ‘HANLOG...’
+ Consignee: tén, dia chi, contact number cla dai ly giao hang cia HANLOG trén HBL.
Consignee: name, address, contact number of KVC overseas agent on HBL
+ Vessel, POL, POD, destination: can clr vao Booking Note clia hang tau
Vessel, POL, POD, destination: based on Carrier 's Booking Note
+ Loai van don phat hanh: B/[L SURRENDERED
B/L Type: B/L SURRENDERED
- Kiém tra MBL xem chinh xac chwa, néu sai yéu cau stra ngay, tranh phat sinh phi...
Double check MBL whether it is corect or not. If wrong, revise soon to avoid extra fee

5. AR, AP
5.1 AR (Amount Receivable)
Khoan phai thu
+ Lam INVOICE gt khach hang
Issue INVOICE to send customers
+ Chon sb file, d6i twong phai thu, cac khoan thu lién quan dién vao AR (Amount Receivable)
Chose File number, objects of payment, collecting amount to input in Debit/Credit
5.2 AP (Amount Payable)
+ Kiém tra va nhap thang tin cac khoan phai tra AP (Amount Payable)
Check and input AP (Amount Payable)
+ Chon sb file, dbi twong phai tra, cac khoan phai tra AP (Amount Payable)
Chose File number, objects of payment, AP (Amount Payable)
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6. DEBIT/CREDIT VA PRE- ALERT
6.1 Debit Note/Credit Note
Phiéu Bao C6 (Debit Note)/ Phiéu Béo No (Credit Note)
+ Lam Debit Note/Credit Note
Issue Debit Note/Credit Note
+ Chon sb file, d6i twong phai thu, cac khoan thu lién quan dién vao Debit/Credit
Chose File number, objects of payment, collecting amount to input in Debit/Credit

6.2 GUi PRE-ALERT cho dai ly
Send PRE-ALERT to Overseas Agent
+ Chirng tlr g&i kém Pre-alert gdm: HBL, MBL, DR.CR, commercial invoice, packing list, C/O... (néu c)
PRE-ALERT documents including: HBL, MBL, DR.CR, commercial invoice, packing list, C/O...( if any)
+ Sau khi gtri, néu dai ly chwa confirm d& nhan dwoc Pre-alert thi gtvi lai dén khi ¢ confirm thi thoi
After sending, if overseas agent has not confirmed to receive Pre-Alert, remind again to get confirmation

7. LUU FILE

KEEP FILES

Xé&p bod chirng tir theo thiv tw sau (xép tir dwéi lén trén) :
Keep files with below order (from bottom to up)

Profit Loss Sheet

AR, AP

DR.CR

Payment Request

Cover Sheet

Cargo Manifest

MBL

HBL(s)

Commercial Invoice, Packing List

B/L instruction HBL & MB (Chi tiét lam HBL & MBL)

FCL Booing (di v&i hang nguyén cont) or LCL Booking Note (déi véi hang 1€ )

I T TE Ik T T T

8 THEO DOI THANH TOAN CU'G'C VA GIAO HANG

- Sau khi lwu ddy dd chirng tir vao file, Documentation chuyén file sang cho bd phan ké toan dé theo ddi viéc thanh toan cwéc cho Carrier, thu cwdc va cac
khoan phai thu khac ti khach hang
After keeping all documents in file cover, Documentation Staff send this file to Accounting Dept to follow payable amount of Ocean Freight to Carrier, collecting Ocean Freight and other
receivable charges from customer

- K& toan phai theo ddi trén hé thdng va dam bao viéc thanh toan cuéc cho Carrier ding han, tranh Iwu cont., lwu vé tai cang dén vi ly do chwa thanh toan cudc.
Accounting Staff must follow in the system to make Payment ontime to Carier, avoid demurrage charges, storage fee related to late payment

- K& toan chju trach nhiém theo dbi thu du céc khoan phai thu, lién quan dén 16 hang trudc khi giao bd chirng tir gbc hodc lam dién giao hang cho dai ly.
Accounting Staff is reposible to collect all collecting amount, related to the shipment before sending original documents or send telex release to agent.

- Khéng giai quyét bat ky triéng hop giao hang truéc khi thanh toan, trir cac trwdng hop khach hang da ky hop ddng véi cong ty hay cé thoa thuan véi Sales
Do not solve any case of delivery prior to receipt of payment, unless customers has service contract with FOCUS or other negotiations with Sales
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