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. MUC PICH / Purposes:

Nham dam bao an ninh trong cong ty, viéc kiém tra buu phim, buu kién, thu mot cach higu qua trudc khi
phan phat dén ngudi nhan 1a mot yéu cau bat bugc phai dugc tuén tha.

To ensure the security in the company and checking the package/ parcels/ letter effectively after delivered
to the recipient is a mandatory requirement must be complied with.

. PHAM VI / Scope:

Quy trinh nay hudng dan céc hoat dong lién quan dén viéc kiém tra/ giao nhan buu pham, buu kién, thu
tai Cong ty TNHH.

This procedure guide activities relating to inspection/ delivery of package/ parcels/ letter at., LTD
(VIETNAM).

Tat ca nhan vién phu trach giao nhan buu pham, buu kién, bao vé, tiép tan PHAI doc, hicu va thi hanh
quy trinh nay dé€ dam bao an ninh trong qué trinh giao nhan buu pham, buu kién. Bat ky su co tinh vi
pham nao sé bi xur ly ky luat theo Noi quy cong ty.

All staffs responsible for postal delivery, parcels, Security and receptionist MUST read, understand and
implement the procedure to ensure safety during delivery postal parcels. Any intentional violation will be
disciplined according to the company requlation.

. TRACH NHIEM VA QUYEN HAN / Rights and Responsibility:

Nhan vién Bao vé & khu vuc 2 cong, tiép tan, giao nhan buu pham, CB-CNV céc bd phan ¢ buu pham/
buu kién/ thu chiu trach nhiém kiém tra/ xu ly/ giao nhan céc loai buu pham, buu kién, thu khi dugc dua
den Cong ty.

Security guards at 2 gate, receptionist, mail forwarding, employees of the department whose has
package/ parcel/ letter are responsible for inspecting/ handling/ delivery of package/ parcel/ letter sent to
company.

. PINH NGHIA/ Definition:

Buu pham/ buu kién/ thur 1 nhiing vat phdm ma co quan chirc nang/ khach hang/ dich vu/ déi twong khéc
goi thong tin/ goi cac vat pham can thiét dén cho Ban giam doc/ Phong ban/ CB-CNV tai Cong ty.

Parcels/ packages/ letters are items that agencies/ clients/ services/ other objects send information/
needed items to the Management Board/ departments/ employees at company.
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5. NOI DUNG / Content:

5.1 Cac kénh thdng tin tryc tiép véi Ban Giam Péc va Giam sat ddi bao vé

The communication channel between Managers and Security team

- BAt ky méi nghi ngd nao vé buu kién, buu pham, thu phai duoc bdo ngay cho bao vé. Bao vé chiu trach
nhiém bao cao véi Ban Giam Doc cong ty va cong an khu vuc dé duoc huéng dan cach xur ly. (tham khao
Phu luc 2: So dién thoai lién lac trong tinh huong khan cap).

Any doubts about the package/ parcels/ letter must be reported immediately to the Security team. Security
team will report to the Management Board and local police for direction. (Refer to Appendix No2:
Emergency Contact number).

5.2 Quy trinh kiém tra buu phim buu kién
Package/ parcel/ letter inspection procedure

- Titca thu tir, buu pham, buu kién phai duoc tap trung tai trung tim giao nhan duoc quy dinh (cong bao
vé va tiep tan).
All letters, package, parcels must be concentrated at the delivery center as required (Main gate and
reception).

- Ghi nhan lai gio nhan buu pham, buu kién, thw, nguoi goi, bo phan nhan, ngusi nhan. S6 ghi nhan nay
duoc luu trlr it nhat 12 thang.

Record time of receiving package, parcels, mail, the sender, the received-dept, the receiver. This record
is stored for at least 12 months.

- Néu 13 buu kién / thu tin quan trong can phai giao cho BGD hay cic bd phan Xuat Nhap Khau,
Nhan Sy, ... thi nhan vién bao vé phai lién hé véi Phong tiép tan hoic lién hé truc tiép voi bo phan dugc
giao hang dé théng béo va kiém tra théng tin cia ngudi giao hang. Sau khi nhan duoc théng tin phan hoi
tir cac b phan c6 lién quan thi nhan vién bao vé s& tién hanh kiém tra bang TAY két hop viéc kiém tra
bén ngoai: cam thu, buu kién, buu pham, doc dia chi va dat dung noi qui dinh truéc khi cho nhan vién
giao thu tin mang vao/ phan phat.

In cases the parcels/ letters are important which must deliver to Manament Board, Shipping department,
Human Resources Section...the Security team have to contact the reception office or in direct contact with
the delivery department to inform and test information of the postal delivery. After receiving feedback
from the related department, the security will inspect by HANDS and outside of the package: holding
package, parcels, addresses then put into the right place before assigning to the delivery person.

- Pé nhan dang c4c mau thu, buu kién, buu phdam mang diu hiéu dang nghi van, nhan vién giao nhan phai
cht y dén nhiing dac diém sau:

To identify the form of package, parcels, letters which include doubts signs, delivery officer need to pay
attention and following as requied:

5.3 Nhirng chi tiét nhan dang thw, buu kién, buu pham nghi van
The detail information identify doubts of package, parcels
- Thu la va cach chuyén dic biét./ The letter looks strange and special.
- Ghi chd sy han ché nhu “Mat”, “C4 nhan”, vv .../ Some notes as "confidential”, "Personal”, etc. ...

- Buu phi nhiéu hon binh thuong (thuong dan nhiéu tem)./ Larger than normal postage (typically paste
multiple stamps).

- Diachi viét tay hoic danh may cau tha./ Handwritten address or typed sloppy.

- Sai danh hiéu./ Wrong delivery name.

- C6 danh hiéu nhung khong dé tén cu thé./ Have the delivery name but no specific information.
- Sai chinh ta nhirng tir ngtr thong thuong./ Wrong spelling of common words.
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Dinh vét dau hoic bac mau, d6i mau hoic cé nhiing tinh thé nho bén ngoai./ Stick or silver colored oil
stain, discoloration or small crystals on the outside.

Nép gép bi thay ddi, bi nhin nho khong bang phang./ Folds altered, grimacing with uneven.
Khong co6 dia chi nguoi gui./ No sending address.

Qua trong lugng thong thuong./ Over weight.

Phong bi thd ctang./ Stiff envelope.

Bi thu nghiéng mot bén hozc khéng bang phang./ Envelopes are not flat.

Day bén hoic 14 thiéc nhé ra./ Ties with protruding parts.

Qua nhiéu vat liéu bao vé nhu bang dan, day, vv.../ Too many protective materials such as tapes, wires,
etc. ...

Qua gay chu y./ The parcel look more attention.

5.4 Quy trinh xir Iy cu thé ddi véi cac buwu pham, bwu kién c6 dau hiéu bit thwong:

Abnormal sign treatment procedure:

Khi nhan vién phu trach giao nhan thu, buu phim, buu kién nhan biét thiy c6 mét trong nhiing dau hiéu
bat thuong ké trén, viéc xt 1y duge quy dinh nhu sau:

When the delivery officer recieve the package/parcels which include abnormal sign, please define as
follows:

+ Cam can than, khéng lic hay va cham manh,/ Careful hold, do not shake or bump.

+ Céch ly ngay lap tac (dé vao khay hay hop riéng),/ Immediately isolation (to the other tray or
separate box)

+ Khbng ma, khdng ngui, khong cham vao,/ Do not open, do not smell, do not touch the package.

+ Canh béo cho nhiing nhitng vién con lai cua trung tm giao nhan vé buu kién, buu pham nghi van,
dau hiéu bat thwong dé cach ly vat bi nghi van,/ Warning for other staffs about the package/postal to
isolate package to the other place.

+ Khong tiép x(c tryuc tiép véi vat bi nghi van, ghi lai tat ca thong tin lién quan nhu ho tén va dia chi
nguoi nhan,ngudi gui, dau buu cuc, ngay x6a, ma buu dién, loai tem va bat ky diu hiéu nao dugc
phét hién. dong thoi ghi lai nhitng dau hiéu riéng biét nhu vét dau, vét xé rach, nap phong bi dugc déan
lai bang bang keo, nidp phong bi bi hé keo, vv.../ Do not directly touch to abnormal package, record
all information such as name and address of the recipients, the senders, stamp of the post office,
detail time, postcode, stamp or any sign which are detected. Recorded as separate signs of oil stains,
tear stains, seal of envelope, glue of envelope, etc...

+ (LUU_Y: Pam bao thong tin dugc ghi chép mot cach chinh xac)/ NOTE: Make sure the information
is correctly recorded.

+ B&o c4o su viéc cho Ban Giam déc hoic bo phan Nhan Su,/ Report to the Human Resources Section.

+ Trong trudng hop nghiém trong, bdo cho Céng An Khu Cong Nghiép va cung cap céac thdng tin
lién quan./ In severe cases, notify the Police of Industrial Park and provide information for them

5.5 Néu 01 buu kién dwoc mé ra va phat hién c6 méi de doa:

If parcel were opened and found as a threat:
s Truong hop mgt qua bom:/ If the package is a bomb:
- Nhanh chéng so tan,/ Quick evacuation,
- Béo cho Ban Giam Déc hoic bo phan Nhan Su/ Report to Management Board and HR Section,
- Béo Thanh tra buu dién,/ Report to Inspector of Post office,
- Béo canh sat PCCC./ Report to Fire Fighting Police Dept.
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% Truong hop may do phat tin hi¢u:/ If having signal of metal detector:
- Han ché sy tiép can, khéng cham vao,/ Restrict access, do not touch.
- Nhanh chong so tan,/ Quickly evacuate.
- Bao cho Giam Déc hoic bo phan Nhan Su, / Report to Management Board and HR Section,

- Bé&o cho Cong An Khu Cong Nghiép, Thanh tra buu dién,/ Report to the Industrial Park Police,
Inspector of Post office.

- Béo canh sat PCCC./ Report to Fire Fighting Police Dept.
% Truwong hop hoa chat/ sinh hoc:/ If the package include chemical / biological
- Cb lap, khdng cham vao/ Isolation, do not touch.
- So tan khan cép,/ Emergency Evacuation.
- Vésinh bang xa phong hay nuéc 4m,/ Cleaning with soap and warm water.
- Béo cho Ban Giam déc hoic bd phan Nhan Su,/ Report to Management Board and HR Section,

- Bé&o cho Céng An Khu Cong Nghiép, Thanh tra buu dién,/ Report to the Industrial Park Police,
Inspector of Post office.

- Bé&o canh sat PCCC./ Report to Fire Fighting Police Dept.
5.6 Huan luyén/ Training

- Nhén vién phy trach giao nhan buu pham, buu kién, doi bao vé, nhan vién tiép tan nhan thuc dugc vé
toan bo quy trinh nay cling nhu cach bao cdo chu quan/ ban giam doc khi thay/ phéat hién cac dau hi¢u bat
thuong nhu trén.

Staff responsible for forwarding package, parcels, Security and Reception staff must be trained on the
awareness of package/ parcel/ letter ckecking and delivering procedure as well as reporting to the
management board, checking/ detecting abnormalities as above.

6. TAI LIEU LIEN QUAN / References:
6.1 S6 giao nhan./ Delivery book.

7. BIEU MAU SU DUNG / Documents:
7.1 Bién ban vu viéc./ Incident record,

8. PHU LUC/ Appendix:
8.1 Phu luc 1: Danh sé&ch s6 dién thoai lién lac trong trudng hop khan cap./ The list of emergency contact.
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8.2 Phu luc 2: Luu trinh kiém tra, giao nhan buu kién/ buu pham

Giao nhan bwu phim/ buu kién

}

Poi chiéu thong tin giao/ nhan

!

Kiém tra/ nhan dang

!
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Dau hiéu L) . =
bét thuong? —) Bao cao BGD/ BP Nhéan sw
=== ===- 71
: KHONG : Kiém tra
I—------ 1
I KHONG ! A
Vo Truong hop bat thuwong
hoac nghiém treng?
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v | R |
Chuyén cho b phan nhan Béo céo/ lién h¢ Pon Cong an VSIP
Mé buu kién/ buwu phim
e l —————
| KHONG . , CcO |
Sikdung 00 e Pha;::;;:amm Leem
Luu ho so l v l
A Bom May do kim loai | H6a chat/ sinh hoc
phat tin hi¢u
Co lap va so tan Bao cao: BGD/ BP Nhan suw

Lién h¢: Pon Cong an VSIP
CS PCCC Binh Dwong
Thanh tra Buu dién
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Appendix No.2: Inspection package/ parcel/ letter delivery procedure

Sending/ delivering package/ parcel/ letter

!

Collate information

!

Inspection / identification

}

. YES 1
Anny anomaly Lo
sign? —) Report to Management/HR dept.
B !
: NO | Inspector
S }
1 NO 1
(. Unusual
or serious cases
ey
l 1 YES
v I,
Deliver to the received Dept. Report to the VSIP police
Open the package/ parcel
I======= | l 1- T T \
| NO | ! YES
USE T ° Detecting threats ~— ~—---- '
RECORD | ' !
A Boom Metal detector Chemical /
biological

Isolation and Evacuation.

——

Report: Management / HR dept.
Contact: VSIP Police

Binh Duong Fire police
Post office inspector.
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