


VMM SO TAY QUAN LY - MANAGEMENT MANUAL

1. GIOI THIEU CHUNG 1. GENERAL INTRODUCTION

- Sb tay nay mé ta co clu té chirc, chinh sach | - This manual specifies the organizational

chét lwong va cach thirc kiém soat cac hoat
déng danh gia chirng nhan, giam dinh va thr
nghiém cda VinaCert theo cac yéu cau quy
dinh trong ISO/IEC 17021-3:2013, ISO/IEC
17021-1:2015; ISO/TS 22003:2013; ISO/IEC
17065:2012; ISO/IEC 17025:2005 va cac tai
liéu cd lién quan khac cua té chirc cébng nhan
JAS-ANZ, dién dan céng nhan qudc té IAF, t6
chirc cbng nhan A2LA, va Hiép hdi cong nhan
cac phong thir nghiém quéc té ILAC.

- Sb tay nay cling mo ta toan bd QMS cla
VinaCert phtl hop véi yéu cau cla tiéu chuan
ISO 9001:2015

- VinaCert ddm b&o rang tat ca cac ca nhan lién
quan c6 thé tiép can sb tay va cac tai liéu kém
theo lién quan. VinaCert xem xét dé tin cay
cta chirng nhan va nham vao cac nhu cau
cla tat ca cac bén dwa trén cac dich vu danh
gia va chirng nhan cta VinaCert chi khéng
phai chi dwa vao khach hang.

structures, quality policies and control
measures  of  certification  audit,
inspection and testing activities of
VinaCert in accordance with the
requirements stipulated in ISO/IEC
17021:2011; ISO/TS  22003:2013;
ISO/IEC ISO/IEC 17065:2012; ISO/IEC
17025:2005 and other related
documents of JAS-ANZ Accreditation
Body, the International Accreditation
Forum (IAF), The American Association
for Laboratory Accreditation (A2LA) and
International Laboratory Accreditation
Cooperation ILAC.

This manual also specifies the whole
guality management system of VinaCert
in accordance with ISO 9001:2015.

VinaCert shall ensure that the manual
and relevant associated documents are
accessible to all relevant personnel.
VinaCert shall consider the credibility of
certification and shall address the needs
of all parties (as set out in 4.1.2) that rely
upon its audit and certification services,
not just its clients.

2. THUAT NG, DINH NGHIA VA KY HIEU

2. TERMS, DEFINITIONS AND

ABBREVIATIONS

definitions and

Trong sb tay nay, st dung cac thuat ngl, dinh
nghia va ky hiéu sau:

The following terms,
abbreviations shall be used in this manual:

VinaCert: Céng ty ¢6 phan Ching nhan va | VinaCert: VinaCert Inspection and

Giam dinh VinaCert;
COB : Ch tich héi déng quan tri
HDCV: Hoi déng cb van;
QMS : Hé thdng quan ly chét lvong;
TGP : Téng Giam dbc;

Certification Joint Stock Company;
COB : Chaiman of the Board
HDCV: Advisory Council;
QMS : Quality Management system;
TGD : General Director;

GDCN : Giam dbc chirng nhan
GDGD : Giam déc¢ kiém tra giam dinh
GBKD : Giam déc kinh doanh

GDTC : Giam déc tai chinh GDTC: Finance Director
GDTN: Giam déc¢ thir nghiém GDTN: Testing Director
FSI :Vién An toan thywc pham; FSI
P.TN : Phong th&r nghiém; PTN
VP  :Van phong; VP
P.KD : Phong kinh doanh;

GDCN: Certification Director
GDBGD: Inspection Director
GBKD: Business Director

. Food Safety Institute;

: VinaCert’'s Analysis Center;
: Administration Deparment;
P.KD: Business Department;
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PCN : Phong chirng nhan; PCN : Certification Department;
P.GD : Phong kiém tra va giam dinh hang héa; | P. GD: Goods Inspection and control
DN : Chinhanh Ba Nang Department;
HP  : Chi nhanh Hai Phong DN :Branch-DN
SG : Chinhanh Sai Gon HP : Branch - HP
CT :Chinhanh Can Tho SG :Branch-SG
LA : Chuyén gia danh gia trwéng CT :Branch-CT
A : Chuyén gia danh gia; LA : Lead auditor(s);
TE : Chuyén gia ky thuat; A Auditor(s);
KH :Khach hang; TE : Technical Expert(s);
KH : Customer;

3. BOI CANH CUA VINACERT

3. CONTEXT OF VINACERT

Trwdc nam 2007, Viét Nam cé duy nhat 01 t&
chtrc chirng nhan sy phu hop (Quacert) cta
Viét Nam va trén 10 t6 chirc clia nwdc ngoai
hoat dong; Cbéng ty TNHH Ching
nhan VinaCert dwoc thanh 1ap  ngay
30/01/2007 vé&i sb vén ban dau 1a 1,5 ty dong.
Ngay sau khi dwoc thanh 1ap, nhan thay tiém
nang phat trién cda linh vwe hoat ddng va han
ché cla loai hinh doanh nghiép TNHH; DBé tap
hop dwoc nhiéu ngudn lwc tlr nguén vén dén tri
thirc, Ban 1anh dao cong ty da quyét dinh thay
ddi loai hinh doanh nghiép thanh céng ty cb
phan.

Ngay 25/07/2007 Cong ty C6 phan Chirng
nhan VinaCert dwoc cap gidy chirng nhan
dang ky kinh doanh v&i von diéu lé 1a 5 ty
déng. Ngay 25/03/2013 di tén thanh Céng ty
C6 phan Chirng nhan Va Giam dinh VinaCert
v&i s6 von ting tir 5 ty 1én 20 ty.

Tru s& chinh: Tang 4, tda nha 130 Nguyén Dirc
Céanh, Hoang Mai, Ha Noi.

Website: http://vinacert.vn;

E.mail: director@vinacert.vn
Tel: 04.36341933; Fax: 04.36341137;

Pham vi hoat déng cta VinaCert gom:

- Dich vu danh gia: chirng nhan san pham
phu hop tiéu chuan/quy chuan, chirng nhan
cac hé thdng quan ly phu hop tiéu chuan;

- Dich vu thir nghiém hang héa;

- Giam dinh hang héa.

- Dao tao: hé théng quan ly chat lwong,
chuyén gia danh gia hé thdng quan ly chat
lwong;

Until 2007, Vietnam has only one interior
CAB (Quacert) and more than 10 exterior
CABs. VinaCert certification insection
limited company has been founded in 30
January 2007 with 1.5 billion VND of
captital. After that, realizing the potential
opportunity of operation aspect and the
limit of a limitted company, the Leader
Board of company decided to change kind
of bussiness to joint stock company.

On 25" July 2007, VinaCert certification
joint stock company received the
certificate of business registration with 5
billion charter capital (VND).

On 25" March 2013, company officially
rename to VinaCert certification and
inspection joint stock company with 20
billion charter capital.

Head office: 4th floor, 130 Nguyen Duc
Canh st.,, Hoang Mai district, Hanoi.

Website: http://vinacert.vn

director@vinacert.vn
+84.43.6341933;

E-mail:
Tel. :

Fax+84.43.6341137;
VinaCert service includes:

- Audit: certification audit for product
and management system,;

- Testing product service;

- Goods inspection;

- Training on quality management
system and QMS auditors;
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VinaCert cé tru s& chinh hién nay tai Tang 4,
tda nha 130 Nguyén Birc Canh, Hoang Mai, HN
va cac chi nhanh tai:

- Chi nhanh Hai Phong tai: 422 duwdng Da
Nang, phwong, Dong Hai 1, Q.Hai An, Hai
Phong

- Chi nhanh Ba N&ng tai: Phong 305, tang 3, 16
103, Bwong 30/4, Q. Hai Chau, TP Ba Nang

- Chi nhanh Sai Gon tai: 25 Bis, dwdng
Nguyén Van Tha, phuwong Pa Kao,Quan 1,
TP H6 Chi Minh

- Chi nhanh Can Tho tai: F2-63, dwong sb 6,
Khu dan cw 586, phwdng Phu Thi, quan Cai
Rang, TP Can Tho

Cac phong thtr nghiém ctia VinaCert hién nay
gbébm 03 phong tai:

- PTN Ha Noi tai: TAng 4, tda nha 130 Nguyén
B¢ Canh, Hoang Mai, HN

- PTN Sai Gon tai: 163 Dién Bién Pha, phuwdng
15, quéan Binh Thanh, Tp. H& Chi Minh

- PTN Céan Tho tai: F2-63, dwédrng sb 6, Khu dan
cw 586, phwong Pha Thir, quan Cai Rang, TP
Can Tho

Hoat déng chirng nhan dwoc diéu hanh va kiém

soat b&i cac hoat dong tai Tru s& Ha No6i. Cac

Chi nhanh khéng tham gia diéu hanh, kiém soat

hoat déng chirng nhan.

Hoat ddng chirng nhan hé théng quan ly va

ching nhan san phadm cda VinaCert da dwoc

B& Khoa hoc va Cdéng nghé cép gidy chirng

nhan hoat déng.

V@i nang lwc dat dwoc va uy tin trén thj
trwdng, VinaCert da duoc:

- B& NN&PTNT chi dinh Ia t6 chirc chirng nhan
hop quy s&n phdm cay tréng, chirng nhan
hop quy phan bon hiru co, chirng nhan
VietGAP va chi dinh phong kiém nghiém phan
bon hivu co.

- Cuc Chan nudi — B NN&PTNT chi dinh |a t6
chire chirng nhan hop quy thire an chan nudi,
VietGAP chan nubi, chi dinh phong th
nghiém thiec an chan nudi. Uy quyén danh gia
chirng nhan chat lwong thirc an chan nudi gia
suc gia cadm nhap khau.

- Téng cuc Thiy san chi dinh la t& chirc chirng
nhan VietGAP thdy san, chirng nhan hop quy
didu kién co s& san xuét thirc &n thay san,
giéng thiy san

The Head office of VinaCert located in 4"
floor, 130 Nguyen Duc Canh, Hoang Mai
district, Hanoi. Beside, there are 4
representative offices, including:
- Hai Phong representative office: 422 Da
Nang street, Dong Hai 1 ward, Hai An
district, Hai Phong
- Da Nang representaive offfice: Room
305, 3" floor, lot 103, 30/3 street, Hai
Cahu ward, Da Nang
- Sai Gon representative office: 25 Bis,
Nguyen Van Thu street, Da Kao ward, 1%
district, Ho Chi Minh
- Can Tho representative office: F2-63, 6
street, residential are No 586, Phu Thu
ward, Cai Rang district, Can Tho
VinaCert also has 03 laboratories in
Hanoi, Ho Chi Minh city and Can Tho city:
- In Hanoi: 4" floor, 130 Nguyen Duc
Canh, Hoang Mai district, Hanoi
- In Ho Chi Minh: 163, Dien Bien Phu
street, 15" ward, Binh Thanh district, Ho
Chi Minh city.
- In Can Tho: : F2-63, 6™ street,
residential are No 586, Phu Thu ward, Cai
Rang district, Can Tho
Certification activities are managed and
controlled by Hanoi Head office. All
representative office and branches are not
responsible in managing and controlling
certification activities
Certification activities for management
systems and products has been lisenced
by Ministry of Science an Technology.
With high reputation and competence,
VinaCert has been desinated by:

- Ministry of Agriculture and Rural

Development to perform
Conformity assessment for plan
products, organic fertilizers,

VietGAP and assigned to test
organic fertilizer.

- Department of Livestock to
perform Conformity assessment
for interior and imported animal
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- Cuc bao vé thuc vat chi dinh la td chirc chirng
nhan hop quy thubc bao vé thuc vat va td
chire thtr nghiém thudc bao vé thuc vat.

- B6 Cong thwong chi dinh la té chirc chirng
nhan hop quy phan béon voé co va chi dinh
phong kiém nghiém phan bén vé co.

- Cuc An toan thwc phdm bo Y té chi dinh 14 t6
chtrc chirng nhan hop quy déi véi thwe phdm
da qua ché bién, phu gia thwc pham, vat liéu
bao goi, dung cu tiép xuc véi thuwe phadm.

Cac hoat dong cla VinaCert dwoc cac to chirc
cébng nhan cdng nhan du nang lwc cung cép
dich vu nhu:

- Hiép hdi cong nhan cac phong th&r nghiém
Hoa Ky (A2LA) danh gia cong nhan nang luwc
phong thtr nghiém cla VinaCert cong nhan du
nang luc theo Tiéu chudn quéc té ISO/IEC
17025:2005 .

- JAS-ANZ cua Australia va New Zealand danh
gia cong nhan ISO/IEC 17021; ISO/TS 22003;
ISO/IEC 17065:2012 .

Thu nhap cuia VinaCert dwa vao:

- Dich vy danh gid ching nhan san pham,
chirng nhan hé thdng quan ly trong linh vwc
chét lwong, an toan thwe phdm va méi trwdng
phu hop tiéu chuén, quy chuén.

- Giam dinh thwong mai hang héa, kiém tra
chét lwgng hang hoéa;

- Dao tao: Hé& théng quan ly chat lwong, chuyén
gia danh gia hé théng quan ly chat lwong;

- Dich vu th&r nghiém va kiém nghiém chét
lwvong hang hoa.

- Dich vu kiém tra chét lwong thirc an chan nudi
nhap khau.

Gia tri cbt 16i ctia VinaCert la: Tri thire, Tan tién,

Trung thyc, tan tam, trung thanh, tinh té.

Nguyén tac (rng x(r ctia VinaCert la:

1. Khach hang la téi thuwong;

Ky cwong la st'c manh;

Thanh cbng la dam mé;

Thét bai la co hoi;

Thir thach la tha vui;

Tinh than déng ddi la chan ly ;

N o ok wbd

Sang tao la strc séng.

feed, livestock VietGAP
assigned to test animal feed
General Fishery Department to
perform Certification assessment
for Fishery VietGAP, for
manufaturing conditions for Animal
feed mills and Fishery feed mill

and

Plan Protection Department to
perform Conformity assessment
and Testing for plan protection
product.

Ministry of Industry and Trade to
perform Conformity assessment
and Testing for inorganic fertilizer

Food Safety Department to
perform Conformity assessment
for processed food, additives,
packaging materials and
instrument exposed to food

VinaCert has been accredited by national
and international organizations, including:

Bureau of Accreditaton (BoA) for
ISO/IEC  17021:2006, ISO/TS
22003:2007 and ISO/IEC Guide
65:1996

American Association for
Laboratory  Accreditation for
ISO/IEC 17025:2005

JAS-ANZ accreditation for ISO/IEC
17021:2006, ISO/TS 22003, 1SO
17065:2012

VinaCert’s sources of income are:

- Services

for product audit and

certification, certification of management
systems in the areas of quality, food
safety and environment in conformity
with standards;

- Inspection of quality of goods;

- Training: Quality management system,
auditors for the quality management
system;

- Services for testing and examination of
product quality.

- Services for control quality of imported
animal feed.
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VinaCert’s core values are: Knowledge,

Economical, Honesty, Dedication, Loyalty,
Subtleness.

VinaCertT’s codes of behavior are:
1. Clients are the first priority;

Discipline is strength;

Success is passion;

Failure is chance;

Challenge is fun;

Team spirit is the truth;

N o g~ w DN

Creation is vitality.
4. SODPO TO CHUC 4, ORGANIZATIONAL CHART
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QA Ban dam bao chat lwong TC Phong Tai chinh
PCN Phong Chirng nhan CN Chi nhanh
TTPT Trung tam Phan tich ATTP An toan thwc phdm
CGT Chuyén gia trwédng P.Gb Phong giam dinh

Ghi chu: Cac bo phan lién quan chinh tham gia vao hoat déng ching nhén bao gém: COB, Téng
giam doc, Hoi dong co van, Giam doc chimg nhén, Phong Chung nhén, Phong kinh doanh, Vién
An toan thuc pham, cac phong thdr nghiém, Phong Dich vu thir nghiém.

5. TRACH NHIEM CUA CAC CHU’C DANH VA
CAC BO PHAN

5. RESPONSIBILITIES OF POSITIONS AND
DEPARTMENTS

5.1. Chu tich Hoi déng quan tri -COB

5.1. Chaiman of the Board - COB

La ngwoi dai dién theo phap luat cua VinaCert,
chiu trach nhiém toan dién vé& moi hoat dong cla
Cong ty, Gy quyén cho cac ca nhan chju trach
nhiém cac céng viéc cu thé. COB chiu trach
nhiém:

5.1.1. Pam bao nguén lwc cho hoat déng cla
VinaCert;

Tao khdi doan két théng nhéat hanh déng
trong toan Céng ty;

Dam bao truyén dat t&i toan bo td chirc
tdm quan trong cda viéc thod man cac
yéu cau cla khach hang va cac yéu cau
cta luat dinh;

5.1.2.

5.1.3.

5.1.4. B6 nhiém cac Giam déc theo dé nghi cla
Tbng Giam dbc;
5.1.5. Xay dwng chién lwgc phat trién Cong ty;

Phé duyét cac dw an dau tw.

COB is the legal representation of VinaCert,
taking responsibilities for the whole activities of
company, and appoint personal to conduct
(some) specific aspect(s):

5.1.1 Ensure the
activities;

resource for VinaCert
5.1.2 Making the Unity of company;

5.1.3 Taking responsibilities on communicate
of importance of meeting the requirements of
clients and regulations

5.1.4 Appoint Directors following the request of
Director General

5.1.5 Making developing strategy and
approve the investment project.

5.2. Héi déng cé van - HDCV

5.2. Advisory Council- HBCV

COB cam két tao moi diéu kién can thiét dé
HDCV hoat dong doc lap, khdong bi anh hwéng
b&i cac ap lwc vé cong viéc, loi ich trong cac
quyét dinh. Thanh vién HDCV do COB quyét
dinh. HBCV c6 chirc nang:

5.2.1. Cap nhéat van ban quy pham phap luat,
chiu trach nhiém phd bién van ban quy
pham phap luat t&i moi thanh vién Céng
ty co lién quan;

Xay dwng méi quan hé véi cac co quan
quan ly nha nwéc chuyén nganh;

Tao mdi quan hé vé chuyén mén va duy tri
mang lwdi chuyén gia bén ngoai ctia Cong
ty,
Tham gia dam bao tinh cdng bang, khach
quan trong danh gia chirng nhan;

H& tro chuyén mén cho cac bd phan
phong ban trong Céng ty.

5.2.2.

5.2.3.

5.2.4.

5.2.5.

The COB commits to offer favorable conditions
for the Advisory Council to functions
independently, not to be affected by work
pressure and benefits in making decisions. The
members of the Council shall be chosen by the
COB. The Council shall have the following
functions:
5.2.1. Update the legal regulations, take
responsibility on communicate these
regulation to company;

5.2.2.
5.2.3.

Making relationship with state bodies;

Making technical relationship and
ensure the outsource of company

5.2.4. Take part in the certification activities in
order to ensure the equality and

impartiality
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5.2.5. Support technical area for department
of company
5.3. Téng giam déc VINACERT - TGP 5.3. Director General - TGD

Téng Giam dbéc diéu hanh moi hoat déng cla
Cong ty, Téng Giam déc do Cha tich Hoi dong
Quan tri bd nhiém va chiu trach nhiém trwdc Hoi
ddng Quan tri vé moi quyét dinh ctia minh. TGD
c6 quyén han:
5.3.1. Diéu hanh moi hoat ddng cta Céng ty,
dam bao van hanh cac ngudn lyc cé hiéu
qué;
Phé duyét k& hoach hoat ddng, dinh bién
nhan sw, co ciu td chirc, ké hoach ngan
sach cla cac khdi, bd phan, cac Chi
nhanh clia Coéng ty;
B nhiém cac Trwéng phong ban theo dé
nghi ctia cac Giam déc;
Phé duyét lwong, thwdng hoan thanh
nhiém vu clia cac bo phan chwa dwoc uy
quyén trong quy ché Céng ty;
Dam béo rang cac qua trinh va tha tuc can
thiét ctia hé théng quan ly dwoc thiét lap,
thwe hién va duy tri; Phé duyét sb tay chét
lwgng va cac tai liéu twong dwong;
Phé duyét cac hop ddng kinh doanh dich
vu toan Céng ty;
Diéu hanh kinh doanh va phat trién thi
trwong; Phan dinh tiép can thj trudng theo
khu vwc, linh vwec cho phong Kinh
doanh/Chi nhanh thwc hién chirc nang
kinh doanh;
Phé duyét cac chinh sach khach hang
theo tirng san phadm dich vu ctia Céng ty.
Trwc tiép quan ly, diéu hanh: Van phong,
phong Tai chinh, phong Kinh doanh, cac
Chi nhanh, Vién ATTP va Trung tdm Phan
tich;
5.3.10. Thyc hién cac cdong viéc khac do COB
giao.

5.3.2.

5.3.8.

5.3.4.

5.3.5.

5.3.6.

5.3.7.

5.3.8.

5.3.9.

Dirctor General manage all the activities of
company and shall be appoint by COB. TGD
shall take responsibilities for his/her decision
before Leader Board. TGD has authority for:

53.1

5.3.2

5.3.3

534

5.3.5

5.3.6
5.3.7

5.3.8

5.3.9

Manage the company activities, ensure
operate all the resource effectively;

Approve action plan, human resource
plan, organizational structure, finance
plan of department and branches

Approve Head of Dept following the
request of Directors

Approve salary and bonus for
department which not yet described in
Company Regulation

Ensure all the procedures of
management system are established
and maintained; Approve Management
Manual and equal documents

Approve all contracts of company
Manage business activities and market
development

Approve client policies following each
products, services of company
Manage and operate directly:
Administrative Dept, Finance Dept,
Bussiness Dept, Branches, FSI, AC.

5.3.10 Conduct other works appointed by

COB

5.4. Giam déc chirng nhan - GBCN

5.4.

Certification Director - GBDCN

Giam dbéc Chirng nhan do Cha tich Héi dong
Quan tri bd nhiém theo dé& nghi ctia Téng Giam
déc va chiju trach nhiém trwdc Hoi ddng Quan tri
vé quyét dinh ctia minh trong pham vi cong viéc
dwoc phan cép va Gy quyén.

5.4.1. Chic ndng cta Gidam déc Chimg nhan:

a) Quan ly, diéu hanh toan dién hoat déng
cung cép dich vu chirng nhan cta Céng
ty,

b) Duy tri hiéu lwc cac hé théng quan ly
ISO/IEC 17021; ISO/IEC 17065; ISO/TS
22003;

c) Quan ly hoat déng cua chuyén gia danh
gia;

d) Nangcao chét lwong dich vu chirng nhan,
dwa VinaCert | té chirc chirng nhan tm
khu virc ASEAN.

Ceritification Director is appointed by COB
following the request of Director General and
taken responsibility on any decision belong to
authorized area.

54.1

Functions of GBDCN

a) Manage and operate certification
activity of company

b) Maintain the management system
of company (ISO/IEC 17021,
ISO/IEC 17065; ISO/TS 22003;)

c) Manage the activities of auditors
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d) Improve quality of certification
_ X i service; bring VinaCert to ASEAN
5.4.2. Nhiém vu cua Giam doc Chimg nhan: vision

a) Chua tri thiét |1ap hé thong tai liéu chirng '
nhan cho dang ky hoat déng, danh gia
codng nhan néng Iwc, chi dinh hoat dong | 5.4.2 Responsibilities of GDCN
chirng nhén cla VinaCert, a) Ke erson to establish

b) Quan ly, giam sat viéc ap dung cac chinh y P _ _
sach, thu tuc trong cac hoat dong chirng documentation system in order to
nhan; register for appointment,

c) Tryc tiep dieu hanh hoat dong Chung accreditation of VinaCert
nhan; .

d) Ch tri nghién ctru va d& xuét t& chare tridn b) Manage ~and  monitor  the
khai phat trién dich vu danh gia sw phu hop certification policies and
maoi; procedures;

e) Dinh huwdng phat trien nguon lwc nhan sy c) Manage directly the Certification
cua khoi chirng nhan; I

A LA A . A activities

f) Thwc hién cac cdng viéc khac theo yéu

c3u cha COB. d) Key person to research and
propose new conformities

X . . assessment services;
5.4.3. Quyén han cua Giam doc Chung nhén: . he h ¢

a) Ra quyét dinh chirng nhan dwa trén xem €) O”e_'?t t € gman resouces o
xét ho so danh gia (khong bao gom certification activity
chieng nhan hop quy thwe pham); f) Conduct other works authorized by

b) Dé xuat dinh bién nhan sw, phé duyét COB
nhan sw phong Ching nhan theo dinh .
bién (bao gdbm dinh bién, phé duyét 5.4.3 Authorities of GBDCN
chuyén gia, phé phong, nhan vién phong a) Making certification decision
gbungﬁh%‘r’gb b3 nhia SR depending on reviewing adit records

c) Be ’xuat R O nhiem, mien nniem (not including food product
Trwdng phong Chirng nhan, Chuyén gia .
trwdng; BS nhiém Pho trudng phong certification)

Chirng nhén sau khi thong nhat véi TGD; b) Propose human resource issue,

d) Prf]\_@f dUYf’:{L |U0|’<npgl, t,hwg]qg EQém t?]énnh qualify competence of personnel
nhiém vu theo cua khoi ching nhan; - L e

e) Phé duyat code chuyén gia (Chuyén gia involving in cert|f|cf':1t|on activities.
danh gia, Chuyén gia ky thuat) va phé c) Request to Director General to
duyét cap chuyén gia; appoint or dishan Manager of

f) Phé duyét cac khoan chi phi trong ngéan Certification Dept, Auditor Manager;
sac_:h qf" GU’?C phe dgyet, . e Vice-head of Certification Dept.

g) DPai dién Cbéng ty giao dich v&i cac co
quan chi dinh; cac co quan cong nhan d) Approve salary, bonus and KPI for
(trtr co quan cong nhan ISO 17025); certification area;

h) Biéu hanh, st dung cac nguon lwc phuc e) Qualify auditor's code and auditor
vu cho duy tri hiéu Iyc hé thong quan ly level
va mé rdng linh vic.

f) Approve finance issue which were
passed before
g) Representative of company in
purchasing with Authorised company
and Accreditation Body (except 1SO
17025)
h) Manage, use resources for
maintaining and expanding
certification scope

55. Giam déc giam dinh- GDGD 5.5. Inspection Director —- GDGD
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5.5.1.
a)

b)

c)

d)

5.5.2.

f)

9)

h)

)

5.5.3.

Giam d6c¢ Giam dinh do Chu tich Hi déng Quan
tri bd nhiém theo dé nghi ctia Téng Giam déc va
chiu trach nhiém trwéc HoOi ddng Quan tri vé
quyét dinh cla minh trong pham vi céng viéc
dwoc phan cép va Gy quyén.

Chure néng cua Giém déc Giam dinh:
Quan ly, diéu hanh toan dién hoat déng
cung cap dich vu giam dinh, dich vy danh
gia sy phu hop chét lwong thérc &n chan
nudi xuat nhap khau (TACNXNK):

Dam bao hoat dong danh gia sw phu hop
chét lwong thwe &n chan nudi xuat/nhap
khau tuan tha cac quy dinh cta Phap
Luéat;

Pam nhan vai tro dai dién lanh dao cla
hé théng quan ly chat lwong theo 1SO
17020;

Thuc day dich vu Giam dinh cuta VinaCert
ngay cac phat trién.

Nhiém vu cta Giam dbc Giam dinh:

T4 chire thwe hién nghiép vu danh gia sw
phu hop chét lwgng TACNXNK dadm bao
két qua phé duyét xac nhan chét lwong
TACNXNK chinh xac tin cay;

Dé xuét co ché, chinh sach nhan sy khéi
giam dinh;

Trwc tiép diéu hanh phong Giam dinh; Chi
dao chuyén mén dbéi voi cac bd phan
giam dinh tai cac Chi nhanh;

Pé xuidt TGD bd nhiém, mién nhiém
Trwdng phong Giam dinh; Bé nhiém Pho
trwdng phong Giam dinh sau khi théng
nhat voi TGD;

DPé xuét dinh bién nhan sy phong Giam
dinh, dé& xuét bd nhiém, mién nhiém cac
chlrc danh truwdng, phé phong Giam dinh;
DPé xuét cac chinh sach khach hang cia
khéi giam dinh;

Dinh ky b&o cdo co quan chirc nang vé
két qua danh gia sy phu hop chat lvong
TACNXNK theo quy dinh;

Theo déi cdng no’ giam dinh, danh gia sw
phu hop chét lwong TACNXNK;

Tham gia gidi quyét cac khiéu nai cla
khach hang theo phan cong;

Thye hién cac cbng viéc khac theo yéu
cau cta COB.

Quyén han cua Giam déc Giam dinh:
Phé duyét cac tai liéu giam dinh dwdi vai
trd dai dién Ianh dao vé chat lvong;

Phé duyét chirng thw giam dinh va xac
nhan chét lwong TACNXNK;

Phé duyét cac hop ddng giam dinh, hop
ddng danh gia sy phu hop chat lwong
TACNXNK;

Phé duyét cac khoan chi phi nam trong
pham vi ngan sach da duwoc phé duyét;

The Insopection Director is appointed by COB
following the request of Director General and
taking responsibility for his/her decision in the
authorized area.

5.5.1. Functions of GBGD

a. Manage and operate inspection
service, and the conformity
assessment for imported animal feed.

b. Ensure the legal requirements for
conformity assessment for imported
animal feed

C. Taking position of QMR following ISO
17020;

d. Improve the inspection service of
VinaCert.

5.5.2. Responsibilities of GBGD

a. Conduct the conformity assessment for
imported animal feed

b. Propose policy for inspection area,;

C. Manage inspection department

directly; Direct profession for inspection
dept in Branches;

d. Request Director General to appoint
and disappoint Head of Inspection
Dept;

e. Propose human resource of Inspection
Dept.

f. Propose client policy of inspection
area,;

g. Making period report for athorised body

of import animal feed;
h. Monitor debt of imported animal feed,

i. Handle complaint and appeals of
inspection area;

J- Conduct other missions appointing by
COB

5.5.3 Authorities of Inspection Director

a. Approve inspection document under the role
of inspection QMR;
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e) Chu tri cac hoat ddng dao tao giam dinh |b.  Approve inspection deed for imported
vién, nhan vién danh gia hién tredng; animal feed:
f) Phé duyét Ivong, thudng hoan thanh A : i tracts and formit
nhiém vu theo KPI caia khdi giam dinh. c. Approve inspection con. racts an cpn ormity
assessment contract for imported animal feed
d. Approve expense include in budget,
e. Leader in training activities for inspection
staffs,
f. Approve salary, bonus, KPI of inspection
area
5.6. Giam déc thir nghiém - GDTN 5.6. Testing Director - GDTN

5.6.1.
a)

b)

c)

d)

5.6.2.

b)

f)
9)
h)

Giam dbéc Th nghiém do Cha tich Héi dong
Quan tri bd nhiém theo dé nghi ctia Téng Giam
déc va chju trach nhiém truéc HOi dong Quan tri
vé quyét dinh cla minh trong pham vi cong viéc
dwoc phan cép va ay quyen

Chirc néng cta Gidm déc Thir nghiém:
Quan ly, diéu hanh toan dién hoat déng
cung cap dich vu thir nghiém ctia Céng ty;
Xay dwng thwong hiéu thr nghiém cula
VinaCert trén thj trwdng trong nwdc va
Qubc té;

Dau méi phdi hop véi cac khéi khac nham
thwc hién cac muc tiéu ctia Cong ty;
Hoach dinh, té chirc va phat trién khéi thce
nghiém theo dinh hwéng cia Cong ty.

Nhiém vu cta Giém déc Thi nghiém:
Xay dung chién lwoc phat trién cac hoat
dong ther nghiém phu hop véi chién lugc
kinh doanh ctia Cong ty trong tirng giai
doan;

Dé xuét co ché, chinh sach thuc day phat
trlen nang Iwc ky thuat th&r nghiém, bao
gdm ca cac chinh sach lién quan dén
nhan su;

Xay dung ké hoach ngan sach hoat dong
hang ndm ctlia khéi thir nghiém trinh TGD
phé duyét;

Kiém soat, phé duyét chi phi trong tat ca
cac hoat ddng thir nghiém theo ké hoach
ngan sach da duwoc phé duyét;

Xay dwng dinh mirc chi phi, kiém soat dinh
mtrc khau hao thiét bj trong khdi thtr nghiém;
Trwc tiép diéu hanh hoat déng cac phong:
DVTN, TN1; TN2; TN3; Ban QA.

Té chirc phat trién mé& rong pham vi thiy
nghiém;

Dam bao duy tri nang lwc cua cac phong
Thr nghiém dap (rng yéu cau ISO 17025;
Chd tri hoat ddng nang cao hiéu qua hoat
dong tai cac PTN théng qua viéc van dung/
&ng dung hé théng quan ly théng tin phong
The nghiem LIMS, dam bao str dung hiéu
qua & tat ca cac cap cla cac phong thi
nghiém dé nang cao nang suat va chat
lwong két qua thr nghiém:;

GDTN is appointed by COB following request
of Director General and take responsibility
before Leader Board about his/her decisions.

5.6.1 Function of GDTN

a. Manage and operate testing activities
of company,

b. Build testing trademark for company in
not only domestic but international
market;

C. Key incorporation for all areas of
company;

d. Plan, conduct and develop testing area
following company direction.

5.6.2 Responsibility of Testing Director

a. Build developing strategy for testing
activities following the strategy of
company in each period;

b. Propose policy to improve testing
competence, including policy relating to
human resource;

C. Build annual budget of testing area;
and submit to Director General;

d. Control, approve expense of testing
activities in approved budget;

e. Identify expense limit, depreciation
norms of testing area,

f. Direct activities of DVTN, TN1, TN2.
TN3. QA

g. Expand testing scope;

h. Maintain competence of Lab to
conformity with ISO 17025;

i. Lead the activities of improving

competence for Lab staff through
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)
K)

1)

Dé xuat TGP phé duyét NCC va NTP theo
dé xuét tir QA;

Dinh ky bao céo cac co quan lién quan vé
hoat dong thr nghiém;

Dé xuét cac chinh sach lién quan dén dich
vu khach hang (DVKH); D& xuét va trién
khai thwc hién cac chwong trinh chién
lwoc, chién dich phat trién thwong hiéu
cta khéi thtr nghiém sau khi dwoc TGD
phé duyét;

m) Chu tri gidi quyét cac khiéu nai, phan nan

n)

5.6.3.

b)

c)

d)

f)

9)

h)

)
K)

ctia khach hang lién quan dén dich vu thir
nghiém. Hang thang bao cao TGD vé két
qua xt ly khiéu nai, phan nan;

Thye hién cac nhiém vy khac theo yéu
cau cta COB.

Quyén han cta Giam déc Thid» nghiém:
Phé duyét cau td chire; Dinh bién nhan sy
toan khdi thir nghiém;

Phé duyét két qua thlr nghiém khi can;
Phé duyét tai liéu hé théng quan ly ISO
17025;

Phé duyét cac dé xuét lién quan dén hoat
dong dam bao chét lwong két qua tho
nghiém;

Phé duyét két qua tuyén dung va két qua
dao tao nhan sy cua cac phong/ban trong
khéi thr nghiém;

DPé nghi TGD bd nhiém, mién nhiém cac
trwdng phong/ban trong khéi thir nghiém;
Phé duyét cac muc tiéu hoat déng cla
cac phong ban;

Tham dinh cac nhu ciu phat trién/dau tw.
Xay dwng ké hoach thyc hién dw an dau
tw;

Phé duyét cac khoan chi phi nam trong
pham vi ngén sach da dwoc phé duyét;
Phé duyét lvong thwdng clia phong
DVTN, Ban QA,;

Dai dién Coéng ty giao dich v&i co quan
cébng nhan ISO 17025;

Xem xét kha nang dap (rng dbi véi cac hop
dong cung cap dich vu th» nghiém (DVTN);

applying LIMS; ensure the
effectiveness of all level in Laboratory;

J- Request Director General to approve
NCC and sub contractor following QA;

k. Make reports to authorized body about
testing activities;

l. Propose policies relating to client
service; strategies, trademark
campaign of testing areas

m. Handle complains and appeals relating
to testing service. Make monthly
reports for Director General about
complaints and appeals;

n. Conduct other missions appointed by
CcoB
5.6.3 Authorities of Testing Director

a. Approve organizational structure, human
resource form of testing area;

b. Qualify Testing result and ISO 17025
documents

c. Approve request relating to Qualify
assurance activities;

d. Approve recruitment result and training for
human resource in testing area,

e. Request Director General to appoint Head
oif Testing Dept;

f. Approve objectives for deparments in
testing area,

g. Approve developing, investing needs,
Making plan for investment and
development;

h. Approve expense in budget;
i. Approve salary and bonus for DVTN, QA;

j-  Represent for company in contacting with

ISO 17025 accrediation body

k. Review company competence in tesing
service

5.7.

Van phong — VP

5.7. Administrative Department — VP

Van phong cé Chanh Van phong chiu trach
nhiém trwéc Téng Giam ddc trong pham vi
cong viéc dwoc phan cong va Uy quyén.
Chanh Van phong do Téng Giam déc lya
chon va bd nhiém. Van phong cé thé co

VP has an Chief of Staff taking responsibilities
before Director General about his/her decision
in appointed area, Chief of Staff is appointed
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Phé Chanh Van phong giup viéc cho
Chanh Van phong.

5.7.1. Chtrc nang, nhiém vu cua Van phong:

a) La dau mdi tiép nhan théng tin cho Téng

Giam dbc dé diéu hanh Cong ty. Pam bao

cac ngudn lwc can thiét dé cac hoat dong

ctia Cong ty dwoc thdng sudt, hiéu qua;

Giup viéc cho TGP trong cdng tac soan

thao va ban hanh cac van ban; Ghi va lwu

bién ban nhirng phién hop tap thé cua

Cong ty dé theo déi, dén doc thwc hién;

Tham mwu cho Téng Giam dbc vé chinh

sach nhan sw. Hoach dinh nguén luwc

nhan sy theo dinh hwéng phat trién cta

Coéng ty;

Chu tri hoat ddng quan tri nhan sw: Bam

bao ngudn nhan lwc cho cac hoat déng

ctia Cong ty; Quan ly tuyén dung nhan sy
theo yéu cau dung thdi gian va dam bao
chét lwong phu hop véi vi tri cong viéc
theo quy trinh tuyén dung; La dau méi
tébng hop va xay dwng khung nang Iwc nhan
sw, xay dwng hé thdng chi tiéu KPIs phu
hop véi muc tiéu phat trién cta cac bd
phan; Lap ké hoach dao tao, thuc hién dao
tao va danh gia sau dao tao cho toan bd
cac bd phan cia Coéng ty theo quy dinh;

Chu tri, phéi hop véi cac bd phan quan ly

va st dung hiéu qua ngudn nhan lyc véi

diéu kién thuc té;

Quan ly hd so nhan sy va coéng tac bao

hiém toan Céng ty; Cap nhat danh sach

nhan vién toan Céng ty, chuyén cho moi
thanh vién khi c6 sy thay déi; Té chirc
kham strc khée cho nhan vién Céng ty;

f) Chiu trach nhiém vé phap ché cta Céng

ty v&i cac bén lién quan; Quan ly, cap

nhat hd so ndng lwc clia Cong ty;

Dam béo hé thdng trao dbi théng tin noi

bd trong toan Coéng ty luén dwoc thdong

subt;

Quaén tri mang va hé théng may chi Céng

ty; Quan tri phan mém quan ly cong viéc;

Quan tri théng tin trén cac Web;

i) Dam bao théng tin lién lac théng subt,
DPau méi cung cép théng tin cho khach
hang va cac co quan co lién quan;

i) DAau mdi thu thap va quan ly cac thong tin
trong va ngoai Coéng ty lién quan dén toan
bé cac hoat dong cua VinaCert. Chu tri
gidi quyét khiéu nai, phan nan cta khach
hang (trr cac khiéu nai vé dich vu tho
nghiém);

k) Quan ly cong tac van thw, lwu try; Tiép
nhan, phat hanh va Iwu tri tai liéu di - dén
theo quy trinh;

[) Quan tri tai liéu: Dich thuat tai liéu ngoai,
tai liéu ndi bd; Quan ly thw vién dién tk tai

b)

d)

9)

h)

by Director General. VP may have Vice-Chief
to support Chief.

5.7.1 Function and responsibilities of VP

a. Key person to get information for Director
General in order to manage company. Ensure
resource for best performance;

b. Support for Director General in composing
and publishing documents, records; typing and
saving records of meeting of company;

c. Support Director General about human
resource policy. Plan human resource
following company direction.

d. Chairs the human resources administration:
Ensure human resource for all area of
company, Manage  recruitment; Build
personnel competence; Build KPI following
objective of each department; Make training
plans and conduct them; Chair and combine
with other department to use effectively human
resource;

e. Control personnel records and insurance of
company, Update list of personnel of company;
Conduct physical examination for the whole
company;

f. Take responsibility for company legislation
before interested body; Control and update
competence record of company;

g. Ensure the communication of company is
fluent;

h. Network administration for both server and
software of company;

i. Ensure the contact is not corrupted, provide
contact address for interested body;

j. Collect internal and external information
relating to activities of VinaCert. Handle
complaint and appeals of clients (expect
coming from testing area)

k. Control documentation activities; Receiving,
record and send documents following
procedures;

[, Control and translate external documents,
internal documents;...

m, Conduct communication activities, tools;
Design; demo for website; conduct
communication in-house;
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liéu phén mém toan Cong ty; Quan tri thw | n, Conduct administrative activities; Manage,
vién tai ligu; ) . |use and guide to use company infrastructures
m) -g:;(r:\ T}’ie(r:]c“)ﬁgcczot?ij%?\n?hgrlgert]hitgfﬂg' (not including testing equipments). Ensure the
demo cho cac hoat déng web', Té chu’c; infrastructure for company activities; Manage
cac Hoat dong truyén théng, quang ba | company house;
thwong hiéu Cong ty; Thyc hién truyén | o, Purchasing for stationery:;
théng ndi bo; - L .
n) Thu’g hign ééng tac quan tri hanh chinh p. Conduct logistic activities for meeting,
quan ly, st dung va hwéng dan st dung conferences, ...
co sO vat chat, tai san, phwong tién, | p. Manage, direct company vehicle to pick up
I::zg IE!Z: g! ![?][n r\:leﬁ é(:rr]l;’ CBaéCOfgg)r/nrg_oéQ and drop off following request of company;
kiéngvétl Ché!t Ey t%ulét h'énh chinh c:hg Conduct audit in the area which is appointed
hoat dong tai Tru s& chinh. Quan Iy nha | fot VP (Areal)
cbéng vy; )
0) Mua sam cac trang thiét bi, van phong
prjém phuc vu g:éc phbng/ban;
p) TO chic hau can tiep khach, héi hop, hoi
nghi, dao tag...;
q) Quan ly, dieu hanh xe dwa, don nhan
vién, khach theo yéu cau cong viéc cla
Cobng ty; T chire cac cudc danh gia thube
khu viec do Van phong quan ly (khu vwc
.
5.7.2. Quyén han va nhiém vu cta Chénh Van
phong:
a) Dieu hanh hoat dong cua Van phong thuwc
hién dung chl:fc nang, nhiém vu. Chiu
trach nhiém v@ moi hoat gf)ng ctia Van
) _T_Eorégh%io;f Tg:g g'acrg dg?; Téng Gidm 5.7.2 Authorities and Responsibilities of Chief
hiee hién truyén yéu cau cd I i
déc t6i cac bd phan khi co yéu cau; of Staff
c) Diéu ddng moi thanh vién Cong ty tham | a. Direct VP activities; taking responsibilities
gia cac hoat dong khac cua Qéng ty ngoai | for all activities of VP before Director General;
EEZYen mon da dugc quy dinh trong quy b. Communicate with other Depts about
d) Lap ké hoach cong tac, ké hoach tai chinh requirements of Director General,
thang cua Van phong; c. Control all of company staff to join company
e) Lap de nghi lwong, thwéng KPI cho nhan | aetivities:
vién Van phong va phong Thtr nghiém 1; . .
f) Phé duyéfc)cécihoé% chigcé dinh?thif(‘)’ng d. Make working plan and finance plan of VP;
Xuyén; e. Make salary request and KPlIs for VP staff
Q) Théin trAa céclsﬁvén pén, c?éc‘ dé nghi giéAi and TN1
gz;/gt cbng viéc trwde khi trinh TGD phé . Approve usual expense:
h) Thu;c hién Cé(:, viéc khac theo yéu ciucua | 9. Review documents and requests before
Tbng Giam dbc. sending to Director General
h. Conduct other missions appointed by
Director General.
5.8. Phong tai chinh - P. TC 5.8. Finance Department —P.TC
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Phong Tai chinh c6 Trudng phong kiém | Finance Dept has an Manager taking
:ﬁﬁ;ﬁa%:g%r}grfggg ’:yoﬁg!%r:;arﬁhvinggenrg responsibilities for appointed working area.
viéc dugc phan cong va uy quyén. Truwdng
phong Tai chinh do Tong Giam doc Ilwa
chon va bé nhiém.
581 Chi . hid '8 phe Tai 5.8.1 Function and responsibilities of Finance
.8.1. t)c ndng, nhiém vu cua phong Tai ,
chinh: ‘ bept:
a) Bam bao ngudn lyc tai chinh cho hoat | a. Ensure finance resource for company,
dong cua Cong ty; b. Control liability;
b) Kiém soat cdng ng, quan ly quy; Control i
¢) Quan ly tai san, cong cu dung cy; ¢. Lontrol company asset,
d) Téng hop va thanh toan lwong, thwéng | d. Manage and purchase salary, bonus for the
hoan thanh nhiém vu; thuéng KPI whole company, KPI bonus
e) Lap ho so thanh toan cho khach hang ndi . .
bo va déi tac: e. Purchasing for external clients, partners,
f) Chuyén chu’;mg chi, két qué} th[y’nghiém f. Send certificate, testing result to clients;
cho khach héng sau khi doi chiéu Céng g. Banking transaction, taxes;
no; o )
g) Giao dich ngan hang, co quan thué,; h. Making finance reports, taxes;
h) Lap bao cdo tai chinh, bao cao thué.
5.8.2. Quyén han va nhiém vu cua Truéng . o _
phdng Tai chinh (Ké toan trudng): 5.8.2 Authorities and Responsibilities of Chief
a) Diéu hanh hoat déng clia phong Tai | Accountant
%gngé&hé‘ncﬁénhké r;‘%’i” ’[ﬂ'} Ctrr]: nhﬁrjh a. Direct activities of Finance Dept, accountant
. va Chinhanh Can Tho thyec hién | .

: j HCM Tho B hes. Tak
dung chrc nang nhiém vu. Chiju trach n HC . ”a.nd can O ranc.es axe
nhidm v& moi hoat dong ctia phong Tai responsibilities for all activities of Finane Dept
chinh va nhan vién tai chinh trwdc Téng | before Director General
Giam doc; o .| b. Review and control finace plan of all

b) Xem xe‘t'va 'klem §oat viéc ’thucz hlep ké departments;
hoach tai chinh thang cua cac bd phéan; )
c) Kiém tra cac chirng tir thanh toan trwdc c. Check the purchasing documents before
khi chuyén nguoi c6 tham quyén phé | send to authorized persons;
0 Eljyegk 4t thudng KRl cho nhan via d. Make reward bonus KPI for Finance staffs.
ap dé xuat thuwdén cho nhan vién
pﬁgng Tai chinh: g e. Generalize salary and reward from all
e) Téng hop lwong, thwdng hoan thanh departments, send to Director General
nhiém vu tlr cac dé nghi va dé xuat clia | f. Conduct missions of Chief Accountant,
H %iigohﬁgsnhg;ggTﬁa }Egetcojg?\ett’rué’ng analyze cash flow, solvency. Report prediodly
Phan tich dong tién, kha nang thanh | OF unexpectedly.
khodn. Bao cao két qua phén tich tai | g. Conduct other missions from TGD
chinh dinh ky hoac dot xuat; .
9) Thuc hién céq viéc khac theo yéu cau cua
Tong Giam doc.
5.9. Phong chirng nhan - PCN 5.9. Certification Department — PCN

Phong Chirng nhan cé Truwdng phong Chirng
nhan chju trach nhiém trwéc Giam déc Ching
nhan trong pham vi céng viéc dwoc phan cong
va Gy quyén. Trwdng phong Ching nhan do
Tbng Giam dbc bd nhiém theo dé nghi ctia Giam
déc Chirng nhan. Phong Chirng nhan cé thé cé
mot sé Pho trwdng phong gidp viéc cho Truwéng
phong Chirng nhan.

PCN has an Manager taking responsibilities
before Certification Directors about authorized
working areas. Manager of PCN is appointed
by TGD following request of GDCN. PCN may
has some vice-managers.
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nhan:
a)

b)

c)
d)

e)

f)
9)
h)

)

k)

5.9.2.

f)

9)

5.9.1. Chtrc ndng va nhiém vu cta phong Chimg

Duy tri hiéu lwc cac hé thdng quan ly lién
guan t&i chirng nhan;

T6 chire thuc hién, kiém tra giam sat cac
hoat déng danh gia, chirng nhan theo quy
trinh da thiét lap;

Quan ly hoat dong tac nghiép cua chuyén
gia danh gia;

Cha tri t6 chirc trién khai cac chuwong
trinh danh gia theo quy trinh twong ng;
Tham tra cac hé so danh gia chirng nhan
trwdc khi trinh Giam déc Chirng nhan phé
duyét;

Tham tra hé so chirng nhan hop quy thyc
ph&m trinh Vién trwéng FSI phé duyét;
Chu tri xay dwng, thdm tra cac tai liéu
chng nhan trwéce khi ban hanh;

Cap nhat di¥ liéu khach hang sau mbi dot
danh gia;

Lap yéu cau té chic cudc danh gia
chuyén Van phong, cac Chi nhanh thyc
hién;

Lap bao cao tinh hinh chirng nhan trong
tieng Iinh vwc cho cac co quan quan ly
dinh ky hoac dot xuét;

Chu tri hoat dong dao tao nang lwc nhan
vién phong Chirng nhan (14p ké hoach, t6
chire dao tao, danh gia sau dao tao).

Quyén han va nhiém vu cida Truéng
phong Chumg nhén:

Diéu hanh hoat déng cta phong Ching
nhan theo dung chrc nang nhiém vy;
Phé duyét hé so dang ky chirng nhan,
chwong trinh danh gia va kién nghj thdm
tra ho so’;

Lap dé xuét thwéng KPI cho nhan vién
phong Ching nhan dé& Giam dbc Ching
nhan phé duyét;

Lap dé& nghi thanh toan manday cho
chuyén gia danh gia, chuyén gia ky thuat,
chuyén gia lay mau dé Giam déc Chirng
nhan phé duyét;

Tham gia gidi quyét cac khiéu nai cla
khach hang khi dwgc phan cong;

Lap ké hoach dao tao, cdng tac, ké hoach
tai chinh thang cua phong;

Thyc hién cac céng viéc khac theo phan
cong cla Giam déc Chirng nhan

5.9.1 Function and responsibilities

a. Maintain the effectiveness of Management
System relating to certification;

b.  Conduct

procedures.
c. Control the activities of auditors;

audit  activities  following

d. Conduct audit following audit programme;

e. Review audit records before sending to
GDCN;

f. Review audit record of food certification
before sending to Manager of FSI;

g. Review certification record before pubishing;
h. Update client information after every audit;
i. Make audit request to send to VP, branches.
j. Make certification report to send to the
authorized body;

k. Make training plan for PCN staff (make plan,
programme...)

5.9.2 Authorities and Responsibilities ofPCN
Manager

a. Direct activities of PCN following regulated
functions and responsibilities.

b. Approve certification application, Audit
programme and Recommendation  for
issuance/maintainance/suspension/withdrawl
of certificate.

c. Make KPI reward request for PCN staff and
submit to GBCN;

d. Make request to purchase manday expense
for auditors, technical expert, samplers; submit
to GDCN;

e. Handle complaint and appeals of client when
appointed;

f. Make training, working and finance plan for
department;

g. Conduct other missions appointed by GDCN

5.10. Phong kinh doanh — P.KD

5.10. Business department — P.KD

Phong Kinh doanh c6 Truwdng phong Kinh doanh
chiu trach nhiém truéc Téng Giam dbéc trong
pham vi céng viéc dwoc phan cong va uy quyén.
Trwdng phong Kinh doanh do Téng Giam dbc lya
chon va bd nhiém.

Sales Manager of Sales Department is
responsible to the Director General for the
assigned and authorized scope of work. Sales
Manager is selected and appointed by the
Director General.
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5.10.1. Chdre ndng va nhiém vu cta phong Kinh
doanh

a) Truc tiép tim kiém khach hang hang st
dung cac linh vie dich vu kinh doanh ctia
Cong ty thudéc khu vye | (tr Ha Tinh tré
ra);

b) Pam phan, thda thuan hop déng cung
cép dich vu t&¢i khach hang da tim kiém
dworc;

c) Hwéng dan khach hang hoan thién cac dé
nghi chirng nhan, yéu cau thir nghiém va
chuyén toan bd hd so téi cac bd phan co
lien quan dé cung cap dich vu cho khach
hang;

d) Tiép nhan cac thong tin phan hdi tir khach
hang;

e) Té chirc trao chirng chi cho khach hang
(néu can).

5.10.2. Quyén han va nhiém vu cuda Truéng
phong Kinh doanh

a) Diéu hanh hoat déng cta phong Kinh
doanh trong pham vi khu vec dwoc giao;

b) Chu tri hoat dong dao tao nghiép wvu,
chuyén mén va kién thirc phap ly cho
nhan vién kinh doanh;

c) Lap ké hoach tai chinh thang clia phong
Kinh doanh;

d) Lap dé& xuét lvong, thwdng hoan thanh
nhiém vy cho nhan vién phong Kinh
doanh, chuyén ké toan thdm xét;

e) Lap k& hoach trién khai phat trién dich vu
kinh doanh khac cua Cbéng ty theo dinh
hwdng;

f) Dé xuét cac chinh sach khach hang voi
Tbéng Giam dbc;

g) Tham gia gidi quyét cac khiéu nai cla
khach hang khi dwgc phan cong;

h) Thwc hién cac nhiém vy khac theo phan
cong ctia Téng Giam déc.

5.10.1. Functions and duties of Sales

Department

a) Direct to search for customers that use
services in the business area of the company
in region 1 (from Ha Tinh province to the whole
northern region);

b) Negotiating contracts to provide services for
the target customers;

c) Instructing customers to complete the
certification proposal, testing requirements,
and transferring all files and documents to the
relevant department to provide services for
customers;

d) Receiving feedback from customers;

e) Organizing certificate awarding ceremony
for customers (if needed).

5.10.2. Authority and duties of Sales Manager
a) Operating the activities of Sales Department
within the assigned area,;

b) Managing professional, expertise and legal
knowledge training activities for sales
personnel;

c) Developing monthly financial plan of Sales
Department;

d) Developing proposal of salary and task
completion bonus for employees of Sales
Department, and transferring to Accounting
Department for examination;

e) Making deployment and development plans
for other services of the company as oriented;
f) Proposing customer policies to Director
General;

g) Participating in solving customer complaints
as assigned;

h) Performing other duties as assigned by the
Director General.

5.11. Phong Dich vu thor nghiém

5.11. Testing Service Department - DVTN

Phong Dich vy th& nghiém c6 Trwédng
phong chiu trach nhiém trwdc Giam dée
Thr nghiém vé cac cong viéc dwoc mo ta
trong sb tay 1ISO 17025. Trwéng phong
Dich vu thtr nghiém do Téng Giam déc bd
nhiém theo d& nghi cia Giam déc Tho
nghiém.

5.11.1. Chire ndng nhiém vu cta phong Dich vu
ther nghiém:

Testing service department has an Manager
taking responsibilities about his/her authorized
working area (in 1ISO 17026 Manual) before
Testing Director. The manager is appointed by
TGP following request of GBTN.

5.11.1 Fucntions of DVTN
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Cham so6c khach hang (néi bd va bén
ngoai), xay dwng hinh anhdich vu thr
nghiém VinaCert;

Quén ly hoat dong tiép nhan mau, diéu
phdi, tra két qua;

Cung cép thong tin v& nang lwc tho
nghiém cua VinaCert cho cac bén quan
tam;

Lap bao gid, thw chao hang cac hop déng
cung cap dich vu thir nghiém

Dau méi tiép nhan thong tin vé khiéu nai,
phan nan vé dich vu thr nghiém cua
khach hang va déi tac;

f) DAau mdi trao ddi thong tin v&i nha thau
phu dé& dap (rng nhu cau thir nghiém cla
khach hang;

Tham muwu cho Téng Giam dbc vé& nhu
cau phat mé réng pham vi thi nghiém
cua Cong ty;

Phat trién mdi quan hé chuyén mén kj
thuat véi cac nhém khach hang chi chét
va tiém nang.

9)

h)

5.11.2. Quyén han va nhiém vu cua Truéng

phong Dich vu thir nghiém:
a) Diéu hanh hoat déng cta phong Dich vu
thir nghiém;
Ch tri hoat ddng danh gia nha thau phu.
Lap hoé so danh gia nha thu phu dé Giam
dbc Thir nghiém xem xét, trinh Téng
Giam dbéc phé duyét;
Lap ké hoach cong tac, ké hoach tai chinh
thang cua phong;
Chui tri gidi quyét khiéu nai, phan nan cua
khach hang vé linh vuc thir nghiém;
Lap dé& xuét lwong, thudng hoan thanh
nhiém vu cho nhan vién phong DVTN dé
Giam dbc thir nghiém phé duyét;
f) Thwc hién cac nhiém vy khac theo phan
cong cta Giam déc Thir nghiém/ Téng
Giam dbc (kinh doanh).

b)

a. Client service (external an internal); building
VinaCert testing trademark

b. Manage sending and receiving samples,
distribute testing result;

c. Provide testing competence of VinaCert for
interested bodies.

d. Make quotation, sale letters for testing
contractor;

e. Receiving informations about complaints
and appeals of testing area.

f. Communicate with sub-contractors in order
to meet the needs of clients;

g. Support TGD about needs of expand testing
scope;

h. Boost the technical relationship with the key
clients and potential clients.

5.11.2  Authorities and responsibilities of
Testing Service Manager

a. Direct the activities of DVTN;

b. Conduct audit to monitor competence of
sub-contractors, send the audit records to
TGD;

c. Make working and finance plan for
department

d. Handle complaints and appeals of testing
clients.

e. Make salary request, reward for accomplish
tasks, send to GBTN

f. Conduct other missions appointed by GDTN,
TGD.

5.12. Phong Thir nghiém

5.12. Laboratory

a)

b)

5.12.1 PTN c6 cac chirc nang:

Trung tdm phan tich/ PTN tryc thudc
VinaCert c6 Giam déc trung tam/ Truwéng Lab
chiu trach nhiém trwéc phap luat va Hoi dong
Quan trj vé quyét dinh ctia minh trong pham
vi cong viéc dwoc Gy quyén. Trung tam/PTN
c6 cac can bd quan ly k§ thuat va mot sé6 Pho
giam déc/ pho phong giup viéc cho giam déc.
PTN sé& c6 can bd phu trach hé théng quan ly
chét lwong va can bd phu trach ky thuat cho
PTN. Ngoai cac trach nhiém khac, 2 vi tri nay
c6 quyén han theo phan cong cia COB va
dwoc VinaCert cung cap cac tai nguyén can

5.12.1 The Lab shall have the following
functions:

a. Laboratory and Analyzing Center of
VinaCert are comprised of a Director/Head
of the lab who takes the responsibility
towards the laws and BOD for his
decisions within the assigned and
delegated scope of work and several
technical managers as well as deputy
directors/deputy head who assists the
Director.

b. Lab shall have quality managers and
system managers. Along with other rights
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d)

thiét dé thwc hién cac trach nhiém cda ho,
bao gdm trach nhiém thiét lap, thwc thi, duy
tri va cai tién hé théng quan ly chat lwong cla
PTN. Ngoai ra, hai can b nay sé phat hién
céc sai léch so v&i hé théng quan ly hay |a sai
léch so vé&i cac tha tuc tién hanh thir nghiém
va tién hanh cac hanh dong can thiét dé loai
trir, ngan ngira hay giam thiéu cac sai khac
do.

Lanh dao cao nhat ddm bao réng toan bd
nhan sy ctia PTN khong chiu ap Iwc thwong
mai, tai chinh, hay ap lwc khac tr ndi bé hay
bén ngoai hodc cac anh hwéng khac cé thé
gay tac dong xau lén chat lwong cong viéc
th&¢ nghiém. Hang nam, toan bé nhan vién
PTN sé ky thod thuan cam két hiéu rd thoa
thuan vé xung dét loi ich va tuan tha tuyét déi
cac yéu cau trong thoa thuan; va trong pham
vi hiéu biét t&t nhat ciia minh khong c6 tiém
4n xung dot loi ich nao ma chwa bao cho
COB;

Lanh dao cao nhat VinaCert va PTN nhan
thirc rd rang cé rat nhiéu yéu té anh hwéng
tdi d& chinh xac va do tin cay cla cac két qua
th&r nghiém do PTN tién hanh. T nhan thic
do, PTN xay dwng cac quy trinh, tha tuc, lvu
va s dung cac hdé so vé cac nhan té con
ngudi, diéu kién va tién nghi méi trwong, cac
phwong phap thir dwoc st dung, xac nhan
gia tri str dung va phé duyét phwong phap,
vé huéng dan hiéu chuan thiét bi ndi bo, xay
dwng lién két do lwdng chuén, x&r ly mau thir
nghiém nham dat dwoc cac chét lwong the
nghiém 6n dinh nhu mong muén.

Lanh dao cao nhat VinaCert va PTN ciing
hiéu rat ré rang mirc A6 ma cac yéu td co6 thé
anh hwéng téi d6 khong dam bao do
(BKPBD) cta cac phép thir do PTN thyc
hién. Trong qué trinh phat trién va ap dung
cac phép thr, cac tha tuc thir nghiém, trong
viéc dao tao nhan vién, tuyén dung nhan vién
va trong qua trinh Iwa chon trang thiét bi, mua
sap vat tw, dich vy, PTN sé can nhéc t¢i cac
yéu td nay va mrc d6 anh hwéng clia cac yéu
t6 d6 1&n két qua cta phép tht tién hanh béi
PTN.

and duties, these two positions shall have
the authorities as per assigned by the
COB and VINACERT shall supply
necessary resources so that they can
perform their duties, including the
responsibility for establishing,
implementing, maintaining and improving
the QMS of Lab. In addition, these two
managers shall detect the differences in
the management system as well as the
differences in the procedures to perform
tests and necessary actions to eliminate,
prevent or reduce them.

Top management shall ensure that all
personnel of the Lab shall not be affected
by any commercial, financial or any other
internal or external types of pressure or
other effects that can have bad impact on
the testing quality. Every vyear, all
personnel of the Lab shall sign a
commitment to show that they
understands the agreement on benefit
conflicts and completely complies with the
requirements in the agreement, and to the
best of his knowledge, there has not been
any benefit conflicts that have not been
reported to the COB.

The top management of VINACERT and
Lab understand that there are a lot of
factors affecting the accuracy and
confidence of testing results conducted by
the Lab (the Lab does not conduct
calibration). Therefore, the Lab shall
establish the procedures about retaining
and use records of human factors,
environmental conditions and facilities,
testing methods which are used, method
validation and approval, equipment,
measurement  traceability, sampling,
processing testing samples in order to
reach stable testing quality as expected.

The top management of VINACERT and
Lab understand the extent to which factors
can affect measurement uncertainty of
tests carried out by the Lab. During
development and implementation of the
tests, testing procedures, staff training,
employment and selecting facilities,
purchasing materials, services, the Lab
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f) Trwdng PTN va COB dam bao cung cap di shall consider these factors and their
ngudn lwc cho cac hoat ddng cta PTN, déc impact on the testing results.
biét 1a nguén lwc con ngudi. PTN sé cb gang
luon str dung cac nhan vién ky hop dong lam | ¢ The Head of the Lab and COB shall
V|‘ec to?n thoi glanxcho PTN. Tuy nhién, khi ensure the adequate supply of resources
can thiét PTN c6 thé str dung nhan vién dwoc fors  operation especially  human
ky hc_y;? dong ngAén han' Trong thPb’rlg hop resources. The Lab shall truy to use full
PTN st dung nhan vien dwoc thué ngan han, time staff. However, when needed, the
nrjén vién ky thuat bo sung hodc nhan vién Lab may employ short-term staff. In such
hoAtrc_y ‘ih'“h: Tru’ong. !DTN s€ qam b?o ?huvvng cases when the Lab uses short-term staff,
nhan vién do dugc giam sat va ho c6 du nang additional  technical staff or main
lyc can thiét de thuc hién cong viec duoc assistants, the Head of the Lab shall
giao; dong thoi phai dam bao ho lam viéc ensure that those staff members are
tuan tha theo cac yéu cau cia HTQLCL duoc monitored and qualified to perform the
PTN xay dwng va thurc hién. assigned tasks; simultaneously ensure

g) To chtre thuc hién cac hoat dong thtr nghiém that they work in compliance with the
tuan tha theo cac yéu cau cla tiéu chuan 1ISO requirements of Lab’'s QMS.

17025, thoa man nhu cau khach hang va dap

ung cac y(half Calf lugt ‘d!n’h, cluth!nh cua C?C g. Conducting the implementation of testing
CO‘ quannc u’cnnang vﬂa 'cac to chure cung (A:ap in compliance with the requirements of
thira nhan,‘con% n;ar;},ngoat ra PTN kzho‘ng ISO 17025, satisfying clients’ needs and
th?m g'? va.o b?t y‘ Oa:[ dong CO, the Inam fulfilling legal regulations of the functional
gLam r::c :n cay vao nr;ng Il{’Cl’(ht'Anh cr?rjg bodies and Abs; in addition, the laboratory
b_a”?” ach quan, trung thrc va khong thién shall not participate in any activity that may
V!AcuaAPTN. o ; ] have bad impact on the confidence in the

h) Hé th?ng’qu?n ly cua P’TN s€ duoc ap dung; capacity, fairness, objectivity, honesty and
cho tat ca cac phep thtr, cac hoat dong they impartiality of the laboratory.
nghiém duoc tién hanh tai 2 dia diém c6 dinh h. Lab’s QMS shall be applied to all tests
Cuf'" PTN B ) testing activities shall be carried out at two

i) Tiép nhan mau va tién hanh cac phép thi, tra fixed locations of Lab:
két qua v&i cac mau thir dwoc yéu cau.

) Nh:_rj’ bao’quarl, gl :IauktAm ca,cr::fy S(yh.tﬂhu’ i. Receiving samples, conducting tests and
n‘g '?m’ th' n%hlem, nhan ftqu)a.t 'u: nghiem reporting results of the required samples;
ttr cac nha thau phu cho mau gui di. ) . i )

Q Th o &t cac khid  ctia khach j. Receiving, storing, sending samples to

) T‘ am g:a giai quyet cac; '?u nal cu)a ‘ac testing facilities, receiving testing results
hang nam trong pham vi quyén han cta minh; from subcontractors:

) Thire hién cac nhigm vy khac theo phan cong k. Participating in dealing with clients’
cua COB. complaints within its authority;

I.  Performing other tasks as assigned by the
COB;

5.12.2 Trwéng PTN c6 quyén han: 5.12.2 The Head of Lab shall have the

following rights and duties:

a. Diéu hanh hoat ddng ctia Trung tam; a. Monitoring the Lab’s operation;

b. Phé duyét két qua thir nghiém; b. Approving testing results;

c. Lap ké hoach cong tac, ké hoach tai chinh | €. Making the working plans, monthly financial

thang cla Trung tam; plans of the Lab;
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Phé duyét thwdng hang thang cho nhan vién
PTN;

Lap ban md ta cong viéc cho trng vi tri clia
Trung tdm trinh TGD phé duyét;

f. Dam bao cac nhan vién ctia PTN khoéng chiju
ap lwc vé thwong mai tai chinh hay ap Iwc
khac tr néi bé hay bén ngoai hay anh huéng
bt ky khac c6 thé tac dong xau Ién chat lwong
cong viéc cta ho. Nhan vién méi khi bat dau
lam viéc cho PTN sé ky thoa thuan vé xung
dot loi ich va hang ndm tat ca cac nhan vién
cta PTN sé ky lai cam két rang ho hiéu thoa
thuan vé xung dét lgi ich cling nhw tuan tha
tuyét dbi cac yéu cau cla thoa thuan. Céc
nhan vién PTN sé thong bao cho Trwédng PTN
vé nguy co tiém &n xung dét loi ich minh biét
lién quan t&i ca nhan minh dé xem xét marc dod
nghiém trong va dwa ra giai phap xt ly.

Thuwc hién cac nhiém vu khac theo phan cong
cua COB.

g.

Approving monthly bonus for Lab staff;

Making job description for each position of
the Lab to submit to the DG for approval;

Ensuring that the Lab staff shall not be
affected by any commercial, financial or any
other internal or external types of pressure
or other effects that can have bad impact on
the quality of their work. New staff shall sign
the the agreement on benefit conflicts and
every year all staff members of the lab shall
resign the commitment to prove that they
understand the agreement and completely
comply with the requirements in the
agreement. The Lab staff shall report to the
Head of the Lab any potential hazards that
may introduce benefit conflicts relating to
them to consider the severity and discuss
the resolutions.

Performing other tasks asigned by the COB

5.12.3 Can bo quan ly ky thuat cé quyén han:

Duy tri hiéu lwc cac huwéng dan cong viéc
thudéc pham vi quan ly;

Kiém tra két qua thtr nghiém trwéc khi Trwéng
PTN va Téng giam doc phé duyét, ky két qua
thlr nghiém khi dwoc Trwdng PTN Oy quyén;
Quan ly ky thuat sé chiju trach nhiém chung vé
cac hoat dong ky thuat cia PTN va ciing chiu
trach nhiém cung cap day di céac tai nguyén
can thiét dé dam bao chét lwong yéu cau cho
cac hoat dong ky thuat dé6 va ddm bao rang
cac hoat dong ky thuat dwoc tién hanh tuan
thd theo HTQLCL va thod man cac yéu cau
cta khach hang va cac yéu cau cta ISO/IEC
17025:2005.

Quan ly ky thuat cé trach nhiém giam sat va
tiép nhan béo céo truc tiép tir cac tb trwéng
(tbi da 13 6 can bd).

5.11.3. The technical managers shall have the
following rights and duties:

a.

Maintaining the effectiveness of work
guidelines under their authority;

Checking testing results before the Head of
the Lab and General Director approve them,
and sign testing results when Head of the
Lab authorize;

Taking the responsibility for technical
operations of the Lab and supplying
adequate resources to ensure the required
quality of those operations and ensuring
that the technical operations are conducted
in accordance with the QMS and satisfy the
clients' requirements as well as the
requirements of ISO/IEC 17025:2005.

Technical manage takes the responsibilities
to supervise and recieve reporting from
team leaders (maximum of 6 surbodinates).

a.

5.12.4 Quan ly chét lwong:

Quan ly chét lwong, ngoai cac trach nhiém va
quyén han khac, phai dam bao thiét 1ap va
duy trihé théng quan ly chat lwong cta PTN;
giam sat dé dam bao hé théng da dworc thiét
l&p luén ludn dworc thi hanh va tuan thu.

5.11.4 Quality manager(s)

a.

The quality manager(s) shall, along with
other rights and duties, ensure the
establishment and maintenance of Lab’s
QMS; monitor to assure that the
established system has always been
implemented and fulfiled;
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Quan ly chat lwgng dwoc COB bd nhiém va
COB la nguoi dwa ra quyét dinh cudi cuing vé
cac chinh sach cta PTN ciing nhw viéc dam
bao cung cép cac tai nguyén can thiét dé dam
bao chét lwgng cho PTN.

QLCL ctGa PTN ciing chiu trach nhiém tb
chirc ddo tao nhan thirc cho tat ca cac nhan
vién ctia PTN dé ddm bdo HTQLCL cda PTN
dwoc truyén thong, thau hiéu, thuc thi béi va
ludn san cé cho moi nhan vién dé dam bao
ther nghiém do PTN tién hanh tuan tha céac
yéu cau clia khach hang va cac yéu ciu cla
ISO/IEC 17025:2005.

QLCL cta PTN c6 trach nhiém dao tao nhan
thirc va giam sat cac nhan vién ctia PTN dé
ho hiéu dwoc tm quan trong va sw lién hé
trwc tiép gitra cac hoat déng ho tién hanh va
cach ma ho cé thé déng gop cho viéc dat
dwoc cac muc tiéu ctia hé théng quan ly chat
lvong.

QLCL cta PTN dadm bao hé thdng trao ddi
théng tin ctia PTN dwoc tién hanh theo nhw
mo td & VMM, muc 16.

QLCL cta PTN phai thiét 1ap, thwc hién va
duy tri hé théng quan ly chéat lwong dap &ng
yéu cau clia ISO 17025 va phu hop véi pham
vi cac hoat dong th&r nghiém cua minh. Hé
thdng quan Iy chét lwong cta PTN phai lwu
lai cac chinh sach, hé théng, chwong trinh,
th{ tuc va hwéng dan sao cho dam bao duoc
chét lwong cua cac két qua thir nghiém do
PTN tién hanh. HTQLCL cta PTN ciing sé
dwoc cai tién lién tuc théng qua viéc stiv dung
chinh sach chét lwong, muc tiéu chat lwong,
két qua cac cudc danh gia ndi bo va tir bén
thir ba, phan tich di¥ liéu thu thap dwoc vé
cac hoat dong cta PTN, viéc tién hanh cac
hanh déng khéc phuc, phong nglra va théng
qua két qua tlr cac cudc hop xem xét Ianh dao
tuan theo cac thu tuc, quy trinh cua VinaCert.
QLCL dw¢i sy chi dao cua COB phai dam
bao réng tinh nhat quan cia HTQLCL cua
PTN ludén dwoc duy tri ngay ca khi HTQL cé
nhirng thay ddi dwoc lén ké hoach va thuc
hién.

QLCL phai dam bao rang cac mau thir, hoa
chét, chuan chinh va mau chuan phai duwoc

b.

The quality manager(s) shall be appointed
by the COB and the COB shall be the last
individual to make final decisions on Lab’s
policies as well as ensure the supply of
necessary resources for quality assurance.

Lab’s quality manager(s) shall take the
responsibility to raise the awareness of all
Lab staff members to ensure that the Lab’s
QMS be transmitted, understood and
implemented by and available to all staff
members to make sure that tests carried
out by the Lab comply with the clients as
well as ISO/IEC 17025:2005’s
requirements.

The Lab’s quality manager(s) shall take the
responsibility to raise the awareness of all
Lab staff members and monitor them so
that they can understand the importance
and direct relationship of their activities and
the ways by which they can contribute to
the success of the QMS in gaining the
targets.

The Lab’s quality manager(s) shall ensure
the information exchange system is
implemented as per VMM, section 16.

The Lab’s quality manager(s) shall
establish, implement and maintain the
QMS in accordance with ISO 17025 and in
compliance with the scope of its testing
activities. QMS of the Lab shall maintain
the policies, systems, programs,
procedures and guidelines ensuring the
guality of testing results implemented by
the Lab. The Lab’s QMS shall be instantly
improved by using quality policy and
targets, results of internal and third-party
audits, analyse data of Lab’s operations,
the implementation of corrective and
preventive actions and results of
management review in compliance with
VINACERT's procedures.

The quality manager(s) shall be led by the
COB to ensure that the integrity of the
Lab’s QMS is always maintained even if
there are changes which have been
planned in implemented.
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lwu trir sao cho khéng lam mét di dac tinh cua
chung.

h. The quality manager(s) shall ensure that
the tests, chemicals, reference standards
and reference materials shall be stored in
such a way that does not lose their
characteristics.

5.12.5 Té trwédng

a. Duy tri hiéu lyc cac huwong dan cong viéc
thudc pham vi quan ly.

b. Kiém soat va chiu trach nhiém két qua cla td
trwdc phu trach ky thuat/ trwéng phong. T
trwdng c6 trach nhiém giam sat va tiép nhan
bao céo trwc tiép tir tdi da 6 kiém nghiém
vién.

c. T trwdng sé chiu trach nhiém chung vé cac
hoat déng k¥ thuat ctia td va cling chiu trach
nhiém cung cip day du cac tai nguyén can
thiét dé dam bao chat lwong yéu cau cho cac
hoat déng ky thuat dé va dam bao rang cac
hoat dong k¥ thuat dwoc tién hanh tuan tha
theo HTQLCL va thod méan cac yéu cau cla
khach hang va cac yéu ciu cua ISO/IEC
17025:2005

5.12.5 Team leader(s)

a. Maintaining the effectiveness of work
guidelines under their authority

b. Checking and taking the responsibility
result of team towards the technical
manager/ Head of Lab. The team leader
takes the responsibilities to supervise and
receive reporting from a maximum of 6
analysts.

c. Taking the responsibility for technical
operations of the team and supplying
adequate resources to ensure the required
quality of those operations and ensuring
that the technical operations are conducted
in accordance with the QMS and satisfy the
clients‘requirements as well as the
requirements of ISO/IEC 17025:2005.

5.13. Trung tam phan tich

5.13. Analyzing Center

Trung tdm Phan tich cé Giam déc Trung tam chiu
trach nhiém vé moi hoat ddng ctia Trung tadm
theo Diéu I& thanh lap truéc TGD. Giam dbc
Trung tdm do TGD Iya chon va bd nhiém. Trung
tam c6 mot s6 phé Phé giam déc Trung tam chiu
trach nhiém gitp viéc cho Giam dbc Trung tam.
Trung tdm Phan tich c6 co céu tb chirc rieng dé
thwe hién cac chire nang, nhiém vy sau:

5.13.1. Chirc nang va nhiém vu Trung tam phén

tich:

a) T6 chirc trién khai cac hoat déng the
nghiém dac thu, theo chi dao cua TGD;

b) Té chic thwc hién cac hoat dong tho
nghiém tuan thi theo cac yéu ciu cla tiéu
chuén 1SO 17025;

c) Nghién ciru khoa hoc va phéat trién cong
nghé vé cac hoat déng phan tich va giam
dinh.

5.13.2. Quyén han va nhiém vu cda Giam déc
Trung tdm phan tich:

a) Piéu hanh hoat ddng ctia Trung tdm theo
quy ché hoat ddng va chiu trach nhiém
trwéc TGD vé toan bd hoat ddng cla
Trung tam;

b) Phé duyét két qua thir nghiém cla Trung
tam;

The Centre Director of Analysis Centre is
responsible to the Director General for all
Centre’s activities according to the articles of
incorporation. Centre Director is selected and
appointed by the Director General. Some
Deputy Directors in the Centre are responsible
for supporting the Centre Director. The
Analysis Centre has a separate organizational
structure to perform the following functions and
duties:

5.13.1. Functions and duties of the Analysis
Centre:

a) Organizing and performing specialized
testing activities according to the guidance of
Director General;

b) Organizing and performing testing activities
in compliance with 1ISO 17025 Standard;

c) Conducting scientific
technology development
inspection.

research and
in analysis and

5.13.2. Authority and duties of Centre Director:
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c) Lap ké hoach cong tac, ké hoach tai
chinh thang ctia Trung téam;

d) Tham gia gidi quyét cac khiéu nai, phan
nan culia khach hang theo phan coéng;

e) Thwc hién cac nhiém vy khac theo phan
cbng cua TGD.

f) Duyét cac khoan chi bang tién mat trong
ké hoach tai chinh thang da dwoc duyét;

g) Lap dé xuét lwong, thwéng hoan thanh
nhiém vu cho nhan vién ctia Trung tdm
dé Téng Giam dbc phé duyét;

a) Managing the Centre activities according to
the articles of incorporation and being
responsible to the Director General for all
Centre’s activities;

b) Granting approval to the testing results of
Analysis Centre;

c) Developing monthly working plan and
monthly financial plan of Analysis Centre;

d) Participating in solving customer complaints
as assigned;

e) Performing other duties as assigned by the
Director General.

f) Granting approval to cash expenses in the
approved monthly financial plan;

g) Developing proposal of salary and task
completion bonus for employees of the Centre
and sending to Director General for approval;

5.14. Phong Giam dinh - P.GD:

5.14 Goods Inspection Department — P.GD

Phong Giam dinh c6 Trwédng phong chiu
trach nhiém trwdc Giam déc Giam dinh vé
cac cong viéc dwgc phan céng va uy
quyén. Trwdng phong Giam dinh do Téng
Giam dbc bd nhiém theo dé nghi ctia Giam
déc Giam dinh. Phong Giam dinh c6 thé co
mot sé Phé trwdng phong gilp viéc cho
Trwédng phong.

5.14.1. Chire ndang va nhiém vu cua phong Giam
dinh:

a) Thwc hién nghiép vu danh gia sy phu hgp
chat lwong hang héa xuat nhap khau
(thrc @n chan nudi, thirc an thly san,
phan bon, ...);

b) Tiép nhan va trién khai dich vu giam dinh
hang hoéa xuat nhap khau theo yéu cau
khach hang;

c) Hwéng dan nghiép vu cho cac Chi nhanh
c6 hoat déng;

d) Téng hop két qua kiém tra bao céo co
quan churc nang theo quy dinh;

e) Theo d&i cong no giam dinh, kiém tra.

5.14.2. Quyén han va nhiém vu cda Trudng
phong Giam dinh:

a) Diéu hanh hoat déng cla phong Giam
dinh;

b) Lap ké hoach cong tac, k& hoach tai chinh
thang cuia phong;

c) Lap dé xuét lwong, thwdng hoan thanh
nhiém vu cho nhan vién phong Giam dinh
dé Giam dbc Giam dinh phé duyét;

d) Tham gia giai quyét cac khiéu nai, phan nan
clia khach hang theo phan cong;

PGD has an Manager taking responsibilities to
GDBGD about authorized working area. The
manager is appointed by TGD following
request of GBGD. PGD may have some vice-
managers.

5.14.1 Function and

Inspection Dept:

responsibilities  of

a. Conduct conformity assessment for
imported products (animal feed; fishery feed,
fertilizer, ..)

b. Receive and conduct inspection activities
following request of clients;

c. Guide for the branches which have
inspection activities;

d. Make period report for authorized bodies;
e. Monitor liability of inspection.

5.14.2 Authorities of Inspection Manager

a. Direct the activities of Inspection Dept;

b. Make working plan, finance plan of Dept;

c. Make salary and reward request to send to
GbGD;

d. Handle complaints and appeals when
appointed
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e) Thuc hién cac nhiém vu khac theo phan | e. Conduct other missions appointed by
cong cua Giam doc Giam dinh/ Tong Giam | GPGP; TGD
doc.
5.15 Vién an toan thwc pham- FS| 5.15 Food safety Institute- FSI

Vién An toan thwc pham cé Vién trwéng chiju
trach nhiém vé moi hoat dong cta Vién theo Diéu
Ié thanh l1ap trwé'c COB. Vién trwdng do COB Iwa
chon va bé nhiém. Vién An toan thuwc phadm co
mot s6 pho Vién trwdng chiu trach nhiém giup
viéc cho Vién trwdng. Vién An toan thuc pham co
co cAu tb chirc riéng dé thuc hién cac chirc nang,
nhiém vu sau:

5.15.1. Chue nang va nhiém vu cua FSI:

a) Quan ly, trién khai cac hoat déng nghién
ctru khoa hoc va phat trién cong nghé vé
an toan thwc pham;

b) Ch tri cung cp dich vu chirng nhan hop
quy ddi v&i thwe pham;

c) Trao dbi théng tin khoa hoc cong nghé;
Hop tac tfrong nwéc va quéc té vé an toan
thwe pham;

d) San xuét thir nghiém cac thwc pham la
két qua clhia qua trinh nghién ciru;

e) Té chirc chirc nghién ctru phat trién dich
vu khac cliia Cong ty;

f) Cung clp cac théng tin vé tiéu chuan chét
lwong cho toan bd Céng ty va cac dbi tac
lién quan.

5.15.2. Quyén han va nhiém vu ctda Vién truéng
FSI:

a) Diéu hanh hoat ddng clia Vién va chiu trach
nhiém truéc COB vé moi hoat dong cua
Vién;

b) Lap ké& hoach cong tac, ké hoach tai chinh

thang/ nam cua Vién;
c) Phé duyét két qua chirng nhan hop quy
thwe pham;

d) Lap dé nghi lwong, thwéng hoan thanh
nhiém vu cho nhan vién cla Vién dé
TGD phé duyét;

e) Tham gia giai quyét cac khiéu nai, phan nan

clia khach hang theo phan cong;

f) Thyc hién cac cdng viéc khac theo phan
cbng cua COB.

FSI has an Chairman taking responsibilities to
COB about all activities of Institue. The
Chairman is appointed by COB. There are
some Vice-Chairman. The institute has
separated structure in order to conduct
following function:

5.15.1 Function and responsibilities of FSI:

a. Manage and conduct research activities on
food safety;

b. Lead the food safety certification service;
c. Communicate science and
information; Co-operate with
external body on food safety;

technology
internal and

d. Conduct pilot production

e. Research and Develope other service of
company;

f. Provide information about quality standard to
thw whole company and relating partners.

5.15.2 Authorities and responsibilities of FSI
chairman

a. Direct the activities of FSI and be
responsible to COB about all activities;

b. Make working plan, finance plan by annual
or monthly;

c. Approve the food safety certification;

d. Make salary request and reward on task
accomplish for FSI staff;

e. Handle complaints and appeals when
appointed,;

f. Conduct other mission appointed by COB

5.16 Chuyén gia trwéng

5.16 Auditor Manager

Chuyén gia trwdng la chirc danh chuyén mén do
Giam dbéc Ching nhan lwa chon. Chuyén gia
trwdng c6 nhiém vy dao tao cac chuyén gia va
giam sat hoat dong ctia chuyén gia danh gia trén
hién trwong.

Dinh ky, Chuyén gia trwéng c6 trach nhiém danh
gia chuyén gia, dao tao nang lwc chuyén gia, dé

Auditor Manager is appointed by Ceritification
Director, taken responsibility for training
auditor, monitoring auditor’s onsite activities.
Periodly, Audit manager is responsible for
examine and trainning auditor competence,
request to classify level of auditors to GDCN.
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xuat phé duyét cap chuyén gia t&i Giam doc
Chdrng nhan.

5.17 Chuyén gia

5.17 Auditors

Chuyén gia bao gém A va TE. A va TE duoc
hwéng dan nghiép vu danh gia chirng nhan lién
guan cua VinaCert trwdc khi tham gia danh gia
va dwoc tap huan hdng nadm hodc khi c6 sw thay
ddi chudn myc danh gia. A va TE trwdc khi lam
viéc v&i VinaCert phai ky cam két bao mat va
thda thuan hop tac.

Chuyén gia danh gia cé nhiém vu:

a. Tién hanh danh gia cac hé théng quan ly, san
phdm, ... cGa khach hang theo thd tuc cla
VinaCert;

b. Cung cap cac hd so, thoéng tin vé ca nhan va
cudc danh gia cho PCN, Van phong.

TE c6 nhiém vu:
Tro gitp cho doan danh gia, phong PCN vé ky
thuat, cac linh viee chuyén sau lién quan toi
hoat dong dwoc danh gia.

Auditors include auditors and technical
experts. Auditors and technical experts shall
be guided for the relevant certification audit
profession set by VinaCert prior to conducting
the audit and trained when there is any
change. The external experts, when working
with VinaCert, shall sign a confidential
commitment and an agreement.

Auditors shall take the

responsibilities:

following

a. Conducting audits for the customer's
management  system, products in
accordance with VinaCert’s procedures;

b. Providing records, personal and audit
information to the Certification Department,

Administration Deparment.
Technical experts shall be responsible for

Assisting the audit team and the Certification
Department in respect to technicality as well as
other sepcialized tehnical areas regarding
audited activities.

5.18 Chi nhanh Hai Phoéng - HP

5.18 Hai Phong branch office - HP

Chi nhanh Hai Phong cé Giam déc Chi nhanh
chiu trach nhiém trwéc Téng Giam déc vé cac
cobng viéc dwoc phan céng va uy quyén. Giam
déc Chi nhanh Hai Phong do Chu tich Hoi dong
Quan tri bd nhiém theo dé nghi ctia Téng Giam
dbc. Chi nhanh Hai Phong cé Phé giam déc Chi
nhanh gitp viéc cho Giam déc Chi nhanh.

5.18.1 Chtre nang va nhiém vu cua Chi nhanh
Hai Phong:

a) Thwc hién nghiép vu danh gia sy phu hop
chat lwong TACNXNK khu vwc Hai
Phong;

Tiép nhan va trién khai dich vu giam dinh

hang hda xuét nhap khau hang hoa theo

yéu cau khach hang;

c) Téng hop két qua danh gia sy phu hop
chéat lwong TACNXNK bdao cdo Truwéng
phong Giam dinh;

d) Theo ddi cong ng’ phat sinh tai Chi nhanh;

e) Pam bado vé sinh, an ninh trat tw, moi
trwong lam viéc ...cta Chi nhanh.

b)

5.18.2Quyén han va nhiém vu cta Giam déc Chi
nhanh Hai Phong:

Hai Phong Branch office has an Branch
Director taking responsibilities to TGD on
authorized working area. The director is
appointed by COB following request of TGD.
Plus, there are some deputy directors.

5.18.1 Functions and responsibilities of Hai
Phong branch:

a. Conduct conformity assessment fot
imported animal feed in Hai Phong area;

b. Receive and conduct inspection for imported
and exported goods as per client requirements;
c. Report to Inspection manager about status
of conformity assessment for imported animal
feed

d. Monitor liability at branch

e. Ensure the hygiene,
environment...at branch

security and

5.18.2 Authorities of HP Director
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Piéu hanh hoat dong cta Chi nhanh va
chiu trach nhiém trwéc Tdng Giam dbc vé
moi hoat ddng cia Chi nhanh;

Phé duyét cac khoan chi tién mat cd dinh,
thwong xuyén tai Chi nhanh;

Lap ké& hoach cong tac, ké hoach tai chinh
thang cia Chi nhanh;

Thay mat Cong ty thuwc hién cac céng tac
ngoai giao dbi v&i dia phuong;

Lap dé xuét lwong, thwdng hoan thanh
nhiém vu cho nhan vién Chi nhanh dé
TGD phé duyét;

f) Dé& xuat chinh sach khach hang véi Téng
Giam déc;

Tham gia gidi quyét cac khiéu nai, phan
nan cta khach hang theo phan cong;
Thye hién cac nhiém vu khac theo phan
cong ctia Téng Giam dbc.

9)
h)

a. Manage the activities of branch and be
responsible to TGD for all decision of branch;

b. Approve usual expense of branch;
c. Make working plan, finance plan of branch;

d. Represent for company to make relationship
with local authorized bodies;

e. Make salary request, reward for task

accomplish for HP staff.
f. Propose client policy to TGD;

g. Handle complaints and appeals when
appointed

h . Conduct other mission appointed by TGD

5.19 Chi nhanh Pa Nang - DN

5.19 Da Nang Branch Office - DN

Chi nhanh Ba Nang cé Giam dbc Chi nhanh chiu
trach nhiém trwéc Téng Giam dbc vé cac cong
viéc dwoc phan cdng va uy quyén. Giam déc Chi
nhanh Da Néng do Ch tich Hoi ddng Quan tri bd
nhiém theo dé nghj ctia Tdng Giam déc.

5.19.1 Chdrc ndng va nhiém vu Chi nhanh Pa

N&ng:
a) Dai dién cho Céng ty & khu vwc mién
Trung (tr Ha Tinh dén hét Ninh Thuan va
cac tinh Tay Nguyén), chiu trach nhiém thi
hanh cac cbng viéc chuyén mbén nghiép
vu va sy diéu phdi theo nganh doc cua
cac phong chuyén mon;
Thye hién nghiép vu danh gia sw phu hep
chét lwgng TACNXNK khu vire Da Nang;
Tiép nhan va trién khai dich vu giam dinh
hang hoa xuét nhap khau hang hoa theo
yéu cau khach hang;
Téng hop két qua danh gia sw phu hop
chéat lwong TACNXNK bao céo Trwédng
phong Giam dinh;
Theo ddi cdng ng’ phat sinh tai Chi nhanh;
f) Thwc hién cac nghiép vu PR, marketing,
cham séc khach hang khu vwc mién
Trung triec thudc sy quan ly chuyén mon
cac bd phan;
T6 chire hau can tiép khach, hoi hop, hoi
nghi, dao tao tai Chi nhanh;
Té chire cac cube danh gia theo yéu cau
cua phong Chng nhan;
i) Dam bao vé sinh, an ninh trat tw, moi
trwong lam viéc ...cta Chi nhanh.

5.19.2Quyén han va nhiém vu cta Giam déc Chi

nhanh Ba Nang:
a) Diéu hanh hoat déng cta Chi nhanh va
chiu trach nhiém trwéc Téng Giam dbc vé
moi hoat ddng cua Chi nhanh;

Da Nang branch has an director taking
responsibilities to TGD on authorized working
area. He/she is appointed by COB following
request of TGD

5.19.1 Function and responsibilities of Da
Nang branch:

a. Represent for company in Middle Area (from
Ha Tinh to Ninh Thuan and Tay Nguyen
provinces); be responsible to enforce the
request of specialized departments.

b. Conduct conformity assessment
imported animal feed in Da Nang area;

for

c. Receive and conduct inspection for imported
and exported goods as per client requirements;

d. Report to Inspection manager about status
of conformity assessment for imported animal
feed

e. Monitor liability of branch;

f. Conduct marketing activities and client
service in Middle area;

g. Logistic management
h. Conduct audit following request of PCN;

i. Ensure the hygiene,
environment of branch.

security and

5.19.2 Authorities and responsibilities of DN
director

a. Manage the activities of branch and be
responsible to TGD for all decision of branch;

b. Approve usual expense of branch;
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b) Phé duyét cac khodn chi tién mat cb dinh | c. Make working plan, finance plan of branch;
thwong xuyén tai Chi nhanh;

c) Lap ké hoach cong tac, ké hoach tai chinh
thang cua Chi nhanh;

d) Thay mat Céng ty thwe hién cac cong tac | e. Make salary request, reward for task
ngoai giao d6i voi cac co quan dia | accomplish for HP staff.
phwong trong khu vyc.

e) Quan ly hanh chinh nhan sy cua Chi
nhanh; Kiém soat viéc nhan vién tuan tha | 9. Handle complaints and appeals when
ndi quy, quy ché lao déng ciia Coéng ty; appointed

f) Lap dé xuat lwong, thwédng hoan thanh
nhiém vu cho nhan vién Chi nhanh dé
TGD phé duyét;

g) Tham gia giai quyét cac khiéu nai, phan nan
clia khach hang theo phan cong;

h) Thwc hién cac nhiém vu khac theo phan
cong ctia Téng Giam dbéc

d. Represent for company to make relationship
with local authorized bodies;

f. Propose client policy to TGD,;

h . Conduct other mission appointed by TGD

5.20 Chi nhanh TP H6 Chi Minh - SG 5.20 Sai Gon Branch office - SG

Chi nhanh TpH6 Chi Minh CQ Giam déC' Chl SG branch has an director taking
nhanh chiu trach nhiém trvéc Tong Giam doc vé | ononsibilities to TGP for authorized working
cac cong viéc dwoc phan cong va uy quyen. d i inted by COB followi
Giam dbc Chi nhanh Tp.H& Chi Minh do Cha tich | 47¢& and 1S appoinied by oflowing
Hoi déng Qué’n tri b& nhiém theo d& nghi caa | request of TGD. There are some deputy
Tong Giam doc. Chi nhanh Tp.HO Chi Minh c6 | director in SG branch and is appointed by TGD
Phé giam doc Chi nhanh gilp viéc cho Giam doc | following request of branch director.

Chi nhanh. Ph6 giam doc Chi nhanh do Tong
Giam doc bo nhiém theo dé nghi ctia Giam doéc
Chi nhanh. 5.20.1 Function and responsibilities of SG
5.20.1 Chtrc ndng va nhiém vu cda Chi nhanh | branch:

Tp.Hé Chi Minh: -
a) Dai dién cho Céng ty & khu virc midn a. Represent for company in Middle Southern

Nam Trung B va Dong Nam Bd, bao Area and South East Area including Binh
gdm ca Binh Phwéc va Lam Déng va cac | Phuoc and Lam Dong and North of Tien River.
tinh phia bac séng Tién. Chju trach nhiém | The branch is enforced by specialized
thih_rlénh c‘ézc c(:;“?Qg \r:igelc;hchuyé‘n hrgc“)n departments.

ggalgapcvupr:lsnzuchf;é% rcr):én.eo nganh doc b. Look for and take care clients in Area ll (from

b) Tim kiém va cham séc khach hang hang | Quang Binh)
st dung cac linh vire dich vu kinh doanh | ¢. Negotiate and sign contract with clients;
t(?@or:/%g'thuoc khu vc 1T (tr Quang Binh d. Support client to complete certification

c) Pam ph,én théa thuan hop ddng cung application, testing request, and send all those
cap dich vu t&i khach hang da tim kiém | documents to provide service;
dwoc;, ... . _,|e.Receive feedback from clients;

d) Hudng dan khach hang hoan thién cac de
nghi chirng nhén, yéu cau thir nghiém va
chuyén toan bo ho so toi cac b phan co6 | g.  Conduct  conformity ~assessment  for
lién quan dé cung cap dich vu cho khach | imported animal feed Southern areal
hang; . .

e) Tiép nhan cac thong tin phan hdi tir khach h. Generalize activites status to report to
hang; ' Manager of specialized departments.

f) To chirc trao chirng chi cho khach hang | i. Ensure the effectiveness of technical

) Sl'nhéu c:_r)); s A aid hah infrastructure in branch; Conduct
g we hién nghiép vy danh gia sy phu hop . . o

chét lvong TACNXNK, giam dinh chét gdmlnlstratlve activities |r.| order to make u.se of

lwong hang hoa xuét nhap khau khu vy | Infrastructure, asset, equipments and vehicles.

phia nam; (except equipment of testing area)

f. Granting certificates for client (if necessary)
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h) Tong hop két qua hoat déng, dinh ky hodc
dot xuat bao cao Trwdng phong chuyén
mon theo quy dinh;

i) Bao dam diéu kién vat chét, ky thuat, hanh
chinh tai Chi nhanh hoat déng théng subt;
Thuwc hién cong tac quan tri hanh chinh,
quan ly, st dung va hwéng dan s dung
co s& vat chét, tai san, phuwong tién,
trang thiét bi lam viéc (trtr cdc may mdc,
trang thiét bj thtr nghiém);

j) Mua sdm céac trang thiét bi, van phong

phém phuc vu Phong Thir nghiém 3 va Chi

nhanh;

T4 chire hau can tiép khach, hdi hop, hoi

nghi, dao tao tai Chi nhanh;

) Té chirc cac cude danh gia theo yéu cau
cua phong Chirng nhan;

m) Dam bao vé sinh, an ninh trat ty, moi
trwdng lam viéc, ...cta Chi nhanh;

n) Quan ly hanh chinh nhan sy lam viéc tai
Chi nhanh; Kiém soét viéc nhan vién tuan
tha ndi quy, quy ché lao dong ctia Cong ty;

0) Theo dbi cong no cac dich vu phat sinh
tai Chi nhanh;

k)

5.20.2 Quyén han va nhiém vu ctia Giam dbc Chi

nhanh Tp. H6 Chi Minh:

a) Diéu hanh hoat déng cta Chi nhanh va

chiu trach nhiém trwéc Tdng Giam dbc vé

moi hoat déng cia Chi nhanh;

Diéu ddng moi thanh vién Chi nhanh tham

gia cac hoat dong khac cta Chi nhanh

ngoai chuyén mén da dwoc quy dinh
trong quy ché nay;

Phé duyét cac khoan chi tién mét cé dinh

thwong xuyén tai Chi nhanh; Phé duyét cac

khoan chi tién mat ctia khéi thtr nghiém theo
ké hoach tai chinh thang da duoc phé duyét;

Quan ly hoat doéng ban hang khu vuec li;

Lap ké hoach cdng tac, ké hoach tai chinh

thang cua Chi nhanh;

f) Lap k& hoach trién khai phat trién dich vu

kinh doanh khac cua Cbéng ty theo dinh

hwdng;

Thay mat Cong ty thiec hién cac cong tac

ngoai giao dbi véi cac co quan dia

phwong, cac td chire trong khu viec;

Quan ly hanh chinh nhan sy cta Chi

nhanh; Kiém soat viéc nhan vién tuan thu

ndi quy, quy ché lao déng cha Coéng ty;

i) Cha tri hoat dong dao tao nghiép wu,
chuyén mén va kién thirc phap ly cho
nhan vién kinh doanh;

j) Lap dé nghi thanh toan lwong, thudng

hoan thanh nhiém vu cho nhan vién Chi

nhanh, phong TN3 dé TGP phé duyét;

Dé xuét cac chinh sach khach hang voi

Téng Giam dbc;

b)

d)
e)

9)

h)

K)

j.Purchasing stationery and equipment for
branch and TN3;

k. Logistic management
I. Conduct audit following request of PCN;

m. Ensure the hygiene,
environment of branch;

security and

n. Manage human resources of branch
0. Monitor the liability of branch.

5.20.2 Authorities and responsibilities of SG
branch

a. Manage activities of branch, be responsible
to TGD on all of them;

b. Coordinate the human resource of branch to
join company activities;

c. Approve usual expense for branch and
Testing area.

d. Manage sale activities in Area ll;

e. Make working plan and finance plan for
Branch;

f. Make plan for other service of company.

g. Represent for company in making
relationship with local authorized bodies;

h, Manage the administrative and human
resource of branch;

i. Make training plan for sale personnel

j. Make request for salary and reward for
branch and TN3 in order to send to TGD;

k. Propose client policy to TGD;

. Handle complaints and appeals when
appointed

. Conduct other missions appointed by TGD
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) Tham gia gidi quyét cac khiéu nai, phan nan
clia khach hang theo phan cong;

m) Thyc hién cac nhiém vu khac theo phan
cong ctia Téng Giam déc.

5.21 Chi nhanh Can Tho - CT

5.21 Can Tho Branch Office - CT

Chi nhanh Can Tho ¢6 Giam dbc Chi nhanh chiu
trach nhiém trwéc Téng Giam déc vé cac cong
viéc dwoc phan coéng va uy quyén. Giam déc Chi
nhanh Can Tho do Ch tich Hoi ddng Quan tri b
nhiém theo dé nghi ctia Téng Giam dbc.

5.21.1 Chirc nang va nhiém vu cua Chi nhanh
Cén Tho:

a) Thyc hién cong tac quan tri hanh chinh,
quan ly, st dung va hwéng dan st dung
co s& vat chat, tai san, phwong tién,
trang thiét bj lam viéc (trlr cac may mac,
trang thiét bi thir nghiém);

b) Bao dam diéu kién vat chat, ky thuat,
hanh chinh cho hoat déng Chi nhanh;

c) Mua sédm céac trang thiét bi, van phong
ph&m phuc vu Phong Thir nghiém 2;

d) Té chirc hau can tiép khach, hdi hop, hoi
nghi, dao tao tai Chi nhanh;

e) bam bdo vé sinh, mbi trwdng lam
viéc...cua Chi nhanh;

5.21.2Quyén han va nhiém vu clda giém déc Chi
nhanh Céan Tho:

a) Diéu hanh hoat dong cta Chi nhanh va
chiu trach nhiém trwéc Tdng Giam dbc vé
moi hoat déng cia Chi nhanh;

b) Phé duyét cac khoan chi tién mat cb dinh
thwong xuyén tai Chi nhanh; Phé duyét cac
khodn chi tién mat ca khéi thtr nghiém theo
ké hoach tai chinh thang da dwoc phé duyét;

c) Diéu ddng moithanh vién Chi nhanh tham
gia cac hoat dong khac ctia Chi nhanh
ngoai chuyén mén da dwgc quy dinh
trong quy ché Céng ty;

d) Thay mat Céng ty thwc hién cac cong tac
ngoai giao dbi v&i cac co quan dia
phwong, céac tb chirc trong khu virc nam
song Tién va Béng Thép;

e€) Quan ly hanh chinh nhan sy cua Chi
nhanh; Kiém soat viéc nhan vién tuan thu
ndi quy, quy ché lao déng cltia Cong ty;

f) Lap ké hoach cong tac, ké hoach tai chinh
thang cua Chi nhanh;

g) Lap dé nghi thanh toan lwong, thwéng
hoan thanh nhiém vu cho nhan vién Chi
nhanh, phong TN2 dé& TGD phé duyat;

h) Thwc hién cac nhiém vu khac theo phan
cong ctia Téng Giam déc.

Can Tho branch office has an Branch Director,
he/she take responsibility for his/her
authorized work. The Branch Director shall be
appointed by COB, following request of
Director General

5.21.1: Function and responsibilities off CT:

a) Manage the administrative actions,
Use and guide to use the infrastructure,
asset and machine in branch (except
Testing machines, tools)

b) Ensure the administrative and
technical condition of Branch

C) Purchasing equipment for
administration and LAB 2

d) Taking responsibilities for logistics of
meeting, conferences, training at
branch

e) Ensure the environment of branch

5.21.2 Authorities and responsibilities of CT
Branch Director:

a) Manage the activies of the branch and
take responsibilities before Director
General

b) Approve the usual expenses and
monthly expenses of Testing area and
Branch

C) Control the human resources of Branch

in other activities

d) Represent for company in making
relationship with authorized body in
area ( South Tien River and Dong
Thap)

e) Control the human resource of branch
and relating issue,

f) Make monthly finance plan and work
plan of Branch
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0) Make request for purchasing salary and
bonus monthly for branch staff and Lab
2

h) Conduct any missions which required

by Director General

5.22 T6 tror ly

5.22 Assistants

Phu thudc vao nhu cau phat trién, Cha tich Hoi
ddng Quan tri lwa chon va bd nhiém céc tro ly
cho ting linh virc.

5.22.1 Quyén han, Churc ndng va nhiém vu cla

cac Trg ly:

a) Tro ly cho COB dé thyc hién cac chirc

nang ctia Hoi déng quan tri;

b) Tham muwu cho COB thiét 1ap cac chinh

sach vé tirng chuyén mén cy thé nham
xay dwng Cong ty phat trien ben virng.

c) Dé xudt cac chinh sach, chwong trinh

hanh déng déi véi tieng Iinh viee dé nang
cao nang lwc cung cap dich vu ctia Cong
ty;

d) Thay mat Téng Giam dbc diéu hanh cac

céng viéc trong pham vi dwoc uy quyén.

Depending on developing requirement, COB
selects and appoints some assistant for each
aspect:

5.22.1 Power, authorities and responsibilities:

a) Support COB to conduct authorities of
Leader Board

b) Support COB to making policies for each
specific aspect, aiming to stable development
c) Propose the policies and action programs
for each aspect to enhance company
competence

d) Reprensent Director General to manage
the authorized functions/

5.23 Con ngwdi: Tat ca nhitng ca nhan thuc

hién céng viéc cé tac déng dén chat lwong
san pham sé can phai cé nhirng yéu cau vé
kién thire, kinh nghiém va phai duwgc dao tao
dé co6 thé dam dwong dwoc cong Viéc.

VinaCert sé:

Xac dinh nang lwc can thiét cho mdi ca nhan
tham gia vao qua trinh cong viéc cé anh
hwéng dén chéat lwong san phadm (xem VOO-
06, V01-07, V01-08)

Cung cép khéa dao tao hoac nhirtng hanh
dong khac dé théa man nhirng yéu cau nay.
Danh gia sw hiéu qua ctia nhirng hanh dong
nay.

Pam bao nhan vién cta VinaCert nhan thirc
dwoc sy lién quan va tdm quan trong cla
nhirng hoat ddng nay va hiéu dwoc ho da
dong gop vao nhirng thanh qua cdia muc tiéu
chét lwgng nhw thé nao théng qua cac hoat
déng dao tao va cac qua trinh tuyén truyén
noi bd hiéu qua

Duy tri day di nhirng hd so dao tao, kj nang
va kinh nghiém

5.23 Human resource: Personnel who
perform work affecting to the product quality
shall meet the requirements of knowledge,
experience and be trained in order to
undertake work effectively.

VinaCert shall:

- Identify necessary competence for each
personnel attending to the work that affect
to product quality (see V00-06, V01-07,
V01-08)

- Provide traing courses to ensure meet
these needs.

- Evaluate the effectiveness of these
activities
- Ensure that VinaCert personnel can

regconize the relation and importance of
these actions; and understand how they
contributed the Quality Objectives through
training activities and effective internal
commuication

- Maintain fully records of training, skills and
experience.

6 CHINH SACH va MUC TIEU CHAT LUONG

6. QUALITY OBJECTIVES AND POLICIES
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Chinh sach chét lwong cla VinaCert dwoc Cha
tich Hoi déng quan tri ban hanh theo van ban
riéng.

Cham nhét, ngay 27/12 hdng nam, cac giam déc
tdng hop muc tiéu chat lweng va ké hoach thyc
hién muc tiéu chat lwong cltia cac phong ban truc
thudc dé COB phé duyét vao ngay lam viéc dau
nam tiép theo (VMM-PL-06). (cac chinh sach cta
PTN tham khao phu luc 5)

Chinh sach va muc tiéu chat lwong sé duwoc xem
xét trong cudc xem xét lanh dao dé danh gia tinh
phu hop ctia muc tiéu, chinh sach véi thuc té va
v&i cac muc tiéu khac cla té chirc.

Muc tiéu chat lwong cta cac bd phan sé dwoc
nguwoi phu trach bé phan dé ban hanh dwéi dang
van ban riéng.

VINACERT's quality policy shall be issued by
the Chairman of the BOD in a separate
document.

At the latest, on 27th December every year, the
directors shall gather the quality policies of all
departments so that the COB can approve
them on the 1st working day of the following
year. (VMM-PL-06) (for lab’s policies, refer to
annex 5)

Quiality policy and target shall be considered in
management review to assess the
conformance with the fact and other targets of
the organization.

Each department’s quality policy shall be
issued in a separate document by the head.

7 CUNG CAP DICH VU

7. PROVISION OF SERVICES

VinaCert cung cap cac dich vu chirng nhan:

7.1. Danh gia chirng nhan hé thdng quan ly chat
lwong theo V0O0-10 (xem phu luc 1);

7.2. Banh gia Chirng nhan hé thdng an toan thyc
pham theo V00-11 (xem phu luc 2);

7.3. Danh gia chirng nhan hé théng quan Iy moi
trwong theo V00-12;

7.4. Panh gia chirng nhan san pham phu hop tiéu
chuan, quy chuan theo V00-13;

7.5. Danh gia chirng nhan hé théng quan ly
OHSAS theo V00-14;

7.6. Danh gia chirng nhan VietGAP theo VOO-15;

7.7. Panh gid ching nhan GlobalG.A.P theo
V00-16;

7.8. Banh gia chirng nhan ASC Farm theo VOO-
17;

7.9. DPanh gia chirng nhan MSC-CoC theo VOO-
18;

7.10. Banh gia chirng nhan ASC- CoC theo VOO-
19;

7.11. Banh gia chirng nhan 5S theo V00-20;

7.12. Banh gia chirng nhan diéu kién san xuét
thrc an chan nudi, thirc an thdy san theo
V00-21;

7.13. Panh gia chirng nhan hop quy Diéu kién san
Xuat co s& san xuét thirc &n thdy san, gibng
thay san theo V00-32

VinaCert provide certification services:

7.1. QMS audit and certification following V0O-
10 (Annex 1);

7.2. FSMS audit and certification following VOO-
11 (Annex 2);

7.3. Environment management system audit
following VOO-12;

7.4. Standard, technical regulation conformity
products audit following VOO-13;

7.5. OHSAS management system audit
following VOO-14;

7.6. VietGAP audit following V00-15;

7.7. Global GAP audit following VO0-16;

7.8. Certification audit against ASC Farm
following V00-17;

7.9. Certification audit against MSC-CoC Farm
following VOO-18;

7.10. Certification audit against ASC- CoC
following VOO-19;

7.11. 5S Certification audit following VO0-20;

7.12. Certification against the requirements for
animal feed production in accordance with
V00-21,;

7.13. Auditing conditions for food safety,
biosecurity and environment for Fisheries
seed production; condition for veterinary
hygiene for Aquatic seed production and
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7.14. Giam dinh thwong mai hang hoéa theo VO0O- bussiness establishments in accordance
22; with V00-32

7.15. Banh gia sy phu hop hang nhap khau theo | 7.14. Trade inspection for goods following VOO-
V00-23; V00-33 22;

7.16. Hoat dong thr nghiém theo V00-25; 7.15. Conformity assessment on imported good

7.17. Banh gia nha thau phu theo V00-26; flolowing V00-23; V00-33

7.16. Testing activities following V00-25;
7.18. Quan ly thiét bj theo V00-27; 7.17. Selection subcontractors procedure
following VVOO-26;
7.19. Mua sam theo V00-28; 7.18. Equipment  management  procedure
7.20. D0 tao theo V00-29. following V00-27;

Viéc thiét ké& dich vu méi tuan thd theo Quy trinh
V00-07 va sé dwoc thdng bao rong rai trén trang
Website:http:/vinacert.vn ma khéng can phai stra
ddi, bd sung diéu khoan nay trong sb tay chét
lwong nay.

7.19. Purchasing procedure following V00-28;
7.20. External training following VV00-29.

The design of new services shall comply with the
procedures of V00-07 and be widely announced
on the website www.VinaCert.vn without any
amendments and supplements of this clause in
this manual.

8 THONG TIN CONG KHAI

8. PUBLIC INFORMATION

Cac théng tin ma VinaCert cong khai trén trang
website: http://VinaCert.vn bao gém:

8.1. Théng tin vé VinaCert, dia chi Céng ty va
chi nhanh, sb dién thoai, dia chi email cta
cac bd phan/ca nhan co lién quan;

8.2. Chinh sach chat lwong cta VinaCert.

8.3. Ban xac dinh rai ro (phu luc 3);

8.4. Cac dich vu cla VinaCert theo diéu 7 cla
VMM;

8.5. Chuin muc chirng nhan va cac thay ddi
ctia chudn myc chirng nhan (néu cé);

8.6. Quy dinh vé& chirng nhan hé théng quan ly;
Chrng nhan san pham

8.7. Cach tinh phi danh gia, phi th&r nghiém;

8.8. Thu tuc va thdm quyén x{ ly khiéu nai va
tranh chép néu co;

8.9. Quy dinh st dung t&n T chirc chirng nhan
VinaCert, dau va biéu twong chirng nhan;

8.10. Théng tin vé thu hdi, dinh chi hiéu lwc
chirng chi;

8.11. Danh sach khach hang cua VinaCert

The information publicly posted by VinaCert on
the website www.VinaCert.vn includes:

8.1. VinaCert’s information, the company and
branch addresses and telephone
numbers and e-mail addresses of related
departments/individuals;

8.2. Quiality policies of VinaCert;

8.3. The document of identification risk

(Annex 3);

VinaCert’s services in accordance with
clause 7 of VMM;

Certification standards and Changes of
standards, if any;

8.4.

8.5.

8.6. Regulations on certification of
management system; product
certification;

8.7. Audit and testing pricing;

8.8. Procedures and authorities of handling

complaints and disputes, if any;
8.9. Regulation on the use of the VinaCert
certification body’s name , certification
mark and logo;
8.10.Information  on  withdrawing  and
suspending the certificate effectiveness;

8.11.List of VinaCert’s customers;

9 HIEU LUC CUA CHIPNG NHAN

9. VALIDITY OF CERTIFICATE
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9.1. Thoi han hiéu lwc cho cac chirng chi cla
cac chwong trinh chirng nhan dwec quy dinh
trong cac quy dinh chirng nhan twong tng
théng thuwong 1a 3 nam. VinaCert ap dung
phuwong phap danh gia duy tri, chu ky danh
gia giam sat ctia VinaCert phu thudc vao kha
nang duy tri hiéu lwc hé théng quan ly/san
phdm cuta khach hang. Tuy nhién, Chu ky
danh gia giam sat con phu thudc vao tirng
tiéu chuan ching nhan va khach hang cu thé;
9.2.  Viéc dinh chi hiéu lwc va thu hdi chirng
chi dwoc thwc hién theo cac quy dinh vé
chrng nhan twong wng. Cac théng tin nay sé
duwoc théng bao [én Website:
http://VinaCert.vn

9.3.  Khi khéng théa man véi cac quyét dinh
chirng nhan cla VinaCert, khach hang cé thé
khiéu nai. Viéc giai quyét khiéu nai cia khach
hang dwoc thyc hién theo quy trinh gidi quyét
khiéu nai khach hang V00-09, khach hang
khéng chiu b4t ctr khoan chi phi nao cho viéc
khiéu nai. Néu khach hang van khéng théa
man v&i quyét dinh gidi quyét khiéu nai cua
TGD thi khach hang c6é thé khiéu nai lén td
chire cbng nhan cho VinaCert hoac tda an
dan sy Ha Noi. VinaCert cam két tuan tha moi
quyét dinh cta t6 chirc céng nhan cho
VinaCert hoac tda an dan sw Ha Noi.

9.4. Hét hiéu lyc cta ching chi, Hé théng
quan ly cla khach hang sé duwgc danh gia
lai. Danh gia lai c6 thé két hop trong cling dot

véi danh gia giam sat 1an cudi cung.

9.1. The validity period for all certificates of
the management system certification is 3
years. VinaCert shall apply the maintaining
audit methods, the annual surveillance by
VinaCert's auditors depending on the
applicant’s abilites to maintain the
effectiveness of the client's management
system/product. However, the surveillance
audit cycles are dependent on the specific

certification standards and particular
applicants.
9.2. The certificate effectiveness

suspension and withdrawal shall be
conducted in accordance with the relevant
certification regulations. The information
shall be posted on the website:
http://VinaCert.vn

Should the applicant be unsatisfied
with the VinaCert’s certification decisions,
the applicant could make complaints.
Handling the applicant's complaints shall
be done in accordance with the procedures
for handling applicant's complaints V00-09
and the applicant shall not bear any cost. If
the applicant is still not satisfied with
decisions on complaint handled by
VinaCert’s Director General, he/she can
make claims to the accreditation
organization for VinaCert or Hanoi Civil
Court. VinaCert is committed to comply
with all decisions by the accreditation
organization for VinaCert or Hanoi Civil
Court.

9.3.

9.4. After effective time of certificate, the
applicant's management system shall be

re-certified. The re-certification shall be

carried out together with the final
surveillance visit.

10 DPAM BAO SU CHINH XAC, TRUNG |10. ASSURANCE OF  ACCURACY,
THUC, KIP THOI, POC LAP KHACH FAITHFULNESS, TIMELINESS,
QUAN, KHONG THIEN V] VA CONG KHAI INDEPENDENCE, OBJECTIVITY,

IMPARTIALITY AND
TRANSPARENCY

10.1.VinaCert va lanh dao cao nhat ctia VinaCert
cam két ddm béo s chinh xac, trung thuc,
kip th&i, déc lap khach quan va khéng thién
vi trong chinh sach cua VinaCert sao cho
moi nhan vién déu cam thay thoai mai trong

10.1. The VinaCert's Director General and
COB shall agree to ensure the accuracy,
faithfulness, timeliness, independence,
objectivity and impartiality in VinaCert's

policies so that every staff feel
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10.2.

coéng viéc, dwoc hwdng quyén loi xirng
dang vé&i trach nhiém, nhiém vu dwoc giao.
Moi nhan vién déu dworc tiép can cac ndi
quy, chinh sach cua VinaCert phu hop voi
trng vi tri.

VinaCert ddm bado sy chinh xac, trung
thwe, kip thoi, déc 1ap va khéng thién vi
trong danh gia théng qua y&u cau moi
thanh vién trong VinaCert phai:

a) Khéng cé6 méi quan hé vé tai chinh voi

khach hang;

b) Khéng c6 mbi quan hé gia dinh vé&i cac lanh

dao chu chét ctia khach hang;

c) VinaCert va bd phan bat ky dudi sw kiém

soat vé mat to chire ciia VinaCert khédng dé
nghi hodc tw vAn HTQL cho khach hang va
khéng c6 s mau thuan vé loi ich.

d) Tuyét dbi khdong cung cap dich vu tw van

cho cac khach hang:
Khéng tw van hé théng quan ly chat
lwong;
Khong tw van vé Hé thdng quén ly an toan
thwc phdm;
Khong tw van vé phan tich méi nguy, xac
dinh diém t&i han theo HACCP hay cac
chuan muyc bat ky khac.
Khéng tw van vé sén pham

e) VinaCert khong tiép thi hodc chao hang

cung voi cac hoat déng cua té chirc tw van
hé théng quan ly., s& co6 hanh dong diéu
chinh céac thang tin khéng thich hop cda té
chirc tw van bat ky néu hodc am chi rang
viéc chirng nhan cé thé don gian hon, dé
dang hon, nhanh chéng hon hoac it chi phi
hon néu lya chon t6 chirc chirng nhan.
VinaCert khéong dwoc néu hodc am chi
rang viéc chirng nhan cé thé don gian hon,
dé dang hon, nhanh chéng hon hoac chi
phi it hon néu s dung t6 chirc tw van nhét
dinh. Khi khach hang dwoc tw van HTQL
b&i té chirc cd mdi quan hé véi VinaCert
thi VinaCert khéng dwoc ching nhan
HTQL it nhat Ia 02 ndm sau khi két thuc
viéc tw van.

f) VinaCert qui dinh rdng cac nhan vién da

cung cap tw van hoac lam viéc cho khach
hang s& khéng xem xét hé so, danh gia hé

comfortable at their work, have rights
and interests deserved to the assigned
responsibilities and tasks. Every staff
shall have access to VinaCert's
regulations and policies conforming to
every position.

10.2. VinaCert shall ensure the accuracy,

faithfulness, timeliness, independence
and impartiality in request all staffs of
VinaCert must:

a) Have no financial
applicant;

relationship  with

b) Have no family relationship with key
managers of the applicant;

¢) VinaCert and any part of the same legal
entity and any entity under the
organizational control of VinaCert not
offer or provide management system
consultancy and has not conflict of
interest.

d) Must not provide consultancy services to
its clients, including but not limited to:

- Consultancy to clients’ QMS
- Consultancy to the clients’ FSMS

- Consultancy on harzard analysis or
identifying critical point according to
HACCP or any other criteria.

- Consultancy on client’s products

e) VinaCert's activities shall not be
marketed or offered as linked with the
activities of an organization that provides
management  system  consultancy.
VinaCert shall take action to correct
inappropriate claims by any consultancy
organization stating or implying that
certification would be simpler, easier,
faster or less expensive if the
certification body were used. VinaCert
shall not state or imply that certification

would be simpler, easier, faster or less
expensive if a specified consultancy
organization were used. Where a client
has received management systems
consultancy from a body that has a
relationship with VinaCert, is that
VinaCert shall not certify the
management system for a minimum of
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h)

10.3.

10.5.

10.6.

10.7.

théng hodc dwa ra quyét dinh chirng nhan
cho khach hang, san phadm va/hodc nha
san xuat do trong khodng thoi gian 02 ndm
ké tlr khi két thuc hop déng tw van, hop
ddng lam viéc.

g) Khéng chirng nhan vé hé théng quan ly

chét lwong cho mét td chirc chirng nhan
khac

Khong dwoc dé nghi hodc cung cap danh
gia ndi bdé cho khach hang dwoc chirng
nhan trong vong téi thiéu 2 nam sau khi
hoan thanh cac cudc danh gia ndi b6 doé.
VinaCert dam bao doc lap va khong thién
vi trong quyét dinh chirng nhan théng qua
hoat dong cta HDCV (V01-01) Cac thanh
vién trong HDCV phai dam bao:

a) Pai dién dwoc loi ich cho tat ca cac bén;
b) Khéng chiu cac ap lwc vé tai chinh; céng

viéc; tinh cdm trong cac quyét dinh cla
minh;

c) Am hiéu luat phap.
10.4. VinaCert ddm bao cung cip cho KH céc

théng tin vé phwong phap thtr, quy dinh vé
thtr nghiém; chudn mwc chirng nhan, quy
dinh vé& danh gia va ching nhan, thi tuc
cép, duy tri, m& rong, dinh chi hodc thu hoi
chirng chi va cac quy dinh vé st dung logo
chrng nhan, phi danh gia chirng nhan.

VinaCert nhan dién, phan tich, danh gia, xt
ly, theo ddi va Iap van ban cac rai ro lién
guan t&i xung dét lgi ich nay sinh tlr viéc
cung cap chirng nhan déi véi cac té chirc,
ca nhan co lién quan t&i hoat dong danh
gia chirng nhan cuta VinaCert va dwa ra
bién phap phong ngra nhdm dam bao tinh
coéng bang trong hoat déng danh gia cla
VinaCert. Cung c&p danh muc nay t&i cac
thanh vién HBCV (Xem phu luc 3)
VinaCert tao diéu kién thuan loi dé KH cla
VinaCert c6 diéu kién tham gia quyét dinh
lwa chon thanh phan doan danh gia néu KH
nhan thay tiém an sy khéng céng béang
trong hoat déng danh gia chirng nhan cua
VinaCert b&i thanh phan doan danh gia.
VinaCert xay dwng co ché giam sat trong
qua trinh danh gia nham dam bao tinh céng

10.5. VinaCert

10.6. VinaCert

two years following the end of the
consultancy

f) VinaCert requires that eployees that
have worked for or provided consultancy
to the client shall not review, audit or
make certification decision for that
client, product and/or producer in a
period of 02 years since the date
consultancy and/or employment
contract ended.

g) Do not certify another CAB for its quality
management system

h) Do not offer or provide internal audits to
its certified clients for a minimum of two
years following the completion of the
internal audits

10.3. VinaCert ensures the independence and

impartiality in making decisions on
certification through the activities of the
Advisory Council (V01-01). Members in
the Advisory Council must ensure:

a) To represent all party interests;

b) To be free from financial, employment
and c) emotional pressures in making
decisions;

c) To be law understanding.

10.4. VinaCert ensure to provide applicant

with information for testing methods,
testing regulations; certification criteria,
audit and certification regulations,
procedures for certificate granting,
maintaining, expanding, suspending or
withdrawing and regulations for the use
of certification logo, the audit and
certification fee.

identify, analyse, evaluate,
treat, monitor, and document the risks
related to conflict of interests arising
from provision of certification for
organizations and individuals relating to
its audit and certification activities. It shall
also take preventive measures in order
to ensure the impartiality in its audit
activities. It shall provide this list to each
member of the AC (see Annex 3)

shall create favorable
conditions for its applicants to take part
in selecting members of an audit team if
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bang, dong thoi VinaCert kién quyét khéng they find the potential inequality in the
st dung chuyén gia danh gia néu trong qua Vinacert's audit and certification
trinh giam sat, VinaCert phat hién dwoc activities by the team members.
mét chuyén gia danh gia nao dé khéng khai
bao r6 rang quan hé clia minh v&i khach | 10 7 vinacert shall build up the control
héng dwoc danh gia ma 10.5 chwa nhan mechanisms in the audit processes in
dién duorc. order to ensure the impartiality and be
determined not to use the auditor if
10.8. VinaCert xay dwng quy ché tai chinh dé VinaCert find him/her to declare unclear
danh gia cac ngudn thu nhap va céng bb relationship with the auditee and not to
v&i cac thanh vién hoi ddng cb van dé dam be recognized by the clause 10.5 during
bao tinh khach quan va céng bang ctia hoat the audit process.
dong chieng nhan.
10.9. VinaCert xay dung co ché ma héa mau | 10.8. VinaCert shall set up the financial

nham dam bao két qua thir nghiém doc lap
khach quan cua hoat dong th&r nghiém.

10.10. VinaCert d&m bao tuyén dung hoac tiép
can duwoc mot sb lwong day di cac chuyén
gia danh gia, bao gébm chuyén gia danh gia
trwdng doan, va chuyén gia ky thuat dé
dam nhiém cac hoat dong chirng nhan va
quan ly khéi lwgong codng viéc danh gia.

10.11. VinaCert cé da sw sap xé&p (bao hiém, quy
dw phong) dé& chi trd cho nhirtng trach
nhiém phat sinh tir hoat ddéng clda minh
trong cac linh viec hoat déng va cac khu
vire dia ly minh hoat déng kinh doanh.

10.12. VinaCert y&u cau nhan sw, ndi bo va bén
ngoai, théng bao moi trwédng hop ma ho
biét cé thé dan dén viéc ho hoac VinaCert
vuwéng phai nhirtng xung dét vé loi ich.
VinaCert ghi nhan va st dung thong tin nay
lam d&u vao dé nhan biét cac nguy co anh
hwédng dén tinh khach quan nay sinh ti
hoat ddng cta nhan sw nay hodc cac td
chirc thué ho, déng thoi khéng st dung
nhan sy nay tri» khi ho chirng té rang
khéng c6 xung dot vé loi ich.

10.9.

regulations to assess the income
sources and disclose to all members of
the Advisory Council in order to ensure
the objectivity and impartiality of the
certification activities.

VinaCert shall establish the mechanisms
of coding samples to ensure the
independence and objectivity of the
testing activities.

10.10. VinaCert ensures to employ, or have

access to, a sufficient number of
auditors, including audit team leaders,
and technical experts to cover all of its
activities and to handle the volume of
audit work performed.

10.11. VinaCert have adequate arrangements

(e.g. insurance or reserves) to cover
liabilities arising from its operations in
each of its fields of activities and the
geographic areas in which it operates.

10.12. VinaCert require personnel, internal

and external, to reveal any situation
known to them that can present them or
VinaCert with a conflict of interests.
VinaCert record and use this information
as input to identifying threats to
impartiality raised by the activities of
such personnel or by the organizations
that employ them, and shall not use such
personnel, internal or external, unless
they can demonstrate that there is no
conflict of interest

11 CHINH SACH BAO MAT

11. CONFIDENTIALITY POLICY

Page 38/44

Rev: 05, 08/2017




VMM

SO TAY QUAN LY - MANAGEMENT MANUAL

COB c06 trach nhiém truyén dat va yéu cau tt ca
thanh vién cia HDCV va moi nhan vién trong
VinaCert cling nhw cac chuyén gia bén ngoai phai
tuan tha nghiém tic dao drc nghé nghiép, cam
két bdo mat va khach quan bang van ban nham
dam bao:

Bao mat tat ca cac thong tin lién quan toi
khach hang ngoai trir thdng tin vé viéc cap,
dinh chi, thu héi chirng chi;

Bao mat thong tin clia VinaCert.

Ngoai cac thong tin cong khai nhw da néu
& muc 8 cla tai liéu nay, toan bé nhan sw
lam viéc cho VinaCert cam két bao mat toan
bd théng tin do khach hang cung cép hoac
théng tin vé khach hang c6 duoc tir ngudn
khac va dam bao tén trong quyén s& hiru
cua khach hang.

Cam két bao mat tat ca cac thong théng tin
thu dwoc hoac tao ra trong qua trinh thyc
hién hoat dong cua VinaCert trir khi cé yéu
cau cua luat phap.

VinaCert ciing y thirc dwoc va lam tét nhat
dé bao mat thong tin vé khach hang lwu
dw&i dang dién tlr, ngay ca khi thong tin nay
dwoc truyén tai di trén méi trwdng truyén
dan. VinaCert thuc hién bao mat dbi voi cac
cac théng tin vé khach hang trén pham
mém quan ly online.

COB is committed to convey and require all
members of the Advisory Council, all members
of the staff as well as external experts to strictly
comply with the professional ethics,
confidentiality and impartiality commitments in
writing to ensure:
- Security of all information related to
applicant except the information about
certificate granting, suspending and

withdrawing;

- The confidentiality of VinaCert’s
information.

- Except from the public information

disclosed as mentioned in section 8 of
this document, all personel working for
VinaCert commit to protecting all
information provided by its clients or
gathered from other sources as well as
protecting client’s proprietary rights.

Confidential all information obtained or
created during the performance of the
CAB’s activities except as required by law

- VinaCert is well aware of the importance
and do its best to protect the client’s
information when stored on its electronic
storage as well as when sent through any
electronic channel. VinaCert keeps
customer  information on online
management software confidential

12 QUAN LY NHAN sy

12. HUMAN RESOURCE MANAGEMENT

12.1. VinaCert nhan thirc rdng con nguoi 13 tai

san quy nhat cia VinaCert, quyét dinh dén
moi sy thanh coéng cla VinaCert do vay
quan ly va tuyén dung nhan sy duoc dac
biét cha trong. VinaCert thiét 1ap quy trinh
va tiéu chi d& quan ly va danh gia hoat
déng cda nhan vién dwa trén tan suét cong
viéc va mirc do rui ro trong cac hoat déng
ma nhan vién dam nhiém. VinaCert thiét
lap quy trinh tuyén dung va dao tao (V0O-
06) dé tim kiém, bdi dwéng nhan t6 méi
phuc vu lgi ich lau dai cda VinaCert. Chinh
sach quan ly nhan sw cla VinaCert 1a: sén
sang cung cap cac diéu kién can thiét dé
phat huy tdi da cac phdm chéat ctia méi
thanh vién trong VinaCert va tao sw gan két
gilta cac thanh vién trong VinaCert.
VinaCert dé ra cac yéu ciu nang lwc di voi

12.1. VinaCert recognizes that human
resource is the most valuable property of
VinaCert that determines every success,
so the human resource management
and recruitment are of special interest.
VinaCert  establishes  documented
procedures and criteria for monitoring
and measurement of the performance of
all persons involved, based on the
frequency of their usage and the level of
risk linked to their activities. It establishes
the recruitment and training process
(V00-06) to seek for and train new staff
to serve its long-term interests. Its
human resource management policies
are: willing to provide necessary
conditions to promote the qualities of
every member and make a binding
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can bd xem xét hop déng va thdm xét ho
so theo V01-07;

12.2. Moi ché do va quyén loi cia nguoi lao
dong dwoc thé hién trong thda wéc lao
dong tap thé va trong cac quy dinh cla
VinaCert.

12.3. Ngudn lyc chuyén gia va nhirng nguoi
tham gia qua trinh chirng nhan la yéu té
quan trong anh hwéng dén chat lwong dich
vu cla VinaCert. VinaCert xay dwng tiéu
chi dé lwa chon AU (V01-08). Dinh ky hang
nam va theo y&u cau cong viéc, VinaCert
ap dung quy trinh d3o tao (V00-06) nham
bdi dwéng, nang cao kién thirc, chuyén
mon, nghiép vu clia cac chuyén gia danh
gia va nhan vién.

12.4. TGP VinaCert cam két xay dwng mét moi
trwdng lam viéc lanh manh, minh bach,
coéng tam, khéng thién vi tao ra khéi doan
két trong VinaCert.

12.5. Téng Giam dbc VinaCert cam két ddm bao
cung cap dU nhan sy v&i nang lwc, kinh
nghiém va ky nang can thiét phuc vu cho
cac hoat dong chirng nhan ma Céng ty
cung cép cho khach hang.

12.2.

12.3.

12.4.

12.5.

between them. It shall make competence
requirements for the staff who reviews
the contracts and verifies the records in
accordance with V01-07

All benefits and perks of the employees
shall be specified in the Common labor
agreement and in the VinaCert's
regulation document.

Resources of auditors and members in
the certification audit process are
important factors influencing the service
quality of VinaCert. It shall set up the
selection criteria for auditors (V01-08). It
shall apply the training procedure (VOO-
06) annually to nurture and improve
knowledge, profession and skills of
auditors based upon the work
requirements.

Director General is committed to build up
a sound, transparent, explicit and
impartial working environment to create
the unity in VinaCert.

The General Director of VinaCert is
committed to provide enough human
resources with required competence,
knowledge and skills to manage the
certification ~ services/activities  that
VinaCert offers to its clients

13 CHUYEN GIA DANH GIA

13. TESTING STAFF AND AUDITORS

13.1 Tbéng giam dbc VinaCert dam bao tat ca
cac chuyén gia danh gia, chuyén gia ky
thuat ctia VinaCert va cac chuyén gia bén
ngoai déu phai dat dwoc cac chuan muc
clia mét chuyén gia theo yéu cau trong
ISO 19011 va V01-08

a) C6 cac pham chat ca nhan phu hop: cé dao
dire, ¢ mé, lich thiép, nhanh nhen, man
cam, linh hoat, quyét doan, tw luc;

b) Cé kién thirc va ky nang: Pwoc dao tao cac
kién thirc chuyén nganh va nghiép vu thich
hop;

c) Co6 kinh nghiém trong diéu hanh, quan ly
(dbi voi LA);

d) Nam virng cac van ban phap quy lién quan
dén Ilinh vwre danh gia, chirng nhan;

13.2.1. General Director commits that all

b)

d)

auditors and external experts shall have
enough competence to be an auditor in
accordance with ISO 19011 and V01-08

Having suitable personal characters:
ethical, open-minded, diplomatic,
observant, perceptive, versatile,
tenacious, decisive, self-reliant;

Having knowledge and skills:
appropriately trained for relevant
profession;

Having experience in administration and
management (for lead auditors);

Having a thorough grasp of legal
documents relating to the audit and
certification;
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e) C6 chirng chi LA theo tirng loai tiéu chuan:
ISO 9001; ISO 22000; ISO 14000, ...

13.2Viéc lwa chon cac thanh vién trong doan
danh gia phai ddm bao du nang lwc phu hop
v&i yéu cau cda cudc danh gia va ddm bao
duworc tinh khach quan khong thién vi;

13.3VinaCert str dung cac chuyén gia bén ngoai
c6 di nang lwc, kién thirc chuyén mén phu
hop v&i loai hinh hoat ddong cua bén dwoc
danh gia. Chuyén gia bén ngoai dwoc s
dung c6 thé 1a chuyén gia danh gia hoac
chuyén gia ky thuét.

e) Holding a certificate for lead auditors for
each standard: 1SO 9001; ISO 22000;
ISO 14000, ...

13.2.2. Selection of members in the audit team

must assure having enough competence
complying with requirements of the audit
and the impartiality and objectivity.

13.2.3. VinaCert shall use external auditors

who have enough competence and
knowledge relevant to the operational
type of the party to be audited. The
external auditors used can be auditors or
technical experts.

14 HE THONG QUAN LY CHAT LUONG

14 QUALITY MANAGEMENT SYSTEM

14.1. Heé théng quan ly chat lwong (QMS) cla
VinaCert da dwoc xay dwng, dang dwoc ap
dung, duy tri va cai tién lién tuc trén co’ s& 1ISO
9001 va tich hop v&i cac yéu cau cla:
ISO/IEC 17021; ISO/TS 22003; ISO/IEC
17065; ISO/IEC 17020; ISO/IEC 17025 va
cac quy dinh clia cac td chirc cong nhan cung
VvOi cac tai liéu hwdng dan cla IAF.

14.2. TAtca cac tailiéu va hd so ciia QMS dwoc
kiém soat bai quy trinh kiém soat tai liéu VOO-
01 va Quy trinh kiém soat hé so V00-02.
Danh muc tai liéu duoc liét ké trong FO0-01-
02.

14.3. Dé duy tri hiéu lwc cia QMS ma VinaCert
da thiét lap, Toi thiéu 06 thang moét lan,
VinaCert tién hanh danh gia néi bd dé xac
dinh hiéu lwc va cac co hdi cai tién ciia QMS.
Qua trinh danh gia néi b theo V00-04.

14.4. Sau méi dot danh gia ndi bd, hoac theo
yéu ciu cla cac giam déc, COB tién hanh
xem xét toan bd hodc moét phan QMS. Hoat
déng xem xét 1anh dao tuan tha theo quy trinh
xem xét lanh dao V00-03.

14.5. Nham xac dinh va loai bd nguyén nhan sy
khéng phu hgp cia QMS trong qua trinh van
hanh, VinaCert thiét 1ap va duy tri quy trinh
hanh déng khac phuc V00-05.

14.6. Cac muc tiéu chat lwong dwoc thiét lap tai
cac bd phan, bao gdbm cac muc tiéu theo
chinh sach, qua trinh sé dwoc truyén tai toi

14.1. The existing management system of

VinaCert is  established, applied,
maintained and improved in accordance
with requirements of the standards ISO
9001; ISO/IEC 17021; ISO/TS 22003;
ISO/IEC 17065, ISO/IEC 17020; ISO/IEC
17025 and rules of ABs and guide
documents of IAF.

14.2. All documents and records of the

management system are controlled by the
document control procedures V00-01 and
the record control procedures V00-02.
Master list of documents see form FO0-01-
02

14.3. In order to maintain the effectiveness of

the management system. It shall
implement the internal audit at least once
every 06 months to determine the
effectiveness and improvement
opportunities of the system. The internal
audit process following V00-04 .

14.4. After each internal audit or as required

by Department Directors, COB shall
conduct revision of the entire or a part of
the management system. The
management review is compliant with the
management review procedure V00-03.

14.5. In order to identify and remove the

causes of the
system during the
process, VinaCert shall

noncomforming
management
operational
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14.7.

trwdng cac bd phan lién quan dé ho truyén
dat t&i cac nhan vién dé cé sy thau hiéu trong
hoan bo hé théng & moi cap dd nham c6 hiéu
biét & moi cap do ciia QMS.

VinaCert, 1anh dao cao nhat ddm bao ap
dung c6 hiéu lwc cac thl tuc va hwéng dan
ctia hé théng quan ly chéat lwgng da dwoc van
ban hoa & tat ca cac cap dd trong td chirc.

establish and maintain the procedures for
corrective actions V00-05.

14.6. The QMS(s) established at VinaCert,
including  the  objectives, policies,
processes will be communicated to the
heads of the departments and relevant
personel by top management so that they
can communicate to the staff of their
department for a thorough understanding
at all levels of the system.

14.7. VinaCert, its top management shall
ensure the effective implementation of the
quality system that has been documented
at all levels of the organization.

15 NHA THAU PHU

15 SUBCONTRACTORS

VinaCert khéng s dung nha thau phu danh gia
chirng nhan ma chi st dung nha thau phu th
nghiém theo V00-26.

VinaCert have not organized subcontractors
for audit activity and only use external experts
as stated in V00-26 and testing subcontractors.

16 TRAO BOI THONG TIN

16 INFORMATION EXCHANGE

16.1

16.1.1

16.1.2

16.1.3

16.1.4

16.1.5

16.2

Kénh trao ddi thong tin cta VinaCert 13 :

Phiéu yéu cau giai quyét cong viéc theo
F00-01-01;

Chi str dung dia chi email do cong ty cung
cap giao dich v&i khach hang va déng
nghiép; Trong vong 16 h lam viéc (trw
trwdng hop di cong tac) phai phan héi noi
dung email cho khach hang, déi tac va ca
déng nghiép. K& cad phan héi la «da
nhan».

Chi str dung dia chi phdn mém chat do
céng ty cung cdp giao dich véi déng
nghiép; Ludn dé& ché do available khi lam
viéc;

Tin nhan lién quan dén cong viéc tir sb
dién thoai da dang ky v&i cong ty hoac do
Cong ty cap;

Khéau lénh tir ddng nghiép khi c6 it nhat 2
ngwdi chirng kién hoac bang ghi am.
Lap ké& hoach va bao céo va cac quy dinh
khac:

Quy dinh trong V01-12 (Quy ché hoat
dong)

16.1 VinaCert's channels
information are:

16.1.1 Request for dealing with tasks FO0-01-
01;

to exchange

16.1.2 Only use the email address given by the
company to do transactions with clients
and colleagues; within 16 working
hours (except for business trip) the staff
shall reply to the clients, partners as
well as colleagues, even if he only
responses “email received”.

16.1.3 Only use yahoo messenger account
given by the company to transact with
colleagues; this account shall always

be in available mood when working;

16.1.4 Messages relating to work from the
registered phone number or the

number supplied by the company;

16.1.5 Conversation when there are at least 2

witnesses or when it is recorded

16.2. Making plans and report and other
regulations:

Requirements stipulated in V01-12

(Operation regulations)

17 QUY PINH TAI CHINH

17 FINANCIAL REGULATIONS

Page 42/44

Rev: 05, 08/2017



file:///D:/NgoNam/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Administrator/AppData/Roaming/HO%20SO%20JAS-ANZ-VERSION%202/New%20Folder/HO%20SO%20UKAS/word/VNC-QT-05%20Hanh%20Dong%20KPPN.doc

VMM SO TAY QUAN LY - MANAGEMENT MANUAL

COB ban hanh quy dinh tai chinh ap dung cho
toan cong ty. Cac don vi tric thuéc: Chi nhanh,
Vién, Trung tdm c6 thé co co ché tai riéng dé
khuyén khich phat trién

The COB shall issue the regulations about
finance applying to all the company. The units
such as Branch office, the institute, the center
may have their own sanctions to stimulate the
development.

18 QUY PINH VE HANH CHIiNH 18 ADMINISTRATIVE REGULATIONS

18.1. Thé thirc va sb van ban di: 18.1. Layout and number of the outcoming

Quy dinh trong V01-12 (Quy ché hoat ddng)

18.2

18.2.1 Cac van ban giao dich do nhan vién soan
thdo (ky nhay & phan két thuc van ban);
trinh trwdng phong phé duyét hodac xem
xét (ky nhay & phan ky) trinh nguoi co
thdm quyén phé duyét;

Phé duyét van ban giao dich;

18.2.2 Cac van ban ra ngoai sau khi duwgc phé
duyét, chuyén van phong xem xét, vao s
céng van, déng dau va lwu lai ban ky
nhay. Van ban chuyén ra ngoai khong ky
nhay.

18.3. Chuyén phat thw tin:

18.3.1.Cac van ban ra bén ngoai sau khi dwgc
phé duyét do bd phan soan thao chiu
trach nhiém chuyén phat trie ching chi,
phiéu th&r nghiém do van phong chiu trach
nhiém chuyén phat trén co sé& tién do
thanh toan cua khach hang;

18.3.2. Tuy theo mirc d6 can thiét, truéng bo
phan soan thdo quyét dinh hinh thic
chuyén phat: thwong/ nhanh/ bao dam/
héa téc trén tinh than tiét kiém va chiu
trach nhiém vé quyét dinh nay.

18.4. Van phong pham:

18.4.1. VP/Chi nhahs dién chju trach nhiém dam
bdo day du van phong pham cho cac bd
phan trén co s& ké hoach van phong
pham hang thang ctia cac bd phan;

18.4.2. M&i bd phan chiu trach nhiém quan ly gidy
in tai bd phan minh. Cudi thang téng hop
khéi lwong gidy in héng/téng sb gidy in
(kg) dwoc cap trong bao céo thang cliia bd
phan ;

18.4.3.Van phong dai dién chju trach nhiém dam
bao moi may madc, thiét bi van phong tai

documents

Requirements stipulated in V01-12

(Operation regulations)
18.2 Approving the transacting documents;

18.2.1 The transacting documents compiled by
the staff (initialed at the end of the
documents); is submitted to the Head for
approval or consideration (initial at the
signature area) and submit it to the
authorized person;

18.2.2 The outcoming documents after being
approved shall be transfered to the VP
to be considered, added the document
number, stamped and the version with
initials shall be stored. The outcoming
documents shall not have personal
initials on it;

18.3. Transfering correspondence;

18.3.1 The outcoming documents after being
approved shall be sent by the compiling
department except for the certificates,
testing reports which are under the tasks
of the VP based on the progress of
payment of the clients;

18.3.2. Based on the necessity, the Heads
shall make the decision about the
methods of delivery:
regular/express/secured/urgent on the
basis of saving and take the
responsibility towards this decision;

18.4 Stationery;

18.4.1 The VP shall take the responsibility to
ensure adequate stationery stuff for the
departments based on their monthly
plan about stantionery;

18.4.2 Each department shall take the
responsibility to control the papers used
in the month. At the end of the month
there shall be collective data of the
weight of the printed paper/total amount
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Cong ty ludn trong tinh trang san sang of paper (kg); issued in the monthly
hoat dong. report of the department;

18.4.3. VP shall take the responsibility to
ensure that all office machines and
equipment are always in ready
conditions to operate.

19 PHU LUC 19 ANNEX

VMM-PL- 01 Pham vi chirnhg hhan QMS
VMM-PL- 02 Pham vi chirng nhan FSMS
VMM-PL-04 Pham vi chirng nhan San pham
VMM-PL- 03 Bang phan tinh rdi ro
VMM-PL-06 Ké hoach thyc hién va bao céo
muc tiéu chat lwong

Annex VMM-PL-01: QMS scope
Annex VMM-PL-02: FSMS scope
Annex VMM-PL-04 : Product scope
Annex VMM-PL-03: Analysis of risk

Annex 06: Quality objective implementation
plan and report
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