BOQUY TRINH
2 QUY PINH

Policy Number

" . GD_FIN_02

E H G Policy & Procedure S6 van ban
ELEGANCE CHINH SACH & QUY TRINH .
HOSPITALITY Effective Date 17/12/2024
GROUP Ngay c6 hiéu luc

Supersedes No.

Thay thé s6:
HUGNG DAN SU DUNG v oo
EMAIL CONG VIEC Prepared By (Chairman)

Ngudi soan thao

Approved By
Nguoi phé duyét

Db Van Pan
(Chairman) K

Pham vi ap dung:
Tat cd nhan vién bé thu¢c hé théng EHG

Téng s6 trang: 01

I. MUC PiCH
Co hudng dén cong viéc ro6 rang giup nhan su hiéu va lam dung, déng
thei dam bao hiéu qua trong trao déi théng tin va quan ly cong viéc.

Il. CAC THUAT NGU, TU VIET TAT:

FIN: phong tai chinh ké toan KTTH: ké toan téng hop

MARCOM: phong truyén théng
marketing communication

KTT: ké toan trudng

BOD: Board of Directors

1ll. CAC HUONG DAN CHUNG KHI SU DUNG EMAIL:
1.Tiéu dé (Subject Line):
- R6 rang va suc tich: Trinh bay ngdn gon néi dung chinh cta email.

- Uu tién email quan trong: St dung cac tu nhu "Khdn”, “Quan trong” néu
can thiét, déng thoi bat ché do/Tag "High Important” tréen Outlook/Gmail.

2. L&i chao:
- Chan thanh: sir dung cac cum tu nhu “Kinh gui”, "Chao anh/chi”.
. Céa nhan hoa: Néu co thé, hay xung ho bang tén dé tao su gan gai.

- V&i cac lanh dao, BOD, can bo cép trén: phai xung ho dich danh tran
trong, khéong duoc dung "Dear all” trong nhom cé nhiéu ngusi.
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3. N6i dung:

- R6 rang, mach lac: Trinh bay y tudng mét cach ngén gon, dé hiéu.

- Ngt phap, chinh ta: Kiém tra ky trusc khi gti dé tranh nhang 16 sai
khong dang co.

. Tone giong chuyén nghiép: Tranh st dung qua nhiéu biéu tuong cadm
xuc hodac ngdon nglr qua than mat.

. Phan doan: Chia néi dung thanh cac doan ngan dé dé doc.

. Fontchtva cé cha: St dung font chr phé bién va cs cht dé nhin (chitiét
theo huéng dan ctia Marcom).

4. Loi két:
Tran trong: Dung cac cum tu nhu “Tran trong”, “Xin cdm on”.

Thong tin lien hé: Binh kem chir ky voi day da thong tin ca nhan theo quy
dinh ctia Marcom.

Email signature:

Dung theo email hién tai dang dung, sé update theo théng bao cla
Marcom.

Best regards,

DO VAN DAN (Mr)

Chairman / CEO

M: (84) 903 260 987 | E: chairman@ehg.com.vn
ELEGANCE HOSPITALITY GROUP

Head Office: 4th floor, No 9 Cua Dong Street, Hoan Kiem District, Hanoi,
Vietnam

Website | Facebook | Youtube

Elegance Hospitality Group is an Eco-Friendly Company:
Please consider the environment before printing this e-mail

5. Dinh kem:

bat tén file ro rang: D& dang nhan biét noi dung file dinh kem, danh
index/ s& thu tu file chi tiét theo danh sach dé dé theo doi.

Nen file: Néu file qua lon, hay nén lai dé giam dung luong.

Néu gui cho cac bo phan/ gi ra bén ngoai, can dam bao file dugc format
sach dep, duoc dat ché do sén sang dé in (vi du; trén khé A4), cac cong
thuc, link can xt ly (dat ché do value, tranh viéc 16i), kiém tra ky ché do
Hide: céc file/sheet khong lien quan phai xoa/ loai di va nén gui file pdf
néu khong yéu céu file excel/word/powerpoint.

6. Gui cho ai: TO, CC, BCC, Reply All:

Gui To: ... nén gui dén 1 ngudi thuc hien/ chiu trach nhiém chinh trong
thuc hién luéng céng viéc.

Ngusi nhan email phai cé trach nhiém xu ly theo dung trach nhiém va
dung luéng cong viec dam bao luéng cong viéc (flow) chay tron tru, lién
tuc, khong bitac/ dung tai chd ctia minh.

Trusng hop chua xtr ly duoc ngay thi phai cé email phan héitrong bao lau
dé giadi quyét cong viec.

Khi nhan duoc email thi nén tréd 1i trong vong 24 gio va cham nhat la 48h
lam viéc.

Nén gui email tron gid/ngay lam viéc, khong nén gli email qua muon
hodc qua sém néu thuc su khong céap thiét.

Gui CC: cén can nhac ky nhang ai can gui dé thuc hién luéng céng viec,
khong gui CC vuot cdp néu khong thuc su can thiét, khong gui cho nhiing
nguci khong thuc su lién quan.

Tra loi tat ca (Reply All): chi st dung khi cén thiét va chdc chén rang théong
tin can gui dén tat ca moi nguai.

7.Tranh cam xuc:

Git binh tinh: Tranh st dung ngén nga qua gay gat hodc xuc pham.

8. Kié€m tra ky lai trusc khi gui email:

Doc ky: Kiém tra lai noi dung, chinh t3, file dinh kem trusc khi gui.

9. Cach quan ly hiéu qua véi Outlook:

V&i cac email can xu ly sau, nén dat lich nhéc: bat "CO" dé nhéc nhd:
Outlook/Follow up/ Add reminder: dat thoi han dé Outlook nhac lich.

Phan loai email vao cac thu muc nhé hon dé theo doi.

Vi du: hop mail n%oai dé theo doi cac email dén quan trong, chua xt ly
thong tin. Sau khi hoan thanh thi chuyén vao thu muc con bén trong.

Su dung tap trung cong cu Calendar dé dat lich hen/ hop, luu, nhéc nha
cac cong viéc can lam: dinh ky hang tuan/thang/nam ciing nhu cac céong
Viéc.

Gui email cho déitac/ nhan su kem thai han nhdc nhd phan héi/ thuc hiéen:
dung ché do: “Follow up™
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10. Luéng céng viéc thuc hién quy trinh thanh toan qua email:

10.1. Cac bé phan/ nhan su gui dé nghi thanh toan cho Finance check:
Yéu cau gui dung nguci

Chi CC: nhting ngudi lien quan dén thuc hién nghiép vu, khong CC vuot
cép néu khong thuc su cén thiét.

10.2. K& toan téng hop téng hop/ kiém tra réi gi KTT
chigti: “To: ..." khong CC néu ko thuc su can thiét.

10.3. KTT kiém tra/ duyét >> KTT gii BOD duyét thanh toan
chi gui: "To: BOD

10.4. KTTH kiém tra viéc thuc hién thanh toan

KTTH gti UNC "To: ... cho nhing nguai lién quan.

11. Email dé nghi thanh toan:

Mau quy chuén:
Kinh gui/ Dear ...

Phong TCKT E9 xin phé duyét thanh toan nhu sau:
Noi dung t/toan:

Chi phi thuc phdm thang 11/2024

Hinh thuc thanh toan:

Chuyén khoan tu tai khodn cong ty Phusc Thinh -TCB ...

2 -2

THONG TIN CHUYEN KHOAN:.

Ngusi thu husng: CONG TY TNHH TM VA XNK FAMILY FOOD
S& tai khodn: 99081988

Tai ngan hang: ACB

Sé tién (VND): 80.000.000

Noi dung C/K: TT mua thuc pham theo HD1539 cty Family Food

Tran trong/ Best regards,

MOT SO MAU KHAC:
EMAIL PE NGHI, XIN Y KIEN

Kinh gui/Dear anh...,
Em xin y kién cta anh vé viéc xuat hoa don cho cac phong XYZ. Hién tai,
viéc xudt hoa don théng qua bang tinh excel k&t xudt tu SML. Tuy nhién,
thudng xuyén xay ra tinh trang hoa don bi cham tré, gay anh huéng dén
cong tac thanh toan.

Em xin dé xudt phuong &n chuyén sang xudt hoa don dién tu tu dong
hang thang. Phuong an nay sé giup tiét kiém thai gian, tang tinh chinh
xac va minh bach trong qua trinh xuat hoa don.

Mong anh xem xét va cho y kién.

Tran trong,

EMAIL XIN NGHi PHEP

Kinh gi ...

Toi xin pheép duoc nghitu ngay .../.../...dén ../ ../ ...
vi [ly do nghi phepl].

Trong thai gian vadng mat, t6i da sdp xép cong viéc va ban giao cho [Tén
déng nghiépl.

Tran trong cam on,

EMAIL THONG BAO THU TIEN THANH LY MINIBAR:
Kinh gti cac anh/chi,

Em xin gui bao céo téng hop sé luong ban thanh ly dé minibar cho nhan
vién trong thang 12/2024.

Gid ban da duoc anh Ha Trung Hiéu/GM phé duyét véi muc chiét khéu
xxx%.

Trong do, téng sé tién thu va nhap quy ké toan thang 12 la:
E12: xxx déng da duoc giao cho chi Thao.
E09: xxx déng ban giao véi Hoang Anh.

Tran trong,
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