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Pakse, ngay 27 thang 6 nam 2023

QUY PINH
Vé co ché tiép nhan va giai quyét don thw, gop y cia cac bén lién quan

Cin ctr B tiéu chuan tam thoi FSC-STD-LAO-01-2020 4p dung cho danh gia
ring tai CHDCND Lo ¢6 hiéu luc thi hanh ké tir ngay 14 thang 01 nim 2020;

Cin cr dé nghi cua Chanh van phong Cong ty va Ban FSC Cong ty.

I. VE TIEP NHAN PON THU, GOP Y

1. Muc dich:

Dé giai quyét kip thoi nhung kién nghi, mau thuan, vuéng méc glua Cong ty voi
cac to chirc, c4 nhan va cong dong dan cu trén dia ban théng qua viéc tiép thu cac gop
y nhiam dam bao hai hoa loi ich giita Cong ty véi cac bén lién quan trong qua trinh Cong
ty xay dung va té chirc thuc hién Phuong an quan ly rimng bén viing theo Bo tidu chuan
tam thoi FSC-STD-LAO -01-2020.

2. Phwong thirc va trach nhiém tiép nhan don thw, gop y:

a) Bang m& hom thu gop ¥:

- Mot hom thu gop v dat tai Van phong Cong ty, tru so cac NOng truong, Nha may.

- Trach nhiém tiép nhan don thu, gop y:

+ Ngudi chiu trach nhiém quan Iy va tiép nhan don thu, gop y 12 Chanh vin
phong Cong ty/Truong phong (hoac Phu trach phong) HC-NS don vi.

+ Thoi gian mé hom thu dé tiép nhan thong tin 1a 07 ngay mot lan (bao gom ca
ngay l¢, tet, ngay nghi).

+ Khi mo hom thw phai ¢6 sw chung kien cua dai dign cong doan, két qua cua
Vviéc mo hom thq la Bién b;”m M& hom thu va gé SO theo doi don thu da tiep nhan duoc.
Pon dugc gii dén Giam doc Cong ty/Giam doc don vi.

b) Tiép nhan kién nghi tir dién thoai hoic hop thu dién tu:

- Cac 6ng, ba duoc giao tiép nhan thong tin gom:

+ Phé giam dbc Cong ty, Pho ban FSC FM: ong Ping Pinh Phing. S6 PT:
02099522333. Email: dinhphung85@gmail.com

+ Chui tich Céng doan: ba Phonethida Theppangna. S6 PT: 02099581100. Email:
thida558899@gmail.com

+ Chanh Vin phong Cong ty, Thu ky FSC: ba Nguyén Thi Hai. S6 PT:
02098774272. Email: nguyenhaidaklaoruco@gmail.com

+ Cac Trudong phong/Phu trach Phong HC-NS don vi.

- Dia diém tiép nhan thong tin tai Van phong Cong ty/Phong HC-NS don vi. Thoi
gian tiép nhan trong gio hanh chinh caa cac ngay lam viéc.
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- Trach nhiém ciia ngudi da tiép nhan thong tin: Ngay sau khi nhan duoc th(“)r]g
tin nguol nhan dugc thong tin phai tong hop va bao cao Giam doc cong ty/Giam doc
don vi.

¢) Tiép nhan don thu, kién nghi qua buu dién:

- Chanh Van phong/Trudng phong/Phu trdch Phong HC-NS don vi la nguoi chiu
trach nhiém tiép nhan don thu, kién nghi tir buu dién chuyén dén Cong ty/don vi.

- Pia diém tiép nhan tai Van phong Cong ty/Phong HC-NS don vi hoic tai buu
dién, thoi gian tiép nhan trong gio hanh chinh.

- Ngay sau khi nhan dugc don thu, kién nghj,, Chanh Van phong/Truéng
phong/Phu trach Phong HC-NS don vi phai bao cao Giam doc Cong ty/Giam doc don vi.

Il. TRACH NHIEM GIAI QUYET

1. P6i véi b phan tiép nhan don thu, kién nghi:

- Tryc tiép nhan va mo so theo ddi, cap nhat don thu, g6p ¥ cua to chuc, ¢ nhan
va cac bén lién quan. Doi véi viéc md hom thu phai ¢ bién ban vé mé hom thur.

- Tong hop va chuyén céc don thu, kién nghi trong ngay dén Giam doc Cong ty
xem xét giai quyet.

2. Trach nhiém ciia Giam ddc Cong ty/Giam déc don vi:

~ Sau khi nhan dugc don thu, kién ngh tir by phan tiép nhan don thu, gop y chuyén

den; trong thoi han khdng quéa 03 r]géy lam viéc, Giam doc Cong ty/Giam doc don vi sé
giai quyet, phuc dap hoac uy quyen cho phong ban chirc nang, nong truong, nha may
tryc thuéq c6 lién quan téi noi dung trong don thu, gop y dé giai quyét, phac dap theo
tham quyén téi cac bén lién quan.

I11. TO CHUC THUC HIEN

1. Giao cho Giam dbc cac nong truong, nha may quy dinh Vlec dat hom thu gop
y tai co quan, tiép nhan va giai quyét cac don thu thugc tham quyén caa don vi. Nhitng
don thu gui Cong ty hoac vuot qua tham quyén giai quyet cua don vi, don vi c0 trach
nhiém chuyén va bao céo vé Cong ty xem xét giai quyét.

2. Quy dinh c6 hiéu luc ké tir ngay ky va duoc phé bién téi toan thé CBCNV
trong Cong ty.

3. Céc phong ban chirc ning, cac nong trudng, nha may va toan thé can bo cong
nhén vién trong Cong ty cd trach nhiém thi hanh Quy dinh nay. Trong qua trinh thyuc
hién néu c6 noi dung can sira doi, bo sung céc tap thé, ca nhan ¢ trach nhiém béo céo
lanh dao Cong ty dé xem xét, quyét dinh.

GIAM POC CONG TY

Noi nhan:

- Ban GDCT;

- Phong ban Cong ty;

- Céc don vi truc thuéc;
- Luu VT, Ban FSC.

Nguyén Pirc Hanh
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