CONSULTING
*  SERVICES

LOGO QUY TRINH LAM VIEC KE TOAN BAN HANG

Ma tai liéu : Lan ban hanh: 01

1. MUC PiCH:
Qui trinh Lam viéc clla K& toan Ban hang dwoc xdy dung nham thong nhéat cach thic 1am viéc clla BO phan K& toan ctia QP. Quy trinh quy dinh chic ning,
nhiém vu, trach nhiém cta timg bd phén lién quan dén Quy trinh Lam viéc clia K€ todn Ban hang.

2. PHAM VI
- Tai liéu nay &p dung cho Phong K€ toan va nhiing b0 phan c6 lién quan tdi cong tic Ban hang tai QP
3. TRACH NHIEM
- Giam d6c chiu trach nhiém theo ddi viéc thutc hién, duy tri va cai tién quy trinh nay.
- Nhan vién K& toan va nhling b0 phan lién quan dén qua trinh dat hang chiu trdch nhiém thuc hién theo quy trinh nay.

4. PINH NGHIA VA TU VIET TAT
Cac dinh nghia/ Giai thich tir ngir:
SE: Nhan vién Kinh doanh
Bi€u tuong luu do:

STT | Bi€u tuong Noi dung Bi€u tuong Noi dung
1 C) Bat dau/két thic Budc thuc hién
2 Duyét Chtrng twr
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5. QUY TRINH LAM VIEC KE TOAN BAN HANG
Khach hang
Nhan vién 2. Lap don
hang

Kinh doanh
Ké toan -

; . 3. Ra don hél[lg > 4. Xuat hoa 5. Twong tac 4. Th6ne ké
Ban hang don v0i Sales & Béo cdo
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Luu do

Mo ta

Quy dinh thoi
gian

Chiu trach nhiém

Phong ban/
don vi

Vi tri

‘ 1. Dat hang )

Khach hang Pat hang ctia QP:
- Dat hang theo chu ky
- Pat hang bat ky

Khach hang

2. Lap don

Nhan vién Kinh doanh 1ap don hang SO trén CRM bao gOm:
1. Thoéng tin don hang: So lwong, Loai hang héa,...
2. Pon hang c6 chiét khdu khéng?
3. Théng tin thanh todn, xudt héa don (n€u cd)
4. Thong tin giao hang: Thoi gian va dia di€m giao hang.

Phong Kinh
doanh

Nhan vién
Kinh doanh

hang

3. Ra dan hang

Y

K€ toan Ban hang ra don hang theo CRM:

1. Pon dat hang bat ky:

- Kiém tra don hang trén CRM theo sut phan bé: Sales, Khu vuc

- Tao Danh sach Khach hang trén Misa

- X4c nh&n Pon hang trén CRM d€ cAp nhéat théng tin cho Sales

- In Pon hang, kém ching tir, ghi chii ching tir b8 sung trén bill, in d€ bo
sung chitng tlr

- Chuyén giao toan b0 bill + ching tlr cho BP Kho

- Stra phi€u giao hang ttr 7h30 - 8h30 ( k€ toan ban hang+ ké toan cong no)

2. Pon dat hang theo chu ky:
Lap ké hoach quan ly don hang theo Danh sach Khéach hang c6 chu ky dua

Ra don hang
trll'(")’c 3h
chiéu

Phong Ké toan

Ké toan Ban
hang
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