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1. Ky hop dong

Sau khi chao gia, néu khach hang chdp nhan mac gia da dwa ra thi hai bén sé ki hop
ddng dich vu, Gy thac cho céng ty giao nhan giao hang va lam céac tha tuc cé lién quan
dén 16 hang xuat khau.

2. DPat cho (Booking)

Ki hop déng dich vu xong, chii hang sé gri Booking request d& xac nhan lai théng tin
vé hang héa: nguoi glri hang, ngudi nhan hang, trong lwong, loai container, noi déng
hang (d6ng & kho nguwdi glvi hay dong tai bai container clia cang), cang ha container
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chra hang dé théng quan xuéat khdu (ha container & cang nao thi théng quan tai cang
do), cadng dén (& nwéc nhap khau), ngay tau chay,...

Nhan vién cta cdng ty van chuyén sé& glri Booking request dén hang tau dé dat chd,
hang tau sé gwi lai Booking Confirmation (L&nh cdp cont réng) dé xac nhan da chira
chd trén con tau. Booking Confirmation thé hién nhirng théng tin can thiét sau: Sb
booking, tén tau, cang xép hang (port of loading), cdng d& hang (port of discharge),
cang chuyén tai (transhipment), bai duyét Iénh cip container réng, gi® cat mang
(closing time),...

D&t chd [a mét trong nhitng bwdc khong thé thiéu cho hang xuat ké ca hang LCL va
FCL, dbi véi hang LCL thi dat chd véi cong ty mé cont, dbi véi hang FCL thi dat chd
trén tau, sao cho phu hop véi lich ddng hang cta khach hang va nhivng yéu ciu khac
nhw: thdi gian van chuyén, tuyén dwdng,...

3. Péng hang va chun bi bé chivng tir

Déng hang

- Sau khi c6 Booking Confirmation tir hang tau, nhan vién kinh doanh sé giao cho nhan
vién giao nhan cung véi théng tin chi tiét 16 hang xuét khau, thoi gian dong hang dé
nhan vién giao nhan theo ddi, phdi hop v&i khach hang dwa cont réng dén kho cla
khach hang dé déng hang va van chuyén ra cang, trwéng hop 1a hang LCL thi s&v dung
xe tai dé ch® hang 1& dén kho CFS. Chi tiét tién hanh nhw sau:

- Nhan vién giao nhan sé& dem Iénh cap cont réng (Booking Confirmation) dén phong
diéu do ctia hang tau (thwdng & cang do hang tau chi dinh) dé dbi Iénh Iay container.
Phong diéu do & cang sé giao cho nhan vién giao nhan mét bd hé so gébm: packing list
container, sb seal, vi tri cAp container, 1&@nh cap container c6 ky tén cutia diéu do cang
cho phép lay container réng (chay bai). - Nhan vién giao nhan sé giao bd hd so nay cho
tai xé kéo container dén bai chi dinh cGa hang tau xuét trinh 1&8nh cip container réng da
duwoc duyét, ddng phi nang container cho phong thwong vu bai. LAy container réng van
chuyén dén kho nguwdi xuat khdu déng hang. - Hang da duoc nguwdi xuat khau chuan bj
san trong kho cia minh thi nhan vién giao nhan chi dwa container dén kho va déng
hang. Néu hang nam & nhirng kho bai khac nhau cla cung mét cdng ty xuat khau thi
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nhan vién giao nhan phai tién hanh van chuyén hang vé cung mét kho chung dé doéng
hang.

Chuan bi b6 chieng tie, hd so hdi quan hang xuat gém:

- To khai hai quan: 2 ban chinh (1 ban danh cho ngudi xuat khau, 1 ban hai quan lwu)
- Hop déng ngoai thwong: 1 ban sao y ban chinh

- Héa don thwong mai (commercial invoice): 1 ban chinh

- Bang ké chi tiét hang hoa (packing list): 1 ban chinh

- Booking: 1 ban chinh

4. Lam thu tuc hai quan

DPang ky t& khai: Dwa trén nhirng chirng ttr vé hang hoa ma ngudi xuat khu cung cép:
contract, invoice, packing list, gidy phép kinh doanh,... Nhan vién giao nhan vao phan
mém ECUSKD cua hai quan dé tao thdng tin trén mau t& khai va chiju trach nhiém
trwdc phap luat vé nhirng gi da khai.

DPong thué, 18 phi:
o Thué xuét khdu: bang 0. Do nha nwéc khuyén khich doanh nghiép xuét khau
nén khéng danh thué xuét khau.
« Nhan vién giao nhan phai ndép cac khoan I& phi theo yéu cau khi lam tha tuc hai

quan. (150.000 cho mét t& khai)

Rut t& khai:
e Nhan vién giao nhan mua tem (I&€ phi hai quan) dan vao to khai.
« Hai quan sau khi kiém tra xong gi lai t& khai dan tem va tra lai nhan vién giao

nhan: 1 to khai
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Note: Dbi v&i hang kiém héa:

- 1 to khai

- Hop ddng thwong mai (sao y)
- Invoice (ban chinh)

- Packing list (ban chinh)

5. Thanh ly hai quan bai

- Nhan vién mang t& khai da théng quan dén hai quan gidam sat bai ghi sb
container/seal va thanh ly hai quan bai 6 27 cla t& khai dé tién hanh thanh ly t& khai.

- Nhan vién giao nhan photo t& khai hai quan dién t&r sau dé ndp t& khai (ca photo va
gbc) dé kiém tra tai phong thanh ly.

- Hai quan thanh ly kiém tra déng d4u xac nhan va tra lai ban gbc.

6. Vao sd tau

- Can clr vao Booking nhan vién giao nhan viét sé hiéu tau, sé hiéu chuyén di, sé
container, sb seal vao 6 28, 29 cla to khai dé tién hanh vao sé tau.

- Nhan vién giao nhan nop td khai hai quan dé vao sé tau

- Hai quan tra lai t& khai va phiéu xac nhan vao sé tau. Két thic qua trinh 1am tha tuc
thdng quan cho 16 hang xuét khau tai cdng. Hang héa sé dwoc sap xép lén tau theo ké
hoach cta hang tau. Lwu y: Phai vao sb tau trwéc gio Closing time néu khéng hang sé
rot lai khéng xuét khau dwoc mac du da théng quan.

7. Lién hé hang tau lay B/L

Nhan vién giao nhan chuyén bé hd so (ban sao) cho khach hang dé ho gwvi théng tin
cho hang tau lién quan dé yéu cau cap van don.
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Sau khi tau chay, hang tau sé gti van don cho bd phan chirng tir cia céng ty. B6 phan
chirng tr s& dwa cho nhan vién giao nhan van don dé thwe xuat. Nhan vién giao nhan
dén Chi cuc hai quan ndp t& khai va van don dé hai quan dong dau xac nhan thuc xuét.

8. Tap hop bd chirng tir va quyét toan véi khach hang

Sau khi hoan tat bo chirng ti» hang xuat (HBL/ MBL) nhan vién ching tor sé glvi théng
b&o mé ta so lwoc vé 16 hang van chuyén: shipper/ consignee, tén tau/ sé6 chuyén, cang
di/ cang dén, ETD/ETA (ngay di/ngay duw kién dén), s6 van don (house bill, master bill),
loai van don (original, surrender, seaway), hop dong, invoice, packing list cho dai ly lién
quan dé dai ly theo déi tiép 16 hang tai cang dén, dinh kém |a ban sao HBL, MBL.

Néu la cwdc phi trd trwdce, nhan vién ching tor sé lam gidy bao no (debit note) gl
khach hang va chuyén cho bd phan ké toan theo déi thu céng ng. Chi khi nao ngudi
glri hang thanh toan cwdc phi va cac khoan phi lién quan (THC, BI/L, seal,...) thi nhan
vién chirng t&r méi cap phat van don cho ho.

Néu la cwdc phi trd sau, nhan vién chirng tor sé lam gidy bao no thu cwdc ngwdi nhan
hang glri dai ly tai cdng dén nho thu hd, ngudi giri hang chi déng phu phi tai Viét Nam
va nhan van don. Sau khi hoan thanh tha tuc théng quan va vao sb nguwoi giao nhan
phai: Kiém tra va sap xép lai cac chirng tlr thanh mét boé hoan chinh, ngwdi giao nhan
sé tra chirng tlr lai cho khach va céng ty cling lwu lai mét bd. Dong thoi, kém theo d6 la
gidy bao no (1 ban danh cho khach hang, 1 ban danh cho céng ty) trén d6 gdm cac
khoan chi phi ma coéng ty da ndép cho khach hang c6é héa don dd, phi dich vu van
chuyén va céac phi khac... Sau doé giam déc ki tén va déng dau vao gidy béo no nay.
Nguwdi giao nhan mang toan bd chirng tlr cung véi gidy bao no quyét toan véi khach
hang.



