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1. DIEU RFENXAC DINH BUU GUT KHONG CO NGUOI NHAN

Buu gt nhip kho lwu trir cia cong ty va bl coi 1a khong c6 nguoi nhan khr:

- Buu gin khong phat duoc cho nguot nhén va khong hoan tra dugce cho nguoi gui.

- Nguo1 nhan tur chdi nhin va ngudi guri cling tur choi nhan lai.
- Da qua thot han 06 thang ké tir ngdy buu gin dugc chap nhan (ky guni).

2. QUY TRINH XU LY 4 BU'O'C

Bude 1: Thanh lap Hoi dong xir ly
Cong ty ban hanh quyét dinh thanh lap Hoi dong xir Iy buu gui khéng ¢6 nguoi

nhan.
Thanh phan gom: Dai dién Ban Gidam dbc (Chu tich hoi dong), Truong bd phan Khai

thac/Kho, Nhan vién Phap ché/Ké toan.

Bude 2: Niém yét va Cong khai thong tin
Lap danh sach cac buu giri v6 chu (ght r0: 5O bill, ngay giri, tén/dia chi nguo1 guni -

nhan).
Thuc hién niém yet cong khai danh sach nay trén Website cua cong ty trong thot han

30 ngay dé nguoi co quyen loi dén nhén.
Budc 3: Mo buu gui ki¢m ké va Phin loai
Sau 30 ngay cong khai khong c6 nguo1 nhan, Hoi dong tién hanh boc mo buu gin dé

kiém ké no1 dung bén trong.
Tricong hop tim thay thong tin lién hé méi: Ban giao lai cho bo phén khai thac d¢ phat

lai cho khach hang.
Triecong hop khong tim thay thong tin: Tién hanh phén loai dé dinh gia tai san hodc lap
danh sach ticu huy.
Budc 4: Quyct dinh hinh thire xur ly
~ Tiéu huy: Doi voi van ban thu tir hét han, thuc pham hu hong, hang hoa khong con

pia tri su dung.
| - Thanh ly/Ban dau gia: D voi hang hoa con gia tri str dung. Toan by sO tién thu

dugc sau khi trir chi phi Iuu kho, xur ly s¢ duoc hach toan vao doanh nghiép hodc nop

ngan sach theo luat dinh.

3 11O SO LUU TRU VA BAO CAO

- Hb so bit buje gf‘im: Quyét dinh thanh lap Ho1 déng, Danh sach buu g cong khai, Bién
ban boc ma kiém ké, Bién ban thanh ly/tiéu huy.

- Théi han luu trir: Toan bo ho so trén phai dugc luu gitr doc lap trong thot han toi thiéu 05
nim dé phuc vu cong tac thanh tra buu chinh.
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