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HUONG DAN THU TYUC NHAN HANG NHAP
(HANG CA NHAN)

I. Khéch hang 1a cong din Viét Nam nhén hang true tiép:

Tén ngwoi nhin trén Khong van don 1a ca nhan, khi di nhan hang cin xuét trinh
cac gidy to sau:

1. Chimg minh nhan dan (CMND), CMND Quén ddi, cin cudc cong dan hodc Gidy phép
lai xe (GPLX) (ban chinh) ciia nguoi di nhan hang con gia tri st dung, hinh anh va thong
tin phai r rang. Dia chi thé hién trén Khong vin don (AWB) trung khép véi dia chi trén
CMND, cin cudc cong dan hodc Gidy phép 1ai xe.

2. Ho khau ban chinh trong truong hop str dung H chiéu hodc dia chi thé hién trén Khong
van don khong tring khép véi dia chi trén CMND, cin cude cong dan hoic Gidy phép lai
xe nhung dung voi dia chi trén ho khau

3. Gidy x4c nhén tam trt cua dia phuong trong truong hop trén Khong van don thé hién
dia chi 1a noi dang tam tru.

4. Gidy Uy quyén nhan hang ciia Pai 1y trong trudng hop hang giri vé thong qua Dai ly.

I1. Khéch hang 1a cong dan Viét Nam iy quyén cho c4 nhin khac thay mét nhin
hang:
Teén nguoi nhan trén Khong van don la ca nhan nhung khong truc tlép di nhan
hang, 1y quyén cho mot ca nhan khac. Nguwoi dwge iy quyén khi di nhan hang can
xuit trinh céc glay to sau:
1. Gidy Uiy quyén nhan hang (ban chinh, c6 chimg thuc, cong chimg hop 18) thé hién 16 cac
ndi dung sau:
o Ténvathong tin giay to tly than cia nguoi Gy quyen.
o Ténvathong tin giay to tly than cia nguoi duoc ty quyén.
. Dia chi thé hién trén gidy uy quyén trung khop voi dia chi thé hién trén Khong
van don.
« S0 Khdng van don va so Khang van don phy (HAWB) néu cd. Néu noi dung
Giay uy quyen khong thé hién s6 Khong van don, khach hang duoc quyen thay
mat nhan nhiéu 16 hang trong ngay lam thu tuc va cung cap Giay Uy quyén méi
néu mudn tiép tuc nhan hang thay vao ngay hom sau.
(xin moi tham khao Mau iy quyén danh cho ca nhan)
2. Gidy to tiiy than con gia tri sir dung, hinh anh va thong tin phai rd rang ciia nguoi di
nhan hang gidng vé6i thong tin trén Gidy Uy quyén.
3. Giay Uy quyén nhan hang cua Dai 1y trong truong hop hang giri vé thong qua Pai 1y.

I11. Khach hang c4 nhin mang quéc tich nwréc ngoai:

Ten ngudi nhan tren Khong van don la nguwoi nwée ngoai, khi di nhin hang cin
xuit trinh céc glay to sau:

1. Ho chiéu — Passport (ban chinh) con gia tri str dung.
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2. Giéy x4c nhan tam tri noi dia chi duoc thé hién trén Khong van don trong truong hop
dia chi trén Khong van don ¢ Viét Nam.
3. Giay Uy quyén nhan hang cua Dai ly trong truong hop hang guri vé thong qua Pai ly.

IV. Khéch hang ca nhan ay quyén cho coéng ty thay mit nhén hang:
Tén nguwdi nhin trén Khong van don la ca nhan va uy quyén cho cong ty thay mit
nhan hang, ngwoi di nhan hang cin xuét trinh cac giay to sau:
1. Chémg minh nhan dan (CMND), CMND Quan d6i, Ho chiéu, cin cudc cong dan hodc
Gidy phép 1ai xe (GPLX) (ban chinh) ctia ngudi di nhan hang con gia tri sir dung, hinh anh
va thong tin phai ro rang.
2. Glay gi01 thi¢u (ban chinh) cua cong ty dugc uy quyén cho ngudi di nhin hang.
3. Gidy uy quyén (ban chinh, c6 chtng thuc, cong chiing hop 1€) cua ngudi nhan thé hién
trén Khong van don cho cong ty thay mit nhan hang. Gidy ty quyén can thé hién rd noi
dung:
e Ténva thong tin glay to tuy than cua nguoi uy quyen
« Dia chi thé hién trén gidy y quyén trung khop voi dia chi thé hién trén Khong
van don.
e SO ‘Khong vén don va s6 Khéng van don phu (HAWB) néu cé. Néu ndi dung
Gidy uy quyen khong thé hién s6 Khong van don, khach hang dugc quyen thay
mat nhan nhleu 16 hang trong ngay lam thu tyc va cung cip Giay Uy quyén méi
néu mudn tlep tuc nhan hang thay vao ngay hom sau
o Gidy 1 Uy quyén phai dugc ching thyc hop 1¢.
4. Gidy Uy quyén nhan hang cta Pai 1y trong trudng hop hang giri vé thong qua Dai 1y.

V.Khéch hang c4 nhén sir dung dia chi cong ty thé hién trén Khong van don dé
nhan hang:

Tén nguwoi nhan trén Khong van don 1a ca nhan va sir dung dia chi cia cong ty noi

dang lam viéc, khi di nhin hang can xuat trinh cac gidy to sau:

1. Ching minh nhan dan (CMND), CMND Quan 461, HO chiéu, can cude cong dan hodc

Gidy phép lai xe (GPLX) (ban chinh) ctia nguoi di nhan hang con gia tri st dung, hinh anh

va thong tin phai ro rang.

2. Gidy xac nhan (ban chinh, c6 dong diu cong ty) dang 1am viéc tai cong ty va thé hién

chinh x4c dia chi thé hién trén Khong van don.

3. Giay Uy quyén nhan hang cua Dai ly trong trudng hop hang giri vé thong qua Pai 1y.

VI1.Khong van don thé hién tén caa hai khach hang la ca nhan:
Trwong hop 1: Thong tin nguoi nhan hang thé hién 2 tén khach hang la ca nhan A hodc
B
o Mot trong hai khach hang duogc quyén 1én nhan hang.
Trwong hop 2: Thong tin nguoi nhan hang thé hién 2 tén khach hang 1a ca nhan A va B
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o Ca hai khach phai 1én nhén hang. Néu mot trong hai khach di nhan hang thi phai
c6 gidy uy quyén nhan hang thay cua nguodi con lai. (Tha tuc nhu truong hop 1,

1.

HUONG DAN THU TUC NHAN HANG NHAP
(HANG CONG TY)

I. Khach hang 12 Cong ty nhin hang true tiép:

Tén ngudi nhin trén Khong van don 1a Cong ty, khi di nhan hang cin xuit trinh
cac gidy to sau:

1. Gidy gidi thiéu ciia Cong ty (ban chinh) cho ngudi di nhin hang.

2. Chitng minh nhan dan (CMND), can cudc cong dan, Ho chiéu hodc Gidy phép lai xe
(GPLX) (ban chinh) cia nguoi di nhan hang con gia tri sir dung, hinh dnh va thong tin phai
rd rang.

3. Giay Uy quyén nhan hang ctia Pai 1y trong trudng hop hang gui vé thong qua Pai 1y.

Il. Khach hang la Cong ty uy quyén cho Cong ty khac thay mat nhin hang:

Khach hang dlro’c uy quyén khi di nhan hang can xuat trinh céc glay to sau:

1. Gidy uy quyén cua Cong ty thé hién trén Khong van don (bén uy quyen) cho Cong ty
thay mét nhan hang (bén dugc uy quyén). No6i dung Gidy ty quyén thé hién day du cac
thong tin cua bén uy quyén, bén dugc uy quyen s0 Khong van don va ndi dung thé hién rd
muc dich iy quyén nhan hang va cung cap dich vu (néu co).

2. Gidy gi6i thiéu cua Cong ty duoc uy quyén nhan hang (ban chinh) cho nguoi di nhan
hang.

3. Chitng minh nhan dan (CMND), cin cudc cong dan, Ho chiéu hodc Gidy phép lai xe
(GPLX) (ban chinh) ctia nguoi di nhan hang con gia tri sir dung, hinh anh va thong tin phai
rd rang.

4. Gidy Uy quyén nhan hang cia Pai 1y trong trudng hop hang giri vé thong qua Dai 1y.

I11. Thong tin nguoi nhan hang trén Khong van don la Ngan hang trong nwoc:
Khach di nhan hang can xuit trinh cac giay to sau:

1. Gidy uy quyén ciia Ngan hang hodc Khong van don ban chinh ¢6 ky hau hodc Thu bao
lanh khong thoi han cia Ngan hang.

2. Giay gidi thi€u cua Cong ty dugc uy quyén nhan hang (ban chinh) cho ngudi di nhan
hang.

3. Ching minh nhan dan (CMND), cin cudc cong dan, Ho chiéu hodc Gidy phép lai xe
(GPLX) (ban chinh) ciia ngudi di nhan hang con gia tri st dung, hinh anh va thong tin phai
rd rang.

3. Giay Uy quyén nhén hang ctua Pai 1y trong truong hop hang gtri vé thong qua Dai ly.
Luuy:.
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o Truong hop khach can nhén lai Thu bao lanh khong thot han, vui long cung cap
Khong van don chinh c6 ky hau hodc uy quyén cua Ngan hang.

IVV. Thong tin nguoi nhan hang trén Khong van don la Ngin hang nwéc ngoai:
Khach di nhan hang cin xudt trinh céc giay to sau:

1. Gidy uy quyén hodc Khéng van don c6 ky hau cua Ngan hang nudc ngoai (cé thé sir
dung ban copy).

2. Dién giao hang cia hing van chuyén trong trudng hop 16 hang vé truc tiép hoic Cam
két giao hang ctia Dai 1y trong truong hop 16 hang vé qua Pai 1y.

3. Gidy gi6i thiéu cua Cong ty duoc ty quyén nhan hang (ban chinh) cho nguoi di nhan
hang.

4. Chirng minh nhan dan (CMND), cin cudc cong dan, HO chiéu hoic Gidy phép lai xe
(GPLX) (ban chinh) cia nguoi di nhan hang con gia tri st dung, hinh anh va thong tin phai
rd rang.

5. Giay Uy quyén nhan hang ctia Pai 1y trong trudng hop hang g vé thong qua Pai 1y.

V. Thong tin ngwdi nhan hang trén Khong vin don thé hién tén ciia con tau va cé
C/o cho Cong ty ¢ Viét Nam:

Khach di nhan hang can xuit trinh cac gléy to sau:

1. Gidy uy quyén cua Thuyen truong con tau (bén uy quyen) cho Cong ty C/O trén Khong

véan don (bén dugc uy quyen) Gidy uy quyén thé hién diy du cac thong tin ciia bén uy

quyén, bén duoc ty quyén, s6 Khong van don va n6i dung thé hién rd myc dich uy quyén

nhan hang va cung cap dich vu (c6 thé sir dung ban sao y c¢6 dong ddu cua bén duoc uy

quyén).

2. Trudng hop con tau 14 so hitu cia cong ty duoc C/O, khach hang xuét trinh gidy s hitu

con tau (c6 thé sir dung ban sao).

3. Cong van cam két giao hang cho Bén uy quyen ctia Cong ty duoc uy quyén (ban chinh).

4. Giay gi6i thiéu cua Cong ty dugc iy quyén nhan hang (ban chinh) cho nguoi di nhan

hang.

5. Ching minh nhan dan (CMND), cin cude cong dan, Ho chiéu hodc Gidy phép lai xe

(GPLX) (ban chinh) ctia nguoi di nhan hang con gia tri sir dung, hinh anh va thong tin phai

rd rang.

6. Giay Uy quyén nhan hang cta Pai 1y trong truong hop hang gui vé thong qua Pai 1y.

VI. Théng tin ngwoi nhan hang trén Khong van don 1a Cong ty va ¢é hop dong thué
kho véi Cong ty la chi kho ngoai quan:

Khach di nhan hang can xudt trinh céc giay to sau:

1. Hop ddng thué kho ngoai quan (c6 thé sir dung ban sao y) bao gom trudong hop chi hang

di nhan hang truc tiép.

2. Cong vin cam két giao hang cho Bén uy quyén ctia chu kho ngoai quan (ban chinh).

3. Gidy gidi thiéu cua chu kho (ban chinh) cho nguoi di nhan hang.
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4. Chirmg minh nhan dan (CMND), cin cudc cong dan, HO chiéu hodc Gidy phép lai xe
(GPLX) (ban chinh) cua nguoi di nhan hang cia nguoi di nhan hang con gia tri st dung,
hinh anh va thong tin phai o rang.

5. Gidy Uy quyén nhan hang cta Pai 1y trong trudng hop hang gt vé thong qua Pai 1y.

VII. Thong tin ngwoi nhan hang trén Khéng van don la Cong ty va dia chi &
Cambodia/Laos (hang chuyén khiu bing duong bd) va cong ty Viét Nam &
muc Notify:

Khach di nhan hang can xuit trinh cac glziy to sau:

1. Gidy ty quyén cta Cong ty & Cambodia (bén uy quyén) cho Cong ty thé hién ¢ muc

Notify trén Khong van don (bén dugc uy quyen) Gidy uy quyén thé hién day du céc thong

tin cua bén uy quyén, bén duoc Uy quyén, s6 Khong van don va n6i dung thé hién rd muyc

dich uy quyén nhén hang va cung cép dich vu.

2. Cong van cam Kkét giao hang cho Bén uy quyén ctia Cong ty duoc iy quyén. Gidy gidi

thiéu cia Cong ty dugc ty quyén nhan hang (ban chinh) cho ngudi di nhan hang.

3. Chuing minh nhan dan (CMND), cin cudc cong dan, Ho chiéu hodc Gidy phép lai xe

(GPLX) (ban chinh) ctia nguoi di nhan hang ciia nguoi di nhan hang con gia tri st dung,

hinh anh va thong tin phai rd rang.

4. Gidy Uy quyén nhan hang ciia Pai 1y trong trudng hop hang giri vé thong qua Dai 1y.

VI1I. Hang phuc vu cho trién lim:

Khach di nhan hang phuc vu cho trién 1am cén xuét trinh cac gidy to sau:

1. Glay phép to chtre trién 1am do S¢ Cong Thuong cap (c6 thé st dung ban sao).

2. Glay iy quyén ciia Cong ty to chirc trlen 1am cho Cong ty khac di nhan hang (néu co).
3. Gidy gidi thiéu ctia Cong ty to chirc trién 13m hodc Cong ty duoc iy quyén nhan hang
(ban chinh) cho nguoi di nhan hang.

4. Chirng minh nhan dan (CMND), cin cudc cong dan, HO chiéu hoidc Gidy phép lai xe
(GPLX) (ban chinh) ctia nguoi di nhan hang con gia tri sir dung, hinh anh va thong tin phai
rd rang.

5. Gidy Uy quyén nhan hang cta Pai Iy trong truong hop hang gti vé thong qua Dai 1y.

IX. Hang tai xuit:

Trong truong hop tai xuit hang dé tra vé noi giri, ngwoi di 1am thi tuc cin xuét
trinh cac giay to' sau:

1. Giay ay quyen cua Cong ty thé hién trén Khong van don (bén uy quyen) cho Cong ty
duoc iy quyén lam tai xuét (bén duoc uy quyén) neu co. Gidy ty quyén thé hién dy du
cac thong tin cua bén iy quyén, bén dugc uy quyen sO Khéng véan don va ndi dung thé
hién r6 myc dich uy quyén tai xuat hang va cung cap dich vu (néu c).

2. Cong van xin xuat tra hang cua Chu hang hodc Cong ty dugc uy quyén di c6 su dong ¥
cua co quan Hai quan.
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3. Gidy gidi thiéu cia Chu hang hodc Cong ty duoc ty quyén (ban chinh) cho nguoi di 1am
thu tuc.
4. Chtmg minh nhan dan (CMND), can cudc cong dan, H chiéu hoic Gidy phép lai xe
(GPLX) (ban chinh) cua nguoi di nhan hang con gia tri sir dung, hinh dnh va thong tin phai
rd rang.

Quy dinh chung vé Gidy gi6i thiéu:
1. Str dung ban chinh
2. Thé hién ndi dung rd rang, khong c6 dau hiéu tiy x6a, chinh sira va str dung hai mau
muc.
3. Thé hién rd muc dich dén ACSV: nhan hang, nhan ching tir hodc lam thu tuc nhan hang.
4. Gidy gi6i thiéu phai con hiéu luc. Néu trén Gidy gi6i thiéu khong thé hién thoi han hiéu
luc thi chi c6 gia tri trong ngay ky.
5. Bugc ky bo1 Nguoi dai dién phap luat cua t6 chtrc hodc nguoi duoc iy quyén (vui long
xudt trinh ban sao gidy uy quyén c6 dong dau cong ty).
6. Chir ky trén Gidy gidi thiéu phai chiém it nhat 1/3 con dau va thé hién ho tén va chirc
danh cua nguoi ky tén.
7. Chur ky phai dugce ky truc tiép, khong str dung chir ky bang con dau.
8. Con dau trén gidy gidi thiéu phai 1a dau dong truc tlep
9. Pia chi thé hién trén con diu phai diing voi dia chi thé hién trén Khong van don. Truong
hop cac cong ty c6 chi nhanh hach toan phu thudc va str dung chung con dau véi cong ty
me thi can xuat trinh cc gidy to ching minh sir dung chung con dau.
10. Pia chi thé hién trén Khong van don 1a dia chi Vin phong dai dién cua cong ty, dia chi
trén con dau trén Gidy gidi thiéu 1a dia chi cong ty thi can xuét trinh Gidy phép kinh doanh
ctia Cong ty c6 thé hién 1 dia chi Van phong dai dién cua Cong ty 1a dia chi thé hién trén
Khong van don.
11. Truong hop cac ho kinh doanh ca thé, khi di nhan hang can xuat trinh thém Gidy phép
dang ky kinh doanh.

Quy dinh chung vé Gidy uy quyeén:
1. Lénh giao hang cua Dai 1y dng tén trén Khong van don chinh (Master Airwaybill) thé
hién r6 cac ndi dung sau:
o Tén va dia chi cua Pai Iy va Cong ty dugc ty quyén nhan hang.
« S0 Khong van don chinh (Master Airwaybill), sé Khong van don phu (House
Airwaybill), s6 kién va trong lugng 16 hang.
« Nbi dung Gy quyén di nhan hang.
« Ban chinh, dugc dong du va ky truc tiép; thé hién ho tén, chtrc danh cta nguoi
Ky.
« Truong hop cac Dai ly sir dung con dau tu phat hanh thi phai dang ky trudc véi
ACSV.
o Gidy iy quyén c6 tir hai to trd 1én thi can c6 dong dau giap lai.
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2. Gidy ty quyén nhan hang ciia mot Cong ty cho mot Cong ty khac di nhin hang:

Tén va dia chi cia Cong ty uy quyén (bén A) va ctia Cong ty dugc ty quyén
nhan hang (bén B). Tén va dia chi cia Cong ty Gy quyén (bén A) phai ding véi
tén va dia chi thé hién trén Khong van don.

Noi dung bén A uy quyén cho bén B nhin hang/thanh toan héa don/cung cip
dich vu va xuat hoa don/cap lénh...(néu cd). Noi dung ty quyén “lam thu tuc”
chi sir dung cho viéc nhan hang, khong sir dung cho viéc iy quyén ding tén trén
hoa don/cung cip dich vu.

Ban chinh, dugc dong déu moc do va c6 chir ky truc tiép, ho tén, churc danh cua
nguoi ky.

Gidy uy quyén phai duoc ky baoi Nguoi dai dién phép luat cia Cong ty. Truong
hop nguoi ky khong phai Nguoi dai dién phap luat thi phai c6 uy quyén cho
nguoi ky vé viée ky trén cac giay to lién quan dén xuat nhap khau.

Glay uy quyen c6 tir hai to tro 1én thi can c6 dong dau giap lai.

Glay iy quyén duogc dang ky sir dung dai han, ndi dung can thé hién thoi han oy

quyeén.
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