Scoring 45
-Yes(Y)
-No (N)
Scoring |Checklist Hwéng Dan
1. Nhan vién chinh thirc: quan 4o (4 Gi ngay ngén, gidy bong sach, deo day du bang tén,
- ) _ gang tay (néu cd)
1 bong phuc dang quy dinh N n n o e , , . _
2. Nhanvién hoc viéc, thuc tap mac déng phuc theo quy dinh cua PNS: a0 so mi trang
hodc den + quan tiy den
Nhéan vién . ) ) e .. . . . . o n A . -
ban hang 2 Grooming: Téc, mong tay, trang diém, muicathé  [N{rtrang diém nhe nhang ; Nam khong dé rau & khong deo khuyén tai, khong mui co thé
Tu thé: trong tu thé chao dén khach hay dang lam . e . e .
3 . o, . Hoat dong khac co thé chap nhan dugc: trung hang hoa, kiem dém hang, lau bui ban
hoat dong gi khac khong
4 Kiém tra so lugng nhan vién lam viéc trong ca Can dugc biét trudc slg nhan vién trong 1 ca lam viéc (thong thuong a 2 ngudi/ca)
M& cira dén khach: S&n sang don khach (ding dang vi tri, phia trudc clra hang):
Nhan vién tuan thu quy dinh ctia cong ty va ctra hang: khdng str dung dién thoai vao viéc ca
Nhén vién 5 Nv BV c6 ditng s&n sang md clra nhan trong gio lam viéc. ,
bio vé Khi,cc') khach buéc vao CH, trudng hgp NVBH dang nhan cho khach hang thi phai ngirng
’ nhan tin va note lai cho khach dang appointment biét dé ti€p khach budc vao.
6 DPong phuc dung quy dinh Vest den, so mitrang: trang phuc sach sé, khéng rach, son, khdng mui
7 Grooming: Téc, méng tay, hinh xdm, mui co thé Toc gon, mong tay sach sé, che hinh xam, khdng mui co thé
Mur 8 May tao mui c6 hoat déng tao huong thom theo yéu cau ctia cong ty da chon
hwong
9 Deén chiéu/dén hat bén ngoai clra hang du, khdng toi, theo ding guideline ctia hang
Anh séng 10 Tat ca dén trong ctta hang déu sang du, cac dén cung loai c6 do sang & mau giong nhau
11 ben backlit logo, lightbox, dai den LED du, khdng toi, theo ding guideline ctia hang




hoat dong binh thuong, am lugng vira phai khong to khong nho

Am thanh 12 Kiém tra hé thong loa/Cé md nhac ding guideline , N e )
dung theo yéu cau cua brand, nghiém cam bat nhac khac
San pham dugc lau chii sach s&, khong bam bui , , e , . .. o
13 “ ., bui, tag du & khong bi thiéu, rach, san pham phai dugc ui khi trung
(bao gom tag gia)
14 Kiém tra vé sinh mat tién clra hang Show window, buc ké,ctra kinh, Canh, dén chiéu sang, Poster, Bién MKT cac CT EOSS....
Cleaning 15 Kiém tra vé sinh san, tham va tuong vét ban, loang, vét nudc, mang nhén...
16 Kiém tra vé sinh cac quay ké, tu trung bay bui, van tay, mang nhén...
17 Kiém tra vé sinh ban ghé bui, vét do, 0....
e . . khong cé chira thung hang, cac vat dung, khong cé mui, kinh khéng cé vét do, diéu hoa du
18 Kiém tra vé sinh khu vyc fitting room mat
) L c6 cap nhat thong tin mdi chua,chun théng tin, sach sé khéng bui, cat va thay thé khi hét
19 Co standee trudc cura hang R
chuong trinh
20 C6 day du signage bén trong ctra hang cho cac chuan thane tin
VM CTKM, CRM &
Cay khong c6 la ua, canh gay, chau cay sach sé.
21 Hoa, chau cay xanh trung bay N&u CH c6 Lo hoa tuai thi khdng bi héo, lun di nudc, gitt tuoi tan,
mau sac theo dung guideline clia hang yéu cau
22 Kiém tra ngau nhién san pham trung bay vé tem dt théng tin, du so lugng, dang san pham
Hang héa dugc phan chia theo khu vuc ro rang: hang ban( phan khu theo chlng loai) hang
. x \ . - 0i,
Kiém tra ngau nhién san pham trong kho vé bao . , Lo . . . e s s a .
23 quan hang khach da dat coc, hang cho KOL mugn, hang GWP, hang stra d6, hang tra hang phai
Hang ha ghiro. , ,
vao sO ban giao ca va ghi gidy note vao tirng san pham.
S6 lwong hang hda phai khdp véi s6 lugng kiém ké
hang ngay, - o LA L X
24 Kiém trong s6 ban giao ca so vai hé thong

ky xac nhan trong s6 ki€m hang khi ban giao hang
héa sau moi ca.




25 Quay ké 6 bi tréc san, tray, mop CH phai bao ngay trong vong 24h cho bp bao tri néu phat hién
26 Cac ngan kéo hoat dong binh thudng khéng kéu, khéng bi ket
Ban ghé. Céc ghé ngbi ctia nhan vién/khach co an . N
27 R khong lung lay, khong gay, nu, .....
toan
28 Backwall, lightbox, Logo khong bong tréc, sach sé, du 4nh séng, chac chan tranh roi dé bé....
Cac canh ctra chinh, BOH, fitting room, ta trung bay| . . ke o .
29 R R R khong kéu, BOH luén dong, khéng 16i, ddng ma binh thuong....
Store hoat dong binh thuong
Facitit 30 Tudng, tran khong bi nitt/ban CH phai bao ngay trong vong 24h cho bp bao tri néu phat hién
y 31 Guong khong bi mé, cong CH phai bao ngay trong vong 24h cho bp bao tri néu phat hién
Cac cong cu dung cu phuc vu cho viéc ban hang tai |bao gom: thang gap, ban thd ( néu cd ), t lanh, cdy nuwdc ndng lanh, may tao mui huong,
32 CH phai ludn day du va trong tinh trang hoat dong  |may pha café, ban Ui hoi nudc
tot CH phai bao ngay trong vong 24h cho bp bao tri néu phat hién
e » . . e Camera va thiét bj PCCC hoat ddng tt, khdng c6 hang hoa che chan camera, thiét bi
33 Kiém tra so lvgng binh PCCC va hsd,thiét bj camera o ., - , . e . R R
PCCC va hang hoa cach tran 0,5m tranh chay n6 theo quy dinh PCCC cua Toa Nha.
Vat dung ho trg ban hang: V4/ tat thir gidy cho
34 khach, Ddn got giay (shoehorn), nang long, 16t got  |C6 day di khdng, cé bi ban khong
giay( d6i véi CH ban giay )
Bia trinh ky, bat ki DAFC, du DAFC phucvudwadén | _, .. ., o, R
Sale 35 i L . Co day du khong, co bi ban khbng
Supply khach khi troi mua nang
36 QR tai khoan cong ty C6 day du khong, co bi ban khong
D4y du vat dung trung bay tai quay tinh tién theo
37 quy dinh (...)Céc thiét bi phuc vu cho viéc thanh C6 day di khéng, c6 bi ban khéng
toan (POS, may ca thé...) hoat dong tét.
38 Huéng dan hoan thué VAT khi khdch c6 nhu cau phai tu van roé rang day di théng tin theo dung quy trinh
Tién mat ban hang ndp cho ngan hang theo ding - T T sk A .
POS ) e w .. o |Ki€mtratién mat doi chiéu vai so lieu ban hang trong ngay, néu khong khdp can co giai
39 lich, nghiém cam gi(t lai tai CH. Petty cash day du & |, .
. trinh ngay
san sang
40 Van phong pham ludn day dd san sang phuc vu cho cong viéc




41 BOH sach sé&, gon gang Khong c6 rac, khong cé nudc dong, Khdng cé do an, udng va doé dung ca nhan ctia NVBH
(bao bang boc, hoac bd vao hdp,...). TAt cd hang hoa phai duoc gan tem tag, tem hop qui
day du,
42 Hang hoa dugc bao quan can than tem tag giam gia phai htly bo, bdc khdi nhdn mac san pham sau khi hét chuong trinh,
BOH s6 lwong hang hda phai khdp véi s6 kiém ké hang ngay, ky xac nhan trong sé kiém hang
khi ban giao hang héa sau mbi ca.
dugc phan chia theo khu vic va theo nganh hang, hang 16i, hang dt coc, hang trung bay,
43 Hang hda trong kho sap x&p gon gang shopping bag, GWP, hang di bao hanh, hang tra hang, hang KOL muon, hang cua team
MKT phai dé riéng biét
4a Nudc, banh keo dung loai, di theo tiéu chudn clra |1st line: Banh Lu, Socola vién tugi DAFC, nudc Evian chai thay tinh, café vién pha may, tra
hang TWG....
F&B Dung cu phuc vu tra nudc day du cho khach cho ca
45 1st & 2nd line: coc, tach, khay, cay nudc ndng lanh, [2nd line: Banh Minis Loacker, café vién pha may, Socola Meiji, nudc Lavie chai nhya

may pha café




