Checklist set-up van phong: 50 mon can cé (PDF/Excel)

Cap nhat: 18/08/2025 — Ap dung cho van phong 10-50 nhan su.

Checklist 50 moén gilp set-up van phong ddng - du - tiét kiém theo bén nhom: 1€ tan, ké toan, ban he
hanh. C6 mau PDF/Excel tai mién phi, bang ggi y mua nhanh theo |6c/thliing, ho trg xuat VAT va béo g

nghiép.

Trang nay la phién ban in an/téng hgp rat gon tir bai viét trén vanphongphamvn.com.
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Cach su dung checklist & Checklist rut gon

Ai dung: Hanh chinh - Nhan sy, K& todn mua hang, Quan ly van phong.
Khi dung: mé van phong mdi, tang nhan su, ra soat dinh muc theo quy.

Nguyén tac: chudn hda 1-2 thuong hiéu chu luc; uu tién mua theo 16c/thung; dat diém dat hang lai ct

giday/buat/bia.
Checklist theo phong ban:

« Lé tan: kéo, bang keo, dao roc, but bi 0.7, gidy note, sé ti€p khach...

e K& toan: bia cong gdy 7-8 cm, nhan gay, file clear, gidy A4 80gsm, but ky...

Ban hang: s6 tay, bt gel, bia trinh ky, giday A4 70gsm...

Van hanh: dap ghim + kim bam, ké tai liéu, giay note size I6n...
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Bang goi y mua nhanh theo phong ban

Y-

Phong ban San pham chu luc Link

Lé tan Dao roc, bang keo, giay note /collections/van-phong-pham

Ké& toén Bia cong, nhan gdy, gidy 80gsm /collections/bia-cong ¢ /collections/gid
Ban hang Sé6 tay, but gel/bi /collections/but-viet

Van hanh Dap ghim, kim bam /collections/van-phong-pham
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Danh sach 50 mén chi tiét — A. Giay & in an (1-10)

1) Giay A4 70gsm
 2) Giay A4 80gsm
. 3) Gidy A3

 4) Giay note 3x3
 5) Gidy note 3x5
e 6) Giay bia mau

* 7) Bao thu C5/C6
* 8) Nhan in A4
 9) Giay decal

* 10) Bia boc tai liéu
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Danh sach 50 mén chi tiét — B. But & ghi chép (11-20)

11) Bat bi 0.7

» 12) But bi 0.5

« 13) But gel

e 14) BUt chil kim

* 15) Rudt but (bi/gel)
* 16) But da quang

« 17) BUt 16ng bang

« 18) BUt 16ng dau

e 19) Gom tay

e 20) So tay A5
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Danh sach 50 mén chi tiét — C. Luu trit & trinh ky (21-32)

» 21) Bia cong D-ring gay 5-7 cm
e 22) Bia cong Lever Arch gay 7-8 cm
» 23) File 14

« 24) Bia 16

» 25) Bia 3 day

» 26) Bia hop

 27) Bia trinh ky

» 28) Nhan gday bia cong

* 29) Kep budm

 30) Kep giay

e 31) Bam 16

* 32) Ké tai liéu
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anh sach 50 mon chi tiét — D. Dung cu ban lam viéc (33-4z

* 33) Kéo

* 34) Dao roc + ludi thay

* 35) Thudc ké

* 36) Bam kim

* 37) Kim badm No.10

» 38) Dap ghim 16n (heavy-duty)
* 39) Bang keo trong 48mm

* 40) HO6 déan

e 41) Bang keo gidy/déng goi

e 42) H6p cam but
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Danh sach 50 mén chi tiét — E. Khac & phu tro (43-50)

* 43) Khay/tl ho so nhé

« 44) Bang trang + nam cham
e 45) Miéng 16t chudt

* 46) USB

* 47) Pin AA/AAA

* 48) Bao name card

* 49) Khan lau man hinh

* 50) Thung rac mini
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Combo theo quy mo & Chinh sach giao hang
Combo 10 nhan su: A4 70gsm 2 ram + A4 80gsm 1 ram; 20 but bi; 4 bia cong (gay 7-8 cm); 1 hop ke
bang keo; 1 dao roc + 1 luGi thay; 1 dap ghim + 1 16c kim.
Combo 20 nhan su: gap doi; thém 1 bd nhan gay; 1 16¢ bat da quang.

Combo 50 nhan su: mua theo thling gidy; chuédn hda 1-2 ma but c6 rudt thay; can nhac hgp déng kht

toi uu price break.

Lién két mua nhanh: /collections/giay-a4 ¢ /collections/but-viet ¢ /collections/bia-cong ¢ /collections/v

phong-pham

Chinh sach: giao noi thanh 24h véi hang san; tinh 2-4 ngay lam viéc. Xuat héa don VAT (e-invoice) kh

MST.
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Ghi chu

Trang trong dé ghi chd khi di mua hang hoac lam viéc véi nha cung céap.
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