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I. cAc DoAN KHAcH cAp NHA NU"OC

I. Don Khach

Phong Himh chinh - T6ng hgp b6 tri xe d6n t(li Khach s(ln (khi c6 yeu diu)

2.Ti~p don

a. Chu tri ti~p d6n: I Ii~u tmang (hoi;icPh6 Hi~u tmang).
b. Thanh phfrn ti~p d6n: Phong Hanh chinh - T6ng hgp, C,IC dan vi lien quan, d<)ingu 1~tfm
c. Khanh ti~t:

Treo bang ron chao mirng a c6ng chinh va simh nha Trung Tam.
Phong chao mirng t~lisill1hcua phong ti~p khach.

- Tnii tham do duang di tiTngoai sanh nha trung tihn d~n clra thang may va tiTclra thang

may d~n phong ti~p khach.
L~ tan mi;icao dai d6ng ph\lc.
Chufrn bi phong ti~p khach: Hoa di;ittlrgng Bac, hoa tuai tren eac ban tra, phong, nuac

d6ng ehai, trai cay, banh ngQt.
d. Nghi thirc ti~p d6n dugc ti6n hanh nhu sau :

Phong Hanh chinh - T6ng hgp d6n khach t(li nai xe d6 (Sanh Toa nha Trung Tam).
D<)iI~ tan dung dQc hai ben tiTc6ng chinh Toa nha Trung Tam d~n thang may.

Hai nhan vien I~ tan mac doan khitch vao thang may.
D<)ingu I~ tan don doan khach t(li clra thang may sanh cua phong ti6p khach va mac

khach d~n Phong ti6p khach.
Hi~u tnnmg (hoi;icpho hi~u lmang) don doan khach tmac s,inh cua phong ti~p khach.
Hi~u trlHl'ng (hoi;ic pho hi~u tmang) ch\lp hinh luu ni~m vai doan khach tmac sanh

eua phong ti~p khach.
Hi~u tmang (hoi;icph6 hi~u tmang) ti;inghoa cho lmang doan.
Ti;ingqua (n~u co).
Ruac khach vilO Phong ti~p khach.
Hi~u tmang (hoi;ic ph6 hi~u tmang) va cac dan vi lien quan h<)idam vai khach t(li
Phong ti~p khach.



3. Chicn dlii.

Phong Hi'mh chinh - T6ng hgp c1lUilnbi ti~c chieu diii ho~c mai cam than m~t.
Hi~u truang (ho~c phD hi~n tru<'mg)va cac dan vi lien quan tham gia ti~c chieu diii.

4. Ti~n khach.

I-li~u truang (ho~c phD hi~u truang) ti~n khach va chia tay khach t(li nai xe db; dQi ngli

I~ tan dtrng dQc hai ben.
Phong Hanh chfnh T6ng hgp b6 tri xe dlTakhach v~ khach s;m.

II. cAc DoAN KHAcH cAp Be)

I. Don Khach

86 tri xe don (n~u co yeu diu)

2. Ti~p don

a. Chll tri ti~p don: I-li~utruang (ho(ic phD hi~u truang).
b. Thanh ph<1nti~p don: Phong I-Ianh chinh - T6ng hgp, cac dan vi lien quan, dQi ngli 1~tan.

c. Khanh tiet:
Treo bang ron chao mung a c6ng chfnh vii sill1htoa nha Trung Tam.

L~ tan I11~Cao dai d6ng ph\lc
Trang tri phong ti~p khach: Hoa d(it tlTgng Sac, hoa tuai tren cac ban tra, nuac dong
chai, tnii cay, banh ngQt.

d. Nghi thlrc ti~p don dugc tien hanh nhu sau :
Phong Hilllh chinh - T6ng hgp don khach t(li nai xe db (Sunh Toa nha Trung Tam).

DQi l~ tan dlrng dQc hai ben tu c6ng chinh Tou nha Trung Tam d~n thang may.
Hai nhan vien I~ tan ruac doan khach vao thang may.
DQi ngli 1~tan don dmin khach t(li clm thang may sunh clla phong tiep khach va ruac
khach d~n Phong ti~p khach.
Hi~u truang (ho~c pho hi~u truang) don doan khach a sanh clla philllg ti~p khach.
Hi~u truang (ho~c phD hi~u truang) ch\lp hinh luu ni~m vai doan khach trong Ph6ng

tiep khach.
- T~ng qua (n~u co)

Hi~u truang (ho~c phD hi~u truang) va cac dan vi lien quan h9i dam vai khach t(li
Ph6ng tiep khach.

3. Chicn diii.

I'h6ng Hanh chinh - T6ng hgp chuiln bi ti~c chieu diii ho(ic mai cam than m~t.
Hi~u truang (ho(ic pho hi~u truang) va cac dan vi lien quan tham gia ti~c chieu diii.

4. Ti~n khach. ,

Hi~u tr\T(rng(ho~c pho hi~u truang) ti~n khach va chia tay khach t(li nai xe db; d9i ngli
Ie tan dlrng dQc hai ben.



Ill. cAc DOANKHAcH cAp sa, THANHPHO, cAr TiNH

1. Don Khach

Kh6ng b6 tri xe don

2. Ti~p don

a. Chil tri ti~p don: Hi~u truang (ho~c Pho hi~u truang).
b. Thanh phdn ti~p don: D<)ingu l~ tan, cac dan vi lien quan.

c. Khanh ti~t:
L~ tan m~c ao dai d6ng ph\IC

_ Trang tri phong ti~p khach: Hoa tren cac ban tra, ph6ng, nuac dong chai, trai cay, banh

ng9t.
d. Nghi thuc ti~p don duqc ti~n hanh nhu sau:

Hai nhan vien I~ tan ruac doan khach van thang may.
Hi~u truang (ho~c pho hi~u tnrang) don doan khach t(li Phong ti~p khach.

T~ng hoa ho~c qua (n~u co)
Hi~u truang (ho~c pho hi~u tnrang) va cac dan vj lien quan h<)i dam vai khach t(li

Phong ti~p khach.

3. Chien diii.

Phong Hanh chinh - T6ng hqp chudn bi ti~c chieu dai ho~c mai com than m~t (n~u co)
Hi~u truang (ho~c pho hi~u tnrang) va cac dan vj lien quan tham gia ti~c chieu dai

4. Ti~n khach.

Hi~u tnrang (hO\ICpho hi~u truang) ti~n khach va chia tay khach t(li Phong tj~p khach.

IV. cAc DoAN KHAcH QUOC Tit
Nghi thlrc don ti~p cac doan khach qu6c t~ tuang t\l nhu nghi thuc don ti~p cac doan

khach dp Nha nuac
Phong Quan Iy Khoa h9C- Quan h~ Qu6c t~ tham gia don ti~p, t~ng qua, d~t ti~c chieu

dai, ti~n khach
Phong Hanh chinh - T6ng hqp chufrn bi l'hong ti~p khach va tea - break.

Chi chZI: Cac nghi thll'C tretl co thd ihl'(J'cdiJII chinh thea yell cdll clla Do[m khGch va chi dgo

flVC tdp clla Ban giam hi?lI.

Quy dinh nay ap d\lng k~ tu ngay ky.

N'fi ""('II:
- BOH;
- Cae dan vi:
- Luu HCTtl
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