BAN MAU - dif ligu gid

° 2 ? ? 1
Checklist - M6 ca / mé ctra hang
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

1 M3 clia, t&t bdo dong (néu cd), bat dén, quat/diéu hod.

2 Dimdt vong kiém tra: clia, kho, ddu hiéu bdt thudng so vdi lic
doéng ca hom trudce.

3 Batmdy tinh tién/phdn mém bdn hang, mdy in hod don, kiém tra
k&t ndi mang.

4 Nhankét ddu ca tir trudng ca, dém tién 18, ghi sé tién ddu ca vao
s6.

5  Lauqudy, ban, san khu khdch; d6 réc con sét.

6  Kiém tra hang trung bay/nguyén liéu di cho ca; ghi mén sdp hét.
7  Kiém tra bdng gid, menu, khuyé&n méi dang chay dung.

8  Déng phuc, téc gon, ria tay; hop nhanh 5 phit phén viéc.

9  Bat mdy pha, xd nudc nhém pha, kiém tra dp sudt va nhiét; xay
thir, chinh céi.

10 Pha thér1ly méu, ném va diéu chinh.
11 Béat nhac nén theo danh sdch cda qudn.
Ngusi lam (ky)

Trudng ca (ky)
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Checklist - Dong ca / déng ctira hang
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

1 Bdo khdach gig dong clra trude 15-30 phat (nging nhdn don mdi
néu can).

2 Inbdo cdo doanh thu ca tir phdn mém; dém két, doi chiéu tién
mdt va chuyén khoan.

3 Ghichénhléch (néucd) valy do vao sé giao ca; trudng ca ky.

4  Cattién vao két/ndp theo quy dinh ctia chl; d€ lai tién 18 ddu ca
hém sau.

5  Vésinh theo checklist vé sinh cudi ngay.
6  Ghidanh sdch hang/nguyén liéu cén ddt cho hém sau.

7 Tt thiét bi khong cdn chay qua dém; rit dién thiét bi theo
hudng dén cla chd.

8  Kiém tra clra sé, clra kho, clfa sau; bat bdo ddng, khod clra,
chup anh gt nhém.

9  Vésinh mdy pha (backflush), thdo rita voi ddnh sira, dé ba.
10  Boc kin, ghi nhdn nguyén liéu mé dé, cat ti mat.
11 Kéo bdan ghé ngodi hién vdo trong.

Ngudi lam (ky)

Trudng ca (ky)
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BAN MAU - dif ligu gid

Checklist - Giao ca
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

# Viéccanlam

1 Ca trudc in/doc doanh thu dén thai diém giao; dém két cung ca
sau.

2 Ghisd tién giao, chirky hai bén vao sé giao ca.
3  Bangiao don dang lam d&, don ddt trudce, khéch hen.
4  Bangiao hang/nguyén liéu sdp hét, dé bdo ddt hay chua.

5  Bd&o sucé trong ca (mdy hdng, khdch phan nan, hang 16i) va
viéc daxuly.

6  Casau di mot vong kiém tra khu vuc trude khi ky nhan.
7  Ban giao nguyén liéu dd pha sén (cot tra, syrup) va gid pha.
Nguai lam (ky)

Trudng ca (ky)
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[ ] N (] L Y
Checklist - Vé sinh hang ngay
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

# Viéccanlam

1 Lau qudy thu ngdn, tay ndm cira, ban ghé khdch.
2 Quét, lau san khu khdch va khu lam viéc.
3 Dérdc, thay tuirdc, phan logi rdc theo quy dinh & dia phuong.

4 Kiém tra va lam sach nha vé sinh (néu ¢6), bé sung gidy, xa
phong.

5  Laukinh clra, ké trung bay.
6  Ghigis vaky vao béng vé sinh treo tai chd.

7  Ria, sat khudn thét, dao, dung cu; tdch riéng dung cu dé séng
va d6 chin.

8  Laubé mdt ché bién bdng nudc tdy rifa phi hop.
9  Kiém tra han dung nguyén liéu mé dé; bd d6 qud han.
Nguai lam (ky)

Trudng ca (ky)
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BAN MAU - dif ligu gid
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Checklist - Vé sinh tong hang tuan
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

# Viéccanlam

1 Lau quat, dén, diéu hoa (mdt na loc).

2  Kéoké, lau san dudiké va géc khudt.

3 Sd&p xép lgi kho: hang nhdp trudc dé ra trudc.
Lau trdn, mang nhén, kinh cao.

Kiém tra ddu hiéu con tring, chudt; bdo chli néu cé.

o o b

R& déng, lau td dong/td mat; vé sinh mdy hat mui, ludi loc ma.
7  Vésinh mdy dd, binh loc nudc theo hudng dén nha sén xudt.
Ngussi lam (ky)

Trudng ca (ky)
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BAN MAU - dif ligu gid

Checklist - Nhan hang, nhap kho
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

# Viéccanlam

1 Dé&ichiéu phiéu giao véi don ddt: tén hang, sé lugng, don gid.

2 Kiém trabao bi, han si dung, nhdn mdc; tir chdi hang mép,
hdng, sdp hét han.

3  Can/dém thuc té&; ghi chénhléch |&n phiéu, hai bén ky.

4  Cathang ngay: hang lanh trude, hang khé sau; hang méi dé sau
hang ci.

5  Nhdp s6 liéu vao s8 kho/phdn mém trong ngay.
6  Luu phiéu giao, hod don vao bia theo thdng.

7 Kiém tra nhiét d6 hang lanh/déng khi nhan; gitt hod don, chiing
tlrnguén géc nguyén liéu.

Ngudi lam (ky)

Trudng ca (ky)
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BAN MAU - dif ligu gid
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Checklist - Thu ngan va kiém ket
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

# Viéccanlam

1 Nhdp diing mén/hang vao phdn mém, doc lai téng cho khach.

2 Tiénmdt: dém trudc mdt khdch, kiém tra tién gid véi td ménh
gidlén.

3 Chuyénkhoan: chi giao hang khi thdy théng bdo tién vao (khéng
tin dnh chup man hinh).

4  Trélaitién thira, dua hod don/phiéu thanh todn.

5  Huy mén/hodn tién: phdi cé trudng ca xdc nhan va ghi ly do.

6  Khodng dé két ma khi rdi qudy; khong giif tién cd nhan trong két.
Nguai lam (ky)

Trudng ca (ky)
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BAN MAU - dif ligu gid

Checklist - Don tiép va phuc vu khach
Cda phé M&u - Qudn cda phé, tra sita - 12 Dudng Mau - Ap dung tir: 01/12/2026 - BAN MAU
Tudn tingdy .../ .. dén....../....../...... - DAnh déu x khi xong

# Viéccanlam

1 Chao khach trong 10 gidy khi khach vao.

2 Gigi thiéu mén/hang bdn chay, khuyén méi dang cé.
3 Xdc nhén lai yéu cdu cla khdch trudc khi lam.

4 Bdo thdigian chd néu lau hon binh thudng.

5  Khdch phan nan: Idng nghe, xin 16i, bdo trudng ca; ghi vao s
giao ca.

6  Cd&mcn va chdo khdch khi vé.
Ngudi lam (ky)

Trudng ca (ky)
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