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QUY TRINH KY HQP PONG, PAO TAO CO BAN, CAP
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THE THANH VIEN

QUY TRINH KY HQP PONG
SEACRET tiép nhan thdng tin Nguoi Tham Gia

Khi Nguoi Tham Gia téi SEACRET tim hiéu vé cac san pham va mong muén ky Hop
Pong v6i SEACRET thi nhan vién SEACRET hoic Ngudi Bao Trg ¢ trach nhiém giai
thich cho Nguoi Tham Gia céc ndi dung dé duge nop va xac nhén boi B6 Cong Thuong
bao gébm: Hop Pong Tham Gia Ban Hang Pa Cip, Ké Hoach Tra Thuong, Quy Tac
Hoat Bong, Chuong Trinh Pao Tao Co Ban, Danh muyc hang hda kinh doanh theo
phuong thirc da cdp. Néu nguoi tham gia c6 théc mac vé cac diéu khoan trong Hop DPong
thi nhan vién SEACRET hoic Ngudi Bao Tro ¢d trach nhiém giai thich vé cac diéu khoan
do.

Nguoi Tham Gia khoi tao va ky Hop Dong Tham Gia Ban Hang Pa Cip theo mot trong
hai cach sau:

1.2.1. Hop dong truc tuyén:

1.2.1.1.Mau Hop Déng Tham Gia Ban Hang Pa gép dugc chip thuan boi co quan nha nude
o tham quyén dugc SEACRET dang tai san tai trang thong tin dién tr cia SEACRET
Wwww.seacret-vietnam.vn .

1.2.1.2.Nguoi Tham Gia sau khi d4 tim hiéu ky vé cac diéu khoan ciia Hop Bong Tham Gia
Ban Hang Pa Cip, Ké Hoach Tra Thuong, Quy Tac Hoat Pong cia SEACRET néu
muén tham gia ky Hop Ddng voi SEACRET s& truy cap vao trang thdng tin dién tir
cua SEACRET, vao muc Diang Ky tro thanh Nha Phan Phéi caa SEACRET. Sau d6
Nguoi Tham Gia dién day da thong tin vao mau Hop Dong Tham Gia Ban Hang Pa
Cép tai trang thong tin dién tir va heu lai Hop Pong Tham Gia Ban Hang Da Cép nay.

1.2.1.3.Sau khi luu lai Hop Dong Tham Gia Ban Hang Pa Cép, Nha Phan Phdi s& nhan duoc
tén (username) va mat khau (password) do SEACRET cung cap dé dang nhap vao
trang thong tin dién tr cia SEACRET.

1.2.1.4.Sau khi luvu Hop Pong Tham Gia Ban Hang Pa Cap tai trang thong tin dién tir cua
SEACRET, Nguoi Tham Gia ty in ra 02 (hai) ban Hop Déng Tham Gia Ban Hang ba
Cap. Nguoi Tham Gia ky trude vao 02 ban Hop Pong Tham Gia Ban Hang Pa Cap
nay.

1.2.2. Hop ddng in sin:

1.2.2.1.M4u Hop Pdng Tham Gia Ban Hang Da Cép hai (02) lién in san duoc chap thuan boi

co quan nha nudc co6 thdm quyén dwoc SEACRET cung cip mién phi tai Vin
phong/Chi nhanh cia SEACRET.

1.2.2.2.Ngudi Tham Gia sau khi di tim hiéu ky vé cac diéu khoan ctia Hop Dong Tham Gia
Ban Hang Pa Cép, Ké Hoach Tra Thudng, Quy Tic Hoat Pong cia SEACRET néu
mudn tham gia ky Hop Dong véi SEACRET sé dién day dii thong tin vao Hop Dong
Tham Gia Ban Hang Pa Cap hai lién in san ciia SEACRET, ky trudc vao ca 2 lién cia
Hop Dong Tham Gia Ban Hang Da Cép nay.

Ngudi Tham Gia chuén bi b hd so sau va nodp tryc tiép tai tru so, chi nhanh cua
SEACRET hoac guri qua duong buu dién dén tru sd, chi nhdnh cia SEACRET:


http://www.seacret-vietnam.vn/
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- 02 (hai) ban Hop Dong Tham Gia Ban Hang Pa C4p ma Nha Phan Phéi d ky

- Ban sao chirng minh nhan dan hodc can cudc cong dan hoac ho chiéu con hiéu luc

- Ban sao gidy Chimg nhan két hon (trudng hop vo chdng cing tham gia)

- 01 hinh 3x4 cta Nguoi Tham Gia va 01 hinh 3x4 cta vo/ chong ctia Nguoi Tham Gia
néu ca hai cung tham gia.

SEACRET xir ly thdng tin Ngudi Tham Gia trong trudng hop Nguoi Tham Gia dong ¥ ky

Hop ddng véi SEACRET

1.4.1. Nhan vién SEACRET nhan bd hd so duoc nop truc tiép hodc giri qua dudng buu

dién tir Nguoi Tham Gia.

1.4.2. Nhan vién SEACRET kiém tra d6i chiéu thong tin dwoc ké khai trong Hop Dong vei

thdng tin trong ching minh nhan dan, cén cudc cong dan, gidy Ching nhéan két hon,
ddng thoi kiém tra tinh xac thuc cua cac hd so do Nguoi Tham Gia cung cap.

1.4.3. Nhan vién SEACRET kiém tra trong hé thong SEACRET xem Nguoi Tham Gia da

ky Hop Dong tai SEACRET chua, d c6 mi s6 tai SEACRET chura.
SEACRET ky va déng dau Hop Pong Tham Gia Ban Hang Pa Cap

1.5.1. Trudng hop Nguodi Tham Gia di diéu kién dé ky Hop Ddong, nhan vién SEACRET sé&

liy chir ky nguoi dai dién c6 thim quyén ciia SEACRET va dong dau trén 02 (hai) ban
Hop Pong Tham Gia Ban Hang Pa Cap di duoc ky boi hai bén. Trudng hop Ngudi
Tham Gia khong du diéu kién dé ky Hop Dong, SEACRET s¢ lién lac v6i Nguoi
Tham Gia dé yéu cau bo sung ho so hoic néu Iy do SEACRET tir chdi ky Hop Pong.

1.5.2. Trudng hop Ngudi Tham Gia du diéu kién dé ky Hop Pong, trong vong 10 ngay lam

viéc sau khi nhan b hd so tir Nguoi Tham Gia, nhan vién SEACRET sé& giii lai 01 ban
Hop Pong Tham Gia Ban Hang Pa Cép c¢6 day du chir ky ciia hai bén, dong dau cia
SEACRET cho Nguoi Tham Gia bang duong buu dién hodc Nguoi Tham Gia ¢6 thé
nhan truc tiép tai try so, chi nhanh cia SEACRET.

QUY TRINH PAO TAO CO BAN

Sau khi Hop Pong Tham Gia Ban Hang Pa Cép gitta SEACRET va Nha Phan Phéi
duoc hai bén ky két va co hiéu luc, l\lha Phan Phoi phai tham gia Chuong Trinh Dao Tao
Co Ban dugc SEACRET o chuc mien phi theo quy dinh cua Nghi dinh s6 40/2018/Nb-
CP. Nha Phan Phoi mégi cia SEACRET (“Hoc vién”™) ¢6 thé Iﬂua chon mot trong hai hinh
thire dao tao da dugc SEACRET dang ky voi co quan co tham quyén, gom: Dao tao tur
xa va Pao tao truc tiep.

Chuong trinh dao tao co ban tir Xa (“Dao tao truc tuyén”)

Chuong Trinh Dao Tao Co Ban dudi hinh thic dao tao truc tuyén s& dugc truyén dat toi
cac Hoc vién theo quy dinh caa Nghi dinh s6 40/2018/ND-CP.

Budc 1. Cap tai khoan hoc Truc tuyén

Sau khi Hop Dong Tham Gia Béan Hang Pa Cap gitta SEACRET va Nha Phan Phoi
dugc hai bén ky ket va co hicu lyc, Cong ty sé cung cap duong link truy cap Chuong
Trinh Bao Tao Co Ban danh cho Nha Phéan Phoi kém theo tén dang nhap va mat khau.
Déi vai truong hop cac Nha Phan Phéi 1a ch/chong cung dang ky trong mot Hop Pong
Tham Gia Ban Hang Pap Cap dudi cing mot mé sé Nha Phan Phdi, ngoai viec cap cho
Nha Phan Phéi 1a nguoi dung chinh Hop ;Iong duong link va tai khoan dé hoc nhu trén,
thi Cong ty s€ cung cap cho Nha Phan Phoi la vo/chong duong link va mét tai khoan doc
lap dé dang nhap va tham gia Chuong Trinh Dao Tao Co Ban. Ca hai Nha Phan Phoi nay



déu phai tham gia va hoan thanh Chuong Trinh Pao Tao Co Ban dé duoc cip Thé Thanh
Vién.

a.

Déi vai Nha Phan Phéi 1a nguoi dung chinh Hop dong:
buong link truy cap: https://www.seacret-vietnam.vn/wwwi/vi/vn/login/

Cac budc diang nhap:

Pé dang nhap, Nha Phan Phéi truy cap duong link néu trén va dién diy da thong tin
tén ding nhap va mat khau da duoc Cong ty cung cap va nhap nat “dang nhap”. Sau
khi dang nhap thanh cdng, tai Trang chu Hé thdng van phong ciia Nha Phan Phéi,
Nha Phan Phéi nhap vao nat “Hoc vién Dao tao Seacret” dé truy cap vao Chuong
trinh Pao tao co ban cua SEACRET.

Déi véi volchong caa Nha Phan Phéi dimng chinh Hop dong:

buong link truy cép:
http://training.seacret-vietnam.vn/login/index.php?enrolkey skipsso=1

Céc budc dang nhap:

D¢ ding nhap, Nha Phan Phéi truy cip duong link néu trén va dién day du thong tin
tén dang nhap va mat khau da dugc Cong ty cung cap va nhap vao nat “Dang nhap”.

Luu y: Hoc vién phai ty hoan thanh Chuong Trinh Dao Tao Co Ban ma khong cd su
giup do tor nguoi khac. Hoc vién vi pham quy dinh nay sé bi coi la vi pham Quy Tac
Hoat Bong va bi xir ly theo quy dinh.

Budc 2. Hoc va kiém tra

a.

Sau khi dang nhép, man hinh s& hién thi thong tin vé Chuong Trinh bao Tao Co Ban.
Hoc vién s& nhap vao muc “Péo tao co ban Seacret” dé xem ndi dung Chwong Trinh
bao Tao Co Ban.

Chuong Trinh Dao Tao Co Ban tir xa ctia Cong ty bao gom 03 muc chinh:

e Muc “Hd trg ngudi hoc” 1a hé théng hd trg Hoc vién tuong tac trong qué trinh
hoc,

e Muyc “Ly thuyét va kiém tra kién thirc” bao gém cac ndi dung chinh ctia Chuong
Trinh Dao Tao Co Ban, va

e Myc “Két thic” ghi nhan noi dung hoan thanh khoa hoc ciia Hoc vién.

Muc “Ly thuyét va kiém tra kién thirc” bao gébm ndi dung vé Tong quan Chuong
Trinh Pao Tao Co Ban va co ché danh gia cung 05 hoc phan va bai kiém tra cubi
khoa (theo Chuwong Trinh Dao Tao Co Ban da dwoc dang ky véi co quan nha nuoc
c6 tham quyén).

Hoc vién c6 thé lya chon tung hoc phﬁn dé hoc mot cach doc lap. Mbi hoc phén sé
duogc trinh bay dudi dang slide.

Dé dam bao thoi lugng dao tao va sy tham gia ddy dii cia Hoc vién, phin mém tng
dung hoc tir xa khéng cho phép Hoc vién tua bai dé bo qua bat ky ndi dung nao trong
Chuong Trinh Pao Tao Co Ban va khéng cho phép chuyén slide khi noi dung dang
dugc gioi thi€u. Chi sau khi ni dung gioi thi¢u trong mot slide két thiic, Hoc vién
méi c¢6 thé nhap vao ndt “Tiép” dé chuyén sang trang tiép theo.

Hoc vién c6 thé tam ngimg bai hoc bat ctr khi nao, hé théng s& ghi nhan thoi gian
Hoc vién da hoc va dung ¢ ndi dung do. Khi Hoc vién tiép tuc viéc hoc vao lan ké
tiép, hé thong cho phép Hoc vién dugc hoc tiép cac ndi dung da tam ngung trudce do.


https://www.seacret-vietnam.vn/www/vi/vn/login/
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f.  Trong sudt qua trinh hoc,’ Hoc vién c6 thé dit cau hoi, trao ddi cac thic méc véi bao
tao vién thong qua h¢ thong tuong tac cua Chuong Trinh Dao Tao Co Ban (Chi tier
tai Phan IV Chuong Trinh Dao Tao Co Bdn Tur Xa).

g. Dé dam bao Hoc vién co thé nim rd duoc ndi dung cua cac hoc phin, trong qua trinh
hoc, hé thdng s& hd trg Hoc vién on bai bang cach dit cac cau hoi 6n tap dé Hoc vién
tur tra 161 va c6 hudéng dan dap an ddi voi mdi cau hoi.

h. Khi hoc hét toan bd 05 hoc phan, Hoc Vién méi duoc 1am bai kiém tra cudi khoa, hé
thong s& khdng cho phép Hoc vién lam bai kiém tra khi chua hoan thanh day du céc
ndi dung tai cac hoc phan théng qua viéc hién thi ndi dung canh bao “Han ché” va
khong thé truy cap cho tdi khi cac hoc phan dwoc hoan thanh day du.

i. Dé dam bao Hoc vién dd nam rd ndi dung bai hoc va di duoc giai dap toan bo cac
cau hoi, thac mac tir Pao Tao Vién trude khi lam bai kiém tra, hé thong sé hién thi
cac thong bao nhu sau:

e Ban di hoan thanh toan bd cac hoc phan ciia Chuong trinh dao tao co ban va dua
diéu kién dé lam bai kiém tra.

e Bing viéc nhan nat "Bat dau 1am bai" dudi day, ban xac nhan rang moi thic méc
cta ban da dugc Pao tao vién giai dap.

e Néu con thic méc, vui long vao muc "hd tro ngudi hoc" dé Pao tao vién tiép tuc
giai dap.

j. Bai kiém tra danh gia dugc thiét ké dudi dang cau hoi tric nghiém bao gom 20 cau.
Hoc vién phai tra 161 ding it nhat 70% so cau hoi trong toan b bai kiem tra s& dugc
tinh 1a dat. Truong hgp khong dat, Hoc vién dugc phép lam lai bai kiém tra cho dén
khi dat.

K. Sau khi hoan thanh ndi dung bai kiém tra, hé thong s& ghi nhan két qua kiém tra cua
Hoc vién dat hay khong dat.

I Hoc vién co thé vao muyc “Két thic” dé xem chimg chi xac nhan hoan thanh Chuong
Trinh Bao Tao Co Ban ctia minh véi toan bd thong tin vé: Ho tén, ma s Nha Phan
Phoi, thoi gian dao tao va cach thic dao tao.

m. Sau khi hoan thanh dao tao co ban, Hoc vién tai Ban cam két (theo Mau sb 13 tai phy
luc ban hanh kém theo Nghi dinh 40/2018/ND-CP) tai muyc “Keét thic” va dién thong
tin, sau d6 gui vé Cong ty.

n. Sau khi nhan dugc Ban cam két ctia Nha Phan Phéi, Cong ty s& cap Thé Thanh Vién
cho Nha Phén Phoi.

Toan bo thdng tin vé két qua dao tao dugc hé théng ghi nhan, luu trit theo quy dinh cua
Nghi dinh 40/2018/ND-CP. Hé thdng c6 tinh ning truy xuat cac thong tin thanh file
excel véi diy du cac thong tin bao gom: Ho Tén, ma s6 Nha Phan Phéi, sé chitng minh
nhan dan hoidc cin cudc céng dan hoic ho chiéu, dién thoai di dong, tinh/thanh phd,
diém kiém tra kién thirc, két qua kiém tra, thoi gian hoan thanh dao tao, hinh thicc dao
tao, tén Pao tao vién. Toan bo thdng tin nay s€ dugc Cong ty lap thanh danh séch, in ra,
dong dau va luu trit theo quy dinh cua phap lut.

Chuong trinh dao tao co ban tryc tiép

Chuong Trinh Pao Tao Co Ban dudi hinh thic dao tao truc tiép s& duoc truyén dat toi
cac Hoc vién thong qua cac Pao tao vién dugc SEACRET chi dinh theo quy dinh cua
Nghi dinh 40/2018/ND-CP.

Budc 1: Sau khi Hop Dong Tham Gia Béan Hang Pa Cdp duoc Nha Phan Phéi va
SEACRET ky két va co6 hiéu luc, Nha Phén Phoi (“Hoc vién”) ¢0 thé dang ky tham gia



3.2.

Chuong Trinh Dao Tao Co Ban tryc tiép theo lich to chitc dinh ky ciia SEACRET bing
cach ding ky tryc tiép voi nhan vién. Lich t6 chirc duoc niém yét cong khai tai tru s
chinh, chi nhanh, van phong dai dién, dia diém kinh doanh hodc thdng bao qua website
cua SEACRET.

Budc 2: SEACRET lap Danh sach Hoc vién tham gia hoc va tién hanh diém danh ddi
v6i nhitng Hoc vién dén 16p I}Qc. Trudce khi vao 16p hoc, Hoc vién s€ dugc yéu cau ky
tén vao Danh sach Hoc vién dé xac nhan vé viéc tham gia hoc.

Budc 3: Hoc vién tham gia hoc va 1am bai kiém tra

- Céc ndi dung dao tao dugc thyc hién lan luot theo thir ty néu tai Phan II - Chuong
Trinh Bao Tao Co Ban Truc Tiép. Trong qua trinh hoc, Hoc vién va Pao tao vién co
thé tuong tac thong qua viéc dat cau hoi, tinh huéng gid dinh... Dao tao vién s& tryc
tiép tra 101 nhimg cau hoi ciia Hoc vién.

- Hoc vién tham gia ddy du thoi lugng ctia Chuong Trinh Pao Tao Co Ban méi du
diéu kién tham gia 1am bai kiém tra danh gia mtrc d6 hoan thanh dao tao.

- Sau khi két thiic cac noi dung dao tao, Hoc vién dugc yéu cau tham gia lam bai kiém
tra danh gia muc d¢ hoan thanh p@i dung va thoi lugng Ch}IO‘ng Trinh Bao Tao Co
Ban dudi hinh thire bai kiém tra gom hai muoi (20) cau hoi trac nghiém trong thoi gian
30 phdt.

- Hoc vién phai tra 161 dang 70% céu hoi trd 1én dugc coi 1a hoan thanh Chuong Trinh
Pao Tao Co Ban. Trong truong hop kiém tra lan thir nhat khong dat, Hoc vién dugc
tham gia 1am lai bai kiém tra ngay sau bai kiém tra 1an thir nhat hoic tham gia lam lai
bai kiém tra cling c&c khoa hoc khac cho dén khi dat.

- Diém bai kiém tra s& duoc ghi vao Danh sach Hoc vién tham gia hoc. Két qua kiém tra
dugc Iuu trir va lam co s¢ cap Thé Thanh Vién.

Budc 4: Hoc vién c6 két qua kiém tra xép loai dat s& dugc cap x4c nhan hoan thanh
chuong trinh dao tao co ban cing Mau so6 13 tai phy luc ban hanh kem theo Nghi Binh
40/2018/NDb-CP de¢ dién day du thong tin va ky ngay tai 16p hoc.

Buoc 5: Nhan vién SEACRET chuyen tt ca tai liéu cua I6p hoc (bao gom: phiéu diém
danh va tat ca cac bai kiém tra dugc xép loai dat) veé tru s&, chi nhanh dé luu tri.

Toan bo tai liéu lién quan dén hoat dong dao tao theo Chuong Trinh Dao Tao Co Ban
theo quy dinh cua Nghi Binh 40/2018/NDb-CP cua moi Hoc vién (bao gom: Tén Chuong
Trinh Bao Tao Co Ban, thoi gian dién ra, tén Pao tao vién tham gia dao tao, dia diém to
chic, mirc @6 tham gia va hoan thanh dao tao, ban cam két va thé thanh vién) dugc
SEACRET luu trir bang ban giay hoac bang dix li¢u dién tir trong hé thong cong nghé
théng tin cia SEACRET.

Luu y: Vo/chong caa Nha Phan Phéi khi ciing ky Hop DPong Tham Gia Ban Hang Pa
Cap phai hoan thanh Chuong Trinh Bao Tao Co Ban theo quy dinh phap luat.

QUY TRINH CAP THE THANH VIEN
Déi tugng dugc cap Thé Thanh Vién

Nhiing Nha Phéan Phoi da hoan thanh Chuong Trinh Bao Tao Co Ban do SEACRET t6 chuc
va c6 cam ket bang van ban theo Mau so 13 tai Phu luc ban hanh kem theo Nghi dinh
40/2018/ND-CP cua Chinh phu vé quan ly hoat dong kinh doanh theo phuong thirc da cap.

Quy trinh cap Thé Thanh Vién dugc thyc hién nhu sau:

3.2.1. SEACRET kiém tra thong tin Nha Phan Phéi dé chuan bi cho viéc cip Thé Thanh Vién
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3.2.4.
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Sau khi két thic Chuong Trinh Pao Tao Co Ban, nhan vién SEACRET c6 trach nhiém
kiém tra lai thong tin cua nhiing I\]ha Phan Phoi dé hoan thanh Chuong Trinh Dao Tao Co
Ban, danh sach nhirng Nha Phan Phoi da ky Ban cam ké} theo Mau s6 13 tai Phu luc ban hanh
kem theo Nghi dth 40{2018{ND-CP cua Chl’r)h pht vé quan ly hoat déngNkinh doanh theo
phuong thire da cap, d€ chuan bi cho viéc cap The Thanh Vién theo mau cua Bo Cong
Thuong cho Nha Phan Phoi da duoc dao tao.

Khi Nha Phan Phoi dii diéu kién dé cAp Thé Thanh Vién, Nhan vién SEACRET s& cap
Thé Thanh Vién cho Nha Phan Phoi;

Thoi gian thyc hign cap The Thanh Vién 1a trong vong 30 ngay lam viéc ké tir ngay Nha
Phén Phoi ky Ban Cam Két thgo Mau s6 13 tai Phu luc ban hanh kém theo Nghi gﬁnh
40/2018/ND-CP cua Chinh phu vé quan ly hoat dong kinh doanh theo phuong thirc da cap.
Thé¢ Thanh Vién s& dugc SEACRET giri dén cho Nha Phan Phéi bang dudng buu dién
hoac Nha Phan Phoi ciing ¢6 thé dén nhan tryc tiép tai tru s&, chi nhanh cia SEACRET.
Nha Phan Phéi chi duoc thuc hién hoat dong ban hang da cip sau khi duoc cap Thé
Thanh Vién.

Thé Thanh Vién cia SEACRET dugc deo trong sudt qué trinh Nha Phan Phdi thyc hién
hoat dong ban hang da cap tai SEACRET.

Céc trudng hop cap doi the cho Nha Phan Phdi

SEACRET thyc hién doi The Thanh Vién, cap The Thanh Vién méi cho Nha Phan Phoi
trong céc truong hop sau: The bi rach, nat hodc bi mat; Co su thay doi thong tin theo quy
dinh tai mau Thé Thanh Vién vé} tien hanh thu hoi Thé Thanh Vién khi cham dat Hop
bong Tham Gia Ban Hang Pa Cap.

Moi thic méc xin vui 10ng lién hé qua thu dién tir: gopy@seacret-vietnam.vn .

Xin chan thanh cam on!

CONG TY TNHH SEACRET
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