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Chuong 1. Ban do cong viéc cua nhan vién ban hang — Chaprer 1.

The salesperson's work map

Sau chwong nay ban lam dwgc — What you will be able to do

« No6i bang 101 thudng nguoi ban hang lam gi, va vi sao thu tién vé, giit khach mua lai
cling 1a vi¢c ban hang.
Say in plain words what a salesperson does, and why collecting the money and keeping the
customer are part of selling.

« Xép mot khach vao kénh dai 1y hay kénh khach hang to chirc bang bbn cau hoi, va biét
kénh nao can gidy to gi.
Place a customer in the dealer channel or the institutional channel with four questions, and
know which papers each needs.

« Ké tén muoi hai mang viéc, thi phai c6 trong tay khi xong timg mang va chuong day
mang do.
Name the twelve work areas, what you must hold in your hands when each is done, and the
chapter that teaches it.

« Phan biét viéc ban tu lam, viéc phai xin duyét va viéc phai chuyén cho ngudi khac
trong cong ty.
Tell apart what you do yourself, what needs approval and what you hand to someone else in
the company.

« Xép mot ngay lam viéc va biét viéc nao theo ngay, theo tuan, theo thang, roi tim dung
chuong dé doc.
Plan a working day, know which tasks run daily, weekly or monthly, and find the chapter to
read.

1.1. Ban hang la 1am gi — 1.1. What selling involves

Ban hang & mot cong ty phan phdi 1a thay mat cong ty dua hang dén nguoi can, thu tién
vé cong ty va giit cho ngudi d6 mua lai 1an sau. Ba viéc di lién nhau. Giao hang ma
khong thu duoc tién thi cong ty mét hang. Thu tién mot 1an ma khach khong quay lai thi
cong ty mat khach.

Selling for a distributor means acting for the company to get goods to the people who need them,
bringing the money back to the company and keeping the customer buying. The three jobs go
together. Delivering goods without collecting the money loses the goods. Collecting once and
never seeing the customer again loses the customer.

Sach nay di theo mot ngudi ban hang cu thé. Cong ty TNHH Phan phdi Gia dung Lam
H6ng Phat (goi tat 1a Lam Héng Phat) dat tai S6 112 duong Lé Loi, phuong Thanh Vinh,
tinh Nghé An. Cong ty tu nhap khau va mua ctia nha san xuat trong nudc ndi, chao, dao,
binh gitr nhiét, hop dung thuc pham rdi ban budn lai, khong tu san xuat. Kho rong 1.200
m?2 & Nghi Loc. Cong ty cd 6 nhan vién kinh doanh.

The book follows one salesperson. Cong ty TNHH Phdn phoi Gia dung Lam Hong Phat (Lam
Hong Phat for short) is based at So 112 dwong Lé Loi, phwong Thanh Vinh, tinh Nghé An. The
company imports, and buys from domestic makers, pans, pots, knives, vacuum flasks and food
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containers, and resells them wholesale. It makes nothing itself. Its warehouse covers 1,200 m2 at
Nghi Loc. It employs 6 sales staff-

Nguyén Hitu Loc vao 1am nhan vién kinh doanh ngay 01/10/2026 va chua ting di ban.
Anh Tran Dinh Khoi, truong phong kinh doanh, 1am nghé 12 nam, kém Loc. Trong cong
ty, ngudi lam viéc ban hang cé chirc danh nhan vién kinh doanh. Sach goi chung 1a ngudi
ban hang va goi nguoi doc 1a ban.

Nguyen Huu Loc joined as a sales executive on 1 October 2026 and had never sold before. Mr

Tran Dinh Khoi, the sales manager, has 12 years in the trade and coaches Loc. Inside the
company the job title is sales executive. The book says salesperson, and calls the reader you.

Ba viéc ctia ngwdi ban hang — The salesperson's three jobs

« Pua hang dén nguoi can: tim khach, hoi khach can gi, bao gia, nhan don, giao hang.
Getting goods to people who need them: finding customers, asking what they need, quoting,
taking orders, delivering.

« Thu tién vé: 1ap hoa don, nhan tién, theo ddi cong ng. Cong no 1 s6 tién khach con no
cong ty sau khi da nhan hang.
Bringing the money back: invoicing, receiving payment, tracking debt. Debt owed by
customers (accounts receivable) is what a customer still owes the company after receiving
the goods.

* Giir khach: sira khi hang sai, bao hanh, doi tra, hoi tham sau khi giao d¢ khach mua
tiép.
Keeping the customer: putting right wrong goods, warranty, returns, and calling after
delivery so the customer buys again.
Pé thiy ba viéc nam ¢ dau trong mot don hang, ta tinh mot don nho. Co vai chir can biét
truéc. Gia ban budn 13 gia cong ty ban cho dai Iy va khach t6 chirc. Gia von 14 sb tién
cong ty di bo ra dé co mot cai hang. Lai gop 1 gia ban trir gia von, chua trir luong, tién
kho va tién xe. Chiét khau 1a phan tién cong ty b6t cho khach trén gia ban budn, tinh
theo phan traim. Hoéa dom 1a ching tir cong ty 1ap khi ban, ghi hang gi, bao nhiéu tién va
thué gia tri gia ting (GTGT) bao nhiéu. Thué GTGT 1a phan thué tinh thém trén gia ban:
khach tra cho cong ty, ké toan ké khai va ndp cho co quan thué.
To see where the three jobs sit inside one order, work through a small one. A few terms first. The
wholesale price is what the company charges dealers and institutional customers. The cost price
is what the company paid to obtain one item. Gross profit is the selling price minus the cost
price, before wages, warehouse and vehicle costs. A discount is money the company takes off the
wholesale price, as a percentage. An invoice is the document the company issues on a sale,
showing the goods, the amount and the value added tax (VAT). VAT is tax added on the selling
price: the customer pays it to the company, and the accountant declares and pays it to the tax
authority.

VI DU/ EXAMPLE — Ngay 12/10/2026, dai Iy Minh Tam (DBO1) dat 30 ndi inox 3 day
LHP Inox 24 cm. Gia von mot ndi 235.000 dong, gia ban budn 310.000 dong, gia ban 1é dé
xudt 389.000 dong (gia cong ty khuyén dai 1y ban cho nguoi dung). Pon ndy nim & bac chiét
khau 5% theo chinh sach cong ty (cach xac dinh bac & muc 4.4).
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On 12 October 2026 the dealer Minh Tam (DB01) ordered 30 LHP Inox 24 cm three-ply steel pots.
The cost price is 235,000 dong each, the wholesale price 310,000 dong and the suggested retail price
389,000 dong (the price the company advises the dealer to charge users). The order falls in the 5%
discount band of company policy (section 4.4 shows how a band is found).

Bang 1.1. Mot dong hang cia don: tién di ddu — Table 1.1. One line of an order: where
the money goes

Khoan Cach tinh
Item How it is worked out

S6 tién (ddng)

Amount (dong)

Tien hang theo gid ban budn 30 * 310.000 9.300.000
Goods at wholesale price

o R A g0
Chict khau 5% 5% % 9.300.000 —465.000
Discount at 5%
Ticn hang sau chict khau 9.300.000 — 465.000 8.835.000
Goods after discount
Thué GTGT 8% 0
Bty 8% * 8.835.000 706.800
Dai ly phai tra 8.835.000 + 706.800 9.541.800
Dealer pays
Gia von (fua cong ty 30 * 235.000 7.050.000
Company's cost
Laigop 8.835.000 — 7.050.000 1.785.000
Gross profit

Poc bang tir trén xudng. Pai 1y tra 9.541.800 dong, trong d6 706.800 ddng 1a thué, khong
phai tién cua cong ty. Cong ty con lai 1.785.000 ddng 1ai gop, tic 20,2% tién hang sau
chiét khau (1.785.000 chia 8.835.000). Néu ban tu y bot thém 10% tién hang (930.000
ddng), tién hang con 7.905.000 dong, 14i gdp con 855.000 dong, méat hon mot nira. Vi thé
gia va chiét khau ludn theo chinh sach (muc 1.6).

Read the table from the top. The dealer pays 9,541,800 dong, of which 706,800 dong is tax and
not the company's money. The company keeps 1,785,000 dong of gross profit, which is 20.2% of
the goods after discount (1,785,000 divided by 8,835,000). If you take a further 10% off the
goods on your own (930,000 dong), the goods fall to 7,905,000 dong and gross profit to 855,000
dong, more than half lost. That is why prices and discounts always follow policy (section 1.6).

Ba viéc nam trong don ndy nhu sau. Pua hang: ban nhan don va kho giao ngay
14/10/2026. Thu tién: 86.171.688 dong 14 tong ca don (30 ndi chi 1a mot dong trong don),
dai 1y phai tra trudc 13/11/2026, tic 30 ngdy sau ngay giao. Giir khach: néu ndi mop
hodc dai ly ban cham, ban la nguoi dai ly goi dau tién.

The three jobs sit in this order as follows. Getting the goods there: you take the order and the

warehouse delivers on 14 October 2026. Bringing the money back: 86,171,688 dong is the whole
order (the 30 pots are only one line), and the dealer must pay by 13 November 2026, 30 days
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after delivery. Keeping the customer: if a pot arrives dented, or the dealer sells slowly, you are
the first person the dealer rings.

LOI HAY GAP / COMMON MISTAKE — Nghi ban hang chi 12 n6i chuyén va chdt don.
Hau qua: don chdt xong nhung giao nham ma, quén héa don, khach cham tra ma khong ai
nhic. Doanh s6 c6 trén gidy ma tién khong vé. Cach tranh: coi mot don 1 xong khi tién da
vao tai khoan cong ty, va ghi ngay phai thu ngay khi nhén don.

Thinking that selling is only talking and closing. Result: the order is closed but the wrong code is
delivered, the invoice is forgotten, and nobody chases a late payer. Turnover shows on paper but no
money arrives. How to avoid it: treat an order as finished when the money is in the company's
account, and note the payment date the moment you take the order.

1.2. Hai kénh ban hang va vi sao phai phan bi€t — 1.2. Two sales channels and why
they must be told apart

Kénh 13 con dudng hang di tir cong ty dén ngudi dung. Ngudi ban hang ciia Lam Hong
Phét 1am viéc trén hai kénh. Kénh thir nhat 13 dai Iy va cira hang ban 1é: ho mua hang vé
dé ban lai cho ngudi dung. Kénh thir hai 1a khach hang t6 chire: nha hang, khach san,
truong hoc, bép an cong ty, ho mua dé ty dung trong bép cua minh. Hai kénh cin hai
cach 1am khac nhau, nén viéc dau tién voi mdi khach 1a biét ho thudc kénh nao. Tuyén 1a
danh sach diém ban ban ghé theo mot th ty trong mot ngay.

A channel is the route goods take from the company to the user. Lam Hong Phat's salespeople
work on two. The first is dealers and retail shops, which buy goods to resell to users. The second
is institutional customers: restaurants, hotels, schools and company canteens, which buy to use
in their own kitchens. The two channels need different methods, so the first job with every

customer is to know which channel it is in. A route is the list of outlets you visit in a set order in
one day.

Bang 1.2. So sanh hai kénh — Table 1.2. The two channels compared

Piém so
sanh
Point

Kénh dai ly, cira hang Kénh khach hang t6 chirc

Dealer and shop channel Institutional channel

Chi cira hang, chi dgi Iy, mua dé ban 12 ang, khch san, truong, bep dn
lai cong ty, mua dé dung.

Who buys Rest ts, hotels, schools, teen:
3 Shop and dealer owners buying to resell. COTGUITIES, FOTEES, SCROOLS, canteens

Al mua

buying to use.

Mua déu, moi don vai chuc tri¢u dong.

Pon ngay 12/10/2026 ciia dai 1y Minh MyaitlansmoiflanfioniKhachisan

Lam Ngoc Vién c6 ngan sach 420 triéu

Mua bao Tam c6 tien hang 83.988.000 dong A . .
n ) Koo R dong cho mot dot trang bi.
nhiéu trudce chiet khau.
o ) Few purchases, each large. Lam Ngoc
How much Regular, tens of millions per order. Minh

Vien Hotel has a budget of 420 million

Tam's order of 12 October 2026 has i e et

83,988,000 dong of goods before discount.
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Piém so
sanh
Point

Kénh dai ly, cira hang

Dealer and shop channel

Thudng chinh chii cira hang, quyét

Kénh khach hang t6 chirc

Institutional channel

Nhiéu ngudi: bép trudong chon hang,
gidm ddc duyét tién. Khach san Lam
Ngoc Vién do 6ng Hoang Van Binh,

Ai quyét dinh  ngay khi ban ghé. giam déc, quyét.
Who decides Usually the owner, deciding during your Several people: the head chef chooses, the
Visit. director approves the money. Mr Hoang
Van Binh, the director, decides at Lam
Ngoc Vien Hotel.
Bén dugc nhanh, c6 1ai, quay vong Hang bén, du s6 luong, giao ding han,
Ho mua vi von. hoa don day du.
Why they buy  Fast sales, profit, quick turnover of Durable goods, full quantity, on-time
capital. delivery, a complete invoice.
Di tuyén déu, ghé theo lich, dé xuat Tim khach, khao sat, bao gi4, dam
Cach ban don theo hang ton trén ké. phan tung thuong vu.

How you sell

Regular routes, visits on schedule,
suggesting orders from shelf stock.

Phiéu dit hang, hoa don, bién ban dbi
chiéu cong no (to hai bén cing ky xac
nhan s ng), hop dong dai 1y ky theo

Finding customers, surveying needs,
quoting and negotiating each deal.

Béo gia, hgp dong mua ban, bién ban

Gidy to 5 giao nhan, hoa don ting dot.
Papers nam. o o Quotation, sales contract, delivery record,

Order form, invoice, debt reconciliation o .

) ) invoice per delivery.

record (signed by both sides to confirm the

debt), yearly dealer contract.

Tra cham, han 30 ngay ké tur ngay Theo hop d@)ng: tam ung 30% khi ky,
Thanh toan giao, trong han murc cong ng. phan con lai tra theo timg dot giao.
Payment Paid later, 30 days from delivery, within Per contract: 30% advance at signing, the

Viéc sau ban
After the sale

the credit limit.

Nhic ng, bay hang, trién khai khuyén
mai, nhan hang ddi tra.

Chasing debt, displays, promotions, taking
returns.

rest per delivery.

Xir Iy hang 16i, bao hanh 12 thang,
cham soc dé khach mua dot sau.
Handling faulty goods, 12-month
warranty, care so the customer buys
again.

Poc hang 'Thanh toan'. Pai Iy duoc no theo han mirc cong ne, 13 s tién toi da mot
khach dugc no cong ty cung lic. Han muc phu thuoc hang cia diém ban. Piém ban 1a
noi ban dén ban hang: mot cira hang, mot dai 1y, mot sap cho. Hang A, B, C xép diém
ban theo doanh sd, tirc tong tién hang mua trong mot ky: A mua nhiéu nhat. Theo chinh
sach cong ty, hang A ng tdi da 100 triéu déng, hang B 40 triéu déng, hang C 8 tri¢u déng.
Look at the 'Payment' row. A dealer buys on credit up to its credit limit, the most a customer may

owe the company at one time. The limit depends on the grade of the outlet. An outlet is a place
where you go to sell: a shop, a dealer, a market stall. Grades A, B and C rank outlets by
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turnover, meaning the total value of goods bought in a period: A buys the most. Under company
policy grade A may owe up to 100 million dong, grade B 40 million dong and grade C 8 million
dong.

GHI CHU / NOTE — Ngoai doi, chir dai 1y ¢ hai nghia. Trong sach nay, dai Iy 1a khach mua
dut: mua hang cua cong ty, hang thudc vé dai 1y, dai 1y tu ban lai cho ngudi dung. Luat
Thwong mai Piéu 166 goi 'dai 1y thwong mai' 13 viéc khac: bén dai Iy nhan danh chinh minh
mua, ban hang cho bén giao dai Iy dé hudng thi lao, va theo Diéu 170 hang van thudc vé bén
giao. Chuong 2 n6i k¥ hon.

In everyday use the word dealer has two meanings. In this book a dealer is an outright buyer: it buys
the company's goods, owns them and resells to users. The Law on Commerce, Article 166, uses
'‘commercial agency' for something else. the agent buys or sells in its own name for the principal to
earn a fee, and under Article 170 the goods stay the principal’s. Chapter 2 explains more.

Phéan loai mot khach vao kénh — Placing a customer in a channel

1. Hoi: ngudi ndy mua hang vé dé ban lai hay dé tu dung? Ban lai thi 1a kénh dai 1y. Tu
dung thi 14 kénh khach hang to chic.
Ask: does this person buy to resell or to use? Resale means the dealer channel. Own use
means the institutional channel.

2. Hoi: ai tra tién va ai quyét dinh? Mot chu ctra hang tu quyét thuong thudc kénh dai 1y.
Mot ngudi can xin giam ddc hay phong mua hang duyét thi thuong 14 khach to chic.
Ask: who pays and who decides? An owner who decides alone is usually the dealer channel.
Someone who needs a director or a purchasing office to approve is usually an institutional
customer.

3. Hoi: mua déu hang tuan hay mua ting dot? Péu din 1a dai ly, ting dot 1a khach td
churc.
Ask: does the customer buy every week or in occasional batches? Regular means a dealer,
batches mean an institution.

4. Ghi vao danh sach khach (mot bang Excel hoic so tay, cach 1ap & chuong 3): ma DB,
vi du DB03, néu 1a diém ban trong tuyén; maé TC, vi du TC02, néu 1a khach to chic;
kém hang néu 1a diém ban.

Record the customer in your list (an Excel sheet or a notebook, set up in chapter 3): a DB
code such as DB03 for an outlet on your route, a TC code such as TCO2 for an institutional
customer, plus the grade for an outlet.

VI DU/ EXAMPLE — Tap hoa Ngoc Lan (DB03, hang B) mua ndi vé xép 1én ké ban cho
khéch vao cho: cau 1 trd 101 'ban lai', vay 1a kénh dai ly. Nha hang Huong Qué (TC02) mua
bd ndi chéo dé niu cho thuc khach: 'tu dung', vay la kénh khach hang td chure. Truong mam
non Tudi Hong Lam (TC03) can binh giit nhiét va hop com cho 320 chau, ¢ hiéu truéng
Tran Thi Mai quyét dinh: ciing 1a khach t6 chirc.

Ngoc Lan grocery (DB03, grade B) stocks pots on its shelves for market shoppers.: answer to question
1 is 'resale’, so the dealer channel. Huong Que restaurant (TC02) buys sets of pots and pans to cook
for diners: 'own use', so the institutional channel. Tuoi Hong Lam nursery school (TC03) needs
vacuum flasks and lunch boxes for 320 children and the head, Mrs Tran Thi Mai, decides: also an
institutional customer.
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LOI HAY GAP / COMMON MISTAKE — Diing cach 1am ciia kénh nay cho kénh kia: nhan
don miéng cua nha hang nhu nhan don dai 1y, khong khao sat, khong bao gia bang van ban.
Hau qua: giao hang khach khong dung duoc, khach doi d6i, khong co gidy to dé doi tién.
Céch tranh: trude khi néi gia, hoan tat bén cau hoi ¢ trén.

Using one channel's method on the other: taking a restaurant's spoken order as if it came from a
dealer, with no survey and no written quotation. Result: goods the customer cannot use, demands to
exchange them, and no paper to claim the money. How to avoid it: finish the four questions above
before you quote a price.

1.3. Muw¢i hai mang viéc, thir phai co khi xong va chwong day — 1.3. Twelve work

areas, what you must have when done, and where they are taught

Cong viéc clia ngudi ban hang chia thanh muoi hai mang. Mi mang c6 viée chinh va
mot diu ra, 1a thir ban cam trong tay khi xong: mot to gidy, mot sb liéu hay mot viéc da
hoan tat. Biét dau ra 13 biét khi nao duogc coi 1a xong. Bang 1.3 xép theo thu tu viéc xay
ra, tr quan ly khu vuc dén bao cédo. Khu vuc ctia Loc c6 26 diém ban chia thanh tuyén
theo ngay.

A salesperson's work divides into twelve areas. Each has a main task and an output, which is
what you hold in your hands when it is done: a paper, a figure or a completed task. Knowing the
output tells you when you may call a task finished. Table 1.3 follows the order in which the work

happens, from managing the territory to reporting. Loc's territory has 26 outlets split into routes
by day.

Bang 1.3. Muoi hai mang viéc — Table 1.3. The twelve work areas

Piu ra
Output

Maing viéc

Viéc chinh
Main task

Hoc &

Area Taught in

1. Quan ly khu  Chia diém ban thanh myén theo Ké hoach tuyén tuan,
vuce, tuyén ngdy, xép hang A, B, C, ghé déu.  hd so khu vuc Muc 4.1,
Territory and Split outlets into daily routes, grade Weekly route plan, chuong 3
routes them, visit regularly. territory file
. Goi dién, chao hang, ghé diém
2. Tim va mo N , X N , ..
, . moi, 1p ho so khach, dé xuat han ~ HO so khach méi, don
khach mé&i , du
muc.
Finding and i o o . Muc 4.3, 4.5
P Calling, pitching, visiting new outlets, = New customer file, first
S bulld.m(ig tf.le customer file, proposing a = order
credit limit.
Hoi khach t6 chtrc dung cho ai, bao
. nhiéu, ngén sach, ai quyét, khi na
3. Khao sat nhu : €u, ngan sacn, a1 quyct, ao y 7 )
A can. Phiéu khéo sat
cau Muc 4.6

Needs survey

Ask an institution who will use it, how
many, budget, who decides, when
needed.

Survey sheet
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Maing viéc

Area

4. Bao gia

Quotation

5. bam phan
Negotiation

6. Don hang,
hop dong
Orders and
contracts

7. Giao hang,
nghiém thu
Delivery and
acceptance

8. Hoa don

Invoicing

9. Thu tién,
cong ng
Collection and
debt

10. Trung bay,
khuyén mai
Display and
promotion

11. B4o hanh,
doi tra, khiéu
nai

Warranty,
returns,
complaints

Viéc chinh
Main task

Lap bang ghi hang, ) luong, gia,
diéu kién giao, thanh toan, hi¢u
Tuc.

Prepare a sheet of goods, quantity,
price, delivery, payment and validity.

Thuong lwong gia va diéu kién
trong khung cong ty cho phép.
Bargain price and terms within the
company's allowance.

Nhan don dai ly, xac nhan; soan va
ra hop ddng mua béan.

Take and confirm dealer orders, draft
and review the sales contract.

Phéi hop kho, giao hang; cting
khach dém, kiém va ky xac nhan
hang du, ding (nghi¢m thu).

Work with the warehouse, deliver,
count and check with the customer and
sign that goods are complete and
correct (acceptance).

Béo ké toan 1ap hoa don ding gia,
dung thué; kiém khach da nhan.
Have accounting issue the invoice at
the right price and tax, check the
customer received it.

Thu theo han, nhic ng, d6i chiéu
s6 ng voi khach.

Collect on time, chase, reconcile the
debt with the customer.

Sép hang trén k¢, trién khai
chuong trinh khuyén mai ctia cong
ty dung luat.

Arrange shelves, run the company's
promotion within the law.

Nhan phan anh, ghi, chuyén k¥
thuat, tra 101 dung han.

Receive, record, pass to technical
staff, answer on time.
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Piu ra
Output

Béo gia da gui khach

Quotation sent

Béo gia chét hodc 101 tir

chéi co 1y do

Final quotation or a

reasoned refusal

Pon da xac nhan, hop

dong da ky

Confirmed order, signed

contract

Bién ban giao nhan

Delivery record

Hoéa don da guii khach

Invoice delivered

Phiéu thu hoic tién vé,
bién ban ddi chiéu
Receipt or incoming
money, reconciliation

record

Anh ké, bdo cdo
chuong trinh

Shelf photos, promotion

report

Phiéu tiép nhan, két qua

xu ly

Intake form, outcome

Hoc &
Taught in

Muc 4.7

Muc 6.1,
chuong 9

Muc 4.4, 6.2

Muc 6.3

Muc 6.4

Muc 4.8, 6.5,
6.7, chuong 5

Muc 4.2, 6.8

Muc 6.9
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Maing viéc Viéc chinh Piu ra Hoc &
Area Main task Output Taught in

Béo cado ngay, thang; du bao hang
ban ky sau dé cong ty dit hang.
Daily and monthly reports; forecast

12. Bao cao, du
bao
Reporting and

Béo cao, bang du bao Muc 4.8,

_ Reports, forecast table chuong 5, 9

: . next period's sales so the company can

forecasting
order stock.

Hai kénh dung cac mang khong nhu nhau. Kénh dai ly dung nhiéu mang 1, 6,9, 10, 12 va

gan nhu khéng can mang 3 hay 5. Kénh khach hang t6 chtic di qua gan do mudi hai mang

cho mdi thuwong vu. Vi vay sach danh chuong 4 va 5 cho viéc lip lai hing ngay, hang

thang, va chuong 6 cho thuong vu 16n.

The channels do not use the areas equally. The dealer channel leans on areas 1, 6, 9, 10 and 12

and rarely needs 3 or 5. The institutional channel passes through nearly all twelve for each deal.

That is why the book gives chapters 4 and 5 to work repeated daily and monthly, and chapter 6

to the large deal.

Cach dung bang 1.3 khi gip mot viéc la — How fo use Table 1.3 when a task is new to you

1. Viét viéc d6 thanh mot cau ngén, vi du: "Tap héa Hoa Loi ng qua han muc'.
Write the task as one short sentence, for example: 'Hoa Loi grocery is over its credit limit'.
2. Tim hang c6 tir khoa gﬁn nhét & cot dau. Véi vi du trén, d6 1a hang 9, thu tién va cong
no.
Find the row whose first-column words are closest. For the example it is row 9, collection
and debt.

3. Nhin cot dau ra. Néu tht ghi ¢ d6 ban chua co, viéc chua xong.
Look at the output column. If you do not yet hold what it names, the task is not done.

4. M6 muc ghi ¢ cot cudi dé doc cach lam tung budc.
Open the section in the last column to read the steps.

VI DU/ EXAMPLE — Thir Nam 15/10/2026, Loc thay Tap hoa Hoa Loi (DB14, hang C)
dang no 8.800.000 dong trong khi han mirc chi 8.000.000 dong. Loc 1am theo bon budc: viét
cau, tim hang 9, théy déu ra 1a tién vé hodc bién ban doi chiéu, m& muc 6.7. T d6 Loc biét
hém nay khong nhan don méi vugt han mure cua diém nay ma bao chi Lan, ké toan cong no.
On Thursday 15 October 2026 Loc sees that Hoa Loi grocery (DB14, grade C) owes 8,800,000 dong
against a limit of only 8,000,000 dong. Loc follows the four steps. writes the sentence, finds row 9,
sees the output is incoming money or a reconciliation record, and opens section 6.7. He learns that
today he should not take a new order beyond this outlet's limit, and should tell Ms Lan, the accounts
receivable clerk.

GHI NHO / KEY POINT — Mdi mang viéc két thuc bang mot thir cAm duge. Chua co thi
do thi viéc chua xong, du ban da néi chuyén véi khach xong.

Every work area ends in something you can hold. Until you have it, the task is not done, even if the
talking with the customer is over.

Tai liéu nay dugc bién soan boi ddi ngli ciia website: https://tailicuso.vin
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1.4. Quy trinh ban hang cua hai kénh — 1.4. The sales process in the two channels

M3i kénh c6 mét chudi viée ndi nhau, viée sau chi lam duogc khi viée trude di co dau ra.
Hinh 1.1 v& ca hai chudi canh nhau. Poc ting cot tir trén xudng. Dong trong ngoic ¢ moi
6 cho biét muc cta sach day viéc do.

Each channel has a chain of tasks, and a task can start only when the one before it has produced

its output. Figure 1.1 draws both chains side by side. Read each column from the top. The line in
brackets in each box gives the section of the book that teaches the task.

Kénh dai ly, ctra hang ban 1é Kénh khéch hang t6 chirc

9. Bao hanh, cham séc, béan tiép
(muc 6.9, chuong 5)

1. Chon diém theo ruyén 1. Tim khéch, goi dién, hen gap
(muc 4.1) (muc 4.5)
v v
2. Ghé diém, kiém ké, dém ton 2. Khao sat nhu cau
(muc 4.2) (muc 4.6)
v
3. Nhan don, tinh chiét khiu 3. Lap va gui bao gia
(muc 4.4) (muc 4.7)
v
4. Kho soan hang, giao hang 4. Dam phan gia va diéu kién
(muc 6.3) (muc 6.1)
v v
5. Xuat héa don 5. Ky hop dong mua ban
(muc 6.4) (muc 6.2)
v
6. Thu tién, déi chiéu cong ng 6. Giao hang, nghiém thu
(muc 4.8, chuong 5) (muc 6.3)
v
7. Bdo cdo cudi ngay 7. Lap hoéa don tirng dot
(muc 4.8) (muc 6.4)
v
8. Thu tién theo hop dong
(muc 6.5)

Hinh 1.1. Cot trai 1a kénh dai 1y, bay viéc, 1ap lai mdi 1an ghé diém. Cot phai 1a kénh khach hang
t6 chirc, chin viéc cho mdi thwong vu. Nhin vao dong trong ngodc ¢ mdi 6 dé biét doc muc nao.
Figure 1.1. The left column is the dealer channel, seven tasks repeated at every visit. The right column is
the institutional channel, nine tasks for each deal. Look at the line in brackets in each box to see which
section to read.

Hai chudi khac nhau nhat ¢ thoi gian. Mot don dai 1y xong trong vai ngay va lap lai mdi
thang. Mot thuong vu khach to chtc kéo dai nhiéu tuan va mdi budc phai dé lai gidy to.
Bang 1.4 so hai vi du cua sach.

The two chains differ most in time. A dealer order is done in a few days and repeats every month.
An institutional deal lasts weeks and every step must leave a paper behind. Table 1.4 compares
the book's two examples.

Tai liéu nay dugc bién soan boi ddi ngli ciia website: https://tailicuso.vin
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Bang 1.4. Hai vi du xuyén suot ciia saich — Table 1.4. The book's two running examples

Thwong vu khach san Lam

Don ciaa dai ly Minh Tam

Piém so sanh Ngoc Vién (TCO1)
Point (DBOT) Deal with Lam Ngoc Vien Hotel
e e , eal with Lam Ngoc Vien Hote
Order of dealer Minh Tam (DB0I1) (TCO1)

Nedy dat hode batdau 1)1 5509¢ 05/10/2026

Order or start date

Ngay giao hodc ky h 26/10/2026 ky hop dong HD-

) £aY £1a0 NOAC XY NOP - 14/10/2026 giao hang szo; 6(; 0?2 0-‘/2 6‘-’" dong

ong o 14 October 2026, delivery - _

Delivery or signing 26 October 2026, contract signed

Két thic Han tra tién 13/11/2026 ?Zgz/ 20?76 (BS;?Ch Zh“(.’;;g ;"I)l

End Payment due 13 November 2026 ccember (end of the dea
schedule)

S6 budc ghi trong lich  Vai budc, lip mdi thang 17 budce

Steps on the schedule A few, repeated monthly 17 steps

Tong tién gdm thué
(déng) 86.171.688 173.608.531
Total incl. tax (dong)

Dong cudi cho thay khach san mua hon gap d6i dai Iy trong mot 1an, nhung ban mat 85
ngay, tic hon 12 tuan, dé di hét thwong vu, trong khi don dai 1y chi mat hai ngay tir luc
dat dén lac giao. Vi vay ngudi ban hang thudng chay song song: don dai Iy hing ngay va
vai thuong vu 16n kéo dai.

The last row shows the hotel buying more than twice what the dealer buys at once, but it takes
you 85 days, over 12 weeks, to see the deal through, while the dealer order takes two days from

ordering to delivery. So salespeople usually run both at once: dealer orders every day and a few
long, large deals.

Cach doc so @0 khi c6 mot khach méi — How to read the diagram when you have a new
customer

1. Xéc dinh kénh ctia khach bang bén cau hoi & muc 1.2.
Place the customer's channel with the four questions in section 1.2.

2. Chon c6t twong tmg. Tim 6 cudi cung khach di di qua, vi du khach da nhan bao gia.
Pick the matching column. Find the last box the customer has passed, for example the
customer has received a quotation.

3.0ké tiép la vi¢c cua ban. Trong vi dy, d6 1a dam phan: mé muc 6.1.
The next box is your task. In the example it is negotiation: open section 6.1.

4. Ghi vao ho so khach ngay 1am xong 6 trudc va ngay du kién lam 6 sau.
Note in the customer's file the date the previous box was done and the planned date for the
next.

Tai liéu nay dugc bién soan boi ddi ngli ciia website: https://tailicuso.vin
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1.5. Ai lam gi: trong cong ty va bén ngoai — 1.5. Who does what: inside the company
and outside

Nguoi ban hang khong 1am mot minh. Hang nam ¢ kho, tién do ké toan ghi, gia do cong
ty quyét. Trude khi hira diéu gi voi khach, ban can biét ai lam dugc viée d6. Loc gip sau
ngudi ndy hang tuan (bang 1.5).

A salesperson does not work alone. The goods sit in the warehouse, the money is recorded by

accounting and the prices are set by the company. Before promising a customer anything, you
need to know who can deliver it. Loc meets these six people every week (Table 1.5).

Bang 1.5. Nhirng ngudi trong cong ty — 7able 1.5. People inside the company

Nguoi

Person

Ba Phan Thi Hoai Thu,
giam ddc

Mprs Phan Thi Hoai Thu,
director

Anh Tran Dinh Khoi,
trudng phong kinh
doanh

Mpr Tran Dinh Khoi, sales
manager

Chi VO Thi Quynh,
nhan vién kinh doanh
kénh t6 chic

Ms Vo Thi Quynh,
institutional sales
executive

Chi Hd Thj Lan, ké toan
cong ng

Ms Ho Thi Lan,
receivables accountant

Anh Lé Van Sang, thu
kho

Mr Le Van Sang,
storekeeper

Anh Pau Van Tinh,
giao hang
Mr Dau Van Tinh, driver

Viéc ctia ho

Their work

Quyét chinh sach gia, chiét khau va
cac thuong vu 16n.

Sets pricing and discount policy and
decides large deals.

Kém ban; duyét bao gia, chiét khiu
ngoai chinh sach, han mutrc cho
khach mai.

Coaches you,; approves quotations,
discounts outside policy and credit
limits for new customers.

Phu trach khach hang t6 chirc khac.

Handles other institutional customers.

Theo ddi cong no, ddi chiéu s6 ng,
bao khach vuot han mirc.

Tracks receivables, reconciles debts,
flags customers over their limit.

Kiém ton, soan hang, xuat kho.
Checks stock, picks goods, issues
them.

Cho hang dén khéch, lay chir ky
bién ban giao nhan.

Carries goods to customers and gets
the delivery record signed.

Ban tim ho khi
Go to them when

Thuong vu can quyét vuot tim
trudng phong; anh Khoi s€ dua
Ién.

A deal needs a decision above the
sales manager; Mr Khoi takes it
up.

Khach doi gia thip hon bang
gi4; mo diém ban mai.

A customer wants a price lower
than the list; opening a new outlet.

Chon khach d¢ chao, tranh hai
nguoi cung chao mot khach.
Choosing whom to approach, so
two people do not pitch the same
customer.

Thu tién, hoi s6 du ng, can hoa
don.

Collecting money, asking a
balance, needing an invoice.

Trudce khi hira ngay giao; khi
hang thiéu hoc 15i.

Before promising a delivery date;
when goods are short or faulty.

Hen gi¢ giao, bao khach dung
gio.

Fixing the delivery time and telling
the customer.

Tai liéu nay dugc bién soan boi ddi ngli ciia website: https://tailicuso.vin
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Bén ngoai cong ty cd bon doi tuong ban can biét. Bang 1.6 néi ho lam gi vdi cong vige

cua ban.

Four outside parties matter. Table 1.6 says what each does in relation to your work.

Béang 1.6. Nhirng bén bén ngoai — 7able 1.6. Outside parties

Ho lam gi

What they do

Vi ban nghia la
For you this means

Khéach hang

Customers

S¢ Cong Thuong
Department of
Industry and Trade

Co quan thué
quan ly
The tax authority

Ngan hang
Banks

Mua, nhan hang, ky gidy to, tra tién.
Buy, receive goods, sign papers, pay.

Nhén thong bao véi chuong trinh
khuyén mai thudc hinh thirc ban hang
kém phiéu dy thi (ND 81/2018 Diéu
12, Diéu 17 khoan 1).

Receives notice of promotions run as

sales with entry coupons (Decree
81/2018, Articles 12 and 17(1)).

Nhan ké khai va tién thué ctia cong
ty: hoa don dién tir 1a ho so thué.
Receives the company's returns and tax;
the electronic invoice is a tax record.

Chuyén tién ciia khach vao tai khoan
cong ty.

Move the customer's money into the
company's account.

Moi cam két ctia ban véi khach phai
khdp gidy to cong ty.

Every promise you make must match
the company's papers.

Chuong trinh 'mua 10 thung tang 1
thung' thudc hinh thirc tang hang,
khong phai thong bao, nhung van
phai cong khai thong tin.

The 'buy 10 cartons, get 1 free' scheme
is a free gift, needs no notice, but its
terms must be made public.

Ban khong lam viée truc tiép, nhung
héa don sai gia hay sai tén khach
déu thanh 18i thué.

You do not deal with it directly, but an
invoice with the wrong price or
customer name becomes a tax error.

Tién chuyén khoan 1a tién vé chi khi
ké toan thiy trén tai khoan.

A transfer counts as received only when
accounting sees it in the account.

Khi khach doi bot gia hon chinh sach — When a customer asks for more discount than

policy allows

1. Dung dong ¥ tai chd. Noi: 'Bé em xin ¥ kién anh trudéng phong rdi tra 1i anh trude 17

gid chi€u nay.'

Do not agree on the spot. Say: 'Let me ask my sales manager and I will come back to you
before 5 p.m. today.'

2. Ghi lai dé nghi ctia khiach: mat hang, sé luong, gia khach mudn, 1y do.
Write down the request: item, quantity, the price the customer wants, and the reason.

3. Giri anh Khoi bang vin ban (tin nhan hay thu dién tir), kém gia ban dé xuét va vi sao.
Send it to Mr Khoi in writing (message or email) with the price you propose and why.

4. Chi tra 10i khach khi c6 chit duyét ciia anh Khoi. Khach duge béo bang vin ban, ghi
gi4 va ngay hét hiéu lyc.
Reply to the customer only after Mr Khoi's written approval. Give the customer the answer
in writing, with the price and the date it expires.

Trang 19
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Vi DU / EXAMPLE — Ong Hoang Vin Binh ciia khach san Lam Ngoc Vién n6i nhan X ré
hon khoang 8%. Loc khong hira giam 8%. Loc ghi dé nghi, giri anh Khoi, va hai ngay sau
moi tra 161 6ng Binh bang bao gia chdt d dugc duyét (cach 1am & muc 6.1).

Mr Hoang Van Binh of Lam Ngoc Vien Hotel says brand X is about 8% cheaper. Loc does not
promise 8% off- He records the request, sends it to Mr Khoi, and two days later answers Mr Binh with
an approved final quotation (method in section 6.1).

1.6. Ranh giéi goc: nhirng diéu nguwoi ban hang khong dwoc vuot — 1.6. Basic

limits: what a salesperson must not cross

Nguoi ban hang dai dién cho cong ty. Loi htra, bao gia va chir ky ctia ban c6 thé rang
budc cong ty, va ciing co thé lam cong ty mat tién hodc bi xtr phat. Bay ranh gidi ¢ bang
1.7 ap cho moi chuwong cua sach. Mdi ranh gidi c6 chuong day chi tiét.

A salesperson represents the company. Your promises, quotations and signature can bind the

company, and can also cost it money or a fine. The seven limits in Table 1.7 apply to every
chapter of the book. Each has a chapter that teaches it in detail.

Bang 1.7. Bay ranh gi¢i — Table 1.7. Seven limits

Ranh gigi Nghia la Néu vt Can ctr, chwong
Limit 1t means If crossed Basis, chapter
Giao dich khong rang
1. Chi bao gia, nhan v buodc cong ty, trir khi
o k¢ tr & h j Viéc nao cong ty chua o ) %, y han:
T S PR giao, hoi trude, Lo VST BLDS Diéu 138,
1 1 2
V1 Quoc glao Ask first about anything ach mat tin. 142 khoan 1; myc
Quote, take money and . The deal does not bind
i o the company has not given 6.2
sign only within your the company unless it
. you. Lo
authority ratifies it; the customer

loses trust.

MAt 13i nhu vi du 30
noi: con 855.000 dong
2. Gid va chiétkhau  Ngoai chinh sich phdi thay vi 1.785.000

et ot sael e N Chinh sach cong
e.O cnim s.ac X1n uye ang Val'l. an. dOl’lg. ty, Chll'OTlg 2, muc
Prices and discounts Anything outside policy Margin vanishes as in the 6.1
follow policy needs written approval. 30-pot example: 855,000 ’
dong instead of
1,785,000.
Lap phiéu thu, nop
3.Tiénkhdch trdla  trong ngay, khong gitr Lo x
P & R g4y, N g‘g Mat tién, mat vi¢c, co
tién cong ty qua dém, khong dung 21 ,
) the bi truy cuu.
Money paid by tam. ) Muc 4.8, 6.13
) : Lost money, lost job,
customers is the Issue a receipt, hand it in . .
, possible prosecution.
company's the same day, never keep it
overnight or borrow it.
4. Khuyén mai dang  Lam dang hinh thirc, Khong cong khai du ND 98/2020 biéu
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Ranh giégi

Limit

luat va dang chuong
trinh

Promotions within the
law and the programme

5. Khong ban hang
khong rd nguén géc
Never sell goods of
unknown origin

6. Khong noi sai vé
hang

Never misdescribe the
goods

7. Gilt dir li¢u khach
va chao hang dung
cach

Protect customer data
and pitch properly

Nghia la

It means

cong khai thong tin, dbi
chiéu vin ban hién hanh
truée mdi chuong trinh.
Use the right form, publish
the terms, check current
rules before each
programme.

Chi ban hang c6 hoa
don nhép va nhan du.
Sell only goods with a
purchase invoice and a

full label.

Khong ding chit 'nhat',
's6 mot' khi khong ¢ tai
liéu chung minh; khong
htra tinh ndng hang
khong co.

Do not say 'best' or
'number one' without
proof, or promise features
the goods lack.

Khong giri bang khéach
vao nhom chat; chi goi,
nhin khi khach da dong
y.

Do not post customer lists
to chat groups, call or
message only with
consent.

Néu vugt
If crossed

thong tin: phat 5-10
triéu dong (muc cia to
chuc).

Not publishing enough
terms: fine of 5—10

million dong (the rate for

an organisation).

Bi xtr phat hanh chinh,
muc tang theo gia tri
hang.
Administrative fine,
rising with the value of
the goods.

Phat 10-20 triéu dong
v6i ¢4 nhan, t6 chirc
gap hai.

Fine of 10-20 million
dong for an individual,
twice that for an
organisation.

Lo dir li€u, bi phat,
khach bo.
Data leaks, fines, lost

customers.

Can cw, chwong
Basis, chapter

33 khoan 1; muc
6.8

ND 98/2020 biéu
17 (stra boi N
24/2025); chuong
2,7

ND 87/2026 Diéu
50 khoan 2 diém a;
chuong 7

Chuong 3, muc 4.5

Ranh gi6i 4 can chi y vi luat da doi. Tir 26/6/2026, Nghi dinh 239/2026 bai bo cac Piéu
6, 7 ciia Nghi dinh 81/2018 nén khong con con sd giéi han gia tri hang ting hay mirc
giam gia t6i da nao duoc néu trong nghi dinh d6. Luat Thuong mai Diéu 94 khoan 4 vin
giao Chinh phi1 quy dinh han muc, vi vay trudc mdi chuong trinh, d6i chiéu vin ban hién
hanh. Chi hinh thirc ban hang kém phiéu du thi phai giri hd so cho S¢ Cong Thuong, tbi
thiéu 03 ngay lam viéc trude khi thuc hién.

Limit 4 needs care because the law has changed. From 26 June 2026 Decree 239/2026 repealed
Articles 6 and 7 of Decree 81/2018, so that decree no longer states any ceiling on the value of
free goods or on the size of a price cut. The Law on Commerce, Article 94(4), still lets the
Government set limits, so check the current text before every programme. Only sales with entry

coupons must file with the Department of Industry and Trade, at least 3 working days
beforehand.
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Phan biét ban hang da cip — Telling multi-level selling apart

Ban hang da cap 1a m6 hinh tra tién cho nguoi tham gia chi yéu vi ho dua thém nguoi
vao mang ludi. Luat cAm doanh nghiép da cip yéu cau nguoi khac dit coc hodc ndp tién
dé duogc ky hop ddng, yéu ciu mua mot s luong hang nhat dinh dé duoc tham gia, va tra
tién hay loi ich vi giéi thiéu nguoi khac ma khong phai tir viéc nguoi d6 mua ban hang
that (Nghi dinh 40/2018 Piéu 5 khoan 1 diém a, b, ¢). Lam Hong Phat ban cho dai 1y mua
dut va cho khach to chirc. Thudng cta ban tinh trén hang ban that (muc 6.6), khong tinh
vi ri ngudi khac vao 1am. Ai moi ban di 'tuyén tuyén dudi' dé hudng tién tir ngudi méi
thi khong phai viéc ban hang cua sach nay.

Multi-level selling pays participants mainly for bringing more people into a network. The law
bans a multi-level company from making people pay a deposit or a sum to sign up, from making
them buy a set quantity of goods to join, and from paying money or benefits for introducing
others when the payment does not come from the introduced person's genuine buying and selling
(Decree 40/2018, Article 5(1)(a), (b), (c)). Lam Hong Phat sells to dealers who buy outright and
to institutional customers. Your bonus is based on goods genuinely sold (section 6.6), not on

recruiting others. An offer to 'recruit a downline' and earn from the newcomers is not the selling
this book teaches.

LOI HAY GAP / COMMON MISTAKE — Hira 'gia ndy em lo duoc' khi chua héi anh
Khéi. Hau qua: cong ty khong duyét, khach théy ban nudt 16i; hodc duyét thi cong ty mét 1i.
Céch tranh: cau duy nhét dugc néi voi khach 1a 'dé em xin ¥ kién roi tra 16i', cho dén khi co
chit duyét.

Promising 'l can get you this price’ before asking Mr Khoi. Result: the company refuses and the
customer sees you break your word, or it agrees and loses margin. How to avoid it: the only thing you
say to the customer is 'let me ask and come back to you' until you hold written approval.

LOI HAY GAP / COMMON MISTAKE - Giit tién mit ctia khach qua dém 'dé mai nop'.
Hau qua: mét tién, hodc bi nghi dung tam, du ban khéng c6 y d6. Cach tranh: 1ap phiéu thu
ngay khi nhan, ndp hodc chuyén vé cong ty trong ngay (muc 4.8).

Keeping a customer's cash overnight 'to hand in tomorrow'. Result: the money goes missing, or you
are suspected of using it, even if you meant no harm. How to avoid it: issue a receipt the moment you
take cash and hand it in or transfer it the same day (section 4.8).

1.7. M6t ngay lam viéc cua Lgc va nhip tuan, thang — 1.7. A working day for Loc,
and the weekly and monthly rhythm

Mot ngay ciia nguoi ban hang c¢6 hinh dang ¢ dinh: sang chuan bi, ban ngay di tuyén,
chiéu t6i bao cdo. Loc di sau ngay mot tudn, mdi ngdy mot tuyén. Hinh 1.2 cho thay sb
diém ban mdi ngdy va hang ctia ching. Thir Bay ¢6 sau diém, cac ngay khac bbn diém,
cong lai 26 diém.

A salesperson's day has a fixed shape: preparation in the morning, the route in the daytime,
reporting in the evening. Loc works six days a week, one route a day. Figure 1.2 shows the

number of outlets each day and their grades. Saturday has six outlets, the other days four, 26 in
all.
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I Hang A I Hang B s Hang C

6 diém

4 diém 4 diém 4 diém 4 diém 4 diém

S6 diém ban

Thu Hai Thu Ba Tht Tu Tht Nam Tht Sau Thu Bay

Hinh 1.2. M&i ¢ot 13 mot ngay di tuyén, chia mau theo hang diém ban. S6 trong cot 1a s6 diém
ctia hang d0, s trén dau cot 13 tong diém trong ngay. Nhin thir Bay: ¢t cao nhat, sau diém.
Figure 1.2. Each bar is one route day, coloured by outlet grade. The number inside a bar is the outlets of
that grade, the number above is the day's total. Look at Saturday: the tallest bar, six outlets.

Lay tha Nam 15/10/2026 1am vi du. Tuyén th Nam c6 bon diém: Ctra hang gia dung
Phuc An (DB13, hang B), Tap hoa Hoa Loi (DB14, hang C), Chg Cua Lo — sap Ba Mai
(DB15, hang C) va Pai 1y Thai Duong (DB16, hang B). Bang 1.8 cho biét Loc 1am gi, &
mang viéc nao cua bang 1.3.

Take Thursday 15 October 2026. The Thursday route has four outlets: Phuc An household shop
(DB13, grade B), Hoa Loi grocery (DB14, grade C), Cua Lo market, Mrs Mai's stall (DB15,
grade C) and Thai Duong dealer (DB16, grade B). Table 1.8 shows what Loc does and in which
work area of Table 1.3.

Bang 1.8. Mot ngay thir Nam cua Loc — Table 1.8. One Thursday for Loc

Givo Viéc Ming | Piura
Time Task Area Output

Mo myén tha Nam, doc hd so bon diém:

hang, du ng, don lan trude. Kiém do di Danh sach kiém db da
07:30 tuyén, 1 tick
Open the Thursday route, read the four outlets' Checked kit list

files: grade, balance, last order. Check the kit.

Ghé 1an luot bon diém. Mdi diém: kiém ké,

08:00— dém ton, nhan don, nhic ng néu co. 10.6 Phiéu ghé diém, don dat
1 6: 30 Visit the four outlets in turn. At each: check 9 T hang
' shelves, count stock, take an order, chase any Visit slip, order forms
debt.
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Viéc Pau ra

Task Output

Du ng 8.800.000 dong vuot han mirc

8.000.000 dong: nhac tra, khong nhan don
TaiDB14  lam ng cao thém, béo chi Lan. Hen ngay tra ghi lai
At DB14 Balance of 8,800,000 dong is over the 8,000,000 Payment date noted

limit: ask for payment, take no order that raises
the debt, tell Ms Lan.

Béo cdo cuoi ngay: diem da ghé, don, tién
thu, viéc hom sau. 12 Béo cao ngay

17:00
End-of-day report: outlets visited, orders, money Daily report

collected, tasks for tomorrow.

Cach xép mét ngay di tuyén — How to plan a route day

1. Luc 07:30, mé tuyén cta ngay. Véi mdi diém doc ba thi: hang, du ng so v6i han
muc, don 1an trude.
At 07:30 open the day's route. For each outlet read three things: grade, balance against the
limit, last order.

2. Bt cho mdi diém mot muc tiéu mot cau, vi du 'léy don' hoac 'thu ng, chua nhan don
moi'.
Give each outlet a one-line aim, for example 'take an order' or 'collect debt, no new order"'.
3. Kiém d6 di tuyén theo danh sach & chuong 3: catalog, bang gia hién hanh, phiéu dat
hang, sac du phong.
Check your kit against the chapter 3 list: catalogue, current price list, order forms, power
bank.

4. Pi theo tht ty di xép, ghi phiéu ghé diém ngay tai diém, khong dé téi méi nho.
Go in the planned order and fill the visit slip at the outlet, not in the evening from memory.
5. Ltc 17:00, viét bao cdo cudi ngay bang bon thong tin: diém da ghé, don, tién thu, viéc
hom sau.

At 17:00 write the end-of-day report with four items: outlets visited, orders, money collected,
tasks for tomorrow.

Ngoai nhip ngay con nhip dai hon. Bang 1.9 1a lich viéc quy IV nam 2026 ctia cong ty.
Viéc theo ngay va tudn day & chuong 4, viéc theo thang, quy, nim day & chuong 5.
Beyond the daily beat there are longer ones. Table 1.9 is the company's calendar for the fourth

quarter of 2026. Daily and weekly work is taught in chapter 4, monthly, quarterly and yearly
work in chapter 5.
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Bang 1.9. Lich viéc dinh ky quy IV/2026 — Table 1.9. Recurring work calendar for 04
2026

Chuo
Viéc Mébc ng

Task Date or time Chapte
”

Xem lich tuyén, di tuyén ghi
Hang ngdy  don, bao cdo.

] o 07:30; 08:00-16:30; 17:00 4
Daily Check the route, visit and take
orders, report.
Hop phong; 1ap ké hoach Hop thit Hai 08:00; ké hoach tuyén thir
Hang tuan tuyén tuan sau. Bay 4.5
Weekly Team meeting; plan next week's  Meeting Monday 08:00, route plan ’
route. Saturday

Déi chiéu ngay 28; chdt 31/10/2026,

Déi chiéu cong ng; chot 30/11/2026, 31/12/2026; tinh thuong
Hiang thang  doanh sd; tinh thuong. 05/11/2026, 05/12/2026, 05/01/2027 5
Monthly Reconcile debt; close sales; Reconcile on the 28th, close 31/10/2026,

work out the bonus. 30/11/2026, 31/12/2026; bonus

05/11/2026, 05/12/2026, 05/01/2027

Danh gia lai hang diém ban;
Befgauy  emg ol Kinyen i 28/12/2026; 08/01/2027 5
Quarterly Regrade outlets, review the ’

promotion.

K& hoach nam theo khu vuc;
Hangndm  ky lai hop dong dai ly. 15/12/2026; 15/01/2027 5

Yearly Territory plan for the year;
renew dealer contracts.

Poc dong 'Hang thang': ba viéc roi vao ba thoi diém khac nhau, nén ban cin mét cudn
lich hay tng dung nhéc viéc ngay tir tuan ddu. Chuong 3 chi cach lap.

Read the 'Monthly' row: three tasks fall at three different times, so you need a diary or reminder
app from the first week. Chapter 3 shows how to set one up.

GHI NHO / KEY POINT - Viéc theo ngiy giit cho ban c6 don, viéc theo thang giir cho ban
thu duoc tién va huong ding thuéng. Bé mét nhip, nhip sau hong theo.

Daily work keeps you in orders, monthly work keeps you collecting money and earning the right
bonus. Skip one beat and the next one breaks.

1.8. Cach dung sach nay — 1.8. How to use this book

Sach c6 muoi chuong va hai phu luc. Ngudi méi doc theo thtr tr vi mdi chuong dung chir
va sb ctia chuong trude. Ngudi di di ban nhiéu nim khong can doc tir dau: tra thing
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chuong 6 dén 9 khi gip ca kho, va chuong 8 khi mudn soat lai viéc minh di lam. Bang

1.10 cho biét mdi phan day gi va doc khi nio.

The book has ten chapters and two appendices. A newcomer reads in order, because each
chapter uses the words and figures of the one before. A salesperson with years behind them need
not start at the beginning: look straight at chapters 6 to 9 for a hard case, and at chapter 8 to
check work already done. Table 1.10 says what each part teaches and when to read it.

Bang 1.10. Cac phan ciia sich — Table 1.10. The parts of the book

Phin

Part

Chuong 1
Chapter 1

Chuong 2
Chapter 2

Chuong 3
Chapter 3

Chuong 4
Chapter 4

Chuong 5
Chapter 5

Chuong 6
Chapter 6

Chuong 7
Chapter 7

Chuong 8
Chapter 8

Chuong 9
Chapter 9

Day gi

What it teaches

Ban d0 cong viéc, hai kénh, ranh gioi.

The work map, two channels, limits.

Hiéu hang, hiéu khach, gi, 13i gop, thué

GTGT, cong ng, toan ban hang.

Know the goods and customers; price, gross

margin, VAT, debt, sales arithmetic.

Gidy to, bd d6 di tuyén, bang Excel, phan

mém, dir liéu khach.

Papers, route kit, Excel sheets, software, customer

data.

Viéc hing ngay timg budc, dén luc giri bao gia

hay nhan don.

Daily work step by step, up to sending a quotation

or taking an order.

Viéc theo tudn, thang, quy, nam.

Weekly, monthly, quarterly and yearly work.

Thuong vu khach t6 chtre tir dam phén dén thu

tién, va cac ca kho.

The institutional deal from negotiation to payment,

and hard cases.

Luat ap dung ¢ tirng budc ban hang.

The law at each step of a sale.

Bang soat trude khi giri, ky, giao; cac 16i hay

mac va cach sua.

Checklists before sending, signing and delivering;

common mistakes and fixes.

K¥ ning hoi, xir I tir chdi, phéan tich khach,

lam nhanh hon.

Questioning, handling refusals, customer analysis,

working faster.

Poc khi

Read when

Ngay dau tién.
On the first day.

Trudc khi bao gia lan dau.
Before your first quotation.

Trudc khi di tuyén that.
Before the first real route.

Moi sang trudc khi di.
Each morning before you set out.

Pau mdi ky.
At the start of each period.

Khi gap ding ca do.

When you meet that very case.

Khi can biét Diéu nao, mirc
phat nao.

When you need the Article or the
penalty.

Trudc mdi 1an giri hay giao.
Before each sending or delivery.

Khi da quen viéc va mudn lam
t6t hon.

Once the work is familiar and you
want to do it better.
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Day gi Doc khi

What it teaches Read when

Chuong 10 Bai thyc hanh tron mot thuong vu c6 dap an. Sau khi doc chuong 4 dén 6.

Chapter 10 A full-deal exercise with answers. After chapters 4 to 6.
Phu luc A Biéu miu dién sin va bang tra. Khi cin mot mau gidy.
Appendix A Filled-in templates and lookup tables. When you need a form.

Khi gap chir la.

When you meet an unfamiliar

Phu luc B Bang thuat nglr Viét — Anh.

Appendix B Vietnamese—English glossary. rerm

Cach hoc mgt chwong — How to study a chapter

1. Boc danh sach viéc lam dugc ngay dudi tén chuong. D6 1a viéc ban phai 1am duoc
khi doc xong.
Read the list of abilities just under the chapter title. That is what you must be able to do
when you finish.

2. Poc mot muc, roi 1am lai vi du bang gidy va may tinh, khéng nhin 101 giai. So két qua
véi s0 trong sach.
Read one section, then redo the example on paper or a calculator without looking at the
solution. Compare with the figure in the book.

3. Thay sd cua sach bang sé cua khach that ma ban dang phu trach, roi 1am lai.
Replace the book's figures with those of a real customer you handle, and do it again.

4. Cubi chuong, 1am céc viéc trong myc 'Viéc can lam ngay'.
At the end of the chapter, do the tasks in 'Action checklist'.

GHI NHO / KEY POINT - S6 trong sach la s6 minh hoa cua Lam Héng Phat. Gia, chiét
khau, han murc thit & cong ty ban s& khac. Cach lam giit nguyén, ban thay sd.

The figures are illustrations from Lam Hong Phat. The real prices, discounts and limits at your
company will differ. The method stays the same; you change the numbers.

1.9. Phian mém va Al lam dwoc gi, ngudi phai lam gi — 1.9. What software and AI

can do, and what a person must do

Phan mém va tri tué nhan tao (AI) 1am nhanh viéc tinh toan, soan nhap, nhic lich. Chung
khong thé chiu trach nhiém trudc khach va trude luat. Quy tic dung: méy soan, ngudi
doc va quyét. Bang 1.11 chia viéc.

Software and artificial intelligence (Al) are quick at arithmetic, drafting and reminders. They

cannot answer to the customer or to the law. The rule of use: the machine drafts, the person
reads and decides. Table 1.11 divides the work.
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Bang 1.11. May lam, ngwoi lam — 7able 1.11. What the machine does, what the person does

Viéc
Task

Soan tin chao hang,
thu gui bao giad
Drafting pitches and
quotation emails

Tinh tién bao gia,
chiét khau

Working out quotation
totals and discounts

Tém tit cudce £01,
cudc hop
Summarising calls and
meetings

Xép tuyén
Planning the route

Nhéc han thu ng
Reminding of payment
dates

Lap hoa don dién ti
Issuing electronic
invoices

Gia ngoai chinh sach,
ky, nhén tién, hira voi
khach

Prices off policy,
signing, taking money,
promising

Phin mém, AI 1am dwoc

Software or Al can

Soan ban nhép theo y ban
néu.
Draft from your outline.

Excel hay phan mém ban
hang tinh nhanh.

Excel or sales software
computes quickly.

Ghi va tom tat 101 noi.
Record and summarise speech.

Ung dung ban d6 dwa thtr ty
di ngan nhat.

A map app gives the shortest
order.

Ung dung nhic lich.
A reminder app.

Phan mém hoa don tao va guri
hoéa don.

Invoicing software creates and
sends invoices.

Khoéng lam dugc.
Cannot.

Nguwoi phai lam
The person must

Doc k¥, sua tén, gia, ngay; chi gui khi
ding véi bang gia.

Read closely, fix names, prices and dates,
send only when they match the price list.

Kiém da 1ay gia ban budn, dung bac
chiét khau, dung thué suat.

Check wholesale price, discount band and
tax rate were used.

Kiém sd, ngay, cam két c6 bi ghi sai
khong.

Check numbers, dates and promises were
not mis-recorded.

Quyét thir ty theo hang diém ban va gio
khach ¢ cura hang.

Decide the order by outlet grade and the
hours customers are in.

Ban 1a nguoi goi, hoi, ghi hen.
You are the one who calls, asks and
records the promise.

Ké toan lap; ban kiém tén, ma sb thué
khach, gia. Khong tu 1ap néu khong
dugc giao.

Accounting issues, you check the
customer's name, tax code and price. Do
not issue one unless assigned.

Chi nguoi dugc giao, theo muc 1.6.
Only a person with authority, as in section
1.6.

Kiém mot ban nhap ctia may trwéc khi giti — Checking a machine draft before you send it

1. M6 bang gia hién hanh, ban c6 ngay hiéu luc méi nhat, dit canh ban nhap.
Open the current price list, the copy with the newest effective date, beside the draft.

2. Gach du6i moi con sd trong ban nhap: gia, sé lugng, phan trim, ngdy. Vi timg sd,
tim dung s6 d6 trong bang gia hodc chinh sach va danh dau da khop.
Underline every figure in the draft: prices, quantities, percentages, dates. For each, find the
same figure in the price list or the policy and mark it as matched.
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3. S6 nao khong tim thay trong tai liéu ctia cong ty thi sira theo tai liéu hodc x6a. Poc
tiép tén khach va ngay hét hiéu lyc cua gia.
Correct any figure you cannot find in the company's papers, or delete it. Then read the
customer's name and the date the price expires.

4. Chi bam giri khi moi s6 da khép. Luu tin di gri vao hd so khach.

Press send only when every figure matches. Save the sent message in the customer's file.

Vi DU/ EXAMPLE — Loc nhd Al soan tin giri nha hang Huong Qué (TC02) béo gia ndi
inox 3 d4y LHP Inox 24 cm. Ban nhép ghi gia 301.000 dong. Loc md bang gia hién hanh,
thdy gia ban budn 1a 310.000 ddng, sira lai rdi méi giri. Néu giri nguyén ban nhap, gia thap
hon 9.000 ddng mot cai va cong ty phai chiu vi khach dd cim tin nhén.

Loc asks an Al to draft a message to Huong Que restaurant (TC02) quoting the LHP Inox 24 cm
three-ply steel pot. The draft says 301,000 dong. Loc opens the current price list, sees the wholesale
price is 310,000 dong, corrects it and only then sends. Had he sent the draft as it stood, the price
would be 9,000 dong too low per pot and the company would have to bear it, because the customer
holds the message.

CANH BAO / WARNING — Khéng dén bang khach, s6 dién thoai, codng no vao cong cu Al
cong cong hay nhém chat. D6 1a dir li¢u ca nhan va bi mat kinh doanh cua cong ty va khach.
Chuong 3 néi cach bao v¢ dir liu.

Do not paste customer lists, phone numbers or balances into a public Al tool or a chat group. That is
personal data and the confidential business information of the company and the customer. Chapter 3
explains how to protect data.

LOI HAY GAP / COMMON MISTAKE — Tin ban nhép ctia may ma khong d6i chiéu bang
gia. Hau qua: giri khach gia sai, cong ty chiu 16 hodc mat uy tin khi stra. Cach tranh: moi s6
trong tin giri khach phai d6i chiéu v6i bang gia hién hanh trude khi bam guri.

Trusting the machine's draft without checking the price list. Result: a wrong price goes to the
customer and the company either takes the loss or loses face correcting it. How to avoid it: check
every number in a message against the current price list before pressing send.

1.10. Viéc can 1am ngay — 1.10. Action checklist

« Viét bang 15i ctia ban ba viéc cia nguoi ban hang, roi tim ba viéc d6 trong don 30 ndi
inox ¢ bang 1.1.
Write in your own words the salesperson's three jobs, then find them in the 30-pot order in
Table 1.1.

« Lay nam khéach ban dang c6 hodc sap c6, hoi bon cau & muc 1.2 va ghi kénh cia timg
khéch.

Take five customers you have or soon will have, ask the four questions in section 1.2 and
record each one's channel.
« Chép cot 'Pau ra' cia bang 1.3 ra mot to riéng va dan noi ban nhin thiy mdi sang.
Copy the 'Output’ column of Table 1.3 onto a sheet and put it where you see it every morning.
* Lap danh sach nguoi trong cong ty: tén, sb dién thoai, viéc ho lam (bang 1.5).
Make a list of colleagues: name, phone number, what each does (Table 1.5).
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* Héi truong phong bé‘tng van ban: ban duoc tu bdo gia, tu cho chiét khau dén muc nao,
murc nao phai xin duyét.
Ask your sales manager in writing: how far you may quote and discount yourself, and what
needs approval.

« Poc lai bay ranh gi6i & bang 1.7 va gach dudi hai ranh gidi ban dé vi pham nhat.
Re-read the seven limits in Table 1.7 and underline the two you are most likely to break.

« Xép thor mot ngay di tuyén bang nam bude & myc 1.7, véi tuyén cta ban.
Plan a trial route day with the five steps in section 1.7, using your own route.

« Pt nhéc lich cho cac méc thang: dbi chiéu cong ng, chét doanh s, tinh thuong (bang
1.9).
Set reminders for the monthly dates: debt reconciliation, closing sales, bonus calculation
(Table 1.9).

« Poc chuong 2 va chuong 3 trude khi di tuyén that.
Read chapters 2 and 3 before you go on a real route.
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Chuong 2. Kién thirc nén nguoi ban hang phai nim — Chaprer 2.
Core knowledge for salespeople

Sau chwong nay ban lam dwgc — What you will be able to do

* Boc nhan va bang thong sb cua mot loai hang, roi tra 161 duge nam ciu khach hay hoi
ma khong doan.
Read the label and specification sheet of one kind of goods, then answer the five questions
customers ask most without guessing.

« Phan biét ngudi mua, nguoi ding, nguoi quyét dinh va nguoi anh hudng & mot khach,
10i biét mdi nguoi can nghe diéu gi.
Tell the buyer, user, decision maker and influencer apart at one customer, and know what
each needs to hear.

* Tur gia mua vao tinh ra gid ban, phén b6t cho khach, tién 13i va thué caa mot dong
hang, khong nham hai cach tinh phan tram 1ai.
Work from purchase cost to selling price, the reduction given to the customer, profit and tax
on one line without confusing the two ways of working a profit percentage.

« N6i dung bang gia giri khach, phiéu khach dit mua va hop dong khac nhau ¢ dau, va
ltc nao 101 cua ban da rang budc cong ty.
Say exactly how a price table sent to a customer, an order form and a contract differ, and
when your words already bind the company.

« Lam nam phép tinh ban hang bang tay va bang Excel: phan trim, bét gia theo bac, bét
gi4 hai 14n lién tiép, s6 hang phai ban thém khi giam gia, d6i thung ra cai.
Work five sales sums by hand and in Excel: percentages, tiered reductions, two reductions in
a row, the extra sales a price cut needs, cartons to pieces.

2.1. Hiéu hang minh ban: nhin, thong so, cach dung, ciu khach hay héi — 2.1.

Know what you sell: label, specifications, use, common questions

Khach hoi mét cau vé hang ma ban tra 10i sai hodc ling ting thi ho khong tin cac con sb
ban dua sau d6. Vi vay viéc dau tién ctia ngudi ban hang 1a biét hang cia minh ¢ muc
nguoi ding va nguodi nhap don cin biét. Ma hang 1a diy chit va sd cong ty dit cho timg
loai hang, vi dy INXO01 1 ndi inox 24 cm. Moi bang gia, don dit hang, phiéu xuit kho
déu ghi theo ma nay. Mdi ma c6 ba murc gia: gia von (sb tién cong ty bo ra dé c6 hang),
gia ban budn (cong ty ban cho dai 1y va khach to chiic) va gid ban 1 dé xuat (gia goi ¥
cho khach 1¢). Muc 2.5 giai thich ky.

A customer asks about the goods and you answer wrongly or hesitate: from then on they doubt
every figure you give. So the first job of a salesperson is to know the goods as well as the user
and the person placing the order need to. A product code is the string of letters and digits the
company gives each kind of goods; INX0I, for example, is the 24 cm stainless steel pot. Every
price list, order and stock issue note uses this code. Each code has three prices: cost (what the
company pays to have the goods), wholesale (what the company charges dealers and
institutions) and suggested retail (a guide price for retail buyers). Section 2.5 explains them in

Sull.
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Can chuan bi — What to bring

« M6t miu hang that (hodc anh chyp bao bi bdn mat), catalog, bang gia hién hanh, phiéu
thong s6 ctia nha san xuat hodc cta b phan mua hang.
A real sample (or photos of all four sides of the packaging), the catalogue, the current price
list, the specification sheet from the maker or the purchasing team.

Cac budc doc mot ma hang — Steps to read one product code

1. Cam hop hodc nhan déan trén hang, tim tén hang. Tén trén nhin phai khép tén trong
bang gia. Néu khac (vi du nhin ghi 24 cm, bang gia ghi 26 cm) thi dirng va hoi anh
Khéi trudce khi bao gia.

Pick up the box or the sticker on the item and find the name. The name on the label must
match the price list. If they differ (the label says 24 cm, the price list says 26 cm) stop and
ask Mr Khoi before quoting.

2. Tim tén va dia chi cta t6 chtrc chiu trach nhiém vé hang. Véi hang cong ty nhap khau,
d6 1a t6 chirc ban hang & Viét Nam, ghi trén nhin phy dan thém bang tiéng Vieét.
Chép tén nay vao phiéu ma hang.

Find the name and address of the organisation responsible for the goods. For imported
goods this is the seller in Vietnam, shown on an added Vietnamese sub-label. Copy it onto
the product sheet.

3. Tim xuat x&t (hang san xuat & nude ndo). Chép dang chit trén nhan, khéng doan theo
kiéu dang.
Find the origin (the country where the goods were made). Copy the exact words on the
label; do not guess from the look of the item.

4. M bang thong so, chép bon thi: chat liéu, kich thudc hoic dung tich, loai bép hodc
diéu kién dung duoc, thoi han bao hanh. O nao bang khong ghi thi dé tréng va ghi
"héi" bén canh. Khong ty dién.

Open the specification sheet and copy four things: material, size or capacity, the cooker
types or conditions of use, the warranty period. Leave any box the sheet does not fill blank
and write "ask". Never fill it by guess.

5. Poc cach ding va bao quan: rira thé nao, c6 cho vao mdy rira bat khong, c6 ding
dung cu kim loai co dugc khong. Pay 1a nhitng cau khach hoi nhiéu nhét va cling 1a
1y do hang bi tra lai.

Read the use and care notes: how to wash, whether it goes in a dishwasher, whether metal

scourers are allowed. These are the questions asked most, and the commonest reason goods
come back.

6. Pém quy cach dong goi: mot thung bao nhiéu cai hodc bg, tinh sé nay & bang gia. Vi
du ndi INXO01 déng 6 cai mot thung, hop thily tinh THTO1 dong 24 cai mot thung.
Check the packing: how many pieces or sets per carton, as shown in the price list. For
example the INX01 pot is packed 6 to a carton and the THT01 glass container 24 to a
carton.

Nhan hang héa 1a phan chit va hinh ghi trén hang hoic bao bi dé nguoi mua biét hang 1a
gi va ai chiu trach nhi¢m. Theo Nghi dinh 37/2026 Diéu 42 khoan 1, nhén cia hang dang
ban & Viét Nam phai c6 bang tiéng Viét bon nhom ndi dung & bang sau.
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A goods label is the writing and pictures on the item or its packaging that tell the buyer what it is
and who answers for it. Under Decree 37/2026 Article 42(1), the label of goods sold in Vietnam
must show four groups of information in Vietnamese.

Noi dung bit bude Ban tim & dau Néu thiéu thi 1am gi
Required content Where to look If missing

Tén hang hoa Mat trude hop, nhan dan Khong bao gia, bao anh Khoi
Name of the goods Front of the box, sticker Do not quote, tell Mr Khoi

Tén va dia chi té chitc chiu Mt sau hop, nhan phu tiéng 150 15 sl s T i

trach nhiém Viét hu
Name and address of the Back of the box, Vietnamese pht .
. . Ask purchasing for the sub-label
responsible organisation sub-label
£, o o1s , n < 2 Khong ghi xuét xr do ban tyr
Xuat xtr hang hoa Canh tén nha san xuat nohi 88 T
Origin of the goods Next to the maker's name &

Never write an origin you assumed

Noi dung theo loai hang

Mit sau hodc tai liéu kém Hoi bd phén chét luong cia
(Phu luc I) R
[  good theo cong ty
ontent by lype of goods Back or the enclosed leaflet Ask the company's quality team
(Annex 1)

Hai diém nho nhung hay bi bo qua. Hang qua nho khong du chd ghi thi ba ndi dung dau
(tén, td chirc chiu trach nhiém, xuit x1r) van phai nam trén nhan that, phﬁn con lai co thé
dé ¢ tai liéu kém theo (Diéu 37). Tén riéng cua td churc va dia danh trén nhéin khong duoc
viét tit (Piéu 39). Dung cu ndu va dung thuc pham c6 thé con yéu cau riéng vé vat liéu.
Sach nay chua kiém phan d6, nén trude khi néi voi khach "an toan cho thuc phiam" ban
hoi bo phan chat lugng va ddi chiéu vin ban hién hanh.

Two small points are often missed. If the item is too small for all of it, the first three items (name,
responsible organisation, origin) must still be on the physical label and the rest may go in an
enclosed document (Article 37). The names of organisations and places must not be abbreviated
(Article 39). Cookware and food containers may also carry separate material requirements. This

book has not checked that part, so before you tell a customer "food safe" ask the quality team
and check the current text.

Cau khach hay héi va cach tra loi — What customers ask and how to answer

Khach héi Tim ciu tra 101 & Khéng chic thi n6i

The customer asks Find the answer in If unsure, say

Dé em kiém bang thong so roi
bao anh trong ngay

Chao nay dung dugc bép tir

Khone? Bang thong sd, dong loai bép
& Specification sheet, cooker type

Can this pan be used on an Let me check the sheet and tell you

) ) line

induction hob? today

Mot thung bao nhiéu cai? Bang gia, cot quy cach Em xem lai bang gia
How many to a carton? Price list, packing column I will check the price list
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Khach héi Tim ciu tra 101 & Khéng chic thi n6i

The customer asks Find the answer in If unsure, say

Bao hanh bao 1au, bao hanh
cai gi? Phiéu bao hanh, hop dong

How long is the warranty, what = Warranty card, contract

Em giri phiéu bao hanh dé anh

doc

. 1 will send you the warranty card

does it cover?
Em doc huéng dan trén hop cho

Rira bang may dugc khong?  Hudng din bao quan trén hop  anh

Is it dishwasher safe? Care notes on the box I will read you the care notes on
the box
Khac hang ctia nhan X chd Em chua c6 s6 do ciia nhan X,

. Béng so sanh ban tu lap & K
nao? em khong so
muc 2.2

How is it different from brand . ) I have no figures for brand X, so [
I The comparison you make in 2.2 will not compare
Dong cubi 1a chd dé vi pham nhét: néu ban noéi "hang nhan X mong hon" ma khéng c6 sb
do, ban dang ché ddi thu khong cé can ctr. Quang cdo so sanh hang véi hang ctia ngudi
khac ma khong chung minh dugc 1a hanh vi bi xtr phat (xem chuong 7). Chi so khi ban
cam ca hai mau va co con sb.

The last row is where people slip. If you say "brand X is thinner" with no measurement, you are
running down a competitor without proof. Advertising that compares your goods with someone
else's and cannot be proved is a punishable act (see Chapter 7). Compare only when you hold
both samples and have a figure.

Vi DU/ EXAMPLE — Loc cAm hop ndi INX01 va d6i chiéu bang gia. Tén trén hop: "Nobi
inox 3 day LHP Inox 24 cm", khdp bang gia. Quy cach 6 cai mot thung. Bang thong s khong
ghi loai bép, nén Loc ghi "hoi" vao 6 6 va nhin bd phan mua hang. Chiéu d6 mét dai 1y hoi
"dung bép tir duoc khong", Loc tra 10i: "Dé em kiém bang thong s6 roi bao bac trong ngay",
va bao lai sau khi c6 cau tra 10i.

Léc picks up the INX0I pot box and checks the price list. The box reads "Noi inox 3 déy LHP Inox 24
cm", matching the list. Packing is 6 to a carton. The sheet does not give the cooker type, so Loc writes
"ask" in that box and messages purchasing. That evening a dealer asks "does it work on induction?";
Loc says "Let me check the sheet and tell you today" and reports back once he has the answer.

LOI HAY GAP / COMMON MISTAKE — Tra 15i "dugc" cho moi cau héi vé hang dé khoi
mat khach. Khach mua vé thiy hang khong dung 151 ban néi thi dugc ddi hodc tra lai, cong ty
chiu chi phi, va ban mAt long tin cta ca diém ban. Cau "Dé em kiém roi bao" 1a ciu tra 1o
dung khi chua biét.

Answering "yes" to every question about the goods to avoid losing the customer. If they find the goods
differ from what you said, they can exchange or return them at the company's cost, and you lose the
trust of the whole outlet. "Let me check and tell you" is the right answer when you do not know.

GHI NHO / KEY POINT — Mbi ma hang ban phai thudc: tén dung, quy cach thung, gia von,
gia ban buon, gia ban 1¢ dé xuét, thoi han bao hanh, mot diém khéc so voi nhdn X. Chd chua
biét thi ghi "hoi".
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For each code you must know: the exact name, carton size, cost, wholesale price, suggested retail
price, warranty, and one difference from brand X. Mark anything unknown "ask".

2.2. Tw hoc mot ma hang méi bz"mg bang nam cau - 2.2. Teaching yourself a new

product code with five questions

Cong ty s& duwa thém ma hang moi nhiéu 1an trong nam. Ban khong can ai day ting ma.
V6éi mdi md méi, ban trd 161 nim cau & bang dudi, ghi vao mot to phiéu ma hang (mat
trang, m&i ma mot phiéu). Tra 1oi xong ndm cau 1a du dé néi chuyén véi dai 1y va khach
t6 chire vé ma do.

The company adds new codes several times a year. You do not need anyone to teach each one.
For every new code you answer the five questions in the table and write the answers on a

product sheet (one page per code). Once the five are answered you can talk about that code with
dealers and institutional customers.

Hoéi

Question

LAy ciu tra 10i &

Where the answer comes from

Hang 1a gi, 1am bang gi, kich thudc bao

nhiéu?
What is it, what is it made of, how big?

Ai dung, dung vao viéc gi, khong dung
dugc vao viée gi?

Who uses it, for what, and what can it not be
used for?

Gi4 von, gia ban budn, gia 1é dé xuat, quy
cach thung, ton kho?

Cost, wholesale, suggested retail, carton size,
stock?

Hon va kém hang cuing loai cua nhan X &
diém nao?

Where is it better or worse than brand X's
equivalent?

Hong thi xtr 1y thé nao, bao hanh bao 1au,
16i hay gip?

What happens if it fails, how long is the
warranty, usual defects?

Nhin, bang thong sd, cam mau do thir
Label, specification sheet, measure the sample

Huéng dan dung, héi bo phan mua hang
Use notes, ask purchasing

Béng gia, phiéu ton kho

Price list, stock sheet

bi myén, xem ké, do va chup mau nhan X
Visit the route, look at shelves, measure and
photograph brand X

Phiéu bao hanh, anh Khoi, phiéu ddi tra cii

Warranty card, Mr Khoi, past return notes

Cau 4 d& bi bo vi can di ra ngoai. Hay chup gid va miu nhian X ¢ mdi diém ban ban ghé,
roi ghi vao phiéu. Sau vai tuan ban c¢6 sd that dé so, thay vi nodi theo cam giac.
Question 4 is easy to skip because you must go out. Photograph brand X's price and samples at

each outlet you visit and record them on the sheet. After a few weeks you have real figures to
compare instead of impressions.

Vi DU/ EXAMPLE — Céng ty dua ma NHOO1 "Chao nhom chong dinh LHP 26 cm" vao
tuyén. Loc lap phiéu. Cau 1: chao nhom c6 16p chdng dinh, dudong kinh 26 cm (1ay tir tén
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hang). Cau 2: chién xao hang ngay, khong dung dung cu kim loai cao 1ong chao (lay tir hudéng
dan trén hop). Cau 3: gia von 92.000 dong, ban budn 128.000 ddong, 1¢ dé xuit 169.000 dong,
12 c4i mot thung, t6n dau thang 10 13 60 thung. Cau 4: chua c6 s6 nhan X, tuan nay di tuyén
chup gia. Cau 5: chua rd 18i hay gip, Loc nhd anh Khoi chi phiéu dbi tra cii. Hai cau chua tra
161 dugc ghi "hoi" va c¢6 han ngay lam.

The company puts code NHOOI "Chéo nhém chéng dinh LHP 26 cm" on the route. Loc makes the
sheet. Q1: aluminium pan with a non-stick coating, 26 cm across (taken from the name). Q2: everyday
frying, no metal tools scraped on the surface (from the care notes on the box). Q3: cost 92,000 dong,
wholesale 128,000 dong, suggested retail 169,000 dong, 12 to a carton, opening stock for October 60
cartons. Q4: no brand X figures yet,; he will photograph prices on this week's route. Q5: usual defects
unknown, he asks Mr Khoi to point him to old return notes. The two unanswered questions are
marked "ask" with a due date.

LOI HAY GAP / COMMON MISTAKE — Pién phiéu bang diéu ban "nghi 12 dung". Phiéu
ma hang chi co gia tri khi m&i dong c6 ngudn (trang bang gia, tén ngudi tra 101, ngay chup).
Dong khong c6 ngudn 1 dong chua biét.

Filling the sheet with what you "think is right". A product sheet is only worth something if each line
has a source (price list page, name of the person who answered, date photographed). A line with no
source is a line you do not know.

2.3. Hiéu khach: ai mua, ai dung, ai quyét dinh, ho can gi — 2.3. Know the

customer: who buys, who uses, who decides, what they need

Ban ban cho timg ngudi cu thé trong cong ty khach. O khich nho nhu cira hang, mot
nguoi 1am ca bon vai. O khach t6 chitrc nhu khach san, truong hoc, bon vai 1a bon nguoi,
va n6i sai ngudi thi don hang dimg lai. Bon vai gdm: ngudi mua (nguoi dat don va lam
thi tuc thanh todn), ngudi dung (ngudi cam hang 1am viéc hang ngay), ngudi quyét dinh
(ngudi co quyén chon nha cung cip va duyét tién), ngudi anh huong (ngudi khong quyét
nhung v kién ciia ho duoc nghe).

You sell to specific people inside the customer's company. At a small customer such as a shop,
one person plays all four roles. At an institutional customer such as a hotel or a school, the four
roles are four people, and talking to the wrong one stalls the order. The four roles are: the buyer
(who places the order and handles payment), the user (who handles the goods every day), the
decision maker (who can choose the supplier and approve the money) and the influencer (who
does not decide but is listened to).

Vai Ho quan tam gi Ban cho hg xem gi
Role What they care about What you show them

Nguoi ding (bép Hang c6 chiu dugc ngay nao ciling

truong, nhan vién bép)  dung, ¢ dé rira, du nhanh Mau hang cam thir
User (head chef, kitchen Does it last daily use, is it easy to A sample to handle
staff) wash, fast enough
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Ho quan tam gi Ban cho hg xem gi

What they care about What you show them

bu s6 lugng, giao dung han, hoa

Nguoi mua (thu mua, don ding (to ghi hang da ban, tien  Lich giao, mau hoa don, diéu
quan 1y) va thué) khoan thanh toan

Buyer (purchasing, Full quantity, delivery on time, correct — Delivery schedule, sample
manager) invoice (the paper listing goods sold, invoice, payment terms

money and tax)

Béng gi4 tong, bao hanh,
khéach da mua

Total price, warranty, other

Nguoi quyét dinh (giam
dbc, hidu truong)
Decision maker (director,

Tdng tién, rai ro, hang ¢ lam tbt
viéc cho don vi
Total cost, risk, will it do the job

head teacher) customers
Ngudi anh huong (ké S e . )
g, e 2 E Tién c6 diing ngan sach khong, i, o .
toan, nguoi dung lau . e, . i SO sanh voi hang dang dung
B hang cii c¢6 dung tiep dugc khong . .
nam) Figures set against the current

Is it within budget, can old items stay

Influencer (accountant, goods

long-serving user) e
Céch 1am: khi gap khach t6 chirc 1an dau, ban hoi thang ba cau. "Ai 1a nguoi ding hang
nay hang ngay? Ai dit don va lo thanh toan? Ai 1a ngudi quyét dinh chon nha cung cap?"
Ghi tén va chirc vu vao phiéu khach. Gap dugce ngudi quyét dinh sém 1a diéu kién dé bao
gia khong bi gui vao ngéan kéo.
How to do it: at the first meeting with an institutional customer, ask three direct questions. "Who
uses these goods every day? Who places the order and handles payment? Who decides the
supplier?” Write names and positions on the customer sheet. Reaching the decision maker early
is what stops a quotation vanishing into a drawer.

VI DU / EXAMPLE — Khach san Lam Ngoc Vién (TCO1) can trang bi bép va phong an cho
180 suat mdi bira, 3 bita mot ngay. Ong Hoang Vian Binh, giam ddc, 1a nguoi quyét dinh. Bép
trudng 14 nguoi dung va ngudi anh hudng: 6ng Binh s& hoi bép trudng "chdo nay dung on
khong" trude khi ky. Vi vay ngay khao sat Loc mang miu ndi va chao, dua bép truong cam
thir, rdi méi giri bao gia cho 6ng Binh kém lich giao hang hai dot.

The Lam Ngoc Vién Hotel (TCO1) needs kitchen and dining equipment for 180 covers a meal, three
meals a day. Mr Hoang Van Binh, the director, is the decision maker. The head chef is the user and an
influencer: Mr Binh will ask the chef "is this pan all right?" before signing. So on the survey day Loc
brings sample pots and pans, lets the chef handle them, and only then sends the quotation to Mr Binh
with a two-stage delivery schedule.

Hai loai nhu ciu khac nhau — Two different kinds of need

Pai 1y va cira hang mua dé ban lai, nén ho nghi bang 14i va vong quay vén. Vong quay
von 1a téc do tién bo vao hang quay vé thanh tién mat: nhap 10 triéu ddng hang, ban hét
trong 2 tuan thi tién quay nhanh hon ban hét trong 2 thang. Khach t6 chirc mua dé dung,
nén ho nghi bé‘mg do bén, du sb lugng, dung han va hoa don hop 1¢ dé hach toan.

Dealers and shops buy to resell, so they think in profit and capital turnover. Capital turnover is
how fast money put into stock comes back as cash: buying 10 million dong of stock and selling it
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in two weeks turns the money faster than selling it in two months. Institutional customers buy to
use, so they think in durability, full quantity, on-time delivery and a valid invoice for their books.

DPiém so sanh

Point

Mua dé
Buys to

Cau hdi dau tién
First question

Co don
Order size

Ai quyét
Who decides

Tra tién
Payment

Diéu 1am méat
khach
What loses them

Dai ly, cira hang
Dealer, shop

Bén lai cho nguoi tiéu dung
Resell to consumers

"Hang nay ban c6 chay khong, 1ai
bao nhiéu?"
"Will it sell, what is my margin?"

Nho, dit déu hing tuan hing thang
Small, repeated weekly or monthly

Thuong chinh chu ctra hang
Usually the shop owner

Mua chiu, tra sau 30 ngay, no khong
qua mirc cong ty cho phép

Buys on credit, pays after 30 days, debt
capped by the company

Hét hang, gia 1¢ bi pha, trung bay
kém

Stock-outs, retail price undercut, poor
display

Khéch t chirc
Institutional customer

Tu dung cho don vi
Use inside the organisation

"Dung c6 bén khong, giao khi nao,
c6 hoa don khong?"

"Will it last, when can you deliver, is
there an invoice?"

Lén, mot 1an hodc theo dot
Large, once or in stages

Nhiéu ngudi, c¢6 thé phai qua duyét
Several people, possibly an approval
step

Theo hop d@)ng: tam Ung, theo dot,
chuyén khoan

Per contract: advance, stages, bank
transfer

Giao tré, thiéu hang, hoa don sai
Late delivery, shortfall, wrong invoice

Dong "Cau hoi dau tién" 1a cau ban nén chuén bi sin 1oi dap trudc khi vao ctra. Véi dai ly
Minh Tam (DBO1) ban chuan bi con sé 14i trén mdi cai (muc 2.5). V&i khach san ban
chuan bi lich giao va mau héa don.

The row "First question"” is the one you prepare an answer to before walking in. For the dealer

Minh Tam (DB01) you prepare the profit per piece (section 2.5). For the hotel you prepare the
delivery schedule and a sample invoice.

LOI HAY GAP / COMMON MISTAKE — Gip nguoi dung, nghe khen hang, roi tuéng da
ban dugc. Nguoi dung chi anh huéng. Néu ban khong biét ai 1 ngudi quyét dinh thi ban chwa
c6 thuong vy, chi c6 mdt cudc trd chuyén.

Meeting the user, hearing praise, and thinking the sale is made. The user only influences. If you do not
know who decides, you do not have a deal, only a conversation.

GHI NHO / KEY POINT — Hoi ba cau & 1an gip dau: ai dung, ai dat don va thanh toan, ai
quyét. Pai 1y nghi bang 13i va vong quay v6n, khach to chirc nghi bang d6 bén, du s, dung
han, hoa don.

Ask three questions at the first meeting: who uses it, who orders and pays, who decides. Dealers think

in profit and turnover, institutions think in durability, full quantity, timing and invoice.
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2.4. Kénh phéan phdi: hang di tir cong ty dén tay nguoi dung biang dwdng nao

— 2.4. Distribution channels: how goods travel from the company to the user

Kénh phan phbi 1a con dudng hang di tir cong ty dén nguoi dung cudi. Biét kénh nao
dang ban cho minh gitp ban tra 10i ba cau: bao gi nao duoc dung, gidy to nao di kém, va
ai s& phan nan néu co xung dot gia. Lam Hong Phat ban qua bon kénh ndi chung. Ban
lam tryc tiép hai kénh dau.

A distribution channel is the route goods take from the company to the final user. Knowing
which channel is selling helps you answer three questions: which price list applies, which papers
go with the goods, and who will complain if prices clash. Lam Hong Phat sells through four
channels in general. You work directly in the first two.

Kénh

Channel

Ban budn cho

Ai mua
Who buys

Dai ly, cua hang mua

Mua thé nao

How they buy

Dit theo thung, déu

Gia va gidy to
Price and papers

Gi4 ban budn trir phan bét
theo bac doanh s (xem
phép 2, muc 2.9); phiéu

dai ly dé ban lai dan, mua chiu tra sau dit hang, héa don
Wholesale to Dealers and shops By carton, regularly, on Wholesale price less the
dealers buying to resell credit sales-tier reduction (see sum
2, section 2.9); order form,
invoice
Y o@ , s o Bao gia theo thuong vu;
Béan thang cho ~ Khach san, nha hang,  Co6 khao sat, bao gia, gk a1 . g L
2 . . R o . ] 5 hop dong, bién ban giao
to chirc truong hoc, bép an dam phan, hop dong aha
. . an
Direct to Hotels, restaurants, Survey, quotation, o
. . Quotation per deal; contract,
institutions schools, canteens negotiation, contract .
delivery record
A A £ Gia Ié do cua hang niém
Nguoi tiéu dung dén . .o P ] ig A
f1a A , . Mua tung cai, tra ngay  yet; cong ty chi d¢ xuat
Bin 1¢ ctra hang cuia dai 1y One piece at a time, paid = Retail pri ted by th
. , etail price poste e
Retail Consumers visiting the P P pricep ”

Truc tuyén
Online

dealer's shop

Nguoi mua qua trang
ban hang hodc tng
dung nhin tin

Buyers via a sales page
or messaging app

at once

Dit va tra tién tir xa
Order and pay remotely

shop, the company only
suggests

Gia niém yét phai gom
thué; hang giao qua van
chuyén

Listed price must include
tax; goods sent by carrier

Gia niém yét 1a gid cong khai cho nguodi mua. Ludt Gia Piéu 29 khoan 1 quy dinh gia
niém yét da bao gém cac loai thué, phi. Vi vdy ctra hang hay trang ban hang ghi gi4 1¢ thi
ghi gia khach thuc tra, khong ghi gia chua thué rdi cong sau.

A listed price is the price shown to the public. The Law on Prices Article 29(1) says a listed price
already includes taxes and fees. So a shop or sales page that posts a retail price must post what
the customer actually pays, not a pre-tax price with tax added later.
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Mot chir dé gay nham 1a "dai Iy". Trong lut, dai 1y thuong mai 12 bén nhan danh chinh
minh mua ban hang cho bén giao dai 1y dé hudng thu lao (Luat Thuong mai Diéu 166),
hop ddng phai bang vin ban (Piéu 168). Trong sach nay, "dai Iy" nhu Minh Tam (DBO01)
1a khach mua dut ban doan: mua hang ciia cong ty, tra tién, hang 1 ctia ho va ho tu quyét
gi4 ban 1¢. Khi noi chuyén voi khach, ban goi dung tén theo hop dong dang ky, khong goi
theo thoi quen.

One word causes confusion. "dealer". In law a commercial agent acts in its own name to buy or
sell goods for the principal and earns remuneration (Law on Commerce Article 166), and the
contract must be written (Article 168). In this book a "dealer" such as Minh Tam (DBO0I) is a
customer who buys outright: it buys from the company, pays, owns the goods and sets its own

retail price. With customers, use the name that matches the contract actually signed, not the
habit.

Chon kénh cho m¢t khach méi — Choosing the channel for a new customer

1. Hoi: "Anh chi mua hang dé ban lai hay dé dung?" Bén lai 1a kénh dai 1y, dung 13 kénh
t6 chirc.
Ask: "Do you buy to resell or to use?" Resell means the dealer channel,; use means the
institutional channel.

2. Héi cd don va nhip mua: dat déu mdi tuan, hay mot 1an ca 16. Péu dan va nhé thi vao
tuyén; mot 1an va 16n thi 1ap thuong vu.
Ask order size and rhythm: weekly top-ups, or one big lot. Regular and small goes on the
route; one-off and large becomes a deal.

3. Kiém xem khu vuc d6 di c6 dai 1y ctia cong ty chua. Néu c6, mot khach san gan do
mua tryc tiép cua cong ty c6 thé lam dai Iy mat loi. Hoi anh Khéi trudc khi bao gia.
Check whether that area already has a company dealer. If so, a nearby hotel buying direct
may hurt that dealer. Ask Mr Khoi before quoting.

4. Chon bang gia va mau gidy td ctia ding kénh, chép vao phiéu khach.
Pick the price list and paper templates for the right channel and note them on the customer
sheet.

VI DU/ EXAMPLE — Khach san Lam Ngoc Vién (TC01) duoc dai ly Minh Tam (DBO01)
gidi thiéu. Loc hoi "mua dé dung hay ban lai": mua dé dung. Co don 16n, mot 14n chia hai dot
giao. Pay 1a kénh t chirc. Loc bao anh Khoi vi ngudi gidi thiéu 1a dai Iy. Anh Khéi din:
khach san mua truc tiép, nhung bao cho Minh Tam biét va gilr cho dai 1y cac don nhé 1¢
quanh khach san.

The Lam Ngoc Vién Hotel (TC01) was introduced by the dealer Minh Tam (DB01). Loc asks "to use
or to resell”: to use. The order is large, one purchase delivered in two stages. This is the institutional
channel. Loc tells Mr Khoi because the introducer is a dealer. Mr Khoi says.: the hotel buys direct, but
tell Minh Tam and leave the dealer the small top-up orders around the hotel.

LOI HAY GAP / COMMON MISTAKE — Béo cho khach san ciing bang gia ban buén dai
1y vi "cho nhanh". Dai Iy biét khach san mua gia ciia minh thi mat 1ong tin vao cong ty. Mdi
kénh mot bang gia, va gia cho t6 chirc do anh Khoi duyét.

Quoting the hotel the dealer wholesale list to "save time". When dealers learn a hotel buys at their
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price they lose faith in the company. One price list per channel, and organisation prices are approved
by Mr Khoi.

2.5. Gia, chiét khiu, 13i gop: tr gia von dén gia 1é — 2.5. Price, discount, gross
margin: from cost to retail

Mdi ma hang c6 nhiéu muc gid, mdi muc danh cho mot ngudi. Ban phai biét rd mirc ndo
dé khong bao nham. Gia vbn 1a sd tién cong ty bo ra dé c6 mot cai hang. Gia ban budn 1a
gia cong ty ban cho dai Iy va khach t6 chirc, chua c6 thué. Gia ban 1é dé xuat 1a gia cong
ty goi ¥ cho cira hang, chi dé tham khao. Chiét khau thuong mai 14 phan tién cong ty bt
trén gia ban budn, tinh theo phan trim. Chiét khau thanh toan 1a phan bét thém khi khach
tra tién sém. Vi du chao gid 200.000 dong, chiét khau 10% thi khach tra 180.000 dong
trude thué.

Each product code has several prices, each meant for a different person. You must know which
one to avoid misquoting. Cost price is what the company pays to have one piece. Wholesale
price is what the company charges dealers and institutions, before tax. Suggested retail price is
what the company proposes to shops, for reference only. A trade discount is money the company
takes off the wholesale price, as a percentage. An early-payment discount is a further reduction

when the customer pays early. For example a pan at 200,000 dong with a 10% discount costs the
customer 180,000 dong before tax.

400 389

1ai gop 75 nghin (24,2%)
>

310
300 4 294,5

200 1

nghin dong/céi

100 1

Gia vén Béin buon Bén bI;Qn sau Dai Iy ban 1
(niém yét) chict khau 5% (dé xuét)

Hinh 2.1. Bén mirc gia ctia ndi inox INX01, nghin déng mot cai. Nhin cot xam (gia vén 235) va
cot xanh duong nhat (ban budn 310): mii tén cam 1 13i gdp 75 nghin. Cot cam nhat cho thiy
chiét khau 5% lam 1i con 59,5 nghin.

Figure 2.1. The four prices of the INX01 stainless pot, in thousand dong per piece. Look at the grey bar
(cost 235) and the pale blue bar (wholesale 310): the orange arrow is the 75 thousand gross margin. The
pale orange bar shows that a 5% discount cuts it to 59.5 thousand.

Lai gép va hai cach tinh phan tram - Gross margin and two ways to work out a percentage

Lai gop 14 gia ban trir gid von. Goi "gdp" vi chua trir tién giao hang, lwong, thué kho. Ty
1¢ 13i gop 1a 13i gdp chia cho gia ban, nhan 100. Mark-up 1a 14i gop chia cho gia vbn, nhan
100. Hai ty 1& nay khac nhau vi chia cho hai s6 khac nhau. Ngudi trong nghé diung 13n 16n

Tai liéu nay dugc bién soan boi ddi ngli ciia website: https://tailicuso.vin
Trang 41



S6 tay thyc hanh Ban hang tir A d¢én Z / Practical Sales Handbook from A to Z

hai chit ndy, nén khi ai n6i "1ai 30%" ban phai hdi "30% trén gia ban hay cdng thém 30%
1én gia von".

Gross margin is selling price minus cost. It is "gross” because delivery, wages and warehouse
rent are not yet deducted. The gross margin rate is gross margin divided by selling price, times
100. Mark-up is gross margin divided by cost, times 100. The two differ because they divide by
different numbers. People in the trade mix up the two words, so when someone says "30% profit"
you must ask "30% of the selling price, or 30% added on top of cost?"

Céach tinh cho m¢t ma hang, nam bwéc — Working one product code, in five steps

1. M6 bang Excel, gd vao dong 2: 6 A2 ma hang INXO01, 6 B2 gia von 235.000, 6 C2 gia
ban buén 310.000.

Open Excel and type on row 2: A2 product code INX01, B2 cost 235,000, C2 wholesale
price 310,000.

2. O D2 1a 13i gop mot cai. Go =C2-B2. Két qua 75.000 dong.
D2 is gross margin per piece. Type =C2-B2. Result: 75,000 dong.

3. O E2 1a ty 1¢ 1ai gop trén gia ban. Go =D2/C2 rdi dinh dang 6 thanh phan tram. Két
qua 24,2%.
E2 is the gross margin rate on selling price. Type =D2/C2 and format the cell as a
percentage. Result: 24.2%.

4. O F2 1a mark-up trén gia von. G =D2/B2. Két qua 31,9%.
F2 is mark-up on cost. Type =D2/B2. Result: 31.9%.

5. Kéo cong thirc xudng cho cac ma con lai. Ma nao ty 18 13i gdp thap hon cac ma khac
(ndi INXO01 va chao INX02 thap nhat) thi khi chiét khau phai can than hon.
Drag the formulas down for the other codes. A code with a lower margin rate than the rest
(the INXO1 pot and INXO2 pan are lowest) needs more care when discounting.

D2: =C2-B2
E2: =D2/C2
F2: =D2/B2

Véi ndi INXO1: 13i gop 75.000 ddong mot cai, ty 18 13i gdp 24,2%, mark-up 31,9%. Clng
mot khoan 13 ma hai ty 1é cach nhau gan 8 diém phan trim. Bang sau cho thiy khoang
cach nay 16n dan khi mark-up 16n dan. Poc dong thtr hai: cong 30% 1én gia von chi cho
ty 1€ 1ai gdp 23,1% trén giad ban.

For the INXOI pot: gross margin 75,000 dong a piece, gross margin rate 24.2%, mark-up
31.9%. The same profit gives two rates almost 8 percentage points apart. The table shows the

gap widening as mark-up grows. Read the second row: adding 30% to cost gives only a 23.1%
gross margin rate on the selling price.

Giz von 100.000 dong thi
ban
Cost 100,000 dong sells at

Mark-up trén gia von Ty 1€ 12i gop trén gia ban

Mark-up on cost Gross margin rate on price

20% 16,7% 120.000
30% 23,1% 130.000
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Giz von 100.000 dong thi
ban
Cost 100,000 dong sells at

Mark-up trén gia von Ty 1€ 12i gop trén gia ban

Mark-up on cost Gross margin rate on price

40% 28,6% 140.000
50% 33,3% 150.000

Mudn dat ty 18 13i gdp 30% trén gia ban thi chia gid vén cho 0,7 (1a 1 trir 0,30). Gia vén
100.000 dong chia 0,7 duoc 142.857 dong, lam tron 1én 143.000 ddng. Kiém lai: 143.000

trir 100.000 1a 43.000, chia 143.000 dugc 30,1%.

To reach a 30% gross margin rate on the selling price, divide cost by 0.7 (that is 1 minus 0.30).
Cost of 100,000 dong divided by 0.7 gives 142,857 dong, rounded up to 143,000. Check:
143,000 minus 100,000 is 43,000, divided by 143,000 gives 30.1%.

Chiét khau in vao lii, va hai chiét khdu khong cong thiang — Discounts eat margin, and
two discounts do not simply add

Pai 1y c6 doanh sb thang trudc tir 50 triéu dén dudi 100 triéu dong thi duoc chiét khau
bac 5%. V&i INXO1, gia sau chiét khau 1a 294.500 dong, 14i gdp con 59.500 dong va ty 18
131 gop tut tir 24,2% xudng 20,2%. Chiét khau 5% di iy di hon mot phan nam 13i. Néu
sau d6 khach con doi thém, ban phai tinh lai 1ai trude khi gat.

A dealer whose previous-month sales were 50 million up to under 100 million dong gets the 5%
tier. For INXOI the price after discount is 294,500 dong, margin falls to 59,500 dong and the

gross margin rate drops from 24.2% to 20.2%. A 5% discount has taken more than a fifth of the
profit. If the customer then asks for more, recompute before agreeing.

Chiét khau thanh todn sém 1a 1% khi dai 1y tra trong 7 ngay ké tir ngay héa don, tinh trén
tién sau chiét khau bac. Hai chiét khiu nay nhan véi nhau, khong cong. Pon DH1007 cia
Minh Tam c6 tién hang theo gia buon 83.988.000 dong. Cong thang 5% va 1% thanh 6%
cho ra giam 5.039.280 dong, con 78.948.720 dong. Lam dung: sau chiét khau bac con
79.788.600 dong, 1% cua s d6 1a 797.886 ddong, khach tra 78.990.714 ddéng. Chénh
41.994 ddng. Cong thang 1am cong ty bot qua tay, mot don 1éch ching nay, mudi don
léch gap mudi.

The early-payment discount is 1% when the dealer pays within 7 days of the invoice date,
worked on the amount after the tier discount. The two multiply; they do not add. Minh Tam's
order DHI1007 has goods of 83,988,000 dong at wholesale prices. Simply adding 5% and 1%
gives 6%, a cut of 5,039,280 dong, leaving 78,948,720 dong. The right way: after the tier
discount 79,788,600 dong remains, 1% of that is 797,886 dong, so the dealer pays 78,990,714
dong. The difference is 41,994 dong. Adding straight gives away too much, one order is off by
this much, ten orders by ten times.

Luu ¥: cach ghi chiét khiu thanh toan sém 1én hoa don va vao s6 1a viéc cua ké toan cong
no (chi Lan). Ban chi can tinh ding s6 khach phai tra va noi rd han 7 ngay khi bao gia.
Note: how an early-payment discount is shown on the invoice and recorded is for the receivables
accountant (Ms Lan). You only need to compute what the customer pays and state the 7-day
deadline in the quote.
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Lai cua dai ly khi ban 16 — The dealer's profit on retail sales

Ban ciing phai biét 13i cua dai 1y, vi dai 1y chi giit hang ctia ban néu c6 13i. INX01 mua
310.000 dong, gia 1& dé xuat 389.000 ddng, dai 1y 13i 79.000 dong mot cai, tic 20,3% trén
gi4 ban 1¢ hay 25,5% trén gia mua. Vi du ndy coi hai gia ciing cach tinh thué dé dé so.
Tinh chinh xac phan thué cua dai 1y 1a viéc ké toan cua dai ly.

You must also know the dealer's profit, since a dealer only keeps your goods if they pay. INX01
costs the dealer 310,000 dong against a suggested retail of 389,000 dong; the dealer earns
79,000 dong a piece, which is 20.3% of the retail price or 25.5% on the purchase price. The
example treats both prices alike for tax to keep the comparison simple; the dealer's exact tax is
for the dealer's own accountant.

Vi DU / EXAMPLE — Minh Tam héi Loc: "Em béan ndi INXO01 1ai bao nhiéu, anh con chiét
khau thém khong?" Loc tra 10 bang ba con sé di tinh sn: gia budn 310.000 dong, gia 1¢ dé
xudt 389.000 dong, Minh Tam 1i 79.000 ddng mot cai. V& chiét khau, Loc néi: "Pon thang
nay da dugc 5%. Tra trong 7 ngdy duoc thém 1% trén sé sau chiét khiu." Minh Tam tu tinh
va thiy dang tra som.

Minh Tam asks Loc: "What is my profit on the INXOI pot, and will you discount further?" Loc
answers with three figures worked out in advance: wholesale 310,000 dong, suggested retail 389,000
dong, so Minh Tam earns 79,000 dong a piece. On discount, Loc says: "This month's order already
gets 5%. Pay within 7 days and you get 1% more on the amount after discount.” Minh Tam works it
out and sees that paying early is worth it.

LOI HAY GAP / COMMON MISTAKE — Nghe "13i 30%" rdi 1iy gia v6n nhan 1,3. Két
qua chi 1a ty 18 13i gop 23,1% trén gia ban, thip hon muc tiéu bay diém. Ludn hoi "trén gia
ban hay trén gia von".

Hearing "30% profit" and multiplying cost by 1.3. The result is only a 23.1% margin rate on selling
price, seven points under target. Always ask "on price or on cost".

LOI HAY GAP / COMMON MISTAKE — Cong cic chiét khiu lai v&i nhau. Chiét khiu
tinh 1an luot: 1an hai tinh trén s6 sau 1an mot. Ban di thiy ¢ trén, cong thang 5% va 1% lam
don Minh Tam 1éch 41.994 dong.

Adding discounts together. Discounts are applied one after another: the second is worked on the
amount after the first. As above, adding 5% and 1% throws Minh Tam's order off by 41,994 dong.

GHI NHO / KEY POINT — Lii gop la gia ban trir gia von. Ty 18 13i gop chia cho gia ban,
mark-up chia cho gi von. INX01: 24,2% va 31,9% cho cung khoan 13i 75.000 dong.
Gross margin is price minus cost. The gross margin rate divides by price, mark-up by cost. INX01:
24.2% and 31.9% for the same 75,000 dong profit.

2.6. Thué gia tri gia ting trén héa don: gia chwa thué, tién thué, tong tién —
2.6. Value added tax on the invoice: price before tax, tax, total

Thué gié tri gia ting (GTGT) la thué tinh trén gia ban chua thué, cong ty thu ho nha nudce
tor nguoi mua va ghi thanh mdt dong riéng trén héa don. Héa don 1a chung tir ban hang
ghi hang, gi4, chiét khau, thué va tong tién. Vi ban, thué 1a mot phép nhan va mot phép
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cong. Sai & ddy thi hoa don sai va khach phai nho xuat lai. Gia ban budn trong bang gia
ctia sach 1a gia chua thué.

Value added tax (VAT) is a tax worked on the selling price before tax. The company collects it
from the buyer for the state and shows it as a separate line on the invoice. An invoice is the sales
document that lists goods, price, discount, tax and total. For you, tax is one multiplication and
one addition. A mistake here makes the invoice wrong and the customer must ask for it to be
reissued. The wholesale prices in this book are before tax.

Thué suat 13 ty 1& phan tram tinh thué. Thué suit gdc cua do gia dung nha bép 1a 10%
(Luat GTGT Piéu 9 khoan 3). Tir 01/7/2025 dén hét 31/12/2026, nhém dang chiu 10%
duogc giam con 8% (Nghi dinh 174/2025 Diéu 1, Piéu 2 khoan 1), trir cac nhom loai trir &
Phu luc I cua nghi dinh. Noi chao inox, nhém, dao, binh gitr nhi¢t, hop nhya va hop thuy
tinh cia siach khong nam trong nhém loai trir nén tinh 8% vé&i don giao dén hét
31/12/2026. Bon giao tir 01/01/2027 tinh lai 10%, trtr khi ¢c6 van ban mdi. Vi nhém
hang khac, héi chi Lan trudc khi bao thué.

The tax rate is the percentage applied. The basic rate for kitchen household goods is 10% (VAT
Law Article 9(3)). From 01/7/2025 to the end of 31/12/2026, groups normally at 10% are cut to
8% (Decree 174/2025 Articles 1 and 2(1)), except groups excluded in Annex I of the decree. The
stainless, aluminium, knife, thermos, plastic and glass items of this book are not in the excluded
groups, so 8% applies to orders delivered up to 31/12/2026. Orders delivered from 01/01/2027

go back to 10% unless a new text says otherwise. For other product groups ask Ms Lan before
quoting tax.

Tinh thué cho mot dong hang — Working the tax on one invoice line
1. Lay tién hang ctia dong: sb lugng nhan don gia ban budn.
Take the line's goods value: quantity times wholesale unit price.
2. Trir chiét khau thuong mai. Gia tinh thué 13 gia di chiét khau, chua c6 thué (Nghi
dinh 181/2025 Diéu 14 khoan 2).

Subtract the trade discount. The taxable price is the discounted price before tax (Decree
181/2025 Article 14(2)).

3. Nhan s6 con lai v6i thué suit dé ra tién thué.
Multiply what remains by the tax rate to get the tax.

4. Cong gia chua thué va tién thué dé ra tong tién ctia dong.
Add the price before tax and the tax to get the line total.

5. Néu khach noi "gia nay di gdm thué", tich nguoc bang cach chia tong cho 1 cong
thué suat (chia 1,08 khi thué 8%).
If the customer says "this price includes tax", reverse it by dividing the total by 1 plus the
rate (by 1.08 at 8%).

F5: =ROUND (D5*E5, 0)

G5: =ROUND (F5*H5,0)

I5: =F5+G5

D5 = sb luong, E5 = don gi&, HS5 = thué sudt, F5 = tién hang, G5 = tién thué&, I5 =
tdng dong
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VI DU/ EXAMPLE — Dong 1 ciia don DH1007 1 binh giit nhiét BGNO1: 10 thing, mbi
thing 24 cai, trc 240 cai, gia budn 125.000 dong, tién hang 30.000.000 dong. Chiét khiu 5%
13 1.500.000 d6ng, con 28.500.000 dong. Thué 8% la 2.280.000 dong. Téng dong: 30.780.000
ddng. Toan don ca sdu dong: 79.788.600 dong chua thué, thué 6.383.088 ddng, tong
86.171.688 ddng. Néu cung dong dé giao sau 01/01/2027 thué 10% la 2.850.000 dong, nhiéu
hon 570.000 dong. Khach dat cudi nim can dugc bao trude diéu nay.

Line 1 of order DHI1007 is the BGNOI thermos: 10 cartons of 24, that is 240 pieces, wholesale
125,000 dong, goods value 30,000,000 dong. The 5% discount is 1,500,000 dong, leaving 28,500,000
dong. 8% tax is 2,280,000 dong. Line total: 30,780,000 dong. The whole six-line order: 79,788,600
dong before tax, tax 6,383,088 dong, total 86,171,688 dong. If the same line were delivered after
01/01/2027, 10% tax is 2,850,000 dong, 570,000 dong more. Customers ordering late in the year need
to be told this in advance.

Hang ting kém dung quy dinh khuyén mai c6 gia tinh thué bang 0 (Luat GTGT Diéu 7
khoan 1 diém c), nén khong c6 tién thué. Chuong trinh "mua 10 thung ting 1 thung" cta
don DH1007 ting 3 thung, trj gia theo gia budn 5.784.000 dong, nhung hoa don van ghi
dé thay hang da giao. Hoa don phai ghi rd chiét khau thuong mai va khuyén mai (Nghi
dinh 254/2026 Piéu 10). Cach lap timg loai hoa don do ké toan lam, xem 6.4.

Free goods given under a lawful promotion have a taxable price of zero (VAT Law Article
7(1)(c)), so they carry no tax. The "buy 10 cartons, get 1 free" programme on order DHI1007
gives 3 cartons, worth 5,784,000 dong at wholesale prices, yet the invoice still shows them so the
delivery is visible. The invoice must show trade discount and promotion clearly (Decree
254/2026 Article 10). Accountants issue each type of invoice; see 6.4.

LOI HAY GAP / COMMON MISTAKE — Tinh thué trén gia chua chiét khau, hoic tinh
thué xong réi méi trir chiét khau. Gia tinh thué luén 14 gia da chiét khau. Vi dong BGNOI,
tinh sai kiéu nay ra 2.400.000 dong thay vi 2.280.000 dong.

Working tax on the undiscounted price, or taxing first and discounting afterwards. The taxable price
is always the discounted price. On the BGNOI line, this error gives 2,400,000 dong instead of
2,280,000.

GHI NHO / KEY POINT - Thit ty mot dong hoéa don: tién hang, trur chiét khau, nhan thué
suét, cong lai. Thué 8% dén hét 31/12/2026, don giao tir 01/01/2027 tinh lai 10%.

Order on an invoice line: goods value, minus discount, times tax rate, add up. 8% tax until the end of
31/12/2026; orders delivered from 01/01/2027 go back to 10%.

2.7. Bao gia, don hang, hop dong: khac nhau ¢ déu, lic nao rang budc — 2.7,

Quotation, order, contract: how they differ and when they bind

Ba gidy to nay nhin giong nhau vi déu c6 hang, s6 lugng, gia. Chung khac nhau & ch ai
cam két diéu gi. Ban cin biét dé khong vo tinh hira diéu coéng ty khong mudn giir. Bao
gi4 14 bang cong ty giri khach, ghi hang gi, bao nhiéu, gia bao nhiéu, diéu kién giao va
thanh todn, va gia con giit dén ngay nao. Pon hang 1a gidy khach dat mua. Hop ddng mua
ban 13 vin ban hai bén ky, ghi ddy di quyén va nghia vu.

The three papers look alike because all show goods, quantity and price. They differ in who
commits to what. You need to know so you do not promise something the company does not want
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to keep. A quotation is the table the company sends the customer: which goods, how many, what
price, delivery and payment terms, and until what date the price holds. An order is the paper by
which the customer buys. A sales contract is the document both sides sign, setting out full rights

and duties.

Ai lap

Who makes it

Khi nao rang bujc
When it binds

Viéc ban lam
What you do

Béo giad
Quotation

Don hang
Order

Hop dong
mua ban

Sales contract

Cong ty (ban lap,
nguoi co thAm quyén
duyét)

Company (you prepare,
an authorised person
approves)

Khéach, hoac ban ghi
ho6 vao phiéu dit hang
Customer, or you write
it on an order form for
them

Hai bén, nguoi dai
dién hop phap ky
Both sides, signed by
lawful representatives

Khi bdo gia rd ndi dung va
ghi han tra 10, khach chap
nhén dang han thi hai bén
rang budc

When clear in content and
giving a reply date, accepted
on time, both are bound

Khi cong ty xac nhan, cong
ty phai giao theo don
Once the company confirms, it
must deliver as ordered

Tur khi hai bén ky hodc tur
lic hop dong ghi

From signing or the date the
contract states

Ghi ngay hét higu luc,
chi gui gia da duyét
State the expiry date;
send only approved
prices

Kiém ton va gia, xac
nhan bang van ban
Check stock and price,
confirm in writing

Ra diéu khoan, xin ky
ding nguoi; xem 6.2
Review the terms, get the
right person to sign; see

6.2

Can ctr cua dong "khi nao rang budc": B luat Dan sy Piéu 386 khoan 1 n6i dé nghi giao
két hop déng 1a viéc thé hién 1 y dinh giao két va chiu su rang budc cua dé nghi do.
Diéu 388 khoan 1 cho biét dé nghi c6 hiéu lyc theo thoi diém bén dé nghi 4n dinh. Diéu
393 quy dinh chap nhén 1a tra 16i chip nhan toan bo ndi dung dé nghi, va im ling khong
duogc coi 14 chap nhan. Diéu 394 khoan 1 néi c6 4n dinh thoi han thi chip nhan chi c6
hiéu lyc trong thdi han d6, tra 16i mudn duge coi 1a dé nghi méi. Luat Thuong mai Piéu
24 cho hop déng mua ban hang héa dugc thé hién bé‘mg 161 nod1, van ban hoac hanh vi cu
thé. Vi vdy ngay ca tin nhan "ok chdt" ciing c6 thé 1a bang chung, va don 16n nao ban
cling phai c¢6 van ban.

The basis for the "when it binds" column: the Civil Code Article 386(1) says an offer to contract
is a clear expression of intent to contract and the offeror is bound by it. Article 388(1) says an
offer takes effect at the time the offeror fixes. Article 393 says acceptance means accepting the
whole content of the offer, and silence is not acceptance. Article 394(1) says where a time limit is
set, acceptance counts only within it; a late reply is a new offer. Law on Commerce Article 24

lets a sales contract be made orally, in writing or by specific conduct. So even a message "ok,
deal” can be evidence, and for any large order you must have a document.

Quy tic rat ra cho ban co ba diéu. Bao gia ndo ciing ghi ngay hét hiéu luc. Chi giri bao
gia cho khach t6 chuc sau khi ngudi ¢6 thaim quyén duyét gid. Khach khong tra 10i thi
khong duoc coi 1a dong ¥, ban phai hoi lai.
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Three rules follow for you. Every quotation states an expiry date. Send an institutional quotation
only after the authorised person approves the price. Silence from the customer is not agreement,
you must ask again.

Vi DU/ EXAMPLE — Bao gi lan 1 s6 BG-2610-01 gtri 6ng Binh ngay 13/10/2026, tong
192.471.552 dong da gom thué. Gia st bao gia ghi "gia giit dén hét 23/10/2026". Ngay 25/10
6ng Binh nhin "ddng y gia d6". Theo Didu 394 khoan 1, tin nhin dén mudn 13 mot dé nghi
moi cia khach, cong ty chua bi budc giao. Loc khong tra 161 "dugce" ma bao anh Khoi, vi gid
von hodc ton kho c6 thé da d6i. Anh Khoi duyét, Loc gtri bao gid méi ¢6 han moi. Néu ong
Binh khong nhén gi thi Loc khong tur coi 1a da chét.

Quotation BG-2610-01 was sent to Mr Binh on 13/10/2026, total 192,471,552 dong including tax.
Suppose it says "price held until the end of 23/10/2026". On 25/10 Mr Binh messages "I agree to that
price”. Under Article 394(1), a late reply is a new offer from the customer and the company is not yet
bound to deliver. Loc does not answer "fine" but tells Mr Khoi, because cost or stock may have
changed. Mr Khoi approves, and Loc sends a new quotation with a new date. If Mr Binh had sent
nothing, Loc would not treat it as agreed.

LOI HAY GAP / COMMON MISTAKE — Hira miéng v6i khach "gia nay em giir duoc"
khi bao gia da qua han hodc chua dugc duyét. Loi hira d6 co thé bi coi la dé nghi médi cua
cong ty, va cong ty bi budc theo. Pham vi ban dugc hira nim ¢ gidy uy quyén (chuong 3).
Promising orally "I can hold this price” when the quotation has expired or is not approved. The
promise may count as a new offer from the company, which is then bound. Your scope to promise is
set by your authorisation paper (Chapter 3).

GHI NHO / KEY POINT - Béo gia c6 ngay hét hiéu luc. Tra 16i mudn 1a dé nghi méi. Im
lang khong phai 1a dong y. Pon 16n ludn ¢b vin ban.

A quotation has an expiry date. A late reply is a new offer. Silence is not agreement. A large order
always has a document.

2.8. Cong no: khach con no bao nhiéu, dén han khi nao, no toi da 1a bao nhiéu

— 2.8. Receivables: what the customer owes, when it is due, how much they may owe

Cong no 1a so tién khach d nhan hang nhung chua tra cho cong ty. Ban chiu giup dai ly
c6 von dé ban, nhung cong ty chi co 1ai khi tién that su vé. Ba khai niém ban phai biét.
Han thanh toan 13 ngay khach phai tra, v6i dai 1y cta sach 1a 30 ngay ké tir ngay hoa don.
Han muc no 1a sb du no tdi da cong ty cho mot khach, chia theo hang cua diém ban: hang
A 100 triéu déng, hang B 40 tri¢u déng, hang C 8 triéu déng. Tudi ng 1a sd ngay mot
khoan no da qua han tinh dén ngay chét. Du ng 14 tong s6 tién khach dang no. Ngay chét
1a ngay cong ty tong hop s6 no, vi du 31/10/2026.

Receivables are money the customer has taken goods for but not yet paid the company. Selling
on credit gives a dealer capital to sell with, but the company only profits when cash actually
arrives. Three ideas to know. The payment term is the date by which the customer must pay, for
dealers in this book it is 30 days from the invoice date. The credit limit is the most the company
lets one customer owe, set by the outlet's grade: grade A 100 million dong, grade B 40 million
dong, grade C 8 million dong. The age of debt is the number of days a debt is past due as at the
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cut-off date. The balance is the total the customer currently owes. The cut-off date is the day the
company totals the debts, for example 31/10/2026.

Hang diém ban dya trén doanh s ba thang: tir 150 triéu déng 1a hang A, tir 60 triéu dong
1a hang B, duéi 60 triéu dong 13 hang C. Chi tiét cach xép hang ¢ chuong 3 va chuong 5.
Bang sau xép bon nhom tudi no va viéc ban lam voi timg nhom. So trong cot gitta 1a du
no cua ca 11 hoa don con no vao ngay chét 31/10/2026.

An outlet's grade rests on three-month sales: 150 million dong or more is grade A, 60 million or
more is grade B, under 60 million is grade C. Grading is covered in Chapters 3 and 5. The table
sets out four age groups and what you do with each. The middle column is the balance of all 11
unpaid invoices on the cut-off date 31/10/2026.

Nhém tudi ng Du ng (dong) Viéc ban lam
Age group Balance (dong) What you do

Nhic nhe trude han vai ngay

Trong han

137.071.688 A friendly reminder a few days before the
Not yet due
date

7 h 1 A \ . gen h Qo h \ tr 5
Qué han 1 dén 30 ngay 46.300.000 Goi dién hoi, hen ngay tra
1 to 30 days overdue Phone and agree a payment date
Qué han 31 dén 60 ngay 5.300.000 Pén tan noi, bao anh Khoi va chi Lan
31 to 60 days overdue ’ ’ Visit, tell Mr Khoi and Ms Lan

Lap bién ban ddi chiéu, tam ngimg giao

Qua han trén 60 ngay theo 6.7
4.900.000 . I o
Over 60 days overdue Written reconciliation, pause deliveries per
6.7

Téng du no 190.571.688 dong, trong d6 quéa han 53.500.000 dong, chiém 28,07%. Con
sd cudi nay 1a thuéc do ban nhin mdi thang: ty 1& no qua han ting 1a bao hiéu thu tién
kém.

Total balance is 190,571,688 dong, of which 53,500,000 dong is overdue, 28.07%. That last
figure is the one to watch every month: a rising overdue share signals weak collection.

Kiém cong no truée khi nhan mot don, nim bwéc — Checking receivables before taking
an order, in five steps
1. M6 bang cong ng, tim mé diém ban caa khach (vi du DBO1).
Open the receivables sheet and find the customer's outlet code (for example DB01).
2. PBoc du no hién tai ¢ cOt téng no cua khach. Cong hét moi hoéa don chua tra, khong bo
khoan nho.
Read the current balance in the customer's total column. Add all unpaid invoices, leave out
no small one.
3. Liy han mirc theo hang trir du no dé ra chd con trong.
Subtract the balance from the grade's limit to get the room left.
4. Xem khach c¢6 hoa don nao qua han khong. Néu cé, don méi phéi qua anh Khoi.
See whether any invoice is overdue. If so, the new order goes through Mr Khoi.
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5. Cong tién don maoi (ca thué) vao du ng. Néu vuot han mirc, khong xac nhan don, bao
chi Lan va anh Khoi.
Add the new order (with tax) to the balance. If it exceeds the limit, do not confirm, tell Ms
Lan and Mr Khoi.

Vi DU/ EXAMPLE — Pai Iy Minh Tam (DBO01) hang A, han mtrc 100.000.000 dong, du ng
86.171.688 déng (don DH1007). Chd con tréng 13.828.312 d(A)ng. Gia st Minh Tam xin thém
don 20.000.000 dong ngay tuan sau. Du no s& 13 106.171.688 dong, vuot han muc 6.171.688
déng. Loc khong nhan don, goi chi Lan dé hoi khi nao Minh Tam tra don trudc, roi tra 1oi
khach: "Anh chd em dén ngay bac chuyén khoan don trude, em xép giao ngay hom sau."

The dealer Minh Tam (DB01) is grade A with a limit of 100,000,000 dong and a balance of
86,171,688 dong (order DHI1007). Room left: 13,828,312 dong. Suppose Minh Tam asks for another
order of 20,000,000 dong next week. The balance would be 106,171,688 dong, over the limit by
6,171,688 dong. Loc does not accept it, calls Ms Lan to ask when Minh Tam will pay the earlier
order, and tells the customer: "Give me until you transfer for the first order and I will schedule
delivery the next day."

Tuo6i ng va lai cham tra — Age of debt and late-payment interest

Khach DB05 c6 héa don HD0359 ngay 28/07/2026, 4.900.000 dong. Han 13 30 ngay sau:
27/08/2026. Dén ngay chdt 31/10/2026, khoan nay qua han 65 ngiy, thudc nhém trén 60
ngay. Lai cham tra 13 tién khach phai tra thém vi tra tré, theo 13i suat da ghi trong hop
ddéng. Hop dong dai 1y ghi 10% mot ndm: 4.900.000 nhan 10% nhan 65 ngay chia 365
ngay la 87.260 dong. Phap luat chan 13i thoa thuan ¢ mirc khéng qua 20% mot nam (B
luat Dan su Piéu 357 khoan 2 va Piéu 468 khoan 1). Cach tinh va thu l3i timg budc ¢ 6.5
va6.7.

Customer DBO05 has invoice HD0359 dated 28/07/2026 for 4,900,000 dong. It is due 30 days
later: 27/08/2026. At the cut-off date 31/10/2026 it is 65 days overdue, in the over-60 group.
Late-payment interest is what the customer owes on top for paying late, at the rate written in the
contract. The dealer contract says 10% a year: 4,900,000 times 10% times 65 days over 365
days is 87,260 dong. The law caps agreed interest at 20% a year (Civil Code Article 357(2) and
Article 468(1)). Working and collecting interest step by step is in 6.5 and 6.7.

Tudi ng (& E2): =MAX (0, DATE (2026,10,31)-D2)

L&i cham tra (&6 F2): =ROUND(C2*10%*E2/365,0)
C2 = sb tién gbc, D2 = ngay han thanh todn, E2 = tudi ng

LOI HAY GAP / COMMON MISTAKE — Nhin don méi ciia khach dang n¢ qua han vi s¢
mét khach. Khoan no cii 16n dan, don méi thanh thém no, va cong ty chiu rui ro 16n hon.
Khach qua han thi don méi di qua anh Khéi, thuong kém diéu kién tra no cii.

Taking a new order from a customer who is overdue because you fear losing them. The old debt
grows, the new order adds to it, and the company carries more risk. If the customer is overdue the
new order goes through Mr Khoi, usually with a condition to clear the old debt.

GHI NHO / KEY POINT - Truéc mdi don: du ng cong tién don méi khong vuot han miec,
va khach khong c6 hoa don qué han ma chua bao anh Khéi. Han murc theo hang: A 100 tri¢u,
B 40 triéu, C 8 triéu dong.

Before each order: balance plus the new order stays within the limit, and the customer has no overdue
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invoice that Mr Khoi has not been told about. Limits by grade: A 100 million, B 40 million, C 8
million dong.

2.9. Toan ban hang: nim phép tinh 1am hing ngay — 2.9. Sales arithmetic: five

sums you do every day

Ban hang can it toan, nhung nam phép tinh sau dung hang ngay. Moi phép c6 mét vi du
s6 dit tr dau. Ban nén tu lam lai béng may tinh cam tay hodac Excel mdt lan cho mdi
phép.

Selling needs little mathematics, but the five sums that follow come up every day. Each has a
worked numerical example from the start. Redo each once yourself with a calculator or Excel.

Phép 1. Phin trim: ting, giam va quay lai gid cii — Sum 1. Percentages: rise, fall and
return to the old price

Pé tinh a% clia mot s6, nhan sd d6 vai a rdi chia 100. Dé ting gia a%, nhan vai (1 cong
a/100). Pé giam a%, nhan véi (1 trir a/100). Phan trim thay doi 1a (gia moi trir gid ci)
chia gia cii. Cai bay: ting gid 10% rdi giam 10% khong vé gia cii. Hop THTO1 gia 52.000
dong, ting 10% thanh 57.200 dong, giam 10% con 51.480 dong, thip hon gia cii 520
ddng. Vi phan giam tinh trén gia da tang.

To find a% of a number, multiply by a and divide by 100. To raise a price by a%, multiply by (1
plus a/100). To cut by a%, multiply by (1 minus a/100). Percentage change is (new price minus
old price) divided by old price. The trap: a 10% rise followed by a 10% fall does not return to

the old price. The THTO01 container at 52,000 dong, raised 10%, becomes 57,200 dong; cut 10%
it is 51,480 dong, 520 dong under the old price. The cut is worked on the raised price.

Phép 2. Chiét khau biac: bic nao ap cho ca don — Sum 2. Tiered discount: which tier
applies to the whole order

Chiét khau béac 1a chiét khau ting theo doanh sd. Chinh sach cia Lam Hong Phét: lay
doanh sb niém yét thang trudc cua dai ly, tim bac, roi ap ty 1¢ cua bac do cho ca don
thang nay. Khong chia nho timg phan. C6 cong ty tinh theo timg phan, nén khi doc chinh
sach noi khac ban phai héi 0.

A tiered discount rises with sales. Lam Hong Phat's policy: take the dealer's list-price sales of
the previous month, find the tier, and apply that tier's rate to the whole order this month. It is not

split into slices. Some companies do split it, so when you read another company's policy ask
which method it uses.

Chiét khau bic

Tier discount

Doanh s niém yét thang truéc (dong)

Previous month's list-price sales (dong)

Tu 0 d&én dudi 50.000.000 39
From 0 to under 50,000,000 0
Tu 50.000.000 dén duéi 100.000.000 50
From 50,000,000 to under 100,000,000 0
Tw 100.000.000 tré 1én 79

100,000,000 and above
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Minh Tam c6 doanh sb thang 9 1a 82.000.000 déng, nim & bac 5%, nén don thang 10
duogc 5%. Doanh sb thang 10 1a 149.488.000 déng, vao bac 7%, nén don thang 11 dugc
7%. Cung mot don c6 tién hang 83.988.000 dong: & 5% chiét khau 4.199.400 dong, & 7%
14 5.879.160 ddng, hon 1.679.760 ddng. Dong cudi nay 1a Iy do dé néi véi dai 1y dang sat
mdc: nhap thém mot chut dé 1én bac.

Minh Tam had September sales of 82,000,000 dong, in the 5% tier, so October's order gets 5%.
October sales of 149,488,000 dong reach the 7% tier, so November's order gets 7%. On the
same order of goods worth 83,988,000 dong, 5% is 4,199,400 dong and 7% is 5,879,160 dong,
1,679,760 dong more. That last line is the reason to tell a dealer close to a threshold: order a

little more to move up a tier.

Phép 3. Chiét khau chong: hai lin chiét khau khong cong thang — Sum 3. Stacked
discounts: two discounts do not simply add

Khi hai chiét khau ap lién tiép, nhan hai hé s6. Noi INX01 gia budn 310.000 dong, chiét
khau 10% rdi thém 5%: 310.000 nhéan 0,90 1a 279.000, nhan 0,95 1a 265.050 dong. Cong
thang thanh 15% thi ra 263.500 dong. Chénh 1.550 dong mot cai. Muc giam that 1a
14,5%, khong phai 15%.

When two discounts follow one another, multiply the two factors. The INX0I pot at wholesale
310,000 dong, 10% off and then 5% more: 310,000 times 0.90 is 279,000, times 0.95 is 265,050

dong. Adding straight to 15% gives 263,500 dong. The difference is 1,550 dong a piece. The true
cut is 14.5%, not 15%.

=ROUND (C2* (1-D2) * (1-E2),0)
C2 = gid ban budén, D2 = chiét khiu thtr nhdt (10% gd 1a 0,1), E2 = chiét khiu tht hai
(5% g& 1la 0,05)

Phép 4. Hoa von ciia giam gia: phai ban thém bao nhiéu dé lii khong giam — Sum 4.
Break-even of a price cut: how much more to sell to keep the profit

Giam gia 1am 1ai mdi cai nhé di, nén phai ban nhiéu cai hon méi giir dugc téng 13i. S6 cai
can ban bang tong 13i cii chia cho 13i mdi cia mot cai, lam tron 1én. Noi INXO01 13i 75.000
déng mot cai. Ban 100 cai duoc 7.500.000 dong. Néu giam 5%, gia con 294.500 dong, 1ai
mdi cai con 59.500 déng. 7.500.000 chia 59.500 duogc 126,05, lam tron 1én 127 cai. Phai
ban thém 27 céi chi dé hué.

A price cut shrinks the profit on each piece, so you must sell more pieces to keep the total. The
number needed is the old total profit divided by the new profit per piece, rounded up. The INX01
pot earns 75,000 dong a piece. Selling 100 earns 7,500,000 dong. With a 5% cut the price is

294,500 dong and profit per piece 59,500 dong. 7,500,000 divided by 59,500 is 126.05, rounded
up to 127 pieces. You must sell 27 more just to break even.
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0 cai phai ban

200

175 1

150 1

125 1

100 1

75 1

50 1

25 1

0.

100

Gi thudng

115

127

T
Giam 3%

T
Giam 5%

171

Giam 10%

Hinh 2.2. S6 ndi INX01 phai ban dé giir tong 13i 7.500.000 dong khi giam gia. Cot xam 1a mirc
ban dau (100 cai). Poc tir trai sang phai: giam cang sdu, ¢t cang cao. Giam 10% phai ban 171

cal.

Figure 2.2. Number of INX01 pots to sell to keep a total profit of 7,500,000 dong after a price cut. The
grey bar is the starting level (100 pieces). Reading left to right: the deeper the cut, the taller the bar. A

Gia sau giam (dong)

Price after cut (dong)

10% cut needs 171 pieces.

Lii mét cai (d0ng)

Profit per piece

S0 cai can ban Phai ban thém
Pieces needed Extra sales

0% 310.000
3% 300.700
5% 294.500
10% 279.000

(dong)

75.000
65.700
59.500
44.000

100
115
127
171

0%

15%
27%
71%

Dong cudi cho thdy giam 10% doi ban thém 71% so véi luong ban dau. Hiy nhd con s6
nay khi dai 1y doi gidm "thém chat". Chuong trinh "mua 10 thung tdng 1 thung" ciing 1a
mot kiéu giam gia: khach tra tién 10 thung nhan 11, t&rc mdi cai ré di 1/11, khoang
9,09%. Véi binh BGNO1 13i mot cai tir 37.000 dong xudng 25.636 dong. Can giao 145
cai (ké ca cai taing) moi bang tong 13i ctia 100 cai ban gia thuong. Cach trién khai chuong

trinh & 6.8.

The last row shows a 10% cut needs 71% more sales than the starting volume. Keep this figure
in mind when a dealer asks for "a bit more". A "buy 10 cartons, get 1 free" programme is also a
price cut: the customer pays for 10 cartons and receives 11, so each piece is 1/11 cheaper, about
9.09%. For the BGNOI thermos, profit per piece falls from 37,000 dong to 25,636 dong. You
must ship 145 pieces (free ones included) to equal the total profit of 100 pieces at the normal
price. Running the programme is covered in 6.8.

S8 cai cdn ban (6 G2): =ROUNDUP (B2* (C2-D2)/ (C2* (1-E2)-D2),0)
B2 = s6 cai ban & gia thuodng, C2

5%)

= gid béan budn,

D2

gid vén, E2 = mGc giam (vi du
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Phép 5. Poi thung ra cai va ngwoc lai — Sum 5. Cartons to pieces and back

Pai 1y ndi bang cai, kho xuit bang thung, hoa don ghi theo don vi ban. Cong thirc: s céi
bang sé thung nhan quy cach; sd thung bang sé cai chia quy cach, lam tron 1én néu cong
ty chi giao nguyén thung. Pai Iy cin khoang 100 cai binh BGNO1 (quy cach 24 cai mot
thung): 100 chia 24 13 4,17 thung, 1am tron 1én 5 thung, tirc 120 cai, tién hang 15.000.000
ddng. Noi rd v6i dai 1y s6 cai thuc giao trudce khi xac nhan don.

Dealers speak in pieces, the warehouse issues in cartons, invoices use the selling unit. Formula:
pieces equal cartons times pack size; cartons equal pieces divided by pack size, rounded up if the
company ships whole cartons only. A dealer needs about 100 BGNOI thermoses (pack size 24):
100 divided by 24 is 4.17 cartons, rounded up to 5 cartons, that is 120 pieces, goods value
15,000,000 dong. Tell the dealer the pieces actually shipped before confirming the order.

Cung phép nay dung dé kiém don t6i thiéu giao mién phi 5.000.000 dong. Vi du tinh theo
tién hang gia budn, chua thué (néu cong ty tinh cach khac, hoi anh Khoi). Dai ly dat 3
thung hop thity tinh THTO1: 3 nhan 24 cai nhan 52.000 1a 3.744.000 dong, con thiéu
1.256.000 dong. Tang 1én 4 thung van thiéu 8.000 dong, nghia 12 4.992.000 dong chua
da. Cach gon 1a thém 1 thung hop nhya NHUO1 (1.416.000 dong): 3 thung THTO1 va 1
thuing NHUO1 13 5.160.000 dong, dii muc.

The same sum checks the minimum order for free delivery, 5,000,000 dong. The example uses
goods value at wholesale price before tax (if the company counts otherwise, ask Mr Khoi). A
dealer orders 3 cartons of THTO0I glass containers: 3 times 24 pieces times 52,000 is 3,744,000
dong, still 1,256,000 dong short. Raising it to 4 cartons is still 8,000 dong short, because
4,992,000 dong is not enough. The neat way is to add 1 carton of NHUOI plastic boxes
(1,416,000 dong): 3 cartons of THTO0I and I of NHUOI make 5,160,000 dong, enough.

sé thung (6 D2): =ROUNDUP (B2/C2,0)

S6 cai thuc giao (6 E2): =D2*C2
B2 = sb6 cai dai 1y cdn, C2 = quy cach (sb6 cidi moét thing)

Vi DU/ EXAMPLE — Pai Iy hoi: "Em lay 100 c4i binh BGNO1, chiét khau 5%, tong em
phai tra bao nhiéu?" Loc 1am timg budc. Mot: 100 cai 1a 5 thung, giao 120 cai. Hai: tién hang
120 nhéan 125.000 1a 15.000.000 dong. Ba: chiét khdu 5% la 750.000 ddng, con 14.250.000
ddng. Bbn: thué 8% la 1.140.000 dong. Nam: téng 15.390.000 dong. Loc doc cho dai 1y nghe
ca nam sb rdi maéi ghi vao phiéu.

A dealer asks: "l want 100 BGNOI thermoses with 5% discount; what do I pay in total?" Loc works
step by step. One: 100 pieces is 5 cartons, delivering 120 pieces. Two: goods value 120 times 125,000
is 15,000,000 dong. Three: the 5% discount is 750,000 dong, leaving 14,250,000 dong. Four: 8% tax
is 1,140,000 dong. Five: total 15,390,000 dong. Loc reads all five figures to the dealer before writing
them on the form.

LOI HAY GAP / COMMON MISTAKE — Béo tong tién theo 100 cai nhung kho giao 120
céi (5 thung), nén héa don 120 cai lam khach ngac nhién. Ludn béo sb thung va s cai thuc
giao cung véi tién.

Quoting the total for 100 pieces while the warehouse ships 120 (5 cartons), so the 120-piece invoice
surprises the customer. Always state cartons and the pieces actually shipped together with the money.
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LOI HAY GAP / COMMON MISTAKE — Ddng ¥ giam thém vai phan trim ma khéng tinh
lai hoa vén. Giam 10% doi ban thém 71% mdi giit dwoc tong 13i. Trude khi gat, tinh ra sb cai
phai ban thém rdi héi minh c¢6 ban ndi khong.

Agreeing to a few more points off without recomputing break-even. A 10% cut needs 71% more sales
to keep total profit. Before agreeing, work out the extra pieces and ask whether you can sell them.

GHI NHO / KEY POINT — Nam phép: phan tram (ting roi giam khong vé gia cii), chiét
khau bac (mot ty 1& cho ca don), chiét khiu chong (nhan hé sd), hoa von giam gia (13i cii chia
13i m&i, 1am tron 1én), d6i thing ra cai (lam tron 1én).

Five sums: percentages (a rise then an equal fall does not return to the old price), tiered discount (one
rate for the whole order), stacked discount (multiply factors), price-cut break-even (old profit over
new profit, rounded up), cartons to pieces (round up).

2.10. Viéc can 1am ngay — 2.10. Action checklist

« Chon ba ma hang ctia tuyén, 1ap phiéu ma hang nam cau cho timg mé, ciu nio chua
biét ghi "hoi" va héi anh Khai trong tuan.
Pick three codes on your route, make a five-question product sheet for each, mark unknown
answers "ask" and put them to Mr Khoi this week.

« Cam mot hop hang that, tim du bn ndi dung bat budc trén nhan. Thiéu ndi dung nao
thi ghi lai va bao b phan mua hang.
Take a real box and find all four required label items. Note any missing and tell purchasing.

« V6i khéch t6 chirc dang theo, ghi tén nguoi dung, ngudi dat don va thanh toan, ngudi
quyét dinh vao phiéu khach. O nao chua biét, hen ngay hoi.
For an institutional customer you are pursuing, write down the user, the buyer and payer,
and the decision maker on the customer sheet. Set a date to ask for any you do not know.

« Dyng bang Excel ndm cdt: ma, gi von, gia ban budn, i gop, ty 1¢ 13i gop. Dién du 14
ma hang va danh diu ba ma co ty 18 thp nht.
Build a five-column Excel sheet: code, cost, wholesale price, gross margin, margin rate. Fill
all 14 codes and mark the three lowest rates.

* Ty tinh lai mot dong ctia don DH1007 tr tién hang dén téng c6 thué, roi tinh lai voi
thué 10% cho don giao thang 1/2027.
Redo one line of order DHI1007 from goods value to total with tax, then again at 10% tax for
an order delivered in January 2027.

« Soat moi bao gia dang giri cho khach: bao gia nao chua ghi ngay hét hiéu lyc thi bd
sung, bdo gid nao qué han thi xin duy¢t lai.
Review every quotation you have out: add an expiry date where missing, and get expired
ones approved again.

« M6 bang cong no, tinh chd con tréng ciia ba dai 1y 16n nhat trong tuyén, va ghi hoa
don nao sap dén han trong 7 ngay téi.
Open the receivables sheet, work out the room left for the three largest dealers on your route,
and list which invoices fall due in the next 7 days.
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« Lam lai ndm phép ctia myc 2.9 v&i mot ma hang ban ty chon, rdi nhd anh Khéi kiém
két qua.
Redo the five sums of 2.9 on a code you choose, then ask Mr Khoi to check the results.
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Chwong 3. Chuan bj truéce khi di ban: gidy to, cong cu, dir liéu -
Chapter 3. Getting ready: papers, tools and data

Sau chwong nay ban lam dwgc — What you will be able to do

« Poc hop dong lao dong, thoa thuan bao mat va gidy ay quyén cia minh, biét viéc nao
ban duogc 1am thay cong ty va vi¢c nao khong.
Read your employment contract, confidentiality agreement and authorisation letter, and
know what you may do for the company and what you may not.

« Xép bo dd di tuyén va kiém du trude khi roi cong ty bang mot danh sach ngin.
Pack your route kit and check it is complete before leaving the office, using a short checklist.

« Dyung bang Excel quan 1y diém ban, don hang va cong no, c6 cong thirc va mau tu
canh bao no.
Build an Excel workbook for outlets, orders and receivables, with formulas and colours that
warn you about debt.

* Xin phép, luu va dung s6 dién thoai, dia chi, cong ng cua khach dung luat, khong guri
1én nhom chat.

Ask permission for, store and use customers' phone numbers, addresses and debts lawfully,
and keep them out of group chats.
* Hoc xong bang gia, chinh sach va hd so khu vuc ctia minh trude khi gap khach dau

tién.

Learn the price list, the company policy and your territory file before your first customer

meeting.
Trude khi vao ctra hang, ngudi ban hang can mang du gidy, biét gia va chinh sach, va
nhd khach can gi. Nguyén Hitu Loc vao lam tai Cong ty TNHH Phan phéi Gia dung Lam
Hong Phat ngay 01/10/2026, chua timg di ban. Anh Tran Dinh Khai, truong phong kinh
doanh, din Loc danh tudn dau dé chuan bi. Loc lam tdm viée chuén bi, tir cAm giéy to cua
minh dén kiém tai truéc khi ra cira. Vai tir ding sudt: dai 1y 1a ctra hang mua hang cua
cong ty dé ban lai; diém ban 1a mdi cira hang, dai Iy hay sap ma cong ty ban hang cho;
tuyén la thu tu ghé céac diém ban trong mot budi; hang A, B, C la mtc quan trong cua
diém ban theo doanh sd; cong no 13 tién khach con no cong ty.
Before walking into a shop, a salesperson needs the right papers, the prices and the policy, and
a note of what each customer needs. Nguyén Hiru Léc joined Cong ty TNHH Phdn phéi Gia
dung Lam Hong Phat on 01/10/2026 and had never sold anything. My Tran Pinh Khéi, the sales
manager, told Loc to spend the first week getting ready. Loc does eight preparation tasks, from
holding his own papers to checking his bag at the door. A few words recur throughout: a dealer
is a shop that buys from the company to resell; an outlet is each shop, dealer or stall the
company sells to; a route is the order in which you call on outlets in one session, grade A, B or
C is how important an outlet is by sales; receivables are the money customers still owe the
company.
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