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Noi dung trinh bay

1. Téng quan vé Hoach dinh

2. Hoach dinh Hanh chinh védn phong

3. Caccdng cu hd trg cdng tac hoach dinh va hoach
dinh HCVP
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HOACH DINH VA HOACH DINH HCVP o

UNIVERSITY.

Két qua dat dwoc

 N3m virng khai niém, vai trd va tam quan trong
cOa hoach dinh

* Phén biét dwgc hoach dinh chién lvgc, hoach dinh
chién thuat va hoach dinh tac nghiép

* Hiéu dwgc qua trinh hoach dinh trong mét t8 chirc

+ N3m virng ndi dung cba hoach dinh HCVP

* Hiéu rd va c6 thé van dung cac cdng cu hb trg cong
tac hoach dinh HCVP mot cach phu hop
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HOA SEN
UNIVERSITY

TONG QUAN VE HOACH DPINH

Planning—to
set the direction
« Decide where you

want to go
+ Decide how to best
go about it
Organizing— Leading—
to create structures to inspire effort
Controlling—

to ensure results

» Measure performance
« Take corrective action

Administrative Office Management

1. TONG QUAN VE HOACH BINH m o
UNIVERSITY

1.1 Nhirng khai niém

* Hoach dinh bao gém viéc xac dinh muc tiéu, hinh
thanh chién lvgc téng thé nham dat dwgc myc
tiéu va xay dwng cac ké hoach hanh déng dé phéi
hop cac hoat dong trong té chive.

* K&t qua cla hoach dinh la mét bang ké hoach (mét
tai liéu dworc viét ra va xdc dinh ré rang cdac chudi
hoat déng ma t6 chirc sé thyc hién).
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1. TONG QUAN VE HOACH BINH o
UNIVERSITY.
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1. TONG QUAN VE HOACH BINH o
UNIVERSITY

1.2 Tai sao phai hoach dinh?

* Hau hét cac tS chirc dang phai d6i mit véi bat 6n
va sy khéng chic chan (hay thay déi) ngay cang
tang cba moi trrong quan tri

— Chinh trj - Kinh t& - X3 hdi - Ky thut
— Quan tdm méi trong KH t8 chirc
+ Nguon tai nguyén han ché
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1. TONG QUAN VE HOACH BINH m o
UNIVERSITY

1.3 Muc dich ctia hoach dinh

» Téng khad nidng dat dvoc muc tiéu va két qua
mong mudn cla t8 chirc;

* Gilp t8 chirc nhan ra, ’ng phd, thich nghi va tan
dung co hdi t¥ nhirng thay d&i cac yéu t8 cba moi
trwong;

* GiUp nha quan trj ki€m tra tinh hinh thyc hién cac
muyc tiéu dé dang.
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1. TONG QUAN VE HOACH BINH o
UNIVERSITY.

1.4 TAm quan trong ciia hoach dinh
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1. TONG QUAN VE HOACH DINH m HoT

UNIVERSITY

1.5 Phan loai hoach dinh

* Theo quy mo hoach dinh
— Tinh lap lai
— Thoi gian
— Phamvi
— Cap do
* Theo loai hoach dinh
— S dung nhiéu lan: Chinh sach, Quy trinh, Quy dinh
— S& dung o1 lan: Chvong trinh, Dy an

3/26/2017
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1.5 Phan loai hoach dinh (tt) m HOA SEN
UNIVERSITY

Pigure 9-1 far major dimensians to consicer when eveloping ¢ blan
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1.5 Phan loai hoach dinh (tt)

» Theo cap di

Quan Trj Cap Trung
Trwéng phong, trwéng du an,
giam déc phan xwéng

Nha Quan Tri Cap Cao
CT. HDQT, GD diéu hanh, G

Quan Trj Cap Co S&
Giam sét vién, t8 truéng,
nhém trwéng, déc cong
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1. TONG QUAN VE HOACH BINH o
UNIVERSITY

1.5 Phan loai hoach dinh (tt)

Nha Quan Tri Cap Cao
CT. HDQT, GD diéu hanh, GD

Quan Trj Cap Trung

Truwdng phong, trwéng du an,
gidm déc phan xuwéng

Quan Trj Cap Co S&
Giam sat vién, to trudng,
nhém trwéng, déc cong
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\ y 1. TONG QUAN VE HOACH BINH m HoEE
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1.5 Phan loai hoach dinh (tt)

* Hoach dinh chién lvgc (Strategic planning)
— Muyc tiéu chién lvoc
* Do nha quan trj cao cap thyc hién

* Dich dén cla t8 chlc trong tuong lai
* Lién quan dén toan b t& chirc
— K& hoach chién lvgc

* Cac budc hanh déng sé dvoc si dung dé dat duoc
muc tiéu chién lvoc

* Ban k& hoach chi tiét vé& cac hanh déng va phan bd
ngudn lugce cba té chire

» Cétinh chét dai han (trén 5 nam);

© Huynh Kim Long 2016
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\ 1. TONG QUAN VE HOACH BINH o

UNIVERSITY
1.5 Phan loai hoach dinh (tt)

* Hoach dinh chién lwgec (tt)
— Qua trinh hoach dinh
* Nhan th&c dvoc co hoi
* Xac dinh cac muc tiéu
* Phat trién cac tién dé
* Xac dinh cac phvong an lya chon
» Banh gia cac phvongan
* Lva chon phuvong én
* Hoach dinh céc k& hoach phu tro
* Lrong hda bang hoach dinh ngén quy
— K&t qua: K& hoach kinh doanh/ K& hoach phat trién
cong ty
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1. TONG QUAN VE HOACH BINH m o
UNIVERSITY

1.5 Phan loai hoach dinh (tt)

* Hoach dinh chién thuét (Tactical planning)
— Muyc tiéu chién thuat
* Do cdp quan tritrung gian thyc hién
* Muyc tiéu xac dinh cac két qua cho cac don vi chinh va
cac phong ban phai dat duoc
— K& hoach chién thuat
* Buoc thiét k& dé gitp thyc hién k& hoach chién lvoc
quan trong
* Khung thoi gian ngan hon so v&i k& hoach chién luoc
(cd tinh cht trung han tir 1 - 5 ndm)

3/26/2017
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1. TONG QUAN VE HOACH BINH m o
UNIVERSITY

1.5 Phan loai hoach dinh (tt)

* Hoach dinh tac nghiép (Operational planning)
— Muyc tiéu tac nghiép
* Cy thé va do lvdng duoc cho moi hoat déng cla t8
chic (SX - KD - DV);
* Do nha quan tri cap co s thyc hién.
— K& hoach tac nghiép
* La d& ra cac k& hoach cy thé, cac budc hanh ddng
nham dat dugc cdc muc tiéu hoat déng
* C6ng cu cho cac hoat ddng hang ngay va hang tuan
* Lich trinh lam viéc la mét thanh phan quan trong

+ C4 tinh chat ngén han (dudi o1 ndm).
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1. TONG QUAN VE HOACH DINH o

UNIVERSITY.

1.5 Phan loai hoach dinh (tt)

* Hoach dinh tac nghiép (Operational planning)
— Dau ra cba hoach dinh tac nghiép la hé thdng tai liéu
hoat d6ng cla t& chic nhu:

* Cac loai s6 tay, c&m nang
* Quy trinh hoat déng
» Cacquydinh
* Huvdng dan céng viéc
* Cac biéu mau
* Cac k& hoach thyc hién myc tiéu, dy an ngén han
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1. TONG QUAN VE HOACH DINH m Ho

UNIVERSITY

1.5 Phan loai hoach dinh (tt)

External Message
Mission Legitimacy for

Statement investors, customers,

suppliers, community

trategic Goals/Plans
Senior Management Internal Message
(Organization as a whole) Legitimacy,
motivation,
Tactical Goals/Plans guides,
Middle Management rationale,
(Major divisions, functions) standards

Operational Goals/Plans

Lower Management
(Departments, individuals)

3/26/2017
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1. TONG QUAN VE HOACH BINH m o
UNIVERSITY

1.6 Vi du

Hoach dinh ngudn nhén lyc

* Nhi*ng cau héi nhan vién 13p ké& hoach phai tra 1&i:

* DN can nhi*ng gi d€ dat dvoc muyc tiéu?

*+ Nén c6 bao nhiéu loai va s6 lvgng bao nhiéu nhan
vién la can thiét?

DN nén t8 chi¥c cac bwdc gi dé tuyén dung va lya
chon nhirng nguwai nhv vay?

* Nhan vién hién tai c6 thé dwgc dao tao thém dé
lap ddy cac vi tri can thiét trong tvong lai?
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' 1. TONG QUAN VE HOACH DINH o
UNIVERSITY

Organizational objectives
and plans

Human resource
requirements

Human resource
inventory

Net human resource
requirerments

Hurnan resource
programs

Coneraction Expansion Adjusement

Figure 9—4 The human resource planning process
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1. TONG QUAN VE HOACH BINH HOASEN

UNIVERSITY

1.5 Tién trinh hoach dinh

Lya chon L

et yachon

vigncinh, §|03tramuc I g e | | Phan bé
s(r ménh, tiéu cho cac 48 dat du 3|
muyc tiéu b3 phan € dat dugc | | nguon lure
chung muc tiéu

3/26/2017
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1. TONG QUAN VE HOACH DINH HOASEN
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1.6 Hé thdng hoach dinh
Buére 2:
T Phit hién céc |}
i i hﬁi)? i \ Budc 4: Butcs:
1 Budre 1: e 1 Phat trién céc Chuén bi ké
! Phit trién st = chién luge === hoach chién
i ménh va cac ' luge
1 muc tiéu 1 t
1 Buée3: 1 [
v Chén dodn cic | | :
""""" diém manh va |~ f
diém yéu :
1
Budre 8: Bude 7: Budc 6:
Tiép tuc hoach Kiém tra va — —— Chuén biké
dinh danh gia két hoach chién
qua thuat i
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UNIVERSITY

Administrative Office Management
2. HOACH DINH HCVP m o

2.1 Khai niém

* Hoach dinh HCVP la cac hoat dong tac nghiép bao
gom viéc thu thap cac théng tin, s& dung ching va
trién khai cho cac buwéc hanh dong

 Hoach dinh tac nghiép lién quan dén viéc dva ra
cac quyét dinh cy thé vé: 1am cai gi, ai sé lam va
lam nhv thé nao - v&i pham vi théi gian trong 1
nam hodc it hon

3/26/2017
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2. HOACH DINH HCVP m o
UNIVERSITY

2.2 Noi dung HP tac nghiép

* Hoach dinh tac nghiép dwgc mé ta bing qua trinh xac dinh
cac ké hoach:
— K& hoach chi s& dung mét lan: huéng vao nhirng hoat
déng khéng cé kha nang I3p lai & tvong lai, gém:
* Chuong trinh (quy mo lon)
* Dy &n (quy mb nhd)
— K& hoach thwong xuyén: hudng vao nhirng hoat déng c6
kha nang hodc chac chan I3p lai & tvong lai, goém:
* Chinh sach
* Tho tuc
* Quy dinh
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Administrative Office Management
2. HOACH DINH HCVP M o

UNIVERSITY.

2.2 Noi dung HP tac nghiép (tt)

Organizational

Plans
Standing Single-Use
Plans Plans
Policies Procedures Rules Programs Budgets

Figure 9-2 Standing plans and single-use plans
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2.2 Noi dung HP tac nghiép (tt)

Policies

<~ ™\

Rules Procedures

30—
STANDING PLAN PROGRAM

procedures, and rules

E Administrative Office Management
2. HOACH DINH HCVP m

Figrare 9—3 Asuccessful standing plan program
wiath mutually supportive policies,

HOA SEN
UNIVERSITY

3/26/2017

28 © Huynh Kim Long 2016

2.3 No§i dung ctia hoach dinh HCVP

Liét ké cac céng viéc lién quan dén hoach
HCVP?

E Administrative Office Management
2. HOACH DINH HCVP m

HOA SEN
UNIVERSITY

dinh
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2. HOACH DINH HCVP M Hoasmy
2.3 N§i dung cuia hoach dinh HCVP (tt)
1. Hai hop
2. Lichcongtac
3. Vanphong phdm
4. Trang thiét bi van phong
5. Co'sé vat chat
6. Kinhphi....
30 © Huynh Kim Long 2016
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UNIVERSITY

2.3 Noi dung cua hoach dinh HCVP (tt)

#1. HOi hop
* Hop dinh ky * Hop bat thwéng
— Nam trong KH (tuan/ — Thudong ¢6 quy mo nhé
thang/quy/nam) — Du tru 1 khoan ngén sach
— Phai c6 KH cu thé cho tirng riéng

cudc hop quy mé Ion  Phdi luén sdn sang cho cac

Thuong phdi quan tdm dén:  cudc hop bat thudng.
thoi gian, dia diém, nhan suv,

trang thiét bi, qua cho nguoi

tham du, thirc dn, nuéc udng

(néu can thiét), k& hoach vé

ngan sach...
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2. HOACH DINH HCVP m o
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UNIVERSITY

2.3 N§i dung ciia hoach dinh HCVP (tt)

#2. Lich cong tac

+ Co6ng tac c6 ké hoach va cong tac dét xuat

* Congtac canhan/bd phan/phong ban/céngty

+ Lén ké hoach méc thoi gian cho lich c6ng tac ndm
/ thang [ tuéan

+ Lén ké hoach chi tiét (ngay, gi¥, dia di€ém, thanh
phan ...) cho lich céng tac tuan
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2. HOACH DINH HCVP m o

UNIVERSITY.
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2. HOACH DINH HCVP M o

2.3 N§i dung cuia hoach dinh HCVP (tt)

#3.Van phong pham (VPP)

* Lén danh sach cac loai VPP dung thwong xuyén;

* Lén ké& hoach vé sé lvgng s dung (thang/ quy/
nam);

* Lén ké& hoach dat hang;

+ Lén danh sach nha cung cap, c&ra hang;

* Lén ké hoach ngan sach.
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2. HOACH DINH HCVP m o

UNIVERSITY

2.3 Noi dung cua hoach dinh HCVP (tt)

#4. Trang thiét bj van phong

* Thwong co gia tri lon, thoi gian s& dung dai

* Co2loai:
— DUng cho ca nhan
— DUng chung

* Phai Ién KH VPP can mua sdm (bao tri) va ngan
sach tir dau nam

+ Can c lap k& hoach la tir KH phat trién coa DN
trong nam ké ti€p (phong ban, nhan sy ...)

3/26/2017
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2. HOACH DINH HCVP m o

UNIVERSITY

2.3 N§i dung ciia hoach dinh HCVP (tt)

#5. Co s& vat chét (CSVC)

+ Bao gom VP lam viéc, nha xwéng, kho bai ... va
céc trang thiét bi thiét yéu dé€ duy tri hoat déng
cVa DN (may lanh, dén chiéu sang, ndi that VP ...)

» CSVC c6 gia tri Ion (VP, nha xwéng, kho bai ...)
thuvong phailén ké hoach dai han

* Viéc cung cap, bd sung trang thiét bj dwoc c6 thé
duoc lap KH hang nam
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2. HOACH DINH HCVP M o

UNIVERSITY.

2.3 N§i dung cuia hoach dinh HCVP (tt)

#6. Kinh phi

* La diéu kién can cho moi hoat déng

+ Téng kinh phi vé HCVP sé dwgc tap hop tr cac
khoan chi phi trang trai cho cac hoat déng HCVP
(hdi hop, tiép khach, VPP...)

* KH vé kinh phi Ia t8ng cac dy tru kinh phi cho céc

hoat dong

* Téng kinh phi phai dvoc 1én KH va dvoc duyét tiy
dau ndm

36 © Huynh Kim Long 2016
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2. HOACH DINH HCVP m o

* Hoach dinh ké hoach ndm

Administrative Office Management
2. HOACH DINH HCVP M o

UNIVERSITY

2.4 Phwong thirc hoach dinh

— Ngubn thdng tin dé 1ap k& hoach bao gém:

Tl chién lvoc

* T cac dy an tham gia

* Tl myc tiéu cla t8 chirc va muc tiéu bd phén do t6

chtre giao.

* Tl cac nhiém vy theo chirc ndng nhiém vy bo phan
— Noi dung cua k& hoach:

* Noi dung cac muyc tiéu cdng viéc

* Thoi gian thyc hién

* Mirc d6 quan trong cla cac cong viéc

3/26/2017
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2. HOACH DINH HCVP m o

UNIVERSITY

2.4 Phwong thirc hoach dinh (tt)

* Hoach dinh ké hoach thang:

— Ngudn thdng tin Iap ké hoach
* Céc cdng viéc trong k& hoach ndm
* Céc cdng viéc thang trude con ton tai
* Cac coéng viéc moi phat sinh do cong ty giao
— Nbi dung ké hoach thang
 Cac cong viéc quan trong trong thang
* Phan c4c céng viéc cy thé gdm: ndi dung cdng viéc,
thai gian thuc hién, nguai thye hién.
* Cac cdng viéc chva xac dinh dvoc lich (nhwng phai lam
trong thang hodc lam trong thang sau).

© Huynh Kim Long 2016

UNIVERSITY.

2.4 Phwong thirc hoach dinh (tt)

* Hoach dinh ké& hoach tuan

— Ngu6n thdng tin dé 1ap ké hoach
* Céc cdng viéc trong ké hoach thang
* Cac cdng viéc trong tudn trvdce chua thyc hién xong
* Cac cong viéc moi phat sinh do cong ty giao thém

© Huynh Kim Long 2016
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HOACH DINH VA HOACH DINH HCVP m o
UNIVERSITY

Cau hoi thao luian

* Nhom hay thao luan va trinh bay cac nguyén nhan lam
cho céng tac hoach dinh khéng hiéu qua?

40 © Huynh Kim Long 2017
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CACCONG CU HO TRO
CONG TAC HOACH PINH &
HOACH PINH HANH CHINH VAN
PHONG
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3. CAC CONG CU HO TRQ'HOACH DINH M o
UNIVERSITY
Noi dung ctia hoach dinh HCVP
1. Héihop
2. Lich cong tac 1. Liét ké cic cong cu
3. Vén phong pham lién quan dén hoach
ooy i ?
4. Trang thiét bi VP [l rfes
5. Co's& vatchat 2. ﬁﬁng cu nao la phi
. 2 op Vv6i cac ndi
6. Kinhphi.... dung cta hoach
dinh HCVP
42 © Huynh Kim Long 2016
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3. CAC CONG CU HO TRQ' HOACH DINH m o
UNIVERSITY

C4c loai cong cu hd tro’ hoach dinh

1. Caccong cu dv bao

2. Céng cy kiém tra tién trinh
— Bang ké hoach - Bang kiém tra
— So d6 Gantt
— So'dd PERT

© Huynh Kim Long 2017

Administrative Office Management
Cac loai cong cu ho trg hoach dinh m HOA SEN
UNIVERSITY

3.1 Cac cong cu dw bao

Knowlecge
source
Judgmental | Statistical

Univariate | Multvariate

Unstructured | Stuctured

Unaided
judgment

Intntions!
expectations

Role playing
imulsted

intoraction)

””””””” Linear | Classifieation

Segmentation

Decom- || Judgmantal

Expart Causal
postion || bootstrapping || systems [~~~ ™| models
T
|

Methockogy Tree o Forecasing
foreastgprnclescom

Gama

Stuctursd
theory

Export
Forecasting | | analogies

ISAKCG
Novenoe 2007
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Cac loai cong cu hé trg hoach dinh HOA SEN
UNIVERSITY

Cac cong cu dw bao (tt)

Phuong phip dy bio

Phin teh bdi qui

Phuong phip ue
uon, 2

Phin ich héi
qui dinb tinh

45 © Huynh Kim Long 2017
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3. CAC CONG CU HO TRQ' HOACH DINH HCVPM o
UNIVERSITY

3.2 Cong cu kiém tra tién trinh

 Bang ké hoach
* Bangkiém tra

* Sodé GANTT

* So dé PERT

3/26/2017
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3.2 Cong cu kiém tra tién trinh m HOASEN
UNIVERSITY

#1. Bang ké hoach

» Bang ké hoach la mét tap hop nhirng hoat déng
duoc sap xép theo lich trinh thoi gian, 6 thai han,
nguon lyc thye hién, &n dinh nhirng muyc tiéu cy thé
sé dat duoc va xac dinh bién phap t8t nhét... dé thyc
hién mét myc tiéu cudi cing da duoc dé ra.

47 © Huynh Kim Long 2017
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3.2 Cong cu kiém tra tién trinh M o

UNIVERSITY.

#1. Bang ké hoach

* Vai tro cba bang ké hoach

— GiUp tv duy c6 hé théng trong tién liéu cac tinh
huéng xay ra

— Phéi hop moi ngudn lyc hivu hiéu hon

— Tap trung vao cac muc tiéu

— N&m vi¥ng cac nhiém vy co ban cla té chirc dé phdi
hep v&i cac vi tri quan ly khac

— Phat trién hiru hiéu cac tiéu chuan kiém tra

48 © Huynh Kim Long 2017
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3.2 Cong cu kiém tra tién trinh m HOASEN
UNIVERSITY

#1. Bang ké hoach

» Phuvong phap 13p ké hoach
5W +1H +2C + M

3/26/2017
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3.2 Cong cu kiém tra tién trinh m HOASEN
UNIVERSITY

#1. Bang ké hoach

* Why: myc tiéu, yéu cdu * What: ndi dung CV

— Tai sao phai lam — Chi ra cac buwédc dé
—H3u qud néu khéng thyc hién cong viéc
lam do
— Y nghia nhv thé nao — (Ky thuat WBS - Work
d8i v&i t8 chire, DN breakdown structure)
50 © Huynh Kim Long 2017
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Administrative Office Management
3.2 Cong cu kiém tra tién trinh M o

#1. Bang ké hoach

+ Who: ai lam viéc, ai kiém tra, ai hd tro, ai chiu
trach nhiém

» When: khi nao bat dau, khi nao két thic

» Where: thyc hién & dau, ki€m tra tai bd phan nao,
th& nghiém ...

 How: tai liéu, tiéu chuan ...

51 © Huynh Kim Long 2017
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h 3.2 Cong cu kiém tra tién trinh m HOA SEN

UNIVERSITY
#1. Bang ké hoach

* Control: dic diém CV, do lwdéng nhy thé nao, diém
ki€m soat

* Check: CV phai kiém tra, tan suat, ai kiém tra,
diém kiém tra

* 5M: Man — Money — Material - Method — Machine

3/26/2017
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UNIVERSITY

#1. B;’mg ké hoach

53 © Huynh Kim Long 2016

Admlmstratlve Office Management
\ 3.2 Cong cu kiém tra tién trinh m HOASEN

UNIVERSITY.

Admlmstratlve Office Management
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#2. Bang kiém tra

» La bang danh séch cac CV hay hvéng dan trinh ty
thyc hién CV.

« Duoc si? dung phé bién trong linh viec HCVP, dic
biét 14 cac dv &n gém nhiéu CV can thyc hién theo
trinh ty thoi gian bat budc nhu: ki€m tra hang
trwdce khi giao, thanh toan, chuan bi chuyén céng
tac, thanh lap doanh nghiép...

* C6 thé goi tat la danh sach nhac viéc

* La cdng cy dé kiém tra, quan ly cac cdng viéc da va
dang dvoc thye hién

54 © Huynh Kim Long 2017
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UNIVERSITY

#2. Bang kiém tra

Dang c6 dién Hoat dong
Ngay thyc hién
Dy kién Thycté

Cong viéc

* Phu hop voi moi hoat dong thong thuong, luon
13p di l3p lai.
* Cac cong viéc dvoc liét ké theo thir ty thoi gian.

55 © Huynh Kim Long 2017
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3.2 Cong cu kiém tra tién trinh oy
UNIVERSITY

#2. Bang Kiém tra

Dang phy Hoat dong
thubc thai — e
gian Thoi han Ngay thyc hién

congviéc | Dykién | Thycté

3/26/2017
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3.2 Céng cu kiém tra tién trinh M o
UNIVERSITY

#2. Bang kiém tra

Dang khéng Hoat déng
huy thudc thoi . ~ A
Ziah : Danh sach cong viéc
o}
o}
* Yéu té “thoi gian” it quan trong, th& ty thyc
hién céng viéc khéng hoan toan bat budc.
* Tén cac cdng viéc duoc liét ké theo ké hoach
trén co s& nghién ciu tdng thé
https://checklist.com/
57 © Huynh Kim Long 2017
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#3. So’ d6 Gantt

* S0 dd GANTT

58 © Huynh Kim Long 2017
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#3. So’ d6 Pert

+ S0 dé PERT
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+ Bai tdp nhom: Lap ké hoach t8 ch’c ngay hoi viéc
lam
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