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SOP: Trién khai thi céng tai céng trwdng — Phong Thi

céng (Céng ty thi céng nodi that)
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Phién bén PDF mién phi — lién hé Al-X dé nhan bo biéu méu dién sén & tw van 16 trinh.

1. B6i canh va muc dich

Phong Thi cong la bé phan hién dién tai cong truéng — noi bién sédn phdm tir xwdng va ban vé thiét ké thanh
khéng gian hoan thién ban giao cho khach hang. Day la giai doan khach hang nhin thay truc tiép chéat lwong coéng
ty, nén bat ky sai sét ndo tai cong trwong déu anh hwéng rat Ién dén uy tin.
Trong nganh thi cdng ndi that, cac van dé thwdng gép tai cong truéng gém:

- Cham tién d&: Thiéu nhan cong, thiéu vat tw, phdi hop kém gitra cac td — kéo dai thdi gian, vi pham cam
két hop déng

- Chét lvong thi cong khong ddng déu: Tho lam theo théi quen, khong theo ban vé& — san pham léch chuén

- Mét an toan lao dong: Tai nan tai cdng trwong — hau qua nghiém trong vé ngudi va chi phi

- Cobng trwdng ban, 16n xon: Vat tw vwong vai, khéng vé sinh — mat diém véi khach, khu vuc 1an can phan
nan

- Phaét sinh ngoai kiém soat: Khong ghi nhan phat sinh — doi chi phi, tranh cai véi khach
M6t SOP cho Phong Thi cong dwoc xay dwng dé dam bao:

- Thi céng ding ban vé, dung tién do, dung chéat lwong

- Cong trwong an toan, sach sé&, chuyén nghiép

Moi phat sinh déu duwoc ghi nhan va x ly theo quy trinh

Ban giao cdng trinh dung chuan cho khach hang va phong QC
Nguyén tac vang: Thi cong theo ban vé da duoc duyét, khong theo kinh nghiém ca nhan. An toan lao dong la wu
tién s6 1 — khong co cong viéc ndo quan trong hon tinh mang con nguoi.

2. Pham vi va déi twong ap dung

2.1 Pham vi

Quy trinh ap dung cho toan bd hoat dong thi cong tai cong trwdng , t&r khi nhan ban giao dén khi ban giao céng
trinh hoan thién cho khach hang. Quy trinh bao gém:
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Nhan ban giao cong trinh va lap ké hoach thi cong

Chuén bj nhan lwc, vat tw, thiét bj thi cbng

Trién khai thi cong theo céc giai doan (thd — hoan thién — I&p dét)

Kiém soat chat lwong va an toan lao dong tai cong trudng

X0 ly phat sinh, thay ddi tai hién truéong

Vé sinh, ban giao cong trinh va hé tro nghiém thu

2.2 Péi twong ap dung

Chi huy trwdng codng trinh (déi trwdng thi cong)

T trwdng céac t6 (thd, hoan thién, 1ap dat)

The thi céng, tho dién nwéc, thg son

Nhan vién an toan lao déng

Céc bo phan lién quan: Quan ly dw an, Thiét ké, San xuat, Kho, QC

2.3 Cac giai doan thi cong chinh

Chuéan bi Nhan ban giao, lap ké hoach, chuan | Chi huy truéng
bi hién trwdng
Thi céng thd VAch, tran, san, dién nwdc ngadm T4 thd + dién nwéc
Thi céng hoan thién Son, ép twong, tran thach cao, 1ap | T6 hoan thién
den
L&p d&t noi that L&p ta, ban, vach, thiét bi T lap dat
Kiém tra & ban giao Vé sinh, kiém tra, ban giao khach Chi huy trwéng + QC

3. So do quy trinh tong thé

Dién giai so' do: - Giai doan 1 (Bwdc 1-3): Chuén bi — nhan ban giao, ké hoach, hién trwong - Giai doan 2 (Budc
4-8): Thi céng — thd, hoan thién, |ap dat - Giai doan 3 (Bwéc 7-8): Hoan tdt — vé sinh, ban giao, nghiém thu

4. Chi tiét cac bwéc thue hién

4.1 Bwéc 1: Nhan ban giao céng trinh va lap ké hoach

4.1.1 M6 ta

4.1.2 H6 so ban giao
- [1Hop ddng thi cong (phan pham vi, tién dd, nghiém thu)
- [1B6 ban vé thi cong da duyét + ban vé 3D chét
- [1Bang quy cach vat liéu (spec) va danh muc vat tw

- []1 K& hoach tién do tbng thé ctia dw an
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- []1Théng tin lién hé ddu méi ctia khach hang

4.1.3 Quy trinh tiép nhan
Chi huy trwdng doc ki hé so , tham gia hop ban giao v&i Quan ly dy an

Kha&o sat hién truwdng trwde khi thi cong: kich thudc, didu kién, 16i vao, thang may

Lap ké hoach thi cong chi tiét (theo tuan/ngay) tir tién dd tdng

Xac dinh nhu ciu nhan luc (sb the tirng td) va thiét bi

Lap danh sach vat tw can chuén bi phdi hop Phong Vat tw/Kho

Trinh ké hoach cho Quan ly dw an duyét
4.1.4 Yéu cau bat buoc
- []1 Khéng thi cong khi chwa cé ké hoach dwoc duyét
- []1Ban vé& thiéu — yéu cau KTS bd sung truéc khi thi cong
- [ 1 Ghi nhan diéu kién hién trwong ban dau (anh, bién ban) dé déi chiéu cudi dw an
4.2 Bwéc 2: Chuan bj hién trwéng va nhan lwc
4.2.1 Mo ta

4.2.2 Chuan bij hién trwong

Vé sinh, don dep hién trwéng (néu cong trinh cii pha d& con sét)

Che chén, bao vé khu vuc thi cong (bat, lwdi) néu can

L&p dat bién bao cong trinh, cdnh bao an toan

B tri khu vuc tap két vat tw va dwdng van chuyén

Kiém tra ngudn dién, nuwéc phuc vu thi cong

Ban giao hién trwdng cho té trwdng co bién ban

4.2.3 Chuan bi nhan lwc

Xac dinh sb tho can thiét tirng td theo ké hoach

Phan cong td triwdng chiu trach nhiém tirng khu vire/hang muc

Hop giao ban khéi cong : phd bién ban vé, tién do, yéu cau chét lwgng, an toan

Kiém tra trang bi bao ho cla tho (md, giay, gang tay)

Lap danh sach nhan coéng va sé dién thoai lién hé

4.2.4 Yéu cau
- [ 1 Moi tho lam viéc tai cong truéng déu cé bao hd lao déng
- [] Tho méi vao lam — phd bién an toan lao déng trwéc khi bat dau

- [ ] Hién trwong ludn sach sé&, gon gang trong subt qua trinh thi céng
4.3 Bwée 3: Tiép nhan va kiém tra vat tw tai cong trwong
4.3.1 Mo ta

4.3.2 Quy trinh tiép nhan
- Nhan hang theo packing list va bién ban giao nhan van chuyén

- Kiém tra sé lwgng, ching loai so v&i ké hoach I&p dat

ai-x.vn — Tai liéu SOP mién phi * Trang


https://ai-x.vn

Al-X « Tw van trién khai ERP & Al — SOP: Trién khai thi cong tai cong trwérng — Phong Thi cong (Cong ty thi cong noi that)

Kiém tra tinh trang hang (tray xwéc, v&, dm méc)

Hang 18i/hw héng — lap bién ban kém &nh , bao Phong Kho

Sép xép hang vao khu vuc tap két, tranh hw héng trong lic che 1ap
- Cap nhat tinh trang vat tw cho Quan ly dy an

4.3.3 Yéu cau
- [] Kiém tra hang ngay khi nhan — khong dé 1au méi phat hién hw héng
- []Vat tw dé& hw (g8, kinh, son) bdo quan dung cach tai cong trwéng

- []1 Thiéu hang — bao Kho bd sung trwdc 3 ngay so véi nhu cau l&p

4.4 Bwdc 4: Thi cong phan tho

4.4.1 Mo ta

4.4.2 Cac hang muc thi cong thoé
Vach ngan Dwng khung vach, bat tAm Do thang, d6 chéc
Tran Lap khung tran, tdm thach cao Do cao, d6 bang phang
San X& ly nén, chéng thdm (néu cd) D6 phéng, thAdm
Dién ngam Di day, 6ng gen am twdng/tran Bung vi tri ban vé
Nwéc ngam Ong cép/thoat nwéc am Kin, ding thong sé

4.4.3 Quy trinh thi cong thé
- Déi chiéu vi tri thi cdng v&i ban vé (danh dau vi tri truéc khi lam)

Thi céng tirng hang muc theo thi tw (khdng dao 16n anh hwdng nhau)

- Dién nwéc am phai kiém tra trwde khi bit kin (chay thir, do théng mach)

- T6 trwdng kiém tra tirng hang muc trwdc khi chuyén giai doan

- Chup anh tw liéu &n (dién nwéc am) dé lwu hd so — phuc vu bao tri sau nay
4.4.4 Yéu cau

- []1Dién nwéc am bat budc chup anh tw liéu trwde khi bit

- [1Kiém tra d6 thang, d6 phéng bang thwdc/level trwdc khi chuyén buéc

- [] Phéat hién sai léch so v&i ban vé — dirng lai, bao KTS truwdc khi tiép tuc
4.5 Bwéc 5: Thi cong hoan thién
4.5.1 M6 ta

4.5.2 Cac hang muc hoan thién

Son Trét bot, son 16t, son phu Mau, d6 min, déu
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Op twdng Op da, gach, lam gb Do khit, dd thdng mach
Tran hoan thién Son tran, tha tAm Bé& mat sach, déu
Peén & thiét bi Lap dén, cong tac, 6 cam Hoat déng, dung vi tri

4.5.3 Quy trinh hoan thién
Dam bao phan thé da dwoc kiém tra va nghiém thu néi bo

Chon dung mau séc, vat liéu theo spec thiét ké (kiém tra mau trwdc khi thi cdng hang loat)
- Thi cong theo quy trinh ky thuat ttrng hang muc (khéng bdé buéc)
- Kiém tra do ddng déu, do khit gitra cac mang
- Vé sinh khu vuwc sau méi ca thi cong
4.5.4 Yéu cau
- [1Mau son, vat liéu dbi chiéu mau da duyét trwdc khi thi cong
- []1Bé& mét hoan thién phai sach, déu, khéng lem, khéng chay

- [ 1 Khéng thi cong son khi bé mat chwa kho/xt ly dung k§ thuat
4.6 Bwéc 6: Lap dat noi that
4.6.1 Mo ta
4.6.2 Quy trinh lap dat

- Dbi chiéu ban vé |&p d&t vai vi tri thuwe té (vi tri td, ban, dén)
- Kiém tra lai d6 bang phang clia san/twdng trwde khi lap

- Lap dat theo th tw: cb dinh trwdc, didu chinh sau

Ta, ké: bat chéc vao tuwong (chdng lat), chinh canh, ngan kéo

Mat da, kinh: 1ap can than tranh v&, tray

Kiém tra hoat dong tirng s&n pham sau I&p dat (mé/déng, truot, dén)

B&o vé san pham sau lap: dan mang bao vé cho dén khi ban giao
4.6.3 Yéu cau
- [1L&p d&t dang ban vé — khong tw y ddi vi tri
- [1San pham sau lap phai hoat dong tét , khong 1&ch, khéng kéu
- [] Ta/ban bét cb dinh vao twéng (an toan chéng lat cho gia dinh cé tré em)

- []Vé sinh sach sé& sau mdi ngay I&p dat
4.7 Bwdc 7: Kiém soat chat lwong va an toan lao dong

4.7.1 Kiém soat chat lwong tai cong trwdng
- Kiém tra theo tirng giai doan — khong chd hoan thién mai kiém

Phéi hop KTS va QC kiém tra thdm my, kich thudc tai cong trwong

Lap bién ban kiém tra tirng giai doan (thd, hoan thién, 1ap dat)

Hang muc I6i — ghi nhan, chi dinh stra, kiém tra lai

S& dung checklist kiém tra cong trwdng hdng ngay

4.7.2 An toan lao dong
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Bao hd M, giay, gang tay, 4o phan quang (khu virc nguy hiém)

biéen Khong tw y dau dién khi chwa cét ngudn; tho dién cé
ching chi

Lam trén cao Gian giao, day an toan, khong leo tréo tw do

May moc St dung dung quy trinh, khong van hanh khi say/mét

Hoéa chat Son, keo: deo khau trang, khu vic théng thoang

So clru Tu thubc tai cong trwong; sb dién thoai cip clru cong
khai

4.7.3 Quy trinh xtr ly tai nan
- So ctru ngay lap tirc , goi cAp ctvu néu nghiém trong

B&o Chi huy trudng + Quan ly dw &n + Giam dbc trong vong 30 phut

Bao vé hién triwdng, 1ap bién ban tai nan kém anh
- Diéu tra nguyén nhan, khéc phuc dé khéng tai dién

- Lwu hd so tai nan theo quy dinh phap luat
4.8 Buwéc 8: Vé sinh, ban giao cong trinh va hé tro nghiém thu

4.8.1 Vé sinh cong trinh
- Veé sinh tbng thé sau khi hoan thién: lau bui, hat bui, 1am sach bé mét
- Thao mang bao vé san pham (ta, kinh, da)

Vé sinh lai 14n cudi trwéc ngay ban giao khach

Gom rac, vat liéu thira — x(r ly dung quy dinh

4.8.2 Ban giao céng trinh

Tw kiém tra toan bd theo checklist ban giao

M&i KTS, QC kiém tra ndi bo truéc khi ban giao khach

X0 ly cac khiém khuyét phéat hién trwéc khi ban giao

T& chire budi ban giao véi khach hang — trinh bay céng trinh, hwéng dan s dung, bao hanh

Lap bién ban ban giao cé chir ky khach hang

- Ban giao tai liéu : hd so nghiém thu, huéng dan s dung, phiéu bao hanh

4.8.3 H6 tro’ nghiém thu va bao hanh

Phéi hop QC va khach hang trong budi nghiém thu chinh thirc

Ghi nhan cac yéu cau diéu chinh sau nghiém thu — 1ap danh sach xt ly

H tro bdo hanh trong thdi gian cam két (thworng 12—24 thang)

Khi cé yéu cau bdo hanh — clr tho xi ly trong 48 gidy

5. Cac tinh hudng ngoai Ié va cach xir ly
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5.1 Cham tién dé thi céng
- Phan tich nguyén nhan: thiéu nhan céng / thiéu vat tw / phat sinh ngoai duw kién

Diéu chinh ké& hoach (tang ca, bd sung tho) phdi hop Quan ly dw an

B&o khach hang sém va trung thuc vé tién d6 mai

Lap ké hoach bu tién dd cu thé theo tirng hang muc

5.2 Thi c6ng sai so v&i ban vé

Dwrng ngay hang muc sai

Lap bién ban, chup anh hién trwdng, xac dinh nguyén nhan

Néu stra dwgc — stra theo ding ban vé

Néu phai pha bd lam lai — danh gia chi phi, trach nhiém

Bao KTS va Quan ly dw an; rat kinh nghiém quy trinh kiém tra

5.3 Phat sinh ngoai hop dong (khach yéu cau thém)

Khoéng ty y thi cong thém khi chwa c6 phé duyét

Bao Quan ly dy an — lap phu luc + bao gia phat sinh

Chi thi cdng khi c6 van ban xac nhan ctia khach va Giam dbc

Ghi nhan day da khéi lwong phat sinh dé quyét toan

5.4 Vat tw thiéu/hw héng giira chirng tai cong trwdng

B&o Phong Kho ngay khi phat hién (trwéc 3 ngay so véi nhu ciu)

Diéu chuyén cong viéc sang hang muc khéc trong ltc che

Hang hw hédng — bién ban kém anh, xac dinh trach nhiém

Cap nhat ké hoach thi céng cho phu hop

5.5 Khach hang khéng hai long gitra qua trinh thi cong

Lang nghe, ghi nhan y kién khong tranh cai

Bao Quan ly dw an + Kinh doanh phéi hop x ly

Xac dinh nguyén nhan (thAm my, chat lwong, tién dd) va phwong an khac phuc

Théng bao tién dd x& ly cho khach thudng xuyén

6. KPI danh gia hiéu qua

Bung tién do S6 hang muc ding tién d6 | = 95% Mbi duw an
/ Téng hang muc

Chét lwgng dat S6 hang muc dat QC / | =98% Hang tuan
Téng kiém tra

Tai nan lao déng S6tainan/Sbcalamviéec | =0 Hang thang
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Khiém khuyét khi ban giao | Sé 16i phat hién khi ban | <3 Mbi dy an
giao / Dy an

X ly phat sinh ding quy | Sé phat sinh c6 van ban / | 100% Méi duw an

trinh Téng phat sinh

Ve sinh cong trwdng Cham diém cong trwong | =9/10 Hang tuan
sach

Bao hanh dung han Sé yéu cau bdo hanh xr ly | = 95% Hang thang
dung han

7. Bieu mau va tai liéu kém theo
1 Bién ban ban giao cong trinh Tiép nhan t Quan ly dy an
2 Ké& hoach thi cong chi tiét Lich thi céng theo tun/ngay
3 Bién ban giao nhan vat tw tai cong Tiép nhan hang
trwong
4 Checklist kiém tra cong trwéng Kiém soat hang ngay
5 Bién ban kiém tra giai doan Nghiém thu néi b6 trng giai doan
6 Phiéu yéu cau phat sinh Ghi nhan phat sinh ngoai hop ddng
7 Bién ban tai nan lao dong Ghi nhan sw cb an toan
8 Checklist ban giao céng trinh Ty kiém trwdc ban giao
9 Bién ban ban giao cho khach Ky nhan ctia khach hang
10 Phiéu yéu cau bao hanh Tiép nhan bao hanh
8. Trach nhiém va th&i gian hoan thanh

Nhan ban giao & lap k& | Chihuy trwéng Quaén ly dy an 3 ngay

hoach

Chuan bj hién trwong & | Chi huy truéng — Trwéc khéi cong
nhan lwc

Tiép nhan vat tw NV kho + tb trwéng Chi huy trwéng Khi giao hang

Thi cong thd

T4 tho + dién nuwéc

Chi huy trwéng

Theo ké hoach

Thi cdng hoan thién

T4 hoan thién

Chi huy trwéng

Theo ké& hoach
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L&p d&t noi that Té lap dat Chi huy trwéng + KTS Theo ké hoach
An toan lao dong NV an toan Chi huy trwéng Lién tuc
Vé sinh & ban giao Toan doi QC + Quan ly dy an Theo lich ban giao

9. Trach nhiém duy tri va cap nhat quy trinh

SOP nay duoc ra soat dinh ky 6 thang/lan ho&c khi cé thay déi quy trinh

Chi huy trwdng cdng trinh chiu trach nhiém cap nhat va phé bién

Ghi nhan bai hoc ttr cac duw an (I6i, phat sinh) vao quy trinh

Ban cap nhat phai ghi rd sb phién ban va ngay hiéu luc

10. Ung dung ERP vao quan ly hieu qua — Phong Thi cong

ERP giup Phong Thi cong quan ly tien do va chat luong tai cong truong :

Ke hoach thi cong Lap lich thi cong theo milestone, | Biet chinh xac tien do tung hang
tracking Gantt muc, canh bao cham

Quan ly nhan cong Cham cong, phan cong tho theo | Kiem soat chi phi nhan cong, danh
hang muc gia nang suat

Quan ly vat tu tai CT Tiep nhan hang, doi chieu packing | Kiem tra nhanh, phat hien thieu/hu
list tren mobile hong ngay

Bao cao cong truong Nhat ky thi cong, anh hien truong, | Luu tru day du, truy xuat khi can
checklist

Dashboard Tien do tung cong trinh, chi phi thuc | Quan ly nhieu cong trinh cung luc,
te, an toan phat hien van de som

Quy trinh tren ERP:

Nhan ke hoach -> Thi cong tho -> Cap nhat tien do -> Hoan thien | Lap dat noi that -> Checklist QC -> Ve sinh ->
Ban giao -> Nghiem thu

Viec tich hop ERP giup phong thi cong giam 50-80% thoi gian nhap lieu thu cong, tang tinh chinh xac va minh
bach trong quan ly.

SOP Phong Thi cong — Coéng ty thi cdng ndi that | Phién ban 1.0 | Tai liéu ndi bd — Khdng phat hanh ngoai cong
ty
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Can bo SOP nay chay
trén hé thong thwc té?

Al-X thiét ké 16 trinh ERP & Al 90 ngay riéng cho doanh nghiép cta ban:
chuan héa di lieu — SOP sbé héa — dashboard diéu hanh.
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Tai liéu phat hanh mién phi béi Al-X (ai-x.vn). Vui Iong khéng chinh stra ndi dung khi chia sé lai.
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