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SOP: Quan ly dir liéu va ho so céng trinh tap trung
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Phién bén PDF mién phi — lién hé Al-X dé nhan bo biéu méu dién sén & tw van 16 trinh.

Day la SOP chi tiét di kém bai viét D& liéu phan tan trén Excel, Zalo, Email — dung cho Data Owner, PM, QS,
Mua hang, Ké toan va CEO/BOD ap dung vao van hanh thuc té.

1. Tén SOP

SOP-DATA-01 — Quan ly di¥ liéu va hd so cong trinh tap trung (nganh thiét ké& & thi cdng noi that)

2. Muc dich

Thiét lap mot ngudn dir liéu chinh thirc duy nhat cho toan bd théng tin cong trinh — tir ma khach hang, ma dy an,
BOQ, vat tw dén nha cung cdp — dé& moi phong ban (kinh doanh, thiét ké, QS, thi céng, mua hang, ké toan) lam
viéc trén cung mot bd dir liéu, thay vi mdi nguwdi gitr mét ban sao rdi rac trén Excel, Zalo hodc email ca nhan.

SOP nay khong thay thé cong cu dang dung (Excel, Google Sheet, phan mém ERP néu c6). N6 quy dinh ai dwoc
tao di liéu gi, & dau, theo cAu trdc nao, ai kiém tra, ai phé duyét, va ban nao |a ban hop 1& dé thi cong hodc thanh
toan .

3. Pham vi ap dung

Ap dung cho toan bé di¥ liéu van hanh ctia cong trinh thiét ké & thi cdng noi that, gébm:

- Di¥ liéu khach hang va hop déng.

- Di liéu dw an/cong trinh (ma dy an, WBS, méc tién do).

- BOQ (Bill of Quantity — bang khéi lwgng) va cac phién ban BOQ.

- Danh muc vat tw, hang muc thi céng.

- Danh muc nha cung cép va thau phu.

- Hb so nghiém thu, hé so thanh toan, hd so phat sinh (Variation Order).
Khoéng ap dung cho di¥ liéu tai chinh ndi bd mang tinh bao mat cap cong ty (lwong, thué) — cac div liéu nay co
SOP riéng.

4. Thuat ngir va dinh nghia

ai-x.vn — Tai liéu SOP mién phi * Trang 1


https://ai-x.vn

Al-X « Tw v&n trién khai ERP & Al — SOP: Quan ly di¥ liéu va hd so cong trinh tap trung

Data Owner

Ngudi chiu trach nhiém dinh nghia ciu tric, kiém soat
chét lwong va phé duyét thay dbi cho mét loai dir liéu cu
thé (khéng nhét thiét 1a nguwoi nhap liéu).

Nguén di liéu chinh thirc

Ban dir liéu duy nhat dwoc cong nhan 1a dung, nam & vi
tri lwu trlr quy dinh trong SOP nay; moi ban sao khac chi
mang tinh tham khao.

BOQ Bill of Quantity — bang khéi lwong cong viéc va vat tw, la
gbc dé 1ap ngan sach va dbdi chiéu thi cong.
WBS Work Breakdown Structure — cAu tric phan ra céng viéc

theo hang muc/khu vyc thi cong.

Master Data

D liéu nén tang it thay d6i: ma khach hang, ma dy an,
ma hang muc BOQ, ma vat tw, ma nha cung cép.

Revision

Sé phién ban ctia mét tai liéu (BOQ, bao gia, ban vé) méi
khi c6 thay ddi dwoc phé duyét.

VO (Variation Order)

Phat sinh — thay dbi pham vi céng viéc so véi hop déng
gbc, can duoc ghi nhan va phé duyét béng van ban.

5. Vai tré tham gia

Data Owner téng thé

Do CEO/BOD chi dinh (thwdng la Trwédng phong Van
hanh hoac PMO); giam sat toan b6 SOP, x& ly ngoai &
cép cong ty.

Data Owner theo loai di¥ liéu

QS phu trach BOQ/vat tw; Kinh doanh phu trach khach
hang/hop déng; Mua hang phu trach nha cung cap; PM
phu trach di¥ liéu tién @6, VO cla cong trinh minh quan
ly.

PM (Project Manager / Chi huy truwdng)

Nhép, cap nhat va xac nhan di liéu cong trinh do minh
phu trach theo dung c4u truc quy dinh.

QS (Quantity Surveyor)

Lap, kiém tra va cap nhat BOQ theo sb revision quy dinh.

Ké toan

Déi chiéu di¥ lieu cong no, héa don véi hd so nghiém
thu; xac nhan tinh hop I& cta hd so trudc khi ghi nhan
cbng no.
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Mua hang Cap nhat danh muc nha cung cép, gia vat tw tham khéo.

IT/Admin hé théng Quan ly quyén truy cap, sao lwu, cau truc thw muc lwu triv
dung chung.

CEO/BOD Phé duyét ngoai 1&, phé duyét thay déi ciu tric master
data & cap toan cong ty.

6. Ma tran RACI

R = Responsible (thwc hién) - A = Accountable (chju trach nhiém cudi) - C = Consulted (dwoc hdi y kién) - | =
Informed (dwoc thdng bao)

Hoat ddng | Data Owner tbng thé | QS | PM | Mua hang | Kétoan | IT | CEO/BOD
Dinh nghia ciu tric ma MasterData | A|C | C | C|C|R|I

Tao ma khach hang/dwanmei | I [ I | R [T |1 [ 1]]1

Lap &capnhatBOQ | C | RIA | C |11 ] 1]

Cap nhatdanh mucnhacungcdp | C |1 |1 | RIA || 1|1

Kiém tra tinh hop 1& d¥ lieudinhky | A|C | C|C|C|R|I

Phé duyét thay ddi cu tracdivliéu | A| C | C|C|C|I]|C

X ly di¥ liéu trung/thiéu/sai | A| C| R|C|C|R|I

Cép/thu hdiquyéntruycap | C | I |1 | 1| 1| RA |

X ly ngoai & vwot thAm quyén DataOwner | C | 1 [ 1| ] 1| 1] A

7. Dir liéu dau vao

Hop déng va phu luc hop déng da ky véi khach hang.

BOQ gbc dwoc duyét tai thoi diém ky hop déng.

Danh muc vat tw va bang gia tham khao hién hanh ttr Mua hang.

Danh sach nha cung cép/thau phu da qua danh gia.

Céu tric WBS chuén theo loai hinh dw &n (c&n ho, van phong, showroom, biét thy...).

8. Quy trinh tirng bwéc

Budc 1 — Khéi tao ma du an va ma khach hang. Khi hop déng dwoc ky, Kinh doanh tao ma khach hang (néu
chwa cd) va PM tao ma dy an theo céu trdc quy dinh tai muc 4, dang ky vao bang Master Data dung chung.
Khéng tao ma dy an trwde khi cé hop ddng ky chinh thire.

Buwdc 2 — Thiét 1ap WBS va BOQ baseline. QS chuyén BOQ da duyét thanh cau trac WBS, gan ma hang muc
theo bang ma héa chuan (muc 9 trong Bo cdng cu chuén héa di liéu). BOQ baseline nay dwoc danh sé revision 0
va lwu tai vi tri chinh thi'c — khong Iwu trén may ca nhan ctia QS hoac PM.

Buwéc 3 — Dang ky ngudn di liéu chinh thirc cho cong trinh. PM x&c nhan vi tri lwu trie (thw muc dung chung/hé
théng) 1a noi duy nhat chira cac phién ban chinh thirc ctia: BOQ, ban vé thi cong, hd so' nghiém thu, hé so' thanh
toan. Moi ban 1am viéc ca nhan (nhap) phai dwoc danh diu ré "DRAFT" va khong dwoc dung lam cén ci thi cong
hay thanh toan.
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Budc 4 — Nhap liéu va cap nhat dinh ky. PM cap nhat tién d9, khéi lwong hoan thanh theo tan suét quy dinh (ti
thiéu hang tuan). D liéu cap nhat phai tham chiéu dung ma hang muc BOQ, khéng tao hang muc tw do ngoai
danh muc chun.

Bwéc 5 — Kiém tra chét lwong div liéu. Data Owner theo loai di liéu thyc hién kiém tra dinh ky (t6i thiéu 2
tuan/lan) dé phat hién: di liéu tring ma, thiéu trworng bat budc, sai dinh dang (vi du sb tién nhap dang chi, ngay
thang sai dinh dang). Phat hién 16i phai ghi vao Nhat ky x ly 16i di liéu.

Buwédc 6 — Yéu cau thay déi div lieu. Bat ky ai mudn thay ddi cAu trdc Master Data (thém ma hang muc mai, ddi
cAu tric ma dy an...) phai gt Biéu mau dang ky thay déi di liéu (xem B6 cong cu) cho Data Owner twong (ng
phé duyét trwwéc khi ap dung.

Buwdc 7 — Cap nhat phién ban tai liéu. Khi BOQ, ban vé hoac bao gia thay dbi, nguwdi phu trach tao revision maoi
(BOQ_[ma dy an]_v[sb revision]), khéng stra dé 1én ban cii. Ban cii chuyén trang thai "Obsolete" nhwng van duoc
lwu trie dé tra ctru lich str.

Bwdc 8 — Phé duyét va phat hanh. Moi revision méi phai dwoc Data Owner phu trach (QS cho BOQ, PM cho tién
dd) xac nhan trwdc khi cong bd cho cac phong ban khac st dung. Chi ban cé trang thai "Approved" méi dwoc
dung lam can ct thi cdng, mua hang hodc thanh toan.

Bwédc 9 — Lwu trir va phan quyén truy cap. IT thiét 1ap phan quyén: PM va QS c6 quyén chinh slra di¥ liéu cong
trinh minh phu trach; cac phong ban khac cé quyén xem; Ké toan cé quyén xem hd so nghiém thu/thanh toan lién
quan. Quyén truy cap dwoc ra soat lai méi khi nhan su thay ddi vi tri.

Budc 10 — Review di liéu dinh ky. Data Owner téng thé chu tri budi review 30 phat méi tuan véi cac Data Owner
theo loai di¥ liéu dé ra soat I6i phat sinh, xac nhan nguén di liéu van dang dwoc tuan tha dung.

9. Piém kiém soat va diéu kién phé duyét

Tao méa dv an Chi tao khi c6 hop déng ky chinh thire, d& dwoc Kinh
doanh xac nhan

Ban hanh BOQ revision méi QS xac nhan da dbi chiéu vai ban trudc, cé ly do thay déi
ré rang

Cong bd dir liéu cho phong ban khac ding Trang thai tai liéu phai la "Approved", khdng phai "Draft"

Thay ddi cAu truc Master Data C6 Biéu mau dang ky thay déi dwoc Data Owner twong

ng ky duyét

Cép quyén chinh stra dir liéu Chi IT thwe hién sau khi cé xac nhan tir Data Owner téng
thé

10. Ngoai lé va cach xtr ly

- Di¥ liéu can cap nhat gap ngoai gi& hanh chinh (vi du sw cb tai cong trudng): PM dwoc phép cap nhat tam

vao ban nhap c6 danh dau "URGENT — ché xac nhan", nhung phai hoan tat xac nhan véi Data Owner trong

vong 24 gi® lam viéc tiép theo.
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- Phat hién hai ban di liéu mau thuan nhau: Uu tién ban c6 trang thai "Approved" méi nhét theo s revision;
néu khéng rd, tam dirng st dung ca hai va bao Data Owner tdng thé x& ly trong vong 1 ngay lam viéc.

- Data Owner vang mat kéo dai: CEOQ/BOD chi dinh ngudi thay thé tam quyén, ghi nhan bang van ban,
khong dé tréng vai tro phé duyét qua 5 ngay lam viéc.

- Yéu cau thay dbi cu truc di¥ liéu anh hwéng nhiéu cong trinh cung luc: Bat budc dwa ra budi review div liéu
hang tuan dé lay y kién trwéc khi CEO/BOD phé duyét, khéng phé duyét don phwong.

11. KPI can theo déi

Céac murc KPI duéi day la muc tiéu tham khado, doanh nghiép can diéu chinh theo quy mé thuc té.

Ty lé di liéu c6 ngudn chinh thirc

S6 ban ghi c6 trang thai "Approved" /
Téng sb ban ghi can quan ly

> 95%

S 16i dir liéu phat hién méi ky review

Dém tir Nhat ky x& ly 16i dir liéu

Xu hwéng gidm dan theo quy

Thoi gian xt ly yéu cau thay dbi di
liéu

T lac ndép Biéu mau dén lic phé
duyét/tlr chdi

< 3 ngay lam viéc

Ty 1& cong trinh cé6 BOQ dung
revision khi thi cong

S6 cobng trinh dung dung ban
Approved / Téng sb cong trinh dang
thi céng

100%

Sé 1an di¥ liéu mau thuan phai x ly

Dém theo thang

Xu hwéng gidm dan

ngoai &

12. H6 so’ va biéu mau lién quan

Bang ma héa Master Data (Data Dictionary).

Checklist kiém k& nguén di liéu.

Template danh muc hé so céng trinh.

Biéu mAu dang ky thay ddi di liéu.

Nhat ky xt ly 16i d@ liéu.

Dashboard chét lwgng di liéu.

(Chi tiét tirng biéu mau xem trong B céng cu chuan héa di liéu coéng trinh , Checklist , Template & Field Guide .)

13. PAu ra va tiéu chi hoan thanh

SOP duwgc xem la ap dung thanh céng khi:

- Mbi cong trinh c6 duy nhat mét vi tri lwu trir dwo'c cong nhan 1a ngudn di liéu chinh thirc.

- Mbi loai Master Data (khach hang, dw an, BOQ, vat tw, nha cung cap) cé6 mét Data Owner dwoc chi dinh rd
bang van ban.

- Khéng con tinh trang quyét dinh phé duyét (VO, thay ddi ngan sach) chi tén ti dwdi dang tin nhén Zalo hodc

ai-x.vn — Tai liéu SOP mién phi * Trang 5


https://ai-x.vn

Al-X « Tw v&n trién khai ERP & Al — SOP: Quan ly di¥ liéu va hd so cong trinh tap trung
email khéng Iwu trir tap trung.

- C6 nhat ky ghi nhan 16i di¥ liéu va thdi gian x& ly cho tieng 16i.

14. Vi du thwe té ciia mét céng trinh ndi that

Vi du minh hoa mang tinh mé phéng, khéng phai sé liéu thdng ké chinh thirc.

Cong trinh biét thy ma BT-2026-014 ky hop déng ngay 10/03/2026. PM tao ma dw an ngay sau khi hop dong
dwoc Kinh doanh xac nhan, dang ky vao Master Data. QS chuyén BOQ hop ddng thanh WBS gém 8 hang muc
chinh (néi that phong khach, phong ngu, bép, phong tdm...), dat tén file BOQ_BT-2026-014_vO0.xlsx , lwu tai thw
muc dy an dung chung.

Thang 5/2026, khach hang yéu cau ddi vat lieu 6p twdng phong khach. QS 1ap BOQ_BT-2026-014_v1.xlsx , ghi ré
ly do thay ddi trong cot "Ghi chu revision", glri PM xac nhan truéc khi cong bd. Bong thdi, PM 1ap Biéu mau dang
ky thay déi div lieu dé cap nhat don gia vat liéu moi vao Master Data vat tw, dwgc Data Owner Mua hang phé
duyét trong 2 ngay lam viéc.

Dén ky review di¥ liéu hang tuan, Data Owner tong thé phat hién file BOQ_BT-2026-014_v0.xIsx (b&n cii) van
dang dwgc mét nhan sy mua hang tham chiéu dé lap PO — day 1a 16i vi ban v0 da "Obsolete". L&i dwoc ghi vao
Nhat ky xt ly 16i div liéu, PO dwoc hay va 1ap lai theo dung BOQ v1, tranh viéc mua sai vat tw tri gia khoang 45
triéu dong.

15. Checklist ap dung nhanh

- [] D4 chi dinh Data Owner téng thé va Data Owner theo tirng loai di¥ liéu béng van ban.
- [1Da x&c dinh vi tri lwu trir duy nhat 1a ngudn dir liéu chinh thirc cho méi cong trinh.

- [1D4 ap dung cAu triic ma héa Master Data thdng nhét (xem Data Dictionary).

- [1Moi thay ddi BOQ/tai liéu déu tao revision méi, khéng stra dé ban ci.

- [ 1 Moi thay ddi cau truc di liéu déu cé Biéu mau dang ky dwoc phé duyét.

- [1C6 Nhat ky xi Iy 16i d¥ liéu dwoc cap nhat dinh ky.

- [] C6 budi review di¥ liéu hang tuan gitra cac Data Owner.

- [1Phan quyén truy cap dwoc ra soat khi cé thay déi nhan suw.

Xem thém: B cbng cu chuén héa di liéu cbng trinh — biéu mau thwc hanh di kém SOP nay.
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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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