AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

B6 cong cu chuan héa dir liéu céng trinh cho Téng

thau xay dwng
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Phién bén PDF mién phi — lién hé Al-X dé nhan bo biéu méu dién sén & tw van 16 trinh.

Hwéng dan Bé cong cu chuan héa div liéu cong trinh (Téng thau xay

dwng)

B6 cong cu nay di kém SOP-DATA-TT-01, dung dé trién khai thuc té viéc chuin héa di liéu cong trinh cho tdng

thau xay dwng dang quan ly nhiéu géi thau va nha thau phu song song.

1. Danh muc biéu mau

1 Checklist kiém k& ngudn dir lieu | Khi b4t ddu ap dung SOP, hodc ra
cong trinh soat mdi quy
2 Template danh muc hd so céng trinh | Khi khi tao cong trinh ho&c géi thau
(theo goi thau) moi
3 Data Dictionary mau Dung thwong trwe, cap nhat khi co
ma mai
4 Quy tédc ma hoa Master Data Tham chiéu khi tao ma cong trinh/géi
thau/hang muc/nha thau phu
5 Biéu mau dang ky thay déi dir liéu Khi can thay dbi clu tric Master
Data da ban hanh
6 Dashboard chat lwong dir liéu Theo ddi hang tudn trong budi ra
soat

2. Muc dich cua tirng biéu mau

- Checklist kiém ké nguén di liéu :
chon ra nguén chinh thirc duy nhét.

xac dinh dang cé bao nhiéu ngudn di liéu r&i rac theo tirng géi thau,

- Template danh muc hd so cdng trinh : liét k& day di hd so méi goi thau can c6 (BOQ, bién phap thi cong,

nhat ky, nghiém thu), vi tri lwu tri, trang

thai.
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Data Dictionary mau : dinh nghia théng nhat ma céng trinh, ma goi thdu, ma hang muc, ma nha thau phu.

Quy tdc ma héa Master Data : chuan cAu tric ma, tranh mét hang muc cé nhiéu tén goi gitra cac goi thau.

Biéu mau dang ky thay ddi dir liéu : kiém soat khi cé ngwdi mudn thay ddi ciu tric Master Data.

Dashboard chét lwgng dir liéu : theo ddi mire @ tuan tha SOP theo thdi gian thye trén toan cong trinh.

3. Ngwoi lap, ngwoi kiém tra va ngwei phé duyét

Checklist kiém ké ngudn | Data Owner tdng thé Chi huy trwéng + QS Data Owner téng thé
di¥ liéu

Template danh muc hd so | Chi huy trwéng Data Owner téng thé Data Owner téng thé
cbng trinh

Data Dictionary mau IT/Admin hé théng Qs Data Owner téng thé
Quy tdc ma hoéa Master | QS Data Owner téng thé CEO/BOD (lan dau ban
Data hanh)

Biéu mau dang ky thay ddi | Nguwoi dé xuét Data Owner téng thé Data Owner téng thé
dir liéu

Dashboard chat lwong di | IT/Admin hé théng Data Owner téng thé Data Owner téng thé
lieu

4. Hwéng dan dién tirng trwdng
Xem chi tiét field-by-field tai Template & Field Guide . Nguyén t&c chung:

Trudng co ky hiéu (*) la bat budc.

Moi trwdng ma phai theo dung cAu truc tai Quy tdc ma hda Master Data.
Ngay thang dung dinh dang DD/MM/YYYY, tién té dung VND khong viét tat.

Nha thau phu bao cao phai dung ding ma hang muc da cé trong Data Dictionary, khéng tw dat ma.

5. Vi du c6 dir liéu minh hoa

Vi du mang tinh minh hoa, khéng phai sé liéu that.

NX-2026-007 Co dién (M&E) L&p dat ta dién tong GT-ME-TUDIEN NTP-0018

6. Quy tac validation

- M4 céng trinh va ma géi thau phai duy nhét trong toan hé théng.

- Ma hang muc phai tdn tai trong Data Dictionary trwéc khi dwoc ding trong bat ky BOQ hodc bao cdo nha
thau phu nao.

- Sé revision bién phap thi cong/BOQ phai tang dan, khéng dung lai s6 cil.

- Mét ban ghi thiéu trwerng bat budc (*) bi danh dau "Khéng hop 8" trong 1an kiém tra chét lwong dir liéu dinh
ky.
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7. Cong thirc KPI

Ty lé g6i thau c6 ngudn di liéu chinh thirc

(Sb g6i thau dung dung ngudn chinh thirc + Téng sb goi
thau) x 100%

Ty I& ban ghi hop 1&

(S6 ban ghi khéng 16i + Téng sb ban ghi kiém tra) x 100%

Thoi gian xt ly yéu cau thay ddi div lieu

Téng sb ngay xtv ly + S yéu cau trong ky

8. Ban mo ta dashboard

Xem chi tiét day du tai Dashboard chat lwong di liéu .

9. Hwéng dan sir dung trong Excel va khi chuyén Ién ERP

Trong Excel/Google Sheet: mdt workbook Master Data dung chung cho toan céng trinh, khéng d& méi géi thau cé
ban riéng; dung Data Validation cho ¢t ma hang muc; khoa (Protect Sheet) cac cdt ma hoa gbc, chi Data Owner

duwoc sira.

Khi chuyén lén ERP: import Data Dictionary hién tai thanh danh muc trong module twong &ng; thiét lap phan
quyén theo dung bang RACI trong SOP — nha thau phu chi c6 quyén nhap bao céo, khéng cé quyén sira Master

Data; chay song song Excel va ERP 2—4 tuan dau trudc khi ngirng han Excel.

10. Tiéu chi xac dinh biéu mau da hoan thanh

- C6 Data Owner dwoc chi dinh ré va da xac nhan trach nhiém.

- T4t ca ban ghi bat budc khéng con tréng.

- Da chay dwoc it nhat moét chu ky kiém tra chat lwong di liéu (2 tuan) khéng phat sinh 16i nghiém trong.

- D@ liéu trén hé théng khdp 100% véi dir liéu thye té dang dung dé nghiém thu/thanh toan.

Checklist kiém ké nguén dir liéu céng trinh (Téng thau xay dwng)

Dung dé ra soat hién trang di¥ liéu trwdc khi ap dung SOP-DATA-TT-01, hoac kiém tra dinh ky méi quy.

Nguwoi lap: Data Owner tdng thé - Nguwéi kiém tra: Chi huy trwdng, QS - Nguwoi phé duyét: Data Owner téng thé

Cach str dung

V6&i mbi loai dir liéu, liét ké tat ca noi hién dang lwu triy (ké ca sb tay, Zalo, email), chon nguén chinh thic, ghi

hanh déng v&i cac nguén con lai.

Bang kiém tra

Loai di liéu | Nguén hién tai | Nguén chinh thirc dwgc chon | Hanh ddng véi ngudn con lai | Nguwdi phu trach |

Hoan thanh

Ma cong trinh/géithau | [1 | []

BOQ theo trng goéithau | [1 | []
Danh muc nha thdu phu | [] ] []
Nhat ky thicong | []1 | []
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Bién phap thicong | [1 ] []

Hb so nghiém thu giai doan | [] | []
Ho so thanhtoan | [1 ] []

Yéu cau phat sinh (VO) | [ | []

Tailiéuhoancéng | [1 | []
Vi du dién mau:
Loai di¥ liéu | Ngudn hién tai | Nguén chinh thirc | Hanh déng | Ngudi phu trach | Hoan thanh

Nhat ky thi cong | Sé tay tirng ki sw giam sat, anh Zalo | Hé théng dung chung theo ma céng trinh | Sé héa nhat ky
cii, nglrng diing sb tay | Chi huy trwdng | (dung)

Checklist bé sung
- [ 1 Méi loai di¥ liéu chi con dung mot ngui“)n chinh thirc dwoc xac nhan.
- [ 1 Moi géi thau va nha thau phu da dwoc thdng bao va xac nhan dung ngudn méi.
- []1 Khéng con quyét dinh phé duyét bién phap thi cdng quan trong chi tén tai qua Zalo/email chua lwu triy
tap trung.
- [1 D4 lén lich dot kiém ké tiép theo (khuyé&n nghi: méi quy).
Tiéu chi hoan thanh
Checklist hoan thanh khi toan bd cac dong trong bang kiém tra déu danh (dung) va checklist bd sung khéng con

muc chuwa tick.

Template & Field Guide — B6 cong cu chuan héa dir liéu céng trinh (Téng
thau xay dwng)

§1. Template danh muc hé so coéng trinh (theo géi thau)

Nguwoi 1ap: Chi huy trudng - Nguwoi kiém tra: Data Owner téng thé - Nguwdi phé duyét: Data Owner tdng thé

Ma cong trinh *) Text
Ma géi thau *) Text Theo Quy tdc ma hoa §3
Loai hd so *) BOQ / Bién phap thi cong /

Nhat ky / Nghiém thu /
Thanh toan / VO / Hoan

cbng
Tén hd so ™ Text [Loai]_[Ma goi
thau]_v[revision]
Vi tri lwu tre ) Puwong dan/URL Phai 1a ngudn chinh thic

theo Checklist
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Trang thai

(")

Draft / Review / Approved /
Issued / Obsolete

Nguwoi phu trach

Tén + vai tro

Ngay cap nhat gan nhét

DD/MM/YYYY

Vi du minh hoa:

NX-2026-007

Co dién

Bién phap thi céng

-ME_v1

BPTC_NX-2026-007

Approved

§2. Data Dictionary mau

Nguoi lap: IT/Admin hé théng - Ngudi kiém tra: QS - Nguwoi phé duyét: Data Owner téng thé

Ma (Code)

Text

Duy nhét toan hé thdng

Tén day du

Text

Loai déi twong

Coéng trinh / Géi thau /
Hang muc BOQ / Nha thau
phu

Trang thai *) Active / Inactive
Data Owner phu trach ) Tén + vai trd
Vi du minh hoa:
NTP-0018 Cong ty TNHH Co dién | Nha thau phu Active
Phwong Nam
GT-ME-TUDIEN Lap dat ta dién tong Hang muc BOQ Active

§3. Quy tac ma héa Master Data

Cong trinh [Viét tét loai hinh]-[Nam]-[S6 thtr tw 3 | NX-2026-007 (Nha xwéng)
chv s6]
Goi thau GT-[Viét t&t goi thau] GT-KETCAU, GT-ME,

GT-HOANTHIEN
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Hang muc BOQ GT-[G6i thau]-[Tén hang muc viét tdt] | GT-ME-TUDIEN
Nha thau phu NTP-[S6 ther tw 4 chir s8] NTP-0018
Hb so/tai lidu [Loai]_[Ma goi thau]_v[Sé revision] BPTC_NX-2026-007-ME_v1

Nguyén tac chung: ma khong dau, khéng khoang tréng; khéng tai sir dung ma da ngirng hoat déng; thay ddi cau
tric ma hoéa phai qua CEO/BOD phé duyét.

§4. Biéu mau ding ky thay déi div liéu

Nguoi lap: Nguwdi dé xuat - Nguoi kiém tra: Data Owner theo loai div liéu - Ngwdi phé duyét: Data Owner téng thé
(ho&c CEO/BOD néu dbi cu tric ma héa toan hé théng)

Ngay d& xuét *) DD/MM/YYYY

Nguoi dé xuat *) Tén + vai tro

Loai thay d6i *) Thém méi / Stra / Ngirng st dung /
Déi cAu tric ma hoa

Déi twong bi anh hwéng *) Cong trinh / Géi thau / Hang muc
BOQ / Nha thau phu

Mb ta thay ddi *) Text tw do

Ly do thay ddi *) Text tw do

Pham vi anh huwédng ) Liét ké cdng trinh/gdi thau lién quan

Trang thai x Iy *) Cho duyét / D4 duyét / T chéi

Validation: khéng dwa ma méi vao st dung truée khi biéu mau cé trang thai "Da duyét".

Dashboard chéat lwong div liéu — Mb ta thiét ké (Téng thau xay dwng)

Nguwoi 1ap: IT/Admin hé théng - Ngwdi kiém tra: Data Owner tdng thé - Nguwoi phé duyét: Data Owner téng thé
Déi twong st dung: Data Owner téng thé, Chi huy trwéng cong trinh, CEO/BOD.

Tan suét cap nhat: hang ngay (nhat ky thi céng), hang tuan (tbng hop bao cao dashboard).

1. Muc tiéu

Cho biét ngay: géi thAu nao dang cap nhat di liéu dang han, géi thdu nao dang tré, va chat lwong div liéu toan
céng trinh dang & mirc ndo — khéng can chd hop giao ban mai biét.

2. B4 cuc dashboard

Hang 1 — 4 chi s6 téng quan:
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Ty & g6i thau cap nhat nhat ky dung
han

Sé gdi thdu cap nhat ding ngay =+
Téng sb gdi thau

b6 < 85%, Vang 85-95%, Xanh 2
95%

Ty I& ban ghi hop l&

Sé ban ghi khéng 16i + Téng sb ban
ghi kiém tra

Dd < 90%, Xanh = 98%

S yéu cau thay d6i dir liéu chd | Dém trang thai "Che duyét" bé>5
duyét
Sb bién phap thi cong chwa dwoc | Dém trang thai khac "Approved" | Muc tiéu: 0

dang can ding

phé duyét

Hang 2 — Biéu dd xu hwdng: sb 16i di¥ liéu phat hién méi tuan trong 12 tuadn gan nhét.

Hang 3 — Bang chi tiét theo géi thau: Ma géi thau, nha thau phu phu trach, revision BOQ hién tai, s6 hd so con
thiéu, ngay cap nhat gan nhét.

3. Nguon dir liéu

Template danh muc hd so cong trinh, Data Dictionary, Biéu mau dang ky thay di div liéu.

4. Cach doc dashboard

Uu tién xt& ly géi thiu cé & dd trwde; néu nhidu géi thau cling cham cap nhat nhat ky, xem xét van dé & quy trinh
chung thay vi tirng géi thau riéng 18.

5. Tiéu chi san sang s dung

Déi chiéu thi cong khép sb liéu mét 1an; da dung qua 2 budi ra soat lién tiép khdng phat sinh sai léch.

Xem thém: SOP-DATA-TT-01 — quy trinh day da di kém bd cdng cu 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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