AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

Bo céng cu quan ly tai liéu vu viéc

Tai liéu thwe chién ERP « Al-X — ai-x.vn * Cap nhat 2026-08-18 02:34:55

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

Gwi nham ban thao Hop dong v2 thay vi ban chét v5: Thwong vu 80 ty
dong roi vao bé tac

Mot cbng ty luat chuyén vé M&A tai TP.HCM dai dién cho bén Mua trong thwong vu thau tém chudi nha hang tri
gia 80 ty déng. Subt 2 thang dam phan, hai bén da trai qua 5 phién ban sra déi hop ddng. Ngay ky két chinh
thire, tro ly phap Iy vao thuw muc chung ctia cong ty, 13y file cé tén "Hopdong_MA _final_v2_edit. docx" in ra va gui
cho dai dién hai bén ky. Khi thwong vu hoan tat va di vao thuc thi, b&n Ban dwa ra diéu khodn mién triv trach
nhiém phap Iy vén da bi xéa bd & phién ban v5 chinh thirc. Kiém tra lai hé thdng, hoa ra tro' Iy da **in nham ban
thdo v2 chwa chét** do file v5 ndm & thw muc ca nhan cla luat sw Lead. Thwong vu roi vao tranh chép kéo dai,
khach hang dirng thanh toan 120 triéu déng phi tw van con lai va de doa kién hang luat vi sy cb cau tha.

Sw ¢b nham I4n tai liéu phap ly khéng phai [a hiém: hd so vu viéc ndm rai rac trén may ca nhan, tén file dat theo
cam tinh ("final_cuoi", "chot_roi"), khéng cé phan quyén va khéng cé lich s phién ban . B6 cong cu nay di kém
SOP SOP-TM-5833 — Quaén ly tai liéu vu viéc theo phién ban , gitp cac cong ty tw van chuén hoéa cu tric lwu triv
va kiém soat 100% tai liéu tlr khau mé vu dén khi lwu trir bao mat.

Nguyén ly Quan ly H6 so Phap ly: Cau tric Cay Thw muc Chuan & Quy tac
DPat tén File 5 Thanh phan

Hb so vu viéc tw van phap ly khéng thé lwu trir nhw tai liéu van phong théng thwdng. Méi tai liéu tao ra déu co gia
tri bang chirng va gia tri rang budc trach nhiém. Ba nguyén tac nén tang:

- ChAu trac Cay thu muc chudn 5 vung (Standard Folder Structure): 100% vu viéc khi m& méi bat budc tao
cay thw muc chuan gébm: 01_Correspondence (Lich st trao di), 02_Client_Documents (Tai liéu khach giao),
03_Drafts (Ban thao lam viéc), 04_Court_Submit (Tai liéu nop Tda/Co quan), 05_Final_Signed (Ban chinh thirc ky
két) .

- Quy tac dat tén file 5 thanh phan (Naming Convention): [Ma vu viéc]_[Tén tai liéu]_[Ngay

YYMMDD]_[Ngu®i stra]_[Sd Rev].ext . Tuyét dbi cAm cac tir "final", "moi_nhat", "chot".

- Phan quyén truy cap theo vai trd (Role-based Access Control): Chi nhan sw cé tén trong Quyét dinh phan
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céng méi dwoc quyén Xem/Stra; file trong thw muc Final_Signed tw ddng chuyén sang ché dd Chi doc

(Read-only).

M& vu viéc maoi

Mbi luat sw ty tao thw muc theo sé&
thich ca nhan trén may tinh riéng

Ty déng sinh Cay thw muc chuén 5
vung trén & cing tap trung / Dam
may

Dbat tén file tai liéu

Tay  tién theo cam tinh:
"Donkhoikien_final_chot.d ocx"

D4t tén theo chuan 5 thanh phan:
"V-208_DonKhoiKien_260829
_NVA_v03.docx"

Quan ly lich st stra ddi

De file ma&i 1én file cli, méat hoan toan
d4u vét cac dot goép y

Lwu lich s& phién ban ty dong
(Version History), khoi phuc ban cii
trong 3 gidy

Phan quyén bdo mat

Dung chung mat khdu 6 ciing, ai
trong cong ty ciing doc dwoc hd so
mat

Phan quyén phan tan theo vai trd vu
viéc (Lead / Associate / Read-only)

Lwu tri khi két thuc vu

File ndm im trén may ca nhan, luat
sw nghi viéc la tai liéu bién mét

Quy trinh déng vu viéc (Case
Closing): Nén bao mat & Bwa vao
kho lwu triv

Bo6 coéng cu di kem SOP-TM-5833: 6 biéu mau, dung ding lic

Céu truc hd so wu

Khi m& vu viéc méi

Thw ky vu viéc / IT | Ty tao cac thw muc
Admin

tuy tién bén ngoai
cay chuan lam mét
khd nang tim kiém
tap trung

Quy tac dat tén — | Méi khi lwu file mai

van

Toan thé nhan sw tw | Tiép tuc d&t tén

chira chir “final",
"chot", "g&p" thay vi
danh sbé phién ban
v01, v02 chuén

Ma tran phan quyén
truy cap

Khi
viéc

phan cbéng wu

Managing Partner /
COO

Phan quyén "Public"
toan cong ty cho céac
vy viéc nhay cam
(M&A, tai cAu truc)
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4 S& phién ban tai liéu
(Document Log)

Mbi khi chét
Milestone

Senior Associate | Khéng ghi nhan ly
lead vu do thay dbi gira cac
phién ban (vd: slra
theo y kién khéach

ngay 15/8)
5 Checklist kiém tra hé | Dinh ky hang thang Ban Tuan tht / QA Kiém tra hinh thic
SO sb6 lwong file nhung
khéng kiém tra xem
fle da khoa ban
chinh thirc chua
6 Quy trinh lwu trir — | Khi két thuc vu viéc Thw ky phap ly / Kho | Béng vu viéc nhwng
hay (Retention) lwu triv khong khoa quyén

chinh stra, dé& nhan
suw tiép tuc vao stra
file trong kho cii

Template di¥ liéu chudn gdm 6 trwérng bat budc: Ma vu viéc, Tén tai liéu chuén, S phién ban (Version), Tac gia

chinh stra, Ngay gi¢» cap nhat cudi, Link kho lwu try tap trung .

Quy trinh 5 bwéc quan ly tai liéu tir mé vu dén lwu triv

Buwdc 1: Ngay khi cé Quyét dinh mé vu viéc, thw ky tao ngay Cay thw muc 5 ving chudn trén hé thdng lwu triv tap
trung. Budc 2: Luat sw lam viéc truc tiép trén thu muc 03_Working_Drafts, dat tén file theo ding chudn Naming
Convention va tw déng lwu phién ban khi c6 gop y méi. Bwéc 3: Sau khi Lead Partner duyét ban thao cubi, file
PDF dwoc xuat va chuyén sang thw muc 05_Final_Signed, déng thoi khoa chinh stra. Bwéc 4: Phat hanh file cho
khach hang hoac nép Toa duy nhat tlr thw muc 05_Final_Signed; scan Iwu lai phiéu glri bwu dién hoac email xac
nhan. Budc 5: Khi vu viéc thanh ly hop ddng, thw ky chay tha tuc Case Closing, kiém tra 100% hé so truéc khi

nén lwu trir bdo mat trong kho tai liéu dién tlr dai han.

Case study thwc té: Chuan héa quan ly ho

Partners

so tai Hang luat Mekong

Cong ty tw vdn Mekong Partners vé&i 30 nhan sw ap dung quy trinh kiém soat tai liéu tap trung:

Thoi gian tim kiém file tai | Mt trung binh 45 phat /

Duai 30 giay (tim theo ma | Tiét kiém 98% thoi gian

lidu cii I&n tim VU Viéc) tim kiém file
Su ¢b nhdm phién ban file | Xay ra 3—4 vu/ndm 0 sw ¢b nham file Bao vé 100% do chinh xac
khi gtri khach van ban
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Dung lwong dia ctrng lang
phi do trung lap

Lang phi hon 450 GB (do
lwu nhap qua nhiéu)

Giam 70% dung lwong dia
crng thira

Téi wu chi phi ha tang luu
trlr Bam may

Ty l& hd so dwoc ban giao
day da khi nghi viéc

Chi dat 55% (nhiéu file bi
mat theo may tinh)

100% file nam trén hé
thdng tap trung

Pam bao tinh lién tuc cua
dich vu tw van

4 Chi s6 KPI quan tri hé so vu viéc phap ly

Ty 1é vy viéc tuan tha Cay
thw muc chuan

(S6 vu viéc co du 5 thw
muc chuan + Téng sb vu
md) x 100%

100%

Duwdi 100%: Khoéa quyén
tao file m&i cho dén khi
chudn héa lai cay

Ty 1é file vi pham quy téc
dat tén (Naming Rule)

(S6 file cha chi
"final/chot/moi" + Téng sb
file) x 100%

0% tuyét doi

Hé théng tw dong nhac
nhé va yéu cau dbi lai tén
file dang chuan

Ty 1& van ban nop | (Sb file gt di nam trong | 100% Kiém toan phat hién file
Toa/Khach  c6  trong | 05 _Final + Tdng sé file da gWri tlr 03_Draft: Nhac nhé
05_Final gtri) x 100% ky luat luat sw givi

Thoi gian dong va nén lwu | Thoi gian tir khi thanh ly | <7 ngay Quéa 14 ngay: Canh bao

tri¥ hé so (Case Closing)

HD dén khi nén kho Iwu triv

[én Trwdng ban Tuan thad
dé don dbc thu ky

Checklist ky luat Iwu trir — 4 diéu cadm cta Luat sw tw van

- Khong lwu tai liéu vy viéc duy nhéat trén Desktop may ca nhan: Moi file lam viéc phai nam trén 6 dia tap
trung cong ty.

- Khdéng dung cac ky tw la hoac chiy "final" trong tén file: Tuan thi nghiém ngat cong thirc dat tén 5 thanh
phan.

- Khéng stra trye tiép trén file PDF da ky chinh thire: Khi cé thay déi, bat budc quay lai stra file Word ban
thao va tang s Revision.

- Khéng chia sé lién két (Link) thu muc vu viéc cho ngwdi ngoai khéng cé phan quyén: Téi wu hoa bdo mat
thong tin bi mat kinh doanh clia khach hang.

S6 hoéa quan ly ho so phap ly trén hé thong ERP / DMS

Khi tich hop hé théng quan ly tai liéu doanh nghiép (DMS / Odoo Documents):

- Tw ddng sinh Cay thu muc khi tao Case (Auto-folder Creation): Ngay khi bdm tao vu viéc méi trén ERP, hé
thdng tw dong sinh 5 thw muc con va phan quyén truy cap cho Team vu viéc.
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- Quan ly phién ban tw ddng (Auto Version Control): M&i khi nhan "Save", hé théng tw déng lwu thanh
Version 1.1, 1.2... va so sanh diém khéac biét gitra 2 phién ban (Diff View) chi trong 1 giay.

- Tim kiém néi dung théng minh (OCR & Full-text Search): Gé mét tir khoa trong van béan scan PDF, hé
théng lap tlrc chi ra chinh xac file tai liéu dang ndm & vu viéc nao.

Thwc hién ngay trong tuan nay

Hay chon **1 vu viéc dang dam phan phirc tap nhat**, tao Cay thw muc 5 ving chuén va chuyén toan bo file nhap
vao dung vi tri. Ban sé trai nghiém ngay suw thanh thoi khi moi tai liéu dwoc sap xép ngan nap, dé tim va tuyét dbi
khéng bao gi®» lo nham I14n phién ban.

Toan bd bidu mau thwe hanh (CAu tric hd so vu chuén, Quy tac dat tén file, Ma tran phan quyén, Sé phién ban

tai liéu, Checklist kiém tra hd so, Quy trinh lwu trir) dwoc tich hop trong SOP-TM-5833 — Quan Iy tai liéu vu viéc
theo phién ban .
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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.

ai-x.vn/contactus

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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