AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

Bo cong cu quan tri tri thirc noi bo

Tai liéu thuwc chién ERP « Al-X — ai-x.vn * Cap nhat 2026-08-18 02:34:57

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

Luat sw ky cwu nghi viéc mang theo toan b kinh nghiém 8 nam: Cong ty
"tai ché" lai tir s6 0

M6t hang luat chuyén tw van dau tw nwéc ngoai tai Ha Noi chirng kién sw ra di ctia vi Luat sw Trwdng nhém FDI
sau 8 nam gan bo. Ngay anh roi di, cd cong ty roi vao con khiing hodng van hanh: toan bod biéu mau hop ddng
song ng ddc thu, cac ban y kién phap Iy (Legal Opinions) mau chuan trng dwoc trau chubt qua hang chuc
thwong vu I&n, va cac "meo thuc chién" khi lam viéc véi co quan cap phép dau tw... déu nam trong dau hoac lwu
rai rac trén laptop ca nhan ctia anh. Khi khach hang méi yéu cau tw van mét dy an twong tw, cac luat sw tré con
lai phai mat hon 4 tuan dé soan thao lai tr ddu , md mam tirng van ban phap ly cii, va gap phai dung nhirng 16i so
dang ma vi luat sw ci tirng gidi quyét tr 5 nadm truée.

Nghich ly I&n nhét cla cac cong ty dich vu chuyén mén (Phap ly, Kiém toan, Thué, Tw van) la: tri thirc cong ty bi
tw nhan hoéa trong dau tirng ca nhan . Khi nhan sy gidi roi di, doanh nghiép méat ludn ndng lwc canh tranh. Bo
cong cu nay di kem SOP SOP-TM-5836 — Quan trj tri thi/e n6i bod cho dich vu chuyén mén , gitp ban déong goi
kinh nghiém, chuan hoéa kho biéu mau mau (Templates & Playbooks) va xay dwng van héa "hoc tr méi vu viéc da

lam".

Nguyén ly Quan tri Tri thirc (Knowledge Management - KM): Vong lap Nap
— Loc — Dung — Céap nhat

Trong nganh dich vu tri thirc, ndng suéat khéng dén tr viéc 1am viéc chdm chi hon ma dén tw ty 18 tai st dung tri
thirc (Knowledge Reuse Rate) . Thay vi mat 40 gi dé soan mét b hop ddbng méi tir trang gidy tréng, luat sw chi
mét 6 gio dé tuy bién tr mot Master Template chuan da qua kiém chirng. Vong doi tri thirc chuyén mén goém 4
giai doan:

- Nap bai hoc sau vu viéc (Capture): 100% vu viéc sau khi thanh ly hop déng bat budc phai cé budi hop 30
phut rat ra bai hoc kinh nghiém (After Action Review - AAR) va trich xuat tai liéu mau.

- Loc & Khir dinh danh (Sanitize & Standardize): X6a bd toan bd théng tin bao mat ctia khach hang ci (tén,
sb tién, dia chi) trwdc khi dwa tai liéu vao Thw vién Tri thirc ndi bo.
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- Tai st dung & Panh gia (Reuse & Feedback): Nhan sy khi ding mau phai chdm diém d6 hivu dung va gwi
phan hoi cap nhat néu cé quy dinh phap luat méi thay dbi.

Noi lwu git biéu mau chun

Lwu rdi rac trong hop thw ca nhan, ai
quen than thi xin

Thw vién Tri thrc ndi bd tap trung,
phan loai theo mang chuyén mon

Thoi gian soan thdo hd so méi

MAt 30-50 gio lam viéc tw dau; d&
mé&c lai 16i cii

Chi mét 6-10 gi tuy bién tr Master
Template chuan cla cong ty

Khi nhan sy ky cwu nghi viéc

M4t toan bd bi quyét nghé nghiép;
dich vu bi dwt gay

100% kinh nghiém va tai liéu mau da
dwoc doéng goi trede khi ban giao

Cap nhat thay ddi luat moi

M&i luat sw tw cap nhat roi rac,
thworng xuyén dung mau ci hét han

Trwdng nhéom chuyén mon phu trach
cap nhat dinh ky Master Template

Dao tao nhan sy mai (Onboarding)

M4t 6-9 thang nhan sw mé&i moi bat
dau lam duoc viéc doc lap

Rut ngdn thoéi gian Onboarding
xubng 4-6 tuan nho ¢ sén Playbook

Bo6 coéng cu di kem SOP-TM-5836: 6 biéu mau, dung ding lic

vu (AAR Form)

viéc

1 Chu truc thw vién | Khi khéi tao hé Trwdng ban Tri thirc | Phan loai qua phirc
theo mang (KM | théng (CKO) tap nhiéu tang lam

Taxonomy) nhan vién Iwoi tim

kiém va ngai nap file

2 MAu nap bai hoc sau | Mdi khi két thic vu | Luatsw Lead vu viec | Ghi chép so sai cho

c6 1&; khong dinh
kém cac tai liéu mau
tot nhat da duwoc
duyét

O

3 S6 quan

ly phién
ban mau (Master

Template Log)

Ra soat cap nhat
lién tuc

Trwdng
chuyén moén

Bidu mau dé qua 2
nam khéng cap nhat,
dan dén viéc 4ap
dung céac diéu khoan
luat da hét hiéu luc

nhém
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Checklist ban giao tri
thoec  (Offboarding
KM)

Khi nhan sw xin thoi
viéc

HR + Quan ly trwc
tiép

Chi ban giao tai san
vat ly (laptop, thé
khéa) ma khoéng
trich xuét toan bo tri
thire lam viéc

Phiéu phan héi méu
(Template
Feedback)

Khi nhan sw str dung
mau

Ngudi dung biéu

mau

Thady méu cé diém
chwa t6i wu nhuwng
khéng gtvi gop vy, tw
stra riéng trén file ca
nhan

Bao cao ty lé tai st
dung (Reuse
Metrics)

Hang quy tai cubc
hop diéu hanh

Ban Giam dbc

Khéng do lwong sb
lwot tai mau va thoi
gian tiét kiém dwoc
dé khen thwdng

ngui dong gop

Template di¥ liéu chudn gdm 6 trwdng bat budc: Madng chuyén mén, Tén tai liéu mau (Template Title), Ma vu viéc
gbc (da khir dinh danh), Tac gia soan thao, Ngay cap nhat luat cudi ciing, Panh gia chat lwong (Rating 1-5 sao) .

Quy trinh 5 bwéc dong goi va chia sé tri thirc néi bo

Buwéc 1: Trong vong 7 ngay sau khi két thuc vu viéc, nhom thuc hién hop 30 phut dién Mau nap bai hoc sau vu
(AAR Form). Buwédc 2: Tro ly phap ly tién hanh khir toan bd théng tin dinh danh cla khach hang cii. Buwéc 3:
Truwdng nhém chuy&n mén kiém tra tinh chuan xac phap ly trwéc khi dua file vao Thw vién Tri thirc nodi bd. Budc
4: Khi cé vu viéc mai, luat sw tra clru tir khoa trén Thw vién dé l4y Master Template 1am swon, rat ngan 70% thoi
gian soan thdo. Budc 5: Dinh ky 6 thang, Ban Tri thirc ra soat lai toan bo biéu mau dé cap nhat cac thay ddi luat
m&i nhat va vinh danh cac ca nhan cé nhiéu déng gép tri thirc nhéat.

Case study thwc té: Rat ngan 75% th&i gian soan thao tai Hiang luat
VinaConsult

Céng ty tw van dau tw VinaConsult véi 25 chuyén vién ap dung hé théng quan tri tri thire:

Thoi gian soan thao bd hd
so M&A mau

Mét 38 gio lam viéc / b hd
SO

9.5 gior 1am viéc / bo hd so

Tiét kiém 75% thdi gian
lao déng

Ty 1é tai st dung tai liéu
mau (Reuse Rate)

Chi dat 18% (hau hét lam
lai tir dau)

74.5% hd so dung Master
Template

Chuén héa chét lwgng van
ban déng nhat
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Thoi gian dao tao luat sw
m¢i (Onboarding)

Mé4t 6 thang dé& lam quen
cbng viéc

5 tuan lam viéc doc lap

Rat ngadn 78% thoi gian
dao tao

Mdc d6 ro ri tri thirc khi
nhan sy nghi

Mét 80% kinh nghiém theo
nguoi di

0% tri thire bj that thoat (da
dong goi)

Dam bao tinh bén virng
cua doanh nghiép

Tang trwédng nang Ilyc

nhan vu viéc

Téi wu gid 1dam + nhan ban
nang lyc x& ly vu viéc
nhanh

Nhan thém +45% sb lwong
VU Viéc moi

4 Chi s6 KPI quan tri tri thirc dich vu

chuyén nghiép

Ty 1& nap tri thtec sau vu | (S6 vu viéc c6 nop phiéu | =90% Dwoi 80%: Khoéa tinh

viéc (Capture Rate) AAR + Tbéng sd vu hoan thwédng hoa hdng vu viéc
thanh) x 100% cho dén khi nép AAR

Ty 1é tai st dung tai liéu (Sé gio lam viéc dya trén | =265% Duwéi 50%: Ra soat lai chat

mau (Reuse Rate) Template + Téng gi® soan lwong tim kiém va tinh cap
thao) x 100% nhat cla Thw vién

Ty lé bidu mau dwoc cap | (S6 Master Template da ra | 100% Qua 6 thang chwa ra: Tam

nhat luat dung han soat trong 6 thang + Téng khéa biéu mau trén hé
sb template) x 100% thdng dé canh bao

Diém danh gia hiru ich | Diém chdm sao trung binh | =4.5/5.0 sao Du6i 4.0 sao: Trwdng

biéu mau (Template | tir ngwoi dung ndi bo nhom chuyén mon phai

Rating) bién tap lai ndi dung mau

Checklist ky luat — 4 nguyén tac vang ctia Chuyén gia tw van

- Khéng xem tri thtrc 1a "vii khi ca nhan dé gitr ghé": Stkc manh ctia chuyén gia ndm & kha ndng nang tam ca
t6 churc.

- Khtr tuyét ddi 100% di¥ liéu nhay cdm trwdc khi tai 1én Thw vién: Bdo vé dao dirc nghé nghiép va bi mat
cua khach hang ca.

- Dinh kém ghi chu thuc chién (User Guidance Notes): Ghi rd cac diéu khoan nao khach hang hay phan dbi
va cach dam phan thgo g&.

- Phan hdi ngay khi phat hién mau c6 diéu khoan cii: Chung tay gitr cho kho tai san tri thirc clia cong ty luén
lubn chinh xac.

S6 hoéa Thw vién Tri thire trén nén tang ERP / Knowledge Base

Khi rng dung hé théng quan tri tri thire hién dai (nhw Odoo Knowledge & Document Wiki):

- Thw vién Wiki ndi bé trirc quan (Internal Knowledge Hub): Tim kiém nhanh nhw Google moi biéu mau, quy
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trinh, van ban phap luat va an 1é da phan loai.

- Tich hop truc tiép vao vu viéc (One-click Template Insert): Dang lam viéc trén hd so vu viéc, luat sw chi
can bam 1 nut d& chén ngay Master Template vao trinh soan thao.

- Tw d6ng phan tich xu hwéng st dung tri thire (KM Analytics): Bang diéu khién cho Ban Giam déc biét
mang chuyén mén ndo dang dwoc quan tdm nhat va ai la "Ngéi sao tri thirc" déng gop nhiéu nhat cho cong ty.

Bat dau xay dwng Thw vién Tri thirc ngay tuan nay

Hay bt dau bang **Top 5 biéu mau hop ddng duwgc s dung nhiéu nhat**: cling cac luat sw chi chét 1am sach,
chuan héa diéu khoan, dinh kém ghi chi hwéng dan va lwu vao mét thw muc chung. Ban sé thy ngay sw thay dbi
ky diéu trong tbc do xtr ly céng viéc cla toan bd doi ngd.

Toan bo bidu mau thwc hanh (CAu tric thw vién KM, Mau nap bai hoc AAR, Sé quan ly phién ban mau,
Checklist ban giao tri thire, Phiéu phan hdi, Bao céo ty Ié tai st dung) dwoc tich hop trong SOP-TM-5836 — Quén
tri tri thire ndi bd cho dich vu chuyén moén .
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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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