AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

Bo cong cu quan ly tri thirc phap ly tap trung

Tai liéu thwe chién ERP « Al-X — ai-x.vn » Cap nhat 2026-08-26 07:09:00

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

Hwéng dan B coéng cu quan ly tri thirc phéap ly tap trung

B6 cong cu di kém SOP-KM-06, giup Luat sw diéu hanh va Bd phan Quan ly tri thirc xay dwng kho tri thirc chung,

tranh mét kinh nghiém khi luat sw roi cong ty.

1. Danh muc biéu mau

(Knowledge Contribution Log)

1 CAu tric phan loai kho tri thivc phap | Thiét Iap chuén, tra ctvu khi déng goép
ly ndi dung
2 Nhat ky déng gop tri  thiec | M&i khi c6 mau van ban/bai hoc kinh

nghiém maoi

3 Checklist phién ban giao tri thirc Khi luat sw roi cong ty hodc chuyén
vai tro
4 Dashboard quan ly tri thtrc Ra soat hang quy

2. Muc dich cua tirng biéu mau

Cé4u tric phan loai gitp kho tri thirc dé tra ciru theo Iinh vire phap Iy; Nhat ky déng gop 1a hd so theo ddi moi tri
thirc dwoc thém vao kho chung; Checklist ddm bao khdong bd soét ndi dung quan trong khi luat sw rdi cong ty;

Dashboard gitp lanh dao theo déi mirc Ao dong gop va str dung kho tri thirc.

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

CAu tric phan loai kho tri | B6 phan Quan ly tri thirc Luat sw diéu hanh
thire

Luat sw didu hanh
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Nhat ky déng gop tri thirc Luat sw phu trach B6 phan Quan ly tri thire Luat sw diéu hanh
Checklist phién ban giao tri | B phan Quan ly tri thirc Luat sw diéu hanh Luat sw diéu hanh
thire

Dashboard quan ly tri thte/c | B phan Quan ly tri thirc Luat sw diéu hanh CEO/BOD

4. Hwéng dan dién tirng trwdng

Mau van ban dong gop phai loai bd hoan toan théng tin dinh danh khach hang trwdc khi dwa vao kho chung. Bai
hoc kinh nghiém phai ghi rd tinh hudng, cach xt ly va két qua, khéng ghi chung chung "vu viéc phirc tap". Phan
loai ndi dung phai theo dung céu truc chuan (Inh vwe phap ly + loai tai liéu), khong tw y tao danh muc maoi.

5. Vi du c6 dir liéu minh hoa

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

Bai hoc kinh nghiém Tranh chép xay dwng Cach xt ly tranh chép | Nguyé&n Van D
cham tién dé do bat kha
khang

6. Quy tac validation

Khéng dwoc dang tai noi dung vao kho tri thire chinh thire khi chwa qua xac nhan ciia Luat sw diéu hanh. Noi
dung c6 théng tin dinh danh khach hang chwa dwoc loai bé sé bi tir chdi dang tai. Luat sw roi cong ty khong duoc
coi la hoan tat tha tuc nghi viéc khi chwa cé Bién ban phién ban giao tri thirc da ky.

7. Cong thirc KPI

Sé lwong déng gép maéi mdi quy = dém sb dong trong Nhat ky déng gop tri thirc theo quy. Ty 1& vu viéc dong co
doéng gop tri thire = S6 vy viéc cé déng gép + Téng sb vu viéc dong trong ky x 100%. Ty |é phién ban giao hoan
thanh = Sé phién ban giao hoan thanh + Téng sb luat sw rdi cong ty x 100%.

8. Ban mo ta dashboard

Xem chi tiét ddy du tai phan Dashboard quan ly tri thirc bén duoi.

9. Hwéng dan sir dung trong Excel va khi chuyén 1én ERP

Excel: sheet Master_Data lwu CAu tric phan loai kho tri thirc, sheet Nhap_lieu 1a Nhat ky dong gép tri thirc véi bd
loc theo linh vwc. ERP/phdn mém quan ly tri thirc: hé thdng hé tror tim kiém toan van (full-text search), tw dong
nhéc té chirc phién ban giao khi c6 luat sw bao nghi viéc.

10. Tiéu chi xac dinh biéu mau da hoan thanh

Kho tri thtrc ¢ cAu tric phan loai ddy dd va dwoc st dung thwdng xuyén; moi vu viéc dong trong quy gan nhéat cé
ra soat déng gop tri thire; Dashboard quan ly tri thirc da chay téi thiéu 2 quy lién tiép va co it nhat mot trworng hop
luat sw roi cong ty dwoc ban giao day da, khéng gay gian doan.
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Checklist phién ban giao tri thirc

Dung ngay khi mot luat sw chudn bij rdi cong ty hodc chuyén vai tro.

Nguwoi 1ap: Bo phan Quan ly tri thire - Nguwoi kiém tra: Luat sw diéu hanh - Ngudi phé duyét: Luat sw diéu hanh

Checklist triéc ngay lam viéc cudi cuing

1 Pa ra soat toan bd vu viéc dang phu | []
trach dé& xac dinh tri thtrc can ban
giao chwa?

2 P& td chirc phién trao dbi truc tiép | []

véi ddng nghiép ké nhiém chua?

3 Mau van ban va luan c&vr quan trong | []
da dwoc déng gop vao kho tri thire
chwa?

4 Bai hoc kinh nghiém tir cac vu viéc | []

phtrc tap da dwoc ghi chép chwa?

5 Bién ban phién ban giao da dwoc ky | []
xac nhan chwa?

Vi du dién mau:

4 Kinh nghiém x& ly tranh chap xay | (dung)
dung cham tién d6 da ghi chép day
da?

Checklist sau khi ban giao
- [1D4 lwu trir Bién ban phién ban giao vao hé so nhan su.
- [1Da cap nhét kho tri thire v&i ndi dung méi dong gop.
- [1Da théng bao cho toan cong ty vé ngudi ké nhiém phu trach cac vu viéc lién quan.
Tiéu chi hoan thanh
Toan bd 5 muc checklist déu dat ((dung)) trwdc khi luat sw chinh thire rdi cdng ty; khdéng cé trwdrng hop nghi viéc
ma chwa qua phién ban giao tri thire.

Template & Field Guide — B6 cong cu quan ly tri thirc phap ly tap trung

§1. Cau trac phan loai kho tri thirc phap ly

Nguwoi 1ap: Bo phan Quan ly tri thire - Nguoi kiém tra: Luat sw diéu hanh - Nguoi phé duyét: Luat sw diéu hanh
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Linh vwc phap ly ) Text (VD: Tranh chdp xay dung,
Doanh nghiép, Lao déng)

Loai tai liéu ) MAau van ban / Luan c / Bai hoc kinh
nghiém / An 1& tham khao

M6 ta danh muc Text

Vi du minh hoa:

Tranh chép xay duwng Bai hoc kinh nghiém

§2. Nhat ky dong gop tri thirc (Knowledge Contribution Log)

Nguwoi lap: Luat sw phu trach - Ngwdi kiém tra: B6 phan Quan ly tri thivc - Ngudi phé duyét: Luat sw diéu hanh

Tén ndi dung ) Text

Linh vwec phap ly ) Text (theo CAu tric phan loai)

Loai tai liéu *) Text (theo CAu truc phan loai)

Nguwoi déng gop ™) Text

Ngay déng gop ™ DD/MM/YYYY

Trang thai xac nhan ) Cho xac nhan / Ba xac nhan / Tw
chéi

M6 ta néi dung *) Text tw do, khdng ch&a thong tin
dinh danh khach hang

Vi du minh hoa:

Céch x ly tranh chdp cham | Tranh chép xay dung Nguyén Van D Da xac nhan
tién d6 do bat kha khang

Validation: n6i dung phai qua trang thai "Da xac nhan" cta Luat sw diéu hanh trwdc khi hién thi trong kho tri thtrc
chinh thirc; khéng dugc dé trong trworng M6 ta néi dung.

Dashboard quan ly tri thirc — M6 ta thiét ké

Nguwoi lap: Bé phan Quan ly tri thire - Nguwoi kiém tra: Luat sw diéu hanh - Nguoi phé duyét: CEO/BOD
Déi twong st dung: CEO/BOD, Luat sw diéu hanh, B6 phan Quan ly tri thiee, Toan bo luat sw.
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Tan suét cap nhat: hang quy (khi dung Excel) hodc theo thoi gian thuc (khi tich hop phdn mém quan Iy tri thirc).

1. Muc tiéu

Cho Luat sw diéu hanh va lanh dao thay ngay mdc dd déng gop va st dung kho tri thirc toan céng ty, phat hién
s&m nguy co mat tri thire khi cé luat sw sap roi cong ty.

2. B6 cuc dashboard

Hang 1 — Chi sé téng quan: téng sb ndi dung trong kho tri thirc, s6 déng gép maéi trong quy, ty & vu viéc déng cé
dong gop tri thire.

Hang 2 — Bang linh vie phap ly ¢é it ndi dung nhat: xac dinh khoang tréng can bd sung wu tién.
Hang 3 — Bang luat sw sép rdi cong ty chwa hoan tat ban giao: canh bao dé néu gan ngay nghi viéc.

Hang 4 — Xu hwéng sb lwong déng gdép theo quy: danh gia mirc dd duy tri hoat déng chia sé tri thirc.

3. Nguon div liéu

CAu tric phan loai kho tri thirc phap ly, Nhat ky déng goép tri thirc, Checklist phién ban giao tri thirc.

4. Cach doc dashboard

Nhin Hang 1 dé& ndm téng quan strc khde kho tri thirc cong ty. Vao Hang 2 dé wu tién bd sung ndi dung cho linh
virc con thiéu. Xem Hang 3 dé ddm bao hoan tat ban giao trwdc khi luat sw nghi viéc. Dung Hang 4 dé danh gia
murc d6 duy tri van hoéa chia sé tri thirc qua thoi gian.

5. Tiéu chi san sang st dung

Kho tri thirc cé céu tric phan loai va ndi dung ban dau cho céac linh vc phap ly chinh cia cong ty; déi chiéu thi
cong khép sb liéu mét 1an véi Nhat ky déng gop; da dung qua tdi thidu 2 quy ra soat lién tiép ma khong phat sinh
trwong hop luat sw roi cong ty khéng qua ban giao tri thive.

Xem thém: SOP-KM-06: Quan ly tri thirc phap ly tap trung — quy trinh di kém b6 céng 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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