AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

SOP: Quan ly phién ban BOQ, bao gia va pham vi hop

dong

Tai liéu thwe chién ERP « Al-X — ai-x.vn » Cap nhat 2026-09-02 05:22:36

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 BOQ va bao gia léch phién ban .

1. Tén SOP

SOP-BOQ-03 — Quan ly phién ban BOQ, bao gia va pham vi hop ddng (nganh thiét ké & thi cong noi that)

2. Muc dich

Dam bao tai moi thdi diém, chi cé ding mot ban BOQ va mét ban bao gia dwoc cong nhan 1a "dang cé hiéu lyc"
cho méi cdng trinh — loai bd tinh trang khach hang nhan mét gia, hop déng ghi gia khac, hodc doi thi cong trién
khai theo BOQ chwa duwoc duyét. SOP quy dinh quy tdc ma héa va sb revision, cac trang thai bat budc t Draft
dén Issued, diém ban giao chinh thirc gitra Thiét ké — QS — Sales, va bwéc dbi chiéu bat budc trwdc khi hop dong
duwoc ky.

3. Pham vi ap dung

Ap dung cho toan bé BOQ, bao gia va phu luc thay déi pham vi, tir giai doan tw van so bd dén khi hop ddng dwoc
ky chinh thrc. Sau khi hop déng ky, cac thay déi BOQ tiép theo (do phat sinh/VO) thuéc pham vi SOP quan ly
Variation Order riéng.

4. Thuat ngir va dinh nghia

BOQ Bill of Quantity — bang khéi lwong cong viéc va vat tw, co
s& dé lap bao gia.

Revision Sé phién ban ctia BOQ/bao gia, tdng dan méi khi cé thay
ddi dwoc xac nhan.
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Draft Ban dang soan/chinh stra néi b6, chwa dwoc xac nhan,
khéng dwoc glri khach hang.

Review Ban dang dwoc kiém tra chéo (QS kiém tra khéi lvong,
Ké toan/Sales kiém tra gia vén — gia ban — bién loi
nhuan) trwédc khi phé duyét.

Approved Ban da duwoc nguwoi cé thAm quyén phé duyét, cé thé
dung lam can c ndi bd nhwng chwa chinh thirc g
khach hang.

Issued Ban da chinh thirc gl cho khach hang hodc dung dé
soan hop ddng — ban duy nhét cé hiéu luc bén ngoai.

Obsolete Ban da bj thay thé bdi revision méi hon, chi gitr lai dé tra
ctru lich sir.

Gia von Téng chi phi dy kién dé thwc hién hang muc (vat tw +

nhan céng + thau phu + chi phi chung phan bd).

Chiét khau/Margin

Khoan gidm gia cho khach hang, hodc bién Igi nhuan dyw
kién gitra gia von va gia ban.

Vai tré tham gia

Thiét ké Cung cép ban vé/concept lam co sé lap BOQ so bd.

Qs Lap va kiém soat revision BOQ; kiém tra khéi lwong, gia
vén trwéc khi chuyén Sales lap bao gia.

Sales Lap bao gia tr BOQ da dwoc QS xac nhan; quan ly viéc

gWri bao gia cho khach hang; theo déi phan hdi/dam phan.

Ké toan/Data Owner Tai chinh

Kiém tra bién lgi nhuan, phé duyét chiét khdu vwot han
murc.

Data Owner téng thé

Giam sat tuan tha quy téc revision toan cong ty; x ly
ngoai |é lién phong ban.

CEO/BOD

Phé duyét bao gia vwot han mirc chiét khdu hodc gia tri
hop déng I&n; phé duyét ngoai 1&.

B6 phan soan hop déng

DPéi chiéu BOQ — bao gia — hop ddng trwdc khi trinh
khach hang ky.

6.

Ma tran RACI

R = Responsible - A = Accountable - C = Consulted - | = Informed
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Hoat dong | Thiétké | QS | Sales | Ké toan | Data Owner tbng thé | CEO/BOD
Lap BOQ sobdtirbanvéconcept | R | C | 1| 1] 1]

Cap nhat BOQ sau khdo satthycté | I | RIA [ 1| 1] C |1

Lap bao giatv BOQdaxacnhan | 1 | C | RIA | C | |||

Kiém tra gia von - gia ban - biénlginhuan | | | C| R | A | C | |

Phé duyét chiét khdu tronghanmic | | | I | R | A | 1] |

Phé duyét chiét khdu vwothanmic | I [ I | R | C | C | A

GWi bao gia chinh thiec cho khdchhang | I | I | RIA | 1| 1] 1

Ban giao BOQ/bao gia gitra cac phongban | R | R | R | I | A | |

Déi chiéu BOQ - Bao gia - Hop déng truéc khiky | 1 | C | C | C | A | I
X ly ngoai Ié khi phat hién léch phiénban | | | C| C | C | RIA| C

7. Dir liéu dau vao

Ban vé/concept thiét ké da dwoc khach hang x&c nhan so bd.

Bang gia vat tw va don gia nhan cdng/thau phu hién hanh.
Han murc chiét khdu theo cap phé duyét (Sales / Ké toan / CEO-BOD).

Mau hop ddng chuén clia cong ty.

8. Quy trinh tirng bwéc

Bwédc 1 — Lap BOQ so b6 (v0). Twr ban vé concept, QS lap BOQ so b, dat tén BOQ_[Ma dy an]_v0 , trang thai
"Draft".

Budc 2 — Khéo sat thuc té va cap nhat BOQ. Sau khado sat hién trang cong trinh, QS cap nhat BOQ thanh
revision mai (v1), ghi rd ly do thay ddi trong cot "Ghi chi revision", chuyén trang thai "Review".

Bwéc 3 — Kiém tra chéo gia von. QS va Ké toan/Data Owner Tai chinh kiém tra gia vbn tirng hang muc trong
BOQ, x&c nhan don gia dung dé tinh la don gia hién hanh, khéng dung don gia cii da 16i thoi.

Buwéc 4 — Ban giao chinh thirc cho Sales. QS chuyén trang thai BOQ thanh "Approved" va givi théng bao chinh
thirc (khdng chi givi file) cho Sales, xac nhan ré: "Ban v1 14 ban hiéu lwc dé 1ap bao gia, thay thé toan bo ban
trwdc". Sales phai xac nhan da nhan trudce khi tiép tuc.

Bwéc 5 — Lap bao gia tir BOQ Approved. Sales 1ap bao gia dwa trén BOQ da "Approved", tinh gia ban = gia vén
+ bién lgi nhuan muc tiéu, dat tén BaoGia_[Ma dw an]_v[sd] , trang thai "Draft".

Buédc 6 — Kiém tra bién lgi nhuan va chiét khau. Trwéc khi gii khach hang, Ké toan/Data Owner Tai chinh xac
nhan bién lgi nhuan trong bdo gia khong thdp hon muic téi thiu quy dinh; néu cé chiét khdu vwot han mic,
chuyén CEO/BOD phé duyét.

Budc 7 — Phat hanh bao gia cho khach hang. Khi duwoc phé duyét, bdo gia chuyén trang thai "Issued" — day 1a
ban duy nhat dwoc phép gt khach hang. Ghi nhan ré ngay gri va phién ban da g vao Nhat ky revision
BOQ/bao gia.

Bwéc 8 — Cap nhat khi ¢6 thay ddi trong qué trinh dam phan. Néu khach hang yéu cau thay dbi (vat liéu, khdi
lwong, gid), 1ap lai tir Bwédc 2 véi revision méi — khong stra tryc tiép 1&n ban da "Issued".

Budc 9 — Dbi chiéu trwdc khi soan hop déng. Truwdc khi soan hop déng, bé phan soan hop déng bét budc dbi
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chiéu: sb revision BOQ dung dé tinh gia cé khép véi sb revision béo gia da "lssued" cho khach hang hay khong.
Néu khéng khép, dirng lai va xac minh véi QS/Sales truwde khi tiép tuc.

Buwédc 10 — Khoéa va lwu trir. Sau khi hop ddng ky, BOQ va béo gia twong (rng dwoc khda (khéng chinh stra truc
tiép), lwu trir 1am can c& dbi chiéu khi cé tranh chap hoéc khi lap Variation Order sau nay.

9. Piém kiém soat va diéu kién phé duyét

Chuyén BOQ tir Draft sang Review D3 hoan tat khao sat thuc té, co ghi cha ly do thay dbi

Chuyén BOQ tir Review sang Approved QS va Ké toan/Data Owner Tai chinh da xac nhan gia
vén

Lap bao gia Chi dwoc dung BOQ & trang thai "Approved”, khéng dung

ban Draft/Review

GUri bao gia cho khach hang (Issued) D4 qua kiém tra bién loi nhuan; chiét khau vwot han mirc
da dwgc CEO/BOD phé duyét

Soan hop déng Sé revision BOQ va b&o gia phai khdp nhau, da qua
buwac dbi chiéu Buwdc 9

10. Ngoai Ié va cach xur ly

- Khach hang yéu cau bao gia gap trong ngay, chwa kip hoan tat kiém tra chéo: Sales c6 thé gvi bao gia tam
v&i ghi chu rd rang "Béo gia so bd — cé thé diéu chinh sau khao sat chi tiét", khong dung dé ky hop déng ngay.

- Nguwoi phé duyét (QS hoac Ké toan) vang mat khi can gép: Data Owner tdng thé chi dinh nguoi phé duyét
tam quyén bang van ban, khéng dé tréng buéc phé duyét.

- Phat hién hai ban bao gia khac nhau da dwoc giri cho cung mét khach hang: dirng ngay viéc dam phan
tiép, xac minh ban nao |a ban "Issued" hop 1& cudi cung theo Nhat ky revision, théng bao minh bach cho khach
hang vé ban dung.

- Chénh léch phat hién sau khi hop déng da ky: bao cao Data Owner tng thé va CEOQ/BOD trong vong 24
gio, xtr ly theo hwéng thwong lwgng minh bach véi khach hang, khéng im 1ang hy vong khéng bi phat hién.

11. KPI can theo déi

M(rc muc tiéu tham khado, can diéu chinh theo dac thu doanh nghiép.

Thoi gian tir BOQ so bd dén bao gia | Sé ngay trung binh < 5 ngay lam viéc
Issued

Ty |é bao gia phai stra sau khi Issued | S6 bao gid cé revision méi sau | Xu hwéng gidm dan theo quy
Issued + Tdng sé bao gia
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S6 lan phat hién léch phién ban | Dém qua buéc dbi chiéu Buwdc 9 Giam danvé 0
trwde khi ky hop déng

Ty 1& hop ddng khép dang revision | S6 hop déng khép + Téng sb hop | 100%
BOQ-B4o gia dong

12. H6 so’ va biéu mau lién quan

Checklist kiém tra BOQ trwéc bao gia.
Nhat ky revision BOQ.

Template bang gia vén va gia ban.

Phiéu phé duyét chiét khau/margin.

Bang dbi chiéu BOQ — B&o gia — Hop dong.

Dashboard thoi gian ra bao gia va ty 1é sira bao gia.

13. PAu ra va tiéu chi hoan thanh

SOP duwgc xem la ap dung thanh cong khi:

Moi BOQ/bao gia déu cé sb revision va trang thai ré rang, khong con file dat tén kiéu "final", "final (2)".

Khéng con trwdng hop béo gia glri khach hang khéng khép véi BOQ ndi bd méi nhét.

100% hop déng dwoc dbi chiéu revision BOQ — bao gia trwdce khi trinh khach hang ky.

Nhat ky revision BOQ du chi tiét dé tra cru lai lich stiv thay di khi c6 tranh chap.

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

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

Dw an can hd mau, BOQ so bd v0 cho bao gia 620 triéu ddng. Sau khao sat, QS lap BOQ v1 (665 triéu déng do
dién tich 6p tran thuc té I6n hon 18%), chuyén "Approved" va gt théng bao chinh thirc cho trwdng nhém Sales,
c6 xac nhan da doc. Do ap dung dung SOP, théng bao dwoc xac nhan trong ngay thay vi bi bd soét nhw treong
hop trwdc day — Sales cap nhat bao gia v1 (665 triéu), gtvi khach hang, danh dau "Issued".

Trwéde khi soan hop ddng, bd phan soan hop déng ddi chiéu: BOQ v1 = bao gia v1 = 665 triéu, khép nhau. Hop
ddng duoc ky dung gia tri, khong phat sinh tranh cai véi khach hang.

15. Checklist ap dung nhanh

- [ 1 Moi BOQ/b4o gia co sb revision tdng dan, khéng tai st dung sé cdi.

- [15 trang thai (Draft/Review/Approved/lss ued/Obsolete) dwoc 4p dung nhat quan.

- [1C6 xac nhan ban giao bang van ban gitra Thiét k¢ — QS — Sales.

- []1Chi dung BOQ "Approved" dé lap bao gia; chi dung bao gia "Issued" dé glri khach hang.
- []Bién lgi nhuan va chiét khdu duoc kiém tra trwdc khi phat hanh bao gia.

- [1Débi chiéu BOQ — B&o gia — Hop ddng bat budc truwée khi trinh khach hang ky.

- [1Ban "Approved"/"Issued" bi khoa, khéng stra trwc tiép — moi thay ddi tao revision maoi.
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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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