AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

B6 cong cu kiém soat BOQ va bao gia

Tai liéu thuwc chién ERP « Al-X — ai-x.vn * Cap nhat 2026-09-02 05:22:37

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

Hwéng dan Bo cong cu kiém soat BOQ va bao gia

B& cong cu nay di kém SOP-BOQ-03 , dung dé kiém soat phién ban BOQ va bao gia truwéc khi ky hop ddng. Gém
6 biéu mau/cong cu: chi tiét trieong div liéu tai Template & Field Guide , checklist thao tac tai phan Checklist , mé
ta dashboard tai phan Dashboard .

1. Danh muc biéu mau

1 Checklist kiém tra BOQ | phan Checklist Truwdc méi lan 1ap bao gia
trwdc bao gia tr BOQ

2 Nhat ky revision BOQ Template & Field Guide, | M6i 1an BOQ c6 revision

muc 1 maoi

3 Template bang gia vén va | Template & Field Guide, | Khilap bao gia tr BOQ da
gia ban muc 2 Approved

4 Phiéu phé duyét chiét | Template & Field Guide, | Khi chiét khau vuwot han
kh&u/margin muc 3 mirc Sales/Ké toan

5 Bang dbi chiéu BOQ — Bao | Template & Field Guide, | Bat budc trwéc khi soan
gia — Hop déng muc 4 hop ddng

6 Dashboard th&i gian ra | phan Dashboard Theo déi lién tuc
bao gia va ty Ié stra bao
gia

2. Muc dich cua tirng biéu mau

- Checklist kiém tra BOQ truéc bao gia : ddm bao BOQ dung dé 1ap bao gia 1a ban "Approved" méi nhét,
khoéng so6t buéc kiém tra khéi lwong/gia vén.

- Nhat ky revision BOQ : ghi lai lich s&r moi thay déi BOQ, ai thay déi, khi nao, ly do gi — c&n cw tra cru khi
c6 tranh chép.

- Template bang gia vén va gia ban : tach ré gia vén (chi phi thwc) va gia ban (gia von + bién loi nhuan),
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tranh nham 1an hai con sb nay.

- Phiéu phé duyét chiét khdu/margin : kiém soat khi Sales muén giam gia cho khach hang vwot han mc tw
quyét.

- Bang déi chiéu BOQ — Bao gia — Hop dbng : buwéc kiém tra chéo bat budc cubi cung truéc khi khach hang
ky, phat hién Iéch phién ban trwéc khi né gay hau qua.

- Dashboard th&i gian ra bao gia va ty 1é sira bao gia : theo ddi hiéu suat quy trinh bao gia va tan suat phai
stra sau khi da phat hanh — chi sé gian tiép cho biét mirc 6 kiém soat phién ban dang tét hay chua.

3. Ngwei lap, ngwei kiém tra va nguwi phé duyét

Checklist kiém tra BOQ | Sales Qs QS

trwdc bao gia

Nhat ky revision BOQ Qs Data Owner téng thé Data Owner téng thé
Template bang gia vén va | Sales Ké toan/Data Owner Tai | K& toan/Data Owner Tai
gia ban chinh chinh

Phiéu phé duyét chiét | Sales Ké toan CEO/BOD (néu vuot han
khau/margin murc)

Bang dbi chiéu BOQ — Bao | B6 phan soan hop déng QS + Sales Data Owner téng thé

gia — Hop ddng

Dashboard thei gian ra | IT/Admin hé théng Data Owner téng thé Data Owner téng thé

bao gia

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

- Sé revision luén tang dan trong Nhat ky revision BOQ, khdng bé s6, khéng dung lai s6 c.

- Trwdng "Ly do thay déi" trong Nhat ky revision la bat budc, khéng dwoc dé tréng.

- Gia ban trong Template bang gia vén va gia ban phai luén = gia vén cong bién loi nhuan téi thiéu quy dinh
— néu thap hon, bat budc cé Phiéu phé duyét chiét khau di kem.

- Bang dbi chiéu BOQ — Bao gia — Hop ddng phai hoan thanh va ky xac nhan trwéc khi hop dong duoc gl
khach hang ky, khéng lam sau.

5. Vi du cé dir liéu minh hoa

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

CH-2026-021 v0 02/05/2026 BOQ so bd tir | 620.000.000
concept
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CH-2026-021 vi 08/05/2026 Cap nhat theo khdo | 665.000.000
sat thuc té — dién
tich 6p tran tang
18%

6. Quy tac validation

- Khoéng dwoc lap bao gia tir BOQ & trang thai khac "Approved".

- Khoéng dwoc gvi khach hang bao gia & trang thai khac "Issued".

- Sb revision bao gia dung dé soan hop déng phai khdp véi sb revision da "Issued" cho khach hang — néu
khéng khép, Bang dbi chiéu phai danh dau "Khéng khép" va chan viéc soan hop déng tiép tuc.

- Chiét khau vuwot han mirc tw quyét clia Sales bat budc phai co Phiéu phé duyét kém chir ky/xac nhan cua
cap cé thAm quyén trwde khi ap dung vao bao gia.

7. Cong thirc KPI

Thoi gian ra bao gia Ngay bao gia "Issued" - Ngay BOQ v0 dwoc tao

Ty |é bao gia phai slra sau khi Issued Sé bao gia co revision méi sau khi da Issued + Tong s6
bao gia da Issued x 100%

Bién lgi nhuan bao gia (Gia ban - Gia vén) + Gia ban x 100%

Ty l& déi chiéu khop trudc khi ky hop déng S 1an déi chiéu "Khép" + Téng sé Ian déi chidu x 100%

8. Ban mo ta dashboard

Xem chi tiét day du tai phan Dashboard .

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

Trong Excel/Google Sheet: 1. Nhat ky revision BOQ la mét sheet dung chung duy nhat — moi revision ctia moi
cong trinh déu ghi vao day, khong tao file Nhat ky riéng cho tirng cdng trinh. 2. Dung Data Validation cho cot
"Trang thai" (Draft/Review/Approved/Iss ued/Obsolete) dé tranh gé tw do sai chinh ta lam héng bd loc/thdng ké. 3.
Dat quy tac dat tén file théng nhét va lwu tai thw muc dw an dung chung (theo SOP-DATA-01) — khéng lwu ban
lam viéc trén may ca nhan.

Khi chuyén Ién ERP: 1. Thiét lap ludng phé duyét (workflow) tw déng cho trang thai BOQ/bao gia: hé théng tw
khoa ban "Approved"/"Issued", khéng cho stra truc tiép. 2. Thiét Iap canh b&o tw dong khi gia ban thap hon gia
von + bién loi nhuan téi thiéu, chan khéng cho phat hanh bao gia néu chwa co phé duyét chiét khau. 3. Buwdc déi
chiéu BOQ — Bao gia — Hop ddng co thé tw dong héa bang cach hé théng chan tao hop déng néu sbé revision
khong khép, thay vi dwa vao con ngudi nhé kiém tra.

10. Tiéu chi xac dinh biéu mau da hoan thanh
- Nhat ky revision BOQ ghi nhan day du lich st cta tat ca cong trinh dang trong giai doan béao gia.

- Khdéng con bao gia nao duwoc glvi khach hang ma khong qua du 5 trang thai theo SOP.
- 100% hop ddng ky trong thang gan nhat c6 Bang dbi chiéu BOQ — B&o gia — Hop ddng dinh kém, két qua
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"Khop".

- Dashboard phan anh dung théi gian ra bao gia thuc té khi dbi chiéu thi cong mét lan.

Checklist kiém tra BOQ trwéc bao gia

Dung trwdc méi lan 1ap bao gia tr BOQ, ddm bdo BOQ dung lam can clr 1a ban dung, du diéu kién.

Nguoi lap: Sales - Nguwoi kiém tra: QS - Nguwoi phé duyét: QS

Cach sir dung
V&i mbi cong trinh chuan bi 1ap bao gia, Sales tw kiém tra va tick ttrng muc trwdc khi bat dau 1ap bao gia. Néu bat
ky muc nao chwa dat, dirng lai va lién hé QS trwdc khi tiép tuc.

Bang kiém tra

1 BOQ dang dung cé dang | [] DPbi chiéu voi Nhat ky
la ban cé sb revision cao revision BOQ
nhét hién c6 cho cong trinh
nay khéng?

2 Trang thai BOQ co6 phai | []

"Approved" khong (khéng
phai Draft/Review)?

3 BOQ c6 ghi rd ngay cap | []
nhat gan nhat va nguoi
phé duyét khéng?

4 Pon gia vat tw/nhan coéng | [] Péi chiéu bang gia tham
dung trong BOQ cé phai khao hién hanh

don gia hién hanh, khong
phai don gia ci?

5 Néu co thay ddi so voi | []
BOQ trwée, da co ghi chu
ly do thay d6i rd rang

chwa?
6 Khéng con bao gia nao | [] Tranh hai bao gia cung
trwdc d6 dang & trang thai hiéu lwc

"Issued" cho c¢béng trinh
nay chwa dwoc danh déu
"Obsolete"?

Vi du dién mau (mang tinh minh hoa):
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1 BOQ dang dung co6 phai | (dung) BOQ_CH-2026-021_v1,
ban revision cao nhat? xac nhan qua Nhat ky
revision
4 Pon gia cé phai don gia | (dung) DPéi chiéu bang gia vat tw
hién hanh? cap nhat 01/05/2026

Checklist bé sung — sau khi lap bao gia, trwéc khi giri khach hang
- [1Da hoan thanh Template bang gia vn va gia ban, bién loi nhuan dat mae tdi thiéu quy dinh.
- [1Néu c6 chiét khau vuot han mirc, da cé Phiéu phé duyét chiét khdu dwoc ky.
- []1Béo gia da dwoc chuyén dung trang thai "Issued" trwdc khi glvi (khdng givi ban "Draft").
- [1Da cap nhat vao Nhat ky revision BOQ/b4o gia: ngay gli, sb revision da guvi.
Tiéu chi hoan thanh
Checklist dwgc xem |a hoan thanh khi c& 6 muc kiém tra BOQ va 4 muc checklist bé sung déu dat ((dung)) trwdc
khi bao gia dwoc giri cho khach hang.

Template & Field Guide — Bd céng cu kiém soat BOQ va bao gia

M6 ta chi tiét tivng trwdng div liéu cho 4 cong cu con lai trong bd (ngoai Checklist & phan Checklist va Dashboard
& phan Dashboard ).

§1. Nhat ky revision BOQ

Muc dich: ghi lai toan bo lich st thay d6i BOQ ctia moi cong trinh, 1am can ct tra ciru khi c6 tranh chap hoac khi

can xac minh ban nao dang co hiéu lwc.

Nguoi lap: QS - Ngwoi kiém tra: Data Owner tong thé - Nguwoi phé duyét: Data Owner téng thé

Ma dv an *) Text

Sé revision *) Sé nguyén, bat dau tir 0 Tang dan, khong tai st
dung

Ngay tao revision ) DD/MM/YYYY

Nguoi tao ) Tén + vai tro

Ly do thay déi *) Text ty do Bét budc, khong dé tréng

Gia tri BOQ (VND) *) Sé tién Téng gia tri BOQ tai
revision nay
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Trang thai *) Draft / Review / Approved /
Issued / Obsolete

Ngay chuyén trang thai DD/MM/YYYY
Approved
Nguwoi phé duyét Tén + vai tro
Ghi chu Text tw do

Vi du minh hoa:

Ma dw an | Revision | Ngay tao | Nguwditao | Ly do thay dbi | Gia tri BOQ | Trang thai

CH-2026-021 | vO | 02/05/2026 | QS - Tran Van A | BOQ so bo tir concept | 620.000.000 | Obsolete
CH-2026-021 | v1 | 08/05/2026 | QS - Tran Van A | Cap nhat theo khéo séat thuc té, dién tich 6p tran tdng 18% |
665.000.000 | Approved

Validation: chi dwoc c6 dung mét revision & trang thai "Approved" hoac "Issued" tai moét thoi diém cho mdi ma dy
an — khi revision méi chuyén "Approved", revision trwdc d6 tw ddng chuyén "Obsolete".

§2. Template bang gia vén va gia ban

Muc dich: tach bach rd rang gia vén (chi phi thwc) va gia ban (gia vén cdng bién loi nhuan), tranh nham Ian hai
con sb khi lap bao gia.

Nguoi 1ap: Sales - Nguwoi kiém tra: Ké toan/Data Owner Tai chinh - Ngudi phé duyét: Ké toan/Data Owner Tai
chinh

Ma dy an ) Text

Revision bao gia ) Text Tham chiéu Nhat ky
revision BOQ twong rng

Hang muc *) Text Theo ma hang muc BOQ
(SOP-DATA-01)

Gia vén (VND) *) Sé tién Vat tw + nhan cong + thau
phu + chi phi chung phan
b6

Bién loi nhuan muc tiéu | (%) % Theo chinh sach gia céng

(%) ty

Gia ban trwdc chiét khdu | (*), tinh tw dong Sé tién = Gia vbn + (1 - Bién loi

(VND) nhuan muc tiéu)

Chiét khau ap dung (%) % DPé trébng néu khong chiét
khau

Gia ban cudi (VND) (*), tinh tw déng Sé tién = Gi4 ban trwdc chiét khau
x (1 - Chiét khau)
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Bién loi nhuan thuc t& (%) | (*), tinh tw dong % = (Gia ban cubi - Gia vén)
+ Gia ban cudi

Vi du minh hoa:

Ma dw an | Revision | Hang muc | Gia vén | Bién LN muc tiéu | Gia ban trwuéc CK | Chiét khdu | Gia ban cubi
Bién LN thuc té
CH-2026-021 | v1 | Op trAn phong khach | 85.000.000 | 15% | 100.000.000 | 3% | 97.000.000 | 12,4%

Validation: néu Bién lgi nhuan thuc té thdp hon murc téi thiéu quy dinh (tham khao: dwdi 8%), bao gia khong duoc
phat hanh néu chwa co Phiu phé duyét chiét khau (§3).
§3. Phiéu phé duyét chiét khadu/margin

Muc dich: kiém soat khi Sales mudn ap dung chiét khau vwot han mirc tw quyét, ddm bao cip cé thdm quyén phu
hop da xem xét trwde khi ap dung.

Nguoi 1ap: Sales - Nguwoi kiém tra: Ké toan - Nguoi phé duyét: Ké toan (trong han mirc) hodc CEO/BOD (vuot

han murc)
Ma dw an ™) Text
Ngay dé xuét ) DD/MM/YYYY
Nguoi dé xuat *) Tén
Gia ban trwdc chiét khau *) Sé tién
Mic chiét khdu dé xuét | (%) %
(%)
Bién lgi nhuan con lai sau | (*), tinh tw déng %

chiét khau (%)

Ly do dé xuét chiét khau *) Text ty do Vi du: gitv khach hang
chién lwoc, canh tranh véi
déi tha

Trong han m&c Sales/Ké | (*) C6/Khong

toan?

Nguwoi phé duyét ) Tén + vai tro

Ngay phé duyét DD/MM/YYYY

Trang thai ) Cho duyét / Ba duyét / Tw

chéi

Validation: bao gia khéong dwoc chuyén trang thai "Issued" néu cé ap dung chiét khdu ma Phiéu phé duyét twong
¢ng van & trang thai "Ch¢ duyét" hoac "Twr chdi".

§4. Bang déi chiéu BOQ - Bao gia — Hop dong

Muc dich: buéc kiém tra chéo bat budc cudi cung trwdc khi hop ddng dwoc trinh khach hang ky, ddm bao ba tai
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liéu nay khép nhau vé pham vi va gia tri.

Nguoi lap: Bo phan soan hop dong - Nguoi kiém tra: QS + Sales - Ngwdi phé duyét: Data Owner téng thé

Ma dw an *) Text
Sbé revision BOQ dung dé | (*) Text
tinh gia

S revision bao gia da | (*) Text

"Issued" cho khach hang

Gia tri BOQ *) S6 tién
Gia tri bao gia da gwi | (%) Sé tién
khach hang
Gia tri ghi trong dw thdo | (*) Sé tién
hop déng
Két qua dbi chiéu *) Khép / Khéng khép
Néu khong khép — hanh Text tw do B4t budc néu két qua 1a
doéng "Khdéng khép"
Nguoi thwe hién dbi chiéu | (%) Tén
Ngay dbi chiéu *) DD/MM/YYYY
Vi du minh hoa:

Ma dw an | Revision BOQ | Revision bao gia | GiatriBOQ | Gia tri bdo gia | Gia tri hop déng | Két qua
CH-2026-021 | v1 | v1 | 665.000.000 | 665.000.000 | 665.000.000 | Khép

Validation: hop déng khéng dwoc trinh khach hang ky néu Bang dbi chiéu chwa co két qua "Khép" cho ca ba gia
tri (BOQ, béo gia, hop déng).

Dashboard th&i gian ra bao gia va ty 1é stra bao gia — Mo ta thiét ké

Nguwoi 1ap: IT/Admin hé théng - Ngwdi kiém tra: Data Owner tdng thé - Nguwoi phé duyét: Data Owner téng thé

DPéi twong sir dung: CEO/BOD (xem téng quan hiéu suat bao gia), Data Owner téng thé (chu tri review), QS va
Sales (theo d&i cong trinh minh phu trach).

Tan suét cap nhat: hang tuan (tht cong néu con dung Excel), theo thoi gian thuwe néu da cé ERP.

1. Muc tiéu cua dashboard

Cho biét quy trinh BOQ — bdo gia dang chay nhanh hay cham, va quan trong hon: bao gia cé phai stra lai sau khi
da gri khach hang hay khéng — chi sé gian tiép phan anh mic do kiém soat phién ban dang tét hay dang 16ng
l€o.

2. B6 cuc dashboard
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Hang 1 — 4 chi s6 tbng quan (KP! tile):

1 Thoéi gian ra bao gia trung | Trung binh (Ngay Issued - | D& néu > 7 ngay, Vang
binh (ngay) Ngay BOQ v0) cua cac | 5-7, Xanh<5
bao gia trong ky
2 Ty 1& bao gia phai stra sau | S6 bao gia c6 revision méi | D& néu > 20%, Vang
khi Issued sau Issued + Téng sd bao | 10-20%, Xanh < 10%
gia Issued
3 S6 l1an dbi chiéu BOQ-Bao | Dém tr Bang dbi chiéu | Dd néu > 0, muc tiéu ludn
gia-Hop ddng "Khéng | (§4) trong ky bang 0
khep"
4 S6 Phiéu phé duyét chiét | Pém trang thai "Chd | Pé néu > 3, Vang 1-3,
khau dang ch& duyét duyét" Xanh 0

Hang 2 — Biéu dd xu hwéng (line chart): ty 1& béo gia phai stra sau khi Issued theo tirng thang trong 6 thang gan
nhat. Xu hwéng tang la dau hiéu quy trinh ban giao Thiét ké — QS — Sales dang cé van dé.

Hang 3 — Bang chi tiét theo cong trinh dang trong giai doan bao gia:

Ma dw an

Revision BOQ hién tai S6 revision + trang thai
Revision bao gia hién tai S6 revision + trang thai
Ngay BOQ v0 dworc tao

Ngay bao gia Issued gan nhét (néu co)

Da dbi chiéu trwéc hop déng chua? C6/Khéng/Chwa dén buéc nay

Hang 4 — Phan bé nguyén nhan bao gia phai sra (pie hodc bar): tdng hop tr trwdng "Ly do thay ddi" trong Nhat
ky revision BOQ (§1 trong Template & Field Guide ), nhém theo nguyén nhan phd bién: khdo sat phat hién sai
khac, khach hang dbi yéu cau, 16i ban giao ndi bd, bién déng gia vat tw...

3. Nguén dir liéu cho dashboard

- Nhat ky revision BOQ (§1 trong Template & Field Guide ).

- Template bang gia vén va gia ban (§2).

- Phiéu phé duyét chiét khdu/margin (§3).

- Bang dbi chiéu BOQ — Bao gia — Hop déng (§4).
Néu dang dung Excel: dung PivotTable tr sheet Nhat ky revision. Khi chuyén 1én ERP: dashboard cap nhat tw
déng ngay khi c6 revision mai hoac trang thai thay dbi.

4. Cach doc dashboard trong bubi review

- Nhin hang 1 — néu ty 1& bao gia phai stra sau Issued cao, day la dau hiéu quy trinh kiém tra trwéc khi phat
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hanh dang bi bé qua.

- Nhin s6 1an dbi chiéu "Khéng khép" (6 3) — bét ky con sb nao khac 0 déu can duwoc xem xét ngay |ap tic,
vi day chinh xac 14 loai 16i SOP nay dworc thiét k& dé& ngan chan.

- VAo bang chi tiét theo cong trinh (hang 3) — xac dinh cong trinh nao dang dirng lau & mét trang thai (vi du
"Review" qua nhiéu ngay) dé hé tro kip thoi.

- Vao phan bd nguyén nhan (hang 4) — néu "6 ban giao ndi bd" chiém ty 1& cao, wu tién cai thién quy trinh

xac nhan ban giao gitra cac phong ban thay vi chi nhic nhé ca nhan.

5. Tiéu chi xac dinh dashboard da san sang s dung
- Thoi gian ra bao gia trung binh khép véi tinh toan tha cong khi déi chiéu moét lan.
- Bang chi tiét theo cong trinh phan anh dung trang thai BOQ/bao gia thuc té tai thoi diém kiém tra.
- D3 dwoc dung trong téi thiéu 2 ky review lién tiép ma khong phat sinh sai léch sé liéu.
Xem thém: SOP-BOQ-03 — quy trinh ddy da di kém bd cong cu nay. Bai viét gbc: BOQ va bao gia léch 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.
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