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1. Project Charter.

Tén chi Dy an (Project Charter)

Tén dv an (Project Title):
Ngay bat dau:Project Start Date: Ngay két thuc(Projected Finish Date):
Thong tin vé Kinh phi (Budget Information):

GD Du an (Project Manager) Ho Tén, DT, Email
Muc tiéu du an (Project Objectives):

Cach tiép can (Approach):

Vai tro va Trach nhiém (Roles and Responsibilities)

Vai tro Ho Tén T& chirc/Vi tri Lién hé
Organization/Position (Contact
information)

Ky tén (Sign-off): (Chir ky cia moi thanh vién tham gia. C6 thé ky tén vao bang trén.
Chu thich (Comments): (Handwritten or typed comments from above stakeholders, if
applicable)
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2. CAU TRUC PHAN RA. (WBS = Work Breakdown Structure).

WBS
Cho Dv an:

Chuén bi béi: Ngay:

1.0Loai cbéng viéc chinh 1
1.1 Subcategory
1.2 Subcategory
1.2.1 Sub-subcategory
1.2.2 Sub-subcategory
1.3 Subcategory
1.4 Subcategory

2.0Loai cong viéc chinh 2
2.1 Subcategory
2.2 Subcategory
2.2.1 Sub-subcategory
2.2.2 Sub-subcategory
2.3 Subcategory
2.4 Subcategory

3.0Loai cong viéc chinh 3
3.1 Subcategory
3.2Subcategory
3.2.1 Sub-subcategory
3.2.2 Sub-subcategory
3.3 Subcategory
3.4 Subcategory

4.0Loai cong viéc chinh 4
4.1 Subcategory
4.2 Subcategory
4.2.1Sub-subcategory
4.2.2Sub-subcategory
4.3 Subcategory
4.4 Subcategory
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3. M6 hinh cho diém cé trong s6 (WSM).

M6 hinh Cho diém c6 trong s6 cho Dw an - Weighted Scoring Model

Tao béi: Ngay:
Trong | Dy an | Dy an | Dy an | Dy an
Tiéu chi - Criteria s0 | 1 2 3 4
A 30% 90 90 50 30
B 25% 70 80 50 25
C 15% 50 90 50 20
D 15% 25 90 50 70
E 10% 20 20 50 90
F 5% 50 70 50 50
Weighted Project Scores 100% | 60.25 79.5| 50.00 | 40.25

Weighted Score by Project
D én 4 40.25
Dy &n 3 50.0
Dy an 2 795
Do dn 1 B0.25
1] 20 40 g0 0 100
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4. Phan tich Tai chinh (Financial Analysis).

Gia dinh ¢ ta tinh huéng kinh doanh nhw sau:

Phul uc C- Template - QLDA

Binh thwéong
(Most likely)

Chi phi dau tw ndm dau tién (ndm 0): | $400,000

S6 lwong khach hang trong thang 1: | 2,000

Ty I& gia tang Khach hang/ thang: 20%

Phi thué hang thang/khach hang: $20

Phi hoat dong c6 dinh hang thang: | $20,000

Phi hoat dong c6 dinh hang thang/ $5

Bang phan tich c6 thé dwoc tinh téan trén EXCEL, cho béi bang sau:

Nam 0 Nam 1
1 2 3 4 5 6 7 8 9 10 11 12
S Khach hang 2 24 2.88] 3.456) 4.147| 4977 5972 7.166] 8.600, 10.320/12.383] 14.860
Phi HD cb dinh 20 20 20 20 20 20 20 20 20 20 20 20
Phi' HD KH 10 12 14.4] 17.28 20.736| 24.88 29.86| 35.832 43 51.6] 61.92 74.3
[Téng Chi phi' 30 32 34.4 37.28] 40.736] 44.88 49.86| 55.832 63 71.6| 81.92 94.3
Doanh thu 40 48 57.6) 69.12] 82.944] 99.53 119.4] 143.33 172  206.4 247.7 297.2
Loi nhuan 10 16 23.2) 31.84] 42.208] 54.65 69.58 87.495 109 134.8 165.8 202.9
Tdng CP tich
IGy 400, 430 462 496.4] 533.7| 574.416/ 619.3] 669.2] 724.99 788 859.6| 941.5 1036
Doanh thu tich
IGy 40 88 145.6| 214.7| 297.664] 397.2] 516.6] 659.96) 832 1038 1286 1583
Khau hao -390 -374] -350.8] -319 -276.75 -222.1| -152.5 -65.03] 43.97] 178.8] 344.5 547.4
Thoi gian hoa vén 8.597
THOI GIAN HOAN VON
2000
1500 g Téng CP tich
i
1000 o W
—— Dthu tich lay
500 A
0
0 5 10 15
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5. PHAT BIEU VE PHAM VI - Scope Statement
Tén dv an- Project Title:

Ngay - Date: Ngudi viet:Prepared by:

Ly Giai vé du an (Project Justification):

Cac tinh chat va yéu ciu cua san pham:

(Product Characteristics and Requirements):

1.
2.

Tong két vé cac san pham chuyén giao chta du an.

(Summary of Project Deliverables)
Cac két qua lién quan dén quan ly du an (Project management-
related) deliverables): business case, charter, team contract, scope
statement, WBS, schedule, cost baseline, status reports, final project
presentation, final project report, lessons-learned report, and any other
documents required to manage the project.
San pham lién quan (Product-related deliverables): research reports,
design documents, software code, hardware, etc.

1.

2.
3.

Cac yéu cau dé danh gia su thanh cong caa duv an:
(Project Success Criteria):

6. Hop dong nhém.

Hgp dong Nhom - Team Contract
Tén Du an - Project Name:
Ho Tén cac Thanh vién Dy an va Chir ky:

(Project Team Members Names and Sign-off)

Ho Tén Chir ky

Quy tic chung khi lam viéc (Code of Conduct): Nhém Dy &n sé:
Khi Tham gia - Participation: Cac Thanh vién sé:

Truyén thong (Communication): Cac Thanh vién sé:

Giai Quyét Van dé (Problem Solving): Cac Thanh vién sé:

Hoi hop (Meeting Guidelines): Cac Thanh vién sé:
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7. Phan tich cac Bén tham gia.

PHAN TICH CAC BEN LIEN QUAN CHO DU AN "
(Stakeholder Analysis for Project Name)

Nguai viét (Prepared by): Ngay (Date):

Thudc T6 chiic

(Organization)

Vai tro trong du an

(Role on project)

MOt su kién duy nhat vé BTG
(Unique facts about
stakeholder)

MUrc d6 quan tam
(Level of interest)
M(rc d6 anh hudng
(Level of influence)

Deé xudt Ve quan ly cac moi

quan hé

(Suaaestions on manaaina

8. Danh sach 10 Rui ro hang dau (List of Prioritized Risks for
Project name)

Prepared by: Date:

Ranking Potential Risk

= |\O [0 |A[DN|N | ]|W (N —
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10. Bao cao tién dd hang thang.
|. Hoan tat Thang giéng (hay mét thang nao dé phu hop)

e M6 ta nhirng hoan tat quan trong nhét. Lién hé So dd Gantt.

e M6 t& nhirng hoan tat quan trong khac, mdi hoan tét trong mot muc.
Néu cac van dé da giai quyét rdi trong thang truére, liét ké ra coi nhw
da hoan tat.

Il. Lap Ké hoach cho Thang 2 (hay thang sau do).

* Mo ta nhirng viéc quan trong nhat phai hoan tét trong thang sau.
Lién hé So do Ga]ntt mot 1an niva. I
e MO0 ta cac hoan tat quan trong khac,méi hoan tat trong mét muc.

lll. Cac Van dé. Liét k& ngan gon nhirng van dé quan trong noi 1én hay Ia
van con la quan trong.

IV. Cac thay doi trong Dw an (Th&i diém & mé ta). Liét ké bat ci» nhirng
thay d6i nao dwoc yéu cau cho dy an. Bao gém ca thoi diém thay d6i va mo
ta ngan gon.

11. Phac thao cubi cung vé Dw an.
I. Trang bia.

I. Muc luc va Toat yéu cho Lanh dao (néo 1a Bao céo)

l1l. Nhu cau cho Dy an.

IV. M6 ta dy an va thw dong y thda thuan két qua téng hop ctia dy an.

V. Va cac Ly do Thanh cong hay That bai.

\VI. Cac Cong cu QL dy an &Ky thuat dwoc dung & Tham dinh twong (ng

VII. NHOom Phu trach Dy an & cac Nhan dinh twong lai.

VIIl.So d6 Gantt chung két cho Dw an.
IX. Céac Tailiéu (Pinh ) kém theo cac Két xuét.
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12. B&o cao cudi cung vé Dy an (Final Project Documentation for
Project Name)

[. M6 ta du an.

1. D& xuét Dy an & Sao lwu cac Di ligu.

[l1. Thong tin géc & xét lai vé Hop dong & Tw liéu khach hang
chap thuan.

[IV. Cac Ké hoach Dy an goc & xét lai voi cac lich biéu

(WBS, so do Gantt, so do mang ludi,...)

V. Tw liéu vé Thiét ké.

\VVI. Bao cdo cubi ciing (chung cudc)vé Dy an.

V1. Cac Két xuat nhu la can thiét phu hop.

\/I1l. Cac Bao céo vé Kiém toan.

[[X. Cac Bao cdo vé cac Bai hoc thu hoach duorc.

X. Cac Ban sao cla mot bao caotrang thai, bién ban cudc hop,
cac chi thj vé thay doi, va cac ban chap but va truyen théng
dién tir.

13. Bao cao vé Bai hoc kinh nghiém.

Sau hai tuan hay sau su kién quan trong, viét bai bdo ngdn gon mé ta
nhiing gi da xdy ra va cam nghi cla ban. Cudi bai, viét 2-3 trang mo ta bai
hoc rdt ra tir nhdm du an cla ban. Tra IGi cac cac cau hoi sau day:

Vai tro va trach nhiém trong nhém da dudc quyét dinh thé nao?
Ban Thich/khong thich cdi gi trong du an.
Ban da hoc gi vé QL du an — Vé ban khi lam du an nhom.

Ban da hoc gi vé cach lam viéc tap thé va vé ban khi lam du 4n nhém.

Ban ¢ y lam khac thé khéng? Ban s& nhd kinh nghiém nay dé lam cho du
an tiép theo khong?
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