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I. Nghién cau chudn bi dam phdn
kinh doanh.

1. N6i dung cong tac chuan bi dam phan
kinh doanh

- Chudn bi ddam phdn kinh doanh I6 mét viéc raf kho
khan, phuc tap nhung quan frong Co thé néi,
khau chuédn bi chu ddo quyét dinh t6i 50% két
quad cuéc dém phan.

- Co hai quy fcfc can ghi nhé trong qud trinh chuén bj
dam phdn kinh doanh.

+ Quy tdc 1: Tao dleu kién du thoi gian can thiét
cho viéc ‘chuén bi dém phan kinh doanh.

+ Quy tdc 2: Lam viéc co phuong phdp vad theo ké
hoach.
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I. Nghién ciu chudn bi dam phén kinh doanh.

1. Noi dung cong tdc chuan bi dam phan kinh
doanh (TIEP)

Moi cuéc dam phdn co nhing noi dung, yéu cau va tinh chat
riéng nhung nhin chung deé tién hanh mét cuoc dam
phdn, can chudn bi CAN:

- Cdc cong viéc co lién quan dén viéc dé ra sang kién
t6 chuc va Iap ké hoach dam phan.

- Cdc cong yiéc cu thé chudn bi cho dam phdn
(chudn bi chi tiét).

- Cong viéc soan thao, bién tap tdi liév co lién quan
foi cuoc dam phan

- Cdc cong viéc luyén tap nham de phong, xu ly cdc

tinh huéng cé thé xdy ra trong qud trinh ddm
phan.

- Phdn tich so bo, dé ra muc tiéu, xdc dinh chu dé,
du kién cdc thanh vién tham gia dam phdn.
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I. Nghién cov chudn bj dém
phdn kinh doanh.

1. Noi dung cong tac chuan bi
dam phan kinh doanh (TIEP)

pé nam quyén chd _dong va dé ra sang

kién to chic tot cuoc dam phan
CAN:

+ Tinh tich cuc, chu dong, nhay bén va
oc linh cam (yéu to6 dau tien)

+ Kha ndng phdn tich so b6
+ Khoi luong cong viéc can phai giai
quyét.
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I. Nghién civ chudn bj dém phén
kinh doanh.

1. Noi dung cong tac chuan bi dam
phcm kinh doanh (TIEP)

Lap ké hoach chi tiét cho vnec chudn bi dam phan la
hénh dong cu thé coa khau chudn bi dam
phan. Trong phan nay ccm vach ré khoi luong
cong viéc can phdi chudn J chat lugng, thoi
gian, sd lugng thanh vién can thlet cho tung
cong viéc chudn bi. Cac ké hoach & trén dugc
thanh Iap trén co so phan doan, nhdn xét,
danh gia, do d6 déi hoi chong ta phol €6 ocC
tudng tuong, tu duy phan tich, tong hop
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I. Nghién ciov chudn bj dém phén kinh doanh.

1. Noi dung cong tac chuan bi dam phan
kinh doanh (7iEp)

a. Thu thap va xu ly tai liév ban dau:
al. Cong tdc thu thap va xu ly tai liéu:

La cong viéc kho khan va chiém nhiéu thai gian nhat, nhung la
rbnot trong nhing thao tac quan trong cua khau chuan
|

> Can c6 mang luoi thu thap thong tin, tai lieu on dinh, c6 ké
hoach nham md rong kién thuc ndng cao trinh do
chuyén man, cing c6 kién thic van hoa co ban.

> C6 rat nhiéu sach tra cou, sach chuyén nganh, tap chi, cong
trinh nghién cou vé tat ca cac linh vuc trong cuoc song

> Thong tin ciing ¢6 nhleu ngudn khac nhav, chong ta co thée
thu thdp tat ca cac bai bdo, bcm vigt tay co lién quan
dén nhu cau va hoat dong coa minh bang céch cat, sao
chup, in lai cac loai tap chi hay
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I. Nghién cov chudn bi dam phdn kinh doanh.

1. Noi dung cong tdc chuan bi dam phan
kinh doanh

a. Thu thdp va xu ly tai liéuv ban dau:
(TIEP)
al. Cong tdac thu thdap va xu ly tdi liéu:

Muon giam nhe ganh nang trong viéc thu thap tai liéu can tudn theo cac
nguyén tac sau day:

- Gidy trang va cac loai phleu nén c6 kich thuéc bang phong bi cia buu dién
thi tién lgi hon ca.

- Can ghi bang mat vai tU then chat, nhdn manh ndi dung chi yéu cba ban
chép tay hodc phleu ghi.

- Cac phiéu phai danh so thi ty, ch¥ viét phadi rd rang.

- Chi viét mot mat phiéu dé dé tra chu va tdng tinh truc quan cba tai liéu.
- Danh do chd (1) dé bd sung tdi ligu.

- Gach dudi nhirng van dé quan trong trong phiéu hodc bdi viét tay d6.
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I. Nghién cou chudn bi dam phén kinh doanh.

1. Noi dung cong tdc chuan bi dam phan kinh
doanh

~a. Thu thap vd xu ly tdi liv ban dau:
(TIEP)
al. Cong tdac thu thdap va xu ly tdi liéu:

- - (3 - 0 o~ 2 o o~ - 0 o o~ - -
Cac cdu hoi lam tiéu chudn cho viéc lua chon tai lieu mot cach nhanh
chong phuc vu cho cong viéc:

- Tai liéu nay dem lai Igi ich thuc té gi cho ldp trudng quan diém cua
ching ta, cho vuec tién hanh dam phan ?

- Can thai gian bao lIGu dé trinh bay to! liev ?
- Tai ligu c6 tinh thuy&t phuc, c6 dé hiéu ddi vai doi tac hay khong ?

- TGi liéu c6 tam quan trong dén muc nao trong viéc nam tinh hinh va
’rhong qua quyét dinh cudi cong ?

- C6 thé bé tdi lieu d6 dugc khong ?
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I. Nghién cou chudn bi dém phdn kinh
doanbh.

1. Noi dung cong tdc chuan bi dam phan
kinh doanh

a.Thu thap va xu ly tdi liéuv ban
dau: (TIEP)
al. Cong tdac thu thdap va xu ly tdi liéu:

Ké hoach hé thong hoa tai lieu phuc vu cho cudc dam phan
chla ‘thanh ba moc do:
- MUc d6 tong thé mang tich chét chic nédng.

- Mc do cac dé an: Tap hop cac chi tiét cong loai trén cing
mot ké hoach

- Nhom cac dé an chi tiét.
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I. Nghién ciov chudn bj dém phén kinh doanh.
1. Noi dung cong tdc chuan bi dam phan

kinh doanh
a. Thu thdp va xu ly tai liéuv ban dau:

(TIEP)
al. Cong tac thu thap va xu ly tdi liéu:

Viéc thu thap va xU ly tai lieu can tién hanh theo cac budc sau:

+ Xac dinh nguon thong tin (bao cao tong két, so két, chuyén
dé, cac_cong trinh nghién cou, cdc bai bao tap chi, s6
Ileu thong ké chinh thic, cac moi quan hé ca nhén ‘trén
thuc té...).

+ Danh gia so bo vé mioc do thu thap tai lieu (khoi lugng, chat
luong...)

+ Tién hanh thu thdp thong tin

Cho y sau khi thu thdp thong tin ndo d6 cdn cé y kién nhdn xét,
danh gia ngay.
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I. Nghién cou chudn bi dém phdn kinh
doanbh.

1. Noi dung cong tdc chuan bi dam phan
kinh doanh

o  Thu thap va xu ly tai liév ban
daUATIEP)

al. Cong tdac thu thap va xuly tai liéu:
Khoi lugng vé chét luong thong tin thu dugc phu thudc véo:

+ MUc d6 am hiéu thong tin n6i chung

+ Phuong phap thu thdp thong tin

+ Trinh do kién thic chuyén mon coa ngudi thu thdp thong tin

+ Sy nhanh tri, sang tao, tinh kién tri va tinh than tan tuy voi
cong viéc cua can bd thura hanh

13
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I. Nghién cau chudn bi dam phdn
kinh doanh.

1. Noi dung cong tac chuan bi dam
phcm kinh doanh (TIEP)

a2 Luva chon vd hé thong hod tdi liéu:

Muc tieéu dam phan quyet dinh no6i dung thao
tac lva chon va hé thong hod tai lieu. Thuc
chat day G sy tlep tuc qua trinh thu ’rhap ¢ ]]
lieu

- a3 Phan ftich tai liéuv thu thap duoc:

Thao tac nay cho phép xac dinh moi lién hé
giUa cac hién tuong, sy klen bang cach he
thong hoa tai lieu, lva chon va chuadn bi san ly
Ié, Iap luan phou hdp, rot ra cac két Iucm cu the.
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I. Nghién cov chudn bi dam phdn kinh
doanh.

1. 6i dung cong tac chudn bi dam

phcm kinh doanh (TIEP)

b- Nghién cau yéu cau vé noi dung mot cudc dam
phan kinh doanh.

Dé bdo ddm thanh cong cho mdt cusc dam phdn cén dp dung 10 quy tdc dudi
day:

1. Bai phat bleu trong cudc dam phan phai bao dam kién thoc chuyén mon, co6
chiéu sau vé nghiép vu, khach quan, dédng tin cdy.

2. Tinh r6 rang: Cac su kién, ly lé phcu cé trinh tu ré rang, mach lac, l16gic. Phai
logi tr¥s cac ly 1@ con map ma da nghia, bdng ching sai Iam thiéu tinh
thuyét phuc.

3. Tinh tryc quan: SU dung t6i da cac phuong tién bo trg

4. Co phuong hudng ¢ on dinh: Can phou ludn ghi nhd nhiing nhiém vu co ban va
nhac nhé doi tac bam sat chi dé tranh lan man, chéch huang

5. Quy tac vé nhip diéu: Co6 gang tang cudng do dam phan vao loc két thic,
nhét la cac van dé then chot, quan trong.

15
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I. Nghién cov chudn bi dam phdn kinh
doanh.

1. Noi dung cong tdc chuan bi dam phan
kinh doanh

b- Nghién cou yéu cau vé noj dung mot cuoc dam phan kinh
doanh. /tlep )

6. Quy tac nhac lai: can phol nhac lai nhiing van dé co ban, c6
y nghia quan trong giop cho doi tac ghi nho dudc nhung
thong tin, dieéu khodn can thiét.

7. Quy tac bat ngs: phai suy ‘nghi chon loc thong tin, gay dugc
bat ngo cho doi tac vao thai diem can thiét.

8. Tinh ham suc khi nhan xét va Iap Iuon can dan dat cudc
dam phan sao cho c6 nhung cao trao” (d6i hoi doi t
phdi tap trung cho y), va “thodi trao” (cho phép doi
nghi ngoi, lién tudng, suy nghi).

9. Thong tin vira du:

10. Hai hudc, chdm biém vua phal Khi can phadi dién ta y nghi
kho ChlU hodc phdi bac y kién thi hai huéc hodc cham
biém c6 tac dung dac biét.

-
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I. Nghién cov chudn bi dam phdn kinh
doanh.

1. Noi dung cong tdc chuan bi dam phan
kinh doanh

b- Nghién cou yéu cau vé noi dung mot cudc dam
phadn kinh doanh. (tié p/

can luu y cdc chi dan sau day dé cdc cuéc dam phdn dat dvoc
két qua.

- Noi dung va phuong phap tién hdnh dam phdn co y nghia rat
lon doi voi bat ky cuoc dam phan kinh doanh nao. Vi thé
ngoai viec dam bao néi dung co chiéu sau, phuong phap
tién hanh dam phan cing phdi thét khoa hoc chat ché.

- Chu y phdn biét su kién va 167 binh vé sv kién do.
- Cdn co cdc phuo’ng an khac nhauv cho moi cuéc dam phdn

- Thinh thodng can nhdc lai vd rit ra két ludn to nhiing diév da
frinh bay.

- Luén luén quan tam, chd y dén doj tac vi quan hé, hiéu biét
16n nhav cé dnh huong rat lén dén céng viéc kinh doanh.

17
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I. Nghién cov chudn bj dém
phdn kinh doanh.

1. Noi dung cong tac chuan bi
dam phan kinh doanh

c- Nghién cou cac phuong phap su dung

ngon ngu biéu cam trong dam phan
kinh daanh

can cu vdo thé lpai va muc dé tdac dong, biéu
cdm co thé phan biét chang thdanh cdc
nhom sau:

- Phuong phdp biéu cdm truc quan:
- Phuong phap gdy an tuong
- Phuong phap gdy cang thang

18
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I. Nghién cou chudn bi dém phén
kinh doanh.

. Noi dung cong tac chudn bi dam
phan kinh doanh

d- Nghién cou chuédn bi vé mdt ky thudt cho
cuoc dam phan kinh doanh.

Két qua viéc chudn bi vé mat k§ thuat phu thudc
vao:

+ Thién huang, nang luc, tri tuang tuong , dong co
théi quen lam viéc cua ngudi thua hanh.

+ Tam quan trong cba cudc dam phan
+ Tai liéu san c6 phuc vu cho dam phan.

Lap ké hoach chung cho cudc dam phan kinh doanh,
can xac dinh rd khai lugng, cay troc, hinh ’rhue
noi dung fUng giai doan cu theé.

19
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Chuong 9

Hoat dong chuan bi dam
phan kinh doanh
. Nghién cov chudn bj dém phén
kinh doanh.

1. X8y dung ké hoach dam phan
kinh doanh.

ur.  Kiém tra va tdp duot cdc phvong
an dam phan kinh doanh
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Il. X8y dung ké hoach dam phdn kinh
doanh.

1. Tdm quan frong cua cong tdc xdy dung ké
hoach dam phdn

> Viéc xdy dung ké hoach dam 1 phdn.co vai tro va y nghia dac
biet, nhét la doi voi nhiing vdn dé phuc tap, doi hoi con
phal tranh lugn

> Xdy dung ké hoach dam phan co nghia la vach ra méot so do
co finh khai quat J bglc ap dyng cho moi truong Ibdp, dva
vao do ma co thé 16 chuc va thyc hién cac cuoc dam
phén cy the, nham dat muc tieu da dinh.

> Tuy theo y nghia, tam quan trong, quy mé cugc dam phan, S0
lugng cdac thanh vién tham gia, kinh nghiém tién hanh
dom phdn maé Igp mgt so d5, k& hoach dam phén cy thé
cho pho hop

> viéc xdy dung ké& hoach chi tiét cho nhing cugc dam phdn la
hét sac quan trong nhét I nhing van dé dam phdn co
quy mé lon.

21
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Il. X8y dung ké hoach dam phdn kinh

doanh.
2. Noi dung cong fdc xdy dung ké hoach dam
phan

K& hoach Ia sy thiét Igp, tinh todn trinh tv céng viéc, thao tdc, thoi
han chi phi va khd ndng thuc hién muc tiév.

* Viec xdy dung ké hoach dam phan can thyc hién
cac thao tac sau:

- D& ra vd kiém tra cdc dy dodin vé cudc dam phan

- Xdc djnh nhdng nhiém vy co bdn, frvéc mat cua vigc dam phan.

- Tim kiém phvong phép, budc di thich hap nham gidi quyét nhiém vy
dg gnghia la dé ra cach thoc giai quyét van dé thong qua dam
phan).

- Phén tich yéu 16, khd ndng bén ngodi, bén trong (chu quan, khdch
quan) cua viéc thuc hién ké hoach dam phan.

- Xac dinh nhidng nhiém vu ngan han trung han cho cuéc dam phan va
moj lién quan trong viéc thuc hién cac ghi,é'm VY.

- D& xudt bién phdp thyc hién cdc nhiém vy ké trén (bao gém ldp
chuvong trinh va ké éogch cho tung giai doan), phdt hién vad xu
ly kip thoi nhidng bé tac xudt hién trong qua trinh dém phan.

22
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Il. X8y dung ké hoach dam phdn kinh
doanh.

2. Noi dung cong tdc xdy dung ké hoach dam
phan tip
* Phéin chia ké hoach tong qudt thonh cdc ké hoach chi tiét

Muc tiéu cua viéc xay dung ké hoach ch/ tiet dam phan la:

- Cho phep chi ra nhing nhiém vu cu thé, sé Iuo’ng, chat lvong cong
viéc, cac thao tac phal Jom trudc khi tien hanh dam phan, fao
diéu kién thay do’ kip thoi nhing chi tiét can thiét cho cuéc

dam phan, xdy dung cdc phuong an khdc nhau, fao diéu kién
167 vu cho viéc ra quyét dinh.

- Xac dinh vd khoi thong nhing khdu bé fic, loai fru kho khan frong
qua frinh dam phan, phoi hop vai cac hanh dong, cac thao fdc,

bién phap bo tri chidng theo thoi gian dam phan cho phu voi
quan diém chuyén mon, nghe nghiép.

- Cho phép dinh ré trach nhiém, quyén han cua tong cd nhan, kiém
fra viéc thuc hién trach nhiém va quyén han do; kich
thich, d’ong vién tinh thdn sdng tao cua cdc thanh vién
frong viéc chuan bi dam phan.

PAC]
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Il. X8y dung ké hoach dam phdn kinh

doanh.
2. Noi dung cong fdc xdy dung ké hoach dam
phan

K& hoach Ia sy thiét Igp, tinh todn trinh tv céng viéc, thao tdc, thoi
han chi phi va khd ndng thuc hién muc tiév.

* Viec xdy dung ké hoach dam phan can thyc hién
cac thao tac sau:

- D& ra vd kiém tra cdc dy dodin vé cudc dam phan

- Xdc djnh nhdng nhiém vy co bdn, frvéc mat cua vigc dam phan.

- Tim kiém phvong phép, budc di thich hap nham gidi quyét nhiém vy
dg gnghia la dé ra cach thoc giai quyét van dé thong qua dam
phan).

- Phén tich yéu 16, khd ndng bén ngodi, bén trong (chu quan, khdch
quan) cua viéc thuc hién ké hoach dam phan.

- Xac dinh nhidng nhiém vu ngan han trung han cho cuéc dam phan va
moj lién quan trong viéc thuc hién cac ghi,é'm VY.

- D& xudt bién phdp thyc hién cdc nhiém vy ké trén (bao gém ldp
chuvong trinh va ké éogch cho tung giai doan), phdt hién vad xu
ly kip thoi nhidng bé tac xudt hién trong qua trinh dém phan.
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Il. X8y dung ké hoach dam phan
kinh doanh.

2. Noi dung céng tdc xdy dung ké hoach
dam phan

*Lén cdc log/ ké hoach cdn thiét phuc vu cho

viéc tién hanh dom phan

- Ké hoach chung Ddy Id ké hoach cua cdc ké hoach. Trong ké hoach chung c6
djnh ré timg loai céng viéc, thoi han hodn thanh va nguéi thuc hién.

- K& hoach chién lvgc: Chinh I6 duong 167, phvong hvong, chvong frinh hanh dopg
nham dat muc tiév dé ra. 161 nhién khi chuan bf ké& hoach néy cdn kiém
tra, danh gia phé phan, phdn dinh ré tdt cd cdc muc tiéu cdn phdi dat,
cac nhiém vu cén phal voc thuc hién trong qud trinh dam phan.

- Ké hoach chién thudt: Bao gom danh sach cdc bién phap, phvong phap giai
quyét nhing nhiém vy cua ting giai i doan. Thyuc hién cdc bién phap do
nham hodn fhanh nhiém vy co ban, chién lvgc. Tom lai ké hoach chién
thudt Ié bdng chr ddn dén muc tiéu quy dinh.

- Ké hoach thuc hién cy thé: La  chuong trinh hanh dong nham gidi quyét nlu?ng
nluem vy riéng biét cua dam phan (cé thé coi ddy I ké hoach chién thugt
& muc d6 cu thé, chi tiét).

- Ké hoach théng tin vd thu thdp tdi liéu: Ddy Id ké hoach phdc tap nhdt, gay cdn
nhdt trong hé théng k& hoach cén phdi chudn bj cho cudéc dam phan.
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Il. X8y dung ké hoach dam
phan kinh doanh.

2. Noi dung cong tac xdy
dtmg ké hoach dam phdn

ké hoach théng tin va thu fhdp tai liéu phadi chi ré:
+ Nguén théng tin

+ Khoj lvong théng tin da thu thdp duoc.

+ Nguoi thu thap.

+ Thoi han hoan thanh

+ Ké hoach lva chon va hé théng hod tdj liéu, thong
tin.
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Chuong 9

Hoat dong chuan bi dam
phan kinh doanh

. Nghién cou chudn bi dam phdn

kinh doanh.
n. XAy dung ké hoach dam phdn kinh
doanh.

. Kiém tra va tap duct cac phuong
an dam phan kinh doanh
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n.  Kiém tra va tap duot cac phuong an
dam phan kinh doanh

1. Hoan thién ké hoach dam phan:

> Thuc chat day lo khau tu sua°, chuan hod (bang IGi hodc bang
van ban) cac phan co ban coa ké hoach cuoc dam phan

> Viéc chuan hoa la thao tac ky thuat c6 nhiem vu soan thdo that
chi tiét ké hoach dam phan

> Viéc su dung may ghi Gm nham hoan chinh thém ké hoach dam
phén co Igi doi vai nhitng nguéi Iam cong tac kinh doanh
nhung chua biét cach dam phan, khong c6 khiéu phat biéu

hung bién

> Kiém tra cong viéc chudn bl

+ Can hoan chinh lén cudi ké hoach dam phan. Thyc ra ddy la
sy sang tao trong nhung van deé chi tiét, cu the. Dieu do

co y nghia ddc biet, doi loc c6 y nghia quyet dinh.

+ Hoan chinh ké hoach dam phan la cong viéc tiép theo cla
thao tac kiém tra.
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n. Kiém tra va tap duct cac
phuong an dam phan kinh
doanh

2. Tap duot cac phuong an dam phan

Dién fdp bang suy nghi: hinh dung trong 6c
dién bién qua trinh dam phan. Khau tap
Iuyen ndy nhdm chudn bj tu tudng san
sang trudc khi budc vao dam phan.

Dién tdp bang 19J: trudc khi bucc vao cac cudc
dam phan quan trong c6 thé dung mdy
ghi aGm dé Iuyen tép bon_g I3i (t&p phat
bleU), qua do klem tra cdu troc ng phap
cba bdi phét biéu.
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n.  Kiém tra va tap duot cac phuong an
dam phan kinh doanh

1. Hoan thién ké hoach dam phan:

> Thuc chat day lo khau tu sua’, chuan hod (bang IGi hodc bang
van ban) cac phan co ban coa ké hoach cuoc dam phan

> Viéc chuan hoa la thao tac ky thuat c6 nhiem vu soan théo that
chi tiét ké hoach dam phan

> Viéc su dung may ghi am nham hoan chinh thém ké hoach dam
phén co Igi doi vai nhitng nguéi Iam cong tac kinh doanh
nhung chua biét cach dam phan, khong c6 khiéu phat biéu

hung bién

> Kiém tra cong viéc chudn bl

+ Can hoan chinh Ién cudi ké hoach dam phan. Thyc ra day la
sy sang tao trong nhung van deé chi tiet, cu the. Dieu do

co y nghia ddc biet, doi loc c6 y nghia quyet dinh.

+ Hoan chinh ké hoach dam phan la cong viéc tiép theo cia
thao tac kiém tra.
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