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|. Lap ké hoach thuwe hién dw an

¢ t0 chirc du 4n theo mot trinh tu logic

¢ xac dinh muc tiéu

. ¢ cac phuong phap dé dat duwoc muc tiéu
¢ du tinh nhitng cong viéc can lam

¢ du tinh nguén luc thuc hién

¢ tho1 gian thuc hién nhirng cong viéc do

¢+ nham hoan thanh tot nhitng muc tiéu da xac
dinh cua du an.
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= L. Khai niém

La viéc t6 chirc du an theo mot trinh tu logic,
xac dinh muc tiéu va cac phuong phap dé dat
duoc muc ti€u cua du an, du tinh nhitng cong
viéc can lam, nguén luc thuc hién va thot gian
thuc hién nhitng cong viéc do nhiam hoan
thanh tot nhitng muc ti€u da xac dinh cua du
an.
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e 2. Tac dung

¢ La co sO tuyén dung, dao tao, bd tri nhan luc
¢ La can ctr dé du toan tong ngan sach va chi
phi thuc hién tirng cong viéc cua du an

. ¢ Laco so dé dieu phoi cac nguon luc

¢ Giam thiéu rui ro cua du an
¢ Tranh tinh trang khong kha thi, 1ang phi
nguon luc va nhirng hién tuong ti€u cuc

¢ La can ctr dé kiém tra, giam sat, danh gia qua
trinh thuc hién du an vé: thor gian, chi phi,
chat luong
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) BRI

¢ Ké hoach pham vi: ké hoach phan tach cong
ViEc

¢ K¢ hoach thoi gian
! ¢ K¢ hoach chi phi

¢ K¢é hoach nhan luc

¢ Ké hoach quan 1y chat luong
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Ké hoach phan tach cong viéc
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Ké hoach to chuc quan 1y du an
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Ké hoach ngan sach

Domn vi: trieu dong

15
15
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Vi du vé Ké hoach

¢ Du an TBS?2
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= 4. Y¢€u cau co ban do1 vo1 cOng
>4 tac lap k& hoach thyuc hién du an

¢ Toan di€n, ro rang

|+ C6 su tham gia va théng nhat gifra cac bén
= lién quan

¢ Dua trén thong tin day du, chinh xac
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5. Noi dung ké hoach

1. Gidi thiéu tong quan vé du an
—Muc ti1€u du an
—Pham v1 du an
—Co cau to chic quan 1y du an
—Nhitng moc thoi gian quan trong
trong qua trinh thuc hién du an


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

@ 7 buéc 1ap ké hoach

¢ Phan tich thuc trang

= ¢ Xac dinh myc ti€u, chi ti€u

¢ Danh gia tinh kha thi cua muc ti€u, chi tiéu
¢ Xay dung ké hoach hoat dong

¢ Du toan ngan sach/xac dinh nguon tai chinh

¢ Xac dinh cac chi so theo ddi va danh gia
¢ Trinh bay ké hoach.
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(@ 5. Noi dung ké hoach

- 2. Ké hoach hoat dong

—Tén hoat dong

—MO0 ta hoat dong

—Thoi gian bat dau — két thic
—Nguoi thuc hién

—Kinh phi thuc hién

—Bao cao
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- 3. Ké hoach nhan su

—Nhu cau nhan su

—Nhu cau tuyén dung
—Keé hoach tuyén dung
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5. No1 dung ké hoach

¢ K& hoach ngan sach va du toan kinh phi
 _ Céc khoan thu

— Cac khoan chi

— Tho1 gian thu, chi

(theo hoat dong)
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@ 6. Cong cu l1ap ke hoach

. - Biéu dd phan tach cong viéc
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0. C

¢ So do Gantt
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¢ So dd mang cOng viéc
(so d6 PERT)
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B | 1. Xay dyng co'ciu by may
7 quan ly du an

1. Noi dung xay dung co' cdu bé may qudn ly

. dwan

Thiét 1ap co cau to chic quan Iy

- X&c dinh nhiém vu, quyén han, trach nhiém
cua cac bo phan va ca nhan tham gia quan ly
- Lya chon, dao tao \{é str dung nguon nhan luc
(tuyén dung tu van va can bo du an)

- Lua chon don vi tham gia thuc hién
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2. CoNg cu

¢ Bicu do phan tach cong viéc cua du an
e So do to chiic
¢ Ma tran nhiém vu, trach nhiém
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3. Cac moé hinh 6 chire dw &n

Chi dau tu truc tiép quan 1y dw an

Chu dau tu -> C4c bo phan du an

Chii dau tw tw quan Iy

Chu dau tu <-> C4c nha thau

Chii dau tw thué ban quén Iy dw an
Chu dau tu -> Ban quan Iy DA <-> C4c nha thau
Chia khoa trao tay

Chu du tu -> Ban quan Iy DA <-> Tong thau <-> Céc
nha thau phu
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Chii dau tw trwe tiép quan |y
dwr an
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Chu nhiém diéu hanh du an
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Chia khoa trao tay
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du an theo churc nang
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uc nang cua can bo quan ly du an

— Lap ké hoach du an

— T6 chirc thuc hién du an
e Lua chon, dao tao thanh vién nhém du an
e T6 chirc thuc hién du an, phan trach nhiém cua tung
nguo1 tham gia du an
* B4o cdo két qua va tién do thue hién du an cho cép trén

* Thong tin gitra cac bén lién quan

— Chi dao, huéng dan
— Kiém tra, giam sat

— Thich tmg véi su thay doi
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| @(Chtrc nang ctia can bd quan ly du an

& ¢ Dam bao ton tai CAC nguén luc

¢ Quan ly du an hiéu qua
B 4 B4o céo d,ﬁy du, trung thuc veé: tinh trang,
chi phi, ti€én do, trién vong thuc hién du an
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Doi véi dy an:

¢ Bicu hanh, quan ly thoi gian, chi phi, nhan
luc, thong tin, chat luong,... du an

¥« Lanh dao, phoi hop nd luc cua moi thanh
Vien

¢ Quan ly rui ro

¢ Quan Iy su thay doi
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" 11cu chuan lya chon can bg quan

Iy du an

¢ C6 hiéu biét rong va tam nhin khai quat,
tong hop vé du an, hiéu biét chi tiét cac hoat

*  dong cua du an

& ¢ C6 kha nang phan tich, phat hién van dé,
nhan biét nhanh nhitng van dé then chot

¢ C6 kha nang va nhirng k¥ ning can thiét
trong quan ly con nguoti

¢ Co strc khoe, kha nang chiu dung stress, co
thé 1am viéc véi cuong do cao
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= / ky nang can co cua can b quan
"4 1y du an

¢ K¥ nang giao tiép

- ¢ K¥ ning to chiic

; = ¢ Ky nang quan ly tai chinh

. K§ ning giai quyét van dé

¢ K¥ nang dam phan va gay anh huong
¢ Ky nang lanh dao

¢ Ky nang lam vi¢c theo nhom va quan tr1
ngudn nhan su


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

¢ K§ ning dinh hudng va lap ke hoach

¢ Ky nang quan ly va giam sat hoat dong
=, ¢ Ky nang giao tiép, tiép thi
K K§ ning to chirc va lam viéc nhom

¢ Ky nang ky thuat
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[Il. Quan tri nhan sw

1. Khai niém: la viéc tao lap nguén nhan
luc cho du an (go0m can bo quan 1y du
an va toan b0 luc luong lao dong co
l1én quan to1 viec thuc hien du an) va
khai thac, st dung nguon nhan luc d6
mot cach co hiéu qua trong khudn kho
ké hoach tién do da dugc thiét lap.
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............
P e g g e

2. Noi dung quan tri nhan sw

Thiét 1ap cac tap thé va nhom lam viéc

Xac dinh nhiém vu, quyen han, trach
nhi€ém cho can bo, nhan vién

8- Linh dao va khuyén khich ngudi lao
dong
- T6 chire dao tao

- Tuyén dung tu van
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(@ 3. Thiét 1ap cac nhom cong tac

¢ C6 trudng nhom (can bo tryc tiép quén 1y)

. ¢ CO can b0 chirc nang
¢ La mot tap thé gén bo, ho tro 1an nhau
B ¢+ C6 su phdi hop chit ché
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= 4. Phan cOng cong viéc va quyén
"4 han cho can b0 du an
¢ Quyén di d6i voi trach nhiém

¢ Puoc mo ta rd rang, khong gay nham lan

= ¢ Trach nhiém, nghia vy, quyén han c6 tinh

| thuc te va khd thi

¢ Trach nhi€ém, nghia vu cua tung ca nhan
phai phu hgp vo1 nang luc, trinh do cua ca
nhan do

¢ Khong tao ra sy trung lap
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" 5. Lanh dao va khuyén khich

"4 nguoi lao dong

¢ Pong vién, khuyén khich ding luc
¢ Tao co ho1 dao tao va phat trién nghé
nghiep

B ¢ Cung cOo moi quan hé gitra cac can bg, nhan

vién du an
¢ Tao mo1 trrong lam viec thuan loi
¢ Co thuong, phat
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& 6. To chuc dao tao

¢ Dao tao, tap huan noi bd

¢ Ctr di hoc cac khoa ngan han
= ¢ Tham quan, khao sat thyc dia
| ¢ Toa dam trao d6i kinh nghiém

¢ Huéng dan, kém cip trong qua trinh lam
Viéc

¢ Chuyén giao cong nghé
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7. Tuyén dung tu van
Diéu khoan tham chiéu

— Thong tin co ban vé du an

— Muc dich cua dich vu tu van

— Tom tat nhitng cong viec da tién hanh co 11i€n quan

— Mo ta vé cong viée tu van phai thuc hién

— Quy md, khoi lugng cong viée, moi quan hé voi
cac cong viec khac

— Yéu cau vé san pham dich vu cung cap

— Tién do thyc hién

— Cac yéu to dau vao do du an cung cap

— Y<¢€u cau vé trinh do/thot gian, nang luc cua tu van
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(@ IV. Quén Iy hanh chinh

¢ Xay dung, ban hanh, thuc hién cac quy dinh
ve thu tuc tién hanh cac hoat dong cua du an

¢ Bao cao tinh hinh du an

¢ Quan 1y cac ho so lién quan dén du an

¢ Theo do1, ghi chép, van ban hoa cac ta1 li€u,
hoat dong cua du an

¢ HO tro cac nhan su cua du an dé thuc hién
cac hoat dong hi¢u qua

¢ Tién hanh mua sam nho phuc vu hoat dOng
cua van phong
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V. Quan ly thoi gilan

La viéc thiét 1ap mang cong viéc, xc dinh thoi
glan thuc hién tung cong vi€c cung nhu toan bo du
an va quan ly tien trinh thuc hién cac cong viec du
an trén co SO cac nguon luc cho phép va nhitng
yéu cau veé chat luong da dinh

Muc dich:

Du an hoan thanh dung tho1 han trong pham V1
ngan sach va nguon luc cho phep, dap ing nhing
yéu cau da dinh vé chat luong
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V. Quan ly thoi gian

‘Mang cong viéc

la k¥ thuat trinh bay ké hoach tién do, mo ta dudi
dang so do mo1 quan he¢ li€n tuc gitra cac cong vi€c
da dugc xac dinh ca veé thoi gian va thur tu trudc
sau. Mang cong vi¢c la su no1 két cac cong viec va
cac su kién.

¢ Phuong phap biéu dién mang cong viéc:

- Phuong phap AOA (Activities On Arrows)

- Phuong phap AON (Activities On Nodes)
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s |\V/. Quan ly thoi gian

Ky thudt tong quan va danh gid dw an (PERT va
phuwong phap duong gang CPM)

. Xac dinh cac cong viéc (nhiém vu) can thuc hién

: cua du an.

' Xac dinh moi quan h¢ va trinh tu thuc hién cac cong

viéc.

3. V& so d0 mang cong viéc.

4. Tinh toan tho1 gian va chi phi cho ting cong viec du
an.

5. Xac dinh thot gian du trir cua cac cong vige va su
kién.

6. Xac dinh dudong gang.
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V. Quan ly thoi gian

wong phdp biéu do GANTT va biéu do dwong
chéo

| MBicu @6 GANTT: trinh bay tién trinh thuc té cling nhur ké
, &2 hoach thyc hién cac cong viéc cua du an theo trinh tu

thoi gian nham xac dinh mot tién do hop Iy nhat dé
thuc hién cac cong viéc khac nhau cua du an.

éu d6 duong chéo: biéu do so sanh giita tién do du
kién (ké hoach) vdi tien do thuc té€ thuc hién cac
cong viéc du an, la mot cong cu quan ly tién do.
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VI. Quan ly chat lwong

Quan 1y chat lugng du 4n 1a mot qua trinh
nham dam bao cho du 4n thda man tot nhat
cac yéu cau va muc tiéu deé ra.

Quan 1y chat luong du an bao gom viéc xac
dinh cac chinh sach chat luvong, muc tiéu,
trach nhi€ém va viéc thuc hien ching thong
qua cac hoat dong: l1ap ké hoach chat luong,
kiém soat va bao dam chat lugng trong hé
thong
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VI. Quén 1y chat lwong

Qua trinh quan 1y chat luong du an:

Lap ké hoach chat luwong
Ddm bdo chdt lwong

Kiém sodt chat lwong

ong cu kiém soat: Khung logic
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VI. Quén 1y chat lwong

Cong cu quan 1y chat lwong dw an:
Lwu do6 hay biéu do qud trinh

Biéu do hinh xwong cd

Biéu do Pareto

Bieu do kiem soat thuc hien

Biéu do phdn bo mdt dé
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VI1I. Quan ly rui ro

Quan 1y i1 ro du an la qua trinh nhan dang,
phan tich nhan t6 rti ro, do luong muc do rui
ro, trén co s& do lwa chon, trién khai cac bién
phap va quan 1y cac hoat dong nham han ché
va loai trir rui ro, trong suot vong doi du an.
Quan 1y rui ro 13 viéc chil ddng kiém soat cac
su kién trong tuwong lai dua trén co so két qua
du bao trudce cac su kién xay ra ma khong
phai 1a su phan ing thu dong.
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VI1I. Quan ly rui ro

Chuwong trinh quan ly rui ro:

Xac dinh (nhdn dién) rui ro
Danh gia va do lwong kha nang thiet hai

Phan tich va danh gid mirc do rui ro
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VI1I. Quan ly rui ro

Phwong phap quan ly rui ro:

Neé tranh rui ro
Chdp nhdn rii ro
T bdo hiém

Ngan ngua thiet hai
Giam bot thiét hai

Chuyén dich rii ro

Bao hiem
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(@ VIIL Quan Iy tai chinh

¢ b = B/C: tong thu nhap tang thém tir | dong
chi cho du an
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®  Ché do quan 1y tai chinh

¢ Dinh muc chi

¢ Xay dung ké hoach chi phi

¢ Giam sat viéc thuc hién ke hoach chi phi
¢ Diéu chinh ngan sach

¢ Ché d6 hach toan, ké toan ctia du an

¢ Ché do quan 1y tién mat, tién ngan hang

¢ Hé thong thong tin tai chinh

¢ Kiém tra, kiém soat tai chinh
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