Ké hoach hoat déng CDP - Céng ty TNHH Cap Thoat Nwéc Bac Ninh
CDP - Actionplan - Bac Ninh Water Supply & Sewerage Co. Ltd.

ID Mo ta hoat dong / Description of Activity Chiphi/ | *WWM
Costs 2006 2007 2008 2009 2010
[VNDI H1 H2 | H1 | H2 | H1 | H2 | H1 H2 | H1 | H2

1 | Xay dwng hé thong thoat nwéc do KfW tai tro / Construction of WW-Facilities by
KfW - project

2 1. Cac muc tiéu phat trién cong ty (Trach nhiém: Giam déc) /

Corporate Objectives (In Charge: Director)

1.1 Quan hé déi ngoai / External Relations

1.1.1 Ra soat lai quan hé v&i cac bén hiru quan tryc tiép tai tinh /
Review relations with directly related provincial stakeholders

5 1.1.2 Xac dinh cac yéu té va nhan té quyét dinh /
Defining decisive elements and factors
6 1.1.3 Dé ra va thwc hién cac chién lwgc cai thién quan hé dbi ngoai / 1

Formulate and follow up strategies for improving constrained relationships

1.2 Cac diéu kién khung / Framework Conditions

1.2.1 Phan tich khung phap quy hién hanh, xac dinh cac vuéng mac va dé xuat 1
cai tién / Analyze the prevailing regulatory framework, identify constraints and
formulate proposals for improvements

HHIDM]'

9 1.2.2 Trinh d& xuét v&i cac bén hivu quan, trao ddi, xin phé duyét va hd tro thuc
hién hoat dong cua co quan hiru quan / Submit proposals to stakeholders,
communicate, seek approval

10 1.2.3 Cling cac co quan hiru quan thyc hién triét dé cac dé xuét cta cong ty / I
Follow-up with each related stakeholder the implementation of the company's
proposals

11 1.2.4 Biéu chinh chinh sach noi bo theo cac diéu kién khung da dwoc thay déi /

Adjust internal policy in accordance to changing framework conditions

12 1.3 Tinh tw cha cua céng ty / Corporate Autonomy P

13 1.3.1 Thanh l1ap tb cong tac va xac dinh hé tro bén ngoai / 1002 i
Form an internal task force and identify external support triéu/Mio
14 1.3.2 Xac dinh va hoc tap cac "noi thanh cong" / Identify and study "success 20 2 [
stories" (study tour) triéu/Mio
15 1.3.3 B4 tri kinh phi, tim ¢ van bén ngoai va nghién ctru cac phwong an "hop vie /MZg 1,2 i
leu/IVii

ddng" phu hop / Allocate budget, seek external advisory and study suitable
"contract" options

16 1.3.4 Soan thao va bao cao dé xuét, tranh th sy giup d& va xin phé duyét 1 [
/Prepare and disseminate proposal, seek stakeholder support and approval

17 1.3.6 Thoa thuan va ky hop dong / Negotiate and sign contract |

18 1.4 Cac chinh sach ndi bd / Internal Policies P—————

19 1.4.1 Thanh 1ap t6 cong tac / Establish task force [

20 1.4.2 Ra soat lai cac tai liéu phap ly hién hanh va cap nhat cac chinh sach ndi bd 5 2 [
theo cac quy dinh cla nha nwéc / Review current legal documents and update triéu/Mio
internal policies

21 1.4.3 Phé bién cac chinh sach ndi bo dén cac co quan hiru quan va CBCNV coéng I ]
ty / Disseminate internal policies to stakeholders and company staff

22 1.5 Xi nghiép quan ly nwéc thai / Wastewater Management Department P——

23 1.5.1 Trién khai d& xuat thanh 1ap XNQLNT (hop, héi thdo, tham quan hoc héi / 15 1,2 i
Develop proposal for establishment of the WWM - Department (workshop, trigu/Mio
meeting, study tour)

24 1.5.2 Trinh @& xuat véi UBND tinh BN va xin phé duyét / [
Submit proposal to Bac Ninh Provincial Peoples Committee and seek approval

25 1.5.3 Bé tri co cAu XN, chinh séach va quy ché / 1
Set-up department's structure, policies and regulations

26 1.5.4 Xay dung tru s& méi ctia XN / 500 (] >
Build new department office and procure necessary equipments trigu/Mio

27 1.6 Cac don vi tac nghiép / Operational Units P—

28 1.6.1 Trién khai t& trinh dé thanh lap cac bd phan hoat dong méi / 1 |
Develop proposal for establishment of new operational units

29 1.6.2 Giam déc xem xét, thay dbi va phé duyét t¢ trinh / |
Director reviews, modifies and approves proposals

30 1.6.3 Trinh phé duyét tai S& Xay Dwng va UBND tinh BN / [
Submit and seek external approve by Bac Ninh DOC and PPC

31 1.6.4 Diéu chinh co c4u t6 chirc va soan thao quy trinh tac nghiép chuan / Adjust [

organizational structure and prepare SOP's

32 1.7 Kiém tra, kiém toan ndi bo / Internal Audit P

33 1.7.1 Xéac dinh cac hang muc kiém toan / Defining audit criterions 1 |

34 1.7.2 Dé ra cac tiéu chuan kiém toan va cac quy trinh tha tuc / 1 i)
Formulate audit standards and procedures

35 1.7.3 Cung cépc c4c trang thiét bi theo danh sach dwoc duyét (tham quan hoc 20 1,2 I
hoi) / Provide equipment in accordance to agreed list (study tour) triéu/Mio

36 1.7.4 Soan thao cac ban mé ta céng viéc va phan céng can bd da nang lwc / 1 [
Prepare job descriptions and assign qualified staff

37 1.7.5 Xé&c dinh nhu ciu dao tao va thwc hién (dao tao tai chd va dao tao bén |

ngoai) / Identify training needs and implement training (in-house and external)

38 1.8 Bu dap chi phi - Cac van dé lién quan dén thé ché / P
Cost Recovery - Institutional Considerations

39 1.8.1 Ra soat lai cac quy dinh hién hanh cta nha nwéc / Review existing 152 (e
government regulations (study tour) triéu/Mio
40 1.8.2 Soan thao cac nguyén tac thu hdi chi phi / Formulate principles of cost 1 ]
recovery
41 1.8.3 Bao cdo v&i co quan hiru quan va xin phé duyét / Disseminate to (T
stakeholders and seek approval
42 1.8.4 Ap dung gia bu dap chi phi dwa vao quyét dinh cta cép tinh / (I
Introduce cost covering tariff and the basis of a provincial decision
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Ké hoach hoat déng CDP - Céng ty TNHH Cap Thoat Nwéc Bac Ninh
CDP - Actionplan - Bac Ninh Water Supply & Sewerage Co. Ltd.

ID Mo ta hoat dong / Description of Activity Chiphi/ | *WWM
Costs 2006 2007 2008 2009 2010
'VNDI H1 [ H2 [ H1 [ H2 [ H1 [ H2 | H1 | H2 | H1 | H2
43 1.9 Hé théng théng tin quan ly MIS / Management Information System P——
44 1.9.1 Xac dinhh cac muc tiéu va cac thong sb (dau vao, ngudn di ligu, ddura)sé 5 1,2 T
duwoc thé hién trong hé théng théng tin quan ly / Defining objectives and triéu/Mio
parameter (inputs, data source, outputs) that will be included in the MIS
45 1.9.2 B tri kinh phi, c&r chuyén gia CNTT, thiét ké MIS va soan thdo quy trinhtac 300 1,2 I T
nghiép chuén / Allocate budget, assign IT expert, designing the MIS and produce  [riéu/Mio
SOP
46 1.9.3 Mua sé&m trang thiét bj / Procure equipment 102 i
triéu/Mio
47 1.9.4 Dao tao nhan vién ap dung va van hanh MIS / Training staff to apply and 20 1,2 T T
operate MIS triéu/Mio
48 1.10 Chirng chi ISO 9001 / ISO 9001 Certification R ——
49 1.10.1 Nghién ctru ndi dung I1ISO 9001 / Studying ISO 9001 framework triéu/Mig 2 [m]mb
50 1.10.2 B4 tri kinh phi va tim hd tro bén ngoai / Allocate budget and seek external 200 2 [
support triéu/Mio
51 1.10.3 Ra soat hé théng quan ly chat lwgng hién hanh / (I
Review current quality management support
52 1.10.4 Trién khai cac tiéu chi quan ly chat lwong va quy trinh tha tuc theo ISO [
9001 / Develop quality management criterion and procedure in accordance with
ISO 9001
53 1.10.5 Clr nhan vién quan ly chat lwong ndi bd / Nominate internal quality [
management agent
54 1.10.6 Dao tao nhan vién / Training staff 15 2 |
triéu/Mio
55 1.10.7 Trinh hd so 1ISO 9001 va xin cép ching chi / 102 T
Submit ISO 9001 documentation and seek certification trigu/Mio
56 1.11 Cac tiéu chi chuan vé hiéu qua hoat dong / Performance Oriented P
Management
57 1.11.1 Xé&c dinh céc tiéu chi chuan vé hiéu qua hoat déng / Identification of 1 [
performance benchmarks
58 1.11.2 Lap cac di liéu ban dau (cung véi MIS) / 51,2 [
Establishment of data base (in combination with MIS) trigu/Mio
59 1.11.3 Kiém diém hang thang vé hiéu qua hoat dong va cac két luan diéu chinh T
(néu can thiét) / Monthly verification of performance and conclusions on corrective
actions (if required)
60 1.12 Lam viéc theo nhém va khuyén khich / Team Work and Motivation P ——
61 1.12.1 Xéac dinh nhu cau dao tao/ Identify training needs [
62 1.12.2 Bé tri kinh phi va tim hé tro bén ngoai/ Allocate budget and seek external 1 [
support
63 1.12.3 Ra soat va bd sung cac quy ché va quy trinh thi tuc / Review and [
supplement current regulations and procedures
64 1.12.4 Nang cao trinh d6 CBCNV, hdi thdo / Improve motivation of staff, 20 2 [
WorkShOpS triéu/Mio
65 1.12.5 Phd bién nhiém vu, nang cao tinh nang dong, tinh than trach nhiém, lam (I mmn>
quen va xay dwng trach nhiém giai trinh / Disseminate job tasks, improve job
alertness, increase sense of job responsibility, familarize and build accountability
66 1.12.6 Thwc hién sy tham gia cGa nhan vién va lap ké hoach tir dwdi 1én / T T IO
Develop staff participation and bottom-up planning
67 1.12.7 Thwc hién cac bién phap lam viéc theo nhéom / Develop and introduce 1 mﬂmmﬂmmmmmmmb
team building measures
68 1.12.8 D4y manh viéc Gy quyén cho cép dwdi / Improve delegation of (I
responsibilities to lower staff tiers
69 1.13 Chién lwoc bao vé méi trwong / Environmental Protection Strategy P
70 1.13.1 Thanh 1ap t6 cong tac va xac dinh hd tro bén ngoai / T
Form an internal task force and identify external support
7 1.13.2 B4 tri kinh phi va hop dong hé tro tv bén ngoai / 252 @
Allocate budget and contract external support triéu/Mio
72 1.13.3 Nghién ctru cac yéu cau cla ISO 14000 / Study ISO 14000 requirements 5 2 [
(books, guidelines) triéu/Mio
73 1.13.4 Dé ra va phd bién chién lvgc / Formulate and disseminate strategy [T >
74 1.13.5 Thwe hién chién lwoc theo cac buéc da dwoc duyét / I
Implement strategy in accordance to agreed steps
75 |2. Quan ly tai chinh (Trach nhiém: Trwéng phong Tai Vu) / ¥ {
Financial Management (In Charge: Head of Finance Dept.)
76 2.1 Quan ly tai chinh / Financial Management Yy
77 2.1.1 Thu thap thong tin vé tai chinh/ Collecting information of finance [
78 2.1.2 Ra soat ngudn vén/ Review capitals i
79 2.1.3 Lap quy trinh quan ly tai chinh / Establish processing financial management [
80 2.1.4 Lap ké hoach quan ly tai chinh dai han (3-5 n&m)/ Financial management 1 [
planning (3-5 years)
81 2.1.5 Théng tin phan héi tlr cac phong lién quan/ Feedback information of all D
departments
82 2.1.6 Diéu chinh stra dbi/ Adjustment data 1 O
83 2.1.7 Trinh duyét/ Submit and approve m >
84 2.1.8 Thwc hién/ Implementation @
85 2.2 Quan ly ké toan/ Accounting Management P
86 2.2.1 Thu thap cac thong tw, nghi dinh cta Chinh pha/ Collecting circular, decree 1 |
of Government
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Ké hoach hoat déng CDP - Céng ty TNHH Cap Thoat Nwéc Bac Ninh
CDP - Actionplan - Bac Ninh Water Supply & Sewerage Co. Ltd.

ID Mo ta hoat dong / Description of Activity Chiphi/ | *WWM
Costs 2006 2007 2008 2009
) ) ) ) ) 'VNDI H1 | H2 [ H2 [ H1T [ H2 [ H1 [ H2
87 2.2.2 Thiét 1ap hé thong ké toan theo Quyét dinh s6 15/2006/QD-BTC ngay 1 O
20/3/2006/ Establish new accounting system following decision No
15/2006/QD-BTC dated 20/3/2006 ) ‘ .
88 2.2.3 Nang cap phan mém ké toan (dw kién vao thang 1/2007 va mua phan mém 100 1,2
ké toan clia cdng ty c¢d phan Lac Viét)/ Upgrade accounting software (plan on triéu/Mio
Jan. 2007 and using Lac Viet software with estimated costs of 100.000.000VYND)
89 2.2.4 Thiét lap cac trung tdm doanh thu va chi phi/ Establish revenue and cost
center
90 2.2.5 Thwc hién/ Implementation
91 2.2.6 Thué kiém toan/ Auditing rental 0 triéu/Mio 1,2
92 2.3 Huy doéng von/ Mobilization of capital )
93 2.3.1 Xac dinh nhu cau vdn/ Identify capital needs 1 [ >
94 2.3.2 Lap ké hoach huy déng vén/ Mobilization of capital planning 1 ]
95 2.3.3 Trinh duyét/ Submit and approve (]
96 2.3.4 Thyc hién/ Implementation |
97 2.3.5 banh gia hiéu qua/ Performance evaluation 1
98 2.4 Thiét lap biéu gia/ Tariff setting )
99 2.4.1 Thu thap di¥ liéu v&i sy hd tre cia UBND tinh/ Data collection
100 2.4.2 Tinh va lap co cAu gia dich vu nwéc thai/ Restructuring & Calculating T T
wastewater tariff
101 2.4.3 Xay dwng 16 trinh tang gia nwéc thai/ Develop road map "Raise gradually 1 |
wastewa}er tariff"
102 2.4.4 Tham dinh gia nwéc thai/ Appraising wastewater tariff |
103 2.4.5 Trinh UBND tinh duyét/ Submit and approve (by PPC)
104 2.4.6 Thuc hién/ Implementation
105 2.4.7 Banh gia hiéu qua va diéu chinh/ Performance evaluation 1 e
106 2.5 Co cAu té chirc/ Organizational structure e ———
107 2.5.1 Ra soat co' cau td chirc hién tai/ Review current organizational structure |
108 2.5.2 M6 ta cong viéc/ Job descriptions |
109 2.5.3 Lap phwong an t6 chirc m&i/ Set up new organization |
110 2.5.4 Trinh ban giam déc duyét/ Submit and approve [
111 2.5.5 Thuwc hién/ Implementation |
112 2.6 Dao tao chuyén mén nghiép vu/ Training P
113 2.6.1 Xac dinh nhu cau dao tao/ Identify training needs [
114 2.6.2 Xac lap ké hoach dao tao/ Training planning [
115 2.6.3 Thiét 1ap chuong trinh dao tao/ Set up training programme |
116 2.6.4 Kinh phi dao tao/ Allocate budget for training 50 1,2 [
triéu/Mio
117 2.6.5 Trinh duyét/ Submit and approve 1 i
118 2.6.6 T4 chirc thye hién/ Implementation |
119 2.6.7 Banh gia hiéu qua/ Performance evaluation 1 |
120 |3. Quan ly khach hang (Trach nhiém: Trwéng phong Quan ly khach hang) / ¥ j
Customer Relation Management (In Charge: Head of Customer Dept.)
121 3.1 Cac chinh sach & B6 phan cham séc khach hang / Policy & Customer Care
Unit
122 3.1.1 Soan thdo céac chinh sach vé& Quan hé khach hang va cac dé xuét cho Bo 1 mm
phan cham so6c khach hang / Prepare CRM Policy and proposal for CCU
123 3.1.2 Trinh duyét / Submit proposal for approval [
124 3.1.3 Co céu lai va tuyén dung nhan vién / Restructure and assign staffs i
125 3.1.4 Cung cép céc trang thiét bi / Provide equipment & facilities triéu/MZig 2 E
126 3.1.5 Xay dwng qui trinh hoat déng chuén vé& cham séc khach hang / 1 [
Develop standard operational procedures (SOP) for customer care
127 3.1.6 Tién hanh hoat déng, giam sat va danh gia hiéu qua ctia bé phan cham soc
khach hang / Implement, monitor and evaluate the efficiency of the CCU
128 3.2 Nang cao trinh dé chuyén mén / Staff Competence PEEEEE——_—
129 3.2.1 Danh gia nhu cau dao tao / Assess training needs
130 3.2.2 Lén ké hoach va cac phuong phap dao tao / Develop the training plans & 1
methods
131 3.2.3 Tién hanh dao tao: m&i chuyén gia, t6 chirc cac khoa hoc trén I&p, tham 50 1,2
quan hoc tap / Implement training: invite experts, organise classroom training triéu/Mio
courses & study tours
132 3.2.4 Banh gia hiéu qua dao tao / Evaluate the efficiency of training [ ]
133 3.3 Diéu tra sw hai long cua khach hang va céng déng /
Customer Satisfaction & Community Surveys
134 3.3.1 Xac dinh muc tiéu clia cudc dieu tra / Define survey objectives
135 3.3.2 Lap bang héi / Design questionnaires
136 3.3.3 Lap ké hoach diéu tra / Set up survey plan
137 3.3.4 Thu thap va phan tich sb liéu / Collect and analyse data triéu/l1\/|0i2 1,2
138 3.3.5 Viét bao céo vé cac két qua diéu tra / Write reports of survey results triéu/Mﬁg 1,2
139 3.3.6 Viét cac dé xuét thay dbi / Design required changes 1
140 3.3.7 Trinh giam déc duyét / Approval by Director
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ID Mo ta hoat dong / Description of Activity Chiphi/ | *WWM
Costs 2006 2007 2008 2009 2010
'VNDI H1 [ H2 [ H1 [ H2 [ H1 [ H2 | H1 | H2 | H1 | H2
141 3.4 Chinh sach cham so6c khach hang / Customer Care Policy P——
142 3.4.1 Thanh lap tb cong tac / Set up policy designing team [
143 3.4.2 Viét ban thao / Write draft policy 1 [
144 3.4.3 LAy y kién déng gép / Undertake consultation (i
145 3.4.4 Hoan chinh / Finalize policy 1 [
146 3.4.5 Phé duyét cua lanh dao, ban hanh va thwc hién / Approval by Director, E
disseminate and implement
147 3.5 Nang cao nhan thirc cong dong / Public Awareness Campaigns P
148 3.5.1 Xac dinh cac muc tiéu va phwong phap / Define objectives and methods 1 ([
149 3.5.2 Thiét ké t& roi va bién quang cao / Design leaflets and posters
150 3.5.3 In va phan phat cac t& roi va quang cao / Print & distribute leaflets and 100 2 | ]
posters triéu/Mio
151 3.5.4 Tuyén truyén trén cac phwong tién théng tin dai ching / Disseminate 100 1,2 (I T mmHmnnnnnmnn>
through mass media triéu/Mio
152 3.5.5 In va phan phat ban tin ciia cong ty / Print & distribute the company's 100 1,2 IR AR ARRRR R RRRRR R ARARRE ]]]]HH]]HHHHHHHH]HH]H>
newsletters triéu/Mio
153 3.5.6 Két hop voi chinh quyén va cac tb chirc xa hoi thye hién chwong trinh nang 1 (T I, 11111111111111111111111111111>
cao nhan thirc cong dong / Cooperate with local authorities/social organizations
to carry out public awareness campaigns
154 3.5.7 Két hop voi cac trwong hoc va cac t6 chirc lién quan thwc hién chwong 1 (I WWWWWWD
trinh giao duc cdng dong / Cooperate with related schools/organizations to carry
out public education programs
155 3.5.8 Danh gia hiéu qua cac hoat ddng nang cao nhan thirc cong dong/ Assess 1 O T ]H]]]]]]HHHHHH]HHHH]H>
the efficiency of public awareness raising activities
156
157 | 4. Quan ly tai san (Trach nhiém: PGP QLDA )/ Asset ¥ g |
Management (In Charge: Vice-Director Project Management)
158 4.1 Chirc nang va co cau quan ly / Management Structure & Function P——
159 - Tham quan hoc héi / Study tour 30 1,2 o
triéu/Mio
160 - Nghién clru va Ra soat cac quy dinh hién hanh / Study and review existing (]|
regulation
161 - Soan thao dé an xay dwng co cau té chirc quan ly cia XNTN / 1 (mm
Prepare report on management structure & organization of WWM Division
162 - Trinh duyét / Submit for approval O
163 - Trién khai thyc hién / Ready for implementation |
164 4.2 Mb ta cong viéc / Job Description P——
165 - Xac dinh chirc nang va nhiém vu cla cac thanh vién trong XNTN / 1 m
Define function and duties of staff in wastewater division
166 - B4 tri tw van / Assign Advisor 0 2 ]
triéu/Mio
167 - Soan thdo mo ta cong viéc / Prepare job description 1 E
168 - Hoan thién va trinh phé duyét / Complete and Submit for approval [
169 4.3 Ly lich/CV P——
170 - Nghién ctru cac mau ly lich hién hanh / View existing CV formats 1 O
171 - Soan thao ly lich / Establish CV's D]]]]]]]I]]]]]]]]]]]j>
172 4.4 Tuyén dung nhan vién / Staff Recruitment P——
173 - Kiém tra va danh gia cac nhan sy hién cé ctia XNTN / 1 0
Review and assess staff of wastewater division
174 - Banh gia va xac dinh nhu cau tuyén dung / Assess staff recruitment needs E
175 - Soan thao quy ché tuyén dung / Prepare regulation of recruitment |
176 - Tuyén dung / Recruitment [ >
177 4.5 Pao tao / Training PE—————
178 - Banh gia nhu cau dao tao / Training needs assessment il
179 - Xac dinh nhu cau dao tao / Determine training needs |
180 - Chuén bj phwong phap, ké hoach va cac tai liéu cho dao tao / [
Prepare training method, planning and material
181 - Xay dwng va thiét lap cac méi quan hé dao tao vé&i tw van / [
Identify and establish training relation with consultants
182 - Qua trinh dao tao (nhdm mang lw&i, nhédm NMXL, nhém thi nghiém) / 200 1,2 [
Training process (collection, ww treatment plant and laboratory) triéu/Mio
183 - Banh gia két qua dao tao / Assess training course 1 O
184 4.6 Chat lwong dich vu / Service Standard R ——
185 - Thanh lap nhém / Establish team O
186 - Nghién ctru céc tiéu chuén hién hanh va danh gia diéu kién hién tai /Review e
existing standards and assess existing situation
187 - Soan thao tiéu chuén dich vu / Prepare service standards 1 [ ]
188 - Tham khao y kién, hoan thién va trinh duyét / Consultation, completion and (I
submit for approval
189 - Danh gia va diéu chinh / Assessment and adjustment
190 4.7 Quan ly lwu lwong vao céng / Sewer Inflow Management P
191 - Thanh 1ap ddi quan ly Iwu lwong / Establish sewer inflow management team =
192 - Xay dwng quy trinh thd tuc quan ly / Establish management procedure 1 M
193 - Dao tao / Training 60 1,2 |
triéu/Mio
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194 - Theo doi, giam sat, kiém tra xt ly va phan hoéi / monitor, update, treat and feedbe
195 4.8 Quan ly rii ro / Risk Management
196 - Hoc héi kinh nghiém / Study tour 30 2 O
triéu/Mio
197 - Xac dinh rui ro / Define risks 1 E@
198 - Xay dwng ké hoach phong chéng ri ro / Plans for risk prevention 1 ]

199 - Giam sat va theo ddi / Monitor T >

200 4.9 Quy trinh van hanh chuén cho céng tac van hanh & bao dwéng / P

SOPs for Operation & Maintenance

201 - Nghién clru céc tiéu chuan hién hanh / Review existing standards [
202 - Xé&c dinh day chuyén cong nghé / Define technical diagram e /M60 1,2 ]
riéu/Mio
203 - Thué tw vén / Hire consultants 40 2 T ]
triéu/Mio
204 - Soan thdo cac quy trinh van hanh chuén cho céng tac VH&BD ctia cac hang 1 |
muc / Prepare SOPs for operation of facilities
205 - Trinh duyét / Submit for approval O
206 - Panh gia va hiéu chinh cho phu hop véi thwe té / Assess and adjust proper I

SOPs to real situation

207 4.10 Bao cao / Reporting

208 - Xay dwng hé théng mau bao céo / Establish reporting formats system [
209 - Nghién ctru va mua phan mém quan ly bao céo / 70 1,2 i
Study and buy software for managing of report system triéu/Mio
210 - Thwce hién / Implementation (RRRRRREEERARRRRRRREERARRRRRRRRRRRRRRY
211 - Téng hop va lwu triy tai liéu / Synthesis and store data ARARRAREARRRA R RARRA AR RARY
212
213 |5, Lap ho so tai san (Trach nhiém: Phé Giam Béc QLDA) / ¥ 3
Asset Documentation Center (In Charge: Vice-Director Project Management)
214 5.1 Hoat déng chung / General Tasks P
215 5.1.1 Chi dinh ngudi Ianh dao trung tdm (Trung tdm hd so tai sén) / Appoint head O
of ADC
216 5.1.2 Lap k& hoach ngan sach / Budget allocation [
217 5.1.3 Phéi két hop véi KIW / Coordination with KfW 1 (T >
218 5.2 Chinh sach vé lap ho so tai san / Policy on Asset Documentation
219 5.2.1 Thiét ké co cAu tb chirc va quan ly cua trung tam / 1 mm
Design organizational and managerial structure of ADC
220 5.2.2 Thiét lap noi quy va quy trinh hoat déng / Establish regulations & 1 [
procedures
221 5.2.3 Xay dung sb tay va quy trinh hoat dong tiéu chuan (SOP) / 1 Y
Prepare asset documentation manual and standard operation procedures (SOPs)
222 5.2.4 Thiét 1ap hé théng QL chét lwong va hé théng Theo dai & Panh gia / 1 I
Set-up quality management and M&E system
223 5.2.5 Thiét lap hé théng bao céo / Set-up reporting system 1 ]
224 5.3 Chuan bi co’ s& vat chat va thiét 1ap hé thong / Physical Preparation & PE————
Set-up
225 5.3.1 Chuéan bi van phong lam viéc / Prepare office space [
226 5.3.2 Thué tw van va thiét 1ap hé thdng / Hire advisor and set-up system (] >
227 5.3.3 Mua phan cirng, phan mém va céc thiét bj khac / 150 2 [
Purchase hardware, software and other equipment triéu/Mio
228 5.4 B6 tri can bo / Staff Allocation Py
229 5.4.1 Soan thdo ban md ta cong viéc va mau so yéu ly lich cho tirng vi tri / 1 O
Prepare job descriptions & CVs for each position
230 5.4.2 Tuyén dung nhan vién vao cdc vi tri: (i) doi thu thap di liéu/ hién truwong; (ii) EE
doi quan ly di¥ liéu/ nhan vién may tinh / Recruit staff for: (i) data gathering /field
team; (ii) data management /computer operator
231 5.5 Dao tao / Training P—y
232 5.5.1 Danh gia nhu cau dao tao phéi két hop chat ché véi tw van / 1 O
Training needs assessment in close cooperation with external advisor
233 5.5.2 Xay dwng chwong trinh va ké hoach dao tao, xac dinh phuwong phap dao 1 @
tao / Prepare training programs and plans, identify training methodology
234 5.5.3 Tién hanh dao tao va cac khoa hoc bdi dwdng chuyén mén nghiép vu / 120 1,2 [ ]
Implement training & refresher courses triéu/Mio

235 5.6 Thu thap dir liéu / Data Gathering ﬁ

236 5.6.1 Tai san hién c6 / Existing assets ]
237 5.6.2 Chuyén giao di¥ liéu tai sdn méi (tr hop phan do KfW thwc hién) / [ ]
Transfer data of new assets (funded by KfW)
238 5.6.3 D liéu van hanh va bao duwdng / Routine O&M data entry
239 5.6.4 Dir liéu kho bai va hang héa ton kho / Warehouse and inventory data
240 5.7 Bao cao / Reporting
241 5.7.1 Thiét 1ap mau béo céo va dir liéu yéu cau / Establish formats and data 1 [
requirements
242 5.7.2 Chuéan bj bdo cdo tinh trang tai sdn hang thang / Prepare monthly status
reports
243 |6. Quan ly nguén nhan lwc (Trach nhiém: Trwéng phong TCHC) / ¥
Human Resource Management (In Charge: Head of Personal & Admin. Dept.)
244 6.1 Chinh sach QL Nguén nhan lwc / Human Resource Management Policy
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245 6.1.1 Lap t0 ra soat / Assign reviewing team 1 [Em
triéu/Mio
246 6.1.2 Banh gia chinh sach QLNNL hién c6 / Assess existing HRM policy e /M_3 1 |
rieu/Mio
247 6.1.3 Tiénh hanh cac nghién ctru so sanh / Conduct comparative studies e /N‘I%O 2 o
rieu/Mio
248 6.1.4 Phac thdo khung chinh sach cai thién cho céng tac QLNNL / Draft improved 21 il
HRM policy framework trigu/Mio
249 6.1.5 Trinh duyét va soan thao khung chinh sach cubi cung / Seek approval and 1 ([
prepare final policy framework trigu/Mio
250 6.1.6 Soan thdo ban hwéng dan thwe hién chinh sach / Draft HRM policy 1 [
implementation guidelines triéu/Mio
251 6.1.7 Trinh duyét va soan thdo ban hwéng dan thuc hiéchinh sach cudi cung / L |
Seek approval and prepare final HRM policy implementation guidelines triéu/Mio
252 6.1.8 Phé biénnoi bo va thwc hién / Disseminate internally and implement triéu/M1i<1) I RRRRRR A RRRRRR AR
253 6.2 Yéu cau cong viéc cho phong TCHC / L o
Job Requirements for Human Resource Department
254 6.2.1 Xay dwng mo ta céng viéc va ly lich cho tieng vi tri / 21 [
Establishing job description for each job title & CVs trigu/Mio
255 6.2.2 So sanh y&u cau cong viéc véi ly lich / Comparing job requirements with 3 O
CV's triéu/Mio
256 6.2.3 Dé xuat dao tao nhan vién dé dap ng yéu cau cong viéc hodc bd tri lai 5 O
nhan vién/ Propose staff training to meet job requirements or reallocate staff triéu/Mio
257 6.3 Dao tao nhan vién cho toan céng ty / Staff Training
258 6.3.1 Danh gia nhu ciu dao tao / Training Needs Assessment 20 1
triéu/Mio
259 6.3.2 Lap ké& hoach dao tao va bb tri ngan sach / Training plan preparation & 200 1
budget allocation trigu/Mio
260 6.3.3 Lwa chon hinh thirc t6 cuhtrc dao tao / Training organization selection triéu/MZig 1
261 6.3.4 Thyc hién dao tao / Training implementation triéu/‘;ﬁoig 1,2 (T T |>
262 6.3.5 Banh gia hiéu qua dao tao / Training efficiency assessment ia /N‘I%O 1
rieu/Mio
263 6.4 Hé théng théng tin QLNNL / —
Personnel Management Information System (PMIS)
264 6.4.1 Xac dinh loai théng tin, biéu mau va thiét 1ap hé théng / 15 i
Determining types of information, formats & set-up of system triéu/Mio
265 6.4.2 Thu thao di liéu tir tt ca cac phong ban / Collection of data from B (I
departments trigu/Mio
266 6.4.3 Thiét 1ap hé thdng phan cirng va phan mém / Set-up hardware & software triéu/ﬁ/loig 1,2 i
267 6.4.4 Lwu trir va xt ly di¥ liéu / Data storage and processing triéu/Nrig 1 (T T LTI
268 6.4.5 Cap nhat hé théng thong tin / System information updating ia /M.S 1 (AR ARSI
rieu/Mio
269 6.4.6 Bao cao hang thang, hang nam / Monthly & annual reports e /M'g
1leu/ivil
270 6.5 Quy ché khen thwéng / Incentive Regime P
271 6.5.1 Ra soat cac quy ché / Reviewing regulation i
272 6.5.2 Stra dbi va cai tién cac quy ché / Modify and improve regulation i)
273 6.5.3 LAy y kién déng gop / Gathering feedback information ]
274 6.5.4 Soan thdo quy ché méi/ Draft new regulation 1 [
275 6.5.5 Trinh duyét va hoan thién quy ché méi / Seek approval & prepare final (T
regulation
276 6.5.6 Phd bién noi bo va thuwc hién / Disseminate internally & implement
277 6.6 Van héa va biéu twong cong ty / Company Culture & Corporate Identity P
278 6.6.1 Xac dinh céc tiéu chuan va gia tri / Define criteria & values [
279 6.6.2 Ra soat cac quy ché / Review regulations [
280 6.6.3 Hoc hai kinh nghiém clia cac cong ty khac (Tham quan hoc héi) / Consulting 80 1,2 O
other companies experiences (study tours) triéu/Mio
281 6.6.4 LAy y kién dong gop / Gather opinions and suggestions
282 6.6.5 Soan thao chinh sach / Draft policy 1 [
283 6.6.6 Trinh duyét va hoan thién quy ché méi / Seek approval and prepare final [
regulation
284 6.6.7 Phd bién ndi bd va thuc hién (hdi thao) / Disseminate internally and 21 1,2 I >
implement (workshops) trigu/Mio
285 6.6.8 Banh gia va giam sat / Appraise & monitor [T
286 6.7 An toan lao déng / Labor Safety P
287 6.7.1 Phan tich tai nan lao dong / Analyse labor accidents [
288 6.7.2 Danh gia cac yéu cau vé an toan lao ddong cho méi loai hinh cong viéc / [
Evaluate safety requirements for each kind of job
289 6.7.3 Ra soat chinh sach / Review policy i
290 6.7.4 Lap ké hoach va Pao tao vé an toan lao déng / Labor safety training plan & [
implementation
291 6.7.5 Mua sam cac trang thiét bi an toan lao ddng / Supplement labor safety [
equipment
292 6.7.6 Chi dinh va dao tao nhan vién / Appoint & train internal labor safety supervisi [
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293 6.7.7 Giam sat cac dieu kién vé an toan lao déng / Monitor labor safety conditions
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