Ké Hoach PTCT - Ké hoach hoat déng - Céng ty CTDT Séc Tring
CDP - Actionplan - Soc Trang Urban Public Works Company

Pénggép | Vébn
cla dv an ngan
/ WWM sach /
Constr. Costs
(VVND)

Bat dau /
Start

2005 | 2006 | 2007 | 2008 | 2009 | 2010 | 2011 | 2012 | 2013

H1|H2|H1[H2[H1|H2|H1[H2|H1|H2|H1[H2[H1|H2[H1[H2|H1|H2

ID Mo ta cac hoat dong / Description of Activity
1 |XAY DUNG CAC CONG TRINH THOAT NUO'C (KFW) /
CONSTRUCTION OF WASTEWATER FACILITIES (KFW COMPONENT)
2
1. CAC MUC TIEU PHAT TRIEN CONG TY (CHIU TRACH NHIEM: GbB) /
CORPORATE OBJECTIVES (IN CHARGE: DIRECTOR)
4 1.1 CONG TAC DOI NGOAI /| EXTERNAL RELATIONS
5 1.1.1 Phan céng ngwdi phu trach / Assign responsible staff
6 1.1.2 Soan thao ké hoach / Prepare plan
7 1.1.3 Léy y kién ndi bd va cac bén hivu quan / Internal and stakeholder's comments
8 1.1.4 Duyét va thi hanh / Approval and implementation
9 1.1.1 Quan ly cac méi quan hé v&i cac bén hiru quan / Stakeholders Relation Management
10 - Phan céng ngwdi phu trach / Assign responsible staff
11 - Soan thao ké hoach / Prepare plan
12 - Léy y kién noi bd va cac bén hiru quan / Internal and stakeholder's comments
13 - Duyét va thi hanh / Approval and implementation
14 1.1.2 Nang cao thwong hiéu cong ty / Company Trademark Improvement
15 - Phan céng ngwdi phu trach / Assign responsible staff
16 - Soan thado ké hoach / Prepare plan
17 - Léy y kién noi bd va cac bén hiru quan / Internal and stakeholder's comments
18 - Duyét va thi hanh / Submit for approval and implementation
19 1.2 KHUNG PHAP QUY / REGULATORY FRAMEWORK
20 1.2.1 Chinh sach thiét lap gia / Policy on Tariff Setting
21 - Thanh lap t4 cong tac / Establish taskforce
22 - Dy thao chinh séach / Draft policy
23 - Ho6i thao ndi bo / Conduct internal workshop
24 - Hoi thdo chuyén dé cac bén hiru quan / Conduct thematic workshop with stakholder participation
25 - Trinh duyét va thi hanh / Submit for approval and implemenation
26 1.2.2 Thu tién khach hang / Customer Tariff Collection
27 - Phan céng ngwdi phu trach / Assign responsible staff
28 - Soan thao 16 trinh / Establish the route on customer tariff collection
29 - Léy y kién noi bd va cac bén hiru quan / Internal and stakeholder's comments
30 - LAy y kién cép trén / Consulation with higher level
31 - Trinh duyét va thi hanh / Submit for approval and implemenation
32 1.2.3 Chién lwoc van dong tuyén truyén thu tién nwéc thai /
Strategy on Wastewater Tariff Collection Campaign
33 - Phén céng nguwdi phu trach / Assign responsible staff
34 - Soan thao chién lwoc / Develop strategy
35 - Ho6i thdo ndi bo / Conduct internal workshop
36 - Trinh duyét va thi hanh / Approval and implemenation
37 - Dao tao / Training
38 1.2.4 Ky hop dong véi UBND Tinh / Contract with PPC
39 - Soan thao hop di“:\ng / Draft contract
40 - Ky két hop ddng / Sign contract
41 - Thue hién / Implementation
42 1.2.5 Chirc néng kiém tra giam sat bén ngoai / External Supervisory Functions
43 - Soan thao chirc nang / Formulate functions
44 - Trinh duyét va thwc hién / Submit for approval and implementation
45 1.2.6 Quyén han quan ly / Management Authority
46 - Soan thao / Formulate regulations
47 - Trinh duyét va thwc hién / Submit for approval and implementation
48 1.2.7 Chinh sach thay thé tai san / Asset Replacement Policy
49 - Soan thao chinh sach / Formulate policy
50 - Trinh duyét / Submit for approval
51 - Thue hién / Implementation
52 1.2.8 Loai hinh céng ty-Cong ty TNHH 1 thanh vién /
Company' §tatus - One Member Limited Company
53 - Lap 6 céng tac / Establish taskforce
54 - Soan thdo dé an / Prepare proposal
55 - Hoéi thdo / Conduct worskhop
56 - LAy y kién ndi bo / Internal comments
57 - Trinh duyét va thyc hién / Submit for approval and implementation
58 1. 3. QUY CHE VA CHiNH SACH NOI BO / INTERNAL POLICIES & REGULATIONS
59 1.3.1 Xay duwng ké hoach quan ly theo muc tiéu / Management by objectives
60 1.3.2 Xay dwng chinh séach phat trién kinh doanh / Formulate business development policy
61 1.3.3 Xay dwng tiéu chuan dich vu / Establish service standards
62 1.3.4 Xay dung tiéu chi chuén vé hiéu qua hoat dong clia cong ty / Establish performance benchmarks
63 1.3.5 Quan ly chat lwgng / Quality management
64 1.3.6 Xay dwng va dwa vao str dung MIS / Setting up and operate MIS
65 1.3.7 Xay dwng quy ché kiém tra ndi bo / Formulate internal audit regulation
66 1.3.8 Xay dwng ché do trach nhiém giai trinh / Establish accountability regime
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ID M6 ta cac hoat dong / Description of Activity Pénggép | Vébn Bat dau /
cladwan| ngan Start
/ WWM sach/
Constr. Costs 2005 | 2006 | 2007 | 2008 | 2009 | 2010 | 2011 | 2012 | 2013
(VND) H1[H2[H1[H2|H1[H2|H1[H2|H1[H2[H1[H2[H1[H2[H1[H2[H1[H2
67 1.4 CO' CAU TO CHU'C LAI CONG TY / RESTRUCTURING OF COMPANY Mon 7/3/06
68 1.4.1 Xay dwng cac chirc nang va nhiém vu quan ly / Functions & duties of management Mon 7/3/06
69 1.4.2 Xay dwng va co cAu tb chirc lai cong ty / Restructuring the company Mon 7/3/06 [
70 1.4.3 Xay dwng quy trinh thd tuc ndi bd / Establish internal procedure and regulations Mon 1/1/07 m
71 1.4.4 Xay dung va td chirc so' db lubng / Establish flow charts Mon 7/2/07 ==
72
73 |2. QUAN LY TAI CHINH (TRACH NHIEM: TRUONG PHONG TAI CHINH KE TOAN) / Mon 1/1/07 Pu——y
FINANCIAL MANAGEMENT (IN CHARGE: HEAD OF FINANCE & ACCOUNTING DEPARTMENT)
74 2.1 QUAN LY TAI CHIiNH / FINANCIAL MANAGEMENT Mon 1/1/07
75 2.1.1 Thu thap thdng tin tai chinh / Collect financial information Mon 1/1/07 [
76 2.1.2 Banh gia quan ly tai chinh / Assess financial management Mon 1/1/07 [
77 2.1.3 Lap quy trinh quan ly tai chinh / Establish procedures for financial management Mon 1/1/07 [
78 2.1.4 Lap ké hoach quan ly tai chinh dai han (3-5 nam) / Mon 7/2/07 =3
Establish long-term fina}ncial management plan (3-5 years)
79 2.1.5 Thong tin phan hoi tir cac phong ban lién quan / Get feedback from all departments Mon 7/2/07 =
80 2.1.6 Diéu chinh stra déi / Adjust data Tue 7/10/07 e
81 2.1.7 Trinh duyét / Submit to BOM and PPC for approval Mon 7/2/07 =
82 2.2 QUAN LY KE TOAN / ACCOUNTING MANAGEMENT Mon 1/1/07
83 2.2.1 Nang cap phan mén ké toan / Upgrade accounting software Wed 1/3/07 |
84 2.2.2 Thiét lap trung tdm doanh thu va chi phi / Establish revenue and cost center Mon 1/1/07 |£|
85 2.2.3 Danh gia va diéu chinh / Evaluation and adjustment Mon 1/1/07 =
86 2.2.4 Lap bao cao tai chinh / Prepare financial report Wed 1/3/07 |
87 2.3 THIET LAP BIEU GIA / TARIFF SETTING Mon 1/1/07
88 2.3.1 Nghién ctru van ban phap ly va thu thap di liéu / Study legal documents and collect data Mon 1/1/07 )
89 2.3.2 Tinh va lap co cAu gia dich vu nwéc thai / Mon 1/1/07 =
Calculate wastewater tariff and establish tariff structure
90 2.3.3 Xay dwng 16 trinh tang gia nwéc thai / Build the route to raise gradually wastewater tariff Mon 7/2/07 [
91 2.3.4 Tham dinh gia nwéc thai / Appraise wastewater tariff Tue 1/1/08 ]
92 2.3.5 Trinh UBND Tinh va ra quyét dinh / Submit to PPC for approval and decision making Tue 1/1/08 [
93 2.4 QUY TRINH THU NGAN / CASH COLLECTION PROCESS Mon 7/2/07
94 2.4.1 Phan loai khach hang / Classify customers Mon 7/2/07 [
95 2.4.2 Xay dwng quy trinh thu ngan / Establish cash collection process Mon 7/2/07 =
96 2.4.3 Trinh UBND Tinh duyét / Submit to PPC for approval Mon 7/2/07 Ea
97 2.4.4 Lap td thu ngan / Establish cash collection team Tue 1/1/08 ]
98 2.5 CO CAU TO CHUC VA DAO TAO / ORGANIZATIONAL STRUCTURE AND TRAINING Mon 1/1/07
99 2.5.1 Co’ ciu té chirc / Organization Structure Mon 1/1/07 —q
100 - Ra soat co’ cau hién tai / Review current organizational structure Mon 1/1/07 [
101 - Xay dwng ban mo ta cong viéc / Prepare job descriptions Mon 7/2/07 =
102 - Trinh duyét ban giam dbc va tuyén dung / Submit to BOM for approval and recruitment Tue 1/1/08 [
103 2.5.2 Pao tao / Training Mon 7/2/07
104 - Xac dinh nhu cu dao tao / Define training needs Mon 7/2/07 =
105 - Lap k& hoach dao tao / Establish training plan Mon 7/2/07 =
106 - Trinh Ban giam déc phé duyét va thyc hién / Submit to BOM for approval and implement training Mon 7/2/07 [
107
108 |3. QUAN LY KHACH HANG (TRACH NHIEM: PHONG CSKH) / Mon 7/2/07 P
CUSTOMER MANAGEMENT (IN CHARGE: HEAD OF CUSTOMER DEPARTMENT)
109 3.1 CHINH SACH CHAM SOC KHACH HANG / CUSTOMER CARE POLICY Tue 1/1/08 ~
110 3.1.1 Xac dinh tiéu chi khuyén khich / Define criteria Tue 1/1/08 |
111 3.1.2 Xac dinh hinh thirc khuyén khich / Define form Tue 1/1/08 T
112 3.1.3 Xac dinh déi twong khuyén khich / Define objects Tue 1/1/08 |
113 3.1.4 Xac dinh thei diém khuyén khich / Define time Tue 1/1/08 T
114 3.1.5 Xac dinh ngudn kinh phi / Define budget sources Tue 1/1/08 |
115 3.1.6 Trinh duyét va thwc hién / Submit for approval and implement Tue 1/1/08 |
116 3.2 THANH LAP PHONG CHAM SOC KHACH HANG / CUSTOMER CARE UNIT Mon 7/2/07 ..
117 3.2.1 Xay dwng de an / Write proposal Mon 7/2/07 =
118 3.2.2 L4y y kién cac phong ban / Seek consultation from other departments Mon 7/2/07 =
119 3.2.3 Lwa chon nhan s / Select staff Mon 7/2/07 =
120 3.2.4 Trinh duyét & thuc hién / Submit for approval and implement Mon 7/2/07 =
121 3.3 QUAN LY KHIEU NAI CUA KHACH HANG / COSTUMER COMPLAINT MANAGEMENT Mon 7/2/07 .q
122 3.3.1 Thu thap théng tin tlr cac phong doéi / Collect data from all departments / teams Mon 7/2/07 =
123 3.3.2 Xay dwng quy trinh / Develop procedure Mon 7/2/07 =
124 3.3.3 L4y y kién tir cac phong ban/ Get feedback from all departments / teams Mon 7/2/07 =
125 3.3.4 Trinh duyét va thuc hién / Submit for approval and implement Wed 12/26/07 [
126 3.4 NANG CAO NANG LU'C CAN BO PHONG CHAM SOC KHACH HANG /| STAFF COMPETENCE Tue 1/1/08 ~
127 3.4.1 Banh gia nhu cau dao tao / Assess trainning needs Tue 1/1/08 ]
128 3.4.2 Lap k& hoach dao tao / Develop training plan Tue 1/1/08 ]
129 3.4.3 Dy tru kinh phi dao tao / Budget for training Tue 1/1/08 ]
130 3.4.4 Trinh duyét va thuc hién / Submit for approval and implement Wed 7/2/08 |
131 3.4.5 Danh gia két qua dao tao / Assess training results Tue 1/1/08 [ I
132 3.5 KHAO SAT Si THOA MAN CUA KHACH HANG / CUSTOMER SATISFACTION SURVEY Tue 1/1/08 ~
133 3.5.1 Xac dinh muc tiéu / Define objectives Tue 1/1/08 ]
B;Otﬁc_}jgg%%’/‘ép's'r‘draﬂ final Hoat dong / Task ] Gian doan/Intermittant ~ Téng thoi gian / Summary {———

Déng gép | Contributions: 070123-Final Draft-Action Plan ST-EN&VN-final
1 = Dy an déng gép vé chuyén mon / WWM Expertise 2
2 = Dy an dong gop kinh phi (sé tinh cu thé sau) / WWM Budget Contribution (exact amount subject to clarification)
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ID M6 ta cac hoat dong / Description of Activity Pénggép | Vébn Bat dau /
cladw an| ngan Start
/ WWM sach /
Constr. Costs 2005 | 2006 | 2007 | 2008 | 2009 | 2010 | 2011 | 2012 | 2013
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134 3.5.2 Xac dinh d6i twgng / Define targets Tue 1/1/08 e
135 3.5.3 Lap phiéu khao sat / Design questioNnaires Tue 1/1/08 T T
136 3.5.4 Thu thap sb liéu / Collect data Tue 1/1/08 e
137 3.5.5 Phan tich sb liéu / Analyse data Fri 2/1/08 T
138 3.5.6 Thiét lap cac chi s6 thanh cong / Establish sussess indicator Thu 5/1/08 |
139 3.5.7 Phéac thao nhirng thay ddi can thiét / Design necessary changes Mon 6/2/08 ]
140 3.6 CO' SO DU LIEU KHACH HANG / CUSTOMER DATA BASE Tue 1/1/08 ~
141 3.6.1 Thiét ké& biéu mau quan ly khach hang / Design format Tue 1/1/08 =
142 3.6.2 Thu thap di¥ liéu vé khach hang / Collect data on customers Tue 1/1/08
143 3.6.3 Phan tich di¥ liéu / Analyse data Mon 6/2/08 T T
144 3.6.4 Tdng hop di lieu / Synthetize data Tue 7/1/08 |
145 3.6.5 Bao cao va thyc hién / Report and implement Tue 7/1/08 |
146 3.7 CHIEN DICH TRUYEN THONG NANG CAO NHAN THU’C CONG DONG / PUBLIC AWARENESS Tue 1/1/08 ~
147 3.7.1 Xac dinh muc dich cung cAp thong tin / Define objectives Tue 1/1/08 |
148 3.7.2 Xéac dinh déi twong cung cép théng tin / Define targets Tue 1/1/08 [
149 3.7.3 Xay dwng phwong phap cung cép théng tin / Define methods Tue 1/1/08
150 3.7.4 Xac dinh néi dung théng tin cung cép / Define contents Mon 1/14/08 |
151 3.7.5 Céac phuong tién théng tin / Mass media Mon 1/14/08 |
152 3.7.6 Trinh duyét va thwc hién / Submit for approval and implement Mon 1/14/08 |
153 3.8 CHAT LUQNG DICH VU / SERVICE STANDARD Thu 1/1/09 ﬁ
154 3.8.1 Xay duwng tiéu chuan chét lwong dich vu / Develop service standards Thu 1/1/09 )
155 3.8.2 Tham do y kién khach hang vé chét lwong dich vu / Customer survey on service quality Thu 1/1/09 ]
156 3.8.3 Phan tich sb liéu / Analyse data Thu 1/1/09 ]
157 3.8.4 banh gia chat lwong dich vu / Assess service quality Wed 7/1/09 |
158 3.8.5 Xay dwng céc chi sb thanh cong / Establish sussess indicator Wed 7/1/09 |
159 3.8.6 Xay dwng cac giai phap nang cao chéat lwong / Develop solutions for improving service quality Wed 7/1/09 ]
160
161 |4. QUAN LY TAI SAN (TRACH NHIEM: PGP KHKT) / Mon 1/1/07 ——
ASSEST MANAGEMENT (IN CHARGE: VICE DIRECTOR - TECHNICAL & PLANNING)

162 4.1 CO CAU QUAN LY / MANAGEMENT STRUCTURE Mon 1/1/07 ——
163 4.1.1 Tham quan hoc tap / Study tour Mon 1/1/07 |
164 4.1.2 Nghién ctru va ra soat cac quy dinh va co ciu quan ly hién hanh / Thu 3/1/07 EE]

Study and review existing regulations
165 4.1.3 Soan thao dé& an xay dung co cAu tb chirc quan ly ctia xi nghiép thoat nwéc / Mon 7/2/07 |

Prepare proposal of management structure & organization of WW Division
166 4.1.4 Trinh duyét / Submit for approval Thu 11/1/07 O
167 4.1.5 Trién khai thuc hién / Implementation Tue 1/1/08 |
168 4.1.6 Danh gia va diéu chinh / Assessment and adjustment Mon 11/2/09
169 4.2 MO TA CONG VIEC / JOB DESCRIPTION Mon 9/3/07 ‘~
170 4.2.1 Xac dinh chirc nang va nhiém vy cliia cac thanh vién trong xi nghiép thoat nwéc / Mon 9/3/07 O

Define function and duties of staffs in wastewater division
171 4.2.2 Tham khao y kién cac bo phan c6 kinh nghiém va tw van / Assign advisor Thu 11/1/07 O
172 4.2.3 Soan thdo mo ta cong viéc / Prepare job discription Tue 1/1/08 =
173 4.2.4 Hoan thién va trinh duyét / Complete and submit for approval Tue 4/1/08 &l
174 43LYLICH/CV Tue 1/1/08 ﬁ
175 4.2.1 Nghién ctru cac mau ly lich hién hanh / Reviewing existing CV formats Tue 1/1/08 |
176 4.2.2 Soan thao ly lich / Establish CV Tue 4/1/08 Cl O 0O
177 4.4 TUYEN DUNG NHAN VIEN / STAFF RECRUITMENT Tue 1/1/08 ﬁ
178 4.4.1 Kiém tra va danh gia cac nhan su hién co cla xi nghiép thoat nwéc / Tue 1/1/08 0

Reviewing and assessment staff of wastewater division
179 4.4.2 Banh gia nhu cau tuyén dung nhan sw / Assess staff recruiment needs Fri 2/1/08 O
180 4.4.3 Soan thdo quy ché tuyén dung / Prepare regulations of recruiment Thu 5/1/08 O
181 4.4.4 Tién hanh tuyén dung / Recruitment Tue 7/1/08 0000
182 4.5 DA0O TAO CAN BO NHAN VIEN / STAFF TRAINING Tue 1/1/08
183 4.5.1 Banh gia nhu ciu dao tao / Assess training needs Tue 1/1/08 =
184 4.5.2 Xac dinh nhu ciu dao tao / Determine training needs Mon 3/3/08 [
185 4.5.3 Chuén bi phwong phap, ké hoach va cac tai liéu dao tao / Thu 5/1/08 Ex

Prepare training method, plan and materials
186 4.5.4 Xay dung va thiét 1ap cac méi quan hé dao tao véi tw van / Mon 9/1/08 =

Identify and establish training relation with consultants
187 4.5.5 Qua trinh dao tao (nhdm mang lwdi, nhdom nha may x ly va nhém thi nghiém...) / Thu 1/1/09 EE

Training process (collection, ww treatment plant and laboratory)
188 4.5.6 Danh gia két qua dao tao / Assess training course Wed 7/1/09 O
189 4.6 QUAN LY LUU LPONG VAO CONG / SEWER INFLOW MANAGEMENT Mon 11/3/08 ﬁ
190 4.6.1 Thanh lap ddi quan ly lwu lwong / Establish sewer inflow management team Mon 11/3/08 O
191 4.6.2 Xay dwng quy trinh quan ly / Establish management procedure Thu 1/1/09 |
192 4.6.3 Dao tao nhan vién / Staff training Wed 4/1/09 &l
193 4.6.4 Theo dbi, giam sat, kiém tra, x& ly va phan héi / Monitor, update, treat and feedback Wed 7/1/09
194 4.7 QUAN LY RUI RO / RISK MANAGEMENT Thu 6/5/08 ~
195 4.7.1 Xac dinh rai ro / Define risks Thu 6/5/08 0
196 4.7.2 Tham quan hoc tap / Study tour Mon 9/1/08 0
197 4.7.3 Xay dung cac ké& hoach ngén chan ri ro / Plans for risk prevention Wed 10/1/08 &l
198 4.7.4 Giam sat / Monitoring Thu 1/1/09
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199 4.8 QUY TRINH VAN HANH TIEU CHUAN CHO CONG TAC VAN HANH & BAO DUONG / Mon 1/1/07
SOP FOR OPERATION & MAINTENANCE
200 4.8.1 Nghién ctru cac tiéu chuén hién hanh / Review existing standards Mon 1/1/07 |
201 4.8.2 Xac dinh day chuyén céng nghé / Define technical diagram Mon 7/2/07 EEg
202 4.8.3 Soan thao cac quy trinh van hanh chuan cho coéng tac VH & BD ctia cac hang muc / Tue 1/1/08 T
Prepare SOPs for O&M of facilities
203 4.8.4 Trinh duyét / Submit for approval Mon 9/1/08 E]
204 4.8.5 Ra soat va diéu chinh Quy trinh tac nghiép chuan / Review and adjust SOPs over time Mon 11/2/09
205 4.9 PAM BAO CHAT LUQNG / QUALITY ASSURANCE Tue 7/1/08 ]
206 4.9.1 Thanh lap t6 thanh tra / Establish inspector team Tue 7/1/08 i
207 4.9.2 Xay dwng quy trinh quan ly / Establish management procedure Fri 8/1/08 ]
208 4.9.3 T4 chirc dao tao cho can bd thanh tra / Conduct training for inspector Mon 11/3/08 0
209 4.9.4 Giam sat toan bd cac hoat dong / Monitoring for all operations Thu 1/1/09 [ I
210 4.10 BAO CAO / REPORTING Fri 6/6/08 —
211 4.10.1 Xay dung hé théng mau bao céo / Establish reporting formats system Fri 6/6/08 O
212 4.10.2 Nghién ctru va mua phan mém quan ly bao céo / Mon 9/1/08 LT
Study and purchase software for management of report system
213 4.10.3 Trién khai thwc hién / Implementation Thu 1/1/09 [ I
214 4.10.4 Tdng hop va lwu triv tai liéu / Synthesise and store data Thu 1/1/09 [
215
216 | 5. LAP HO SO TAI SAN (TRACH NHIEM: PHO GIAM DOC KHKT) / Mon 4/11/05 | R
ASSET DOCUMENTATION (IN CHARGE: VICE DIRECTOR - TECHNICAL & PLANNING) ‘ ’
217 5.1 HOAT PONG CHUNG / GENERAL TASKS Mon 4/11/05 ——
218 5.1.1 Phéi két hop chat ché voi Hop phan KfW / Closed coordination with KFW component Mon 4/11/05 [ !
219 5.2 CHINH SACH VE HO SO TAI SAN / POLICY ON ASSET DOCUMENTATION Wed 1/3/07 "'
220 5.2.1 Xay dwng dé an thanh lap trung tam Iwu trir hd so tai san, trinh ban giam déc phé duyét / Wed 1/3/07 0
Preparation of proposal for Asset Documentation Centre, submitt to the Management for approval
221 5.2.2 Thiét k& co cAu cAu truc quan Iy cla trung tam / Thu 3/1/07 0
Designing organizational and managerial structure of Asset Documentation Centre
222 5.2.3 Quyét dinh thanh lap Trung tam / Decision on establishment of Asset Documentation Centre Mon 4/2/07 |
223 5.2.4 Thiét lap noi quy va quy trinh hoat dong ctia Trung tam / Mon 4/2/07 0
Establish procedures and regulations of ADC
224 5.2.5 Xay dwng S& tay va Quy trinh hoat dong chuan (SOP) / Tue 5/1/07 0
Set-up Asset Documentation Manuals and Procedures (SOPs)
225 5.2.7 Thiét lap Hé théng Kidm tra va Danh gia / Set-up monitoring and evaluation system Fri 6/1/07 0
226 5.2.8 Thiét lap Hé théng B&o céo / Set-up reporting system Wed 8/1/07 0
227 5.3 CHUAN BI CO' SO VAT CHAT / PHYSICAL PREPARATION Mon 4/2/07 .
228 5.3.1 Chuan bi van phong va trang thiét bi 1am viéc / Prepare office and equipment Tue 4/3/07 0
229 5.3.2 Mua s&m phan cirng / Purchase hardware Mon 4/2/07 0
230 5.3.3 Mua s&m phan mém / Purchase software Mon 4/2/07 0
231 5.4 BO TRi CAN BO / STAFF ALLOCATION Mon 4/2/07 "
232 5.4.1 Xay dwng ban mo ta cong viéc cho tirng vi tri / Design job description for each position Mon 4/2/07 I
233 5.4.2 Ra soat doi ngii can bd cong nhan vién cong ty / Mon 4/16/07 )
Check company’s staff for finding suitable person
234 5.4.3 Xay dung ban so yéu ly lich / Prepare CVs Thu 7/5/07 0
235 5.4.4 Xem xét va xac dinh can bd phu hgp / Define and compare best-fit staff Tue 8/14/07 |
236 5.4.5 Tuyé&n dung nhan vién cho cac vi tri / Recruite staff to fill in the positions Wed 8/15/07 0
237 5.4.6 Bé tri, sip xép lai can bo / Positioning people Tue 9/25/07 0
238 5.5 DA0 TAO CAN BO / STAFF TRAINING Mon 4/2/07 '—
239 5.5.1 Panh gia nhu cu dao tao / Assess training needs Mon 4/2/07 0
240 5.5.2 Chuan bi cac chwong trinh do tao va trinh Ban giam déc phé duyét / Mon 5/14/07 I
Prepare training programs and submit to Board of Management for approval
241 5.5.3 Xéac dinh phwong phap, loai hinh dao tao tai chd, thuc hanh, cac khoa hoc / Mon 5/28/07 [
Identify training methodology, type of training such as on-the-job training, practical training, course
242 5.5.4 Xac dinh thoi gian bidu, ddi twong, trang thiét bi va tai liéu dao tao / Tue 6/12/07 I
Define time schedule, participants, equipment and materials of training
243 5.5.5 Tién hanh dao tao / Implement training Wed 6/27/07 ]
244 5.5.7 Thwéng xuyén dao tao nang cao kién thirc / Frequently training for knowledge improvement Tue 1/1/08 [ 1
245 5.6 THU THAP DU LIEU / DATA GATHERING Mon 7/2/07 .—
246 5.6.1 Tai sén hién c6 / Existing asset Mon 7/2/07 (]
247 5.6.2 Chuyén giao dir liéu tai sdn méi dau tw xay dwng (tr hop phan Kfw) / Thu 7/30/09 =
Transferring data of new asset (from KfW component)
248 5.6.3 D liéu van hanh va bao dwdng / O&M data Tue 1/1/08 [ ]
249 5.5.4 D@ liéu kho bai va hang hoa Iwu kho / Warehouse and inventory data Tue 1/1/08 [ ; ]
250
251 | 6. QUAN LY NGUON NHAN LU'C (TRACH NHIEM: TRUGONG PHONG TCHC) / Mon 1/1/07 P
HUMAN RESOURCE MANAGEMENT (IN CHARGE: HEAD OF PERSONNEL & ADMINISTRATION
DEPARTMENT)
252 6.1 CHINH SACH QUAN LY NGUON NHAN LyC / Wed 1/3/07 Fq
HUMAN MANAGEMENT RESOURCE POLICY
253 6.1.1 Lap t& ra soat / Assign reviewing team Wed 1/3/07 i
254 6.1.2 Banh gia chinh sach QLNNL hién c6 / Assess existing HRM policy Wed 4/4/07 0
255 6.1.3 Tién hanh cac nghién clru so sanh cac van ban ctia Nha nwéc / Tue 4/1/08 E]
Carry out comparative studies on the state legal documents
256 6.1.4 Phac thao khung chinh sach cai thién cho cong tdc QLNNL / Thu 11/1/07 E
Draft improved HRM policy framework
257 6.1.5 LAy y kién, trinh duyét va thuc hién / Thu 5/1/08 N
Gather opinions, seek approval & disseminate internally
258 6.2 XAY DUNG BAN MO TA CONG VIEC / JOB DESCRIPTION Mon 1/1/07 ——
259 6.2.1 Thanh Iap tb cong tac / Establish taskforce Mon 1/1/07
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260 6.2.2 Xac dinh cac vi tri cong viéc / Define job titles Mon 2/5/07 [
261 6.2.3 Thu thap thong tin va xay dwng ban mo ta cong viéc cho tirng vij tri / Wed 7/4/07 =1

Collect data and information and write job description
262 6.2.4 Thao luan va hoan thién ban mé ta cong viéc / Discuss and perfect job descriptions Thu 1/3/08 [
263 6.2.5 Trinh duyét va thwc hién / Seek approval & implement Tue 7/1/08 i
264 6.3 DANH GIA THU'C HIEN CONG VIEC / PERFORMANCE APPRAISAL Tue 1/1/08 ﬁ
265 6.3.1 Xac dinh muc dich danh gia / Identify assessment objectives Tue 1/1/08 i
266 6.3.1 Xay dwng tiéu chi danh gia / Develop performance appraisal criteria Thu 1/3/08 O
267 6.3.2 Xay dwng phwong phap danh gia / Establish performance appraisal method Thu 3/13/08 @
268 6.3.3 Xac dinh chu ky danh gia / Determining evaluation cycle Tue 7/1/08 |
269 6.3.4 Thuc hién danh gia va bao cao / Implement assessment and prepare report Mon 1/5/09 EE]
270 6.3.5.Cung cap thong tin phan hdi / Provide feedback Wed 7/1/09
271 6.4 DAO TAO CAN BO, NHAN VIEN / STAFF TRAINING Thu 3/1/07 '—
272 6.4.1 Ra soat lai trinh do cGia nhan vién / Review staff education level Tue 1/1/08 ]
273 6.4.2.Xac dinh nhu cau dao tao / Assess training needs Tue 1/1/08 E
274 6.4.3 Xay dwng ké hoach dao tao / Prepare training plan Mon 6/2/08 [
275 6.4.4.Lwa chon co sé& dao tao / Select training organization Thu 3/1/07 ]
276 6.4.5 Thuc hién ké hoach dao tao / Implement training Mon 6/4/07 =
277 6.5 XAY DUNG QUY CHE KHEN THU'ONG / INCENTIVE REGIME Tue 7/3/07 .—
278 6.5.1 Ra soat quy ché Khen thwdng / Review incentive regulations Tue 7/3/07 ]
279 6.5.2 Stra di va hoan thién quy ché khen thudng / Mon 10/27/08

Modify & improve incentive regulation
280 6.5.3 L&y y kién déng gop / Gathering feedback information Fri 11/2/07 O
281 6.5.4 Soan thdo quy ché mai / Draft new regulation Tue 1/1/08 |
282 6.5.5 Trinh duyét va hoan thién quy ché mai / Seek approval & prepare final regulation Tue 7/1/08 0
283 6.5.6 Ban hanh quy ché va thyc hién / Disseminate internally & implement Mon 9/1/08 O
284 6.6 XAY DU'NG VA AP DUNG QUY CHE TUYEN DUNG NHAN SU’ / RECRUITMENT PROCEDURE Tue 1/1/08 H
285 6.6.1Thanh lap t6 cong tac / Establish taskforce Tue 1/1/08 ]
286 6.6.2 Ra soat lai quy ché tuyén dung hién hanh ctia cong ty / Fri 2/1/08 0

Review the existing recruitment procedure
287 6.6.3 Dy thao quy ché Tuyén dung / Draft recruitment procedure Mon 3/3/08 =
288 6.6.4 Thao luan, lay y kién déng gop / Gather opinions & suggestions Tue 7/1/08 O
289 6.6.5 Hoan thién, trinh duyét va ban hanh / Mon 9/1/08 O

Write final procedure, seek approval & disseminate internally
290 6.6.6 Trién khai thyc hién / Implementing Thu 10/2/08 O
291 6.6.7 Ra soat, bd sung / Monitoring and supplement Thu 1/1/09 O
292 6.7 HE THONG THONG TIN QUAN TRI NHAN Sy’ / Tue 7/3/07 .—

PERSONNEL MANAGEMENT INFORMATION SYSTEM (PMIS)

293 6.7.1 Thanh Iap tb cong tac / Establish taskforce Tue 7/3/07 =1
294 6.7.2 Xac dinh loai théng tin, biéu mau va thiét 1ap hé théng / Wed 7/4/07 =

Define kinds of information, format and set-up system
295 6.7.3 Thu thap di liéu tir cac don vi / Collecting data and information from every unit Wed 1/2/08 ]
296 6.7.4 Trang bi may méc va chuong trinh phan mém / Tue 7/1/08 =

Set-up hardware & sofware
297 6.7.5 Dao tao nhan vién van hanh hé théng théng tin Quan tri Nhan sy / Mon 8/4/08 E

Training staff for implementing PMIS
298 6.7.6 Van hanh hé théng théng tin Quan tri Nhan su / Implementing PMIS Fri 1/2/09 [ |
299 6.7.7 Bao cao hang thang hang nam / Monthly and annual reports Mon 1/5/09 |
300 6.8 SAP XEP BO TRi LAI NHAN S / STAFF REALLOCATION Tue 1/1/08 H
301 6.8.1 Ra soat lai trinh d& chuyén mén, lanh nghé ctia CBCNV / Tue 1/1/08 |

Review qualifications and skills of staffs
302 6.8.2. So sanh trinh d CBCNV véi Ban yéu cau cua cong viéc / Tue 1/1/08 E

Compare staff qualifications with job description
303 6.8.3 Xay dwng phwong an bé tri lai lao déng / Set-up staff reallocating Tue 7/1/08 |
304 6.8.4 Théng nhéat phwong an bé tri lai lao dong va trinh Giam déc / Wed 10/1/08 ==

Agree on staff reallocation plan and submit to Director for approval
305 6.8.5 Trién khai thuc hién phwong an b tri lai lao déng / Implement staff reallocation plan Sun 2/1/09 |
306 6.9 XAY DUNG VA THUY'C HIEN KE HOACH AN TOAN LAO BONG / Tue 7/3/07 .—

LABOUR SAFETY PLANNING AND IMPLEMENTING

307 6.9.1 Nghién ctru cac van ban phap quy va phan tich ATLD / Tue 7/3/07 =

Review legal documents and analyze labour safety
308 6.9.2 Soan thao ké hoach ATLD / Prepare labour safety plan Tue 7/3/07 =1
309 6.9.3 Trinh duyét va phé chuén ké hoach ATLD / Submit labour safety plan for approval Mon 8/4/08 E
310 6.9.4 Huén luyén ATLD / Conduct labour safety training Wed 9/3/08 i W |
311 6.9.5 Mua sdm va cung cap trang bj ATLD / Supplement labour safety equipment Thu 7/3/08 [
312 6.9.6 Giam sat an toan lao doéng / Monitor labour safety conditions Fri 10/3/08 |
313
314
315
316
317
318 | Ghi ch: T4t ca cac hoat dong déu can can nhic cac céng viéc sau day:
319 1. Thanh Iap t4 cong tac hodc clr ngwdi phu trach
320 2. Thiét lap quy trinh noi bd
321 3. Chuan bij thuc thi chi tiét
322 4. Phan tich nhu cau dao tao
323 5. D trt kinh phi va ngudn kinh phi
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324 | Note: Generic AP Activities for each Strategy
325 1. Estabilsh taskforce or nominate persons in charge
326 2. Set-up internal procedures (if required)
327 3. Prepare detailed implementation schedule
328 4. Analyse training needs (TNA)
329 5. Estimate cost and source of funds
330
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