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Chuong 1. Dy an, quan ly du an va nguwoi quan ly du an -
Chapter 1. Projects, Project Management and the Project Manager

Muc tiéu chwong — Chapter objectives

« Nhén dién mét céng viée ¢ phai du an hay khong bang ba dau hiéu: tam thoi, duy
nhét, c6 muc tiéu
Identify whether a piece of work is a project using three signs: temporary, unique, and goal-
driven

« Phan tich tac dong qua lai gitra pham vi, thoi gian, chi phi, chat lwvong khi mot rang
budc bi thay d6i
Analyse how scope, time, cost, and quality affect each other when one constraint changes

* Phan bi¢t du an, chuong trinh, danh muc du 4n va mo ta vai tro, k¥ ndng cia nguoi
quan ly du an
Distinguish a project, a program, and a portfolio, and describe the role and skills of a
project manager

1.1. Dau hiéu nhan biét mdt dw an: tam thoi, duy nhat, c6 muc tiéu — 1.7. How

to tell a piece of work is a project

Dy 4n 12 mot nd luc ¢6 dau c6 cudi, nham tao ra mot két qua ma trude d6 chua c6. Hay
nghi dén viéc sira cin nha cii cua gia dinh. Ban c6 ngay khai cong, ngay nghiém thu, ban
v& riéng cho cin nha dy. Tho 1am xong thi ra vé va viéc sira nha khép lai. Lam mot phan
mém ban hang cho cira hang cling vay: ¢ han giao, c6 danh sach chirc ning riéng, giao
xong thi nhom 1am chuyén sang viéc khac.

A project is an effort with a start and an end, aimed at producing a result that did not exist
before. Think of renovating your family's old house. It has a start date, a handover date and
drawings made for that one house. When the work is done, the builders leave and the job closes.
A sales software package for a shop works the same way: it has a delivery deadline and its own
feature list, and the team moves on once it is delivered.

Bon dic diém dé nhin ra dw an — Four traits that mark a project

« C6 diém bat dau va diém két thiic. Pay 1a nghia cia "tam thoi": céng viée ¢6 han,
khong kéo dai mai. Han c6 thé 1a 2 tuan hodc 5 nam.
It has a start and an end. This is what "temporary"” means: the work has a limit, not an
endless run. The limit may be 2 weeks or 5 years.

« Két qua duy nhét. Hai cin nha cung thiét ké van khac nhau vé dit nén, tho, thoi diém,
nén modi 1an 1am 1a mot 1an méi.
The result is unique. Two houses with the same design still differ in ground, crew and timing,
so each build is new.

« Ngudn luc gi6i han. Tién, ngudi, may méc va thoi gian déu co tran. Dy an phai 1am
xong vi€c trong tran do.
Resources are limited. Money, people, equipment and time all have a ceiling, and the project
must deliver within it.
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* C6 murc do khong chic chin. Vi chua ai 1am dang viéc nay, ban chua biét hét van dé:

tuong 4m hon du tinh, khach ddi yéu cau giita chimg.
It carries uncertainty. Since nobody has done exactly this job, you cannot know every
problem in advance: the wall is damper than expected, or the client changes requirements
midway.

Ngoai bon dic diém trén, dy 4n ludn c6 muc tiéu rd: mot két qua do dugc, nhu "can nha

c¢6 3 phong ngii, xong trudc Tét". Khong c6 muc tiéu thi chi 1a mot déng viéc roi rac.

Besides these four traits, a project always has a clear objective: a measurable result such as "a

three-bedroom house, finished before Tet". Without an objective you only have a pile of loose
tasks.

Céach kiém tra mgt cong viéc ¢6 phai dw an — How to check whether a piece of work is a
project

1. Hoi: cong viéc nay khi nao bét dau, khi nao két thuc? Néu chi 1ap lai mai, loai ngay.
Ask when the work starts and when it ends. If it just repeats forever, rule it out.

2. Hoi: két qua ¢ khac nhimg 1an trude khong? Néu lan nao ciing ra diing mot san pham
giong nhau, d6 14 san xuat hang loat.
Ask whether the result differs from earlier ones. If every run gives the same product, it is
mass production.

3. Hoi: ¢6 ngan sach, nhan su, thoi han cu thé khong? Ghi ra con sb.
Ask whether there is a specific budget, staff and deadline. Write the figures down.

4. Hoi: c6 diéu gi chua chac? Néu moi budc di biét trudce timg chi tiét, mirc du an thap.
Ask what is still uncertain. If every step is known in detail, the project element is weak.

VI DU / EXAMPLE — Chudi tra sita thué nhom 4 ngudi lam phdn mém ban hang, ngan sach
300 triéu dong, bat dau 1/3, giao 31/8. Chua rd may in hoa don c6 két ndi duge khong. Co
dau c6 cudi, san phém riéng, nguén luc gidi han, con diéu chua chéc: day l1a dy an.

A tea-shop chain hires a team of 4 to build sales software, with a budget of 300 million dong, starting
1 March and delivering 31 August. It is unclear whether the receipt printer can connect. It has a start
and end, a unique product, limited resources and open questions: it is a project.

Bai luyén phan loai 6 tinh hudng — Practice: classify 6 situations

« 1) Xay mot cay cau vuot song ¢ dia diém méi. Péap an: 1a du 4n.
1) Building a bridge over a river at a new site. Answer: a project.

« 2) Thu ngan quét ma va tinh tién mdi ngay & siéu thi. Pap 4n: khong, day 1a van hanh
lap lai.
2) A cashier scans and charges items every day at a supermarket. Answer: not a project; it is
repeated operations.

* 3) T6 chirc hoi nghi khach hang mot 1an vao thang 12. Pép an: 1a dy an.
3) Organizing a one-off customer conference in December. Answer: a project.

« 4) K& toan lap bao co thué mdi quy. Pap an: khong, viéc lap theo chu ky, quy trinh da
biét.
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4) An accountant files a tax report every quarter. Answer: not a project; it is a cyclical task
with a known routine.

* 5) Chuyén s6 sach cong ty tir bang tinh sang phan mém ké toan méi, xong trong 3
thang. Pép an: 1a du an.
5) Moving a company's books from spreadsheets to new accounting software within 3
months. Answer: a project.

* 6) Xudng dong déu dan 200 chiéc ghé giéng hét nhau mdi ngay. Péap an: khong, két
qua khong méi. Viéc thiét ké mau ghé ban dau méi 1a du an.
6) A workshop makes 200 identical chairs every day. Answer: not a project, because the
result is not new. Designing the first chair model would be a project.

LOI HAY GAP / COMMON MISTAKE — Nhim "tam thoi" v6i "ngén han". Dy 4n x4y
dap c6 thé 8 nam vén 13 tam thoi vi c¢6 ngay két thuc. Ciing ding cho rang két qua du an phai
bién mét: ngdi nha sira xong & lai hang chuc niam, chi viéc stra 1a tam thoi.

Confusing "temporary" with "short". A dam project may run 8 years and is still temporary because it
ends. Nor must the result vanish: the repaired house stays for decades; only the repair work is
temporary.

LOI HAY GAP / COMMON MISTAKE — Nhim "duy nhét" véi "chwa ai 1am". Ban khong
can phat minh ra thir méi, chi can két qua khac & diéu kién cu thé nhu dia diém, khach hang,
thoi diem.

Confusing "unique" with "never done before". You need not invent anything; the result only has to
differ in its conditions, such as site, client or timing.

PHAI THUQC / MEMORISE — Dy 4n = tam thoi (c6 dau c6 cubi) + két qua duy nhit +
nguén luc gidi han + khong chéc chén, hudéng té1 mot muyc tiéu rd. Cong viée lap lai véi Kkét
qua gidng nhau 13 van hanh, khong phai dy an.

Project = temporary (a start and an end) + unique result + limited resources + uncertainty, aimed at
a clear objective. Repeated work with identical results is operations, not a project.

1.2. Dy an khac cong viéc van hanh thwong ngay & dau - 1.2. Projects versus

ongoing operations

Hay hinh dung mét cong ty bao bi xdy nha may méi. Hai nam dau, ho c6 k¥ su, nha thau,
ngan sach va han ban giao. Sau khi nha may chay, cong nhan lam ca, may ra thung carton
mdi ngay. Hai giai doan nay déu 13 cong viéc co to chic, nhung ban chit khac nhau. Biét
phén biét s€ giup ban chon dung cach quan ly.

P: Picture a packaging company building a new factory. For the first two years it has engineers,
contractors, a budget and a handover date. Once the plant opens, workers run shifis and the

machines turn out cartons every day. Both phases are organised work, but they are different in
nature. Telling them apart helps you pick the right way to manage each one.

Piém chung — What they share

Ca hai déu can ba tht. Mot 1a con ngudi: doi xdy dung lac dau, doi van hanh vé sau. Hai
1a tién: vbn dau tu dé xay, chi phi chay may dé san xuét. Ba 1a ké hoach: tién d¢ thi cong
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d6i véi du an, ké hoach san xuat doi v6i van hanh. Ca hai ciing c6 ngudi chiu trach nhiém
va c6 chi tiéu dé do.

P: Both need the same three things. People: a construction team at first, an operating team later.
Money: capital to build, running costs to produce. A plan: a construction schedule for the

project, a production plan for operations. Both also have someone accountable and targets to
measure.

Piém khac — Where they differ

Dy an 1am ra mot thor méi, lam mot 1an, rdi ding khi dat muc tiéu. Van hanh giit cho mot
hé théng da c6 chay déu, lap lai theo chu ky va khong c6 ngay két thic dinh san. Dy an
phai tinh dén chuyén giai tan doi sau khi xong. Van hanh thi giir d6i 6n dinh lau dai.

P: A project creates something new, does it once, and stops when the goal is met. Operations

keep an existing system running, repeat in cycles, and have no planned end date. A project must
plan to disband its team when finished. Operations keep a stable team for the long term.

Tiéu chi | Dw 4n xay nha may Van hanh nha may
Criterion | Building the factory project Running the factory
Tinh lap
lai Lam mot lan, két qua 1a duy nhat. Lip di lip lai moi ca, mdi ngay.
Repetitio = Done once, with a unique result. Repeated every shift, every day.
n
Th(‘).l r \ < A \ \ A I A A J \ A Ja . <
Co ngay bat dau va ngay ket thuc. Lién tuc, khong c6 ngay ket thuc dinh san.
han . .
) Has a start date and an end date. Continuous, with no planned end date.
Duration
Ban giao nha may dung pham vi, han va \ 1 T S
Muc R & ) Y & Pl > San lugng, chat luvgng, chi phi 6n dinh
n ngan sach. X1
tiéu ) moi ky.
Hand over the plant on scope, on time and on ) )
Goal Steady output, quality and cost each period.
budget.
Doingli  Lap ra rdi giai tan khi xong. Giir 1au dai, thay dan.
Team Formed, then disbanded when done. Kept long term, replaced gradually.

Cach phan loai mot cong viéc — How fo classify a piece of work

1. Hoi cong viée c6 tao ra mot két qua moéi, chua timg c6 & dung dang d6 khong. Néu
chi 1ap lai viéc cil, nghiéng vé van hanh.
Ask whether the work creates a new result that did not exist in that form before. If it only
repeats old work, it leans toward operations.

2. Héi cong viée ¢o diém két thic rd, tic 1a khi dat muc tiéu thi dung, hay cu tiép tuc
mai.
Ask whether the work has a clear end, meaning it stops once the goal is reached, or whether
it simply goes on.

3. Hoi c6 muc tiéu, ngan sach va han choét riéng cho dot viéc nay khong.
Ask whether this batch of work has its own goal, budget and deadline.
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4. Néu ca ba cau tra 101 déu nghiéng vé du an, goi 1a dg an. Néu khong, x&p vao van
hanh.

If all three answers point to a project, call it a project. Otherwise, treat it as operations.

Vi DU/ EXAMPLE — Céng ty bao bi c6 bon viéc: (a) xdy nha may 18 thang, von 240 ty
ddng; (b) chay day chuyén hai ca mdi ngy; (c) boi tron va kiém tra may vao ngay dau mdi
thang; (d) thay 10 hoi cii bang 10 méi trong 3 thang, kinh phi 12 ty déng. Ap dung ba cau hoi:
(a) méi, co diém dung, c6 muc tiéu va ngin sach riéng, nén 1a dy an. (b) lap lai, khong c6
diém dirng, nén 1a van hanh. (c) lip mdi thang, khong c6 két qua méi, nén 1a van hanh. (d) tao
ra hé théng 10 méi, dimg khi 1ap xong va chay thir dat, co ngan sach va han riéng, nén 1a du
an. Két qua: hai dy an (a, d), hai viéc van hanh (b, c).

VIDU: The packaging company has four jobs: (a) build a factory in 18 months with 240 billion VND;
(b) run the line two shifts a day; (c) lubricate and inspect the machines on the first day of each month;
(d) replace the old boiler with a new one in 3 months for 12 billion VND. Apply the three questions:
(a) is new, has an end, and has its own budget and goal, so it is a project. (b) repeats and has no end,
so it is operations. (c) repeats monthly and produces nothing new, so it is operations. (d) creates a
new boiler system, ends when installation and the test run pass, and has its own budget and deadline,
so it is a project. Result: two projects (a, d), two operational jobs (b, c).

LOI HAY GAP / COMMON MISTAKE - Coi bao tri dinh ky 1a du 4n chi vi ¢6 ké hoach,
c6 nguoi lam va tdn tién. Ba diéu do cling c6 ¢ van hanh. Bdo tri theo lich ¢d dinh 1a viéc lap
lai nén thudc van hanh. Chi khi c6 mét dot dai tu hodc nang cép v6&i muyc tiéu, kinh phi va han
chot riéng thi dot d6 mai 1a du an.

LOLI: Treating routine maintenance as a project just because it has a plan, people and a cost.
Operations have all three too. Maintenance on a fixed schedule is repeating work, so it belongs to
operations. Only a one-off overhaul or upgrade with its own goal, budget and deadline counts as a
project.

LOI HAY GAP / COMMON MISTAKE - Cho rﬁng viéc 16n, phtrc tap hodc kéo dai thi la
du 4n. Quy mo khéng quyét dinh. Chay nha may mudi ndm van 13 van hanh, con lip mot may
trong hai tuan c6 thé 1a du an.

LOI: Assuming that big, complex or long work must be a project. Size does not decide it. Running a
plant for ten years is still operations, while installing one machine in two weeks can be a project.

PHAI THUQC / MEMORISE — Dy 4n: duy nhat, tam thoi, c6 diém két thuc. Van hanh: lap
lai, lién tuc. Ca hai déu can nguoi, tién va ké hoach. Dy an thuong ban giao Kkét qua cho van
hanh.

THUOC: Project: unique, temporary, with an end point. Operations: repetitive and continuous. Both
need people, money and a plan. A project usually hands its result over to operations.
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1.3. Rang budc pham vi, thoi gian, chi phi va chat lwong — 1.3. The scope, time,

cost and quality constraints

Tam giac rang budc 1a gi — What the constraint triangle is

Hay nghi t6i tim chin ngan: kéo 1én che vai thi h¢ chan, kéo xubng che chan thi lanh vai.
Duy an ciing vdy. Tién, nguoi va thoi gian déu c6 han, nén duoc thém chd nay thi phai bot
chd khac.

Picture a blanket that is too short: pull it up to cover your shoulders and your feet stick out.

Projects work the same way. Money, people and time are limited, so a gain in one place costs
you somewhere else.

Ba rang budc co dién 1a pham vi (dy 4n phai lam ra nhiing gi), thoi gian (khi nao phai
xong) va chi phi (tong tién duoc phép chi). Ching 12 ba canh ciia mot tam giac. Chat
luong (san phim dap ung yéu cdu dén mic ndo) ndm & gitta: kéo gidn mot canh ma
khong bu thi chat luong tut. Nhiéu tai liéu xép chat lugng thanh rang budc thir tw, nén khi
thi ban hiy néu du bén.

The three classic constraints are scope (what the project must deliver), time (when it must be
finished) and cost (the total money you may spend). They form the three sides of a triangle.
Quality, meaning how well the product meets requirements, sits in the middle: stretch one side
without compensating and quality drops. Many texts treat quality as a fourth constraint, so name
all four in an exam.

PHAI THUQC / MEMORISE — Pham vi, thoi gian, chi phi 14 ba canh; chét lugng 1a phén
bén trong. P6i mot canh ma khong ddi canh khac thi chét lugng hodc tinh kha thi bi anh
huong.

Scope, time and cost are the sides; quality is the area inside. Change one side without adjusting
another and quality or feasibility suffers.

Vi sao doi mot canh thi canh kKhac phai d6i theo — Why changing one side forces another
to change

Mdi cong viéc can mdt lwong cong nhat dinh. "Cong" 1a mot nguoi lam trong mot ngay.
S6 cong can c6 bang sd ngudi nhan sd ngay. Thém viée thi s cong ting. Mudn xong
cung han thi thém nguoi, tic thém tién. Mudn giir nguyén nguoi thi kéo dai ngay. Khong
chiu tang tién hay ngay thi chi con cach cat pham vi hoic ha chat luong.

Every task needs a fixed amount of effort. A "person-day" is one person working one day. Effort
equals people times days. Add work and the effort rises. To finish on the same date you add
people, which adds cost. To keep the same people you extend the schedule. If neither money nor
time can move, you must cut scope or lower quality.

Cach xir Iy mot yéu cau thay doi — How fo handle a change request
1. Ghi rd thay doi: thém gi, b6t gi, & hang myc nao.
Write down the change: what is added or removed, and in which item.
2. Uébc luong s6 cong va vat tu phat sinh.
Estimate the extra person-days and materials.
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3. Vi timg canh bi gitt ¢b dinh, tinh xem hai canh con lai d6i bao nhiéu.
For each side held fixed, work out how much the other two must change.

4. Pua cac phuong an cho khach chon, kém hé qua vé chat lugng.
Offer the options to the client with the quality consequences.

5. Ghi quyét dinh béng van ban va cdp nhat lai ké hoach.

Record the decision in writing and update the plan.

Vi DU/ EXAMPLE — Hop dong xy nha ba phong ngu gia 1.800 triéu dong, 120 ngay. O
ngay 40, khach xin thém méot phong 20 m2 Udc luong: 200 cong, mdi cong 400.000 dong,
vat tu 40 tri¢u. Chi phi thém la 200 % 0,4 = 80 tri€u cho nhan cong, cong 40 tri¢u vat tu, dugc
120 triéu. Tong gia mai 1 1.800 + 120 = 1.920 triéu. Phuong an A, giir 120 ngay: thém 5 tho
trong 40 ngay cudi, vi 5 x 40 =200 cong; gia 1.920 tri¢u. Phuong an B, gilr s6 thg: doi 10 tho
lam thém 200 / 10 = 20 ngay, nén ban giao ¢ ngay 140; gia 1.920 triéu. Phuong an C, giir ca
gia 1.800 triéu 1an 120 ngay: phai bo bt hang muc khac hoac dung vat liéu ré hon, tirc ha
chat luong. Khach phai chon mét trong ba.

A contract builds a three-bedroom house for 1,800 million VND in 120 days. On day 40 the client asks
for one more 20 m? room. Estimate: 200 person-days at 400,000 VND each, plus 40 million in
materials. Extra cost is 200 % 0.4 = 80 million for labour plus 40 million for materials, so 120
million. New price: 1,800 + 120 = 1,920 million. Option A, keep 120 days: add 5 workers for the last
40 days, since 5 x 40 = 200 person-days, price 1,920 million. Option B, keep the crew: 10 workers
need 200/ 10 = 20 extra days, so handover is on day 140; price 1,920 million. Option C, keep both
1,800 million and 120 days: drop other items or use cheaper materials, which lowers quality. The
client must pick one.

LOI HAY GAP / COMMON MISTAKE — Nhén thém viéc ma van htra "giit nguyén ngay
va gia". Loi hira d6 chi dang néu c6 thir bi cit ngdm, thudng 13 chét lugng. Mot 16i nira:
tudng gip doi nguoi thi thoi gian giam dung mot nira, trong khi ngudi méi can thoi gian lam
quen va dé vudng nhau.

Accepting extra work while promising "same date and same price". That promise only holds if
something is quietly cut, usually quality. Another slip: assuming double the people halves the time,
when newcomers need time to settle in and get in each other's way.

MEO / TIP — Khi gip ciu hoi danh d6i, hdy hoi trude: canh nao dang bi khoa? Rdi méi tinh
hai canh con lai.
For a trade-off question, first ask which side is locked. Then calculate the other two.

Cau trac nghiém veé danh doi — Trade-off multiple-choice question

VI DU/ EXAMPLE — Mot du 4n da chdt ngan sach va ngay ban giao. Khach thém yéu cau
moi, nha tai tro khong cap thém tién, han khong doi. Cach xir Iy ding nhét 1a gi? A. Nhan
viéc, gilt nguyén moi thir. B. Nhan viéc va tu rat bét kiém tra chat lugng. C. Thuong luong
cit mot phﬁn pham vi khéac hodc ha yéu cﬁu, roi ghi thanh thay d6i chinh thire. D. Tir chdi moi
thay d6i. Pap an: C, vi khi tién va han bi khoa, chi con pham vi dé can ddi, va quyét dinh phai
c6 van ban. A va B che gidu cai gia phai tra; D bé qua nhu cau hop 1y ciia khach.

A project has a fixed budget and delivery date. The client adds a new requirement, the sponsor gives
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no more money and the date cannot move. What is the best response? A. Accept it and keep everything
unchanged. B. Accept it and quietly trim quality checks. C. Negotiate cutting other scope or lowering
a requirement, then record it as a formal change. D. Reject every change. Answer.: C. With money and
date locked, only scope is left to balance, and the decision needs a written record. A and B hide the
cost; D ignores a reasonable client need.

1.4. Cac linh vuc kién thirc ciia quan ly dw an - 1.4. The knowledge areas of project

management

Quan 1y duy an chia céng viéc thanh mudi nhom 16n, goi 1a linh vuc kién thirc. Hinh dung
ban t6 chitc mot dam cudi: mot ngudi lo tién, mot ngudi lo gid gide, mot ngudi lo khach
moi. Muoi linh vyc 1a muoi mang ngudi quan 1y du 4n phai dé mat toi.

Project management groups its work into ten large areas, called knowledge areas. Picture

planning a wedding: one person handles money, one handles timing, one handles guests. The ten
areas are the ten parts a project manager must keep an eye on.

Dy 4n miu xuyén sudt muc nay: xdy mot trudong mam non ba tang, von 18 ty dong, thi
cong 10 thang.

The sample project used throughout: building a three-storey kindergarten with an 18 billion
VND budget and a 10-month construction period.

« Tich hop: giir cho moi mang khép nhau, nhu ngudi nhac trudng. Viéc mau: 1ap diéu 1é
du 4n va xét duyét moi dé nghi thay doi.
Integration: keeps every part working together, like a conductor. Sample task: write the
project charter and review every change request.

« Pham vi: x4c dinh cai gi lam, cai gi khong lam. Viéc mau: chét danh sach hang muc
g6m 16p hoc, bép, sin choi, va ghi 16 khéng gdm dd choi nhap khau.
Scope: defines what is in the job and what is out. Sample task: fix the list of items
(classrooms, kitchen, playground) and state that imported toys are excluded.

« Thoi gian: 1én lich va giit dang han. Viéc mau: 1ap tién do dé 46 xong mong vao thang
thi 2.
Time (schedule): plans the calendar and keeps to deadlines. Sample task: build a schedule so
the foundation is poured by month 2.

« Chi phi: wéc tinh, 14p ngan sach va giit chi tiéu trong ngan sach. Viéc mau: so sanh
tién da chi cho phan thé véi con sb du kién 6 ty dong.
Cost: estimates, budgets and keeps spending under control. Sample task: compare money
already spent on the structure with the planned 6 billion VND.

« Chat luong: dam bao san pham dat yéu cau. Viéc mau: 1y mau bé tong di thir cudong
d6 trude khi thao cop pha.
Quality: makes sure the product meets requirements. Sample task: take concrete samples for
strength testing before removing the formwork.

« Ngudn luc: ¢6 di nguoi, may moc, vat tu dung lac. Viéc mau: xép 12 tho cdt thép va
mét can cau cho tudn do san.
Resources: gets enough people, equipment and materials at the right time. Sample task:
assign 12 steel fixers and one crane for the slab-pouring week.
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« Truyén thong: dua diing tin cho dung ngudi. Viée mau: giri bao co tuan cho chu dau
tu vao thur Sau.
Communications: gets the right information to the right people. Sample task: send the owner
a weekly report every Friday.

« Rui ro: nghi truéc chuyén xau va chuyén tt c6 thé xay ra. Viéc mau: 1én phuwong an
khi mua kéo dai 1am cham d6 bé tong.
Risk: thinks ahead about bad and good events that might happen. Sample task: prepare a
plan for long rains that delay concrete pouring.

* Mua sim: mua hang hoic thué dich vu tir bén ngoai. Viéc mau: chon nha thau thang
may va ky hop dong.
Procurement: buys goods or hires services from outside. Sample task: select the elevator
contractor and sign the contract.

« Cac bén lién quan: tim ra ai bi anh hudng hoic c6 tiéng noéi, réi giit ho & mirc tham gia
pht hop. Viéc miu: hop v6i phu huynh va hang x6m vé tiéng On thi cong.
Stakeholders: finds who is affected or has a say, then keeps them engaged at a suitable level.
Sample task: meet parents and neighbours about construction noise.

Cach xép mot viéc vao dung linh vwc — How to place a task in the right area

1. Doc viéc va hoi: viéc nay nham giir diéu gi cho diing, tién, gio, pham vi hay thir khac?
Read the task and ask: what is it meant to keep on track: money, time, scope or something
else?

2. Tim tir khoa: "ngéan sach" 1a chi phi, "tién do" 1 thoi gian, "thir nghiém" 1a chat
luong, "hop déng voi bén ngoai" 12 mua sam.
Look for keywords: "budget" means cost, "schedule" means time, "testing" means quality,
"outside contract” means procurement.

3. Néu viéc cham t6i nhiéu mang cung lac, nhu duyét mot thay déi 16m, xép né vao tich
hop.

If the task touches several areas at once, such as approving a major change, put it under
integration.

4. Kiém tra lai bang cau hoi "néu bo viéc nay, mang nao hong trudc?". Mang d6 1a dap
an.
Check with the question "if we skip this, which area breaks first?" That area is the answer.

Vi DU/ EXAMPLE — Chii dau tu xin thém mai che san choi. Ngudi quan 1y ghi dé nghi
thay ddi va hop xét duyét: do 1a tich hgp. Viéc cap nhat ban vé va danh sach hang muc thude
pham vi. Vi¢c tinh thém 400 tri¢u déng thudc chi phi. Viéc kéo dai 2 tuan thudc thoi gian.
Mot su kién cham bdn linh vuc, nén bude xét duyét chung do tich hop gii.

The owner asks for a roof over the playground. The manager logs the change request and holds a
review: that is integration. Updating drawings and the item list is scope. Adding 400 million VND is
cost. Adding 2 weeks is time. One event touches four areas, so the joint review belongs to integration.

LOI HAY GAP / COMMON MISTAKE — Nham chit lugng v6i pham vi. Thém mot phong
hoc 13 d6i pham vi; thir cudng do bé tong cua phong d6 1a chat lugng.
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Mixing up quality and scope. Adding a classroom changes scope; testing that room's concrete
strength is quality.

LOI HAY GAP / COMMON MISTAKE — Nhdm mua siam véi chi phi. Chon nha thau va
ky hop dong 1a mua sam; theo ddi tién da tra la chi phi.

Mixing up procurement and cost. Choosing a contractor and signing is procurement; tracking money
already paid is cost.

LOI HAY GAP / COMMON MISTAKE — Nhim truyén théng véi cac bén lién quan. Giri
bao cao la truyén thong; tim ra ai cAn nhén bo c4o va ho mudn gi 1a cac bén lién quan.
Mixing up communications and stakeholders. Sending reports is communications, finding who needs
them and what they want is stakeholders.

LOI HAY GAP / COMMON MISTAKE - Coi linh viec 1 giai doan. Muoi linh vuc chay
subt du an, khong xép thanh tht tu trudce sau.
Treating areas as phases. The ten areas run through the whole project and are not a sequence.

PHAI THUQC / MEMORISE — Muoi linh vuc: tich hgp, pham vi, thoi gian, chi phi, chét
lugng, nguén luc, truyén thong, rui ro, mua sam, cac bén lién quan.

The ten areas: integration, scope, time, cost, quality, resources, communications, risk, procurement,
stakeholders.

Luyén nhanh: xép vié€c vao linh vwe — Quick practice: match the task to the area

« Viéc 1: 1ap danh sach ai s& chiu anh hudng khi truong mé cira. Chon: A. truyén thong,
B. cac bén lién quan, C. rti ro. Bap an: B.
Task 1: list who will be affected when the school opens. Choose: A. communications, B.
stakeholders, C. risk. Answer: B.

« Viéc 2: ghi nhan kha ning gia thép ting 10% va chuan bi quy du phong. Chon: A. rui
ro, B. chi phi, C. mua sam. Dap an: A, vi day 1a nghi trudc mot sy kién chua xay ra.
Task 2: record the chance that steel prices rise 10% and set aside a reserve. Choose. A. risk,
B. cost, C. procurement. Answer: A, because it looks ahead at an event that has not
happened.

* Viéc 3: kiém tra mdi han khung thép theo ti€u chuan. Chon: A. chit lugng, B. pham
vi, C. nguon lyc. Pap an: A.
Task 3: inspect the steel frame welds against the standard. Choose: A. quality, B. scope, C.
resources. Answer: A.

« Viéc 4: diéu thém 5 tho né tir cong trinh khac sang tuan sau. Chon: A. thoi gian, B.
ngudn lyc, C. mua sam. Dép an: B.
Task 4: move 5 bricklayers from another site next week. Choose: A. time, B. resources, C.
procurement. Answer: B.

« Viéc 5: thuong thao gia va ky hop dong cung cip gach. Chon: A. chi phi, B. mua sam,
C. tich hop. Pép an: B.
Task 5: negotiate the price and sign the brick supply contract. Choose: A. cost, B.
procurement, C. integration. Answer. B.
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1.5. Dy an, chwong trinh va danh muc dw an - 1.5. Projects, programs and
portfolios

Mbt du an 1a viéc 1am mot 1an, c6 dau cd cudi, nhu xay mot truong hoc. Khi mot tinh cé
hang chuc truong can xay, sira, ngudi ta gom viéc theo hai ting nita: chuong trinh va
danh muc. Ba tang nay khac nhau & cdu hoi ma mdi tang tra 1oi: lam cho ding, lam dé
thu loi ich gi, va nén lam nhitng viéc nao.

A project is a one-off job with a start and an end, such as building one school. When a province
has dozens of schools to build or repair, work is grouped into two more layers: programs and

portfolios. Each layer answers a different question: are we doing the job right, what benefit do
we want, and which jobs should we do at all.

Ba cip do qua vi du truwong hoc — Three levels through a school example

Dy an: xdy truong tiéu hoc & mot xa. C6 ngay khoi cong, ngay ban giao, ngan sach va
ban v& riéng. Xong 1& ban giao 13 dy an két thuc.

Project: building a primary school in one commune. It has its own start date, handover date,
budget and drawings. When the handover ceremony ends, the project ends.

Chuong trinh: nhom 8 treong ving cao dugc xay trong 5 ndm véi muyc ti€u chung 1a nang
ty 1& hoc sinh hoc ban tri. Cac du an nay dung chung thiét ké mau, mua vat tu sé luong
16n va chung dot tap huan gido vién. Quan ly chung ré va nhanh hon quan 1y roi ting cai.
Loi ich chi xuat hién khi ca nhom xong, khong phai khi mot trudng xong.

Program: a group of 8 highland schools built over 5 years, sharing one aim, which is raising the
share of pupils in boarding programs. These projects use a template design, buy materials in
bulk and share one teacher-training round. Managing them together is cheaper and faster than
managing each alone. The benefit appears when the whole group is done, not when one school is
done.

Danh muc: toan bd khoan du tu gido duc ma tinh dang can nhic trong mot ngan sach
gi6i han. Gom chuong trinh truong ving cao, chuong trinh nang cap truong do thi va dy
an nén tang hoc tryc tuyén. Cac phan nay khong nhét thiét lién quan nhau, chi cing tranh
mot nguén von. Viée chinh 1a chon, dung hoac hoan bot.

Portfolio: all the education investments the province is weighing under one limited budget. It
includes the highland-school program, the urban-school upgrade program and an online-
learning platform project. These parts need not relate to each other, they only compete for the
same funds. The main work is choosing, stopping or delaying items.

Ai quan ly Thanh cong la gi

Who manages What success means

Nguoi quan 1y du an, lo giao ding viéc Xong dung yéu cau, dung han, trong ngan
Du an trong pham vi, thoi gian, chi phi sach, dugc nghiém thu
Project The project manager, who delivers the work Finished to requirements, on time, within

on scope, time and cost budget, and accepted
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Cap Ai quan ly Thanh cong la gi
Level Who manages What success means

Ngudi quan 1y chuong trinh, didu phdi cac
Chuong  dy 4n va xir Iy phu thudc giita ching
trinh The program manager, who coordinates the

Dat loi ich da hura, vi du ty 1€ ban trh tang
tr 40% lén 70%
The promised benefit is reached, for example

P ect. handl dencies betw
rogram  projects and handles dependencies between boarding share rising from 40% to 70%

them
Vén don vao dtng viéc phuc vu chién
Danh Lanh dao cép cao hodc hoi déng dau tu luqc,vrﬁi ro can ddi, téng gia tri cao nhét
mue cua tinh c6 thé
Po.r folio Senior leaders or the province's investment Funds go to the work that serves the strategy,
: board risk is balanced, and total value is as high as

possible

Cach phan loai mot viéc cu thé — How to classify a piece of work

1. Hoi viée ndy c6 ngay két thiic va mot san pham cu thé khong. C6 thi né 1a duy an.
Ask whether it has an end date and one specific deliverable. If yes, it is a project.

2. Hoi nd c6 ndm cung nhém vi¢c khéc dé dat mot loi ich chung, va c¢6 dugc quan ly
phéi hop khong. Co thi nhém d6 1a chuong trinh,
Ask whether it sits with other work to reach one shared benefit and is coordinated with it. If
ves, that group is a program.

3. Hoi n6 ¢6 chi dang canh tranh vén, nhan lyc véi viée khac ma khong chung dich. C6
thi n6 nam trong danh muc.

Ask whether it merely competes with other work for money or people without a shared goal.
If yes, it belongs in a portfolio.

VI DU / EXAMPLE — Tinh c¢6 ngan sach 500 ty dong. Chwong trinh ving cao: 8 truong x 25
ty = 200 ty. Chuong trinh d6 thi: 6 truong x 30 ty = 180 ty. Nén tang hoc truc tuyén: 70 ty.
Téng danh muyc = 200 + 180 + 70 = 450 ty, con du 500 — 450 = 50 ty. Hoi dong dau tu c6 thé
giit phan du 1am du phong hoidc dua vao mot du an moi. Nguoi quan 1y ting trudng khong
quyét dinh chuyén nay.

The province has a 500 billion VND budget. Highland program: 8 schools x 25 billion = 200 billion.
Urban program: 6 schools x 30 billion = 180 billion. Online platform: 70 billion. Portfolio total =
200 + 180 + 70 = 450 billion, leaving 500 — 450 = 50 billion. The investment board can keep that as
a reserve or fund a new project. The manager of a single school does not decide this.

LOI HAY GAP / COMMON MISTAKE — Nhim chuong trinh v&i dy 4n 16n. Dy 4n réat 16n
nhu mot dai hoc van 12 mét du 4n néu chi c6 mot san phém. Chuong trinh doi hoi nhiéu dy an
c6 lién hé. Ciing dimg cho rang moi thir trong danh muc déu lién quan nhau.

Mistaking a program for a big project. A very large project such as a university campus is still one
project if it has a single deliverable. A program needs several related projects. Also, items in a
portfolio need not be related.
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LOI HAY GAP / COMMON MISTAKE — Panh gia chuong trinh bang tiéu chi ciia du 4n.
Ca 8 truong ding han nhung ban tra khong tang thi chuong trinh van thét bai.

Judging a program by project criteria. If all 8 schools finish on time but boarding does not rise, the
program still fails.

Tw ludn ngin — Short essay question

bé: Phan biét du an, chuong trinh va danh muc dyu an. Cho vi du tu dau tu truong hoc cua
mot tinh.

Question: Distinguish projects, programs and portfolios. Give an example from a province's
school investments.

« Dan y: néu dinh nghia ba cip bang mdt cau mdi cdp, nhan manh du 4n c6 san pham va
ngay két thuc.

Outline: define each level in one sentence, stressing that a project has a deliverable and an
end date.

* Vi dy: mot truong, nhém 8 trudng ving cao, toan bd khoan dau tu gido duc cua tinh.
Example: one school, a group of 8 highland schools, the province's whole education
investment.

« Nguoi quan 1y: quan 1y dy an, quan 1y chuong trinh, hdi dong dau tu hoic lanh dao
cap cao.

Managers: the project manager, the program manager, the investment board or senior
leaders.

* Tiéu chi thanh cong: dung pham vi, han, chi phi; dat lgi ich chung; dung chién lugc va
can d6i i ro.

Success criteria: right scope, time and cost; shared benefit achieved; fit with strategy and
balanced risk.

1.6. Vai tro, trach nhiém va ky nang cua nguwoi quan ly du an — 1.6. Roles,

responsibilities and skills of the project manager

Nguoi quan 1y dy an 13 nguoi chiu trach nhiém dua du 4n vé dich dang pham vi, thoi
gian, chi phi va chét lugng. Ban khong can 1a ngudi lam gioi nhat timg viéc. Viée cia ban
1a gitip ca nhom 1am ding viée, dung lac. Cach dé& hiéu nhét 1a nhin vao mot ngay lam
vi€c ciia nguoi nay.

The project manager is the person accountable for bringing a project home within its scope,
schedule, budget and quality targets. You do not need to be the best at every task. Your job is to
help the whole team do the right work at the right time. The easiest way to see this is to follow
one working day.

Mot ngay lam viéc cia nguwdi quan ly dw an — A day in the life of a project manager
Chi Lan quan ly dy 4n xdy mot xudng may. Ngay cta chi dién ra nhu sau:
Lan manages the construction of a garment workshop. Her day goes like this:

« 7h30: chi m& bang tién d6 va thiy viéc do6 mong tré hai ngay vi mua. Chi xép lai thir

tu cac viée sau do, roi tinh xem ngay ban giao c6 bi dy lui khong. Pay 1a lap ké
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hoach.

7:30: she opens the schedule and sees the foundation pour is two days late because of rain.
She reorders the later tasks, then checks whether the handover date slips. This is planning.

* 9h00: chi hop nhanh tai cong truong véi té cdp pha, to thép va tho dién. Chj giao ai
lam gi, xong ngay nao, to nao phai chd t6 nao. Pay la didu phoi.
9:00: she holds a short site meeting with the formwork, rebar and electrical crews. She says
who does what, by which day, and which crew waits for which. This is coordination.

« 11h00: nha thau thép xin ting gid 5% vi vat liéu 1én gia. Chi khong dong ¥ ngay ma dé
nghi gitr gia cii, doi lai chi thanh todn som bay ngay. Pay 1a thuong lugng.
11:00: the steel supplier asks for a 5% price rise because materials cost more. She does not

accept at once. She offers to keep the old price if she pays seven days earlier. This is
negotiation.

« 15h00: cha du tu hoi tinh hinh. Chi giri bdo cao mot trang: da xong gi, dang tré gi,
cach xir 1y, va viéc nao can ho quyét. Pay 1a bao cdo.
15:00: the owner asks for an update. She sends a one-page report: what is done, what is late,
how she is handling it, and which decision she needs from them. This is reporting.

PHAI THUQC / MEMORISE — Bén vai trd can nhé: 1ap ké hoach (quyét dinh 1am gi, theo
thir tw nao), diéu phdi (ndi ngudi véi viéc), thuong luong (dat théa thuan véi bén cé loi ich
khac minh), bao cdo (cho ngudi c6 quyén quyét dinh biét dung tinh hinh).

Four roles to remember: planning (deciding what to do and in what order), coordinating (linking
people to tasks), negotiating (reaching agreements with parties whose interests differ from yours), and
reporting (giving decision makers an accurate picture).

Ba nhom ky nang — Three groups of skills

K¥ niang chuyén mén 1a hiéu nghé ma dy 4n dang lam, da dé biét mot dé xuat co hop 1y
khong. K§ nang quan tri 1a 1ap ké hoach, udc tinh, theo di tién do va chi phi, nhan dién
rii ro. K§ ning giao tiép 1 nghe, noi, viét 1, thuyét phuc va giai quyét mau thuin. Dy an
cang 16n, nguoi quan 1y cang phai dung nhiéu nhém thir hai va thi ba.

Technical skill means knowing the trade the project works in, well enough to judge whether a
proposal makes sense. Management skill covers planning, estimating, tracking schedule and
cost, and spotting risks. Communication skill covers listening, speaking, clear writing,

persuading and resolving conflict. The bigger the project, the more the manager relies on the
second and third groups.

Nhom ky
nang
Skill group

Hiéu la gi Viéc ctia chi Lan

Meaning Lan's example

Doc ban v€, phat hién cao d san bi ghi

Chuyén Hiéu ky thuat va quy trinh ctia nghé <ai

mon Understanding the trade's methods and

Technical processes Reading drawings and spotting a wrongly

stated floor level
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Nhom ky
nang
Skill group

Hiéu la gi Viéc ctia chi Lan

Meaning Lan's example

Quan tri Bién muc tiéu thanh ké hoach va theo

O Lap bang chi phi theo d5i hang tuan
Managemen — doi nd dp bang chi p &

) ) o Keeping a weekly cost tracking sheet

t Turning goals into a plan and tracking it

Lam cho nguoi khac hiéu va cing hanh
ong

Getting others to understand and act

Giao tiép
Communica

Tran an to thg dang bat man vé chia ca
Calming a crew unhappy about shift

tion allocation

together

Vi DU / EXAMPLE — Phan loai ba tinh hudng. (a) Anh Minh tinh lai khdi luong bé tong dé
kiém tra bao gia. (b) Anh viét email néu rd ba phuong 4n va dé nghi sép chon mét. (c) Anh
1ap ké hoach nhén cong cho thang sau. Pap 4n: (a) chuyén mon, (b) giao tiép, (c) quan tri.
Classify three situations. (a) Minh recalculates the concrete volume to check a quotation. (b) He
writes an email setting out three options and asks his boss to pick one. (c) He plans next month's
labor. Answer: (a) technical, (b) communication, (c) management.

LOI HAY GAP / COMMON MISTAKE — Nguoi gidi ki thuat dugc giao quan 1y thuong
tur 1am hét, bo viéc diéu phdi. Gia st tudn 1am 40 gio, anh danh 26 gid ty v& ban v&. Chi con
14 gio, tuc 35%, cho hop, theo doi va bao cao. Cac t6 khac cho chi dan, tién do truot dan ma
khong ai biét.

A technically strong person put in charge often does everything personally and drops coordination.
Suppose a 40-hour week with 26 hours spent drawing. Only 14 hours, or 35%, remain for meetings,
tracking and reporting. Other crews wait for direction and the schedule slips without anyone noticing.

Céch sira gdbm bén budc:
The fix takes four steps:

1. Cudi mdi tuan, ghi sb gi0 ban dung cho tung loai viéc: tu lam, diéu phéi, bao cao.
At the end of each week, log your hours by type: doing, coordinating, reporting.

2. Chon nhiing vi¢c nguoi khac lam duge ¢ muc du dung va giao di.
Pick the tasks others can do well enough and hand them off.

3. Khi giao, néi 1 két qua can dat va han ndp.
When delegating, state the result you need and the deadline.

4. Pat gio ¢6 dinh mdi ngay cho hop ngan va doc tién do, rdi khong nhuong gior d6 cho
viéc tu lam.
Set a fixed daily slot for a short meeting and a schedule review, and do not give it up for
hands-on work.
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1.7. Nguyén tic nghé nghiép ciia chit nhiém diéu hanh dy an xiy dung - 1.7,

Working principles of a construction project director

Chu nhiém diéu hanh du an 13 nguoi dimg dau viéc diéu hanh dy 4n xay dung, chiu trach
nhiém trude chit dau tu vé két qua. Trong phap luat Viét Nam, chtric danh gan nhat 1a
giam dbc quan 1y dy an dau tu xdy dung. Nguyén tac nghé nghiép 1a nhitng quy tic ban
gilr ca khi khong ai kiém tra, nhat 1a lac phai chon gitra tién do, loi ich riéng va viéc
ding.

The project director leads the day-to-day running of a construction project and answers to the
owner for the result. In Vietnamese law the closest title is the construction project management
director. Professional principles are the rules you keep even when nobody is checking, especially
when schedule pressure or personal gain pulls against doing the right thing.

Bon nguyén tac cot 16i — Four core principles

« Pling phép luat: chi 1am viéc trong pham vi quyén han va theo quy dinh hién hanh.
Nguoi gitr chitc danh nay phai dap tmg diéu kién nang luc, kinh nghiém theo quy
dinh, con cac vi tri nhur giam sat thi cong phai c6 chimg chi hanh nghé twong ting. Ban
c6 trach nhiém kiém tra nguoi ciia minh du diéu kién, khong dung tén nguoi khac.
Lawful practice: act only within your authority and current regulations. The project director
must meet the required competence and experience, and roles such as construction
supervision need a matching practising certificate. You are responsible for checking that
your people are qualified, and never for borrowing someone else's name.

« Minh bach: moi quyét dinh vé khdi lwong, chi phi, thay ddi va nghiém thu déu c6 van
ban, s6 liéu va ngudi ky. Vi du doi thudng: chi tiéu chung cta nhom ban nio ciing
phai c¢6 hoa don, ai hoi ciing dua ra dugc.

Transparency: every decision on quantities, cost, changes and acceptance has a document,
figures and a named signer. Think of shared spending in a group of friends: each payment
has a receipt that anyone can ask to see.

* Phan dinh rd trach nhiém: ai 1am, ai kiém tra, ai duyét, ghi ro tirng viéc. Giao vi¢c cho
tu van, nha thau hay cp dudi khong 1am mét trach nhiém quan 1y cta ban.

Clear allocation of responsibility: who does, who checks and who approves is written down
for each task. Delegating to consultants, contractors or staff does not remove your own duty
to manage.

« An toan va chat lugng: khong d6i tién do hay tién 1ay viéc dé cong trinh kém an toan.
Khi c¢6 nguy co, ban c6 quyén va c6 bon phan dimg thi cong dé xtr 1y.

Safety and quality: never trade them for speed or money. When there is danger, you have the
right, and the duty, to stop work and deal with it.

Tinh huong dao dirc: nha thau tang qua khi nghiém thu - Ethics case: a contractor

offers a gift at acceptance

Vi DU/ EXAMPLE — Ban nghiém thu phan méng khu B. Cudi budi, giam dc nha thau dwa
phong bi 20 triéu dong "cam on anh", réi n6i nho: hai mau bé tong nén chua dat, anh bo qua
gitip. Cach xur 1y dting: tir chdi phong bi, khong ky nghiém thu phan moéng khu B, yéu ciu nha
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thau xir Iy va thir lai, rdi bao céo bang vin ban. Két qua cudi: bién ban ghi "chwa nghiém thu",
chi phi xir Iy do nha thau chiu, ban khong no ai diéu gi.

You are accepting the foundation of Block B. At the end, the contractor's director hands you an
envelope with 20 million VND, saying "thanks", then whispers that two concrete cubes failed the
compression test and asks you to overlook it. The right response: refuse the envelope, withhold
acceptance of the Block B foundation, require rework and retesting, and report in writing. End result:
the record states "not accepted"”, the contractor bears the repair cost, and you owe nobody anything.

1. Ttr chdi ngay tai chd, ndi gon va lich sy, khong hen "dé sau".
Refuse on the spot, briefly and politely, without saying "maybe later”.

2. Pdi chiéu két qua thir mau voi yéu cau thiét ké, roi ghi phan chua dat vao bién ban.
Compare the test results with the design requirements and record the failing part in the
minutes.

3. Yéu cau nha thau dua phuong an khéc phuc va thu lai, chua dat thi chua ky.
Ask the contractor for a remedy plan and a retest; do not sign until it passes.

4. Bao cao viéc duoc dé nghi qua cho chu dau tu hodc cip quan Iy theo quy ché noi bo,
va luu ho so.
Report the gift offer to the owner or your line management under internal rules, and keep the
record.

LOI HAY GAP / COMMON MISTAKE — Nhén "qua nhé cho d& mat Iong", ky nghiém
thu trude rdi stra sau, thoa thuin miéng khong c6 van ban, hodc nghi da co tu van giam sat thi
minh hét trach nhiém.

Common mistakes: accepting a "small gift to avoid offence”, signing acceptance first and fixing later,
making verbal deals with no paper trail, or assuming the supervision consultant removes your own
responsibility.

MEO / TIP — Ty hoi: néu viéc ndy duoc ding 1én bao, minh c6 yén tim khong? Néu khong,
dung lam.
Ask yourself: if this appeared in the news, would I be comfortable? If not, do not do it.

Tuw ludn cé dan y: trach nhi€ém ca nhan — Essay with outline: personal responsibility

Pé: Cong trinh sau ban giao bi nit két cdu do thi cong sai thiét ké. Phan tich trach nhiém
c4 nhan cua chu nhiém diéu hanh dy 4n.

Question: A structure cracks after handover because construction deviated from the design.
Analyse the personal responsibility of the project director.

« M¢ bai: néu vai tro nguoi ding dau diéu hanh va bon nguyén tic nghé nghiép.
Introduction: state the director's role and the four working principles.

« Phén tich: kiém tra nang luyc nhan sy, kiém tra chat lugng trudce khi nghiém thu, luu hd
s0, xu ly hoac dung thi cong khi c6 sai l¢ch.
Analysis: staff competence checks, quality checks before acceptance, record keeping, and
handling or stopping work when deviations appear.
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* Phan biét: phén trach nhiém cua nha thau, tu vin giam sat va phﬁn cuia ban, ké ca khi
da ty quyén.
Distinction: the shares of the contractor, the supervision consultant and your own, including
after delegation.

« Két luan: trach nhiém c4 nhan gan véi viée da lam, di ky va da bo qua; néu bién phap
phong ngura.
Conclusion: personal responsibility follows what you did, signed and overlooked; state
preventive measures.

PHAI THUQC / MEMORISE — Bén nguyén tic: dang phap luat, minh bach, phan dinh 5
trach nhiém, bao dam an toan va chat lugng. Khong nhan qua tir bén minh nghiém thu.

Four principles: lawful, transparent, clear responsibility, safety and quality. Never accept gifts from
the party whose work you are accepting.

1.8. Thuat ngir tiéng Anh thong dung trong quan ly dw an — 1.8. Common

English terms in project management

Poc tai lidu qudc té, hop déng hay phan mém lap tién do, ban s& gip rat nhiéu tir tiéng
Anh. Phan nay gom 40 thuat ngit hay gip theo bay nhom. Mdi tir c6 nghia 15i thuong,
mot cau vi du va chuong gidi thich ky.

Reading international documents, contracts or scheduling software, you will meet a lot of

English terms. These 40 common terms are grouped into seven sets. Each has a plain meaning,
an example sentence and the chapter that explains it in depth.

Nhom pham vi — Scope terms

Nghia 161 thuong Vidu Chuong

Plain meaning Example Chapter
scope toan bg viéc phai lam Pham vi gdm ca sén vuon. Chuong 7

p all the work to be done The scope includes the garden. Chapter 7

delivera  san pham ban giao Bén v& 1a san pham ban giao. Chuong 7
ble a product handed over The drawings are a deliverable. Chapter 7
WEBS cay chia nhd cong viéc WBS ¢6 ba tang. Chuong 7

work broken into small parts The WBS has three levels. Chapter 7
require  diéu khach hang can Yéu ciu 1a c6 thang may. Chuong 7
ment what the client needs A lift is a requirement. Chapter 7
stakehol ngudi bi du 4n anh hudng Cu dan 1a bén lién quan. Chuong 2, 6
der anyone affected by the project Residents are stakeholders. Chapters 2, 6
scope viéc thém dan ngoai ké hoach Pham vi phinh ra mdi tuan. Chuong 7
creep extras added bit by bit Scope creep grew weekly. Chapter 7
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Thuat
ngir
Term

accepta
nce

Nghia 161 thuong

Plain meaning

khach déng y nhan

client agrees to take it

Nhém tién @6 — Schedule terms

Thuat

ngir
Term

activity

milesto
ne

critical
path

float

lag

lead

Gantt
chart

Nghia 161 thuong

Plain meaning
mot viéc co thoi gian
a task that takes time

¢ot mdc, khong ton thoi gian

a marker with no duration

chudi viéc dai nhat

the longest chain of tasks

thoi gian duge tré ma khong sao
delay allowed without harm

thoi gian cho gitra hai viée

a wait between two tasks

cho viéc sau bit dau sém
the next task starts early

biéu dd thanh ngang theo ngay

bars laid out along dates

Vi du
Example

Nghiém thu xong thi thanh toan.
Pay after acceptance.

Vi du
Example

1) moéng la mdt hoat dong.
Pouring the footing is an activity.

CAt noc 1a cot mbe.
Topping out is a milestone.

Puong ging quyét dinh ngay xong.

The critical path sets the finish date.

Viéc nay du trir 3 ngay.
This task has 3 days of float.

Cho bé tong 7 ngay.
Allow a 7-day lag for the concrete.

Son bat dau som 2 ngay.
Painting starts with a 2-day lead.

Treo so d0 thang ngang 1én tudng.
Pin the Gantt chart on the wall.

Chuong
Chapter

Chuong 7
Chapter 7

Chuong
Chapter

Chuong 8
Chapter 8

Chuong 8
Chapter 8

Chuong 8
Chapter 8

Chuong 8
Chapter 8

Chuong 8
Chapter 8

Chuong 8
Chapter 8

Chuong 8
Chapter 8

Nhom chi phi — Cost terms

Nghia 161 thuong

Vi du
Example

Chuong

Plain meaning Chapter

cost tién nguoi 1am bo ra Gié thanh la 800 tricu. Chuong 10
what the maker spends The cost is 800 million. Chapter 10

rice tién nguoi mua phai tra Gia ban la 950 tricu. Chuong 10
p what the buyer pays The price is 950 million. Chapter 10

budeet khoan tién duoc duyét Ngén sach da chia theo thang. Chuong 10
£ the approved sum The budget is split by month. Chapter 10

conting  tién du phong Du phong 5% tong mtic. Chuong 10
ency money set aside for surprises Keep a 5% contingency. Chapter 10
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Thuat
ngir
Term

cost
overrun

earned
value

Nghia 161 thuong

Plain meaning
chi vuot ké hoach
spending above plan

gié tri phan viéc da lam
worth of work done

Vi du
Example

Du an vuot chi 12%.
The project had a 12% overrun.

Gia tri lam ra la 40 triéu.
Earned value is 40 million.

Nhém chat lwong va riti ro — Quality and risk terms

Thuat

ngir
Term

quality
assuran
ce

quality
control

defect

risk

risk
register
mitigati

on

1ssue

Nghia 161 thuong

Plain meaning

lam dung quy trinh tir dau
following good process up front

kiém tra san phdm 1am ra
checking what was made

cho sai hong
a flaw

dicu co thé xay ra, xau hoac tot
an uncertain event

bang ghi cac rui ro

a table listing risks

cach lam rui ro nhe di

ways to soften a risk

rui ro da xay ra

a risk that has happened

Nhém hop ddng — Contract terms

Thuat

ngir
Term

contract

tender

Nghia 161 thuong

Plain meaning
thoa thuan c6 rang bugc
a binding agreement

cudc moi thau
an invitation to bid
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Vi du
Example

Pam bao chat luong bat dau tir thiét

ke.

Quality assurance starts at design.

Lay mau bé tong dé kiém soat chat

luong.

Sample the concrete for quality control.

Tudng cb vét nit.
The wall has a defect.
Mura 16 1a rui ro.
Heavy rain is a risk.

Céap nhat s6 rui ro hang tuan.
Update the risk register weekly.

Mua vét tu sém dé giam rui ro.
Buy early as mitigation.

Can cau hong 1a van d¢ dang cé.

The broken crane is an issue.

Vi du
Example

Hai bén ky hop dong.

Both sides sign the contract.

Chu dau tu mo géi thau.
The owner opens a tender.
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Chuong
Chapter

Chuong 11
Chapter 11

Chuong 11
Chapter 11

Chuong
Chapter

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong
Chapter

Chuong 12
Chapter 12

Chuong 12
Chapter 12
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Thuat
ngir
Term

bid
contract

or

variatio
n order

retentio
n

Nghia 161 thuong

Plain meaning

ho so chao gia cia nha thau
a contractor's offer

bén nhan lam cong trinh
the party doing the work

lénh thay d6i viéc da ky

a signed change to the work
tién giir lai &én hét bao hanh
money held until warranty ends

Nhom tai chinh — Finance terms

cash
flow

discount
rate

NPV

IRR

payback
period

Nghia 161 thuong

Plain meaning

tién vao tru tién ra
money in minus money out

ty 1& quy tién tuong lai vé nay
rate for bringing future money to today

1ai rong tinh theo tién hom nay
net gain in today's money

mirc 13i ma NPV bang 0

the rate where NPV is zero

s0 nam thu lai von
years to recover the outlay

Bai luyén ghép nghia — Martching practice

Vi du
Example

Ba don vi ndp h so du thau.
Three firms submit a bid.

Nha thau vao cong truong.
The contractor moves on site.

Lénh thay d6i thém mot cira.
A variation order adds a door.

Gitr lai 5% gia tri.
Hold 5% as retention.

Vi du
Example

Nam dau dong tién am.

Cash flow is negative in year one.

Chon suét chiét khau 10%.
Use a 10% discount rate.

NPV duong nén nén lam.
A positive NPV says go ahead.

IRR 14 14%.
The IRR is 14%.

Hoan von sau 6 nam.
Payback takes 6 years.

Chuong
Chapter

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong 12
Chapter 12

Chuong
Chapter

Chuong 4
Chapter 4

Chuong 4
Chapter 4

Chuong 4
Chapter 4

Chuong 4
Chapter 4

Chuong 4
Chapter 4

* Ghép tir voi nghia: 1) float, 2) lag, 3) cost, 4) issue, 5) retention. Nghia: a) thoi gian
cho gitra hai viée, b) rai ro da xdy ra, ¢) tién gitr lai dén hét bao hanh, d) tién nguoi
1am bé ra, e) thoi gian duge tré ma khong sao. Pap an: 1-e, 2-a, 3-d, 4-b, 5-c.

Match each term with its meaning: 1) float, 2) lag, 3) cost, 4) issue, 5) retention. Meanings:
a) a wait between two tasks, b) a risk that has happened, c) money held until warranty ends,
d) what the maker spends, e) delay allowed without harm. Answers: 1-e, 2-a, 3-d, 4-b, 5-c.

LOI HAY GAP / COMMON MISTAKE — Nhim cost véi price. Cost 13 tién bén lam bo ra,
price la tién bén mua tra. Chénh léch gitra hai s6 1 loi nhuén.
Mixing up cost and price. Cost is what the maker spends, price is what the buyer pays. The gap
between them is profit.
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LOI HAY GAP / COMMON MISTAKE — Nhim float v&i lag. Float 14 chd tré dugc ma
khong ddy ngay xong. Lag 1a quing chd bit bude, nhur cho bé tong déng clig, va nd lam kéo
dai duong di.

Mixing up float and lag. Float is room to slip without moving the finish date. Lag is a required wait,
such as concrete curing, and it lengthens the path.

MEO / TIP — Pimg nham risk voi issue: risk chua xay ra, issue d xay ra. Nham hai tir nay
thi s6 rti ro s& 13n v6i danh sach viéc dang xir 1.

Do not confuse risk with issue: a risk has not happened yet, an issue already has. Mixing them clutters
the risk register with live problems.

1.9. Bai tap van dung ¢0 10i gidi — 1.9. Applied exercises with solutions

Bai 1. Phan loai ndm hoat dong ciia mgt cong ty xay dung — Exercise 1. Classifying five
activities in a construction company

Mot cong ty xay dung c6 nim hoat dong: (a) xdy mot trudng mam non theo hop dong,
kéo dai 14 thang; (b) ké toan lap bao céo thué vao cudi mdi thang; (c) to chirc mot budi
hoi thao ra mat cong ty vao ngay 15/12; (d) bao vé truc cong cong ty hang ngay; (e)
xudng san xuat gach chay déu mdi ngay. Hoat dong nao 1a du an? Giai thich.

A construction company has five activities: (a) building a kindergarten under a contract lasting
14 months; (b) the accountant preparing a tax report at the end of every month, (c) holding one

launch seminar for the company on 15 December; (d) guards watching the gate every day; (e) a
workshop making bricks every day. Which activities are projects? Explain.

1. Dung ba cau hoi cho ting hoat dong: c6 ngay bat dau va két thuc 16 khong (tam thoi),
két qua co khac 1an trudc khong (duy nhat), c¢6 dich cu thé can dat khong (muc tiéu)
Ask three questions for each activity: does it have a clear start and end (temporary), is the
result different from earlier ones (unique), and is there a specific goal to reach (goal-driven)

2. Hoat dong (a): két thuc sau 14 thang khi truong ban giao, cong trinh niy 1a mot cong
trinh riéng, dich 1a truong x4y xong ding hop dong. DB ba dau hiéu, 1a dy an
Activity (a): it ends after 14 months when the school is handed over, the building is one of a
kind, and the goal is a finished school that meets the contract. All three signs are present, so
it is a project

3. Hoat dong (c): ¢6 ngay bat dau va két thiic, ndi dung budi hoi thao nay chi dién ra mot
lan, dich 12 ra mat cong ty. Pt ba dau hiéu, 13 dy an
Activity (c): it has a start and an end, this seminar happens only once, and the goal is to
launch the company. All three signs are present, so it is a project

4. Hoat dong (b), (d), (e) 1ap lai déu din, khong c6 diém két thiic dinh trudc va 1am ra
cung mot kiéu két qua. Pay 1a cong viéc van hanh thuong ngay, khong phai dy an
Activities (b), (d), and (e) repeat steadily, have no planned end, and produce the same kind
of result. They are day-to-day operations, not projects

5. Két qua: 2 trong 5 hoat dong 1a du an, gdm (a) va (c)
Result: 2 of the 5 activities are projects, namely (a) and (c)
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Bai 2. Rit ngin tién d mot dw an vin phong — Exercise 2. Shortening the schedule of an
office project

Dy 4n xdy van phong c6 pham vi c6 dinh, ngan sach 2,4 ty dong va thoi gian 12 thang,
chi phi chia déu theo thang. Cha ddu tu yéu cau xong sau 10 thang, giit nguyén pham vi
va chét lugng. Doi dy 4n udc tinh phai thém nhan cong va may nén chi phi ting 15%.
Tinh ngan sach méi va chi phi binh quan mdi thang, rdi néu rang budc nao da bi tac
dong.

An office-building project has a fixed scope, a budget of 2.4 billion dong, and 12 months, with
cost spread evenly by month. The client asks for completion in 10 months, keeping the same
scope and quality. The team estimates that extra workers and machines will raise cost by 15%.

Calculate the new budget and the average monthly cost, then say which constraints were
affected.

1. D6i ngan sach cii ra triéu dong: 2,4 ty = 2.400 triéu dong. Chi phi binh quan ban dau:
2.400 / 12 =200 triéu dong mdi thang
Convert the old budget to million dong: 2.4 billion = 2,400 million. Original average cost:
2,400/ 12 = 200 million dong per month

2. Phan chi phi ting thém: 2.400 x 0,15 = 360 triéu dong. Ngan sach méi: 2.400 + 360 =
2.760 triéu dong, tirc 2,76 ty dong
Extra cost: 2,400 x 0.15 = 360 million dong. New budget: 2,400 + 360 = 2,760 million
dong, which is 2.76 billion dong

3. Chi phi binh quan méi: 2.760 / 10 = 276 triéu dong mdi thang, cao hon muc cii 76
triéu dong
New average cost: 2,760/ 10 = 276 million dong per month, which is 76 million more than
before

4. Thoi gian bi it ngan nén chi phi phéi ting dé pham vi va chét lugng khong doi. Néu
chu dau tu khong thém tién, doi du an budc phai giam pham vi hodc chat lugng
Time was shortened, so cost had to rise to keep scope and quality unchanged. If the client
adds no money, the team must cut scope or quality

5. Két qua: ngan sach méi 2,76 ty ddng, binh quan 276 triéu dong mdi thang; thoi gian
bi thay ddi va kéo theo chi phi
Result: new budget 2.76 billion dong, averaging 276 million dong per month; time was
changed and pulled cost with it

Bai 3. Xép nhém duy an thanh chwong trinh va danh muc — Exercise 3. Grouping
projects into a program and a portfolio

Cong ty X c6 ba dy an nang cép mot khu d6 thi, cung phuc vu mot muc ti€u chung va
dugc diéu phdi chung, von 1an luot 40 ty, 25 ty, 35 ty dong. Cong ty con hai dy 4n doc
lap, von 18 ty va 12 ty dong. Hay chi ra dau la chuong trinh, tinh tong von ciia danh muc,
va tinh phan tram von ciia chuong trinh trong danh muc (1am tron mét chir s6 thap phén).
Company X has three projects upgrading one urban area, serving one shared goal and

coordinated together, with budgets of 40, 25, and 35 billion dong. It also has two independent
projects with budgets of 18 and 12 billion dong. Identify the program, calculate the total budget
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of the portfolio, and calculate the program's share of the portfolio budget (rounded to one
decimal place).

1. Ba dy 4n néang cép khu d6 thi cung mot muc ti€u chung, dugc diéu phéi chung, nén
hop thanh mdt chuong trinh

The three urban-upgrade projects share one goal and are coordinated together, so they form
one program

2. Vén cua chuong trinh: 40 + 25 + 35 = 100 ty dong. Vén hai du 4n doc lap: 18 + 12 =
30 ty dong
Program budget: 40 + 25 + 35 = 100 billion dong. Budget of the two independent projects:
18 + 12 = 30 billion dong

3. Danh muc 13 tdp hop moi thir cong ty quan 1y chung, gdm chuong trinh va hai du 4n
doc lap. Téng von danh muc: 100 + 30 = 130 ty déng
The portfolio is everything the company manages together: the program and the two
independent projects. Total portfolio budget: 100 + 30 = 130 billion dong

4. Ty 1€ von cla chuong trinh: 100 / 130 = 0,7692, tic khoang 76,9%
Program share: 100/ 130 = 0.7692, which is about 76.9%

5. Két qua: mot chuong trinh 100 ty dong; danh muc 130 ty dong; chuong trinh chiém
khoang 76,9% von danh muc
Result: one program of 100 billion dong; a portfolio of 130 billion dong, the program makes
up about 76.9% of portfolio budget

1.10. Cau héi ty luan va dan y tra loi — 1.10. Essay questions and answer outlines

Céu 1. Trinh bay ba du hi¢éu nhin biét mét dw 4n va ldy vi du minh hoa cho tirng
diu hiéu.
Question 1. Describe the three signs that identify a project and give an example for each.
« Tam thoi: ¢6 ngay bat dau va két thic, két thac khi dat muc tiéu hozc khi bi dimg;
"tam thoi" khong c6 nghia la ngan
Temporary: it has a start and an end, finishing when the goal is reached or the project is
stopped; "temporary"” does not mean short

« Duy nhat: san pham hoic két qua khac véi nhiing lan lam trude vé dia diém, yéu cau
hodc diéu kién, vi du mdi cong trinh xay dung c6 mot thiét ké riéng
Unique: the product or result differs from earlier ones in location, requirements, or
conditions, for example each building has its own design

« Co muc tiéu: co dich cu thé, do duge, va du an duge coi 1a xong khi dat dich d6
Goal-driven: it has a specific, measurable aim, and the project counts as done when that aim
is reached

* Mot cong vige thiéu mot trong ba d4u hiéu thuong 1a cong viéc van hanh, néu mot vi
du ngan
A task missing one of the three signs is usually operations; give a short example
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Ciu 2. So sanh du 4n véi cong viéc van hanh thuwong ngay. Vi sao cin phan biét hai
loai nay?
Question 2. Compare a project with day-to-day operations. Why is it useful to tell them apart?
* Van hanh 1ap lai, lién tuc, tao ra cung mot loai két quad; du an c6 diém bat dau va két
thiic, két qua méi
Operations repeat, continue, and give the same kind of result; a project has a start and an
end and a new result

« Cach quan 1y khac nhau: van hanh cha trong duy tri hiéu qua 6n dinh, du 4n chd trong
1ap ké hoach, theo ddi tién d¢ va dong du 4n
Management differs: operations focus on keeping steady efficiency, projects focus on
planning, tracking progress, and closing out

* Hai loai thuong giao nhau, vi du dy 4n lam ra h¢ théng méi rdi ban giao cho bd phan
van hanh
The two often meet, for example a project builds a new system and then hands it to the
operations team

« Phan biét dang gitup chon ngudi, cong cu va cach do két qua phu hop
Telling them apart correctly helps choose suitable people, tools, and ways to measure results

Céiu 3. Phéan tich mdi quan hé giira bon rang budc pham vi, thoi gian, chi phi va chat
lwgng. Cho vi du khi mét rang budc thay doi.

Question 3. Analyse the relationship among the four constraints of scope, time, cost, and quality.
Give an example of one constraint changing.

« Néu nghia timg rang budc bang 16i thuong: 1am nhing gi, xong khi nao, ton bao nhiéu,
t6t dén mirc nao
Explain each constraint in plain words: what is done, by when, at what cost, and how good it
must be

« Bén rang budc gan véi nhau, thay d6i mot cai thudng kéo theo cai khac
The four are linked, and changing one usually pulls on another

* Vi dy: rat ngan thoi gian ma gitt pham vi va chat lwong thi chi phi ting vi can thém
nhan lyc, may moc
Example: shortening time while keeping scope and quality raises cost because more people
and machines are needed

« Nguoi quan 1y dy an phai can ddi ca bon, thong nhat v6i cha dau tu khi ¢6 yéu cau
thay doi
The project manager must balance all four and agree with the client when a change is
requested

Ciu 4. Néu vai tro, trach nhiém va cic ky ning cin c6 ciia nguoi quan ly du an.
Question 4. State the role, responsibilities, and needed skills of a project manager.
* Vai tro: diéu phéi con nguoi va nguén luc dé dy 4n dat muc tiéu trong cac rang budc
cho phép
Role: coordinate people and resources so the project reaches its goal within the allowed
constraints
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« Trach nhiém: 1ap ké hoach, theo ddi tién do va chi phi, xir 1y rui ro, bio céo cho céac
bén lién quan
Responsibilities: plan, track schedule and cost, handle risks, and report to stakeholders

« K§ nang: giao tiép, 1anh dao nhom, dam phan, giai quyét van d¢, hiéu biét chuyén méon
du dé trao doi vei doi
Skills: communication, team leadership, negotiation, problem solving, and enough technical
knowledge to talk with the team

« Nguoi quan 1y dy an khong nhét thiét ty 1lam moi viéc k¥ thuat, ma bao dam cong viéc
duoc lam dang va du
A project manager does not have to do all technical work personally but makes sure the work
is done correctly and completely

1.11. Cau héi tric nghiém — 1.11. Multiple-choice questions

1. Hoat dong nao sau day la mot du an?
Which of the following is a project?

A. Xay mot cau vuot cu thé, bat dau va két thiic theo hop dong / Building one
particular flyover, starting and ending under a contract

B. BG phéan cham s6c khach hang tra 161 cude goi hﬁng ngay / A customer service
team answering calls every day

C. Nha may lap rap dién thoai theo day chuyén lién tuc / A factory assembling
phones on a continuous line

D. Nhan vién nhdp hod don vao phian mém mdi ngdy / An employee entering invoices
into software every day

2. bac diém nao phan bi¢t rd nhat cong viéc van hanh véi dy an?
Which feature best separates operations from a project?

A. Van hanh luén can it ngudi hon du an /| Operations always need fewer people than
a project

B. Van hanh luén tén it tién hon du an / Operations always cost less than a project

C. Van hanh 13p lai va tiép dién, con dy an c6 diém két thuc Operations repeat and
continue, while a project has an end point

D. Van hanh khong can c6 ngudi chiu trach nhi€ém / Operations need no one in
charge
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3. Chu dau tu yéu cau xong sdm hon nhung van giit nguyén pham vi va chit luong. Piéu
gi thuong xay ra nhat?
The client wants an earlier finish but keeps the same scope and quality. What most often
happens?

A. Chi phi thuong gidm vi lam it ngay hon / Cost usually falls because fewer days are
worked

B. Pham vi tg dong duoc m& rdng / Scope is automatically widened

C. Chi phi thuong tang vi can thém nguon luc / Cost usually rises because more
resources are needed

D. Chi phi khong d6i trong moi trwong hop / Cost stays the same in every case
4. Linh vuc kién thtrc ndo gitip nhan dién diéu c6 thé xay ra, tot hodc xau, va chuan bi
cach ung pho?

Which knowledge area helps identify what may happen, good or bad, and prepare
responses?

A. Quan ly rui ro / Risk management

B. Quan Iy mua sam / Procurement management

C. Quan ly pham vi / Scope management

D. Quan 1y truyén thong / Communications management

5. Danh muc du an (portfolio) 1a gi?
What is a project portfolio?
A. B0 ho so gidy to luu trit cia mot du an /| The set of paper records of one project
B. Tap hop dy 4n va chuong trinh duwoc quan 1y chung dé phuc vu chién lugc cua to

chuc / A collection of projects and programs managed together to serve the
organisation's strategy

C. Mot du 4n rat 16n chia thanh nhiéu giai doan / One very large project split into
several phases

D. Céc du an con trong cung mdt chuong trinh / The sub-projects within a single
program
6. Vai tro chinh cua nguodi quan 1y du an 1a gi?
What is the main role of a project manager?
A. Chi ghi chép bién ban cac cudc hop / Only writing meeting minutes

B. Quyét dinh thay nha tai trg vé ngudn vén / Deciding funding on behalf of the
sponsor

C. Ty tay lam toan b cong viéc k¥ thuat cia du an / Personally doing all the
technical work of the project

D. biéu phdi con ngudi va ngudn luc dé du an dat muc tiéu / Coordinating people
and resources so the project reaches its goal
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7. Thuat ngtr "stakeholder" trong quan 1y du an c6 nghia la gi?
What does the term "stakeholder" mean in project management?
A. Nha thau phu thi cong / 4 construction subcontractor
B. Cac bén ¢6 loi ich hodc chiu anh hudng tir du &n / Parties who have an interest in,
or are affected by, the project
C. Nguoi chi nam c6 phiéu cua cong ty / Someone who only holds company shares
D. Nguoi kiém tra chat luong cudi cung / The final quality inspector

8. "Pham vi du an" (project scope) nghia la gi?
What does "project scope" mean?

A. S6 ngay t6i da dy an dugc phép kéo dai / The maximum number of days the project
may last

B. Mtc d6 hai long cua khach hang khi ban giao / The customer's level of satisfaction
at handover

C. Tong s6 tién dugc duyét cho du an / The total money approved for the project

D. Toan b cong viéc can lam dé tao ra san phém hodc két qua da cam két / All the
work needed to deliver the promised product or result
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Chuong 2. Vong doi du an va nam nhom quy trinh quan ly -
Chapter 2. Project Life Cycle and the Five Process Groups

Muc tiéu chwong — Chapter objectives

* Phan bi¢t cac pha ctia vong doi du an va ba giai doan dau tu xay dung ¢ Viét Nam, roi
cho biét mirc anh hudng va chi phi thay d6i ra sao theo thoi gian
Distinguish the phases of a project life cycle and the three stages of construction investment
in Vietnam, and explain how influence and cost of change shift over time

« Chon vong doi du doan, 1ap hay thich tmg cho mot du an cy thé va giai thich 1y do
bang dic diém yéu cau cia du an do
Choose a predictive, iterative or adaptive life cycle for a given project and justify the choice
from how stable its requirements are

« Xép viéc dang 1am vao dung mot trong ndm nhém quy trinh va xir Iy mot yéu cau thay
d6i theo ting budc, tir danh gia anh huong dén cap nhat ké hoach
Place any piece of work into one of the five process groups and handle a change request step
by step, from impact assessment to plan update

2.1. Cac pha cua vong doi du an va mirc Anh hwong theo thoi gian - 2.1. Life

cycle phases and how influence changes over time

Vong doi dy 4n 1a chudi cac giai doan (goi 1a pha) ma dy 4n di qua, tir lic méi co y tudong
dén lac ban giao va dong lai. Hiy nghi téi viéc xdy mot cin nha: ban nghi xem can nha
thé nao, nho nguoi ve, 1oi xay, r6i nhan nha. Moi pha két thuc béng mot san phém cu thé,
va ngudi c6 tham quyén xem xét rdi méi cho di tiép.

A project life cycle is the series of phases a project moves through, from the first idea to
handover and closure. Think of building a house: you decide what you need, have it drawn, build
it, then move in. Each phase ends with a concrete output, and someone with authority reviews it
before the project goes on.

Bon pha cua vong doi — The four phases

* Khéi dau: tra 1o cau hoi "co dang 1am khong". Ban lam rd nhu cu va muc tiéu, udc
luong so bo tién va thoi gian, va tim ra cic bén lién quan (nguoi hodc to chirc tac
dong tdi du an, hodc bi du an tac dong). Két qua la quyét dinh lam hay dung, kém van
ban cho phép du an bat dau.

Initiation: answers "is this worth doing?" You clarify the need and goals, make a rough
estimate of money and time, and identify stakeholders (people or organisations who affect the
project or are affected by it). The result is a go or no-go decision, plus a document that
authorises the project to start.

« T6 chirc va chuan bi: 1ap ké hoach chi tiét vé pham vi, tién d0, ngan sach, chat lugng,
roi chon nguodi, chon nha thau, hoan thién thiét ké. Két quala ké hoach dugc duyét,
ban vé& va hop dong.

Organising and preparing: you plan scope, schedule, budget and quality in detail, then select
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the team and contractors and finish the design. The result is an approved plan, drawings and
contracts.

« Thuc hién: bét tay lam ra san phém, nhu mua vat tu, thi cong, lép dat, kiém tra. bay 1a
pha dung nhiéu nguoi va nhiéu tién nhat.
Execution: the product is actually made, through purchasing, construction, installation and
testing. This phase uses the most people and the most money.

« Két thuc: nghiém thu, ban giao, thanh toan va dong hop dong, tra lai thiét bi, giai tan
nhom, ghi lai bai hoc kinh nghiém.
Closure: you accept the work, hand it over, settle and close contracts, release equipment,
disband the team and record lessons learned.

Anh huéng giam dan, chi phi thay d6i ting dan — Influence falls, cost of change rises
Mitc anh hudng 13 kha ning ciia ban va cac bén lam ddi két qua cudi cua dy an. Mirc nay
cao nhat ¢ pha khoi dau rdi giam dan. Chi phi thay doi 1a tién va cong sirc dé stra mot
quyét dinh da dua ra. Muc nay thap lac dau roi ting dan. V& hai duong 1én cing mot dd
thi theo thoi gian, ban s€ thfiy chung cit nhau thanh hinh chit X.

Influence is the ability of you and other parties to change the final outcome. It is highest at
initiation and then falls. Cost of change is the money and effort needed to reverse a decision

already made. It is low at the start and then rises. Plot both against time and the two lines cross
in an X shape.

Ly do rat doi thuong. Lac ddu moi thir méi ndm trén gidy, sira chi 1 x6a va viét lai. Cang
vé sau, quyét dinh cii di bién thanh hop ddng, vat tu dd mua, bé tong di d6, nguoi da
duoc giao viéc. Stra mot chd kéo theo sira nhiéu chd ndi voi no. Ngoai ra, nhitng diéu
chua biét nhiéu nhat ciing nam & dau dy an, nén d6 1a lac dé d6i huéng nhat.

The reason is ordinary. Early on, everything exists only on paper, so a change means erasing
and rewriting. Later, old decisions have turned into contracts, purchased materials, poured

concrete and assigned people. Fixing one thing forces fixes to everything attached to it. The most
unknowns are also at the start, which is when changing direction is easiest.

Vi DU / EXAMPLE — Phong khach bi v& nham vi tri vach ngan. Stra ¢ pha thiét ké: mot ki
su mét 2 gid chinh ban v&, chi phi khoang 300.000 dong. Stra sau khi da dat vat tu: phai hity
don va dit lai, mat phi khoang 5 triéu dong. Stra khi dang thi cong: dap tuong, don xa ban,
xay lai, khoang 12 triéu ddng va cham 3 ngay. Sira sau khi da son va di day dién: khoang 25
triéu ddng. Cung mot 151, chi phi stra ting hon 80 lan (25 tridu chia 300 nghin ra khoang 83),
chi vi phat hién mudn.

A partition wall is drawn in the wrong place in a living room. Fixing it during design: one engineer
spends 2 hours editing the drawing, about 300,000 VND. After materials are ordered: the order must
be cancelled and redone, a fee of about 5 million VND. During construction: the wall is demolished,
debris cleared and the wall rebuilt, about 12 million VND and 3 days lost. After painting and wiring:
about 25 million VND. The same mistake costs more than 80 times as much (25 million divided by
300,000 is about 83), purely because it was found late.
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Cach dung khi gip mét dé xuat sira ddi — Using this when a change is proposed

1. Xac dinh dy an dang ¢ pha nao.
Identify which phase the project is in.

2. Liét ké nhirng viéc di 1am xong ma phuy thudc vao chd can stra: hop déng, vat tu, ban
v€, cong viéc da hoan thanh.
List the finished work that depends on the item to be changed: contracts, materials,
drawings, completed tasks.

3. Uéc tinh tién va thoi gian can dé stra, roi so véi chi phi néu sira & pha trude.
Estimate the money and time needed to make the change, then compare it with the cost had it
been made in an earlier phase.

4. Néu chénh 1éch 16n, don cong stc ra soat yéu cau va thiét ké ¢ pha chuan bi dé bat 15i
som.
If the gap is large, put more effort into reviewing requirements and design during
preparation so errors are caught early.

LOI HAY GAP / COMMON MISTAKE — Nhim "chi phi thay d6i" v&i "chi phi du 4n da
chi". Tién chi ra ting cham luc dau, nhanh & giita pha thuc hién r6i cham lai. Dudng chi phi
thay doi thi c ting dén hét.

Confusing "cost of change" with "project spending". Spending is slow at first, fastest in the middle of
execution, then slows. The cost of change keeps rising to the end.

LOI HAY GAP / COMMON MISTAKE — Coi pha khoi dau va chudn bj 1a mét thoi gian vi
chua thdy cong trinh nao. Day lai 1a luc mdi gio bo ra ra soat dang gia nhat.

Treating initiation and preparation as wasted time because nothing visible is built yet. These are the
phases where each hour spent on review is worth the most.

PHAI THUQC / MEMORISE — Bén pha: khéi dau, t6 chirc va chuan bi, thyuc hién, két
thiic. Theo thoi gian, muc anh huéng giam con chi phi thay di ting.

Four phases: initiation, organising and preparing, execution, closure. Over time, influence falls while
the cost of change rises.

2.2. Trinh ty dau tw xay dung ¢ Viét Nam: chuan bi, thwe hién, két thic - 2.2.
The construction investment sequence in Vietnam

O Viét Nam, mot dy an dau tu xay dung phai di qua ba giai doan theo dung thir tu: trudc
hét 1a chuan bi dy an, ké dén 1a thuc hién dy an, sau cing 1a két thuc xay dung. Luat Xay
dung s6 135/2025/QH15 dit ra khung trinh ty nay. Nghi dinh 217/2026/ND-CP quy dinh
cu thé tig viéc. Hinh dung viéc xdy nha riéng: c6 ban vé va gidy phép réi méi d6 méng,
nha xong mai giao chia khoa.

In Vietnam, a construction investment project must pass through three stages in a set order:
project preparation first, then project implementation, and finally construction completion.
Construction Law No. 135/2025/QH15 sets up this sequence. Decree 217/2026/ND-CP fills in

the detailed rules for each step. Think of building your own house: plans and permits come first,
then the foundation, and the keys are handed over last.
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Ba giai doan va viéc chinh — The three stages and their main tasks

Giai doan chuén bi tra 10i cau hoi: ¢6 nén 1am hay khong. Bén dugc giao chuan bi dir an
1ap bao cao nghién ctru kha thi, tirc bo hd so chimg minh dy an déng lam, néu quy mo va
s tién can bo ra. Voi mot so loai cong trinh, phan thiét ké trong ho so phai duoc mot nha
thau doc 1ap kiém tra lai, goi 1 tham tra. Tiép theo, hd so duoc giri di tham dinh, tai co
quan chuyén mon vé xay dung hoic tai don vi ma ngudi quyét dinh dau tu chi dinh. C6
vin ban két qua tham dinh r6i, cip c6 tham quyén méi ky quyét dinh phé duyét dy an.

The preparation stage answers one question: should this be built at all. The body in charge of
preparing the project writes a feasibility study report, a file that shows the project is worth doing
and states its scale and how much money it needs. For some types of works, the design part of
that file must be rechecked by an independent contractor, a step called verification. The file is
then sent for appraisal, either to the construction specialist agency or to a unit chosen by the

investment decision-maker. Only after the written appraisal result arrives does the competent
authority sign the decision approving the project.

Giai doan thyc hién bién hd so trén gidy thanh cong trinh that. Chu dau tu, tic bén bo
von hodc duge giao quan ly von, lo khao sat, thiét ké cac budc sau, chon nha thau, thi
cong va giam sat. Trong lac lam, chii dau tu co quyén chuyén tién qua lai giita cac hang
muc chi, gdm ca khoan du phong. Gidi han 1a bon thi phai giit nguyén: muyc tiéu, quy
mo, cach chia cac ngudn von, va tong muc dau tu da duyét khong bi vuot.

The implementation stage turns a paper file into a real building. The investor, meaning the party
that puts up the money or is entrusted to manage it, handles surveys, later design steps,
contractor selection, construction and supervision. Along the way, the investor may shift money
between cost items, contingency included. Four things must stay fixed: the objectives, the scale,
the split between funding sources, and the approved total investment, which cannot be exceeded.

Giai doan két thic xay dung khép lai dy an. Cong trinh dugc nghi¢m thu 1oi giao cho bén
sir dung, tién di chi dugc quyét toan, nha thau bao hanh nhu da htra. Viéc theo ddi chi phi
chay lién mot mach tir lac chuan bi dén lac khép $0.

The completion stage closes the project. The works are accepted and handed to the users, the

money spent is finally settled, and contractors honour the warranty they promised. Cost tracking
runs without a break from the first day of preparation to the day the books are closed.

Poi chiéu voi vong doi dw an chung — Matching the general project life cycle
Ba giai doan phap 1y khop kha sat véi cac pha vong doi da hoc & muc trude. Dung bang
nay dé tra nhanh:

The three legal stages line up closely with the life cycle phases from the previous topic. Use this
table for quick lookup:
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Giai doan theo pha Pha twong rng trong vong doi ) = 5 A o

oA phap gung g g San pham dau ra tiéu bieu
luat xay dung chung .

: : > Typical output
Legal stage Matching general phase
Chuén bi dy an Khoi dau va 1ap ké hoach ban ddu  Quyét dinh phé duyét dy an
Project preparation Starting and early planning Project approval decision

Thuyc hién, kém giam sat va kiém

Thuyc hién dy an soat Cong trinh hoan thanh
Project implementation Execution with monitoring and Completed works
control

Cong trinh ban giao, quyét toan
xong
Works handed over, accounts settled

Két thac xay dung Két thuc
Construction completion Closing

Vi DU/ EXAMPLE — Ly mot trudng hoc 12 phong. Ban chudn bi du an lam bao cao
nghién ctru kha thi, ndp di thdm dinh, nhan két qua, doi cip trén ky phé duyét: d6 1a giai doan
chuin bi. Chu dau tu thué thiét ké, chon nha thiu, cong trinh 18n t6i mai: giai doan thyc hién.
Truong dugc nghiém thu, giao cho nha trudng, hai bén chdt s6 tién cudi cung: giai doan két
thuc.

Take a 12-classroom school. The preparation team writes the feasibility study, sends it for appraisal,
gets the result and waits for the approval signature: that is preparation. The investor hires designers,
picks a contractor and the roof goes on. implementation. The school is accepted, handed to the school
board and both sides agree on the final amount: completion.

GHI CHU / NOTE — Nam nhém quy trinh quéan 1y (khai dong, 1ap ké hoach, thyc hién, gidm
sat, két thuc) khong trang v6i ba giai doan phap 1y. Chiing 13 cac nhém viée quan 1y, va c6 thé
chay trong tung giai doan.

The five process groups (initiating, planning, executing, monitoring and controlling, closing) are not
the same as the three legal stages. They are groups of management work and can run inside each
Stage.

LOI HAY GAP / COMMON MISTAKE — Nham rang c6 quyét dinh phé duyét 14 c6 thé thi
cong ngay. Sau phé duyét con phai khao sat, thiét ké tiép, chon nha thau va du diéu kién khoi
cong. Li th hai: coi thi cong xong 13 du 4n xong, bo qua nghiém thu, quyét toan va bao
hanh.

Assuming an approval decision means construction can start at once. After approval you still need
surveys, further design, contractor selection and the conditions to begin work. A second mistake is
treating the end of construction as the end of the project and skipping acceptance, final settlement and
warranty.

PHAI THUQC / MEMORISE — Thir ty ba giai doan: chudn bj du 4n, roi thuc hién du 4n,
r0i két thuc xay dung. Giai doan dau c6 ba viéc nbi nhau: 1ap bao cdo nghién ciru kha thi,
tham dinh, phé duyét. Chi trich s6 diéu cu thé sau khi d3 mé van ban géc ra ddi chiéu.

The three stages in order: project preparation, then project implementation, then construction
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completion. The first stage has three linked tasks: writing the feasibility study, appraisal and
approval. Quote specific article numbers only after opening the original text and checking.

2.3. Vong doi du doan, 1ap va thich &wng — 2.3. Predictive, iterative and adaptive life

cycles

Vong doi dy doan, vong doi lap va vong doi thich Gng 13 ba cach sip xép cong viée tir
lac bat dau dén luc ban giao. Chon cach ndo tuy vao viéc ban biét rd minh cin lam gi
ngay tir dau hay khong. Hiéu ba cach nay gitip ban khong ding sai cong cu cho sai du an.
Predictive, iterative and adaptive life cycles are three ways of arranging work from start to
handover. Which one you pick depends on how clearly you know, on day one, what must be built.
Knowing all three keeps you from using the wrong tool on the wrong project.

Ba kiéu vong doi — Three life cycle types

Vong doi du doan (con goi 14 thac nudc) giéng viéc lam theo ban v&. Ban chdt pham vi,
tién do, chi phi tir dau, roi lam lan luot: thiét ké xong méi thi cong, thi cong xong mai
ban giao. Nudc chay xudng bac dudi thi khé chay nguoc 1én, nén quay lai budc trude rat
tén kém.

The predictive life cycle (also called waterfall) works like building from a drawing. You fix
scope, schedule and cost up front, then work in sequence: finish design before construction,
finish construction before handover. Water rarely flows back up a step, so going back is
expensive.

Vong doi lap lam san pham qua nhiéu luot, mdi lugt hiéu rd hon lugt trude. Gidng vé
phac mot birc tranh r6i to dan chi tiét. San pham day du chi co khi cac luot két thuc.

The iterative life cycle builds the product in several passes, each pass improving understanding
from the last. It is like sketching a painting and then adding detail. The complete product exists
only when the passes end.

Vong doi thich tung (agile) chia dy 4n thanh cac vong ngan, thuong 1-4 tuan, goi la
sprint. Cudi mdi vong c6 mot phan san pham dung dwoc. Danh sach viéc can lam
(backlog) dugc sap xép lai sau mdi vong theo phan hdi ctia khach hang.

The adaptive life cycle (agile) splits the project into short cycles, usually 1—-4 weeks, called
sprints. Each cycle ends with a usable piece of product. The to-do list (backlog) is reordered
after every cycle based on customer feedback.

Hai du an dé so sanh — Two projects to compare

Xay mot can nha ba tﬁng: mong, khung, méi, di€n nudc, hoan thién déu co thtr tu bét
budc. Khong ai d6 mai trude khi ¢ cot. Stra mong khi da xay dén tang hai thi phai pha di
1am lai, tén nhiéu tién. Vi vay du 4n nay hop voi vong doi du doan.

Building a three-storey house: foundation, frame, roof, plumbing, electrics and finishing follow a
fixed order. Nobody pours the roof before the columns exist. Fixing the foundation after the

second floor is up means demolishing and rebuilding at high cost. This project suits a predictive
life cycle.
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Lam mdt ing dung dat dd an trén dién thoai: khach chua biét chic minh can nhitng man
hinh ndo, ngudi dung thir rdi mai biét thich gi. Stra mot niit bam chi mat vai gio. Vi vay
du 4n nay hop véi vong doi thich ung.
Building a food-ordering mobile app: the client is unsure which screens are needed, and users

only reveal preferences after trying it. Changing a button takes a few hours. This project suits an
adaptive life cycle.

Cach chon kiéu vong doi — How to choose

1. Hoi: yéu cau co rd va on dinh ngay tir ddu khong? R4 thi nghiéng vé du doan, mo ho
thi nghiéng vé lap hoac thich ung.
Ask whether requirements are clear and stable from the start. Clear leans predictive; vague
leans iterative or adaptive.

2. Hoi: stra mudn ton bao nhiéu? Sira dit, nhu mong nha, thi phai chét trude khi lam.
Stra ré, nhu giao dién, thi cr lam thur.
Ask how costly a late change is. Costly, like a foundation, means lock it before building.
Cheap, like a screen layout, means try and adjust.

3. Hoi: ¢6 giao ting phan cho ngudi dung duoc khong? Ung dung giao timg tinh ning
duoc. Nha thi khong ai & dugc mot nira cai mai.
Ask whether pieces can be delivered to users. An app can ship feature by feature. Nobody
can live under half a roof.

4. Hoi: khach hang c6 sin sang gop ¥ déu dan khong? Khong c6 phan hdi thi vong ngin
mat tac dung.
Ask whether the client will give regular feedback. Without feedback, short cycles lose their
purpose.

5. Hoi: c6 thu tuc bat budc phai xong trudc khong, vi du thiét ké phai duge duyét trude
khi thi cong? C6 thi phan d6 di theo du doan.
Ask whether mandatory approvals must come first, for example design sign-off before
construction. If so, that part follows the predictive path.

VI DU/ EXAMPLE — Dy 4n nha ¢ van c6 chd dung vong lip: giai doan phac thao kién truc,
cha nha xem ban phdi canh, stra ba luogt trong hai tuan cho dén khi ung y. Sau khi duyét ban
v& thi chuyén sang dy doan cho méng, khung, mai. Con ing dung 24 tuan véi sprint 2 tuan s&
6 24 =2 = 12 sprint, mdi sprint giao mot nhom tinh nang. Céach tron hai kiéu nhu vay goi la
mo hinh lai.

Housing projects still use iteration in places: during architectural sketching, the owner reviews
renderings and revises three times in two weeks until satisfied. Once drawings are approved, switch to
predictive for foundation, frame and roof. A 24-week app with 2-week sprints has 24 ~ 2 = 12 sprints,
each delivering a group of features. Mixing the two styles like this is called a hybrid model.

LOI HAY GAP / COMMON MISTAKE — Ap vong l3p ngan cho phan méng cong trinh,
kiéu "d6 thir, thdy sai thi sira ¢ sprint sau". Mong khong stra dugc ré, lai anh hudng an toan
clia ca cong trinh. Phan nay phai khao sat, thiét ké, duyét roi méi thi cong. Ldi nguoc lai ciing
hay gip: dung thac nudc cho timg dung, 1am 10 thang m&i cho khach xem, rdi bi doi sira gan
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hét.

Applying short cycles to the foundation, as in "pour it, and if it's wrong fix it next sprint". A
foundation cannot be fixed cheaply and it affects the safety of the whole structure. It needs survey,
design and approval before construction. The reverse mistake is also common: using waterfall for an
app, showing the client nothing for 10 months, then being asked to redo most of it.

PHAI THUQC / MEMORISE — Dy doan: chét tir dau, 1am tudn tu, stra mudn dit. Lap: [am
nhiéu luot, hiéu dan. Thich Gmg: vong ngén, giao timg phan, nhan thay doi. Khong c6 kiéu tot
nhét cho moi dy 4n; chon theo dd rd cua yéu cAu va chi phi stra mudn.

Predictive: fix early, work in sequence, late change is costly. Iterative: several passes, understanding
grows. Adaptive: short cycles, deliver in pieces, welcome change. No type is best for every project;
choose by how clear the requirements are and how costly late change is.

2.4. Nhom quy trinh khéi dong: diéu 1€ du an va cac bén lién quan - 2.4
Initiating: the project charter and stakeholders

Piéu 1¢ du 4n (project charter) 13 vin ban ngan do nha tai tro hodc cap quyét dinh ky, cho
phép du an bat dau. N6 gidng gidy giao viéc: c¢6 chir ky thi dy 4n mdi co tén, cé tién va
c6 nguoi ding ra diéu hanh.

A project charter is a short document signed by the sponsor or the deciding authority that allows

the project to start. Think of it as a work order: once it is signed, the project has a name, a
budget and a person in charge.

Diéu 1é tra 161 ndm cau hoi: 1am cai gi, vi sao lam, lam trong bao 1au véi bao nhi€u tién,
ai chiu trach nhiém va thé nao 1 thanh cong. N6 chi néu ¢ muc tong quét. Chi tiét sé nam
trong ké hoach & nhém quy trinh 1ap ké hoach.

The charter answers five questions: what is being done, why, how long and how much, who is

responsible, and what counts as success. It stays at a high level. The details belong to the plan
written in the planning process group.

Picu 1¢ thwong gom nhitng gi — What a charter usually contains
« Tén du 4n, 1y do lam (van dé can giai quyét hodc co hdi can nim).
Project name and the reason for doing it (the problem to solve or the opportunity to seize).
« Muyc tiéu do duoc, yéu cau chinh va nhiing gi nam ngoai pham vi.
Measurable objectives, main requirements, and what is out of scope.
« Cac mbc chinh, ngan sach so bg, rui ro 16n va gia dinh.
Key milestones, a rough budget, major risks and assumptions.

* Tiéu chi thanh cong, danh sach bén lién quan chinh.
Success criteria and the main stakeholders.
« Tén ngudi quan 1y dy 4n cing quyén han duoc giao, tén nha tai tro va chir ky.
The project manager's name and delegated authority, the sponsor's name, and signatures.
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Viét dieu 1€ mot trang cho dw an tw dit — Writing a one-page charter for a project of your
own

Chuan bi: mét dy 4n nho ban c6 thé hinh dung rd, mot to gidy A4 va tén nguoi sé ky.
Prepare a small project you can picture clearly, one A4 page, and the name of the person who
will sign.

1. bat tén du an béng mot cum dong tur va doi tuong, vi du "Cai tao phong hoc thanh
phong tu hoc".
Name the project with a verb and an object, for example "Convert a classroom into a study
room".

2. Viét mot cau 1y do: hién dang thiéu gi, ai chiu anh hudng.
Write one sentence of justification: what is missing now and who is affected.

3. Néu hai dén bén muyc tiéu c¢6 s6 do va han. Thay "dep hon" bang "30 chd ngdi, xong
trude 30/6".

State two to four objectives with a number and a deadline. Replace "nicer"” with "30 seats,
done by 30 June".

4. Ghi pham vi trong va ngoai. Dong "khong lam" gitp chin yéu cau thém vé sau.
List what is in and out of scope. The "not included" line helps block later add-ons.

5. Pién mdc chinh, ngan sach so bg, hai hodc ba rui ro 16n nhat.
Fill in the key milestones, a rough budget, and the two or three biggest risks.

6. Ghi tén nguoi quan 1y, quyén duge giao (chi tién dén muc ndo, chon nguoi) va dé nha
tai tro ky.
Write the project manager's name and delegated authority (spending limit, choosing team
members), then have the sponsor sign.

VI DU/ EXAMPLE — Diéu 1& mét trang. Tén: Cai tao phong hoc thanh phong tw hoc. Ly do:
sinh vién thiéu chd hoc nhom, thu vién kin chd budi tdi. Muc tiéu: 30 chd ngdi, c¢6 6 dién &
mdi ban, ban giao ngay 30/6, chi phi khong qua 180 triéu ddng. Ngoai pham vi: thay mai,
mua sach. Mdc: duyét thiét ké 31/3, thi cong xong 31/5, nghiém thu 30/6. Rui ro: gia vat tu
tang, tré phé duyét. Nguoi quan 1y: chi Lan, dugc chi dén 10 triéu ddng mdi 1an khong can
hoi lai. Nha tai tro: trudng khoa, ky ngay 1/3.

One-page charter. Name: Convert a classroom into a study room. Reason: students lack group study
space and the library is full in the evenings. Objectives: 30 seats, a power outlet at every table,
handover on 30 June, cost no more than 180 million VND. Out of scope: replacing the roof, buying
books. Milestones: design approved 31 March, work finished 31 May, acceptance 30 June. Risks:
rising material prices, late approval. Manager: Ms. Lan, who may spend up to 10 million VND at a
time without asking again. Sponsor: the dean, signed 1 March.

Lap danh sach bén lién quan ban ddu — Building the initial stakeholder list

Bén lién quan (stakeholder) 1a bat ky ngudi hay t6 chic nao tac dong dén dy an hodc chiu
tac dong tir nd. Vi du doi thuong: khi sta nha, thg, hang x6m va ngudi nha déu 1a bén
lién quan.
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A stakeholder is any person or organization that can affect the project or is affected by it. In
everyday terms, when you renovate a house, the workers, the neighbors and your family are all
stakeholders.

1. Viét ra moi nhom ban nghi t&i: nguoi tra tién, nguoi 1am, ngudi ding, ngudi bi dnh
huong, nguoi cip phép.
Write down every group you can think of: those who pay, do the work, use the result, are
affected, or give permission.

2. Ghi mdi nhém ho quan tim diéu gi.
Next to each group, note what they care about.

3. Cham mirc anh huéng va muirc quan tim 14 cao hodc thip. Nhom cao—cao can lam
viéc sat nhat.
Rate their influence and interest as high or low. High—high groups need the closest
attention.

Anh Quan
hwéng | tim
Influence | Interest

Bén lién quan Ho quan tam

Stakeholder Their concern

Trudng khoa (nha tai trg) bulng ngan sach, dung han Cao Cao
Dean (sponsor) On budget, on time High High
Sinh vién Chd hoc yén tinh, da 6 dién Thip Cao
Students Quiet seats, enough outlets Low High
\ . r A Ak \ o aia \ . Trung
Phong quan tri co s¢ vat chat  An toan di¢n, phong chay Cao binh
Facilities office Electrical and fire safety High )
Medium

LOI HAY GAP / COMMON MISTAKE — Viét diéu 18 dai nhiéu trang nhu k& hoach, hoic
dé muc tiéu mo hd nhu "nang cao chét lugng". Mot muc ti€éu khong do duoc thi khong thé két
luan thanh cong hay chua.

Writing a charter as long as a full plan, or leaving objectives vague like "improve quality". An
objective you cannot measure cannot tell you whether the project succeeded.

LOI HAY GAP / COMMON MISTAKE — Quén ngudi quan 1y chua dugc giao quyén,
hodc bo s6t nhom chiu anh huéng nhung khong 1én tiéng, nhu ngudi ding cudi.

Forgetting to give the manager authority, or missing quiet groups that are still affected, such as end
users.

MEO / TIP — Danh sach bén lién quan chi 13 ban dau. Mdi khi du 4n sang giai doan méi, hay
ra lai.
The first stakeholder list is only a draft. Review it each time the project enters a new phase.

PHAI THUQC / MEMORISE — Diéu 18 do nha tai trg ky, ngin, néu myc tiéu, pham vi,
mdc, ngan sach so bd, rui ro, ngudi quan 1y va quyén han. Bén lién quan 14 moi ngudi tic
dong hodc chiu tdc dong tir du an.
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The charter is signed by the sponsor, is short, and states objectives, scope, milestones, a rough
budget, risks, the manager and their authority. Stakeholders are everyone who affects or is affected by
the project.

2.5. Nhoém quy trinh 1ap ké hoach va ké hoach quén 1y dw 4n — 2.5. Planning and

the project management plan

Lap ké hoach 1a tra 15i trudc cac cdu hoi: lam gi, 1am khi nao, tén bao nhiéu, ai lam, lam
dat mirc nao, 1 c¢6 sy ¢ thi sao. Gidng nhu trudc chuyén di xa, ban chon duong, tinh
tién xing, chia nguoi lai va mang d6 dy phong. San phadm cia nhom quy trinh nay 1a ké
hoach quan ly du 4n, tai li€u dé ca nhom cung lam theo.

Planning means answering, before work starts: what to do, when, at what cost, who does it, to
what standard, and what happens if something goes wrong. It is like preparing a long road trip:

you pick the route, budget the fuel, share the driving and pack spares. The output of this process
group is the project management plan, the document the whole team works from.

Ké hoach quan 1y dy 4n khong phai mot vin ban viét lién. N6 gop nhiéu ké hoach con,
mbi ké hoach lo mdt mang viéce, cong voi ba dudng co sd. Puong co so 1 ban ké hoach
da dugc duyét va dong bang, dung lam mdc dé do thuc té 1éch bao nhiéu.

The project management plan is not one long text. It combines several subsidiary plans, each

covering one area, plus three baselines. A baseline is an approved, frozen version of the plan
that serves as the yardstick for measuring how far reality has drifted.

Cac ké hoach con — Subsidiary plans

Ke hoach con Tra loi cau hoi

Subsidiary plan Question it answers

Quan ly pham vi va yéu
cau
Scope and requirements

Pham vi dugc xac dinh, kiém tra va ki€ém soat thé nao.
How scope is defined, verified and controlled.

Quan ly tién do Tién do duogc lap va cap nhat theo cach nao.

Schedule How the schedule is built and updated.

Quan ly chi phi Chi phi dugc udc tinh, 1ap ngan sach va theo doi ra sao.
Cost How costs are estimated, budgeted and tracked.

Quan 1y chat lugng San pham phai dat tiéu chuan ndo, kiém tra bang cach gi.
Quality Which standards apply and how they are checked.

Quén 1y ngudn lyc Can ai, may moc nao, vao liic nao.

Resources Who and what equipment is needed, and when.

Quén ly truyén théng Ai nhén thong tin gi, qua kénh nao, bao 1au mot lan.
Communications Who gets which information, through which channel, how often.
Quan 1y rai ro Rui ro ndo co thé xay ra va ung pho ra sao.

Risk Which risks may occur and how to respond.
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K¢ hoach con Tra 16i cAu héi
Subsidiary plan Question it answers
Quén 1y mua sam Mua gi, thué nha thiu nao, theo hop dong loai gi.
Procurement What to buy, which contractors to hire, under which contract type.

Quan ly cac bén lién
quan
Stakeholder engagement

Lam gi dé cac bén lién quan ung hd hodc it can tro.
How to win support from, or limit resistance by, stakeholders.

Ba dwong co s6& — The three baselines

« Pudng co s¢ pham vi gdbm ban tuyén bb pham vi, cau triic phan chia cong viéc (WBS)
va tir dién WBS da dugc duyét. N6 chét dy an 1am nhing gi va khong lam gi.
The scope baseline consists of the approved scope statement, the work breakdown structure
(WBS) and the WBS dictionary. It fixes what the project does and does not include.

« Pudng co s6 tién d6 13 ban tién do da duyét, c6 ngay bat dau, ngay két thiic va cac
moc.
The schedule baseline is the approved schedule with start dates, finish dates and milestones.
* Buong co sé chi phi 1a ngan sach dugc duyét, trai theo thoi gian ting thang. Sau nay
n6 12 miu s dé so sanh véi chi tiéu thuc té.
The cost baseline is the approved budget spread over time, month by month. Later it is the
reference against which actual spending is compared.

Vi sao 1ap ké hoach phai lip lai — Why planning is repeated

Pau du 4n ban biét it. Ban v& chua xong, gia vat liéu chua chét, nha thau chua chon. Ké
hoach ban dau vi vay tho, réi duoc lam chi tiét dan khi c6 thém thong tin. Cach nay goi 1a
chi tiét hoa dan. Voi phﬁn viéc sép lam, ban 1ap ké hoach ky; phén xa hon dé & mue khai
quat, dén gan méi chi tiét. Cach nay goi 1a 1ap ké hoach cubn chiéu.

At the start you know little. Drawings are unfinished, material prices are open, contractors are
not chosen. The first plan is therefore rough and is refined as information arrives. This is called

progressive elaboration. Work coming up soon is planned in detail, while distant work stays
high-level until it gets closer. This is called rolling wave planning.

Ké hoach con phai stra khi c6 thay d6i duoc duyét, khi rii ro xay ra hodc khi két qua
giam sat cho thay dang léch. Khi stra, cac ké hoach con kéo theo nhau: doi tién do thi chi
phi, ngudn luc va rii ro déu phai xem lai.

The plan must also be revised after approved changes, when a risk occurs, or when monitoring

shows a deviation. Revisions ripple through the subsidiary plans: change the schedule and cost,
resources and risk all need rechecking.

Vi DU/ EXAMPLE — Bai tap: liét ké muc luc ké hoach cho du an Nha vian hoa phuong 2
tang, tong mirc 12 ty dong, thi cong 10 thang. Loi giai: 1. Gidi thidu du an va didu 1¢ dy 4n. 2.
Ké hoach quan Iy pham vi (kém WBS, tir dién WBS). 3. K& hoach tién d6 (duong co so tién
d6, mdc: xong moéng thang 3, d6 mai thang 6, nghiém thu thang 10). 4. Ké hoach chi phi
(ngan sach 12 ty dong theo thang, du phong). 5. Ké hoach chat lwong (tiéu chuin bé tong,
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nghiém thu tirng cong doan). 6. Ké hoach nguén lyc (doi thi cong, cin truc, tién d0 nhan
cong). 7. K& hoach truyén théng (hop giao ban tuan, bao céo thang cho chu dau tu). 8. Ké
hoach rui ro (mua kéo dai, gia thép ting). 9. K& hoach mua sim (thau thi cong, cung cap thiét
bi). 10. K& hoach cac bén lién quan (UBND phuodng, cu dan 14n c4n). 11. Quy trinh kiém soat
thay doi.

Exercise: list the plan contents for a two-storey ward cultural house, total cost 12 billion VND, 10-
month build. Solution: 1. Project overview and project charter. 2. Scope management plan (with WBS
and WBS dictionary). 3. Schedule plan (schedule baseline; milestones: foundation done in month 3,
roof poured in month 6, acceptance in month 10). 4. Cost plan (12 billion VND budget by month, with
reserves). 5. Quality plan (concrete standards, stage-by-stage inspection). 6. Resource plan (work
crews, crane, labour schedule). 7. Communications plan (weekly coordination meeting, monthly
report to the investor). 8. Risk plan (prolonged rain, steel price rise). 9. Procurement plan
(construction tender, equipment supply). 10. Stakeholder plan (ward People's Committee,
neighbouring residents). 11. Change control procedure.

LOI HAY GAP / COMMON MISTAKE — Coi ké hoach 14 vin ban nop xong rdi cat. Ké
hoach khong cap nhat thi mét tac dung lam mdc. Mot 15i nira 12 stra dudng co sé ngam khi tré
tién do: dudng co sd chi ddi qua kiém soét thay ddi c6 duyét.

Treating the plan as a document filed away after submission. A plan that is never updated loses its
value as a reference. Another mistake is quietly editing a baseline when work runs late: a baseline
changes only through approved change control.

PHAI THUQC / MEMORISE — K¢é hoach quan 1y du 4n = cac ké hoach con + ba duong co
s& (pham vi, tién d9, chi phi). Lap ké hoach 1ap lai vi thong tin dau du 4n con thiéu va dy an
ludn c6 thay doi.

Project management plan = subsidiary plans + three baselines (scope, schedule, cost). Planning is

repeated because early information is incomplete and projects always change.

2.6. Nhém quy trinh thuwe hién: diéu phdi ngudi va cong viée — 2.6. Executing:

coordinating people and work

Nhém quy trinh thuc hién 13 luc ké hoach duoc dem ra lam that. Trudc d6 ban méi viét ra
cach 1am; gio phai c6 nguoi bat tay vao viée, ¢6 vat tu vé cong truong, cd thong tin chay
dung ngudi. Pay thudng 14 giai doan ton nhidu nhan lyc va tién nhét cua dy an. Viéc cua
nguoi quan 1y du an lac ndy 1a diéu phdi: ai lam gi, bao gid, bang cai gi, va bao cho ai.
The executing process group is where the plan gets carried out for real. Until now you have only
written down how the work should go. Now people start working, materials arrive on site, and
information has to reach the right persons. This is usually the stage that uses the most labor and
money. The project manager's job here is coordination: who does what, when, with which
resources, and who gets told.

Nam viéc chinh khi thwe hi€n — Five main activities during execution

Hay hinh dung ban t6 chitc mot dam cudi theo danh sach da 1ap san. Dén ngay, ban phai
giao viéc cho timg ngudi, goi thém ngudi phu gitp, thué nha hang va trang tri, kiém tra
mon an co dat khong, va bao gio gide cho ho hang. Nam viéc d6 chinh 13 ndm hoat dong
cua nhom thuc hién.
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Imagine you are running a wedding from a ready-made checklist. On the day, you assign tasks,
bring in extra helpers, hire the caterer and decorators, check that the food is good enough, and
tell the relatives the schedule. Those five jobs match the five main activities of executing.

* Chi dao va quan ly cong viéc: giao viéc theo ké hoach, theo dbi viéc dang lam, xtr ly
vuéng mic hang ngay va ghi lai nhitng thay d6i da dugc duyét. Vi dy: d6i cp pha can
mit bang ting 3 vao thir Hai, ban sap xép dé doi cdt thép ban giao xong trudc do.
Direct and manage the work: assign tasks per the plan, track what is in progress, solve daily
problems, and carry out approved changes. Example: the formwork crew needs level 3 on
Monday, so you arrange for the rebar crew to hand it over before then.

« Huy dong nhom du an: tuyén hoic diéu nguoi vao ding lac can, giai thich vai tro, roi
dao tao néu thiéu k¥ ning. Nguoi dén sém qua thi tén luong, dén mudn thi cham viéc.
Acquire the project team: recruit or assign people when they are needed, explain their roles,
and train them if skills are missing. People who arrive too early cost wages, people who
arrive late delay the work.

« Mua sam: chon nha cung cp hodc nha thau phu, ky hop dong, réi theo ddi giao hang.
Ban phai biét hang nao c6 thoi gian cho dai, vi du thang may hay thiét bi nhap khau,
dé dat som.

Procurement: select suppliers or subcontractors, sign contracts, and follow deliveries. You
need to know which items have long lead times, such as elevators or imported equipment, so
you can order early.

« Pam bao chat lugng: kiém tra xem cach lam viéc c6 diing quy trinh da dinh khong,
trude khi san phdm hong. Pay 14 viéc phong ngira, khac voi kiém tra thanh pham &
nhom giam sat.

Quality assurance: check that the way of working follows the agreed process, before the
product turns out faulty. This is prevention, different from inspecting finished work, which
belongs to the monitoring group.

« Truyén thong: giri bao c4o, hop giao ban, tra 16i cau héi ctia chii dau tu va cac bén lién
quan theo ké hoach truyén thong.

Communication: send reports, hold progress meetings, and answer questions from the owner
and other stakeholders as set out in the communication plan.

Pau ra ciia nhom thwc hi€n — Outputs of executing

C6 hai loai dau ra. Loai thir nhat 12 san pham ban giao: nhirng thi cu thé duoc 1am xong,
nhu phan méng, ban v& hoan céng hay phan mém chay thir. Loai thr hai 1a dit liéu thyc
hién: s lidu tho vé viéc di dién ra, gdm ngay bat dau va két thic thyc té, khoi lwong lam
dugc, chi phi da chi, s6 16i phat hién. Dir liéu ndy chua phai két ludn; nhém giam sat sé
ldy no dé so véi ké hoach.

There are two kinds of output. The first is deliverables: concrete things that are finished, such as
a foundation, as-built drawings, or sofiware that passes a trial run. The second is work
performance data: raw facts about what happened, including actual start and finish dates,

quantities completed, money spent, and defects found. This data is not yet a conclusion; the
monitoring group will compare it with the plan.
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VI DU/ EXAMPLE — Mot tudn cua ban quéan 1y di 4n xdy nha xuéng. Thir Hai: hop giao
ban, giao viéc d6 bé tong san cho ddi thi cong (chi dao cong viéc). Thir Ba: ky hop dong mua
thép v6i nha cung cap, hen giao thir Sau (mua sim). Thir Tu: hai thg han méi vao nhom, ban
huéng dan ndi quy va phan t6 (huy dong nhém). Thir Nam: kiém tra doi d6 bé tong c6 1am
dung quy trinh bao dudng va 1ay mau khong (dam bao chit lwong). Thir Sau: giri bao céo tudn
cho chii dau tu, kém s liéu: san d6 xong 400 m2, chi 180 tridu dong, 2 16i nho da stra (truyén
thong). San 400 m? 1a san phém ban giao; ba con s6 kia 1a dit liéu thuc hién.

One week for the management board building a factory. Monday: progress meeting, assign the floor
slab pour to the construction crew (directing work). Tuesday: sign the steel purchase contract,
delivery due Friday (procurement). Wednesday: two new welders join, you brief them on site rules
and assign them to teams (acquiring the team). Thursday: check that the pouring crew follows the
curing and sampling procedure (quality assurance). Friday: send the weekly report to the owner with
figures: 400 m? of slab poured, 180 million VND spent, 2 minor defects fixed (communication). The
400 m? of slab is a deliverable, the other three figures are work performance data.

LOI HAY GAP / COMMON MISTAKE — Nhdm dam bao chit lugng vé6i kiém tra san
pham. Pam béo chét lugng xem quy trinh; kiém soat chit luong xem két qua. Lai thir hai 1a
dé viéc mua sam dén liic can méi lam, khién cong truong cho vat tu. Loi thir ba 1a khong ghi
dit liéu thuc hién déu din, nén sau nay khong cé gi dé so véi ké hoach.

Mixing up quality assurance with product inspection. Assurance looks at the process,; quality control
looks at the result. The second mistake is starting procurement only when the item is needed, leaving
the site waiting for materials. The third is failing to record performance data regularly, so there is
nothing to compare with the plan later.

PHAI THUQC / MEMORISE — Nhom thuc hién gém: chi dao cong viéc, huy dong nhom,
mua sim, dam bao chat lwong, truyén théng. Pau ra: san phdm ban giao va dit liéu thyc hién.
Executing covers: directing work, acquiring the team, procurement, quality assurance,
communication. Outputs: deliverables and work performance data.

2.7. Nhém quy trinh giam sat, kiém soat va Kiém soat thay doi — 2.7.

Monitoring, controlling and change control

Nhém nay 13 bd phan "kiém tra giita duong" ctia du an. Hay hinh dung ban 1i xe c¢6 dinh
vi. Ban nhin ban do lién tuc dé biét minh dang & dau, so véi 19 trinh d3 chon, rdi bé 1ai
khi léch. Dy 4n ciing vay: ké hoach chi c6 ich khi c6 ngudi ddi chiéu no véi thuc té va
stra kip thoi.
This group is the mid-journey check of a project. Picture driving with a navigation app. You
keep looking at the map to see where you are, compare it with the chosen route, and steer back
when you drift. A project works the same way: a plan is useful only if someone keeps comparing
it with reality and corrects course in time.

Vong do, so sanh, di€u chinh — The measure, compare, adjust loop

Vong nay lap di lap lai subt giai doan thuc hi¢n, thudong theo tudn hodc theo thang.
Puong co so (baseline) 1a ban ké hoach da duoc duyét vé pham vi, tién do va chi phi,
dung lam "thudc chuan" dé d6i chiéu.
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