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“CANH TAY TRAI” CAN GI?

P3i qua thoi ky nguoi thu ky hanh chinh chi can biét doc, biét viét va biét tinh
toan. Ngay nay, nhirng nguoi lam cong viéc nay can nhiéu ky nang hon, dam nhiém
nhing cong viéc phuec tap hon.

Trén thyc té, pham vi céng viée cia nguoi thu ky hanh chinh bao quat rong rai,
tir ké toan - tai chinh cho téi nhan su va ca tong hop - quan tri. Pong thoi, ho con la
nguoi giao dich truc tiép véi cac khach hang, ngan hang, bao hiém,...

Ho ciing 12 ngudi phan phoi théng tin va truyén dat cong viée tir cip trén dén cac
b6 phan trong t6 chire. Do do, ngoai ning luc tao dung quan hé noi bo, phdi hop tét
v6i cip trén va cap dudi, ho con phai tao dung duoc mébi quan hé tét voi khach hang,
doi tac. Bén canh nhitng yéu cau dic biét vé pham chat c4 nhan nhu: kha ning giao
tiép, dm phan, sy trung thuc; nguoi thu ky hanh chinh con phai c6 nhitng k§ ning
lam viéc phuc vu thiét yéu cho coéng viéc nhu: kj ning quan 1y thoi gian (1ap chuong
trinh nghi su, chuén bi lich trinh céng tc...); k§ ning t6 chuc cong viéc;...

Tai Viét Nam, c4c k§ ning rat quan trong nay, c6 vai tro quyét dinh dén sy thanh
cong cua nhan vién, cling nhu gép phan vao sy thanh cdng cua sép, cua cong ty lai
hau nhu khong duoc hudng din va ddo tao. Hau hét cAc ban sinh vién va nhan vién
moi di 1am déu khong duoce ddo tao cac ky ning nay va mat kha nhiéu thoi gian moi
bat kip duoc yéu cau cia cong viéc. Khi trao doi voi cadc nha quan 1y, gidm déc, toi
thay day 1a su thiét thoi va 1ang phi 1on véi ca cdc ban nhén vién va ca cong ty tuyén
dung. C4nh tay phai cua sép 1a pho giam déc, 12 truong phong kinh doanh va cac
chirc danh quan 1y hd tro khac... con nhitng nhan vién vian phong va trg 1y, thu ky
lai 12 nhitng cAnh tay trai, gop phan 1am nén thanh céng cia cong ty, t6 chc.

Truée thuc té d6, Alpha Books bién soan cuén sich Canh tay trdi cia sép
nham cung cip cho nhitng nguoi 1am viéce trong linh vuc nay nhiing kién thuc co
ban nhét, tir viéc sir dung dién thoai cho dén cidc may moéc hién dai khac trong vin
phong; tir cac buée chuan bi cho nhitng chuyén cong tic, cac hoi nghi hoi thao dén
cach trinh bay cac van ban thong dung trong cong viéc cling nhu nhirng thu tin
quan trong khac...

Cuén sach khong chi gitp ich cho nhitng nguoi thu ky hanh chinh ma con gitp
cho tat ca nhirg nguoi l1am viée trong vin phong ndi chung, nhat 1a nhimg nhéan
vién mai bat dau céng viée. Ban c6 thé tim trong thay cuén sach nay 1oi giai dap cho
nhitng thic mic trong budi dau dén chd lam, cuén sach sé huong din ban tir cAch sir
dyng nhitng phian mém may tinh théng dung nhat téi nhitng meo nho gitip ban



hoan tat cong viéc trong vin phong.

Phan Phu luc cung cip nhirng mau vin ban thong dung bang ca tiéng Viét va
tiéng Anh, ban c6 thé tham khao nhimng miu nay dé soan thao ra nhimg vin ban
hoan chinh, st dung thong nhat trong van phong.

MJdi cuén sach gidng nhu mot chia khda gitip ban moé canh cira bude vao cin
phong mdéi voi nhiéu diéu tht vi méi mé. Véi cudn sach nay, ching t6i muén trao
cho cé4c ban chiéc chia khéa mo ctra cin phong c6 nhitng do dac tién dung nhat cho
ban trong cudc sdng cling nhu coéng viéc.

Khong c6 truong hoc ndo day ban tit ca moi diéu ciing nhu khong c6 cudn sach
nao dwa dugc cho ban tit ca cc chi din, cuén sach nay cling khong phai 1a ngoai 16.
Vi vy, néu c6 nhing diéu mai la, hay hoi, tir ban bé, nguoi than dén dong nghiép.
Pung ngai ngan boi ai ciing c6 nhitng ngay bd ngd dau tién. Po6 s& 1a nhimg kinh
nghiém quy bau cho ban.

Chuc cac ban thanh cong.

Ha N¢i, thang 8 nam 2010
NGUYEN CANH BINH



Pbﬁn I
NHUNG VAN BE CHUNG

I

TONG QUAN VE THU KY HANH CHINH

1. Tai sao nguoi ta can ban

La mot thu k§ hanh chinh, ban gitp do 6ng chu rat nhiéu viée, nhu nhimg thu
tuc viin phong va nhing viéc khac khong can sy tham gia truc tiép cta ngudi quan
ly; ban sé€ la nguoi lién lac gitta nhimg nguoi quan ly va céng ty, déi khi, ban phai
1am nhirng viéc ngoai trach nhiém nhu: théng ké doanh sé ban hang, giao dich véi
ngan hang, thuc hién viéc thanh toan, trinh bang luong, lién hé quang cdo, quan hé
cong chiing, mua hang va nhiéu viéc khong tén khac.

Moi doanh nhin déu mo uéc ¢6 mot thu ky hanh chinh hoan hao va moi thu ky
hanh chinh déu mo wéc mot modi truong 1lam viée hoan hao. Hy vong rang ban va
nhimg nguoi quan 1y s& hop nhau dé lam viéc nhu mot doi, tin tuong nhau dé tién
hanh céng viéc hiéu qua nhét.

2. Nha tuyén dung muén gi é ban?

Biét dugc nha tuyén dung mong cho gi ¢ mot thu ky hanh chinh hoan hao sé&
giap ban thé hién ban than t6t nhat trong qua trinh phong van va trong nhirng tuan
lam viéc dau tién. Duéi day la nhirng pham chat quan trong nhat:

e Sy diing gio. Ngudi quan 1y luén mudn moét thu ky hanh chinh dng gio va cb
mit khi can. Mot thu ki lién tuc d@én muon du chi vai phtt, hoic thuong xuyén
6m c6 thé giy ra su kho chiu véi ho. Nha tuyén dung c6 kinh nghiém rang
nhitng nguoi nhu vay cé thé khong thuc sy yéu thich cong viéc.

Trong cudc phong van, nha tuyén dung sé c6 gang dit nhiing cau hoi vé s6 ngly
nghi 6m trong céng viéc trude, hoat dong bén ngoai timg tham gia,... (ho s& ¢ cach
dé kiém tra, nén ban ding noéi dbi). Hay trung thuc va ding c6 giy an tuong rang
ban “qua ban ron” véi cong viée, vi nhu thé lai gy cho ho cam giac ban 13 nguoi
khong biét thu xép cong viéc.



e Sy dang tin cdy. Nha tuyén dung xem xét tinh tinh va nhan céch cua tng vién,
dé xem ho c6 d4ng tin ciy hay khong. Vi du nhu, tng vién do6 sé& voi va roi vin
phong vao ddng 5 gid chiéu dit con mot déng cong viée, hay sé ¢ lai 1am viée sau
gio 1am, néu nhu c6 tinh hudng khan cap.

e Khd ndng hoc héi. Nha tuyén dung xem xét su san sang va kha ning hoc hoi cua
tmg vién khong chi qua nhiing bang cip chinh thirc ma con qua céc ciu hoi
trong cudc phong van. Vi dy, nha tuyén dung hy vong ban biét phan mém may
tinh dac thu ma cong ty dang st dung, viéc ban st dung c6 thanh thao hay
khong khong quan trong, nhung ban phai thé hién duoc kha ning hoc héi va sy
nhanh nhay cta minh.

e San sang lam theo hwéng dan. Nha tuyén dung mong mudn ung vién lam theo
chi dan can thén, thuc thi chinh x4c quyét dinh coa ho, khong tranh luan, khéng
chit van, khéng quan tAm dén cac phuong 4n thay thé hay cach 1am coa nguoi
truge. Noi cach khac, nha tuyén dung mudn mot nguoi ma tinh cach cua ho thé
hién sy hop tac, tuan thu chi khong phai la sy can tro.

e Sy trung thanh va kha ndng giiz bi mdt. Nhimg nguoi quan 1y déu muén thu ky
cia minh c6 pham chat nay. Khong ai huong tmg “ngudi ba hoa”, ngudi néi ludn
mom vé nhimng gi vira nghe duoc, hoic tung tin doén vo cin ci va thong tin bi
mat vé cac ké hoach. Khong can biét nguoi thu ky d6 1am viéc hiéu qua thé nao,
duoc gido duc va c6 kinh nghiém ra sao, ho s& mau chéng bi mat viéc.

e Mét vai pham chdt khace. Nha tuyén dung con muén nguoi thu ki tuong lai cua
minh nhanh nhen, linh hoat, c6 trach nhiém trong cong viéc, ¢6 trinh do va kha
ning giao tiép, ludn gitr dugc thai do lich su,dam bao viéc thiét 1ap mébi quan hé
1au dai voi khach hang va dong nghiép.

3. Meo phéng vin

Trong cudc phong van, hiy to ra thoai mai nhat c6 thé, dén dang gio, an mic lich
su, gon gang.

Dung cb gang hét stre dé thé hién ban than vi s& tao ra an tugng xau. Hay dé nha
tuyén dung tu tao ra an tuong riéng cua ho. Bai vi chinh ho biét ro nhat ai 1a nguoi
thich hop cho cong viée d6. Hon nita, con tiy thudc vao kiéu nguoi ho thay thich
hon. Néu ban khong phai 1a nguoi ho dang tim kiém, thi that may man cho ca hai
bén khi Iya chon mét ing vién khac.

Neéu muc luong dé nghi thap hon muac ban nghi minh xing dang dwoc nhéan, dac
biét voi nhitng nguoi mai ra truong, thi trude khi tir ch6i nén tim hiéu vé mire luong



cho vi tri trg 1y, thu ky véi trinh @ va kinh nghiém tuong duong, vé co hoi thing
tién va trach nhiém cong viéc.

4. Thoi gian thir viéc

Ngay ca khi ban da c6 nhiéu kinh nghiém, thi ban vin phai chuin bi mét thoi
gian thtr viéc voi cong viée va noi lam viéc méi. Nhirng kinh nghiém trong qua khir
chi gitip ban nhanh nhay trong nam bat va danh gi4 tinh hinh. Tai noi lam viéc
méi, viée sir dung e-mail, cich ding kiéu chir, v.v.. ¢d thé rat khéc véi noi 1am viée
cil, ban nén sin sang hoc tat ca tir dau.

Ban c6 thé thiy noi 1am viéc mdi ¢6 nhing tir ngit chuyén nganh can phai hoc.
Ban ciing can phai biét ban dugc phép thém bét vao 14 thu sép muon ban guri di hay
chi gui chinh xac nhirng gi sép truyen dat.

Ban can phai linh hoat khi st dung hé thong may tinh trong vin phong lam viéc
méi, 1am quen véi phan ctng va phan mém vi c6 thé c6 rat nhiéu khac biét véi
nhirng gi ban duoc hoc ¢ truong va ¢ noi 1am viéc cii, tham chi, ban cé thé phai ¢ lai
sau gio 1am viéc dé doc hudng dan va thir nghiém.

Tai mo6i truong 1am viéc mai va nho vén kinh nghiém trong cong viéc cii, ban ¢
thé c6 hang t4 ¥ tuong va dé xuat trong nhitng tuan lam viéc dau tién, nhung c6 thé
no cling da timg duogc thyce hién trude d6 hoic da bi tir chéi vi nhitng 1§ do xac dang.
Sau khi hiéu rd cong ty va quy ché van hanh cua né, ban c6 thé sé dua ra nhiing dé
xuat hop Iy hon.

Cach tét nhat dé khang dinh ban than va tai ning 1a nd luc hét minh, hoc hoi
that nhanh, 1am theo chi din chinh x4c va thong minh, dong thoi hop tac tét véi
dong nghiép. Hay thé hién sy quan tAm dén nguoi khac ngoai céng viée. Cho di
khong tén chat chi phi ndo nhung mang lai su tin tuéng va tinh ban véi dong
nghiép cting nhu nhirng nguoi quan 1y.



2

CONG VIEC HANG NGAY

1. Van phong lam viéc

biéu kién 1am viéc cua thu ky hanh chinh rat khac nhau. C6 thé ban s& lam viéc
¢ trong mét van phong, ctra hang, nha kho, mét nha may hoic mot tip doan kinh
doanh da san pham, dich vu. Noi ban 1am viéc c6 thé gan nhimg hoat dong kinh
doanh chung nhu ban hang, dich vy, hoic san xuit, nhung ciing c6 thé cach xa
trung tAm. Nhirng diéu kién nay thay doi theo thoi gian va sy phat trién chung cua
xa hoi cling nhu cua noi lam viéc.

Vi tri va diéu kién noi 1am viéc hang ngdy c6 anh huéng quan trong dén hiéu qua
lam viéc. Hay xem xét chd 1am cua ban dugce bé tri nhu thé ndo, ban lam viéc da
duoc ké hop 1y chua, c6 tién cho viéc di lai khong, tu tai liéu c6 ¢ gan chd ngdi va
danh cho minh ban hay phai dung chung véi dong nghiép? C6 cach sip xép lai vin
phong nao tot hon khong?

Nén vé lai so do bo tri van phong lam viéc va tim cach sap xép tot hon trén giay
trude khi dua ra goi y voi sép. Moi dé xuat thay doi ban phai can nhac hai cau hoi:

e Ban sé& lam viéc hiéu qua hon khi viin phong c6 cach bé tri khac di khong?

e D¢ xuét thay d6i cua ban c6 anh huong dén hiéu qua 1am viéc cua nhiing nguoi
khac khong?

Khong gian 1am viéc va ban 1am viéc phai duoc sap xép dé ban cam thay thoai
mai va cho phép ban 1am viéc hiéu qua, gobm: ban, ghé, tu tai liéu, gia sach. Khi sip
xép, hay xem xét dén thoéi quen lam viée cia ban than ciing nhu su di chuyén cua
chinh ban, dong nghiép va khach hang.

e Ghé nén tao duoc tu thé tot, d5 lung va c6 thé diéu chinh duoc dé khong chong
cam thay mét moi.

e Anh sang day du rit quan trong trong bat ci van phong 1am viéc nao. Noi lam
viéc nén c6 du anh sang dé tranh moi mat va dau dau.

e Ban nén dulén dé chaa duogc cac dung cu sir dung thuong xuyén va tao ra khong
gian lam viéc thoang dang. Nhiing cong cu hé tro nhu dién thoai, gidy nhég, hop



tai liéu, ghim, sach tham khao,... nén dé gon gang, ngin nip trén ban va via
tam tay voi dé ban c6 thé lay ngay lap tirc khi can.

e Nhimg d6 ding mot lan (giay nhé, but, giay in,...) nén mua du diing trong vong
it nhat mot tuan. Pau tuan nén thong ké lai va mua sam bo sung.

e M4y tinh thuong dé trén ban lam viéc, cd6 ndi mang noi bé va mang Internet.
DAy néi mang va day dién nén tranh 16i di lai hoic d4an bing dinh, tranh vudng
chan ngudi qua lai 1am mat két néi hoic vap nga. Dé phong truong hop mang
truc tric, nén du trir sdn cac 6 dia cung, 6 dia luvu trir mé rong, dia mém, CD-
ROM, hoic USB. Ciing cht ¥ t6i viéc két ndi may in, noi dé may in phu hop, vi
théng thuong mot nhém hoac mot phong sé dung chung mét may in.

Néu ban 1am viéc cho mét vin phong nhé, hay siap xép nhitng dung cu nay sao
cho dong nghiép cling c6 thé sit dung ma khéng anh hudng téi cong viée cua ban.

2. Thiét bi vin phong

Tuy thude vao quy mé cong ty va trdch nhiém cua ban ma cé thé phai yéu cau
nhitng thiét bi vin phong cho riéng minh, cho phong ban hoic cho toan bo cong ty.
Ban c6 thé mua nhing thiét bi nay ¢ cira hang vin phong pham, tryc tiép hoic qua
dién thoai, hay e-mail.

Khi dat hang, khong nén mua nhiéu qu4, vi ¢6 nhirng mit hang khong du trit
duoc lau, chi nén gitt mét lugng du diung. Nén theo doi viéc tiéu thu cac do dung va
thiét bi van phong bang mét cuon s6 ghi chép.

Ngoai nhitng vat dung hang ngay nhu bat bi, bt chi, ghim, kep giay, cap tai liéu,
vai do dung can xem xét dic biét nhu: gidy fax, dia CD, muc va hop muc thay thé,
giay in cic loai, gidy photo. Nhitng do diing nay phai phu hop véi thiét bi trong vin
phong.

C4c d6 dung vin phong nén duge trir & trong ngin kéo, ké hoic ngin chua tai
liéu. Lu6n giir khu vuce ndy gon gang, sach sé&. Nhirng thir sir dung nhiéu nén duoc dé
& noi dé thay va dé lay. Nhimng thtr dé roi nén dé ¢ day ké. Co gang danh dau ngay o
bao bi ciia vat dung dé tién cho viéc sap xép lai. Gidy photo va gidy in cfing can duoc
danh dau vi c6 rat nhiéu loai voi chat luong khac nhau, c6 thé phan loai st dung
nhu ding gidy trang thuong cho vin ban luu hanh néi b, gidy trang tinh cho vin
ban déi ngoai, ngoai ra con c6 thé sir dung gidy da in mot mit dé in nhap.

Tham khao danh sach céc vat dung vin phong pho bién dudi day:

e Thiét bi co ban:



Keo, bang dan

Dung dich vé sinh thiét bj
Giay thong bao, s6 ghi chép, gidy nhé
May dap va xén giay

Két sit va cac thiét bi an toan
Con dau, hop dau

Ghim bdm, ghim

Phong nghi giai lao:

D6 in, udng

Cdc, dia, chén, tach...

Cac hop dung:

Cap tai liéu

Hop dung danh thiép

Hop dung tai liéu va mau

Vat dung can thiét khi di cong tac
Lich va ban ké hoach:

S6 dia chi

Lich

S6 dién thoai

Ban ké hoach treo tuong

Cdc thiét bi vé sinh:

Nudce lau kinh

Chdi lau nha



Khan lau chui

Chéi, dung cu hét rac
Xa phong, nudce rira tay
Ban chai

May don san va tham
Thung rac

May hut bui

D6 in an:

Danh thiép

Vin phong pham

Gidy in c6 logo cong ty
Phong bi

Ban in lvu/Tai liéu luu
Bia kep ho so

Giay

Muc in

Vit tu in

But, but chi va but danh dau:
Cuc tay

But ghi nho

Got but chi

Bat viét

Gidy va doé diing cho khu vuc vé sinh:



Giay vé sinh

Giay lau mat

e Khan udt

Khan lau

Sach tham khdo

MJi vin phong nén c6 mot s lugng sach va thong tin tham khao nhét dinh, dé
ho trg cong viéc hoic tra ciru nhirng van de lién quan.

Hay lu6én dé mot cudn tir dién trén ban 1am viée, ca tiéng Viét va tiéng Anh. Ban
c6 thé tra ctru trén trang web, nhung khong phai ltce nao ciing cho ra két qua chinh
x4ac. Hon nita, mot cudn tir dién con gitp ban vé chinh ta, Am tiét, cach phat am,
cach st dung, tir gbc va céc tir dong nghia trong nhiéu truong hop.

Ngoai ra, ban nén chon mot phan mém tur dién dé cai dat trén may tinh, gidp tra
ctru tién dung va nhanh chong.

Trong vin phong nén c6 mot ban do thé gioi, ban d6 quéc gia va ban do khu vue
dé xac dinh duoc dia diém khi can thiét.

3. Lap ké hoach 1am viéc

Viéc dau tién khi dén vin phong 1a 1am thoang mat phong (mé cta kinh, cira so,
...) sau do sap xép lai ban ghé, don dep, lau mit ban,... Pong thoi, kiém tra céc vat
dung vin phong dé bo sung khi can thiét; chuan bi sin so ghi chép va but chi cho
viéc nhan tin nhin qua dién thoai hay ghi chép khi duoc giao nhiém vu quan trong.

Tham khao lich trén ban 1am viéc hoic lich trén may tinh dé ghi nhan cac coéng
viéc phai 1am trong ngdy. Kiém tra danh sach nhimng céng viéc sé dién ra nhu: hen,
hop, han thanh to4n: luong, héa don, thué va bao hiém. Pua cho sép danh sich
nhirng cudc hen, chuan bi nhitng tai liéu can thiét ma sép sé& dung.

Hay sip xép cac hoat dong hop 1y dé dat hiéu qua cao nhat. C6 ging thu xép
nhiéu cong viéc khi phai roi ban dé giai quyét mot loat; st dung dién thoai hay thu
dién tir thay vi tan tay giri tin nhan, trir khi duoc yéu cau.

Néu ban 1am viéc lién quan dén giri thu hay giao hang, hay lap ké hoach vé thoi
gian nhéan va giao hang trong dau. Ghi danh sach nhing viéc can lam hang ngay
trén giay hodc trén may tinh, va gach di tung muc khi da hoan thanh.



Truéc khi roi van phong, hay liét ké danh sach nhirng cong viéc ban phai lam
vao ngdy hom sau. Sau d6, cat toan bo gidy to va dir liéu vé cong viéc dang tién
hanh vao ngin kéo hoic tu tai liéu. S6 sich, tai liéu quan trong nhu danh sich
khach hang hay s6 sach ké toan, héa don, chung tir nén duoc cat & ngin kéo co
khoa.

Cong viéc hang ngay cua ban ciing gom viée giit cho vin phong sach s&. Dinh ky
don dep ngin kéo, tu tai liéu. M4y tinh, may danh chir va nhirng thiét bi vin phong
khac nén duoc lau chui bang khin am. O dia ding mot dia mém dic biét dé lau
nhitng bo phan bén trong. Néu vin phong cia ban c6 nhiéu may tinh, hay lién hé
v6i mot hang chuyén sta chira va bao dudng may tinh dé ho thyc hién viéc bao
dudng dinh ky va stra chira khi c6 su c6.

Lén ké hoach bao dudng toan bo cac thiét bi trong vin phong, dung doi dén khi
c6 hong h6c mai sira chira.

Cubi cting, hay nghi dén nhirng cAch ban c6 thé nang cao ning suat va hiéu qua
lam viéc. Hay tim ra van dé va cb ging giai quyét ching. Cong viéc 6n dinh va suén
sé o6 rat nhiéu co hoi thanh cong va thanh cong cua cong ty sé dam bao cho thanh
cong cua chinh ban.

4. Ghi chép

Ngoai viéc dé sin so ghi chép va bat tai ban 1am viéc, hay dé ching ¢ nhing vi
tri thuan loi trong phong 1am viéc cua sép, dé ban c6 thé ghi chép ngay du chi tat
vao dé thong bao c6 nguoi goi hay chuyén tin nhan. Piéu nay sé tiét kiém cho ca hai
kha nhiéu thoi gian vi ban s& khong phai trg lai ban 1am viéc dé lay @6 ghi chép.

Hay viét ngay thang vao dau trang giay, khi ghi chép xong, ciing ghi lai ngay
thang mot lan nira & cudi trang va ké mot dong ngang trang gidy. Trong truong hop
khan cip c6 thé dé dang tim dugc cac ghi chép can thiét.

Trong qua trinh ghi chép c6 thé c6 fax, dién tin, hoic nhimg phuong tién lién lac
khac can dugc hdi dap, sau khi ghi fax, dién tin hoic tra 16i nhitng 14 thu khan, hay
danh diu vao d6 dé nhic rang c6 thé c6 nhirng diéu bi bo qua. Néu do6 1a didu quan
trong, lién quan truc tiép dén coéng viéc, can phai hoi lai dé b6 sung thong tin kip
thoi. Sy chinh x4c quan trong hon su ngai ngan, ban nén manh dan ngat 1i va hoi
lai, thai do nghiém tdc va tan tdm nhu vay s€ dugc danh gia cao.

Khi vin ban ghi chép c6 tén cua nguoi la, hay hoi xem d6 13 ai, néu c6 tai lidu
hay van ban giai thich vé ho, can tham khao nhirng van ban d6 truéc khi danh may
lai noi dung ghi chép.



5. Panh may lai

Khi tai liéu ghi chép 14 mot chu dé méi, hay tim hiéu tai liéu d6 trude khi danh
may lai.

DPoc qua mot lugt trude khi danh may lai ghi chép. Hay soat 16i chinh ta cua van
ban ghi chép, néu ¢6 nghi ngd hay tham khao tir dién hoac hoi lai. Khi gap mét tir la
hay ghi ra giay, sau do hoi lai dé sir dung cho dang.

Khi khong thé ghi chép kip c6 thé sir dung mAay ghi 4m. Ban c6 thé két néi may
ghi am v6i may tinh dé chuyén file dang Aam thanh vao may tinh, giap ban nghe va
danh may lai dé dang.

6. Phong lam viéc ciia sép

V6i mot vai nguoi, phong 1am viéc 12 noi khong @ nguoi khace dung vao, véi
nhiig nguoi khac lai cho phép thu ky sap xép va don dep.

Néu sép khong may quan tim, hiy bit dau xép lai nhitng tai liéu dang dung,
nhimng tai liéu da st dung r6i thi cit vao ngin kéo. Tuy nhién, hay héi sép trude khi
chuyén gidy to va tai liéu khoi ban 1am viée, dic biét 13 nhirng tai liéu ma ban da
thiy ¢ d6 mot thoi gian. Than trong luén ludn can thiét. Khéng nén vuot qui vai
trd cia minh ma sap xép nhirng giay to, tai liéu c4 nhan hoic riéng tu.

Khi duoc yéu cau lay mot tai liéu c4 nhén, hay giir nguyén hién trang va chi lay
thir can thiét.

Khi 1én ké hoach hen gip cho sép, nhé luu chiting lai trén lich cua sép va cua ban.
Hay nhac sép vé nhirng cudc hen nay, dé sép khong sap xép qua nhiéu céng viéc.

7. Nhimmg cong viéc khong tén

Truée khi 1am nhimg cong viéc vin phong, tat ca cac thu ky hanh chinh déu gip
nhitng bai kiém tra vé tinh cach, cach nhin nhan va tri nhé. Thu ky phai biét chinh
x4c nhirng gi ma sép yéu cau. Co6 thé ho sé& thang thin yéu cau thu ky git kin viée gi,
nhung khi sép khong néi gi thi khong c6 nghia 1a ban dugc quyén tiét 16. Khi ai do
hoi ban vé mot van dé bi mat, khong can phai néi déi, hay thang than noéi rang: “Toi
khong thé néi bay gio.”

Thu ky hanh chinh phai biét kiém so4t ban than, phai kiém ché nhiing cam xtic
nhét thoi va tranh phé binh nhitng nguoi khac. Can than véi 161 #n tiéng ndi va
cach cu xtr ctia ban voi moi nguoi xung quanh, vi ban khong chi thé hién con nguoi
ban, ma d6i ltic con 1a nguoi “phat ngdn” cho sép.



Ngoai ra, con rat nhiéu van dé té nhj trong méi quan hé gitra thu ky va sép, co
thé khong duge ndi dén, ban can quan sat, nam bat va ung xu cho phu hop. Hiéu
nhau sé gép phan vao thanh cong chung cua hai nguoi.



, 3
GIAO TIEP QUA DIEN THOAI

1. Giao tiép qua dién thoai

Thu k¢ hanh chinh phai cé cach noéi chuyén dién thoai cdi md, thé hién sy nha
nhin nhung cting ranh mach, ro rang. Nguoi ¢ dau day bén kia du khong nhin thay
nhung van c6 thé danh gia ban, cong ty cling nhu sép ban.

Khi dién thoai reo, hiay nhic may ngay, néu ban dang c6 viéc ban khong thé nhac
may ngay, khi tra 1oi nhé xin 16i va giai thich tinh canh ciia minh. Nén dé mot tap
gidy nhé va buat chi gan dién thoai dé ghi chép cac thong tin. Pong thoi, c6 mot
cudn s6 luu lai cAc cudce goi, dé khi can c6 thé kiém tra lai thong tin. Néu phai méat
thoi gian dé tim kiém nhing thong tin dugc hoi, dé nghi véi nguoi nghe ban sé& goi
lai sau. Néu nguoi goi mudn gitr may, thi giir may trong tay chr dirng dat xudng ban
lam viéec.

2. Nhin va chuyén cudc goi

Néu khong c6 tong dai dién thoai, hdy nhac tén cong ty hoic bo phan va tén cia
ban khi tra 161 cudc goi dén. Néu cong ty ban c6 tong dai, thi khi dugc chuyén may
dén, ban chi can nhac tén minh.

Khi nghe dién thoai ho dong nghiép, hay nhic tén cua ca dong nghiép va cua ban.
Néu ngudi dugce goi khong co6 mit tai noi 1am viée, hoic khong thé tra 16i ngay lap
tire, dé nghi nguoi nghe dé lai tin nhan. Ban c6 thé ghi tin nhan vao gidy nho dé trén
ban 1am viéc cia nguoi duoc goi, nhung van phai ndi véi nguoi d6 khi ho quay tré
lai.

3. Chuyén tiép cudc goi

Néu c6 thé giai quyet van dé thi khong nén chuyén tiép cudc goi. Trong truong
hop buoc phai chuyen tiép, ban phai noéi véi nguoi g01 dén vé nguol chiu trach
nhiém chinh cho vin @& d6 va thong bao viéc chuyén may. Vi du nhu: “Ong A. chiu
trach nhiém vé van dé nay, chic rang 6ng ay s& co giai dap cho dng. Toi s& chuyén
may ngay .

Néu viéc chuyén may phai thue hién qua tong dai, nhé cung cap du thong tin dé
nguoi goi khong phai gisi thiéu lai: “Co 6ng X. gap van dé ve... Hay noi may tdi 6ng



A. @é giai quyét”.
4. Xirly cac cudc goi cia sép

Khi tra 16i dién thoai ho sép, ban phat hién ra, thu ky cia nguoi goi thuc hién
cudc goi. Hay tra 1oi lich su, sau d6, thong bao lai chi tiét cho sép cua ban; néu 6ng
ay c6 thé nghe duoc thi nhé cam on ho va chuyén may. Khéng nén yéu cau thu ky
ciia nguoi goi chuyén may cho sép cua ho trong bat ky tinh huéng nao.

Khi thye hién cudc goi cho sép, ban hiy ¢ ging dé thu ky cua nguoi goi chuyén
may cho sép cua ho truée khi ban chuyén may cho sép ciia minh. Néu thu ky cua ho
khéng chiu chuyén may, hay giai thich vdi sép ctia ban trude khi chuyén may.

5. Nhén 16i nhin

Néu cong ty khong cb tong dai dién thoai thi thu ky hanh chinh s& 1a nguoi nhan
cac cudc goi dén va thuc hién cc cudce goi di. Nén luu lai cac cude goi dén véi cac
thong tin chi tiét nhu: tén, sé dién thoai nguoi goi, muc dich cua cudc goi va céc tin
nhén néu co.

Khi nguoi goi mudn dé lai tin nhin cho sép hoic cho déng nghiép cua ban, nhé
ghi lai chinh x4c tin nhin. Néu ban khéng nghe 15 ho dang noéi gi, @ nghi ho nhic
lai d¢ ghi dGng. Néu tén ngudi goi khé ghi (nhu tén nude ngoai), yéu cau ho danh
van dé truyén dat thong tin dén nguoi nhan day du, chinh xac nhat.

Ngoai tip gidy nhic viée voi nhirng mau sic khac nhau, ban c6 thé dung mot
cudn sb ghi cic tin nhin dé gan dién thoai. C6 thé ké thanh bang véi cadc muc: tén
ngudi goi/to chire/cong ty goi dén, ngay thang, sé dién thoai cia ngudoi goi, noi dung
tin nhén, tén nguoi duoc goi, cot cudi cing 1a tén ho cua ban véi tu cach 13 nguoi
nhan tin nhan. Piéu nay phan 4nh tinh than, trach nhiém cua ban, khang dinh duoc
ban than ban trong mat sép va déng nghiép.

6. Loc cac cudc goi

Trong nhiéu truong hop ban sé& 1a nguoi loc cac cude goi dén, 1 ngudi quyét dinh
xem cO nén chuyén cudc goi cho sép hay khong.

Khi loc cac cudc goi, hay that lich sy dé khong 1am nguoi goi dén cam thay kho
chiu va giit dugc hinh anh cua cong ty ciing nhu sép. Hay khéo 1éo dua ra cau hoi dé
khai théac thong tin tir nguoi goi, nham danh gi tinh chat cua cude goi. Vi du, “T6i
c6 thé thong bao cho 6ng A biét ai dang goi khong?”. Néu nguoi goi tir chéi cung cip
thong tin, hay giai thich rang sép cta ban khong thé nhan dién thoai ma khong biét
ai & dau day.



Rat nhiéu nguoi goi cho biét ngay ciu hoi cua ho. Ban can hoi ¥ kién sép trude
khi bé qua cudc goi hay chuyén may ngay lap tiec.

DPung cd ging bao vé sép bang cach loc hét cac cudc dién thoai khi khong dugc
yéu cau lam nhu vay. Nhat 13 khi cong viéc kinh doanh dang xuéng doc, nhiing
nguoi quan Iy déu mong chd cac cude dién thoai, ho sé khong muébn thu ky bo qua
bat ky mot khach hang tiém ning nado. Trong truong hop do, ban chi can néi véi
ngudi goi: “Cam on dng/ba da goi dén. Toi s& chuyén may cho 6ng/ba... ngay.”
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DICH VU CHUYEN THU VA BUU PHAM

Thu tir 1a phuong tién lién lac quan trong giira cac cong ty véi nhau cting nhu véi
cac khach hang va ddi tac trén thé giéi. Thu ky hanh chinh sé& phai xir I quy trinh
hang ngay nhu phén loai thu, phan bo thu dén cic phong ban hoic c4 nhan, xu 1y
thu cua sép (chuyén cho sép hoic doc truéc)...

Trong thoi gian thue hién c4c chién luge kinh doanh hoic chdm séc khach hang,
cong ty ban c6 thé phai gui dén hang nghin 14 thu, chuva ké dén nhiing qua ting
dugc giri dudi dang buu pham khéc. Dé tiét kiém thoi gian va tién bac ma van gui
thu hiéu qua, nguoi thu ky hanh chinh can ¢6 mot chién luoc cu thé.

Chién lugc do c6 thé 13 viéc nam vimg nhirmg quy dinh cta buu dién dé tan dung
loi the cua dich vu giri thu. Ngoai ra, con phai tdp hop duoc nhirng dia chi nha cung
cap dich vu chuyén thu, dap irng yéu cau nhanh chéng, an toan va tiét kiém nhat.

Giai doan dau tién cua giri thu 1a soan thu, chuan bi phong bi, ghi dia chi,... dugc
huéng dan cu thé ¢ trong nhimg chuong tiép theo cia cuén sach nay. Trong phan
nay, sé chi tap trung vao viéc gui thu di hiéu qua va an toan nhat.

1. Ghi dia chi

Déi voi cac thu noi dia, dia chi phai ghi day du, bao gdm tén ngudi nhan hoic tén
cong ty, phong ban cu thé nhéin thu, s6 nha/phong, ngd/ngach, tén pho, duong,
phuong/xa, quan/huyén, thanh pho/tinh.

Nhirng bire thu giri ra nude ngoai bat budce phai c6 tén dat nuéc bang chir in hoa
¢ dong cuoi cua dia chi. Pong thoi, cling ghi ro6 khu vuc buu chinh (néu ¢6), gép
trong tén thanh pho. Vi du:

Mr. Thomas Clark
117 Russell Drive London WIP6HQ ENGLAND.

Néu cong ty sir dung loai phong bi c6 6 ctra so dia chi bang nylon, hdy chic rang
toan bo dia chi dugc hién thi ro rang khi cho thu vao phong bi. Néu moét phan cua
dia chi bi che lap, thu c6 thé bi loai bo va tra lai nguoi gui.

Dong dia chi phai duoc in rd nét, khong mat chir, khéng bi nhoe, dic biét 1a



khong dugc viét sai chinh ta.

Néu thong tin vé dia chi khong chinh x4c thi thu s& lai quay nguoc vé tra cho
cong ty ban. Ban nén s dung dich vu cua buu dién dé xac minh dia chi dang va bo
sung nhirng thong tin quan trong vao danh sach dia chi.

Dich vu buu dién cung cip dich vu ndy nham loai bé nhing bic thu khong thé
g, tiet kiém chi phi cho ca buu dién va khach hang.

2. Tem va buu phi

DPé gui thu di duong nhién cong ty phai tra buu phi. Néu chi giri s6 luong thu
nho, ban c6 thé mua tem va ty dan vao nhing btc thu noéi dia. Nhung néu phai gui
di rat nhiéu thu thi viéc d4n tem nay tén rat nhiéu thoi gian, c6 thé anh huong dén
cac cong viéc khac cua ban.

Théng thuong, néu thu khong dan tem, buu dién sé tién hanh kiém tra cin ning
cia thu bang cin chuyén dung (dong ho do buu phi) va déng diu da thu buu phi 1én
thu.

Dé viéc gui hang loat thu hiéu qua, ban nén phan loai thu, tie 14 tap hop nhimg
14 thu goi ciing mot loai tai liéu, dem ra buu dién dé nhan vién buu dién do buu phi
va dong dau thu buu phi 1én thu. Viée ndy gitp ban tiét kiém thoi gian, dong thoi
con dam bao cac thu déu duoc ddng dau thu buu phi va chuyén dén noi an toan.

Pung quén lap sin mot bang ké cac thu giri di dé cung kiém dém vé6i nhan vién
buu dién, yéu cau ho ky xac nhan va ghi hoa don dich vu dé nop lai cong ty.

3. Buu pham

Ngoai nhitng 14 thu dugc yéu cau giri ban con c6 thé phai giri di nhiing mén qua,
san pham, tai liéu 16n. Dé buu pham dén noi an toan, ban phai déong gobi, chi y dén
nhitng van deé sau:

. Dung hép uén nép: Nhitng hop nay lam bang bia cic téng, c6 nhiéu dang
nhu hop vach don, vach doi va ba vach.

Chon loai hop da 16n dé sip xép do bén trong theo moi huéng. Piéu nay sé dam
bao an toan cho do gui di khong bi thing hay bién dang trong qu4 trinh van chuyén.
Ban c6 thé mua nhirng hop kiéu nay tir cong ty van chuyén hay cira hang déng goi
va chuyén thu. Nhé chon hop phu hop voi gbi hang giri di, dé tranh buu phi ting
thém vi hop to va ning qui. Néu chiéc hop cii con tot va phi hop véi trong luong,
kich c& moén hang can gii thi ban c6 thé st dung lai.



- Biao vé vat chira bén trong. Ty thuoc vao buu pham can gai ma déng goi
bang nhua hoic giir cho nguyén liéu goi khong dinh vao hang hoa bén trong. C6 thé
ding gidy vun (duoc xén trong may huy tai liéu cua cong ty), giay bao cii,... dé dém
cho vat chtra khong bi va dap manh, giy thung hoic bién dang.

- Péng hop chic chin. Khong nén sir dung day nylon va gidy bong vi chiing
khong du chac dé giir kin hop. Thay vao d6, hay sir dung day chuyén dung cia buu
dién (day day, diy gai) rat bén, chac va khong bi tron.

- Dung nhan mac thich hop. Ngoai dia chi giéng nhu gui thu, ¢ thé thém
vao ca s6 dién thoai cua dia chi nhan. Péng thoi, cling ghi ro dia chi héi bdo cua
cong ty ban. Nén in dia chi vao gidy c6 kich ¢& vira voi hop dung buu pham. Khi dan
nhan méc, hay diat ¢ phia dinh cua gb6i buu pham, dé dé nhin va xac dinh duoc dau
1a noi mé hop.

Nén viét dia chi bang chir in hoa, c6 diu va dé dam bao an toan thi cé thé cho
vao tdi nylon dé tranh bi tham wdt.

Mit ngoai cia goi buu pham nén danh dau dic biét nhu danh sich duéi day.
Chung cho phép nguoi van chuyén biét duge ban chat cia goi hang.

e Danh diu hang d& v& néu hang héa mong, gion;
e Danh diu d& hong 1én gobi hang chira d6 &n hoic nhitng vat nhanh hong.

e Danh diu tranh va dap, bé cong 1én nhitng g6i hang c6 chia anh, tAc pham nghé
thuat hay nhitng hang tuong tu.

Nén danh dau dic biét ¢ ba noi phia trén dia chi, phia sau hoic dudi coa goi
hang. Ciing c6 thé yéu cau nhan vién buu dién dong dau gbi hang véi nhing luu v
nay.

V6i nhitng vat c6 hinh dang dic biét va chét liéu gion, mong thi hay xin chi din
tir dich vu van chuyén dé biét cach dong goi va cach tot nhat dé giri hang.

4. Nhimg diéu can cha y

Trir nhitng diéu duoc cho phép theo quy dinh giri thu, ban can cht ¥ dén diéu
khoan quy dinh vé nhiing tht khong duge chuyén qua duong buu dién, dé tranh
phién toai cfing nhu thiét hai cho cong ty.

e Tit ca cic loai chat doc hay nhimg thu chira chéat doc;



DPong vat séng, vi tring giy bénh;

Cac chat dé no, dé chay va nhimg dung cu va thanh phan ky thuat, héa hoc va
nhimg dung cy khac dé bat lira hoic dé no;

Vi khi, sang, dao va nhirng dung cu sac nhon;

Ma tdy va cac chat lién quan dén ma tay...

Nhitng vat pham va chét cé tiém ning giy hai va nguy hiém c6 thé duoc van
chuyén néu dap ing nhirng quy dinh vé dong gbi va nhan mac dac biét. Tuy nhién,
nén lién hé véi buu dién dé duoc hudng dan chi tiét.

5. Chuyén phat nhanh

Chuyén phéat nhanh 1 dich vu chuyén buu pham dat yéu cau vé téc do chuyén
phat, ¢ chi tiéu thoi gian toan trinh cu thé dén ting khu vuec.

Hién nay, dich vu chuyén phat nhanh EMS cua Céng ty Co phan Chuyén phét
nhanh Buu dién da chuyén phat rong rai dén mot sé xa huyén thuoc 64 tinh/thanh
trong ca nudc va dén 51 quoc gia trén thé gioi.

Thoi gian EMS trong nudc tir 24 dén 48 gio, EMS quéc té tir 02 dén 09 ngay tuy
theo nu6ce nhan.

Déi voi buu pham, kich thuée méi chiéu déng goéi khong qué 1,5m va cin ning
toi da 30kg.

Ban c6 thé lién hé voi buu dién khu vie dé biét thém chi tiét vé dich vy chuyén
phat nhanh buu dién. Nhin chung, day la dich vu kha tién ich va tiét kiém.

Hién nay, ¢ Viét Nam cfing da c6 khoang hon 20 hang chuyén phat nhanh voi
nhirng tén tudi noi tiéng thé gisi. Co6 thé dé dang tim thay nhing dich vu nay nhu:
DHL (théng tin chi tiét trén trang web: http://www.dhl.com.vn); UPS
(http://www.ups.com); Fedex (http://fedex.com)...

Tuy theo yéu cau cia thu va buu pham can chuyén ma tim ra cich van chuyén
phu hop nhat véi cong ty ban.

6. Thw bio dam
Ngoai dich vu chuyén phat nhanh, con c6 dich vu thu bao dam.

Dich vu thu bao dam cho phép nguoi giri biét duge nguoi nhan da nhan duge thu



hay chua, vao thoi gian nao thong qua viée hoi bo lai tin tac vé nguoi nhan cho
ngum gui. Trong truong hop khong thé x4c dinh duoc nguoi nhan, thu sé duoc tra
nguyén ven vé cho nguoi giri, dm bao khong bj that thoat thong tin.

~. Dich vu chuyén tién

Ban nén nhé rang, khong bao gio duoce giri kém tién trong thu, viéc mat mat co
thé xay ra gay ton hai cho ca hai bén nhan va gui.

T6t nhat 14 sir dung dich vy chuyén tién ctia buu dién hoic cia cic hang dich vy
chuyén phat dé chuyén tién cho nguoi nhan qua sé ching minh nhan dan. Ban can
lién hé voi nguoi nhan dé biét dia chi va sé6 chung minh chinh x4c cua ho. Viée
chuyén tién s& dugc thuc hién rat nhanh d6i v6i nhitng dia ban c6 buu dién hoic dai
1y cua cac hang chuyén phat.

8. Cac dich vu chuyén thu dic biét khac

Vi viée khong ngirng tang thém va mé réng dia ban cia cac dich vu buu dién,
cang ngay khach hang cang c6 nhimg lya chon da dang va phong phti nham tbi da
héa st dung. Nguoi giri c6 thé duoc cung cap mot dich vy tot nhat vé dong gobi va bao
vé nhirng birc thu dac biét.

Hay goi cho buu dién khu vuc dé c6 thém thoéng tin chi tiét hoic lién hé véi cac
hang dich vu chuyén phat dé dugc cung cap tir bang gia cudce cho tdi nhirng dich vu
dac biét khac.

9. Bién lai thing ké va héa don tai chinh

Khi muén chung minh rang thu da dugc gui di, ban can xac nhan thoi diém hang
hoéa duoc gui di tir phia buu dién.

Ban c6 thé yéu cau nhén vién buu dién cung cip bang ké va hoa don cho tung
lan gii hoac hang thang.

Néu sir dung dich vu tir cac hang cung ung dich vu chuyén phéat, hai bén cé thé ky
két hop dong 1au dai. Theo d6, chi can bén ban goi, nguoi cia hing sé& toi tan noi
nhan thu hoic buu pham. Viéc thanh todn s& duoc tién hanh vao cudi thang hoic
theo thoa thuin coa hai bén, hang cung tmg dich vu sé& giri cho ban ban ké chi tiét
ting 1an giri dé ddi chiéu, khi thay ding, bén ban ky xac nhan va hoa don tai chinh
s& dugc ghi theo con s théng nhit giira hai bén.

10. Bio hiém thu tin, hang héa



Bio hiém gitip bao v¢, tranh mat maét, thiét hai cho cac gbi hang véi gia tri bat
ky. Chi phi nay dva trén s6 tién bao hiém nguoi gui bé ra dé dam bao cho thu tin
hay hang héa cua minh.

Bao hiém an toan nhat thuong do buu dién cung cap voi cac buu kién da duogc
diang ky. Cac diéu khoan ding ky duoc dat dudi su gidm sat chit ché tir diém giri qua
cac buu dién trung gian t6i phong phan phat hoic dia diém cubi ciing, nham bao vé
hon nita cho cc buu kién quan trong va c6 gi tri. Ban c6 thé mua bao hiém cho
cac buu kién trong cling nhu ngoai nude véi cic gia tri tiy theo lya chon. Pé chon
duoc gbi bao hiém pht hop, can cAn nhic giita chi phi cia goi hang véi chi phi bao
hiém.

11. Nhan va giri buu phim tir nwéc ngoai

Tat ca buu pham c6 ngudn goc tir nude ngoai déu chiu kiém tra Hai quan khi
nhap canh. Dich vu buu chinh cling thu giay phép hai quan va phi van chuyén trén
tirng hang muc tinh thue.

Viéc nhan/gtri buu pham nude ngoai duoce buu dién hudng dan cu thé khi co giay
b4o nhan hang hoic khi ban yéu cau. Ngoai ra, néu viéc van chuyén do cic hang
cung tmg dich vu chuyén phéat thuc hién thi ban c6 thé tra mot khoan phi dé ho thay
ban 1am thu tuc nhan hang va dem hang vé tan noi, hay dén lay hang va dem gui di
cho ban.

Déi voi thong tin vé hai quan, c6 thé tim hiéu qua thong tin trén trang web cua
Hai quan Viét Nam: http://www.customs.gov.vn.

Tat ca an pham, goi hang nho va c4c buu kién 16n duoc giri ra nude ngoai cé thé
thong qua van chuyén hang khong, duong bo hoic duong thuy. Tuy theo yéu cau
cua ban ma kiém tra nhing thong tin cu thé vé dich vu buu chinh va van chuyén ban
st dung.

12. Van chuyén hang khong

Trong tinh huéng dic biét, chang han nhu buu pham lén phai dugc chuyén dén
trong cling mot ngay, c6 thé sir dung dich vu van chuyen hang khong tir cac hang
hang khong Nhitng chuyén hang thuong dugc chuyén téi vin phong van chuyen
hang hoéa va nhan tai vin phong van chuyén hang hoéa dich. Phi chuyén trong ngay
s& cao hon nhiéu so véi van chuyén hang khong vao ngay tiép theo hoic dai ngay
hon.

13. Van chuyén bang xe buyt



Hau hét cac tuyén xe buyt lién tinh ciing cung cap dich vu van chuyén hang hoéa
cho viéc chuyén cac goi hang dén thi tran, tinh 1¢ ma viéc van chuyén bang buu dién
hay c4c hinh thuc khéc s& mat nhiéu thoi gian hon. Céc goéi hang dugc van chuyén
cling v6i hanh khach va do xudng tram xe buyt tai diém dén c6 dinh. Nguoi nhan
phai nhan gbi hang tai bén da dinh.

Dé van chuyén theo hinh thuc nay, ban nén lién hé véi cac bén xe trung tam, tur
do s€ c6 thong tin vé cac tuyén duong co dinh dé giri hang.

bién hinh 13 van chuyén cua hang van tai Hoang Long va Hai Au, c6 thé gui thu,
buu pham, tién dén mét so tinh thanh trong ca nude rat thuén tién.

14. Van chuyén bing xe tai

Déi v6i cac 16 hang 16n, nang hoic cong kénh thi cd thé dugc cic cong ty xe tai
chuyén vé van chuyén hang héa chuyén ché. Cac cong ty nay sé& boc hang tir noi
b4n, van chuyén téi ngudi mua va dé hang véi mue chi phi canh tranh. L6 hang van
chuyén va noi van chuyén sé quyét dinh thoi gian van chuyén.

Ngoai ra, d6i véi nhirng hang héa 16n, con c6 hinh thie van chuyén bang duong
thuy, c6 thé lién hé véi cang gan van phong cua ban nhat dé duoc cung cap thong tin
chi tiét.

15. Dich vu chuyén phat nhanh

Néu ban cin van chuyén mét goi hang trong dia ban tinh/thanh cua coéng ty ban,
nhung khong c6 nguoi di dua, lva chon tét nhat 1a dich vu chuyén phat nhanh.
Hinh thtc ndy hoat dong tai hau hét cac thi x3, thanh phé 16n, viéc nhan hang va
giao hang duoc thuc hién chi trong vong vai gid. Gia cho cac dich vu nay thay doi
tiy theo quang dudng van chuyén va trong luong, kich thudc cua gbi hang. Thong
thuong, nguoi gui thanh toan chi phi sau khi da c6 x4c nhan cia nguoi nhan veé viée
nhan hang. Dich vu chuyén phat nhanh dugc bao dam d4i v6i cAc hang hda dé hong,
d& v& hoac khan cap.

Ban nén kiém tra danh ba dién thoai va viéc van chuyén thuong xuyén tai cong
ty dé str dung linh hoat cac dich vu chuyén phat.



4 S /7
SAP XEP VIEC DI LAI CUA SEP
Trong thi truong canh tranh ngdy nay, cic cong ty trao doi va mua ban san

pham, dich vu khong chi ¢ trong nudc ma con trén toan thé gisi. Vi thé, cac chuyén
cong tac pho bién vai cac cong ty thudc moi nganh nghe.

Khi méi tién hanh hoat dong kinh doanh, cic cong ty chi quan tAm dén thi
treong dia phuong, nhung khi cong viéc kinh doanh phéat trién va mo rong, thi
truong noi dia va ca thi truong quoc té sé duge quan tAm nhiéu hon. Vi véy, khi
kinh doanh phat trién, nhu cau mé rong thi truong ting 1én, nhiém vu cua thu ky
hanh chinh s& gom ca viéc sap xép viéc di lai ctia nhimg nguoi quan 1.

Tham chi, ngay ca khi ban 1am viéc cho mét cong ty 16n, c6 phong ban chuyén t6
chire viée di lai thi thu ky hanh chinh van nén theo doi c6ng viéc nay dé khic phuc
su ¢6 khi can thiét.

1. Chuin bi cho chuyén di

Muc dich chinh cua viée sap xép, to chire chuyén di 1a nguoi di dén dting gio va
tro vé an toan nhat c6 thé. Ngoai ra, con phai dap tng nhitng yéu cau khéc vé thoi
gian va chi phi. Néu ban 1a thu ky hanh chinh m¢i, hay xem xét cac chinh sach va
tién 1é cho viéc sap xép cic chuyén di. Néu khong tim thay nhitng thong tin can
thiét, hay hoi ¥ kién sép xem nén thyc hién nhu
thé nao.

Cho du ban ty sap xép chuyén di hay str dung mot dai 1y du lich thi vin phai xac
dinh duoc nhirng van dé co ban sau:

e Muc dich cua chuyén di;

e Ngay gio mudn khoi hanh va tro vé;
e Lich trinh;

e S6 nguoi di;

e Phuong tién mong muébn, phuong tién tét nhat cho ting diém dén cu thé. Néu
khong chac chan, hay nho dai 1y du lich cung cap thong tin vé cac dia ban khong
quen thudc;



e Loai phong ¢ nao phu hop véi cac hoat dong cua chuyén di. Néu sép c¢6 cac cudc
hen dan trai trong thanh pho thi khach san ¢ khu thuong mai, gan san bay hoac
duong cao toc la thich hop nhat.

Néu sép thuong xuyén phai di lai, nén thiét lap médi quan hé than thiét véi cac
dai 1y du lich, ngoai viéc cung cap cac théng tin vé noi dén ho con c6 thé giup ban
mua vé tau, xe, may bay trong nhitng thoi gian qua gap.

Ngoai ra, cling ludén giit cudén danh ba dién thoai dé cé duoc thong tin vé cac
khéch san ¢ diém dén. Néu ban ty sip xép chuyén di, huéng dan trong d6 sé giap
ban dit phong cing nhu lya chon khach san phu hop nhat.

Ngay nay, thu k§ hanh chinh ¢ céng ty thuong 14 nguoi sap xép chuyén di cha
khong qua dai 1y du lich. Vi vay, diéu dau tién can phai l1am 1a x4c nhan ngly gio
khoi hanh va tré vé cua sép, sau @6 dat phong, mua vé va thu xép cac phuong tién
khac.

2. Diat phong khach san

Néu cudc hop dién ra ¢ mot thanh phé 16n, hay tién hanh dit phong ngay, vi
nhimg khéch san ¢ thanh phé thuong duoc dat kin truée hang tuan. Hiy néu tén
sép, dia chi viin phong hoic dia chi nha riéng, sé dién thoai va kiéu phong yéu cau;
dong thoi, cling néu tén ban voi danh nghia 1a nguoi lién lac dé ¢ x4c nhan khi can
thiét. T6t nhat 12 yéu cau xac nhan bang vin ban (qua fax) hoic qua e-mail dé co6
thé in ra cho sép mang theo lam bang chung.

Nhitng khach san 1lén thuong cé dich vu dén khach bing 6 t6. Néu sép can
nhing dich vu nay thi hay dit cung véi viéc dat phong. Yéu cau xac nhan vé thong
tin nay cung vai viéc dit phong duoc giri qua buu dién hoac fax hay e-mail cho ban.

Hau hét cac khach san sé& cho phép hily bo @it phong ma khong lay phi néu huy
trude ngdy du dinh dén mot khoang thoi gian. Hay hoi khach san dé biét thém chi
tiét, tranh thiét hai c6 thé xay ra.

Néu noi dén 12 mot thanh phé chua bao gio sép dén hoic hoi nghi sép tham du
khong nhac téi mot khach san cu thé nao, hay khao sat trong danh ba dién thoai, va
goi dién dén vai dai 1y du lich ¢6 dau moi tai do dé biét thém thong tin.

3. bat vé may bay

Hay goi dén phong vé may bay than thiét néu cong ty da c6 méi quan hé lau dai
hoac phong vé c6 uy tin de dat vé.



Ngay sau khi x4ac dinh duoc hang hang khong, hay dat chd ngay, néu rd chd ngoi
sép ua thich va dit ludén ca xe don néu c6. Cung cap cho ngudi tiép nhan nhing
thong tin can thiét va yéu cau ho gui xac nhan dat vé qua e-mail hay fax. Ciing hoi
o vé viée chuyén vé, ho sé mang toi tin noi hay ban phai dén lay. Néu ho t6i, hay
cho ho biét dia chi chinh x4c va s dién thoai cua ban dé tién lién lac. Nguoc lai, néu
ban phai toi d6, hay hoi dia chi cia ho va tén nguoi lién hé dé khong phai mat thoi
gian giai thich néu gip nguoi khic.

4. Vé dién tir

Vé dién ti cho phép viéce di lai khong can vé bang gidy. Vé dién tir xac nhan viée
mua vé hang khong cua ban, ghi chép duy nhat vé viéc mua ban vé dién tur 1a mau
don dién tir trong hé thong may tinh cta hang hang khong.

Vé dién tir kha pho bién hién nay, nguoi di khong con lo s¢ viéc quén vé nhu
trude day. Khi dat vé dién tu, tot nhat 1a in ra mét to xac nhan dé sép cam theo khi
dén san bay.

DPing quén nhic sép mang theo ching minh thu hoic ho chiéu hay gidy to tuy
than hop 1¢ khéc @ 1am thu tuc 1én may bay.

5. Tau hoa

Truée day, tau hoa 1a phuong tién dé di lai kha pho bién. Nhung ngay nay, khi
thoi gian 14 tién bac thi viéc di lai bing may bay hiéu qua hon nhiéu. Nhung van c6
nhimg nguoi khong thich di bang may bay hoic noi t6i khong c6 dich vy hang
khong, viée van chuyén bang tau hoa van 1a mot lua chon kha quan.

Néu sép thich di lai bang tau hoa, hoic budc phai di bang phuong tién nay, hay
truy cap vao trang web cua duong sat Viét Nam (http://www.vr.com.vn) dé biét
théng tin chi tiét cho chang duong cua sép.

6. Xe ho1l

Ngoai cac phuong tién van chuyén trén, ban con c6 thé van chuyén bang 6 to
thong qua cac hang van tai chuyén nghiép, ban ¢6 thé goi dién truc tiép dén bén xe
hodc hang van tai dé dat vé va biét thém cac thong tin khac vé lich trinh.

Bén canh do, c6 thé st dung dich vu thué xe (ty 14i hoic c6 ngudi 14i) dé phuc vu
cho viéc di lai hiéu qua. Hay hoi y kién cua sép vé loai xe muon sir dung cling nhu
loai hinh thué xe.

Viéc thué xe ciing giéng nhu viéc dit phong. Ban phai cung cap cac thong tin sau



day dé dat thué xe:
e bia diém di - @én;
e Thoi gian thué xe (nhén - tra xe);
e Noi giao xe;
e Loai xe muédn thué.

Hay trao doi véi sép trude khi cung cip cac thong tin nay. Ciing can phai thoa
thudn ré vé viéc 14i xe, néu nguoi 14i xe 1a nguoi cia cong ty ban, hay chuan bi trude
ban d6 va céc chi din duong di toi dia diém dién ra hoi nghi hoic ti khach san da
dit chd. Ban c6 thé lién hé vai ban t6 chire hoi nghi hodc khach san dé c6 duoc
thong tin can thiét.

7. Cac cong ty du lich

Viéc thiét 1ap méi quan hé tét voi dai 1y du lich rat can thiét déi voi nhimg thu ky
hanh chinh ban rén. Mot dai Iy du lich tét c6 thé cung cip hang loat cac dich vy
nhu: gigi thiéu khach san va dit phong; dat vé may bay, vé tau hoa; tin dung dwoc
nhimg muc phi vu dai danh riéng cho khéach hang than thiét; dat thué xe, tro gitp
vé ho chiéu; thong tin vé lich trinh;...

Thuong thi cdc hang du lich khéng tinh phi khi thyuc hién cac cong viéc dat trudce
vi ho nhan hoa héng truc tiép tir nha cung cip, tuy nhién, mét vai hang thém mot
phan phi vao trong gi4 vé. M phi nay ciing c6 thé 14 do dit trude chd, nhung cac
hang nay c6 thé hoan tra lai tién cho nhitng vé khong dung dén. Hon nita, hang du
lich c6 thé giai quyét nhitng van dé xay ra trong thoi gian sép cua ban ¢ do.

Pé tim dugc dai Iy du lich uy tin, hay hoi ban bé hoic dong nghiép, hay tim kiém
danh sach cac dai 1y trén mang thong tin.

Néu ban can thém théng tin vé cac dai 1y, hay tham khao danh ba dién thoai. Khi
da tim duoc mot dai 1y tét, hay dung dich vu cta ho bat ci khi nao sép di cong tac,
du lich. Pai Iy nay s& nhanh chéng quen thudc véi théi quen di lai va nhu cau cua
sép va dé dang hon khi sip xép chuyén di.

8. Ké hoach cho hanh trinh

Ké hoach cho cudc hanh trinh sé hiru ich cho sép va ca thu ky hanh chinh. Khi
phat sinh van d¢, ban c6 thé tham khao lich trinh nay va nhanh chéong tim ra khau
can giai quyet. Nhu sép quén dia chi hoac thoi gian cia cudc hen; hoic trong tinh



huéng khan cap sé biét chinh x4c c6 thé lién lac voi sép ¢ dau.

Truée khi chuan bi lich trinh cho chuyén di, ban phai ban bac véi sép, ghi cht
tat ca cac hoat dong trong chuyén di. Pua cho sép lich trinh phéc thao dé stra doi
hoac bo sung nhirng thong tin con thiéu. Khi hoan tat lich trinh, c6 thé in trén giay
dong thoi giri mét ban vao e-mail dé sép c6 thé luu trén may tinh ca nhan hoic dién
thoai va theo doi bat ct lic nao.

9. Bang kiém truéc chuyén di

Truée chuyén di, ban can phai xac nhan nhimg diéu sau:

e Vé may bay va s6 hiéu may bay;

e Thong tin va x4c nhén vé viéc thué phong, dwa dén cua khach san hoic cua dai 1y
du lich;

e Thong tin va x4c nhan vé viéc thué xe;

e Tién mit hay thé tin dung;

e Ho chiéu, gidy phép xuat canh, bang 14i xe, hay gidy phép l4i xe quéc té;
e Lich trinh cho chuyén di;

e Tén, dia chi, s6 dién thoai ctia ngudi can lién lac tai noi dén.

Tham khao lich trinh duéi day dé lap lich trinh thuan tién va day du nhat.



TT [ Néi dung Theri Théng MNguwei lién hé Ghi cha
gian tin lién Tén Dién
e thoai
Ngay: 15/7/2010
1 Tir Ha MG di| 8:00 pa dat
san bay NG Bai e O to
don ta
van
phong
2 Tirsan bay Tan | 12:00 Ba  dat 0813.32._.
Son Nhat toi xe & 10
khach san Hoa khach
Binh san don
3 Tir khach san | 13:30 Dat xe & Bao cao trong
di t&i trung tam td khach kep file mang
hdi  nghi tai san duwa tén: “Hai
khach san Park nghi..."

Hyatt

Ngay: 16/7/2010




1 Gap Céng ty A | 9:00 Tai Ong Trén | 0904.12... Tai liéu
dam phan vé khach Binh Minh kep file
hop déng cung san Hoa |- Giam mang
(rng... Binh doc Kinh tén:

doanh Céng ty
A {gbm
thee  tor
trao doi
va Hop
dong
SO
thao)

2 |An trwa wvoi|11:30 [ Tai Nha | Ong Ha | 0983.23...
khach hang hang WVan Ding

Thugng | va Ba

Hai Nguyén

(P1.Q1) | Hanh
Lién

3 Tham quan Hbi | 14:00 Trung Dat xe 6
chor Hang chat tam Ha§i |6 khach
lrerng cao cho trién | san  duwa

l2m don

Ngay: 17/7/2010




daon

Tham dir qgici | 9:00 Phang Dat xe 6 Phat
thiéu san pham héi nghi - | t6  khach biéu tri
tai  H&i  nghi Khach san dwa an
khach hang san don khach
Hilton hang va
gicri
thiéu
san
pham
mdi
Tham quan mé | 14:00 Cong ty|Xe o 10
hinh san xuét San xuat | khach
tai KCHMN Binh san  dwa
Dwong dén
Ngay: 18/7/2010
Tra phong | 07:00 Xe 6 tb
khach san, ra khach
san bay Tan san duwra
Sen Nhat
Vévanphong | 11:00 |Dat xe
dai Iy vé
may bay




10. Pi lai quoc té

Néu chuyén di mang tinh chéat qudc té, hay 1én ké hoach cang sém cang tét vi co
rat nhiéu van dé lién quan. C6 nhiéu quy dinh 4p dung riéng cho doanh nh4n ma
khéng ap dung v6i khach du lich binh thuong.

bé duge gitp d3 trong viée di lai qudc té, ban c6 thé lién lac: Bo6 Cong thuong
(tham khao thong tin trén trang web: http://www.moit.gov.vn) va B6 Ngoai giao
(http://www.mofa.gov.vn).

DPéng thoi, ban ciing c6 thé lién hé véi nhimg t6 chire, dai dién cua Viét Nam tai
diém dén dé dugc gitp do. Ngoai ra, ban c6 thé hoi thong tin va yéu cau tro giap tur
chinh doi tac hoac khach hang ma sép dinh gap go.

Ban nén sir dung cong ty du lich dang tin cay khi di lai qudc té. Cong ty @6 khong
chi thao vé luat va quy dinh di lai quéc té ma con 1én lich trinh pht hop cho ting c4
nhan.

Cong ty du lich sé sip xép viéc di lai, dat phong khach san, thué xe va ca nhiing
chuyén di tham quan cic diém du lich tai noi dén. Ho cling cung cap day du cac
thong tin can thiét cho méi quéc gia cu thé nhu ho chiéu, chung nhan sic khoe, giay
phép qua canh va cich dé c6 dugc nhimg gidy to ndy. Ho s& xu 1§ cac hinh thic
thanh to4n hoic thé tin dyng nhu sép mong muon va dam bao mot luong tién cua
qudc gia s& dén dé cb thé chi tiéu nhitng khoan can tién mit.

11. Giay phép qua cinh va h¢ chieu
Khi muon xuat canh hoac nhép canh, moi nguoi déu phai c6 ho chiéu.

Ngoai ho chiéu, nhiéu quéc gia doi hoi co gidy phép nhap canh hay con goi 1a
visa. Thuong thi phai c6 trude gidy phép nhap canh cha khong thé cho ¢ bién gioi
hay diém nhap canh. Gidy phép nhap canh thuong do dai st quan va tda 1anh sy cua
nhiéu nude cap. Mot s6 nude cap visa mién phi trong khi mot s6 nudce khac thi phai
mat phi. Vi vdy, phai kiém tra trudc xem visa cfi con hiéu luc hay khong, viéc xin
cAp méi mat thoi gian bao lau.

Néu can ho chiéu, hday lam tha tyc xin cap ¢ Phong Quan 1y Xuat nhap canh,
Cong an tinh/thanh phé noi nguoi xin cip ding ky thuong trt hoic tam tra. Trong
truong hop can gap hoic xin stra d6i, bo sung, cip lai thi 1am thua tyc tai Cuc Quan 1y
Xuat nhap canh.

Chi tiét c6 thé xem tai trang web cua Bo Ngoai giao: http://www.mofa.gov.vn.



12. Hai quan

Khi tro vé nudc, hanh khach phai khai bao nhiing vat pham nhat dinh dé xem
xét vat pham d6 c6 bi danh thué hay khong.

Can cha y nhimg diém sau:

e Khong nén noéi giam gia tri cua vat pham hay bép méo ban chat cua vat pham.
Lam nhu vay c6 thé dan dén viéc bi tich thu hoic tinh thué.

e Néu bin khoin c6 nén khai bdo vat pham hay khong, thi ct khai bao sau d6
trinh bay lai v6i nhan vién hai quan.

e C6 thé xem thong tin day du va chi tiét vé quy dinh hai quan tai trang web cua
Hai quan Viét Nam: http://www.customs.gov.vn.
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SAP XEP CAC CUOC HOP

1. Cau trac cia cujc hop

Cho du chiing ta c6 thich hay khong thi cac cudc hop van ludn 1a hoat dong kha
thuong xuyén va tén kém thoi gian trong cong viéce kinh doanh. Ban phai lap ké
hoach, chuén bi tai liéu, thong bao noi dung va giri tai liéu cho nhing ngudi cé lién
quan dén cudc hop. Pay 1a cong viée yéu cau thu k§ hanh chinh phai ¢6 tinh than
trach nhiém cao, xir 1y linh hoat va nhanh nhay.

CAc cong viéc chu yéu gom: kiém tra thoi gian trong lich trinh cia nhimg nguoi
tham du, sau dé chon thoi gian va dia diém phu hop, gui thu moi, chuan bi tai liéu
va c6 thé phai giri ca tai liéu kem thu moi.

C6 nhitng cudc hop dinh ky cta ban gidm doc, nhung thu ky vin phai 1én lich
hop, giri thu moi, thu xac nhan, 1ap chwong trinh cho cudc hop.

Ngoai ra, con c6 nhing cudc hop dot xuat, chi duoc thong bo truée vai chuc
phut. Khi d9, ban phai st dung dién thoai, c6 thé ca e-mail hoic thong bio cho
nhiing nguoi tham du. Bén canh @6, ban cling phai nhanh chéng chuan bi phong
hop, tai liéu dé phat cho nhirng nguoi tham du (néu c6), néu can sir dung may chiéu
va cac dung cu hd tro khéc thi ciing phai
chuan bj.

2, Cac kiéu hop

Cac cong ty déu to chuce cac cude hop hang nam, vao dau nam va cuoi nam, de
tong két lai nam cii va dua ra ké hoach cho nam méi. Trong do, c6 thé s€ 1a binh
bau, danh gia vé cdc nhan vién, bé sung hoac thay doi cac vi tri quan ly,...

Déi voi cac cong ty dai ching, con c6 cude hop 6 dong dé lya chon nguoi quan
1y. Ngoai ra, cac cudc hop khac duoc t6 chire khi c6 dé xuit va can c6 sy déng thuan
cta tat ca cac co6 dong nhu: ting hay giam von, stra doi diéu 1é cong ty, chia tach
hodc sap nhap cong ty.

Céac cudc hop co ddong hang ndm c6 nhiing quy dinh phép 1y dic biét vé thoi gian
gui thong bao hop. Théng bao phai duge gii kem véi noi dung cua cude hop, cac
biéu mau nhu: bo phiéu tin nhiém, ..., gui theo hinh thac thu bao dam va cudc phi



duoc thanh toan trude.

Nhiém vuy cta thu ky hanh chinh khi d6 s& bao gom: chuan bi théng bio cho
cudc hop, cic biéu mau, gidy ty quyén trong truong hop c6 dong khong thé tham du
truc tiép,... Nhirng biéu mau nay phai dugc giri cho nhitng nguoi ¢6 lién quan theo
diéu 1¢ cua cong ty. Nhirng thong bao nay phai duge gui trude thoi gian dién ra cude
hop tir 3 dén 4 tuan.

Thu ky hanh chinh phai sip xép phong hop va cac thiét bi can thiét phuc vu cude
hop. Phai chuan bi va phan phat chuong trinh cudc hop dén nhimng nguoi cé lién
quan. Vao ngay hop, chuan bi cac gidy to can thiét va dat trén ban cua chi tich cude
hop. Ngoai ra, ban c6 thé s& phai lo dén nhitng c6ng tac hau truong khac nhu: do
udng hay an nhe, khin gidy, hoa,... dé cudc hop dién ra trang trong, lich sy nhat.

Ban c6 thé cling sé& 1a thu ky cudc hop, hiy ngdi bén canh chu tich dé c6 thé nghe
ro nhat. Trude khi hop, hay doc tat ca cac quyét dinh va bao cdo sé dugc trinh bay.
Cang hiéu rd vé myc dich va nhitng nguoi tham du cude hop, ban cang dé dang ghi
chép.

Céac cudc hop cia ban gidm doc thuong duoc quy dinh trong diéu 1é cong ty. Hau
hét c4c cong ty déu cd cac cudc hop ban gidam doc dinh ky, hang quy hoic hang
nim; cic cudc hop nay cé thé khong bat buoc phai thong bao bang vin ban. Ban c6
thé lién lac vé6i c4c giam d6c bang dién thoai hoic thu dién tir dé thong bao cho ho
vé cudc hop sap toi. Danh sach nhitng nguoi tham du can duogc 1ap va duyét trude.

Nhitng cudc hop khac khong mang tinh dinh ky thi buéc phai ¢6 lich trinh
truge. Ban nén giri thu moi, lich trinh va nhic lai sau dé.

Hay kiém tra that k§ nhimg thong tin trén thu moi trude khi in ra. X4ac nhan
ngay, thang, gio, dia diém va tén cua nhirng nguoi dién thuyeét.

3. Lap ké hoach cho cac cujc hop

Trude day, viée 1ap ké hoach cho mot cudce hop ton rat nhiéu thoi gian. Ngay nay,
véi cong nghé may tinh va phan mém trén may tinh, viéc 1én lich cho mét cudc hop
chi can vai lan kich chuot.

Tuy nhién, ban phai can nhic cic hoat dong chinh trong cudc hop, dé sap xép
cho khoa hoc va hiéu qua nhat; dong thoi, phai xem xét chic vy, dia vi cia nhirng
nguoi tham gia dé xép chd ngodi, thé hién su kinh trong.

Ngoai ra, viéc chon dia diém cuoc hop ciing rit quan trong. Tuy quy mé, tinh
chat cudc hop ma lya chon dién tich phong hop cling nhu thiét bi ho trg can thiét.



Pay 1a nhitng van dé thuong xay ra khi 1ap ké hoach cho mét cudc hop:

Cudc hop da dugc 1én lich va khi moi nguoi déu da duoc moi, ban phat hién ra
mot vai thanh vién quan trong khong thé tham du. Ban budc phai 1én lich vao
mot ngay khac. Khi d6, ban lai phai thuc hién quy trinh tir dau.

Ban khong thé tim ra mot ngdy, gio phi hop cho tit ca nhitng nguoi tham du.
Cudc hop da duogc x4c nhan nhung sau d6 can phai thay doi.

Dia diém cua cudc hop thay doéi vao phat cudi, do d6 mot sé ngudi van theo
thong bao vé dia diém ban dau va dén nham.

Thoéng bao vé cude hop duoc gui di va co sira doi nhiéu lan khién moi nguoi bi
lan 16n thong tin, khong xac dinh dugc thong tin chinh xac cudi cung vé cudc
hop.

Mot sé thanh vién tham du cudc hop khong cap nhat duoc théng tin do ban st
dung phan mém mdi nhat dé 1ap ké hoach. Ho khong kiém tra thu dién tir hoic
khéng m¢é duoc ndi dung va nha cudc hop.

Cudc hop da duoc 1én ké hoach va duoc xac nhan nhung dia diém hop bi nguoi
khac dit mat.

Khong x4c nhan lai thong tin vé cudc hop dé nhic cac thanh vién tham du, do
d6é mot vai nguoi quén, khéng dén hop.

Truyén dat noi dung khong rd rang hoic nham 1an, khién thanh vién tham du
khong chuan bi noi dung phu hop.

Dé tranh nhiing sai so6t ndy, ban cd thé st dung Microsoft Outlook dé quan 1y

théng tin cudc hop. Chuong trinh nay cho phép ban giri va nhan thu dién tir, quan
1y danh ba, 1én lich va lap ké hoach, duy tri nhirng ghi chép hang ngay.

Ban c6 thé st dung chuong trinh Outlook 1én lich cic cudc hen va phan bd khéi

thoi gian cua minh. Khi xem lich cia minh qua Outlook, néu ban kich vio NEW
trén thanh cong cu, cra sé6 Cudc hen méi s&é mé ra. Trén cira s6 ndy, ban cé thé dién
chu d¢, dia diém, thoi gian bat dau va két thiic cudc hen. Néu cudc hen trung voi ké
hoach khéc, s& xuat hién thong bao. Ban ciing cé thé tao nhic viéc cho cudc hen dé
nhic ban vé cudc hen trude moét khoang thoi gian tiy chon. Nhic viée s& xuat hién
khi ban m¢ chuong trinh Outlook.

bé 1ap ké hoach cho cudc hop trong Outlook, hdy st dung cong cu Meeting



Planner dé tao va guri 1oi moi vé cudc hop va dit trude cac thir can thiét. Meeting
Planner cho phép ban moi nhirng nguoi tham du, xem xét kha nang tham du cua
ho, chon dia diém va thoi gian hop. Ban c6 thé dién tén nguoi va cac vat dung can
thiét vao danh sach All Atendees (Tat ca nhirng nguoi tham dy), hoic ban c6 thé
diing nat “Invite others” (Moi nhitng nguoi khac). Ban c6 thé chon timg c4 nhan tur
Address Book va thém vao danh sach All Attendees, dé ché do 1a bat buoc hay
khong bat budc. Danh sach All Atendees sé& hién thi ting nguoi va noi dung thuyét
trinh (néu c6) tai cudc hop.

Khi ciAn nhic kha ning c6 mit cia nhimg nguoi tham du, cong cu Meeting
Planner sé chi cho ban ké hoach vé thoi gian véi thanh mau xanh khi nguoi dé da
c6 ké hoach cho viéc khac. Néu thoi gian dé trong, thi nguoi dé san sang.

Sau khi thong bao vé cudc hop duge giri di, hoi dap vé cudc hop s& duoc gui dén
Hop thu dén cua ban (Inbox) va c6 thé dugce theo doi trong cira s6 Cudc hen
(Appointment window)

Tuong ty nhu vay, ban cling s& nhan nhitng 16i moi hop trong hom thu dén. Ban
c6 thé chap nhan, tir choi, hoac dwa ra phan hoi khac. Khi kich vao mét trong nhirng
nat chap nhan, Outlook sé¢ mé mot hop tin nhan dé ban ¢6 thé lya chon cac tra 1oi.

Ngay sau khi thu moi duoc giri di va chap nhén, né sé duoc ty dong thém vao ké
hoach cua ban.

Ngoai ra, ban c6 thé sir dung chuong trinh IBM Lotus Notes dé 1én ké hoach cho
cudc hop va xem xét kha nang c6 mat cia nhitng nguoi tham du véi tinh nang tuong
tu nhu Microsoft Outlook.

4. Chuwong trinh nghi sy cia cujc hop

Chuong trinh nghi su gidng nhu ban d6 chi duong cho cudc hop. Chuong trinh
nay cho ngudi tham dy biét ké hoach cho cudc hop 1a gi, dua ra cic hudéng dan va
muc dich. M6t chuong trinh nghi su bao gom:

o Thoi gian bat dau va két thdc cudc hop;

bia diém cudc hop;

Chu dé chinh va cac van deé lién quan;

Thoi gian méi cha dé duoc thao luan;

Nguoi thuyét trinh cho mdi chu dé;



e Chutri cudc hop (tén, chuc danh,...)

C6 thé tham khao miu chuong trinh nghi su nhu duéi day:

Nguwoitriétu Phién Ngay Thoi Pia Trang Phamvi Cha Nguoithuyét lt\if: 1(1)11
tip cuochop hopsé thang gian diém phuc cujchop dé  trinh chinh dur
Bat  Két
dau  thtc

(THAY BANG BANG NGANG)



Lap danh sich nhimng nguoi sé tham dy dé kiém tra s6 nguoi tham du. Néu can
c6 ky xac nhan, c6 thé chuyén danh sach vong tron cho nhirng nguoi tham du ky
khi cuéc hop bat dau.

Néu can, c¢6 thé vé so 6 vi tri cudc hop dé gisi thiéu nhitng nguoi méi dé hon va
tim dugc nguoi nhanh nhat.

Néu ban st dung phan mém trong Microsoft Word, ban c¢é thé sir dung Agenda
Wizard dé tao chuong trinh nghi su. Dé truy cap vao Agenda Wizard, kich vao trinh
don File, sau d6 chon New. Trén hop thoai New, chon tab Other Document, sau do
chon Agenda Wizard roi nhan OK.

Agenda Wizard s& hoi ban nhitng ciu hoi vé cudc hop va khi ndo hoan thanh,
Agenda Wizard sé€ tao ra mot chuong trinh nghi su. Ban c6 thé giri chuong trinh
nghi su kem theo thu moi hop hoac in ra va mang téi cudc hop.

5. Bién ban cugc hop

Bién ban cudc hop 1a ban ghi chép vé nhing gi da dién ra trong cudc hop. Bién
ban gitip nguoi tham dy cudc hop xem xét lai cudc hop sau d9, tim kiém nhirng van
dé chua giai quyét xong va nhiing viéc can hanh dong. Trong mot sé truong hop,
nhu cudc hop c6 ddng hoic ban giam ddc, bién ban dugc 1ap theo mau nhu quy dinh
ctia phéap luat va c6 trong quy dinh biéu miu cua cong ty.

Ban c6 thé ghi chép bién ban bang tay, go trén may tinh hoic st dung thiét bi
thu Am. Du ding phuong ph4p ndo, ban phai dam bao ghi duoc nhitng yéu té quan
trong cua cudc hop nhu: loai hinh hop, tén cong ty, ngay gio, nguoi chu tri, nguoi
thuyét trinh chu dé chinh, va cac noi dung khéc c6 lién quan.

Néu da chuan bi dé cuong dya trén chuong trinh nghi sy, ban da c6 nhitng noi
dung chinh cua bién ban, trong cudc hop, va chi phai ghi bé sung trén dién bién
thuc té cua cudce hop.

Bién ban cudc hop phai dugc viét bang ngdn ngit trang trong, thong thuong sé& c6
nhirng noéi dung chu yéu sau:

e Tén to chuc
e Tén nguoi chu tri
e Ngay, gio va dia diém cudc hop

e Danh sich nhirng nguoi tham du va nhirng nguoi vang mat



e Nbi dung cong viéc/chu dé thao luan tai cudc hop

e Nguoi thuyét trinh c4c chu dé

e CAc van dé phat sinh, hudng giai quyét

e Nhimg viéc con tén dong

e Van ban phat sinh trong/sau qué trinh hop

e Ngay gio cudc hop tiép theo

e Cht ky cua nguoi ghi chép, nhitng nguoi tham gia cudc hop.

Tranh ghi lai ting 16i binh luan ma chi ghi nhitg ¥ chinh, tap trung giai quyét
truc ti€ép van dé duoc dua ra thao luan, sau do tong két cac y kién.

Dé viéc ghi chép hiéu qua, ban nén chuan bi trude noi dung bién ban dé theo sat
dién bién cudc hop. Ciing dimg doi qua 1au mai ghi bién ban vi c¢6 thé s& bo sot
thong tin.

Ngoai ra, con c6 cac cudc hop tru bi dé thao luan truéc nhirng van dé nay. Khi
do, viéc ghi van ban c6 thé khong can thiét.

Néu cong ty 16n, con cb cac cudce hop trong nhém, bo phan, phong ban, khi do
ngudi ghi bién ban cé thé 1a nguoi trong phong ban hoic ho yéu cau su gitp do cua
thu ky hanh chinh véi tu cach 1a thu ky cudc hop, thuc hién viéc ghi chép. Ban hay
san sang mai khi duoc yéu cau.

Ngoai bién ban cudc hop, con c6 thé c6 cic vin ban khac duoc 1ap va théng qua
tai cudc hop nhu: Nghi quyét, Quyét dinh,... Tham khao cac van ban nay trong Phu
luc 1.

6. Chuan bi cho hji nghi

Ngoai cac cudc hop, cong ty con to chie cac hoi nghi nhu: Hobi nghi ¢6 dong, hoi
nghi khach hang,... Thu ky hanh chinh s& duoc yéu cau tro gitp trong viéc 1én ké
hoach va hop tac trong cac hoi nghi cua cong ty, cac cong viéc nhu: chuan bi su
kién, thuc hién cac trach nhiém trong suét hoi nghi va 1am theo cic hoat dong sau
khi hoi nghi két thic.

Chuan bi cho héi nghi bao gobm xem xét cac khoan muc lién quan dén tién nghi
va nguoi thuyét trinh cta hoi nghi:



e Dit chd cho hoi nghi: dit trude phong khach san, chon quy mo6 phong va muc
gia,... (co thé c6 phong t6 chirc chinh va phong giai lao);

e Kiém tra thiét bi phuc vu cho hoi nghi (may chiéu, loa,...) va thiét bi an toan
(phong chong chay no, bao dong, ctra thoat hiém,...);

e Phuyc vu d6 in udng;
e Gui thu moi va xdc nhan s6 luong tham du.
CAc hoat dong chuan bi tryc tiép cho hoi nghi gom:

e Tai liéu phuc vu héi nghi (ndéi dung chuong trinh, giéi thiéu vé nguoi dién
thuyeét,...) dé phat cho khach moi;

e Cin c s6 luong khach dé chuan bi ban, ghé;

e Cac b4o co can phé duyét: vé noi dung hoi nghi, bao céo tai chinh, ké hoach chi
tiéu;

e Ké hoach quang b4, truyén thong;
e Lap chuong trinh nghi su, ké hoach di lai/dua d6n khach moi.

Dé tranh thiéu so6t, ban nén xép sin tai liéu thanh cac tap d& tim, trén vé moi vé
so d6 chi din duong di, ... Néu chuong trinh con két hop véi di du lich, thim cac di
tich, canh quan tai dia phuong hoic c6 cic sy kién ngoai troi thi phai c¢6 sy hd trg
cta cac don vi chuyén nghiép t6 chtre. Ban can phai hop tac véi dia diém t6 chire hoi
nghi 1én ké hoach cho céc bira #n, do uéng; can nhic thuc don dé du tru kinh phi va
phuong thice phue vu.

V6i nhitng héi nghi 16n, ban con phai chuan bi huy hiéu, hoa cai, bing ron, bién
hiéu. Ban nén chuén bi danh sach khach moi dé dam bao khéng bi thiéu; danh sich
nay ciing duoc dé tai ban ding ky vao ngay dau tién cua hoi nghi, sau khi nhan duogc
huy hiéu, hoa cai, khach moi s& k¥ nhan va ban d& dang kiém soat dugc sb lugng
khach moi. C6 thé phat ludén cho ho tai liéu, vé in tai ban ding ky.

Phii c6 chi dan phia bén ngoai dia diém vé phong nghi ngoi va phong hoi nghi.
Néu hoi nghi c6 khach quéc té, ban can phai chuan bi phién dich.

Lén ké hoach ding tin trén bdo chi, cic hoat dong truyén théng, bd tri nguoi
chup anh dé bam sat cac hoat dong cua hoi nghi.



Can hop tac vé an ninh véi dia diém t6 chire hoi nghi hoidc dich vy an ninh; lién
hé véi bai db xe dé c6 chd do xe cho nhitng nguoi tham du. Cung cap cho bén thuc
hién dich vy an ninh va quan 1y bai d4 xe chuong trinh nghi sy chinh thuc, liét ké
thoi gian céc su kién d@é ho bb tri luc luong can thiét va dam bao vé bai dd xe.

Khi khach téi, ban nén chao don va dua ho téi héi nghi. Hay dong vai tro chu
nha va gi¢i thiéu moi nguoi véi nhau, ho tong, huéng dan va giap dé moi nguoi &
nhitng noi ban ¢6 thé.

Ban c6 thé duoc yéu cau tham gia mot vai cudc hop nhém, ghi bién ban, xu 1y
thu tir hodc giri/nhan hang chuyén phat nhanh dén trong qua trinh hoi nghi.

Két thdc hoi nghi, g& bo tat ca tai liéu, bing ron con lai trong phong hop. Kiém
tra lai c4c thiét bi trong phong dé ban giao cho diém t6 chte hoi nghi. Néu c6 mat
mat, can tién hanh tim kiém va b4o lai cho nguoi c6 trach nhiém, 1ap bién ban c6 ky
nhéan cia nhirng nguoi lién quan.

Khi tré lai vin phong, can hoan thanh b4o cdo, bién ban hoic cic gidy to, thu tur
lién quan dén hoi nghi. Ban cling can giri thu cam on, bién ban cudc hop dén khach
moi va nhirng nguoi lién quan.

Cudi ciing, can tinh toan chi phi va dién vao ban tong két thu chi, sau d6 cap
nhat tai liéu cudc hop. Néu ban c6 dé xuat, sang kién dé cai thién, hay ghi vao giay
nha, kem theo tai liéu.

De viéc ghl chép hiéu qua ban nén sir dung thiét bi ghi 4m, khi cudc hop ¢ hoi
gay can, s& c6 nhiéu giong néi ciing lic, may ghi Am s& ho tro ban trong viée
ghi chép.



7 A
LUU TRUHO SO
1. Nhiém vu then chot

Luu giit cAc ghi chép chinh x4c va duy tri hé thong sap xép dir liéu cap nhat
thuong xuyén la trach nhiém cua da so cac thu ky hanh chinh.

Nhitng cong ty 16n thuong c6 bo phan luu gitr tai liéu chung, tat ca cac gidy to
duoc cat giir, bao quan chuyén nghiép. Ngoai ra, tai liéu con duge luu trit theo khu
vue hanh chinh va nhimg cong ty nho c6 thé chi c6 mot vai ngin tu chira tai liéu
cho hoat dong toan cong ty. Trong truong hop nay, thu ky hanh chinh luon l1a nguoi
chiu trach nhiém lvu trit va cap nhat. Ban can lam quen véi cac hé théng sip xép dir
liéu thuong duoc sir dung trong cac van phong.

Ngay nay, da sb cic cong ty déu cat gitr thu tir va tai liéu trong may tinh va dia.
Nhung khoi lugng thu tir va tai liéu dugce luu trir tang 1én hang ngay, vi vay, thu ky
hanh chinh phai cidp nhat va duy tri viéc luu trir thwong xuyén.

Sau day 1a danh sich kiém tra trudc khi sap xép tai lidu vao ta luu trir:

e Chuan bi gidy to bang cach tich riéng thu tir cA nhan va thu tu, tai liéu kinh
doanh;

e Kiém tra tai liéu dugc ghim, dam bao ring nhirng gidy to cung loai da dugc ghim
cung nhau;

e G& bo toan bo cac kep giay;
e Liy bing gidy dinh lai cAc tai liéu bi rach;
e Gach duéi bang bat danh diu tén hoic chu dé cua giay to duoc sap xép.

Trén cac thu muc tai liéu, diat miéng gan ¢ gitta hoac ¢ vi tri bén phai 1€ cua thu
muc dé dé nhan biét.

Khi sir dung nhiéu bé tai liéu, nén tach cac bo tai liéu bang nhitng mau nhan
khac nhau. M6i muc nén c6 mau riéng dé c6 thé tim thay dé dang. Trén cac nhan
ghi ro tén thu muc, ngay lap, so luong,...



2. Hé¢ thong sip xép co ban

Nhitng hé théng sap xép co ban dugc st dung trong cac vin phong kinh doanh
bao gom: bang chit cai, chu dé, khu vue.

Tai liéu duoc sip xép dudi 10 hoidc it hon, danh sé tir 000 dén 9oo. Méi chu dé
dugc chia ra thanh 10, cac tiéu dé tir 10 dén 90 va theo trude 1a s6 hang tram. Méi
tiéu dé cb thé duogc chia nho ra thanh 10, cAc chu @ sidu hon danh sé tir 1 d&n o,
theo trudc 12 s6 hang chuc va hang trim.

Hé théng bang chir cai 1a phuong phéap sip xép duoc st dung rong rai nhat, vi
hiéu qua cao va khong qua phure tap. Tai liéu duoc sap xép theo thir tu bang chir cai
tén cua cac chu dé. Méi nhan duoc ghi tén va dinh vao méi thu muc.

Céc gidy to trong thu muc dugc sap xép theo tht ty thoi gian voi ngay gan nhat
thi ¢ truée. Khi ¢6 qué nhiéu thu tir véi mot khach hang, sé can vai thu muc dé luu
tat ca c4c tai liéu. Trong truong hop nay, nén chia tai liéu theo khoang thoi gian
nhu thu muyc cho timg ndm mot. Néu c6 vai du 4n cho mot khach hang, méi thu
muc nén c6 nhan ghi ré tén cua timg khach hang, xép chung trong thu muyc du 4n,...

Trong nhitng tuan dau cia nam maéi nén gitr nhirng tai liéu cta ndm cti va nam
moai canh nhau, dé khi tim thay c6 thé b6 sung. Nén dung mau khac nhau danh dau
cho cac nam khac nhau dé tién tra ctru.

Khi tai liéu cin phan loai theo chu dé chir khong theo tén cua mot nguoi hodc
mot cong ty thi sap xép theo chu dé. Cach nay hitu ich khi giai quyét vaéi cac van dé
quang cao, tén san pham, chi nhanh hoic khoi luong tai liéu 1én thudc cing mot
van dé.

Danh sach chu dé nén dé hiéu, don gian va xép theo thi tu bang chir cai hoic ma
s6. Néu st dung ma so, phai c¢6 bang cht din kém. Tai liéu trong cac thu muc chu dé
duoc sap xép theo thu tu thoi gian va luon dé nhimg ngay gan nhat 1én trude.

Bang chti dan chu dé gitip ban tranh viée sap xép tai liéu véi mot cha dé moi khi
da c6 mot thu muc cho chu @ d6. Bang cht din chu dé cling gitp mot nguoi khong
phai thu ky hanh chinh c¢6 thé theo do6i thong tin trong tai liéu.

Sap xép theo bang chir cai c4c tai liéu va bang chd din nhu sau:

e Tén riéng hoic tén ca nhan: Tén cua nguoi dugc sap xép theo tén ho. Khi
tén ho giong nhau, thi can cir vao thoi gian xuat hién;

e Tén cong ty hoic tén kinh doanh: Céc tir duoc néi bang dau gach ngang



duoc coi nhu mét tir. Néu dau gach ngang duoc dung trong tén cong ty thay vi
dau phay, timg tir trong tén duoc coi nhu mot tr riéng, do do6 tén duoc sap Xép
theo tir dau tién. Tén tht hai sau dau gach ngang chi dung khi c6 tén cong ty
khac trung véi tén dau tién.

Néu tén cong ty 1a mot cum danh tir hodc dugc viét nhu hai tur, thi sap xép thu tu

giéng nhu khi chi c6 mot tur.

Trong truong hop tén coéng ty 1a tén mot nguoi day du, sé sip xép theo tén ho,
sau do la tén goi va tén dém néu co.

Khi c6 nhiéu hon hai céng ty c6 tén giéng nhau thi xép coéng ty xuat hién trude
1én trude.

Nhitng chir cai don 1¢ duge coi nhu tir va duoce sap xép theo thu tu bang chir cai,
ding truéce cac tir chi tén.

Viét tat cling dugc sip xép theo thir tu bang chir cai nhu khi dwoc viét day du.
3. Ti chwra tai liéu

Tu chira tai liéu tiéu chuan c6 bén ngin kéo, chira duoc nhirng tai liéu viét trén
giay kho A4. Néu cong ty str dung nhiéu kho giay khac nhau, nhiéu ban vé, thuyét
trinh thi can nhirng ngan ta rong chuyén biét cho nhirng kho giay nay.

Ngin tu chira tai liéu nén dé gan ban 1am viéc cta ban vi ban sé& phai ding t6i nd
thuong xuyén. Dan nhan cho cac ngan kéo theo hang ngang (tu trai sang phai)
hoic doc (tir trén xudng dudi). Néu st dung hé théng bang chir ci, ngin kéo trén
cling nén danh dau “A - G”, ngin tht hai “H - M”...

Ban cua thu ky nén c¢6 mot ngin kéo lién, thuan tién cho nhing tai liéu ding
thuong xuyén, ban c¢6 thé lay tai liéu nhanh chéng ma khéng phai roi ban lam viéc.
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CACLOAI MAY VAN PHONG

1. May in

Hau hét cac cong ty déu c6 may in, khi mua may in can chd ¥ dén téc d6 in va
loai muyc in. C6 nhitng cong ty sir dung ca may in mau va in den tring. Piéu nay tuy
thudc vao hiéu suat sir dung cua cong ty ban. Néu thuc sy can thiét in mau thi mua
sam 13 can thiét.

Co6 cac kiéu may in sau:

- May in kim: Loai nay thuong duoc ding trong nhitng viin phong gan lién véi
ctra hang, dung dé in h6a don va cac chung tir tinh tién.

- May in laser: Dy 14 loai may in pho bién nhat véi chat luong va toc d6 in on
dinh. C6 thé dé dang mua dugc méot chiéc may in laser phu hop véi nhu cau cia van
phong ban, tuy tinh ning, cong suat, v4i gia ca phai ching, do thay thé dé dang, tién
dung.

Tuy nhién, ban van can lién hé véi co s¢ chuyén nghiép dé thuc hién bao dudng,
nang cap dinh ky, cling nhu cong ty hoac dai ly cung cap muc in dé do muc, thay
trong theo dinh ky.

2. May photocopy

Mot dung cu van phong thillt y[lu khéac 1a méay photocopy. O mét mue d6 nao
d6, may tinh da giam su’ phu thu6c vao may photocopy, nhung r[Jt nhilJu tai liéu
cn dudc sao chép ma khong c6 ban glc trong may tinh.

Céc cong ty nho thuGng mang tai li€u ra ngoai clra hang chuyén sao chép.
Nhung néu cong ty thudng xuyén phai sao chép thi nén mua hoic thué mét chille
may photocopy dé chd ddng hon.

Nhitng m4y photocopy hién dai c6 nhiéu chuc ning, st dung rat tién ich nhu:



phéng to hoic thu nho kich ¢ cua ban sao, 1am rd hon, sao chép nhiéu ban cing
lace, sao chép hai mat,... Tham chi, con c6 bo phin cung cap tai liéu tu dong, ngan
giay, may sang loc va tham chi ca dap ghim gan lién.

Can lya chon mot may sao chép phu hop véi nhu cau cia cong ty dua trén cac
tinh toan ve:

e Nhitng tinh ning can thiét

b6 phan giai

Chi phi: mua, bao dudng, nang cap, thay thé,...

Dich vu bao dudng

Hiéu qua st dung

Nhitng cong ty nho c6 thé chi can mot may photocopy mini, gia khong qué dat
va tién st dung.

3. May tinh dién tir

Cac cong ty déu can st dung may tinh dién tir nho. May tinh dién tu rat hiru ich
khi lam viéc ké toan, tai chinh va nhirng céng viéc lién qua dén con so6. V6i nhitng
du 4n 16n, can két hop bang tinh trén may vi tinh c4 nhan véi may tinh dién tu.

M4y tinh dién tir c6 nhiéu kiéu va kich thuée, tinh ning, tir cong trir don gian
dén tinh to4n phuc tap, c6 thé st dung ning luong mait troi hoic dung pin hay
nguon dién ngoai. Ty vao nhu cau st dung tai vin phong ma c6 thé lya chon mua
méay tinh dién tt cho phi hop, vi du nhu cac phong ky thuat, ké to4n thi can may
tinh nhiéu chirc ning, con phong hanh chinh thi chi can may tinh don gian...

4. Nhimng thiét bi vin phong khac
a. May fax

Du cac ban fax dang dCIn bi thay th[ béi thu dién t&, nhung van can duy tri
mot may fax trong vian phong. May fax ngay nay nhanh hon va da ning hon. C6
thé kOOt n(i mAay fax cua ban voi hé thdng may tinh, ban c6 thé kiém tra tin fax
va gui fax tir hé théng may tinh.

NOu ban chon may fax cho céng ty hodc phong ban, hay tinh d0n lugng st
dung dé chon cho hgp ly. C6 thé dua trén nhirng yéu t[J sau:



e Loai gilly: C6 may fax dung gil[dy nhiét, c6 loai dung gidy thudng. Néu cong
ty ban st dung nhiéu, hiy chon loai ding gidy thuong, may fax ding gidy
thuong sé dat hon may dung gidy nhiét, nhung gidy nhiét lai dat hon va mat
thoi gian thay giay;

e Tinh nang N[u codng viéc can gu’l hodc nhin anh, hinh minh hoa, ¢ hoa,
hay mua may fax c6 kha ning chuyén hinh dnh va d6 phén giai cao;

e P phan giai: Hau hét cic may fax c6 d6 phan giai trung binh, thich hop véi
hau hét cac thu tir kinh doanh va cac duong vé don gian. Néu cong viéc cua ban
yéu cau hinh anh sac nét hon thi chon may c6 doé phan giai cao.

Cac chtrc ning cua may fax nhu déi véi dién thoai: luu s6, hodn gui, hién thi
thong tin trén trang fax, 1ap danh sach ngudoi nhan dé gui dong loat,...

Ngoai ra, c6 thé gui fax qua may tinh, ban soan viin ban trén may tinh, sau do,
truy cap vao phan mém di kém v6i modem fax va chuyén tai liéu nay gidng nhu
may fax thong thuong. Fax gui dén duoc luu trir trong bo nhé may tinh, c6 thé sir
dung phan mém dé doc fax hoic in ra.

b. May quét tai liéu (scanner)

M4y quét tai liéu dugc ding kha pho bién trong cic vin phong dé xu 1y nhiing
tai liu khong c6 ban gdc trong may tinh, hoic diing dé quét nhimng vin ban khong
thé giri ban goc di dugc.

May quét hién dai duoc két ndi voi may tinh c6 thé gitp thu ky hanh chinh tiét
kiém thoi gian khi xir Iy nhirng van ban, tai liéu khong c6 ban mém trong may tinh,
c6 thé chuyén tir dang anh sang dang van ban.

c. May trinh chiéu

May trinh chiéu va may chiéu video thuong duoc st dung trong nhing cudc hop
va thuyeét trinh.

Ngay nay, may trinh chiéu dugc str dung phé bién hon may chiéu video. V&i may
chiéu hién dai, céc slide thuyét trinh dugc tao biang cach sir dung chuong trinh nhu
Microsoft PowerPoint. Cac slide duoc hién thi trén bang tring hoic man hinh.
Nguoi thuyét trinh c6 thé thay doi slide, lya chon ché d, thoi gian cho phut hop véi
noi dung thuyét trinh.

d. May huy tai lié¢u



Str dung may huy tai liéu 1a bién phap an toan dé bao vé nhirng tai liéu bi mat.

M4y huy tai liéu duoc st dung dé huy cac sao chép nhap va nhimng tai liéu ci
thay vi ném chung vao thung rac. May huy giay c6 rat nhiéu kich thude, c6 thé dé
vira trén thung rac hoac nhitng mau 1én dang riéng lé.

e. Dién thoai

Trong kinh doanh véi quy md nho, dién thoai nhiéu duong day cho phép tra loi
cudc goi dén tir bat ct noi dau trong vin phong va chuyén dén mét dién thoai khéac
chi v6i mot nat bam. Néu mot duong day dang ban, ban c6 thé s dung duong day
khac dé goi ra ngoai.

DPién thoai da chire ndng: Co rat nhiéu dién thoai két néi dich vu dién thoai
véi may tinh, st dung may tinh nhu LED (anh sang phat ra tir hai cuc) chi dinh va
chon duong day cting nhu chi ra s6 dién thoai can goi.

Ngoai ra, con c6 nhimng chire niing khac nhu: 1én chuong trinh dé luu trir nhimng
s6 dién thoai thuong xuyén goi trong bé nhé dién thoai; 6ng noéi ngoai (dé khong
phai cam tay khi no6i chuyén); tu dong goi lai; két ndi gitra hai may va tu tra loi.

H¢p thw thogi va trd loi tu déng: Khi ban khong ¢6 ¢ ban lam viéc va khong
c6 ai nghe dién thoai, ban nén str dung moét may tra 1i dién thoai hoic hé théng thu
thoai dugc lap trinh truée. Nhu vay, ban khong bi 16 nhirng cudc goi quan trong,
dong thoi, khach hang ciing danh gi4 cao tinh chuyén nghiép cia cong ty ban du
chua biét quy mé nhu thé no.

Hé¢ théng thu thoai duoc may tinh héa, thuong duge dung trong nhitng cong ty
16n, gom c6 hé théng may tinh véi mot modem két néi véi duong day dién thoai. Hé
thdng nay nhan cudc goi dén va chuyén dén nhitng hop thu thoai cua timg nhan
vién. Tat ca nhiig tin nhin déu dugc luu trong bo nhé cta may tinh hoic trén dia
cing.

Dich vu dién thoai dic bigt: Ban c6 thé ding ky st dung nhiéu dich vu dic biét
dé cung co hé thong dién thoai cia cong ty nhu:

e Dot may: la dich vu httu ich cho ca nhan hoac cong ty nho khi chi c6 moét
duong day dién thoai goi dén. Khi ban dang nghe mot cudce goi, néu c6 mot cude
goi khac dang doi ban, thi dién thoai s& c6 tin hiéu bao, ban c6 thé dé cudc goi
hién tai chd may va chuyén sang tra 16i cudc goi mai.

e Lwa chon doi may: Chi cho phép doi may dbi véi nhirmg cudc goi duoc lap
trinh cho dién thoai, phéat ra tiéng bip theo phuong thirc cudc goi cho.



e Chuyén tiép cugc goi: Cho phép chuyén cudc goi tir may ctia ban dén mot may
khac.

e Cho phép chuyén cuéc goi: Ban 1én chuong trinh cho dién thoai véi danh
sach chi nhitng nguoi ban muon maéi ¢6 thé lién lac véi ban ¢ s6 dién thoai
chuyén tiép.

e Thdio lugn ba bén: Cho phép goi dién cho nhiéu nguoi vao cling mot thoi
diém dé tham gia vao cudc thao luan.

e Hién thi sé goi dén: Ban c6 thé thiy tén va sé dién thoai cua nguoi goi dén,
giong nhu moét may nhan tin bo tai, cho phép ban quyét dinh nhan cudc goi, tra
161 sau hay bo qua.

e Goi lai sé ban: Tu dong goi dén s6 ban cho dén khi duong day ranh, dién thoai
s& nhic ban khi két néi dugc.

e Tin nhin thogi: Cho phép nguoi goi dé lai tin nhan cho ban, giong nhu mot
may tra 1oi. Tin nhan thoai giong nhu thu thoai, nhung khong can ¢6 mat thiét
bi dac biét nao.

Dich vu di¢n thogi dwong dai va quéc té: Néu cong ty ban thuong xuyén
phai goi dién thoai duong dai hay quoc té, ban c6 thé mua thé dé lay tai khoan tur
don vi cung cap hoac st dung dau 178 hoac 171 trudce s6 dugc goi dé tiét kiém chi
phi.

Hji nghi qua dién thogi: Dé giam chi phi di lai, c6 thé sa dung hinh thic hop
qua dién thoai. C6 thé 1én lich hop qua dién thoai tir trude, chuan bi vé thoi gian va
cong viée, dé khong c6 cudc goi dén nao hoac phai cho trong suédt thoi gian cudce
hop.

C6 hai cach co ban dé diéu khién mot cude hop qua dién thoai:

e Cach thir nhat, mdi nguoi goi quay mot so dién thoai dic biét vao thoi gian dinh
trude va tung nguoi mot sé duoc két noi dén nhom;

e Cach tht hai 1a st dung nguoi truc tong dai, goi va két néi tung nguoi dén cudc
hop.

Pién thodi di djing: Mot trong nhimng cich linh hoat nhat dé lién lac khi &
ngoai van phong la sir dung dién thoai di dong.

Hién nay, ¢ Viét Nam, dién thoai di dong rat pho bién, véi chi phi cho dién thoai



va cude phi phai ching, hon nita, song dién thoai di dong da duoc pht hau khap cac
vung mién.

Tuy theo nhu cau st dung ma ban lva chon loai hinh thanh to4n cho dién thoai
di dong, c6 thé 1a tra trude (dung thé) hoic tra sau (thanh toan hang thang va phai
chiu mot khoan thué bao). Hién nay, c6 nhiéu goéi cudc tién ich véi gid ca phai
ching, nguoi st dung duoc quyén lya chon loai hinh dich vu tét nhat cho minh.



9
CAC MAY VI TINH SUDUNG TRONG VAN

PHONG

1. May vi tinh van phong

Ngay nay, moi cong ty dit véi quy mé ndo déu sir dung may vi tinh c4 nhéan hoic
may vi tinh dé ban trong van phong. Néu van phong chi ¢c6 mot may vi tinh, thi
nguoi lam cong viée thu ky, hanh chinh la nguoi sir dung thuong xuyén nhat.

C6 rat nhiéu loai may vi tinh phut hop cho cong viée kinh doanh, tir méy c6 bo
nhé khong 16 t6i loai nhé dén hé théng mang luéi may tinh c4 nhan. Véi nhimmg
cong viéc kinh doanh nho, may tinh c4 nhan hay méay tinh dé ban 1a lya chon hop
1y.

M4y tinh c4 nhan ma chiing ta sir dung thyc chat 1 mot hé thong may tinh. Tuy
nhién, giao dién nguoi st dung con c6 nhiéu yéu té khic nhau, tao thanh hé théng
may tinh. Nhimg yéu té nay dugc goi 1a thiét bi ngoai vi, bao gom ban phim, man
hinh, chuét, 6 dia va may in.

Mot hé théng may tinh gom nim yéu té:

Thiét bi dau vao, nhu ban phim va chuét, két néi nguoi str dung vi may tinh;

Thiét bi dau ra, nhur man hinh hoic may in, két néi may tinh véi nguoi sir dung;

B6 xtr Iy may tinh xir Iy dit liéu. Pon vi xir Iy trung tam (CPU) 1a “b6 nao” cua hé
thong may tinh;

Hé théng dy trit, nhu dia mém hay dia cing, luu lai cong viée bang dién tu;

Phan mém cung cip chi din cho may tinh duéi dang chuong trinh.



Hinh 9-1. Hé théng m4y tinh viin phong thong dung
2. Phin cing

Nhin bén ngoai, hé théng don vi may tinh chi 1a mét chiéc hop chra cac thanh
phan dién ti. Hé théng don vi nay thuong duge goi chung 1a “may tinh” vi d6 1a bo
phan trung tam, thuc hién tit ca cic cong viéc can xt 1j. C6 nhiéu thiét ké may tinh
khac nhau, nhu hé théng dé ban, hé théng dimg trén san, va may tinh xach tay.

Hinh 9-2. Hé théng mAy tinh dang ding

Tat ca cAc may tinh déu c6 nut tit/mo trén hé théng don vi, dit ¢ phia trude
hoic phia sau ctia hop. O phia truée c6 thé cd6 mot 6 dia, dudi dang mot 6 dia mém 3
/2 inch hay moét 6 dia cing dugc dua vao trong hé théng don vi hoic c6 mot hop
riéng va duoc két ndi qua day cap. Thém vao d9, hau hét cac may tinh déu c6 6 CD -
ROM hoic DVD - ROM.

MJi 6 dia déu cb ky tu, so, hodc tén dé c6 thé dé dang tai hoic luu trix thong tin
toi hodc tir mot 6 dia cy thé. Trong may tinh cia IBM, 6 dia mém dau tién duoc goi
14 6 A, 6 dia tha hai duoc goi 1a 6 B, va 6 dia cimg duoc goi 1a 6 C; 6 dia CF - ROM va
DVD - ROM c6 thé duoc goi 1a 6 D. Trong m4y tinh cua Apple Macintosh, 6 dia duoc
dit tén hoic gan nhan mac.



Hinh 9-3. O dia cung

Bén trong mot hé théng don vi cia may tinh twong thich vsi IBM, 6 dia va 6 dia
cimg duoc dwa vao trong hop va ban mach in chinh chiém hau hét phia bén trong
ctia may tinh. Ban mach 16n chaa rat nhiéu mach dién tu siéu nho va bo xu 1y, trén
ban mach in chinh c6 rat nhiéu khe cim mé rong. Néu ban muén ding mét man
hinh hoic may in ciing voi may tinh, ban c6 thé cim mot thé giao dién vao khe cam
nay dé thiét bi két ndi voi may tinh.

Khe cim mé rong trong ban mach in chinh cung cip tin hiéu dién tir chung goi
13 tuyén. Mot tuyén cho phép tin hiéu dién tir duoc chuyén tir phan ndy téi phan
khac ciia may tinh. C6 mot vai dang tuyén méay tinh khic nhau trong may tinh c4
nhan, bao gom:

e System Bus (tuyén hé théng) — duong giira CPU va bo nhd;

e Backside Bus (tuyén sau) — duong gitta CPU va bo nh¢ truy cap nhanh bén
trong;

e Frontside Bus (tuyén truéc) — duong gitta CPU, bo nhé chinh va thiét bi ngoai
Vi;

e Peripheral Bus (tuyén ngoai vi) — phan cta tuyén truéc bao gom cac tuyén ISA,
PCI, va AGP.

Mot vai bo diéu hop c6 mot 6 cim ¢ cudi dé cod thé cam mot thiét bi nhu 6 dia
hoic may in, duoc goi 14 cong. Mot vai cong duge dat trén bo diéu hop, mot vai cong
duoc két ndi tryc tiép t6i ban mach chinh. Hai cong pho bién nhat 13 cong song
song, dung chu yéu cho may in hay két néi modem vién thong. Mot cong hiru ich
khac 1a cong Universal Serial Bus (USB).



Nhin vao phia sau ctia mét may tinh dién hinh s& thiy mot cong song song cho
may in, cong hang cho modem, chuét va cong video cho man hinh.

Mot thanh phan chinh khéc ctia may tinh 12 mach dién ta bé nhé siéu nho va
mach dién tu xir Iy. Pa s6 cAc may tinh déu cho phép ning cip bo nhé. Voi cac may
tinh tuong thich IBM va Apple Macintosh, ban c6 thé nang cip bo nhé cho may
tinh bang cAch cim vao mach dién tir Random Access Memory (RAM — bo nhé truy
cap ngau nhién). Mach dién tir RAM c6 thé duoc caim vao khe cam trén ban mach
chinh cia may tinh dé ting bo nhé cho hé théng.

biéu quan trong khi chon mét may tinh 13 tc d6 va van hanh tét. Do do, dau tu
vao mot may tinh tot s€ tiét kiém dugc nhiéu thoi gian.

3. Bo nhé

Bo nhé may tinh thuong gy rac réi cho nguoi s dung vi mic dinh rang may
tinh s& tu dong luu dir liéu. Tuy nhién, néu ban tao mot tai liéu va khong luu lai thi
sau khi tit may tinh di tai liéu d6 s& bj mat. Khong may 1a hau hét nhimg nguoi st
dyng may tinh déu gip phai van dé nay it nhat mot lan trong doi, dic biét 1a trong
giai doan dau, khi méi 1am quen véi may tinh.

Bo nhé may tinh cia ban 1a noi cac chuong trinh va dir liéu dugc sao chép tam
thoi tir mot dia mém hoic mot dia cing dé sir dung. Di chuyén chuong trinh hoac
tai liéu trong bo nhd duoce goi 12 tai hodc ma tai lidu. Ciing gidng nhu viée lay tai
liéu ra khoi ngan kéo va dit no6 1én ban lam viéc cua ban. Tuy nhién, khi may tinh
cit mot chuong trinh hodc tai liéu vao bo nhd, nd chi cit ban sao, dé ban goc
nguyén ven trén dia.

B6 nh¢ truy xuat ngau nhién (RAM) 14 noi chwong trinh va tai liéu cua ban duogc
tai 1én. Bo nhé duoc do bang bit, byte, kilobyte, megabyte va gigabyte.

V6i nhiéu tng dung va hé diéu hanh, bé nhé téi thiéu phai 1a 128 MB va pho
bién 14 256 MB. C6 hai loai RAM khéc nhau: Main RAM va Video RAM.

Video RAM thuong duoc cai dat trong bo diéu hop hién thi video va duoc ding
riéng cho quan 1y qu4 trinh do hoa.

Co6 hai dang Main RAM: Static RAM (SRAM - RAM tinh) va Dynamic RAM
(DRAM — RAM dong).

B6 nhé chi doc (ROM) 1a mot dang khéic cia bo nhé gan trong may tinh va
khoéng thé thay doi dugc. Mach dién tr ROM chua bo nhé vinh vién, hé trg cho van
hanh chung cua may tinh.



4. Thiét bi dau vao

Dé sir dung may tinh, ban can két néi véi chiing théng qua céc thiét bi dau vao.
Dang thiét bi dau vao pho bién nhat 1a ban phim. Bang cAch g6 1én ban phim, thong
tin dugc gui vao may tinh dé xu 1y. Dé thay dugc ban vira dua thong tin gi vao, hau
hét may tinh s dung mot man hinh hoac hién thi video. Méi ky tu dwoc g 1én ban
phim, s& xuat hién trén man hinh.

Trong s6 nhirng thiét bi dau vao, quen thuodc nhat 1a b diéu khién tro choi, nhu
can diéu khién, va con chuot.

Bing viéc di chuyén, con chuét cung cip dau vao cho may tinh dé di chuyén
diém trén man hinh. May tinh x4ch tay thuong stir dung chuét tir hoac khong day.

Vi nhirng hoa si va nha thiét ké do hoa va nhirng nguoi can dua vao nhing ban
vé chinh x4c, c6 thé str dung mot thiét bi vé dic biét duoc goi 12 ban do hoa. Ban do6
hoa gom mot bang nhya c6 mang luéi day dan dién tét; mot but vé dac biét. Khi bat
vé duoc két néi véi hé théng day dién tur, thong tin vi tri cua bt vé sé duoc gui dén
m4y tinh dé tao ra hinh anh d6 hoa trén man hinh.

Bén canh d6, mot dung cu dau vao khac duogc hoa si d6 hoa sir dung 14 may quét.

Cudi cung, c6 thé s dung may anh ky thuat sé6 dé c6 duoc hinh anh ky thuat
chuyén vao may tinh va sir dung trong img dung ché ban dién tu.

5. Thiét bi dau ra

Khi 1am viéc v6i may tinh, ban hau nhu chi tap trung vao thiét bi dau ra. Vi day
l1a noi ban thay dugc két qua lam viéc cia minh. Thiét bi dau ra pho bién nhat la
man hinh va may in. Ca hai thiét bi dau ra nay déu c6 rat nhiéu kiéu dang.

e Man hinh: Man hinh hién thi thong tin bang cAch hién thi 1én man anh nhiing
ddu chim mau nho xfu duoc goi 1a diém anh. Ngdy nay, c6 rat nhiéu loai man
hinh, d4p ung yéu cau da dang cua ngudi st dung. Pho bién cé hai dang, man
hinh tinh thé long (LCD) va man hinh éng tia dién tir (CRT) truyén théng.

Kich thuéc man hinh rat khac nhau, duoc do theo duong chéo. Kich thudc man
hinh tiéu chuan 14 15 inch, nhung cling c6 man hinh 17, 19, 21 inch.

e May in: Clng v6i man hinh hién thi, mét dang dau ra pho bién khac cho mot
hé thong may tinh 1la may in. M4y in tao ra ban sao bang giay nhirng gi c6 trén
man hinh hién thi.



Hinh 9-4. May in laser théng dung

May in ¢6 bo nhd gan kem gitp tang toc do in. Néu phai in tai liéu so6 lwong 16n
hodc tai liéu vé4i hinh anh dé hoa phue tap, may in ¢6 thém bd nhé sé lam téc do in
tang cao.

e Nhirng thiét bi didu ra khac: Mot thiét bi khac thudc dau ra may tinh 1a may
v&, tao ra cac hinh chit luong cao bang cach di chuyén t6 hop cac bt trén mit
gidy, thuong dugc ding nhiéu trong cic vin phong kién trtic hoic thiét ké.
Ngoai ra, c6 nhiéu thiét bi dau ra khac nhu loa, nhac cu dién tu, thiét bi am
thanh, modem dé lién lac dau ra va cac thiét bi dién tir khac diéu khién bang
may tinh.

6. Thiét bi luu trir

Kha ning luu trir, tim kiém va phuc héi nhirng thong tin chi tiét caa bo phan luu
trir dir liéu 1au dai rat hiru ich cho thu ky khi sap xép, to chuc cong viée cua cic
phong ban va cua toan cong ty. Str dung hé théng tép tin dién tu, ban sé tiét kiém
duoc nhiéu thoi gian cling nhu ting hiéu qua trong cong viéc hang ngay.

May tinh luu trir cong viée trong hai khu vuc: tam thoi va 1au dai.

e Luu trir tam thoi 12 bo nhé may tinh RAM. Luu ¥ rang RAM chi luu trit duoc
thong khi méay tinh dang & ché do bat.

o Thiét bi luu trir 1au dai chinh 13 6 cimg may tinh. O cimg c6 thé dugc dua vao
bén trong hop may tinh hoic c6 hop riéng va duoc két ndi véi may tinh qua day
cap. Luu thong tin trén ¢ cing duogc goi 14 ghi 1én 6 dia, c6 thé g bo thong tin
trén mot 6 dia, duoc goi 1a x6a thong tin.

Mot phwong tién luu trir dir liéu ngay cang phé bién khac nira 1a CD -
ROM va DVD - ROM. H¢ thong nay sir dung mot dia compact dé luu trir dir liéu



may tinh. M6t CD - ROM luu trir dugc khoang 600 megabyte. Tuy nhién, CD -
ROM khéng cho phép ban chinh stra dir liéu da duoc luu lai trong d6. Ban chi c6 thé
doc dir liéu ma khong ghi thém dit liéu vao duoc.

7. May tinh xach tay

Rét nhiéu vin phong st dung may tinh x4ch tay (laptop) thay thé cho may tinh
dé ban dé nhan vién c6 thé linh dong trong cong viéc. V6i may tinh xach tay, tat ca
déu duoce két néi thanh mot don vi, tir CPU, man hinh, 6 cing, CD - ROM t6i loa,...
Ban c6 thé két néi may tinh xach tay véi may in, duong diy dién thoai va mang ludi
van phong,...

Hinh 9-5. My tinh xach tay

Mot diém hap dan cua laptop 14 pin gin lién. Pin ndy c6 thé cung cap ning luong
cho may tinh trong vai tiéng dong ho ma khong can két noi vaoi 6 dién.

C6 thé két noi mot con chudt bén ngoai véi may tinh xach tay, nhung cling c6
thé str dung chuét tir véi mét nat nho trén ban phim hoiac mot mat phang dé di tay
diéu khién thay chuot.

8. Thiét bi hé tro ki thuit s6 ca nhan (PDA)

Thiét bj hd tro ki thuat s6 c4 nhan (PDA) dang nhanh chéng thay thé vai tro cua
so6 dia chi trong nhié¢u van phong. Nhiéu nha quan tri st dung thiét bi nay dé ghi
chd, luu trir thong tin lién lac va lap ké hoach.



Hinh 9-6. Thiét bi hd tro ki thuat sé cA nhan

PDA c6 thé duoc két ndi toi may tinh dé ban bang cach sir dung day cap hoic két
noi khong day dé dua thong tin 1€n hogc tai thong tin vé. Theo do, nguoi sir dung ¢6
thé truy cap vao thong tin tuwong tu véi may tinh ca nhan cua ho.

9. Bio duong may tinh

Lau chii con chuét. Khi lin chuét trén tim ké hoic mat ban, con chuét c6
thé bi dinh xo vai va bui bam, 1am tic banh xe va con 13n bén trong. Néu thay chuot
khong nhay nira, hay xem lai huéng dan st dung dé g& bi bén trong. Sau d6, c6 thé
lau chiii bang khian mém khé va chai sach bo ba con lin bén trong. Thuong thi khi
con chudt bi ban, con lin s& phit mot 16p ban day, nén cao sach rdi lau bang vai
meém.

Quét 6 dia (ScanDisk). Pay 1a mot tién ich di kém véi may tinh, c6 thé bao vé
va khéi phuc cac 161 6 cimg gy ra rac rdi trong khi van hanh. C6 thé chay ScanDisk
trong Microsoft Windows bang cach ma biéu tuong My Computer va kich phai vao
mot biéu tuong 6 cung. Tu trinh don bat 1én, kich vao Properties, trong hop thoai
Properties, kich tab Tools va chon Error Checking.

Giam phan tan dia (Disk Defragmenter). Khi s dung may tinh, cac tép tin
luu bi chia va trai rong trén nhitng khoang trong khac nhau c6 sin trén 6 cung. Tép
tin cang bi trai rong hodc phan tan thi hoat dong cua may tinh cang bi anh huong.
Tién ich Disk Defragmenter s€ n01 lai nhung tép tin nay va luu ching lai trong mot
dai lién tyc. Viéc nay sap xép lai 6 cing va ting hiéu suét cua 6 dia.

Ban c6 thé chay Disk Defragmenter trong Microsoft Word bang cach mé biéu
tuong My Computer va kich phai vao biéu tuong 6 cang. Tur trinh don bat 1én, kich
vao Properties, trong hop thoai Properties, kich vao tab Tools va chon
Defragmenter.



Hinh 9-7. Tién ich Disk Defragmenter trong Microsoft Word

Lau chui dia (Disk Cleanup). Khi lam viéc véi nhiéu dir liéu khac nhau, ban
tao ra cac tai liéu mai, thuc hién 1énh in, xem cac trang web,... Nhirng théng tin
duoc luu trit tam thoi trén may tinh, chting c6 thé ting dan vé quy moé va chiém
khéng gian cua nhirng dir liéu khac. Vi vay, nén thuong xuyén x6a nhirng tép tin
nay.

Tién ich Disk Cleanup sé& kiém tra nhiing tép tin niy trong may tinh va x6a
chiing. Ban c6 thé truy cip vao tién ich Disk Cleanup trong Microsoft Windows
bang cach kich vao nat Start, sau d6, chon Program, Accessories, System Tools va
Disk Cleanup.

Sao chép dv phong dir liéu. Khi 6 cang bi hong, ban c6 thé bi mat toan bo dir
liéu. Vi 6 cimg giong nhu mot ngdn tu tai ligu chira rat nhicu dir ligu quan trong ciia
cong ty, viéc bao vé nhufng thong tin nay 1a vo cling can thiét. Do do ban nén sao du
phong 6 cimg thudéng xuyén biang cach sa0 chép dir liéu vao mot 6 cirng bén ngoai,
mot 6 dia hé théng, bang du phong, dia mém hoic CD - RW, DVD - R hoic DVD -
RW.

Nén lap ké hoach du phong dinh ky va x4c dinh tép tin muén sao chép bang
cach sir dung tién ich Backup do Microsoft Windows cung cip. Ban ¢ thé truy cip
vao tién ich nay tir Microsoft Windows bang cach mé biéu twong My Computer,
kich phai vio mot biéu tuong 6 cimg. Tu trinh don bat 1én, kich vao Properties,
trong hop thoai Properties, kich vao tab Tools, sau d6 chon Backup.



10

PHAN MEM MAY TINH

1. H¢ ra vao co sé

Trir khi ban 12 mot nguoi 1ap trinh va biét viét ma chuong trinh dé lién hé truc
tiép voi phan cing may tinh nham thuc hién mot chie ning, néu khong, ban can
mot hé théng van hanh va phan mém. Nhimg huéng dan co ban cho phan mém nay
l1a hé vao ra co s¢ ctia may tinh (Basic Input Output System — BIOS).

BIOS duoc cai dat trong mach dién tir siéu nho cta bd nhé chi doc (ROM) trén
ban mach in chinh cia méay tinh. BIOS 1a thu tai xuéng dau tién khi m4ay tinh khoi
dong. Nhimg huéng dan co ban nay kiém tra may tinh dé chic chin rang n6 sé duogc
van hanh chinh x4c va sau d9, nhan dang rat nhiéu thanh phan khac bao gdom CPU,
bd nhé, ban phim, man hinh,...

Sau khi may tinh khoi dong va hoat dong, BIOS tiép tuc hoat dong nhu mét giao
dién gitra may tinh va hé diéu hanh. BIOS giai thich 1énh dé truy cap vao 6 cing,
hién thi théng tin t6i man hinh, nhan tin hiéu tir ban phim va diéu khién cic diéu
kién hé théng.

May man 13 hau hét nhitng nguoi str dung méy tinh khong bao gio tuong tac véi
BIOS may tinh cua ho. Lan duy nhat ban c6 thé can truy cap va st dung truc tiép
BIOS 14 khi cai dat mot 6 cimg moi. Ban c6 thé truy cap vao BIOS bang cach an
phim DELETE trén ban phim sau khi khéi dong may tinh.

2. Cac hé di¢u hanh

Hé diéu hanh 12 mot phan mém co ban cho phép cic chuong trinh khac van
hanh véi cac lya chon trinh don, quy trinh, chic ning twong ty. Hé diéu hanh, con
duoc goi 14 OS, 1a mot tap hop cac quy tic ma cac chuong trinh khéc phai 1am theo.
Hé diéu hanh hoat dong nhu lién lac trung gian giita phan mém va phan cimg may
tinh.

Microsoft Windows 1a hé diéu hanh may tinh dwoc sir dung rong rai nhat. Cé vai
hé diéu hanh thay thé nhu: Apple OS cho Macintosh, Unix, Linux.

Vi Microsoft Windows 1a hé diéu hanh pho bién nhat hién nay, nén chiing t6i s&
chi gidi thiéu vé hé diéu hanh nay.



3. Hoat dong cia hé¢ diéu hanh Microsoft Windows

Microsoft Windows 14 phan mém ma nhiéu nha san xuit may tinh cai dat nhat.
Hé diéu hanh 14 giao dién gitta ngudi str dung va cac thanh phan cua may tinh. Khi
cho hé diéu hanh biét ban muén thyc hién diéu gi, hé diéu hanh sé& thuc hién nhiém
vu d6 néu duogc théng bao ding cach. Vi vay, ban can hoc cach dé “lién lac” v6i hé
diéu hanh may tinh.

Microsoft Windows c6 giao dién d6 hoa nguoi st dung (GUI) dé tao mot giao
dién dé hiéu cho ngudi st dung. Véi Microsoft Windows, ¢6 thé nhin bang d6 hoa
nhitng gi can lam va hoan thanh né thong qua giao dién do hoa.

4. Man hinh nén Windows (Windows Desktop)

Man hinh ban nhin thiy khi khoi dong may tinh 12 Windows Desktop. Khi st
dung Windows, ban nén sap xép lai, g& bo va cai dat nhirng hang muc vao Desktop,
giong nhur mot man hinh that. Desktop c6 rat nhiéu tinh nang nhu:

¢ Biéu twong man hinh nhu My Computer
e Thanh tac vu (Taskbar)
e Nut Start

Taskbar duge mic dinh chiém linh canh day cia Desktop, c¢6 thé di chuyén 1én
canh bén hoic c6 thé an di va hién thi khi can thiét.
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Hinh 10-1. Man hinh nén Desktop dién hinh

Trinh don Start dugc m¢ ra khi kich vao nat Start phia dudi bén tay trai cua



thanh tac vu. LA mot hé théng van hanh, Windows sé& hién thi giao dién cho nguoi
st dung.

Nguoi méi sit dung sé dung trinh don Start nhu nén tang cho moi hoat dong
trong Windows. Giong nhu trong Windows, trinh don Start c6 thé thay doi phu
thuoc vao nhitng chuong trinh va chon lya nhat dinh ma ban cai dit vao may tinh.

Lwya chon tiép theo trén trinh don Start 14 Programs. Khi con tro ¢ trén
Programs, mot trinh don méi xuat hién bén phai cua trinh don Start. Dé bit dau
mot chuong trinh, ban chon né tir trinh don Programs bang cach kich chuét vao dé.
Chuong trinh sé& duoc tai va xuat hién trén man hinh.

Lwa chon cuéi ciing trén trinh don Start 14 tit may (Shut Down). Mic du ban ¢
thé tit mAay tinh bang cach ngit nguén hoic st dyng nat tit/mad, nhung lam vay cb
thé mat dir liéu va sai so6t tai liéu. Vi vdy, ban phai thuc hién tit may theo dting quy
trinh chuén, 1 chon Start, kich vao Turn Off Computer, chon Turn Off.

5. Trg giap Windows (Windows Help)

C6 hai loai tro gitip co ban: tro gitp truc tuyén cho chinh Windows va tro gitip
truc tuyén cho cic tng dung khéc chay trong Windows. Cac nha san xuat phan
mém sir dyng thiét bi gan lién cua Windows Help, do d6, cic timg dyng déu c6 diém
tro gitp tuong tu.

Mot vai hop thoai cling c6 cong cu tro gitp, ban ¢é thé an nt F1 hoic chon Help.

Cac tmg dung c6 hé théng gitip d5 cua riéng ching. Thuong thi ching sir dung
nhitng mo6 hinh giéng nhu Windows.

6. Hop thoai (Dialog Boxes)

Khi ban chon mét muc tir mét trinh don, nhu 1énh in chiang han, mét ca s6 maéi
s& xuat hién trén man hinh, thuong dugc goi 1a hop thoai (Dialog Boxes). Hop thoai
thuong dugce st dung dé diéu chinh rat nhiéu cai dit, nhu véi hop thoai in, c6 thé
chon chat luong in, kho gidy, sb ban in, trang in,...
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Hinh 10-2: Hop thoai in trong Microsoft Word

Trong mot Dialog Box ban thuong st dung nut goi la cAc nut Radio. Cac nut
Radio hinh tron va cac nat dugce chon c¢d mot ddu chdm, ludn theo nhom c6 tu hai
nat tré nén. Khi ban chon mot nt khac thi nat duoc chon trude dé bi loai bo, giéng
nhu khi 4n mét nuat trén radio trén xe hoi.

Dialog Box c6 thé chira hop nhap vin ban. Khi kich vio mét trong nhiing
khoang trong, con tré xuat hién, chi ro ky tu tiép theo duoc go sé xuat hién. C6 thé
st dung ky thuat nay dé chinh stra cac gia tri mac dinh.

7. Tén tin va thue muc

Tép tin (file) la mot tai liéu da duoc tao ra hodc la mét img dung da duoc cai dit
trén may tinh. Tép tin tuong ty nhu chong duy an trén ban lam viéc cua ban. Thu
muc (Folder hoac Directory) 1a mét thu muc chira cic tép tin.

Thu muc c6 thé dugc sir dung dé sap xép tai liéu da duogc tao ra; ciing c6 thé sap
xép cac tép tin thanh nhém hop ly. Thu muc c6 thé chira cac thu muc khac. Thu muc
dau tién goi la thu muc va cac thu muc bén trong goi la thu muc con.

Luu tép tin: Khi tao moét tai liéu, ban mudn luu né lai dé tranh mat dix liéu. Khi
m¢d mot tép tin maéi, ban s€ phai dat tén cho tép tin va chon mét thu muc dé luu né.

C6 thé luu bang cich m¢ trinh don File va chon Save hoic Save As. Trong Gng
dung nhu Microsoft Word, c6 thé kich vao nat Save trén thanh céng cu (Toolbar),
hop thoai Save As xuat hién néu 1 1an lvu dau tién, ban dit tén va thu muc luu. Tir
day, moéi lan kich vao nat Save, tai liéu duoc luu lai ngay tai d6. Néu ban muén luu
no lai véi cai tén maoi, ban mao trinh don File va chon Save As.



Ciing giong nhu hop thoai Open, hop thoai Save As chia rat nhiéu tinh ning cua
Explorer, nhu chi ra mot 6 dia va thu muc, hoidc quan 1y tép tin nhu x6a hoac dat lai
tén tép tin, x6a thu muc va tao thu muc mai.

In tép tin: C6 thé in tai liéu bang cach kich vao trinh don File va chon Print
hoéc chon biéu tugng in trén thanh cong cu. Khi do, ¢6 thé hop thoai Print sé mo ra,
hoac sé in tai liéu ngay 1ap tirc ma khong hién thi hop thoai.

Trong hop thoai Print, c6 thé chon may in muo6n sir dung néu c6 nhiéu may in
trén mang ludi; chon phan tai liéu muon in, s6 lugng ban in, kho giay,...

Tim mét tép tin: Find 12 mot cong cy tim kiém hiru ich. Khi ban 4an F3 trén ban
phim, hop thoai Find sé& xuit hién. Ban ra Iénh Find dé x4c dinh vi tri mot tép tin,
né sé bat ddu tim kiém tr thu muc dén 6 dia duoc chi ra; néu ban dua ra duge thu
muc cu thé thi viéc tim kiém s& tién hanh nhanh hon.

MJ4i lan ban tao mot tép tin, ngay va gio cing duoc luu cling véi tép tin d6. Khi
tép tin duoc stra doi, ngay va gio cling duoc cap nhat. Ban c6 thé st dung méc thoi
gian dé tim kiém tép tin vi Documents trén trinh don Start sé nh¢ 15 tép tin cudi
cling duoc chinh stra. Néu khong tim thay, ban c6 thé dung Find dé hién thi céc tép
tin trong mot khoang thoi gian nhat dinh.

Cubi cung, ban c6 thé tim kiém tép tin va thu muc dua trén dang, kich thuéc
hoic tham chi vin ban ¢ trong tép tin. Viéc tim kiém theo vin ban phai mat nhiéu
thoi gian, do d6, nén thu hep dién tim kiém bang cich xac dinh mét thu muc cu thé,
hoac nhitng tiéu thac khac nhu thoi gian.

Phim tit (Shortcut) 13 nhimg tép tin tit din t6i nhimg tép tin, thu muc va
chuong trinh khéc. Khi ban kich vao Shortcut, tép tin, thu muc va chuong trinh nay
s& duoc mo ra, cho du ching duoc luu & bat ky 6 ndo. Vi vay, ban nén tao Shortcut
trén Desktop dé c6 thé md duoc chuwong trinh cin nhanh nhat.

Xo6a tép tin, thuy muc va shortcut: Ban c6 thé xéa tép tin, thu muyc va
shortcut bang cach chon ching roi kéo téi biéu tugng Recycle Bin, hodc an phim
Delete trén ban phim, hay m¢ trinh don nhap chu6t phai va chon Delete.

Khéi phuc lai nhimng muc da x6a: Néu muén khoi phuyc lai mot tép tin, ban
c6 thé kéo no ra khoi cira s6 Recycle Bin. Recycle Bin c6 thé duoc cai dat dé khi cac
tép tin trong Recycle Bin chiém mot khoang nhat dinh trén 6 dia, nhing tép tin cii
nhat duoc ty dong x6a bé vinh vién. Hoic chinh nguoi str dung c6 thé xda tép tin
khoi thu muc Recycle bang cach chon tép tin @6 trong cira s6 Recycle Bin va x6a lai
chiing mét lan nita bang phim Delete. Ban ciing c6 thé kich chuét phai trén Recycle



Bin, r6i chon Empty Recycle.
8. Control Panel

Control Panel (Bang diéu khién) chta mot nhém cac chwong trinh tién ich, cho
phép ban diéu chinh may tinh, hé diéu hanh Windows va diéu khién cac thiét bi
phan ctmg. Nhitng biéu tuong nhat dinh duoc thém vao Control Panel khi cai dat
chuong trinh va tinh nang trong Windows. Cac chuong trinh tién ich thuong duoc
str dung pho bién nhat 14 :

Add/Remove (Thém vao/Gd bo)

Date/Time (Ngay /gio)

Display (Hién thi)

Mouse ( Chuot)

Printer (May in)
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Hinh 10-3: Control Panel

o Add/Remove Program: Khi mua moét chuong trinh méi, ban c6 thé cai dat tur
biéu tuong Add/Remove Programs. Ttr hop thoai nay, kich vao ntt Install dé cai
dit chuong trinh méi. Néu mudén g& bo mét trong nhitng chuong trinh nay,
chon chuong trinh d6 tir danh sach, sau d6 4n Remove Programs.

Tinh ning Add/Remove Programs cua Control Panel cung cap mét quy trinh
(wizard) cho cai dat phan mém. Khi mo Add/Remove Program, wizard s& cung cip
mot quy trinh cai dat.



Néu can cai dit phan mém, hay 1am theo céc budc sau:

Kich vao trinh don Start

Chon Settings

Kich vao Control Panel

Kich doi vao biéu twong Add/Remove Programs

Lam theo huéng dan cai dat tir wizard

Mot phuong phap khac dé cai dat 1a dung lénh Run, va can phai biét tén cia
chuong trinh cai dit, thong thuong, chuong trinh cai dat duoc goi 1a setup.exe hoac
install.exe.

Dé cai dat phan mém voi 1énh Run, chon Run tir trinh don Start, x4c dinh tép tin
cai dat bang cach kich vao Browse. Chon tép tin c6 dudi mé rong .exe va kich Open,
chon OK d¢ bit dau qua trinh cai dit va huéng dan phu hop dé hoan thanh thao
tac.

Date/Time: Ban c6 thé kich phai vao dong ho trén Taskbar, Date/Time cho
phép nguoi st dung cai dat ngay va gio cho dong ho may tinh. bong ho may tinh
duoc str dung dé ghi nhé ngay gio cac tép tin duoc tao va chinh sua.

Display: Man hinh c6 thé dugc chinh sta thong qua biéu tuong Desktop. Hop
thoai ndy cling c6 thé dugc truy cap bang cach kich phai vao Desktop va chon
Properties. Man hinh nén (Background) 14 bé mit ciia Desktop, c6 thé cai dit cac
mau sic, kiéu dang hoic hién thi bang hinh anh d6 hoa dugc goi 14 Wallpaper. Tab
Background cho phép cai dit kiéu dang hoic chon Wallpaper. Tab Appearance dé
cai dat mau séc.

Mot tinh ning pho bién khéic 13 bao vé man hinh (Screen Saver). Pay 12 man
hinh xuét hién sau mot khoang thoi gian dinh trude véi muc dich 1a dé ngian khoéng
cho nhirng hinh anh tinh ph4 hoai man hinh.

Tab Settings cua Display Dialog 1a noi ban c6 thé thay doi do phan giai cia man
hinh va s mau duogc hién thi. P6 phan giai dién hinh 14 640 x 480, 800 x 600, va
1024 x 768. D6 phan giai mau c6 tir 16 mau cho téi 32 bit (mau thuc).

Chuét (Mouse): Ban cb thé chinh sta cai dat coa chuot dé sir dung thoai mai
hon.



Tab Buttons cho phép dao nguoc cac nuat, déi vi ngudi thuan tay trai co thé dao
nguoc nat bén trai s&€ dam nhiém hoat dong cua cac nat bén phai va nguoc lai. Ban
cling c6 thé cai dat toc do kich do6i, va c6 mot khu vue kiém tra nhirng cai dat khac.

C6 mot hoidc nhiéu biéu tuong may in, méi biéu tuong dai dién cho mét may in
san sang hoat dong, dugc két noi voi may tinh cia ban hodc qua mang may tinh.

Thoéng thuong, 1énh in duoc gii t6i duong dng may in trude (spool), nghia 1a cac
1énh in ra dugc gui téi mot tép tin trén dia tam thoi sau d6 méi téi may in. Piéu nay
cho phép luong in 16n duoce chuyén téi tép tin spool, trong khi ban tiép tuc cong viéc
khi tai liéu duoc in ra. Néu ban c6 nhiéu 1énh in hoic nhiéu nguoi trong mang may
tinh cting in thi chting s& xép hang doi cho dén khi m4y in sin sang.

Biéu tuong may in trén Control Panel cho phép quan sat nhirng lénh in dang
doi. Ban c6 thé sap xép lai hoac x6a 1énh in cua ban.

9. Phin mém ting dung

Ngoai hé diéu hanh may tinh, c¢6 nhiéu chuong trinh phan mém khéc cho céc
tmg dung cu thé. Nhitng chuong trinh ndy duoc goi 12 phan mém tng dung. Ching
duoc thiét ké @ hoan thanh nhimg nhiém vu hoic tng dung cu thé nhu quan 1y co
sd dir liéu hoac tinh toan.

Hau hét cadc phian mém ung dung déu c6 sach huéng din tham khao. Mot vai
phan mém c6 trg gitp truc tuyén va huéng dan st dung. Pa s6 cidc phan mém ung
dung dugc chira trong mot CD — ROM. Néu may tinh duoc trang bi mét 6 dia cung,
ban nén cai dat cdc phan mém tng dung trén 6 cirng dé truy cap nhanh hon.

Sau day 1a danh sach céc dang chinh coa phan mém tng dung:

e Tinh toan (Accounting)

e Thu dién tu (Electronic mail)

e Biéu d6/ do hoa (Charting/graphing)

e Phan mém tich hop (Integrated software)
e Hinh mau (Clip art)

e Da phuong tién (Multimedia)

e Truyén théng (Communications)



e H{ tro thiét ké bang may tinh (Computer-aided design - CAD)
e Quan ly co so dir liéu (Database management)

¢ Quan ly du an (Project managers)...



II

QUAN LY CO SO DU LIEU

1. Thiét 1ap va sir dung dir li¢u

Hé théng quan 1y co s¢ dir liéu 1a nhitng cong cu sap xép va xu Iy luong thong tin
16n nhu: ké toan, ghi chép kiém ké khach hang,... D&t liéu 4m chi nhimg khoan
thong tin c4 nhan nhu tén, dia chi va s6 dién thoai khach hang; co so dit liéu 1a tap
hop céc dit liéu; hé thong quan 1y co so dir liéu 1a phan mém may tinh cho phép luu
trir va quan ly dit liéu trong co so dir liéu.

Mac du, c6 nhiéu chuong trinh co s¢ dir liéu khac nhau nhung chia khoa cho tat
ca cac chuong trinh la cach sap xép dir liéu. Tuy thudc vao cach ban muon luu trix
théng tin ma c6 cach sap xép khac nhau.

2. Truwong dir liéu, ban tin di lié¢u va tép tin dir lié¢u:

Dé bat dau tao co s dir liéu, can phai xac dinh duogc cau triic ctia né. Mot truong
12 mot loai thong tin don 18, c¢6 thé 1a tén, dia chi, thanh phd, qudc gia, ma buu dién
va sb dién thoai cia khach hang. Mdi truong can duoc x4c dinh riéng va can c6 tén.
Ban phai cho co so dir liéu biét truong d6 chtra thong tin vin ban hay chit s6 va sé
ky tu t6i da coa mdi truong 1 gi.

Hinh 11-1. M6t co so dir liéu duoc tao trén Microsoft Words.

Khi da x4c dinh duoc tat ca cac truong, buée tiép theo 1a nhap thong tin hoac di
liéu vao trong co s¢ dir liéu. Trong co s¢ dit liéu danh sach giri thu, mot ban ghi la
tén, dia chi, thanh pho, quoc gia va ma buu dién cia mot nguoi. Cac chuwong trinh



quan 1y co s¢ dir liéu c6 thé chira duoc hang nghin ban ghi, né chi bi gisi han boi
dung lugng bo nhé may tinh.

Hinh 11-2. M6t ban ghi trong co s¢ dir liéu trén Microsoft Words

Ban c6 thé quan sat dir liéu trong co so dir liéu bang cach xem céc ban ghi chép
riéng 1¢ hoic hién thi trén bang sip xép co so dir liéu. Pé hd tro viéc nhap ban ghi,
phan mém quan 1y co so dir liéu c6 mot mau nhap dir liéu hoidc cho phép nguoi sir
dung thiét ké miu riéng. Voi miu nhap dir liéu hién thi trén man hinh, ban dién
thong tin vao bang. Khi mot ban ghi duoc nhap vao hé théng, chuong trinh sé& hién
thi mot mau tréng mai.

Hinh 11-3. M6t bang hién thi co so dir liéu duge 1ap trong Microsoft Words.

Nhitng ban ghi méi c6 thé duoc thém vao cubi tép tin cua ban ghi. Nhing thay
doi trong nhirmg ban ghi hién tai dugc thuc hién bang cach truy cip vao ban ghi do,
x6a thong tin hién tai va go théng tin cap nhat vao.

e Phan loai co so dir liéu:

Khi da thém vao nhiing ban ghi méi, ban c6 thé st dung phan mém quan Iy co
s¢ dir liéu. Mot trong nhirng viéc dau tién ban nén lam la phan loai co s& di liéu.



Tuy theo muc dich ma c6 cach phan loai khac nhau, nhu theo tén, theo dia chi,
hoéc theo nhiing noi dung khac.
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Hinh 11-4. Sap xép co so dir lidu voi Microsoft Words

Mot tng dung khéc nita cta co s¢ dir lidu 1a tim ra thong tin dap tng tiéu chuin
cu thé ndo do; c6 thé dua ra tiéu chuan don gian, nhu hién thi dia chi coa nhing
ngudi c6 tén bat dau bang chir A hoic xac dinh thong tin coa tat ca nhitng nguoi
song trong khu vye cu thé ndo d6. Hoic dwa ra nhitng tiéu chuan phare tap hon, nhu
gop ciia hai hoac nhiéu thong tin don gian.

Phan mém quan Iy co so dir liéu cé thé xu Ij cac nhiém vu ndy mot cach dé dang.
Qua trinh nay duogc goi la truy van co s¢ dir liéu, nguoi st dung dua ra cau héi va co
so dir liéu tra 1oi.

e Chi dao mét tim kiém:

Cach nhanh nhét dé tim mot thong tin cu thé trong co so dit liéu 14 chi dao tim
kiém. Phan 1én c4c chuong trinh quan 1y co so dit liéu c6 tinh ning tim kiém truy
cap thong qua lénh. Khi 1énh tim kiém (Search) duoc chon, ban sé g6 thong tin so
sanh. Sau do6, chuong trinh tim kiém trong co so dir liéu bat c ban ghi nao chtra
thong tin so sanh va hién thi ban ghi d6.

e In thong tin:

Mot chuong trinh quan 1y co s¢ dir liéu sap xép va in thong tin ban chon theo
mau. Ban in ra cta mét co sé dit liéu duoce coi 1a méot bao cdo. Mot bao cdo co thé 13
danh sich tén, héa don khach hang, hoic bio cdo hang thang. Pa sé cac chuong
trinh quan 1y co so dit liéu cho phép ban thiét ké bao cdo gom cac théng tin mong



muoén véi cach bé tri phit hop véi yéu cau coia ban. Mot vai chuong trinh duogc thiét
ké dé hién thi va in dir liéu theo mau cu thé nhu mau bao hiém, mau bao cao thué,...

3. Cac dang co sé dir liéu

Trong cong viéc cua thu ky hanh chinh, thuong c6 hai dang co so dir liéu co ban
l1a: co s¢ dir liéu quan 1y tép tin va co s¢ dir liéu quan hé. Quan ly tép tin la dang co
s dit liéu don gian, giong nhu ta chira tai liéu théng thuong. Ban st dung né khi can
sap xép mot nhém théng tin don 1¢, nhu tén va dia chi cua tép tin. Mot vai tmg dung
quan 1y co so dir liéu duge thiét ké d@é dung v6i phan mém quan 1y dir liéu.

Nhirng churong trinh khac cho phép tao ra dang co s¢ dir liéu phuc tap hon, doé la
co s¢ dir liéu quan hé. Dang co s¢ dit liéu nay lién quan dén thong tin trong mot tép
tin co so dir liéu hodc thong tin trong mét co s dit liéu khac. Gia st ban cb hai co
s¢ dit liéu: co so dir liéu dia chi khach hang va co so dir liéu don dat hang cua khach
hang. Hai co so dir liéu nay duoc lién két bang mot truong chung 1a sé ID khach
hang. Khi ban g& s6 ID khach hang vao mét don hang, co s¢ dit liéu don hang nhan
duoc tén va dia chi cia mét khach hang tir co s¢ dir liéu dia chi. Do do6, ban khong
phai go lai tén va dia chi coa khach hang mdi 1an hoan thanh mét don hang, vira tiét
kiém thoi gian, cong sire vira giam thiéu cc sai sot.



12

HE THONG MAY TINH

1. Két noi véi nhirng may tinh khac

Str dung may tinh c4 nhan c6 thé gitip ban cé nhitng budc phat trién vuot troi,
nang cao hiéu qua va té chire cong viée. Viée két ndi véi may tinh khéac dé chia sé
thong tin cting nhu thiét bi hd tro cé thé tao ra nhiéu két qua tét hon nira. C6 hai
cach co ban dé két ndi may tinh véi nhau 1a mang vién théng va mang may tinh.

Vién thong 13 két ndi may tinh thong qua dudong day dién thoai, thyc hién thong
qua mot thiét bi cirng goi 1a bo diéu giai (modem).

Mang may tinh 1a lién két cAc may tinh véi nhau st dung day cap dic biét trong
pham vi vin phong. M&i may tinh duoc két ndi téi mang may tinh c6 thé lién lac
v6i bat ky may tinh nao trong hé théng nhu chia sé tép tin, thiét bi trong vin
phong. Thong thuong, mot may tinh s& duoc cai dit dé cat gitr nhing dir liéu va
chuong trinh quan trong, duoc goi 1a may chu. May tinh nay cho phép cac may tinh
khac trong mang truy cap vao tai liéu can thiét bat ctr khi ndo.

Hinh 12-1. M6t so d6 hé théng may tinh
2. Modem (Bj diéu giai)

C6 hai dang modem: bén trong va bén ngoai. Modem bén ngoai két ndi téi may
tinh théng qua day cap va t6i duong day dién thoai thong qua mot day cap khac.
Modem bén trong dugc thém vao bén trong may tinh qua khe cim mé rong ma
khong can day cap dé két ndi téi may tinh, nhung van phai két néi n6é dén duong
day dién thoai.



Muyc dich cia modem 1a @ chuyén d6i dir liéu sang dang c6 thé giri qua duong
day dién thoai. O dau kia, modem sé& nhan duong truyén va chuyén doi n6é thanh dir
liéu vao may tinh.

Hoat dong cia modem duoc do bang sb bit coa dit liéu duoc truyén di méi gidy,
goi 14 toc do bot (baud). Toc do bot chung cho mdi modem 1a 56K.

3. Phin mém truyén théng

Pé st dung modem ciing v6i may tinh, ban phai c6 mét chuong trinh vién thong.
C6 rat nhiéu chuong trinh vién théng nhu tinh ndng mang quay s6 trong Microsoft
Windows. Nhirng chwong trinh nay dwoc goi 1a trinh quay so.

Mot trinh quay sb sé& cho phép may tinh két néi véi modem dé thuc hién nhing
chire nang nhu quay so6 hay tra 1oi dién thoai, thiét 1ap lién két voi mot may tinh
khéc va tu dong kiém tra 161 trong truyén dir lidu.

Hau hét cac chuong trinh truyén théng cho phép nguoi sir dung chon giao thire
truyén thong, bo quy tic va thu tuc duoc st dung dé truyén dir liéu gitra hai may
tinh. Trong hau hét cc truong hop, giao thuc sir dung s& duoc xac dinh bgi may chi.
Cac may tinh trong hé thong s& phai ding giao thirc va cic cai dat ma may chu dang
dung.

Hinh 12-2. Giao thtec truyén thong cai dat trong Microsoft Windows.
Viéc két néi hai may tinh gitp nguoi st dung truyén cac tép tin. Ban c6 thé gui
cho nguoi khac tai liéu dé ho xem xét va nguoc lai. Hau hét cdc phan mém truyén
théng co6 rat nhiéu lénh cho phép ban giri va nhan tép tin.

4. Mang may tinh



Mot muc dich hitu dung khéc cta lién lac may tinh 14 lién két gitra cAc may tinh
véi nhau trong mét van phong hay trong mot toa nha, duoc goi la mang may tinh.
Mang m4y tinh yéu cau c6 hai thanh phan chinh: phan ctng mang may tinh dic
biét va phan mém mang may tinh gan két véi nhau thanh hé thong 1a mang noi bo
(Local Area Network , con goi la mang LAN).

Cac mang may tinh httu ich trong viéc chia sé dir liéu, luu trir lwong thong tin
nhiéu hay chia sé céc thiét bi. Voi mot mang may tinh, c6 thé chay chuong trinh
nhiéu nguoi sit dung nhu co sé dir liéu, hé thong ké toan,... Mbi nhén vién trong vin
phong st dung mot may tinh két néi téi mang may tinh c6 thé thém hoic lay thong
tin hay chia sé nhiing thiét bj chung.

Ngay nay, Internet 12 mang ludi coa cic mang ludi lién két thé giéi, dugc truy
cap boi hang trim triéu nguoi dung st dung tir modem quay sé, Digital Subscriber
Line (duong diay DSL), cip va vé tinh. Téc do két néi cua may tinh voi mang
Internet ngay
cang tang.

5. Thu dién tir (e-mail)

La viéc trao d6i thu tir qua mang lugi may tinh. Trong nhiéu vin phong, thu dién
tir thay thé cho gidy nhic viéc, gip mit truc tiép tai vin phong va dién thoai tham
hoi. Thu dién tir 1a mot trong nhitg cong cu pho bién va hiéu qua nhat dé lién lac
véi nguoi khac thong qua mang Internet.

a. Tai khoan thu dién ti

Mot tai khoan thu dién tir cho phép két ndi voi mang ludi va Internet, thong qua
Nha cung cap dich vu Internet (ISP). Khi tao mét tai khoan véi ISP, ban sé duoc
cung cap:

e Pja chi thw di¢n ti: gom tén hoic biét danh cua nguoi sir dung, theo sau 13 ky
ty @ va mot nhan dang ciaa ISP va thuong két thice voi dudi (.com) hoac (.net);

o Tén sit dung: tén cia ngudi s dung xuat hién trong dia chi thu dién tir trude ky
hiéu @. Tén str dung duoc dung dé truy cip vao hé thong cua ISP cung véi mot
mat khau;

o Mt khau: 13 ma bi mat cia nguoi sit dung dé bao mat hom thu dién tir. Nén doi
mat khau thuong xuyén va sur dung ca chir va so.

Hau hét trong cac vin phong hién nay, mdi nguoi déu c6 mot tai khoan thu dién
tir. Nguoi quan tri hé thong ciua cong ty sé trg gitp ban cai dat may tinh dé nhan/giri



thu dién tu.
b. Chuong trinh thu dién tir

C6 thé truy cap thu dién tir tir mot Website, thuong dugc goi 14 Webmail hoic sir
dung phan mém thu dién tir do ISP cung cap. Trong hau hét cac cong ty, nhing
chuong trinh thu dién tir pho bién thuong la:

e Microsoft Outlook Express
e Microsoft Outlook

e IBM Lotus Notes

Tét ca cc chuong trinh thu dién tir déu c6 danh muc tép tin dé sip xép thu,
thanh cong cy, thanh trinh don, danh sach tin nhan, ctra s6 doc tin,... Cac 1énh pho
bién nhat trén thanh trinh don la:

e New Message: tao tin nhian méi;

e Print: in tin nhén;

e Read: doc tin nhin trong mét cira so riéng;

e Reply: tra 16i mot tin nhin nao do;

e Reply to All: tra 10 tit ca nhitng nguoi duoc giri trong tin nhan trudc;
e Send and Receive: giri va nhan tin nhian méi;

e Forward: giri nguyén dang tin nhan nhan dugc dén mot nguoi khéc;

e Attachment: gui tép tin kém theo tin nhan.
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Hinh 12-3. M6t thu dién tir mé6i dugce tao trong Microsoft Outlook.



c. Microsoft Outlook Express

Microsoft Outlook Express do Microsoft Internet Explorer cung cap, cho phép
giri nhirng van ban don gian hoac thu dién tor dang HTML. Thu dién t@ dang HTML
cho phép nguoi st dung dinh dang thu dién tw, sir dung phong chir,...

Microsoft Outlook 14 mét chuong trinh quan 1y thu dién tir hién dai bao gdm bo
ung dung chuong trinh Microsoft Office. Microsoft Outlook 1a mét trong nhirng
chuong trinh thu dién tir pho bién nhat hién nay. Ngoai viéc giri va nhan thu dién
tir, ngudi dung cd thé quan 1y lich c4 nhan, 1én lich cho cac cude hop va quan 1y lién
lac.

d. Quin Iy thu dién tir

Khi nhan thu, chuong trinh thu dién tu s& luu n6 trong hop thu dén (Inbox). Khi
kich vao hop thu dén, sé& thay danh sach céc tin nhan nhan duoc. Khi chon mét tin
nhan tir danh sach, noi dung coa tin nhan s& duge hién thi trong moét cira s6; c6 thé
doc cAc tin nhan khac bang cach kich vao danh sach trong cira s6 hop thu dén.

Biéu twong bén trai cua tin nhin cho biét tin nhin d3 dwoc doc hay chua. Khi
ban doc mét tin nhan, biéu tuong db sé ty dong chuyén thanh mot bao thu da mo.

C6 thé sip xép cac thu trong hop thu dén theo thr tv ngdy nhan, theo chu dé
hodc theo dia chi giri dén. Hodc c6 thé chuyén tin nhan sang cac thu muc khéc trong
hép thu dén.

C6 thé xba bdt céc tin nhian khong can thiét bang cach chon tin cian x6a va an
phim Delete hoac chuyén tdi Deleted Items.

Ciing tvong tu nhu vay d6i voi nhitng thu gui di. CAc thu gui di duoc luu trong
Sent Items; ¢6 thé x6a bét thu gui, sap xép va dua vao cac thu muc khac trong Sent
Items dé quan ly thu gui di.

In tin nhan bang cAch mo tin nhin can in va kich vao biéu tuong Print trén
thanh cong cu.

Pé soan mot tin nhin mai, kich vao biéu tuong New Mail trén thanh céng cu.
Sau khi hoan thanh tin nhan, kich vao nat Send trén thanh cong cu dé gui di.

Khi phai gui tép tin dinh kém voéi tin nhan, kich vao biéu tuong Attach trén
thanh cong cu, hop thoai Insert Attachment sé€ xuat hién dé lya chon tép tin va dinh
kem noé vdéi tin nhan. Sau do, phan dinh kem dugc hién thi dudi dang biéu tugng



kém theo tin nhin.

Khi nhén thu c6 file dinh kém, c6 biéu tuong bén canh tin nhin trong hop thu
dén, thong thuong biéu tuwong nay la hinh chiéc kep giay. Khi m¢ tin nhan sé thay
danh sach nhitng tép tin dinh kem. Kich dap vao biéu tugng do, tép tin dinh kem s&
mo ra.

Dé tranh viéc gui nhing tai liéu dung luong 1on, c6 thé phan mém nén nhu
Winzip. Luu ¥ rang dinh dang cua tai liéu c6 thé thay doi trén may tinh cua nguoi
nhan. Néu muén dinh dang tai liéu khong d6i trén man hinh ciing nhu trén ban in
tir may tinh cta nguoi nhéan, hay sir dung Adobe Acrobat.

Han ché gii file dinh kém néu thiay khong can thiét. C6 thé tranh gui tép tin
dinh kem bang cach:

e Cit va chuyén dit liéu vao trong thu dién tur;

Gui tép tin trén mot trang web dé tai vé;

Gui tép tin trén dia mém hoic CD — ROM;

Gui fax tai liéu;

In tai liéu va gui qua buu dién.

Néu khéng thé mo duoc file dinh kém, hay hoi lai nguoi giri. Néu can thiét, co
thé dé nghi ho guri lai.

Hay can than véi tép tin dinh kém véi nhimg dudi mé rong nhu exe, vbs, com,
drv, dll, bin, sys,... rat dé nhiém virus. Hay st dung va thuong xuyén cap nhat phan
mém diét virus. Khong ma tép tin dinh kém voi nhirng thu nhan dugce tir nhing
nguoi khong quen biét.

Tat ca cac chuong trinh e-mail déu c6 danh ba dia chi (Address Books) dé quan
1y c4c dia chi lién lac. C6 thé tao danh sach cho Address Book bang cach dién thong
tin hoic thém vao mot danh sach theo mét trinh lénh. Khi can giri thu dién tir, ban
c6 thé lay dia chi ctia ngudi can gui trong danh ba.

e. Tép tin chir ky

Tép tin chir k§ 14 mot tép tin vin ban nhoé cé thé ty dong thém vao cudi méi thu
dién tu duoc tao.

Noi dung cua tép tin nay 1a nhimg thong tin ban muén dua ra dé ngudi nhan thu



biét vé minh, nhu: ho tén; chirc danh; tén, dia chi, dién thoai, sb fax, website,... ctia
cong ty, dia chi thu dién tir, trich dan hodc mot cau noi wa thich; hoac ¢6 thé duwa
vao mot lién két téi mot trang web khac.

f. Giri thu dién tir

Dé gui tin nhan, kich vao phan New Mail, s& mo ra giao dién thu dién tir chung,
trong do, c6 nhirng théng tin nhu sau:

e To: ghi dia chi thu dién tir ctia nguoi nhan. Néu ngudi nhan d3 cé trong danh ba
dia chi, thi khi kich vao tén sé& tu dong dién dia chi. Phai dam bao ghi dting dia
chi thu dién tu, dé thu khong bi giri nham nguoi hoic bi cham;

¢ CC: néu muén nhimng ngudi khac ngoai nguoi nhan chinh trong To cling nhan
duoc tin nhan (dé thong bao hoic dé tham khiao ma khong can phai tra loi,...)
thi ghi dia chi thu dién tir cta ho vao;

e BCC: danh cho nhimg nguoi nhian dé nhitng ngudi thude To hoic CC khong biét
ho cling nhin dugc tin nhan. St dung truong BCC dé giri nhing tin nhian ma
nguoi nhan can bi mat dia chi thu dién tir hodc dé han ché thong tin vé ho;

e Dong chu dé (subject line): Pit nhimg chu dé ngin gon va day du thong tin vé
tin nhan duoc tao. Co thé thém tén vao dong chu dé dé ngudi nhan biét ai g, va
ho can doc thu cua ban.

Néu day 1a lan dau tién ban gui thu dién tor téi nguoi nhan, hay gidi thiéu vé ban
than va giai thich tai sao ban lai giri thu. Hay to6 ra kinh trong doi v6i nhitng nguoi
ban khong biét.

Tao tin nhin ngin gon dé tiét kiém thoi gian cho ca hai bén. Néu c6 nhiéu chu
de, thi gui thanh nhing 14 thu riéng biét dé nguoi nhan ¢6 thé xir Iy thong tin doc
lap va tra o1 tung van dé trong thoi gian ngan nhat.

Hay st dung thé cha dong trong tin nhan thay vi thé bi dong; ding ngbén ngir
trung lap, dé tranh nhimng 16i c6 thé hiéu 1am vé phan biét gioi tinh, khu vue, viing
mién,... Pong thoi, hay st dung ngdén ngi lich su, trang trong, d6i véi nhing yéu
ciu, dé nghi, hay dién dat lich sy dé nhan duogc sy hop tac.

DPung quén kiém tra 16i chinh ta trong tin nhan di hau hét cic chuong trinh thu
dién tir déu c6 chuce ning kiém tra chinh ta gin lién, nhung ban van nén doc va stra
tin nhan truge khi gir.

Ban c6 thé dung nhiing chir viét tat pho bién duoc ding trong kinh doanh néu



chac rang nguoi nhan cé thé hiéu.

Tranh ding nhimng chir in hoa trong noéi dung cua tin nhan. Theo quy dinh cia
Internet, djéu nay c6 nghia la la hét, trir truong hop ban can nhan manh mét tor nhuw
NGUY HIEM hoic CANH BAO.

V6i nhitg thu dién tor gui ra ngoai, nén coi nguoi nhan dang sir dung hé thong
thu dién tir dang van ban don gian. Do db, khi gui thu dién tir ban khong nén sur
dung:

¢ Kiéu chit nghiéng, dam hoic gach duéi

e Cac diu cham tron

e Bit ky biéu tuong hoic phéng chir dic biét ndo (mau sac, kich ¢d)
e Tab

e Khoang cich thut 1¢ doan vin

e Han ché dung cac biéu tugng cam xuc, vi c6 thé gay cho ngudi nhan cam giac
thiéu nghiém ttc. Tuy nhién, trong mét so6 truong hop, ching c6 thé duoc su
dung dé lam “mém” tin nhan.

Déi véi nhimg tin nhin cong viéc, nén két thiic trang trong. Str dyng cic cym
nhu: tran trong, chan thanh, kinh thu, sau do6 la chi ky cua ban.

g. Tra loi thue dién tir

Véi c4c thu dién tir dugc giri dén cho riéng ban, nén tra 10i vao cuéi ngay lam
viéc. Néu thu dién tr yéu cau cong viéc, trir truong hop khan cap, phai tra 101 ngay,
ban nén phan boé thoi gian tra 1oi hop 1y, dé khong tén qua nhiéu thoi gian. Vi dy,
ban c6 thé gui nhitng thu yéu cau vao dau gio sang va nhiing thu tra 16i vao cudi gio
chiéu .

Pé tiét kiém thoi gian, ¢ thé diing mau chung cho nhiing cau hoi pho bién hoic
thu thuong xuyén nhian duoc, nhu thong tin vé san pham chinh hoac chi dan vé van
phong cua ban.

Khi gui tin nhan di, khong nén mong cho sé& duoc tra 1oi ngay tire khac, trir khi 1a
tin nhan khan cap. Néu trong truong hop dé ban c6 thé goi dién thoai cho ho.

h. Mét vai lvu y trong giri/nhéin thw



Néu nhan duoc mot tin nhan giri nham, hay bst chat thoi gian tra 101 nguoi giri
dé ho biét thu cia ho dén nham dia chi. Vi c¢6 thé chinh ban cfing tung cé sai sot
nhu vay, nhung khong ap dung diéu nay cho thu rac.

Khi tra 161 mot thu dién tir, hay giri kém ban sao ciia thu d6 hoic trich dan nhiing
thong tin quan trong. Diéu nay giup nguoi nhan biét ban tra 1oi tin nhan nao.

Khi hop thu dén day tin nhan, hiy tra 16i nhitng thu méi nhat, nham d4p tng
duoc yéu cau vé muc do khan truong cia cong viée. Sau do, x6a bét nhirng thu
khong can thiét, sap xép va dua vao thu muc luu nhirng thu da doc va tra 1oi.

Nén danh diu thu “khan cip” hoic “vu tién cao” trong truong hop can thiét.
Trén thuc té, khi gui moét thu khan cap, nén can nhac xem dé da la phuong tién
truyeén tin t6t nhat hay chua, vi mot cudc dién thoai c6 thé hiéu qua hon nhiéu.

Trong hé théng thu dién tir noi bo, c6 thé lya chon hinh thue théng bao khi mot
nguoi nhan dugc thu cta ban. Khi thu dwoc doe, nguoi gii s€ nhian dugc mot xac
nhan doc.

Chuyén tiép thu cho phép ban dé dang chia sé thong tin véi nguoi khac, nhung
c6 nguy co s€ tré thanh thu cong cong. Neu khong muon thu gui di bi chuyén tiép,
hay noi r6 trong thu la thong tin chi danh riéng cho ho.

Trong truong hop budce phai chuyén tiép, hay kiém tra dé chic chan noi dung thu
phu hop. G& bé moi ndi dung khong can thiét va nhay cam truéc khi
chuyeén tiép.

Khi cin gui thu téi mot nhém nguoi, c6 thé dua dia chi cua tit ca vao truong To
va CC. Tuy nhién, diéu nay c6 nghia la dia chi thu dién tir cia ho sé dwoc chia sé cho
tat ca nguol nhan thu. bé tranh diéu nay, c6 thé tao mét nhém hodc dung truong
BCC.

Nhiéu chuong trinh thu dién tor nhu Microsoft Outlook cho phép tao nhém va
lvu dia chi thu dién t tir danh ba. Khi gti thu dén nhém, moi nguoi trong danh
sach déu nhan duoc thu.

Thu dién tor ngdy nay rat tién dung nhung khong nén lam dung. Ty noi dung va
muc dich trao d6i ma sir dung thu dién ti, dién thoai, hay gap mit truc ti€p hoac gui
nhitng van ban giay trang trong dé dat duoc hiéu qua thong tin cao nhat.

Néu ban phai roi vin phong dai ngay ma khong thé kiém tra va tra 1oi thu dién
tir, nén dung mot thong bao vang mat tu dong tra loi thu dén.



Thu dién ti rac (spam) cd thé ty dong chay vao hom thu cua ban. Pung bao gio
duoc tra 161 spam ciing khong bao gio kich vao bat ky lién két web nao trong thu
spam vi nhu vay sé khién ban bi nhan nhiéu spam hon do ké giri thu rac biét dia chi
thu dién ti that
cua ban.

Khong nén st dung dia chi thu dién ti tai cong ty cho muc dich riéng tu, vi thu
do c6 thé dugc chuyén tiép dén nhimg nguoi khic. Ngay ca khi ban x6a thu d6 di,
cong ty van c6 thé xem lai chting. Vi véy, can tuan thu nhitng quy dinh vé str dung
thu dién tr cting nhu thoi gian khai thac mang Internet cta cong ty.



I3
SUDUNG MANG INTERNET

1. Mang luéi toan cau (World Wide Web)

Ngay nay, World Wide Web (www) chiém moét ty trong lén luu luong Internet.
Cac cong ty loi nhuén, phi loi nhuén, truong hoc, thu vién, chinh phu va hang triéu
c4d nhin déu c6 mat trén trang web. Trang web sir dung giao thire co s¢ gidng nhu
mang Internet, nhung duoc b6 sung thém nhiing cong nghé dé truy cap hon cho
nguoi sir dung trén toan thé giéi. Nhirng cong nghé niy bao gom phan mém trinh
duyét, cong cu tim kiém va HTML (ngdn ngit danh dau siéu vin ban).

Ngay nay, tai liéu web c6 thé bao gom vin ban, do hoa, video va Am thanh.
World Wide Web cho phép truy cap vao nhirng tai liéu da phuong tién trén
toan cau.

2. Két noi voi mang Internet
Pé két ndi voi mang Internet, ban can nhirng thiét bi sau:

e Modem (b¢ diéu giii): 12 mot thiét bi dich va chuyén dau hiéu duoc gui qua
duong day dién thoai. Ngay nay, nhiéu may tinh c6 modem gin lién bén trong.
V6i nhirng may tinh khong c6 modem gan lién, ban c6 thé mua modem gin vao
may tinh.

e Phin mém: Khi d3a cai diat modem, cin thém phin mém trinh duyét d&é doc
nhing tai liéu c6 trén World Wide Web. Chuong trinh duyét tim doc, giai thich
va hién thi tai liéu.

o ISPs (Internet Service Providers): nhimg nha cung cip dich vy Internet, 1a
nhirg cong ty hoic té chirc cung cap quyeén truy cip vao mang Internet.

Nhing két néi Internet nhanh dugc coi 1a “bang thoéng rong”. Két néi bing
thong rong nhanh hon két noi quay s6 khoang 50 lan, két noi bang thong rong bao
gom:

e DSL — dich vu dudng thué bao sé két néi véi téc do cao thong qua duong day
dién thoai.

e Modem cép — két néi toc do cao cung cap qua cap truyén hinh.



e Modem vé tinh — két ndi téc d6 cao cung cap qua dich vu thué bao vé tinh.

Bén canh viéc cung cap truy cap truc tiép vao mang Internet, cac ISP con cung
cap dich vu hoat dong truc tuyén tha vi nhu phong tro chuyén, giai tri, mua sam
tryc tuyen...

3. Cac trinh duyét tim va HTML

Céac chuong trinh phan mém cho phép quan sat mang Internet duoc goi 1a trinh
duyét tim. Netscape Navigator va Internet Explorer cia Microsoft la hai trinh
duyét tim dugc st dung pho bién nhat ngdy nay. Nhirng trinh duyét tim dugc thiét
ké dé doc noi dung cua trang web va hién thi dir liéu trén man hinh.

CAc lién két (links) dugce ghi vao mot trang web théng qua hé thong ma goi 1a
Ngon ngit danh dau siéu vian ban (HTML). Khi ban kich vdo moét trong nhiing
duong link ndy, trang web sé& thuc hién két ndi té6i may chu chuwa tai liéu ban can va
dua ra tai liéu d6 ma khong can nguoi st dung phai c6 quy trinh chuyén dich dir
liéu co s6.

4. Web page va web site

Mot trang web (web page) 1a mot tai liéu gan gidng tai liu xu 1y tir c6 thé dugc
hién thi boi trinh duyét web cua ban. Trang web chwra van ban, do hoa, am thanh,
hinh anh, tép tin c6 thé tai vé va siéu lién keét.

Mot web site 12 mot nhéom cice trang web c¢6 to chire. Vi dy, cuén sach nay c6 thé
dé trén web va c6 thé coi la mot web site. Moi trang sach c6 thé duge xem nhu la
mot trang web.

Khi vao mot web site, trang dau tién xuat hién goi 1a trang chu. Trang chu chua
cac lién Kkét toi cac trang khac trén web site. Néu cudn siach ndy 1 mot web site,
trang chu c6 thé chira bang noi dung véi cac siéu lién két dugc liét ké dé ban c6 thé
toi trang ma ban chon.

5. Dia chi Internet (URLSs)

Mo6i trang trén web c6 mot URL - Universal Resource Locator (dia chi t61 tram
Internet) riéng.

Moi  loai t6 chac c¢6 tén mién riéng, vi du  nhu:
http://www.alphabooks.vn/a/home/. Phan cuéi cling cia URL — sau dau gach chéo
(/) — chi dinh mét tép tin trong mién d6. Néu khong nhap tén tép tin cu thé, URL
thuong dua ban t6i trang chu cua dia chi do.



6. Sir dung trinh duyét web

Nhiéu tinh ning va chic ning cua trinh duyét Microsoft Explorer giong nhu
hodc gan giong vai Netscape Navigator. Nhitng tinh nang ban sé st dung thuong
xuyén bao gom:

e Thanh trinh don (Tool Bar)

Tro giap (Help)

Thanh cong cu (Tools)

Hop dia chi (Address)

Danh sach lich sir (History)

Danh muc va thich (Favourites)

Thanh trinh don rat pho bién d6i véi hau hét cic ung dung Windows va
Macintosh. Bao gom cac chirc nang str dung thuong xuyén khi lam viéc nhu: File,
Edit, View, Go, Bookmarks, Tools, Windows, va Help.

Thanh cong cu bao gom cac nit véi cac chire nidng pho bién nhat trong st dung
khi duyét tim trén web, thong thuong bao gom:

e Back: xem lai trang web da xem truéc do;

Forward: tré lai trang web ban dau sau khi kich vao nuat Back;

Stop: dirng tai mot trang web;

Refresh: tai lai trang web dé cap nhat;

Home: tai trang web lam trang chu.

Danh muc wa thich (Favourites): dé truy cap vao mot dia chi web da dugc
thém vao trong danh sach cac dia chi web wa thich. Ca Netscape Navigator va
Microsoft Internet Explorer déu cho chirc niing 1am dau dé giir nhirng ghi chép dién
tr vé trang wa thich (trong Explorer 1a “Favorites”, trong Navigator la
“Bookmarks”).

Lich sir (History): cho phép truy cap vao bat ct trang web nao ma ban d3 xem
trude do.



7. Cac thao tac véi mot trang web

e In mét trang web: Dé in mot trang web, ban kich vao biéu tugng may in trén
thanh cong cu cua trinh duyét tim, hoac kich vao trinh don File sau d6 chon
Print. Tuy thudc vao loai trang web, ctra s6 Print ¢6 thé yéu cau chi ro6 khung
can in.

e Luu mét trang web: cho phép tai va luvu mot trang web vao 6 cing may tinh
dé c6 thé xem lai trang nay ma khong can phai vao mang. Dé luu mét trang web,
kich vao trinh don File, sau d6 kich vao Save As. Cira s6 Save Web Page (luu
trang web) xuat hién, cho phép luu vao vi tri ban muén.

e Tai vé va tai 1én tép tin: Khi xem mot trang web véi trinh duyét web, trinh
duyét web dang tai tép tin vé may tinh cua ban. Nhirng tép tin nay dugc gitr tam
thoi trong bo nhé cia may tinh khi ban dang xem ching.

Tai vé 1a viéc chuyén mot tép tin tir mang Internet vé may tinh. Nhing tép tin
nay c6 thé la tép tin da liéu, chuong trinh méi, phan mém diéu khién cho nhiing
thiét bi mai, do hoa, nhac...

Tai 1én 13 qua trinh chuyén tép tin tr may tinh cua ban téi may tinh khéc trén
mang Internet. Vi duy, khi ban nép don xin viéc truc tuyén, ban phai tai 1y lich cua
ban 1én. Pa phan, viéc tai vé chi can kich vao lién két phu hop dé tai tép tin vé va
chon vi trf luu tép tin mudn gui.

8. Cong cu tim kiém

C6 hang triéu trang web trén World Wide Web. Rat nhiéu c6ng ty da phét trién
nhing chu:ong trinh tim kiém trang web vé nhimg théng tin ma nguoi st dung
mong muodn. Cong cu tim kiém chinh 12 nhitng dia chi khac nhau trén mang
Internet cung cap dich vu nay.

Cong cy tim kiém gibng nhu mot thu vién tu dong, nhing trang web duoc tim
dva vao tir khdéa ma nguoi st dung cung cap.

Hién nay, c6 rat nhiéu coéng cy tim kiém hd tro nguoi st dung trong tim kiém
thong tin. Pho bién nhét 14 trang Google (http://www.google.com). Google lién két
v6i hang triéu trang web, vi thé nguoi sir dung c6 thé tim kiém thong tin ma ho
mudn théng qua cac tir khda. Google ciing tan dung cong nghé tim kiém cua minh
vao nhiéu dich vu tim kiém khéac, bao gdbm Image Search (tim kiém anh), Google
News (tim kiém tin tic), trang web so sanh gia ca Froogle, cong dong tuong tac
Google Groups, Google Maps...



Ngoai ra, c6 thé tim Kkiém trén Yahoo (http://www.yahoo.com;
http://www.yahoo.com.vn), hodc cong cu tim kiém Live search cia Microsoft
(http://www.live.com).

O Viét Nam, c6 nhimng trang tim kiém nhu: http://www.timnhanh.com.vn;
http://www.search.com.vn,...

Tuy thudc vao thong tin can tim kiém ma ban lua chon cong cy tim kiém phu
hop, thong qua tir khéa cac cong cu tim kiém sé& cung cip cho ban nhiing thong tin
hitu ich nhat. C6 thé nang cao hiéu qua tim kiém thong qua viéc st dung ca phap
tim kiém. Két hop cti phé4p tim kiém véi cau hoi sé gitp tim kiém hiéu qua hon.

Tim kiém néng cao thay thé cong cu tim kiém théng thuong, c6 thé xac dinh
dieu kién tim kiém va céc diéu kién d6 phai xuat hién theo thir tu cu thé. Hon nira,
c6 thé chi dinh tir nhat dinh nao khong xuat hién, vi du: Tir “and” dugc dat gitra hai
tir dé chi rang tai liéu phai chtra ca hai tir d6; “or” dat gitra hai tir dé chi tai liéu co
thé chira mot hodc ca hai tir; “not” dat trude mot tir c6 y nghia tir nay khong dugce
xuat hién trong tai liéu; “near” dat truéc mot tir dé noi rang nhirng tir nay phai xuat
hién trong vong 10 tur.

Hoic c6 thé chi ra méi quan hé giira diéu kién khoa bang cach dit dau toan hoc
gitta chung. Vi dy, thém dau cong (+) gitra cac tir trong tim kiém s& dem lai cac két
qua gom co6 tat ca cac tu.

9. Cac trang web tién ich cho cong viéc thu ky - hanh chinh

CAc trang tim kiém:

e http://www.google.com

e http://www.yahoo.com (http://www.yahoo.com.vn)
e http://www.live.com

e http://www.search.com.vn

e http://www.timnhanh.com.vn

e http://www.rongbay.com

Cac trang thong tin:

e http://www.nhungtrangvang.com.vn (théng tin danh ba)



e http://www.vnpt.com.vn (mang buu chinh vién thong)
o http://www.careerlink.vn (mang théng tin vé nhan su, viéc 1am)

e http://www.viethnamworks.com (mang thong tin vé nhan sy, viéc 1am, tuyén
dung)



14 )
CAC CHUONG TRINH THONG DUNG BOI
VOI CONG VIEC THUKY HANH CHINH

1. Phin mém bang tinh

Nhiéu thu ky hanh chinh sir dung phan mém bang tinh dé thuc hién cong viéc
tinh toan, cAn ddi ngan sach va nhirng coéng viéc tvong ty. Bang tinh hinh c6t duoc
chia thanh nhiéu cot tir dinh va hang chay sang bén canh. Hang va c6t giao nhau tai
mot hop nho duoc goi 14 6, mdi 6 c6 mot dia chi duy nhat, c6 hang trim hop nho
nhu thé trén madi trang.

Bang tinh 16n nhat c6 thé chta hang triéu 6 tuy thudc vao bo nhé may tinh. Péi
v61 hau hét cac img dung ban dung ¢6 tir 500 - 1000 6.

C6 hai chuong trinh bang tinh duoc st dung phé bién nhat trong kinh doanh
ngay nay la Microsoft Excel va IBM Lotus 1-2-3.

Pé st dung bang tinh, cdc phan mém bang tinh c6 bang diéu khién (control
panel). Bang diéu khién hién thi thong tin vé 6 dang hoat dong va khoang trong dé
nguoi str dung cd thé god thong tin vao. Ngoai ra, con hién thi trinh don cho nhing
hoat dong nhu luuy, in, tai, va cac chic nang khéac.

Trong mot bang tinh, thuong cé cac théng tin sau: nhan, sé hoic cong thiec.
Nhin ding dé miéu ta thong tin trong bang tinh, nhu gidy, bat, may tinh, tap
pham,... Con s6 1a chi phi cho vat phdm vin phong. Céng thuc duoc diung dé tinh
to4n: tong chi tiéu, nhitng nhém chi tiéu theo ting muc hang,... Truéc cic cong
thuc, ludn c6 dau “=".

Ciing gidng nhu cic phan mém khéc, c6 thé sao chép, cat din nhan, con sé va
cong thuce tir vi tri ndy dén vi tri khac. Pong thoi, cling c¢6 thé sao chép toan bo bang
tinh dé c6 mot bang tinh méi ma khong phai mat thoi gian tao lai tir dau.

Bang tinh cho phép nguoi sir dung sip xép, bd tri theo cach tién ich nhat, c6 thé
thay doi néi dung cta bat ky 6 nao, thém hodc x6a hang hoic cot, sao chép, cat, dan
dir liéu tr 6, hang, cot, hodc khoi sang khu vuc turong tu.

Viéc lvu va in bang tinh giéng nhu trong cac chuwong trinh tmg dung khac. Co thé
luu bang tinh va dat tén cho bang tinh tai 6 dia muon luu tép tin. Khi in bang tinh,



cht ¥ dén dinh dang bang tinh dé ban in hién thi r6 rang, khoa hoc.

Déi v6i nhirng bang tinh quan trong, can chd ¥ dén an ninh dir liéu. Thong tin
cta cong ty khong chi cb gia tri trong ndi boé cong ty ma con véi nhirng nguoi ngoai
cong ty. Nhirng thong tin lién quan dén ghi chép bi mat nhu giao dich ngan hang
hoic s6 thé tin dung cong ty, hodc cac gidy to va tép tin may tinh vé khach hang, san
pham méi, chién luge ban hang... Néu nhitng thong tin nay bi mat, bi hong hoic bi
doi thu &n cap thi viée kinh doanh cua cong ty bi anh huong nghiém trong. D6 1a 1y
do an ninh dir liéu dac biét quan trong, ban phai bao vé may tinh khoi ké trém, st
dung sai muc dich va cic nguy co khéc.

2. Chwong trinh soan thio

Hién nay, chuong trinh soan thao pho bién va théng dung nhat ding chung cho
nhitng nguoi sit dyng may tinh cfing nhu thu ky hanh chinh 13 nhimg phan mém
nhu: Microsoft Word, Corel WordPerfect va Lotus Word Pro. Trong d6, Microsoft
Word duoc sir dung rong rai nhat.

Cac may tinh déu duoc cai chuong trinh soan thao va viéc str dung kh4 don gian,
tién loi. Ngoai viéc tao mdéi van ban, chuong trinh con ¢6 cac chie nang nhu: x6a
vin ban, khéi phuc lai vin ban, cat dan dé di chuyén vin ban, tim kiém va thay thé
cac ky tu/chudi ky tu trong van ban,... Nhimg tinh niang nay hé tro ngudi st dung
rat nhiéu trong cong viéc, dic biét khi cong viée thuong xuyén cia mot thu ky hanh
chinh 1a chuan bi giay to, tai liéu.

Dé c6 duoc nhitng ban in dep mat, ban phai chii ¥ dén dinh dang tai liéu, khoang
cach dong, 18, kiéu chir, ¢ chit, quy dinh vé thyut dau dong,...

bé théng nhat cho toan bo tai liéu, ban nén dung dinh dang trang cho tit ca
hodc tirng phan van ban.

Chirc niing in cho phép x4c dinh cu thé thong tin vé viin ban duoc trinh bay nhu:
nhimg trang nao sé& duoc in, in ¢ ché do binh thuong hay tiét kiém muec, in ra bao
nhiéu ban, vin ban trinh bay dang dung hay nim ngang, kho gidy st dung va in mot
hay hai mit.

Cac chuong trinh déu c6 tinh ning xem trude khi in, cho phép nguoi sir dung
nhin ban in hién thi trén man hinh gidng nhu khi tai liéu duoc in ra trén giay. Khi
da lya chon dugc ban in chuan, nhé luu lai dé tranh truong hop 16i may in c6 thé
lam mat viin ban cudi cing.

Viéc luu tai liéu gitip ban xem lai khi can, hoic st dung chiing dé tao mot tai liéu



tuong ty ma khong phai 1am lai tir dau. Trong qua trinh cap nhat tai liéu, phai ghi
lién tuc dé c6 thé luu lai duge nhirng thay doi du la nhoé nhat cta van ban.

Ngoai ra, cAc chuong trinh soan thao con c6 tinh ning kiém tra chinh ta ty dong,
chi ra nhirmng 13i sai ca vé viin pham va chinh ta. Sir dyng tinh ning nay rat hiru ich
cho thu ky hanh chinh, vi mét 16i nho cling c6 thé anh huong dén loi ich cia cong ty
nhu mat mot khach hang hoic 16 mét co hoi.

Tuy nhién, diy chi 1a cong cu hd tro nén ban van phai doc va soat lai tai liéu
trude khi in ra hodc gii di. M4y méc khong thé dam bao hoan toan cho ban, ching
khong thé phat hién ra mét tir hoic cum tir dting so ngit phap nhung lai khong dtng
trong ngit canh dé chinh sua.

3. Ky thuit ché ban dién tir

K§ thuat ché ban dién tir cho phép tao quang c4o, thu moi va sdch huéng din ma
khong phai di toi co so chuyén nghiép. Rat nhiéu thu ky hanh chinh sir dung phan
mém ché ban dién tir dé tao cic an pham chat luong cao cd thé in ngay tai vin
phong hoic mang téi hang in dé sao chép vsi khéi lugng 16n.

K§ thuat ché ban dién tir tap trung vao cach b tri vin ban va d6 hoa trén mot
trang, c6 thé sir dung mot vai chuong trinh nhu Microsoft Word dé ché ban dién ti.
Nhung can phai c6 phan mém chuyén dung véi nhiéu cdng cu dé tao d6 hoa, thém
hiéu ung dic biét va bé tri danh muc trong phan mém ché ban dién tur.

Ngoai phan mém ché ban dién tw, ban can mot hé thong thiét bi may tinh vin
phong day du. Phan cing ché ban dién tir gom: mot thé do hoa, may in mau, may
quét va may anh k¥ thuat so.

Cac chuong trinh nhu Adobe PageMaker, QuarkXPress va Microsoft Publisher
1a nhitng phan mém lién két chit ché voi ki thuat ché ban dién tr. Nhitng phan
mém nay cho phép lién két giita vin ban va hinh anh trén trang, tao céc thiét ké
nghé thuat.

Chuong trinh minh hoa nhu Adobe Illustrator va CorelDRAW cho phép vé dua
dé tao hinh nghé thuat, biéu trung va nhitng hinh vé khéic.

D6 hoa Bitmap str dung phan mém chinh sira hinh anh. Nhitng hinh anh thuc
nady cb thé tao bang cach quét anh, sir dung may anh ky thuat s6,... Nhimg chuong
trinh nay cho phép stra mau, cit dan, thém vin ban, néi va sip tang hinh anh, thém
cac hiéu ung dic biét.

Budc dau tién trong ché ban dién tir 1a quyét dinh kiéu tai liéu s& duoc tao ra.



Tiép d6 14 x4c dinh cac noéi dung, hinh anh dua vio, tim phong chit, ¢& chit phu
hop. C6 thé hinh dung quy trinh thiét ké qua cic budc co ban sau:

e Xac dinh mau va kiéu tai liéu: chon ra dugc mau phu hop véi tai liéu du dinh;
e Chon kho gidy va tao 18;

e Chon mau co ban;

e Dinh dang doan vin;

e Chon font chit, kiéu chir;

e Xac dinh vj tri van ban,...

e Hinh dung bé cuc;

e Tao phac thao tho;

e Chon hinh anh: Hinh anh c6 thé duoc tao ra bang: chup anh k§ thuat s, str dung
may quét, tim kiém va chon hinh anh tir bo suu tip hinh anh,...
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Hinh 14 - 1. Man hinh cua Adobe Photoshop

Khi hoan thanh tép tin, buéce cudi ctung 1a in tai liéu. Phai xem lai tai lidu trude
khi quyét dinh in, viéc in mau khéng chi tén kém vé chi phi con tén ca thoi gian
cho doi. Dé tranh sai hong, ¢ thé in truée mot ban den trang dé xem lai, c6 nhing
diéu chinh kip thoi trude khi in chinh thue.

Viéc dan trang 1a thiét ké duoc dung théng nhat trong sudt mot 4n pham de
quyét dinh nhirng van deé sau:



Kich thudc trang

Vi tri cua hinh minh hoa va logo

Céach sir dung thanh ngang, thanh doc

Huéng trang (thang ding/nam ngang)

Lé trang

Pau trang va chan trang

DPanh sb trang

Truée khi dan trang, nén xem qua toan bo vin ban dé nim dwoc nhimg muc co
ban can trinh bay, dua ra dugc cach trinh bay thong nhat va khoa hoc nhat.

4. An ninh dir li¢u

Khi ban 1am cong viéc coa thu k§ hanh chinh, ban c6 thé s& phai quan 1y rat
nhiéu tai liéu quan trong cia cong ty. Hay cht y dén nhirng moi de doa tir bén ngoai
dé ludn c6 ché do bao vé dir liéu thich hop.

e Hacking — dot nhap vao hé théng may tinh dé truy cap vao nhiing thong tin
riéng hoac han ché;

e Freaking — gianh duoc s6 dién thoai cua cong ty sir dyng thé tin dung hoic ma
truy cap duong dai an trom duoc;

e Crashing — dot nhap vao hé thong may tinh dé tit hé thong d9;
e Trashing — thay thé hoic x6a tép tin dit liéu cta cong ty;

e Viruses — chuwong trinh may tinh c6 hai pha huy dit liéu hodc truy cap trai phép
vao may tinh chira dit liéu cua cong ty.

Ngoai nhitng nguy co bi tin céng tir bén ngoai, mét trong nhing méi de doa téi
an toan du liéu kinh doanh ¢ chinh n6i b6 céng ty. Nhirng nguoi lam viéc trong
cong ty cd thé lam dung may tinh hoic tép tin dir liéu nhu mot hinh thte tra tha
hoic loi ich c4 nhan. Dang t6i pham may tinh nay vo cting nguy hai, c6 thé lam that
thoat thong tin dang gi4 hang nghin do-la.

Tuy nhién, van dé nay rat kho luong, ban chi c6 thé dé cao canh giic, than trong
trong viéc tiét 16 thong tin, sir dung bao mat cad nhan véi nhirng tép tin quan trong



va tir chéi nhirng 101 dé nghi hop tac véi toi pham.

Dé bao vé dir liéu cong ty khoi nhitng méi de doa ndy, ban cé thé 4p dung cac
bién phap sau:

o Audit logs: 14 ban ghi chép vé nhitng nguoi da st dung hé thong may tinh, ghi
lai thoi gian, tén nguoi st dung, tép tin nguoi do truy cap va khi nao ho thoat ra.
Ban ghi chép cb thé cung cip nhimg bang ching can thiét khi c6 t6i pham may
tinh.

e Ma: 14 viéc ty dong ma hoa tép tin dir liéu va lién lac cia nguoi sir dung. Néu co
nguoi co tinh ngan chan va khai thac thong tin c6 thé nhan duge mot tép tin
giong nhu nhirg biéu tuong ngau nhién, ngian ho sir dung dit liéu.

e Phin mém choéng virus: Bé @i phd va ngin ngua virus dang phat trién
nhanh, c6 rat nhiéu phan mém chéng lai virus trén thi truong. Hiy mua 4n ban
méi nhat va sau @6 cap nhat thuong xuyén. Khi virus moi xuat hién, chuong
trinh chdong virus cii ¢6 thé khong xdéa duge ching.

o Cai dit hét thong cip nhit an ninh va cip nhégt phin mém.
e Cai dit va dung phin mém birc twong lira.

Bén canh nhing nguy co trén, nguoi st dung con phai déi miat véi nguy co khac
khién hé théng may tinh sai hong hoic mat dir liéu vinh vién, nhu: lut 16i, sim
ch6p, hoa hoan,... Nhirng thay doi dot ngot vé dién ta hodc xung dién ap c6 thé pha
huy cac bo phan quan trong cua may tinh, nhu pha v& hoic 1am réi loan bo phan luu
trir dir liéu. Mat dién bat ngo c6 thé tit hé thong may tinh 1am mat dit liéu trong bo
nhé.

Ngoai ra, con nhimg van d¢ vé may méc khién 6 cing c6 the bi hong, 1am mat dir
liéu. nhu:ng thay d01 dot ngot vé nhiét do hoac do am, hay nhimg va dap, roi, do he
thong may tinh khi 6 cung dang van hanh c6 the lam hong 6 cing. O mém c6 thé bi
hong vi rat nhiéu rui ro, tir @ d6 udéng toi dé gan nam cham trong dién thoai.

5. Nhirng bién phap an toan
C6 nhiéu cach dé bao vé dit liéu may tinh tir cAc mdi de doa tir con nguoi va tu
nhién. Néu ban ¢6 trach nhiém quan 1y van phong, ban c6 thé thyuc hién nhitng bién

phap duéi day véi cac phong ban hoac cong ty cua ban.

e Lip dit thiét bi chéng trom, tir khdéa may tinh téi khéa man hinh.



e Lip diat quat 1am mat bén trong hé thong may tinh dé kiém soat nhiét do, dong
thoi cling gitp tang thém tudi tho cho may tinh.

e Khong dé tap nhiém dién tir va dot bién nhiét ph4 hoai hé théng may tinh bang
cach st dung mot bo on ap cho ca hé thong may tinh cia cong ty.

e St dyng ngudn cung cap dién lién tuc, cip dién cho may tinh trong mot khoang
thoi gian sau khi bi mat dién, du dé nguoi sir dung luu lai dir liéu can thiét.

e Tao ban sao dy phong cua tat ca céc tai liéu duoc luu gitt, c6 thé 13 in dir liéu ra
giay, st dung hé thong bang du phong, CD - RW, hoac DVD - RW, hoac trén dia
mém.

Ban nén mua bao hiém hé théng va phan mém may tinh cua cong ty, dac biét 1a
nhitng cong ty 16n véi hé thong may tinh do s6. Néu cong ty nho, ban kiém xem da
mua bao hiém chua.

Tuy nhién, trong truong hop c¢o rui ro xay ra, viéc dugce thanh toan chi phi cia
thiét bi cling khong thé lay lai duoc nhiing dit liéu quan trong, quyét dinh viéc kinh
doanh cua coéng ty. Hau hét cac t6 chuc 16n déu c6 cac phuong 4n dy phong trong
truong hop rai ro nhu chuyén dir liéu sang mot noi an toan hon hoac luu trir dir liéu
dong thoi tai tir hai vi trf tro 1én. Nhung néu cong ty cua ban nho, ciing nén xay
dung phuong 4n bang cach:

e Chuan bi thiét bi may tinh du phong

e C6 phan mém va dit liéu du phong

e Cac hanh dong nhan vién nén lam trong truong hop cé tai hoa
e Nhirng du 4n va nhiém vu uu tién

Néu cong ty nho, giai phap ban dau c6 thé la thém mot hé théng may tinh, phan
mém Va nguon cung tai nha cua mot nguoi nam git vi tri quan 1y cua cong ty. Dicu
nay glong nhu c6 thém moét chinh sach bao hiém, gitip cong ty luu trit cac dir liéu
néu rui ro xay ra.



IS VN PN A
DA PHUONG TIEN VA PHAN MEM TRINH
CHIEU

1. Tong quat vé da phwong tién

Pa phuong tién trong may tinh duoc dinh nghia 14 sy két hop ciia nhiéu phuong
tién nhu hoat hoa, &m thanh, d6 hoa, vin ban va video. Khi may tinh dwoc két néi
v6i mot may chiéu hinh, hinh chiéu s& duoc trinh bay dudi dang cac hinh truot
(slide show) va duoc dua 1én man hinh dé moi nguoi cliing xem.

Thuat ngit da phuong tién duoc st dung tir trude khi may tinh xuat hién trong
vian phong. Ban dau, d6 1a mot thuat ngir dé dinh nghia viéc trinh chiéu hoac bai
giang c6 thém nhitng yéu t6 ngoai ngdn ngit nédi hoic viét thong thuong. M4y chiéu
slide, &m thanh, phim anh va tranh anh thuong duoc phéi hop voi bai giang hoac
bai thuyét trinh dé thém phan phong phu.

Ngay nay, thuat ngir da phuong tién mang nhiéu ¥ nghia khac nhau véi nhimng
nguoi st dung khac nhau. Tir viéc du nhap vao thé gidi 4o va twong tac véi cadc nhan
vat trong cac tro choi trén may tinh, téi viéc mé cac lién két trén trang web dé tiép
can tép tin hinh anh hoic 4m thanh, hoic 1a st dung chuong trinh PowerPoint dé
thuyét trinh cho mot ké hoach hay quan diém nao do.

2. Nhirng yéu ciu cia hé thong da phuong tién

Nhitng yéu cau cia mot may tinh da phuong tién phu thudc vao yéu cau cua
ngudi st dung. Tat ca cac chuong trinh da phuong tién thuong mai déu doi hoi dung
luong bo nhé ting dan (RAM). Piéu can ghi nho 14 cong nghé thay ddi lién tuc va
nhimg huéng din nay c6 thé nhanh chéng lac hau. Can phai cap nhat thuong xuyén
nhitng yéu cau hé théng.

Thong thuong, mot hé théng da phuong tién cap thap bao gom:
e Bo vi xur Iy chay 200 MHz
e RAM 32 MB

e Ocutng10GB



Windows 95 hoac doi cao hon

O dia CD — ROM 4X

Theé video c6 RAM 8 MB

Thé va loa 16 bit

Modem 56 Kbps

Néu hé théng hién tai cua ban cé nhimng dic diém ky thuat nay hoic cao hon thi
c6 thé chay rat nhiéu tng dung da phuong tién, nhu Microsoft PowerPoint hoac
Lotus Freelance Graphics, dé tao cac du an da phuwong tién cap thap.

V6i nhitng san pham da phuong tién hién dai, mot hé thong cap cao 1a can thiét.
Dudéi day 1a mét hé thong cap cao t6i thiéu, vi c¢6 thé thém dung luong vao sau mot
thoi gian str dung;:

e B vixirly Intel IV

e RAM 256 MB

e O diacimg 80 GB

e Windows XP hodc cao hon

e O dia CD — RW (8X hoic cao hon)

e Thé video 64 bit c6 RAM 2 MB va man hinh mau 24 bit

e Thé Am thanh 32 bit c6 Wavetable va bo loa chét luong cao
e Micro

e Modem 56 Kbps (hoédc 16n hon)

Hé théng cip cao c6 thé thyc hién moi cong viéc ma hé théng cip thap lam,
thém vao do, hé thong cap cao c6 kha ndng chay nhirng chuong trinh san xuat da
phuong tién phuec tap.

3. Chuong trinh trinh bay va tao da phuong tién

Phan mém trinh bay va tao da phuong tién 1 cic cong cu cho phép nguoi su
dung mang tat ca thanh phan da phuong tién vao mét ban trinh bay mach lac hoac



mot san pham.

Cac chuong trinh trinh chiéu nhu Microsoft PowerPoint sir dyng va trinh chiéu
cac thong tin theo kiéu tuyén tinh, hinh chiéu ndy néi tiép sau hinh chiéu khac.
Trén mdi hinh chiéu, ban c6 thé thém nhimng tép tin truyén théng ciing hinh anh,
doan phim hoic Am thanh. Mot vai chuong trinh cho phép tao nhanh cho cic chudi
tuyén tinh hoic tao chuong trinh trinh chiéu da phuong tién tuong tic 1an nhau.

a. Sir dung Microsoft PowerPoint trong tao da phuwong ti¢n

Microsoft PowerPoint 1 mét phan cua phan mém Microsoft Office Suite rat pho
bién trong kinh doanh ngay nay. Néu phan mém PowerPoint dugc cai dat trén may
tinh, ban c6 thé tao trinh chiéu da phuong tién.

PowerPoint cho phép xem phan trinh chiéu theo nhiéu cich khéc nhau. Slide
View dugc dung dé thiét ké dién mao cho cac slide. C6 thé thuc hién véi nhiéu
phong chir, mau sac, nén,...

C6 thé xem phan trinh chiéu trong noi dung, vi ban sé& thay vin ban cia nhiéu
slide mét lac. Trong Notes View, ban ¢o6 thé tao cac ghi chil vé moi slide. Ngoai ra,
ban dé dang thém, sap xép lai hoac x6a cac slide cta phan vira tao.

Trong Slide Sorter View, ban sé& thay toan bo slide voi kich thude thu nho. Coéng
cu nay dugc dung dé sap xép, cai dit, chuyén doi, xay dung cac slide va nhiing tinh
ning khac. Khi dén slide cudi cling cua bai trinh chiéu, chuong trinh sé& thoat khoi
Slide Show, man hinh tré lai nhu trude khi bat dau trinh chiéu.

b. Tinh nang tro gitap cia PowerPoint

Tinh ning tro gitp chi yéu cua PowerPoint 14 Office Assistant, duoc thiét ké dé
goi ¥ cac chi dé Tro gitp dwa trén hoat dong hién tai cua ban cing nhu dwa ra cac
cau tra 1oi cho ciu hoi cu thé. Office Assistant hién thi nhimg chu dé tro gitp dua
trén tiéu thie hoic s& xuat hién véi mot bong dén sang. Piéu nay cho biét Office
Assistant c6 101 khuyén lién quan dén hoat dong dang thuc hién. Dé xem chi tiét,
ban chi can kich vao bong dén.

Ngoai ra, ban ciing c6 thé truy cap vao tro giip thong qua Help Menu cia
PowerPoint.

c. Lam viéc v6i nhiéu trinh chiéu

Giéng nhu nhiéu chuong trinh Windows, PowerPoint cho phép lam viéc véi
nhiéu tap tin cung lac. Ban c6 thé m¢o vai tép tin trinh chiéu mét lac trong



PowerPoint, va mdi trinh chiéu cé riéng mot cira s6 trong pham vi cra s6 ung dung
cua PowerPoint, dugc goi la cira s6 van ban.

Khi 1am viéc véi slide trong Slide View, c6 thé thay d6i kich thudc cia hinh anh
dé 1am viéc thuan tién hon. Phia cudi bén tay phai cua thanh cong cu, c6 Zoom
Control (diéu khién phéng to/thu nho) hién thi dudi dang phan trim. Kich vao mot
trong nhirmng phan trim trong danh sich, c6 thé phéng to hoic thu nho kich thudce
cua slide.

d. Lam viéc véi Outline View

Outline View 14 phan trinh bay dugc hién thi trén man hinh, trong d6, méi slide
duoc trinh bay bang biéu tuong slide xuat hién bén trai cua tiéu dé. Tir Outline View
c6 thé thém méi, xo6a slide, chinh sitra noi dung cua slide va sap xép trinh tu cua
slide. Ctra s6 ndi dan mau (Color) hién thi phién ban thu nho cua slide dang tao,
cho phép thuc hién nhirng thay d6i ma khong can phai tro lai Slide View.
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[Hinh 15-1. Outline View trong Microsoft Word][53]

Thém mét slide mai bang cach chon noi mudén thém va kich vao ntit New Slide.
Hoic bat dau mot dong méi ¢ vién ngoai cao nhat bang cach an ENTER ¢ cuoi cua
dong truéce do, van ban dau tién sé la tya dé cua slide.

Néu can di chuyén vin ban tir slide nay tdi slide khac, ban cé thé thyc hién bang
cach chon van ban va kéo no tai slide d6 trong Outline View.

Néu can thém vai vin ban b6 sung vao mot slide hién tai, ¢ thé sir dung CTRL
va ENTER vao cudi dong tya de, khi do, sé tu dong xuat hién dau cham dau dong va
cho phép nhap dong tiép theo.



Dé thay doi trinh tu cua slide, nén chuyén téi Slide Sorter View. Pé x6a slide
trong Slide Sorter View, ban chon slide can xda va 4n phim DELETE. Slide Sorter
View ciing cho phép ban tao chuyén tiép gitra c4c slide trong bai thuyét trinh bang
cach sir dung nut Slide Transition.

Trong Outline View, ban c6 thé tap trung vao noéi dung trinh chiéu, vin ban va
sap xép. Str dung Slide View dé lam viéc vdi hinh thac cta bai trinh chiéu, cho phép
xem xét tong quan, vé mau sac, dién mao chung va bé tri slide phu hop.

e. Lvu mét bai trinh chiéu

Trong Notes Page View ban c6 thé tao ghi chii vé mdi slide trong bai trinh chiéu.
Nhirng ghi cht nay c6 thé 1a cau tra 1o hoac ban tin cho khan gia.

Slide xuat hién dudi hinh thuc cia mot to gidy, voi phan phia duéi danh cho ghi
chi. Dé tao ghi ch1, ban c6 thé kich vao trong hép ghi chil dé con tro xuat hién.

Khi da tao xong bai trinh chiéu, ban luu né lai bang cach kich vao File Menu va
sau do kich vao Save hoac Save As.

Hop thoai Summary Info cho phép thém binh luan hoac van ban miéu ta khac
cho tép tin trinh chiéu dé c6 thé tim kiém sau d6. Ban c6 thé thém binh luan vé viéc
ban tao trinh chiéu nhu thé ndo, hoic tén ctia nhirng phong ban khac c6 thé sir dung
tép tin, hay nhirng thong tin bao gom tén tac gia, tir khoa va tya dé cua trinh chiéu.

g. Chay trinh chiéu slide

Mot tinh ning hap dan ciia PowerPoint 14 c6 thé trinh chiéu slide bat ctr khi nao
ké ca dang trong qua trinh tao slide.

Slide Master diéu khién dinh dang cho méi slide trong thuyét trinh. Vi dy, khi
mudn thay doi kich thuéc tua dé coa slide, chi viéc thay doi khu vue twa dé mot lan
trén Slide Master.

PowerPoint cho phép xem nhiing ban gc khac nhau twong tng véi nhitng cach
quan sat cong viéc khac nhau. bieu nay gitip ban quan sat cach sap xép khuén mau
va dua ra cach dinh dang lai van ban trén ban goc.

h. Khu6én miu PowerPoint

Mot khuoén mau 1a mot bai thuyét trinh ma dinh dang luoc do mau va cach sap
xep ¢6 thé duogc ap dung cho nhirng bai thuyét trinh khac. Trong PowerPoint c6 rat
nhiéu khuoén mau duoc thiét ké chuyén nghiép c6 thé st dung khi tao trinh chiéu



slide moi.

Sau khi tao phan trinh by, ban c6 thé luu lai dé sir dung trong nhitng trinh bay
khac bang cach 4p dung khuén mau cho tép tin mai.

Thay d6i khudén maiu 13 cach tic dong dé dinh dang lai toan bo phan thuyét
trinh. Khi thay d6i khu6én mau, tit ca nhing stra d6i dinh dang thuc hién véi Slide
Master, ké ca kiéu, c&, phong chit, mau sic, vi tri vian ban déu duoc cai dit lai. Tuy
nhién, nhitng thay d6i véi ting slide s& duoc gitr lai dit da thay d6i khu6én mau.

g. Truyén théng trre quan

Truyén thong truc quan cd thé 1ay tir nhiéu nguon nhu cic doan clip nghé thuat
hoic CD - ROM hinh anh hay tir nhing cong ty cung cap hinh anh hoic may tinh.
Hinh mau (clip art) 12 mot trong nhirng nguén hinh anh duoc st dung pho bién
nhat hién nay.

DPé mo nhirng tép tin nay, sir dyng lénh Clip Art trén trinh don Insert.

Mot hinh anh duoc dan vao slide c6 thé duge thuc hién bang cich di chuyén
hoic tao lai kich thuéc dé phu hop véi yéu cau. Tranh dung nhiéu hinh mau trong
mot slide,gay ra sy 1on x6n va anh huéng khong tot toi thong diép.

Ngoai viéc tao Clip art, d hoa c6 thé duoc tao trén may tinh bing cach st dung
chuong trinh vé, nhu Microsoft Paint, hoac Adobe Photoshop.

C6 thé két hop video vao trong bai thuyét trinh don gian nhu dé hinh @ hoa
trén man hinh. Ngoai hinh anh va video, ban ¢6 thé sir dung am thanh dé gay thém
hiéu tng trong truyén tai thong diép.

h. Lén ké hoach thuyét trinh
Khi chuan bi thuyét trinh, ban phai cht ¥ dén nhirng van dé sau:

- Xae dinh muc dich: Viéc nay tra 16i cho cAu hoi: Ban mong muén hoan
thanh cai gi? Muc dich cua ban la thuyét phuc hay chi dé thong bao? Ban muon
khan gia tham gia thao luan hay chi don thuan thu hat sy quan tam cua ho.

- Hay lam don gian: Bit ké muc dich thuyét trinh 12 gi, hay luén 1am né don
gian va tap trung. Mot thong diép don gian va roé rang sé c6 anh huéng 16n hon toi
khan gia va hiéu qua hon. Khi trinh bay vé mdi chu dé hay chac rang thong tin trén
moi slide rd rang va dé hiéu.



- Sip xép ngi dung theo chii dé cé bit diu, phan giira va két thic. Hay
tap trung va sap xép cac ¥ theo két luan logic. Nhirng 1y 1& va logic day du da duoc
chung minh 14 phuong phép hiéu qua nhat.

- Thiét ké in twong: Hiy thiét ké trinh bay cua ban theo mot duong cong an
tuong. Hay thu hut sy quan tam cua khan gia dén tan khi két thic thong diép, dua
ra két luan chinh khi thu hat dugc su chi ¥ cua tat ca moi nguoi.

. Lén ké hogch vé lwa chon phuong tién. Hay 1én ké hoach vé phuong tién
cho phu hop v6i méi truong va khan gia nhat. Ban c6 can phai chuan bi gi nhu tai
liéu hoic thong tin bo sung cho khan gia khong?

- Hay chit y dén khan gia. D6i tuong chinh coa bai thuyét trinh 1a nhan vién,
khach hang, doanh nhén, chuyén gia hay 1an 16n? Ban biét hét nhirng ngudoi nay
hay toan 13 nguoi la? Quy mé cua khan gia thé nao, it hay nhiéu? C6 méi lién hé véi
nhau vé t6 chirc khong? Pong thoi, ban cling phai can nhic su than thudc cia khan
gia v4i cha dé. Néu ho khong quen hoic néu chu dé 1a vé van dé ky thuat, hay trinh
bay cac noi dung mach lac va tién hanh theo chudi.

- Piéu khéng thé bé qua la viéc luyén tip. Ban c6 thé tap truée bang thuyét
trinh v&i dong nghiép hoidc ban bé. Ngoai viéc gitdp ban trinh bay trdi chay hon, ban
bé c6 thé dua ra nhitng nhan xét hitu ich, dé ban diéu chinh cho phu hop hon.

Ngoai nhitng budce chuan bi trén, ban nén kiém tra lai toan bo bai thuyét trinh
truge khi trinh chiéu; cfing chuan bi ké hoach du phong trong truong hop may tinh
hoic c4c thiét bi khac bi hong. Két thtic phan thuyét trinh, hay tong két lai xem diéu
gl ban da 1am tét, diéu gi chua tét, cAc tinh hudng thyc té phat sinh va cach xu tri dé
lan sau c6 két qua tét hon.
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MOT SO LOAI VAN BAN THUONG SU
DUNG TRONG CONG VIEC HANH
CHINH

16
THU KINH DOANH

Bét chap su phét trién khong ngung cua cac hinh thuce truyén théng hién dai nhu
dién thoai va thu dién tir, thu kinh doanh van c6 tam anh huong nhat dinh.

Ngay nay, du giao thong da duoc cai thién, nhung khong phai khach hang hay
ddi tac co6 thé ngay lap tac dén tan vin phong hay tru so ciia nha cung cap. Nhat 13
khi cuong do cong viée duge day cao, viée di chuyén va gip mat truc tiép s& tén
nhiéu thoi gian ma chua chic da mang lai hiéu qua nhu mong doi. Vi vay, “guong
mit” ma khach hang va déi tac gip ban dau, thuong xuyén chinh 13 thu tir cua cong
ty.

Mot 14 thu trinh bay khong chuan muc, 16n x6n hoic c6 nhirng sai s6t co ban vé
ngit phap hay chinh ta s& dé lai an tugng x4u vé san pham, dich vu va chinh cong ty
cung cap. No6i cach khac, mot 14 thu trinh bay khoa hoc, trang trong, cau chir rd
rang, dang vin pham sé& khién khach hang cling nhu déi tac hinh dung vé mét cong
ty hién dai, c6 t6 chuc va thanh cong.

Viéc viét thu chiém it nhat mot phan ba thoi gian giai quyét cic cong viéc vin
phong cua ban. Bat ky k§ ning nao ban c6 hoic cai thién trong linh vyc nay khong
chi gitp ban lam viéc nhanh hon, hiéu qua hon ma con nang cao kha nang thang
tién cua ban.

1. Phong cach thu tir

Néu 14 ngudi méi thi ban sé khong duoc quyét dinh phong cich thu tir st dung
trong cong ty. Mot phong cach c6 thé da dinh hinh truéc d6 sau rat nhiéu thur
nghiém.



Theo d6, ban sé& duoc huéng dan phong cach trinh bay va viét thu. Nhiéu cong ty
c6 nhimg quy dinh r6 rang vé: hinh thue trinh bay (kiéu chi, ¢ chit, 1é, cAch dat
tiéu dé, chir ky, khau hiéu, biéu tuong,...), vin phong (trang trong hay than mat),
v6i mot s6 thu con c6 thé cd6 mau sin, chi viée thay tén déi twong va ngay thang...

Trong truong hop ndy, ban hay doc k§ quy dinh va tuin thu cac quy dinh d6. bé
chac rang cong viéc minh 1am 13 hop 1¢ va khong gy ra bat cir sai sot ndo, hay 4p
dung c4c mau thu c6 sian hoic tham khao ¥ kién ctia nhitng nguoi 1am trude truée
khi gtri di mot thong diép chinh thiec.

2. Cac phin co ban cia the kinh doanh

Mot thu kinh doanh bao gém c4c phan co ban nhu sau:

- Ngay thang: duoc dit khoang tir dong tht hai téi thtr sau ké tr dong cudi
cung cua phan in dau giay viét thu. Do6i vai thu tir tieng Anh, nén viét ngay thang

theo dang: January 1, 2006; con trong tiéng Viét, ngdy thang thuong duoc di kém
véi dia diém: Ha Néi, ngay 25 thang 6 nam 201o0.

- 86 tham khdo: 1a cach danh sé thu tur, vin ban, tai liéu coa coéng ty ban,
thuong dugce viet phia dudi dong ngay thang.

- Ngwoil nhdn: néu gui thu cho t6 chure, nén ghi tén t6 chtrc d6 trude, sau do
mai dén tén nguoi nhin, nhd ghi day du ho tén, chire vi (néu co).

- Loi chao: mot dong sau dong tén nguoi hoic t6 chire nhén thu.

- Dong chii dé: dua ra mot cai nhin tong quat vé noéi dung thu, c6 thé ngay sau
161 chao hoac cung dong vai 101 chao.

- Théng baGo: phan than cua thu gom nhiéu chia doan, theo timg noi dung cu
the.

. Lot két: khoang hai dong phia duéi dong cudi ciing cua thong bo.

- Chit ky: duoc xép thang hang véi cau két, c6 thé gom tén va chie vi hoic chi
c6 chir ky.

- Tai bitt: khoang hai dong dudi vn ban cudi ciing trén trang giay, ky hiéu P.S
va sau db la mét cau ngan. Nhin chung, trong thu kinh doanh thi han ché phan
nay, tru treong hop muon cht y cia nguoi nhan vé mot dieu gi do.

3. Dong ngay thang



Trong vin ban tiéng Anh, néu tén va dia chi cong ty in dau thu ¢ chinh giira thi
dong ngay thang c6 thé dé vé phia 1é phai. Khi gidy khong c6 phan in dau thu, dong
ngay thang duoc trinh bay theo chuan va 1a mot phan cua tiéu dé ba dong, bao gom:
dia chi nguoi viét thu va ngdy thang viét thu:

1501 Guadalupe St
Austin, Texas 78702
May 27, 2004

Con trong vin ban tiéng Viét, dong ngdy thang duoc dé & ngay dudi phan dau
thu bén tay phai hoac la dé ¢ dudi cung, sau phan két thic thu va trén chir ky.

Khong dé tén cia nguoi viét vao phan tiéu dé trén vi tén thudc vé phan két cua
thu.

Khi ghi ngay thang, khong viét tat tén thang hay s dung chir s trong viin ban
tiéng Anh. Chi st dung sb cho ngay, khéng thém nd, d, rd, st hoic th.

Duing sai Duing ding
May 27th, 2005 May 27, 2005
June 22d, 2005 June 22, 2005

Ha Noi, 13/06/2010 Ha Noi, ngay 13 thang 6 nam 2010
4. Pia chi bén trong
Tén va dia chi cua nguoi nhéan can chinh x4c nhu duge ghi trén bi thu.
Néu dia chi dai va phai dung dén hon hai dong thi hay dat phan it quan trong

hon lén trén:

Toa nha ...

Khu biét thu...
S6..., Puong..., Quan ..., Thanh phé...

Néu dia chi 1 cia mot ca4 nhin trong mot cong ty, hay ghi tén coa c4 nhan va



chtre vu trudce, tén céng ty & bén dudi, cAch dong don. Néu dia chi dai va phai ghi
trong hai dong thi thut dong thir hai ba dau céch:
Ong... - Gidm dbc Kinh doanh
Cong ty...
S6..., Puong..., Quan ..., Thanh phé...

Khong bao gio viét tit tén coa cong ty trir khi tén ding ky cua cong ty viét tat
nhu: Co, Inc, hoic &..., va nhirng viét tat nhu vay duoc chi ra trén phan in dau giay
viét thu chinh thirc cia cong ty.

Nhitng quy dinh vé ghi tén nguoi, chic vy, tén coéng ty/ tap doan, sé6 nha, duong
pho,... trong van ban tiéng Anh c6 thé tham khao trong cuén So tay tieng Anh
trong cong viéc hanh chinh do Cong ty Sach Alpha xuat ban nam 2010.

5. Chirc vu
Trong viét thu kinh doanh, ban khong duoc viét tat chie vu.

Dong thoi, cling phai can than khi viét thu cho nguoi nam gir nhiéu chuc vy
cung lac. Hay st dung chirc vu cao nhat cua ho, trir khi dé tra 161 mot thu cta nguoi
do ky duéi mot chie vu khac.

Khi giri thu t61 mot phong ban cua cong ty, hay dat tén cong ty ¢ trén, tén phong
ban ¢ dong dudi:
Cong ty...
Phong Kinh doanh

Sé..., Puong..., Quan ..., Thanh phé...

Trong vin ban tiéng Anh dong ghi dich danh nguoi nhan dit cach hai dong dudi
dong cudi cua tén va dia chi nguoi nhén, thang 1é trai coa thu hoic ¢ chinh giita
trang gidy. Khi doan viin duoc thut dong, dong ngudi nhan dugce dat vao chinh gitra
cla trang giay.



Can can than khi ngudi nhan 1a nit va ban st dung tir xac dinh giéi tinh truéce tén
(Ms. hay la Mrs.). Bé chiac chan, ban ¢6 thé goi dién hoi lai.

Dung sai Dung dang
Johnson Smith & Company, Inc. 1500 Main Street Johnson Smith & Company, Inc. 1500 Main
Greenville, Texas 75401 Attn. hodc Attention: Mr. Street Greenville, Texas 75401 Attention Mr.
Horace Wauson Horace Wauson

Trong vin ban tiéng Viét hién nay, hau hét déu dung Ong/Ba trudc tén dé bay to
su trang trong.

6. Loi chao

Trong van ban tiéng Anh, thuong c6 16i chao, duoc dit cach dong dia chi nguoi
nhan hoic dong nguoi nhan khoang hai dong. Tir dau tién cua 101 chao bat dau bang
chir in hoa, giéng nhu tén nguoi nhan. Trong thu kinh doanh, sau 1oi chao thuong
1a dau hai cham (:). Trong nhirng thu tir cA nhan, sau 1i chao 1a ddu phay (,).

Dear Governor Thompson:

My dear Mrs Thomas:

Dear Jane,

Do6i khi, ban dugce yéu cau viét thu khong phai cho mét c4 nhan hay cong ty cu
thé, ma la mot 14 thu gidi thiéu, thi sé sir dung chir in hoa cho 161 chao:

TO WHOM IT MAY CONCERN

Con trong vin ban tiéng Viét thi khong c6 dong nay, sé& tap trung ludén vao noi
dung.

7. Dong chiu dé

Dong chu dé coa thu dé phan loai hoic dit tiéu dé cho thu. Dong chu dé c6 thé
duoc dat ¢ chinh gitra dé thu hat su cha y, nhung thuong dugc dat thang vai lé trai,
phia dudi cia dong ngudi nhan.

Ban c6 thé gach chan dong chu d¢, nhung néu dong chu dé dai hon mot dong thi
khéng nén sir dung
gach chan.



Hay dat cha dé ngan gon nhung c6 ¥ nghia dé co thé tac dong tdi nguoi nhan.
Néu thu vé mot don hang mua lya, ma dong chu dé chi ghi don gian 1a “Lua” thi sé&
chiang thu hat duoc sy quan tAm cua ai ca. Tuy nhién, néu dong chu dé 1a: “Lua
dwoc tra lai - Don hang sé 8939.” thi nguoi thu ky khi mé thu sé ngay lap tuc
chuyén no6 téi nguoi chiu trach nhiém trong cong ty.

Thoéng thuong, trong vin ban tiéng Viét, chu dé thuong duogc bat dau bang tir Vé
viéc, viét tat V/v hoic V.v. sau d6 1a ghi chu dé. Vi du: V/v. Ky két Hop dong sé...

8. N¢i dung

Trong phan noéi dung thu, trude tién phai xem xét bd cyc tong thé cua 14 thu. Ban
phai xac dinh do dai, ngan cua thu, cac y chinh va nhitng diém muon nhan manh,
cach bo tri cac doan trén trang giay.

DAy 14 phan quan trong nhat cia mot 14 thu, ban nén trinh bay ngin gon va dé
hiéu. C6 thé phan 16n thu kinh doanh 1a c4c thu quan trong, nhung hay soan thu
véi mot giong van trang trong chir khéng qua kho cimg, nén tao ra khong khi thoai
mai nhu mét cudc tro chuyén.

Do dai cia thu tiy thude vao noi dung muén truyén tai. Nhung néu trong thu co
qua nhiéu van dé thi nén tach ra thanh nhiéu thu, mdi thu mot hoic hai chu dé
tuong thich. Tranh nhitng 14 thu qué dai, nhiéu noi dung 1am nguoi doc bi phéan tan
va cfing khong qué ngan, 1am nguoi nhan c¢6 cam giac bi xem nhe.

9. Két thic thu

Trong vin ban tiéng Anh, khi 101 chdo 1a “Dear Sir” hoic “My Dear Sir”, thi loi
két c6 the 1a “Yours truly” hoac “Very truly yours”.

Néu trong thu 12 méi quan hé c4 nhan thi c6 thé dat “Sincerely” hoac “Sinceryly
yours”, khong bao gio sir dung cidc cum nay trong thu gui t6i coéng ty. Cum
“Respectfully yours” chi xuat hién trong nhitng thu gui téi nhirng nguoi c6 thé luc
duoc thira nhan hodac trong thu trang trong.

Tranh dung nhirng ciu ca tung nhu: Yours for lower prices hoac Iremain,
Cordially yours va nhitng cum tir vdi nhiéu ham y khéc. Trong cuén Sé tay tiéng
Anh trong céng viée hanh chinh ciing da néu nhing 16i sdo mon kiéu nay,
ban nén tham khao dé tranh diéu nay.

Trong vin ban tiéng Viét, két thic thu c6 thé 1a nhimg cum nhu: Tran trong,
Tran trong cam on, Chan thanh cam on,... Tuy tinh chat cua tirng thu ma sir dung
cum tir hop 1y, ¢6 thé ¢6 nhirng thu khong can sir dung.



10. Chir ky

Trong vin ban tiéng Anh, néu trong phan noi dung, nguoi viét chi dé cap toi chu
thé 1a ching t6i (1a cong ty) ma khong c6 yéu té ca nhan thi chir ky s& gom tén cua
cong ty ¢ phia dudi cau két, khoang tréng cho chir ky cua nguoi viét, tén cliing voi
chtre vy ciia nguoi viét. Toan bo chir ky duoc trinh bay thanh khéi, bat dau dudi chir
cai dau tién cua 1oi két. Vi du:

Very truly yours,
GRAM’S QUILT COMPANY

Evelyn Wauson, President

Khi thu dé cap tsi chu thé 1a cA nhan nhu t6i, cta toi thi tén coa nguoi viét sé di
kem véi chire vy, khong ghi tén cong ty.

Very truly yours,

Evelyn Wauson, President

Déi voi viin ban tiéng Viét, néu trong thu noéi ro 1a cong ty thi cudi thu sé ghi 16
chirc vu ¢ 1€ phai cua thu:
Thay mat Cong ty
Giam déc
(chir ky)
Nguyén Anh Tuan

Néu nguoi viét thu véi tu cach cd nhan, néu r6 nhém/bod phan ho dai dién thi
cuoi thu cé thé ghi ro tén nguoi, nhom/bd phan ngay dudi dong cudi cua thu, vé
phia 1é€ phai:



Truong B6 phan Ban hang
(chix ky)
Nguyén Thi Cam Nhung

11. Mot s6 luu y khac
a. Tai liéu dinh kem

Néu thu c6 tai liéu dinh kém, ban nén nhic dén tai liéu nay ¢ phia duéi phan ho
tén khoang hai dong. Diéu nay gitip bo phan gui/nhan thu phén loai thu cht ¥ hon,
tranh mat mat, that lac. Ngoai ra, diéu nay ciing gitip nguoi nhan thu gitt noéi dung
cia thu di kém véi nhau, khi can thiét c6 thé khong phai doc noi dung thu ma chi
xem phan tai liéu.

Ciing tuong ty nhu vay, trong vin ban tiéng Viét, phan dinh kém cé thé duogc
nhic dén trong noi dung thu, khi c6 thong tin lién quan, thuong duoc trich dan
bang cau “Chi tiét trong tai liéu dinh kém”. Tai phia 1é trai, phia dudi phan ghi chire
danh khoang hai dong, ghi ro:

Tai liéu dinh kém:
e HoO so moi thau

e ToOm tit du 4n

b. Tai bat

Doi khi, c6 thé sir dung tai buat, dit ¢ phia dudi, sau ho tén ho hoic dudi chir ky
hoic tén ho viét tat tham chiéu hai dong, mo dau bang: P.S. dé dwa thém mot sé
thong tin. Khéong dung tai bt dé thém nhimg gi 3 quén khi viét thu, thay vao doé
hay viét lai thu.

Trong vin ban tiéng Viét cling vay, phan tai bt dé cung cap thém thong tin cho
nguoi nhan, kiéu nhu:



T.B. Déi v6i mang san pham cua ching t6i tai khu vuc A, c6 thé lién hé véi Pai
Iy B (dia chi, dién thoai) dé biét thém chi tiét.

c. Xem lai tong thé

Doi v6i ca vin ban tiéng Viét cling nhu tiéng Anh, trude khi in hoic gui thu di,
hay xem lai tong thé btc thu nhu khi duogc trinh bay trén gidy. Ban c6 thé st dung
phan Print Preview dé xem vin ban. Truéce hét, doc tir dau dén cudi, dé hinh dung vé
b6 cuc, két cdu vin ban, va ngir nghia. Nhirng phan nao chua sang to thi 1am rd
thém, nhitng phan nao chi dé dua day, khong quan trong/can thiét, c6 thé rit gon
hoic x6a bo. Buée cudi ciing 1a kiém tra lai chinh ta, ngir phap, ddu chidm cau.

Thu kinh doanh nén duoc gap gon gang va chinh xac. Cac canh bén phai khop
nhau, c6 gang gap thu it nhat c6 thé, dé khép voi bi thu. Piéu nay gitip nguoi nhan
c6 thé 1ay thu ra khoi bi thu va doc thu ngay, dong thoi, ciing tranh qua nhiéu nép
gap, 1am nhau va nhoe chir trén thu.

bicu luu y cuoi cung, nén nhé rang day la an tuong dau tién cta nguoi nhan ve
to chure coa ban.



I7 )
THU KY HANH CHINH VIET THU

1. Lap két hoach viét thu

Pé tranh dai dong ban nén tip trung vao nhing ¥y tuong chinh, st dung tir ngir rd
rang, thuyét phuc nguoi doc, va 1én ké hoach viét thu truée khi bat dau.

Truée hét, phai tra 101 cAc cAu hoi: L4 thu nay duoc viét nham muc dich gi? Cho
ai? DPay la thu dua thong tin hay yéu cau théng tin? Hay yéu cau hanh dong? Ngoai
nhing phan trinh bay trong thu, con c6 dir liéu nao bén ngoai khong?

Nguyén tic trong phan nay 1a xac dinh chua dé thu. Xuat phat tr muyc dich viét
thu dé x4c dinh chua dé. Néu cé qua nhiéu muc dich, hiy chia thanh céc thu khac
nhau, méi thu chi chra tir mot toi hai chu dé, dé tranh phan tan néi dung cling nhu
gip rac réi trong trinh bay.

2. Chon giay

Viéc chon gidy rat quan trong trong lién lac bang vin ban. Giay va bi thu c6 rat
nhiéu kich ¢, mau sac va chat lugng.

Ban c6 thé st dung gidy tring thuong, khong c6 phan in dau gidy vé thong tin
cong ty. Dbi v6i loai nady, nén chon loai gidy tét nhat vé do day, do tring. Néu sir
dung gidy d3 in sin phan dau (letter head) chuyén dung dé viét thu thi ban hiy
chuan bi sin mot mau thu phu hop véi loai gidy nay.

3. Bi thu

Bi thu c6 rat nhiéu kich thudc, nhiing bi thu an toan thi c6 thém do day de tai
liéu khong thé doc dugc qua bi thu khi dé dudi nguon sang. Bi thu c6 tré cua so
bang nhya dé hién thi dia chi ghi bén trong thu ma khoéng can phai in dia chi bén
ngoai roi dan vao hoic ghi tay.

Dia chi cin c6 nhirng muc sau: tén, chirc vu, cong ty/t6 chire, dia chi (ghi o phd,
s6 nha, phuong, quan, thanh pho/tinh...) Nén viét hoa nhirng chir cai dau tién trong
moi tir dia chi.

Trén bi thu ludén ghi dia chi héi dap dé phong truong hop thu thit lac, nguoi
nhan chuyén di noi khac,... thi c6 thé gii nguoc tro lai cho ban. Phan dia chi nay



thuong dugce dat ¢ goc trén cung bén trai cua bi thu.

V6i Microsoft Word, ban c¢é thé in bi thu cho viée gui thu dai chting bang cach
lay dia chi tir danh sach dia chi. Budc dau tién 14 tao mét vin ban tréng, sau do, trén
trinh don Tools kich vao Letters and Mailings, chon Mail Merge, hop thoai Mail
Merge hién ra, cho phép ban chon loai thu hoic bi thu dé in miu thu, dia chi hoic
bi thu.

4. Mot s6 meo soan thio thu
a. Hay thiang thin

Ngay trong dong noi dung dau tién, hay dé cap dén muc dich viét thu dé nguoi
doc biét 1a thu nham vao van deé gi; sau do, tiép tuc vai nhirng giai thich can thiét.

b. Hay chi dong va truc tiép

Str dung giong vin chu dong, tir ngir goi sy huong tng lac quan. Hiy viét sao cho
gibng nhu ban dang noéi truc tiép véi nguoi doc tir quan diém cua nguoi doc chur
khong phai coa ngudi thr ba nhin vao. Thé hién duoc diéu nay sé khién nguoi tiép
nhan thong tin cam thay duoc ton trong, thu hit su chi ¥ va chuan bi viée tra 1oi
thu.

c. St dung ngon ngir trung tinh

Trong thu kinh doanh, khong thé hién nhiing binh luan thong minh, su sac sao
hay ding tiéng 16ng. Diéu nay khién nguoi tiép nhan cam thay sy thiéu khiém tén
hoic khéong duge ton trong. Chua ké dén viéc str dung tiéng 16ng con cb thé khién
ngudi doc hiéu sai nghia. Pong thoi, ban cling nén tranh viéc thoi phong, ché nhao
hoic binh luin xtc pham dén bét ctr t6 chtre, cA nhan cling nhu san pham nao, nhat
14 cua d6i tha canh tranh.

d. Xac dinh rdé danh tinh nguwoi viét

Ngay tir dau, xac dinh xem ai 14 ngudi sé ky tén dudi thu dé soan thao cho phu
hop. Néu sép ban thich cac 14 thu duoc viét dudi tén cua sép, hay sir dung ngdén ngir
va phong céch riéng cua sép. Néu sép doc thu cho ban ghi chép ngin gon, stc tich,
chi tiét thi thu phai thé hién dugc diéu dé. Chir ky sép c6 thé 1a miu dau chir ky
hoic ¢6 ban mém duge quét dé sin trén may tinh dé ban c6 thé in ra luon.

Khong bao gio sir dung nhimg cym tir nhu: Ky thay mat Giam déc Cong ty. Do 1a
xac pham do6i véi nguoi nhan, thé hién rang sép cia ban khéng quan tam va khong
danh thoi gian doc va ky vao thu.



Con néu ban viét thu thay mit sép va dung tén cia chinh ban, hay thé hién ro
vai tro cia minh, sau chir ky hay dién tén va vi tri ban nam gitr. Piéu nay khién
nguoi doc thay dugce tam voce cta cong ty ban.

5. Mot s6 kiéu thu théng dung
a. Thu hen gap va thue théng bao nhéin

Thu k¢ hanh chinh c6 thé soan thu yéu cau mét cudc hen cho sép hoic thong
bao nhan dugc nhirng 14 thu giri téi. Trong thu, ghi ro 1y do cho cudc gap, thoi gian,
dia diéem gip va yéu cau xac nhan.

Doi v6i thu thong bio nhan, néu 1a thu dé nghi cudc gip thi trao do6i voi sép dé
xac nhéan cudc hen. Néu sép ban vao thoi gian dugc yéu cau thi hay dé nghi mét thoi
gian khac va yéu cau xac nhan.

boi véi nhitng thu vé noi dung khac nhung sép chua tra loi duge, ¢ thé viét thu
dé xac nhan da nhan dugc va hen sé€ ¢6 tra loi vao thoi gian ma sép da dong y; néu
chua biét vé thoi gian cu thé, hay viét rang s€ hoi dap trong thoi gian sém nhat.

b. Dit ché

Trong thu viét cho khach san dé dit chd trude, ban hiy cung cip du thong tin vé
phong mudn dit: kiéu phong, loai phong, nhirng yéu cau dic biét (vé tim nhin, su
yén tinh,...); tén coa nguoi luu tra; ngdy gio nhan/tra phong. Pung quén yéu cau
viéc x4c nhan bang vin ban.

Déi vai viée dat vé may bay, tau xe, hdy gitt mot mébi quan hé than thiét véi mot
dai Iy vé may bay hoic du lich, dé khi can thi c6 thé yéu cau ho diat ché ma khong
can thu. Tuy nhién, dé tranh nhing sai s6t c6 thé xay ra, hay cb gang giir thong tin
lién lac bang vin ban hoic qua thu dién tir ¢ x4c nhan su trao d6i cua ban.

c. Thu tiép theo thu truée

Trong mét sé vin phong, thu ky hanh chinh sir dung mét hé so lién tuc dé kiém
tra nhirng hoi dap bi hodn sau mét quang thoi gian nhat dinh. Khi ban viét mot 14
thu tiép theo thu trudc, nhé dé cap dén thu cfi, nhic lai néi dung ciing nhu ngay
thang va c6 thé kém theo mét ban sao néu thu c6 nhiéu chi tiét hiru ich dé nguoi
nhan khéng phai tim lai thu cii.

Néu c6 nhiéu thu phai viét lién tiép, thay vi soan tung thu nhéic nhé riéng, hay
chuan bi mét mau yéu cau chung, ban chi viéc dién théng tin chi tiét vao do.



d. Thu riéng

Ban sé& thay rat nhiéu thu trong “ngin hang thu” cua sép 14 thu riéng, du van lién
quan dén cong viéc, boi 12 quan hé riéng nhung véi doi tic hoic khach hang,
thuong 1 nhitg thu nhu: chdc mimng, chia buén... Nhitng 14 thu nhu vay rat kho
viét, vi chting phai thé hién tinh chan thanh, than thién.

Ban c6 thé tham khao mot s6 mau thu riéng tu trong phan Phu luc 2.
e. Thu tir chéi

Trong truong hop huy bo gan sat ngdy dién ra sy kién, hay chuyén thu ngay lap
tic bang dich vu chuyén phat nhanh, fax hoic thu dién tir néu nguoi nhan & mot
thanh phé khac. Con néu khong kip, t6t nhat nén goi dién thoai trude khi thu toi
noi, dé tranh nhirng thiét hai khéng dang cé.

f. Thu bao va thu dién tir giira cac phong

Trong cong ty 16n thi rat nhiéu thu tir do cac phong ban khac hoic tir cac chi
nhanh & khap noi chuyén vé, c6 thé sé c6 mot nguoi lam cong tac van thu.

Hién nay, hau hét cic ghi nh¢ gidy da duoc thay thé bang thu dién tir. Tuy nhién,
van c¢6 rat nhiéu théng tin khéng phu hop dung thu dién tr, ma van dugc in ra trén
giay va chuyén t6i tirng nguoi hoac bo phan.

Ban ghi nhé nén duoc gui truc tiép dén nhitng nguoi nhan va phai ky hoac viét
tat tén nguoi giri. Néu ban ghi nhé ¢6 cac thong tin bi mat, hay gui trong phong bi
c6 niém phong.

6. Cac van bin thong dung khac
a. Bao cao

La thu ky hanh chinh, ban c6 thé dugce yéu cau lap rat nhiéu bao cdo khac nhau.
Mot vai bao céo c6 thé duoc st dung thuong xuyén va tao tir nhiéu ngudn thong tin
khac nhau. Péi v6i nhitng bdo cdo quan trong thi viéc cung cdp nguén thong tin cb
thé s& tir cac vi tri quan 1y, va chinh ho s& xem xét, chinh stra.

Vé co ban, thu ky hanh chinh c6 thé 1ap b4o c4o pho bién véi cac phan nhu sau:
101 gisi thiéu, noi dung, bang biéu, hinh minh hoa, bang cht giai thuat ngi,... Ngoai
ra, b4o c4o con co6 thé c6 phu luc, 16i cam on,... tiy thudce vao noi dung va muyc dich
cua bao cao.



B4o c4o c6 thé dugc dong quyén, cd bia chinh va bia gia. Trén bia phai c6 dau dé
va tén tac gia, dau dé nén duoc viet hoa. Bia c6 thé in trén giay cirng hodc giay mau.

Néu trong b4o cio c6 bang biéu, nén lap mot danh sach céc bang biéu ¢ phu lyc
phan dau bao cao, c6 danh s6 trang.

Néu bo cio sir dung hinh minh hoa, nén c6 mot danh sach sé hinh, s trang va
161 chi thich cho hinh vé trong phan noi dung cia bao cao.

Néu c6 tai liéu tham khio bd sung hodc ngudn tra ctru, nén dé cudi bdo cdo
trong phan tai liéu tham khao.

Trong b4o cio st dung tir viét tat hoic cac thuat ngir ki thuat thi nén c6 bang
chu giai ¢ ngay phan dau béo céo.

Néu bao cio dai v6i nhiéu noi dung va cac phan tinh bay, nén lap muc luc dé
nguoi doc tim dugce thong tin can thiét.

b. Thong cao bao chi

Khi viét mot thong cdo bao chi, nén bat dau nhimg ¥ chinh trudc, sau dé 1a
nhing chi tiét chinh lién quan, tir d6 trién khai nhiing chi tiét cu thé hon va cac
thong tin bo sung. Nhirng yéu t6 chinh can xem xét la: ai, cai gi, khi nao, ¢ dau va
tai sao.

Thoéng c4o b4o chi phai mang tinh chén thyc, dang cht ¥ va c¢6 nhiéu thong tin.
Tat ca cac chi tiét nén duogce kiém tra, doc va stra can than.

Thoéng c4o bao chi nén dugc in trén gidy vin phong; cach dong, ¢& chit va phong
chir r6 rang, dé doc.

Phan trén cung cua thong cdo bio chi dua cic thong tin lién lac véi tén, dia chi,
s6 dién thoai va thu dién tt. Cum tir Thong cao bao chi nén dit to ¢ gira trang,
dudi phan thong tin lién lac, c6 thé ghi ngay thang ¢ phia trén cum tr Théng cao
bao chi va dé sat 1¢ phai.

Cb gang trinh bay thong cio bao chi trong mot trang. Néu budc phai kéo thanh
hai trang thi phai danh s6 trang va dat mot dau de ngan ¢ phan Footer.

c. Bang biéu
Dé sap xép thong tin dé doc, ngan gon thi c4ch tot nhat 1a st dung bang biéu .

Trong phan mém Microsoft Word, c6 nhirng bang mic dinh cé hé théng 6 ke



ngang va doc, tiy sé cot va hang can st dung ma lya chon khi tao bang. Trong qué
trinh dién thong tin, c6 thé thém hang hoac cot néu can.

Tiéu dé cot thuong duge thém vao phan trén cia moi cot. Hang dau tién ciia moi
cot dugce hop lai thanh mot hang don deé liét ké dau de, cot dau dé nén in dam hoac
viét hoa.

Vin ban tiéu dé cling nhu cic vin ban khac trong bang biéu c6 thé in dam,
nghiéng. D¢ tang tinh hap dan cua bang biéu, c6 thé thay doi mau cua van ban va
thém hiéu ung t6 bong cho hang va cot.

St dung tinh ning duong vién va hiéu tng t6 béng cho toian bang hoic tung
phan cua bang; ban cling c6 thé thay doi kich thuéc hoac kiéu dang cita hé thong
duong ké.

Nén viét hoa nhiing tir dau tién coa mdi myc trong bang, doi véi vin ban trong
bang c6 danh sach can dugc danh s6 va hé thong dau cau giong nhu trong van ban
tai liéu thong thuong.

Khi chén bang vao mot bao cio, nén dé bang ngay sau doan vin ban dé cap toi
noi dung cua bang do. Tranh trinh bay bang thanh hai trang, néu can thiét hay bat
dau bang ¢ mot trang mai.

7. Soan thio va chinh sira

Déi v4i thu ky hanh chinh, viéc soan thiao mét tai liéu doi hoi nhiéu kién thuc
ciing nhu ky nang. Tuy nhién, ¢6 nhirng van dé sau ban khong thé bo qua: ngir
phap, chinh ta, do chinh xac, cac dau cham cau, hinh thuac trinh bay.

Trong mot s6 vin phong 16n, cong viéc soan thao vin ban cho timg bo phéan cb
thé do chinh nguoi cia nhém d6 dam nhiém, nham dam bao su chinh x4c vé noi
dung, ngir nghia, dic biét 1a tai liéu lién quan dén ky thuat. Sau d6, c6 thé chuyén
dén cho thu ky hanh chinh hoic nhitng ngudi dam trach vé thong tin nhu bo phan
truyén thong, quang cdo cia cong ty dé chinh sira hoan thién.

Déi véi nhimg vin ban théng thuong, nhu cic théng bao, thu moi chung cua
toan cong ty ¢6 thé do thu ky hanh chinh dam nhiém.

Déi v6i nhitng vin ban quan trong, c6 thé sép sé& 1a nguoi doc va kiém tra tai liéu
cuoi cung, sau do tra lai cho thu ky hanh chinh dé hoan chinh.

a. Stra ban thio



Dé chinh sta ban thao hiéu qua, nén st dung danh sich kiém tra sau khi sira

ban thao hodgc tai liéu nhu duéi day:

Panh sé tiéu dé va tiéu muc da phu hop, nhat quan chua;
C6 161 chinh ta nao khoéng;

Kiém tra lai c4c tén riéng duoc dung trong suét vin ban;
S6 trang vin ban, tai liéu da dugce danh sé ding chua;
Kiém tra dong ghi ngay thang;

Dau chim cau sir dung thé nao;

Céc chir in hoa tiéu dé da st dung nhat quan chua;

Danh muc sach tham khao thé ndo...

b. Xem xét lai biang dién tir

Ngay nay, chu yéu viéc stra lai ban thao déu duoc thuc hién trén may vi tinh, trén

chinh céc file géc do nguodi soan ban dau lap ra.

Trong chuong trinh Microsoft Word, hiy st dung tinh ning Track Changes dé

hién thi nhitng stra doi, b6 sung cua mdi lan thuc hién, cho phép nhiéu nguoi sira lai
va binh luin. Sau khi xem xét phan stra lai, ban c6 thé chap nhan hoac loai bé.

c. Doc va sira ban in thuw

bé viéc doc va stra ban in thir hiéu qua, tot nhat 1a sir dung danh muc kiém tra

sau khi doc va sura tai liéu trén file mém cling nhu ban in:

Tiéu deé va cac phan van ban khac c6 dong nhat trong 16i viét va cach trinh bay;

Kiém tra dong ngay thang, tén ho viét tat, ban giri kém va ky hiéu sao chép da
chinh xac chua;

Céc trich din tham khao thé nao;
DPinh dang chung ciia toan bo vin ban da nhat quan chua;
Tinh lién tuc ciia vin ban: c6 trang ndo, phan nao bi bo qua hay thiéu s6t khong;

Céac cau, chit, tir ngit 33 dang chinh t4, linh hoat chua; c¢6 bi trung lip hay téi



nghia khong;

Ngoai ra, tiy thudc vao tinh chit cia vin ban can doc thu, hay tu bo sung vao
danh muc kiém tra nhirng cha y khac hoac cac dac trung cua tai liéu do.

Nhu di néu ¢ phan trén, néu vin ban ¢ dang file mém thi st dung Track
Changes khi tien hanh chinh stra; néu ¢ dang ban in thir, hay dung mot chiéc bat do
dé chi r6o nhirng phan can thay doi, bo sung.

Doi voi cac van ban thong dung trong cong viéc hanh chinh vin phong c6 thé
tham khao cac mau tai Phu luc 1 va Phu lue 2 cuéi cuén sach nay.

Déi voi c4e vin ban tiéng Anh, c6 thé tham khao cuén So tay tiéng Anh trong
cong viéc hanh chinh (Cong ty Sach Alpha xuat ban nam 2010) dé nam dugc cac
cach trinh bay co ban va tranh céc 16i thuong gip trong sir dung tiéng Anh.



PHAN IV
NANG CAO HIEU QUA TRONG LAO
DONG VAN PHONG

I8
MOT SO CACH GIAM CANG THANG KHI
LAM VIEC TRONG VAN PHONG

Ngay nay, gioi lao dong vin phong chiém sé luong dong dao trong luc 1u0ng lao
dong cua moi quoc gia, viéc dam bao cho nguoi lao dong c6 nhirng diéu kién va moi
truong lao dong t6t nhat 1a bién phap hiru hiéu dé nang cao hiéu qua lao dong.

Khoa hoc nghién ciru vé lao dong chi ra ba khia canh vé noi 1am viée: vat chat,
moi truong va ca nhan. Yéu t6 vat chat tao ra su tvong thich gitta nguoi lao dong va
noi 1am viée. Yéu t6 moi truong bao gom tir &nh sang dén khoéng khi 1am viée. Yéu
t6 c4 nhan 14 nhu ciau nghi ngoi dinh ky cling nhu trong ngay 1am viéc dé phuc hoi
nang luong.

Nhan biét sém vé nhiing triéu chung thé chat cho phép thich nghi, tim kiém
gitip @6 va giam thiéu kho chiu. Néu ban cam thay mét moi, cing thang va kho chiu
& bat cit bo phan nao, hay hanh dong ngay lap tic dé loai bo nhitng cam giac do.
Diéu quan trong 1a phai chd ¥ dén nhitng dau hiéu va triéu chimg ban dau dé tranh
din dén nhirng ton thuong 1én hon sau nay.

Hay xem xét nhirng triéu chung sau:

- Ban cam thiy ngtra ran, té ctng hay lanh céng ¢ cac khop xuwong hay t chi.

- Luc cua tay yéu di hay mat di sy khéo 1éo.

- Ban gap kho khin khi van nam ddm cta hay gitr cAc vat khéc.

Néu ban giap nhing triéu chung nay ciing dung voi hét hoang, c6 thé noé chi

mang tinh tam thoi. Hoic c6 thé d6 chi 1a két qua ciia nhirng hoat dong giai tri nhu
choi thé thao qua stre, sai dong tac,... Con néu triéu chiung kéo dai thi nén can thiép



sém dé tranh nhing khé chiu kéo dai.

Tuy nhién, cho du 14 1am viéc hay giai tri, nén kiém tra nhitng yéu t6 nguy hai
trong hoat dong nhu sau:

- Ban tham gia nhirng hoat dong kéo dai, c6 cuong do cao ma khéng dugc nghi
ngoi;

- Ban lam viéc da sap xép khoa hoc dé c6 thé dé dang véi t6i dién thoai hay
nhing tai liéu tham khao chua;

- Ban thuong xuyén ngoi mot vi tri ma khong di chuyén, khong nghi ngoi, khong
van dong trong mot khoang thoi gian dai. Ban nén nghi ngoi it nhat mét lan it nhat
10 phuit méi tiéng;

- Ban phai diing qua nhiéu lyc khi cam bat hay bt chi;

- Ban phai thuc hién nhirng cong viéc yéu cau cuong do cao vé thi gidc ma khong
nghi ngoi

- Ban phai lam viéc ¢ noi c6 nhiét d6 thay doi 16n, nhiéu bui, gi6, anh sang yéu
hodc khong déu hay tiéng on qua mue...

1. Pi¢u chinh tur thé ngoi

C6 ba tu thé phu hop dé ngoi vao ban lam viéc. Ngoi thang 13 tu thé quen thuoc
nhat khi 1am viéc véi may tinh. Khi ngoi, goc gitta phan trén va dudi co thé ban
khoang 9o do. Lung nén dugc d va thang. Chan dit trén san hoic miéng dé chan.
DAy 14 tu thé tot nhat khi 1am viéc véi may tinh.

Vi tri ngdi pho bién tha hai 13 tya. Vi kiéu nay, ban tya lung vao ghé. Hay dam
bao rang toan bo lung duoc dd va mong khong hudng vé phia truée. Chan van dat
trén san hoic miéng dé chan. Pay 1a tu thé tét dé xem théng tin trén man hinh
hoic doc tai liéu.

Cach ngdi tha ba 13 nghiéng minh. Trong tu thé ndy, phan trén cua co thé sé&
thang dung trong khi phan dui nghiéng nhe, chan dit trén san hoic trén miéng dé
chan. Lung ghé dugc chinh gan nhu thang dung dé hd tro cho lung. Pay ciing 13 tu
thé tot dé 1am viéc voi may tinh.

Ban c6 thé thuc hién vai diéu chinh dé thoai mai hon nhu: diéu chinh d6 cao cua
cho ngoi, do cao cua tua lung, d6 nghiéng cua tua lung va cho dé tay.



Do cao cua ghé ngdi nén diéu chinh sao cho khuyu tay cua ban gan bang do cao
ciia ban phim. M6ng nén song song v4i san va chin dé thoai mai trén san. Piéu nay
giip moéng tranh bi nén va khong bi thiéu mau, cling gitp chan khong bi moi.
Dong thoi, cling gitp ban ngodi thang hon va tya lung trén ghé giam cing thang cho
phan lung duéi.

Diéu chinh do cao cua tya lung dé lung dudi ciia ban duoc do. Khi diéu chinh
dang, phan do ngang lung cua tua lung s€ phu hop v6i do uén cong cua Xuong song
dudi. Piéu chinh nay glup lung dudi duy tri d6 udn ty nhién va gitp xuong séng co
do nén tot, giam mét moi cho cac co lung.Ngay nay, giéi lao dong vin phong chiém
so lugng dong dao trong luc lugng lao dong ciia mdi quéce gia, viée dam bao cho
ngudi lao dong c6 nhimng diéu kién va moi truong lao dong tot nhat 1a bién phép
hiru hiéu dé nang cao hiéu qua lao dong.

Khoa hoc nghién ciru vé lao dong chi ra ba khia canh vé noi lam viée: vét chat,
moi truong va cA nhan. Yéu t6 vat chit tao ra su tuong thich gitta nguoi lao dong va
noi lam viée. Yéu t6 moéi truong bao gom tir 4nh sang dén khong khi 1am viée. Yéu
t6 c4 nhan 12 nhu cau nghi ngoi dinh ky cfing nhu trong ngay 1am viéc dé phuc hoi
nang luong.

Nhan biét sém vé nhirng triéu chung thé chit cho phép thich nghi, tim kiém
gitp d& va giam thiéu kho chiu. Néu ban cam thiy mét moi, cing thang va kho chiu
& bat ct bo phan nao, hdy hanh dong ngay lap tic dé loai bo nhitng cam giac do.
Piéu quan trong 1a phai chd ¥ dén nhitng dau hiéu va triéu chimg ban dau dé tranh
din dén nhitng ton thuong 1én hon sau nay.

Hay xem xét nhirng triéu chung sau:

- Ban cam thay ngtra ran, té cing hay lanh céng ¢ cic khop xuong hay t chi.

- Luc cua tay yéu di hay mat di sy khéo 1éo.

- Ban gap kho khin khi van naim dim cta hay gitr cAc vat khéc.

Néu ban giap nhing triéu chung ndy cling ding voi hét hoang, c6 thé noé chi
mang tinh tam thoi. Hodc c6 thé do chi la két qua cua nhirng hoat dong giai tri nhu
choi thé thao qua suc, sai dong tac,... Con néu triéu ching kéo dai thi nén can thiép

sém dé tranh nhirng kho chiu kéo dai.

Tuy nhién, cho du 14 1am viéc hay giai tri, nén kiém tra nhitng yéu t6 nguy hai
trong hoat dong nhu sau:

- Ban tham gia nhirng hoat dong kéo dai, c6 cuong do cao ma khéng dugc nghi



ngoi;

- Ban 1am viéc da sap xép khoa hoc dé co6 thé dé dang voéi téi dién thoai hay
nhirng tai liéu tham khao chua;

- Ban thuong xuyén ngdi mot vi tri ma khong di chuyén, khong nghi ngoi, khong
van dong trong mot khoang thoi gian dai. Ban nén nghi ngoi it nhat mét lan it nhat
10 phtt modi tiéng;

- Ban phai diing qua nhiéu lyc khi cam bat hay bt chi;

- Ban phai thuc hién nhitng cong viéc yéu cau cuong do cao vé thi gidc ma khong
nghi ngoi

- Ban phai lam viéc ¢ noi c¢6 nhiét d6 thay doi 16n, nhiéu bui, gi6, anh sang yéu
hoac khong déu hay tiéng 6n qua muec...

1. Pié¢u chinh tw thé ngoi

C6 ba tu thé phu hop dé ngdi vao ban lam viéc. Ngoi thang 1a tu thé quen thuoc
nhat khi 1am viée véi may tinh. Khi ngdi, gbc gitta phan trén va dudi co thé ban
khoang 9o d6. Lung nén duoc do va thing. Chan dit trén san hoic miéng dé chan.
Pay 1a tu thé tét nhat khi 1am viéc véi may tinh.

Vi tri ngoi pho bién thr hai 13 twa. Voi kiéu nay, ban tua lung vao ghé. Hay dam
bao rang toan bo lung dugc d& va mong khong huéng vé phia trude. Chan van dat
trén san hoic miéng dé chan. Py 1a tu thé tét dé xem théng tin trén man hinh
hoic doc tai liéu.

Cach ngoi tha ba 13 nghiéng minh. Trong tu thé ndy, phan trén cia co thé sé&
thang dimg trong khi phan dui nghiéng nhe, chin dit trén san hoic trén miéng de
chan. Lung ghé dugc chinh gan nhu thang ding dé hd tro cho lung. PAy ciing 13 tu
thé tot dé 1am viéc voi may tinh.

Ban c6 thé thyuc hién vai diéu chinh dé thoai mai hon nhu: diéu chinh d6 cao cua
cho ngoi, do cao cua tra lung, do nghiéng cua tua lung va cho dé tay.

D6 cao cua ghé ngdi nén diéu chinh sao cho khuyu tay cia ban gan bing d6 cao
cia ban phim. Méng nén song song v4i san va chan dé thoai mai trén san. Diéu nay
giip mong tranh bi nén va khong bi thiéu mau, ciing gitip chan khong bi mai.
DPong thoi, cling gitp ban ngdi thang hon va tya lung trén ghé giam cing thang cho
phan lung dudi.



bicu chinh d6 cao cua tya lung dé lung dudi cia ban dugc d. Khi dieu chinh
dang, phan do ngang hrng cua tua lung s€ phu hop voi @6 udn cong cua Xuong song
dudi. Piéu chinh nay gitp lu'ng dudi duy tri @6 udn ty nhién va gitp xuong song cod
do nén tét, giam mét moi cho cic co lung.

Diéu chinh do nghiéng cua tya lung 1a diéu chinh goc giita tua lung va ghé ngbi.
Goéc d6 nén nho hon 9o d6. Tranh dé tya lung qua xa hay qué gan ban phim vi sé&
khién khuyu tay phai cong 1én nhiéu.

biéu chinh chd dé tay 14 diéu chinh d6 cao cua chd dé tay dé khuyu tay nghi ngoi
mot cach ty nhién ma khéng can trung hoic nhan vai. Nén diéu chinh do rong gitra
ché dé tay dé ché nay ngay phia dugi khuyu tay nham giam 4p luc cho vai.

Néu ghé cua ban khong thé diéu chinh dugc thi c6 thé 1am chdng pht hop hon
bang cach ké cao va thém vao phan d& ngang lung. Ban c6 thé diéu chinh do cao
bang cach ké mot tim dém vao chd ngdi, va thém ném lung, gbi hoic mot cai khin
cubn tron dé do ngang lung.

2, Xac dinh vi tri cho chugt va ban phim

Ban phim va chuét 13 thd ma ban st dung nhiéu nhat trong sudt qué trinh 1am
viéc.

Dé thoai mai nhat khi lam viéc véi ban phim va chudét, nén dat chting dang vi tri
va néu can thiét c6 thé kiém thém phu kién cho chtung.

Nén dat ban phim ngay phia truéc man hinh sao cho phim G va H ¢ chinh gitra
man hinh. Ngéi sao cho goc khuyu tay xap xi 90 do. Duy tri mot duong thing giira
tay va cang tay.

Nén dé chuét c6 d6 cao tuong tng va gan ngay canh ban phim, duy tri tu thé tu
nhién va tang mc do thoai mai.

Mot vai phu trg cho ban phim va chuét c6 thé gitip ban thiy thoai mai hon nhu
khay va nén ban phim c6 thé diéu chinh dugc dé dat ban phim ¢ moi do cao gitp co
tay va canh tay ¢ tu thé ty nhién va thu giin. Khay ban phim c6 thé truot ra/vao tir
ngan dudi cua ban lam viéc.

3. Vi tri may tinh

Vi tri v hudéng coa man hinh hién thi phu thudc vao dic diém vé 4nh sang noi
lam viéc cta ban, khoang cach va goc xem, va diéu chinh anh sang. Diéu chinh anh
sang la chia khoa dé tranh moi mat va nhimg kho6 chiu khac. Ban c6 thé s dung



man hinh chéng 16a trong truong hop noi lam viéc khong thé sap xép hoic diéu
chinh dugc nguon anh sang.

Néu c¢6 thé, hay chon vi tri lam viéc dé man hinh thang dung véi cira s6 va tranh
xa nhirng nguon sang.

Nén diéu chinh d6 twong phan, 4nh sang, mau sic cta man hinh dé thoai mai
nhat. Ban c6 thé phai thay doi nhirng diéu chinh nay thuong xuyén khi anh sang
phong thay doi.

Khoang cich giita mit va phan hién thi c6 thé 1a bat ct khoang cach nao mang
lai su thoai mai nhat, giap ban dé dang doc duoc cic ky tu trén man hinh. Khong
nén nga vé phia trude hoic nghiéng vé phia sau dé doc duoc man hinh. Mot trong
nhitng nguyén tic an toan 1a ngdi cAich man hinh hién thi mét canh tay.

Ban c6 thé diéu chinh man hinh 1én hoic xuéng khi can thiét, c6 gang duy tri
gbc 90 do voi duong thiang vi tri ban ngodi. Ban nén thuc hién nhimg huéng dan vé
xac dinh vi tri cho phan hién thi, tranh bi méi mat, gay kho chiu cho ¢6 va lung.

4. Sap xép chd lam viéc ciia ban

Cach sap xép chd 1am viéc pht hop véi nhu cau c4 nhan 13 diéu quan trong dé
lam viéc thoai mai. Hay ¢6 gang thu xép mot khong gian lam viée du dé dat may
tinh, sap xép ban lam viéc dé hoat dong tot nhat.

Pit nhitng dung cu thuong xuyén st dung nhu dién thoai, s6 ghi chép trén ban,
dé dé dang véi t61, giam thiéu sy di chuyén trong qué trinh lam viéc.

Cong viéc cia thu k§ hanh chinh chua yéu 1a xir I céc tai liéu, ban nén dat tai liéu
phu hop dé tranh moi mat va co. Ban ¢o6 thé st dung thiét bi giwr tai liéu dé giam di
chuyén khi nhin téi nhin lui gitra man hinh va tai liéu.

Néu ban phai nghe rat nhiéu cudc dién thoai trong ngdy thi tranh dit 6ng nghe
vao gitra tai va vai. Diéu nay dan téi cam giac kho chiu cho ¢, ban ¢6 thé kiém mot
tai nghe dién thoai dé tranh cam giac nay.

5. Pi¢u chinh cwong dé cong viée

Chua can biét chd lam viéc cua ban dugc sap xép tét nhu thé ndo, ban nén bé tri
thoi gian nghi ngoi thuong xuyén. Nghi ngoi thuong xuyén gitp ban tranh mét moi
khi phai thue hién nhirng cong viéc lién tiép, cd cuong do cao va lap di lap lai nhiéu.
Su nghi ngoi nay c6 thé chi don gian 14 viéc ban thay doi tu thé ngdi hoic dimg 1én
va vuon vai tai chd, diéu nay gitp ban giam duoc cing thang va tranh mét moi kéo



dai.

Khi 1am viéc véi may tinh, ban nén nghi ngoi it nhat mdi tiéng mot lan. Thoi
gian nghi ngoi tir 30 gidy dén 5 phtt va nén di lai dé giam mét moi. Nén dung khi
noéi chuyén dién thoai hoic trao d6i v6i dong nghiép. Thinh thoang, ciing nén di
photo tai liéu, dua thong bao hoac tai liéu téi tung ngudi trong van phong thay vi
goi ho toi lay...

Nén cho mit nghi ngoi hop 1y, vi 1am viéc trong thoi gian dai khién mat cta ban
bi méi, giam hiéu qua. Viéc nghi ngoi cua mat c6 thé chi 1a nhin ra chd khac thay vi
lién tuc nhin man hinh hoic doc tai liéu, cling nén nhiam mat lai vai phtt sau
khoang mot gio doc lién tuc. Néu cam thay kho mat, c6 thé sir dung thudce nho mit
ho tro.

Nhitng nghién ctru nay giap nguoi lao dong hiéu vé chinh méi truong lao dong
cia minh, tir d6 c6 nhitng diéu chinh, thay doi, cai tao phu hop, vira dam bao strc
khoe vira gbp phan nang cao hiéu suat lao dong cua chinh minh cling nhu cua ca tap
the.
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NHUNG TINH HUONG KHO XU TRONG
CONG VIEC VA CACH XU TRI

Ho 14 tro tha déc luc cia cac gidm doc. Ho dung sau thanh cong cia cac giam doc.
Ho dam nhiém mot nghé dugce khen cling nhiéu nhung cting bi ché khong it. b6
chinh la cac thu ky hanh chinh ngay nay.

Puoc nhan dinh 13 “bo mat tht hai cua giam doc”, thu ky hanh chinh ngay nay
duoc coi 1a nguoi “dimg dudi mot nguodi nhung trén rat nhiéu nguoi”. Ho 13 nguoi
truyén dat cic ménh lénh quyét dinh cia giAm ddc t6i toan thé cong ty hay nhimng
ngudi cb lién quan. Thu k§ hanh chinh con thay mit gidm dbc dé giao tiép, lién hé
v6i nhitng ddi tac can thiét dé 1én lich trinh cudc hen va bé tri thoi gian cudc gap
cho giam déc...

Véi tinh chat cong viéc nhu vay, thu ky hanh chinh cling phai doi mat voi nhirng
tinh huong kho xir, can phai c6 cach xur tri kip thoi, ding muc, vira dam bao hiéu
qua céng viéc vira dam bao vi thé ctia minh.

Duéi day 1a mot s6 tinh huéng khé xir ma cac thu ky hanh chinh thuong hay gap
phai va cach ung xir phu hgp. Cac ban c6 thé tham khao dé 4p dung néu truong hop
do xay ra voi ban.

e Bi mang tiéng la “sép thi hai” trong c6ng ty. Do su qua gan giii v6i giam
déc ciing nhu céc cip quan 1y, cong thém tinh chéit cong viée (truyén dat cac
ménh 1énh, chuyén cac quyét dinh va thong tin tir sép t6i nhimng ngudi co6 lién
quan,...) nén céc thu ky hanh chinh rat dé bi déng nghiép sdm soi, cho 1a “ciy
quyén y thé”, nhu thé ménh 1énh d6 1a tir ho chir khong phai tir sép.

e Thu ky hanh chinh phai that can trong trong ting 10i &n tiéng néi cling nhu
hanh dong cua minh. Viéc truyén dat cac ménh lénh nén ro rang nhung cling
meém déo, thé hién r6 do l1a cua sép chir khéng phai cua ban.

e Bikhach hang/doi tac coi la rao can giira ho véi giam déc. Ddi voi khach
hang, déi tac, néu thu k§ hanh chinh to6 ra thiéu nhiét tinh hoic chwa chu do,
hay tham chi ca khi thu ky hanh chinh dang cu xu than trong dé nam bat duoc
muc tiéu coa dbi tac ciing dé giy ra tAm 1y chan nan va thét vong cho ho.



e Giai phap 14 gitr thai d6 thang than, trung thyc va tao su tin cay cho khach hang.
Thu ky hanh chinh nén t6 rd quan diém cia minh, tim hiéu thau d4o vé yéu cau
cia doi tac va truyén dat thong tin trung thuc téi sép. Pong thoi, cling thé hién
rd su chuyén nghiép trong xu 1y thong tin, tao dugc an tuong tét vé cong ty cua
ban véi khach hang dé giir chan ho, va van “ghi diém” trong mat sép.

e Bi “nghi ngo” vé moéi quan hé véi sép. Quan hé voi giam déc 12 mot trong
kho khin 16n nhat cua nguoi 1am cong viée cua thu ky hanh chinh. Trong cong
viéc hang ngdy, cic thu ky hanh chinh s& khong thoat khoi nhimg lic cac sép
mudn tim téi dé chia sé¢ nhitng niém vui ndi budn. Lic ndy gidm déc thuc su 13
mot nguoi ban chir khong phai 14 sép nita. Nhung nhitng nguoi xung quanh dau
hiéu duoc tinh huong kho xir cia ban, ho nghi ngo va khong it ké “xau tinh” c6
dip dé “choi ban” ban.

e Giir thai d6 4n can, chu d4o véi gidm ddc nhung ludn gitr khoang cach can thiét
trong tinh cam. Giam dbc ciing 1a con ngudi, mot thuce thé ton tai gitta cudc séng
doi thuong véi bao rang budc, chi phéi bsi cac quan hé xa hoi phuc tap. Vi vay,
thu ky hanh chinh nén thé hién sy chan thanh, ling nghe tAm su cua sép, nhung
cling dimg t6 ra yéu dudi, vuot qua gidi han can thiét gitta hai nguoi. Piéu nay
ciing 12 dé giir cho cong viéc va vi thé cua chinh ban.

e Tran trong sy chia sé va tinh cam cua gidm ddc, nhung ding mac phai sai 1am 1a
dé tinh t6 mo anh huong téi cong viée, di qua sau vao doi tu cia giam dbc. Hang
ngdy, c6 thé ban dugc nghe vo sé chuyén tir gidm déc nhung ban can phai bo
ngoai tai moi chuyén va gir thai dé6 im lang, khéng bao gio (ngay ca trong lac
chuyén tro vui vé voi ban bé, nguoi than) dem chuyén giam dbc ra ké dé to ra
minh 13 nguoi dugc sép tin cay ciing nhu “lay cAu chuyén 1lam qua”.

e Nhimg kho khin trong viéc duy tri méi quan hé veéi sép. Vi la nguoi gan
can nhat véi sép, cling nhu hau hét thoi gian 1am viéc coa thu ky hanh chinh 1a
v6i sép, nén khong thé tranh khoi nhiing lc ban phai himg chiu nhiing c4u ban,
buc boi ctia sép ma c6 thé nguyén nhan khong phai tir ban. Cu xir ciia ban s&
quyét dinh méi quan hé gitta hai bén dugc duy tri ra sao, tham chi con anh
huong ca dén tinh 6n dinh va 1au dai trong cong viéc cua ban.

e Thu ky hanh chinh nén tan dung kién thire tAm 1y cua minh d@é phan tich xem
giam dbc 12 nguoi nhu thé ndo, néng tinh hay tram tinh, hoat bat hay tri tre,
lanh ling hay da cam dé tim ra cich Gng xir xir phu hop nhat trong moi tinh
huéng phat sinh hang ngay.

Néu giam ddc 12 nguoi néng tinh, dé cau ban, khiém nhi, dung cai lai ho hoic
phan hoi ngay 1ap tic nhitng gi vira nghe duge. Hay cho khi con néng gian cua giam



doc ngudi di, roi hay nhac lai khéo 1éo chuyén vira qua, vira giai thich tinh hudng
thyc té phat sinh, dua ra nhitng 16i thanh minh can thiét cho ban va 1oi phé binh té
nhi véi sép. Piéu nay sé& cd tac dung vé 1au dai, dam bao khong sut mé méi quan hé
gitta ban va sép ciing nhu gitta sép v6i nhitng nguoi khic.

Déi véi nhitng giam dbc c6 tinh cich tram tinh, quyét do4n, cac thu k¥ s& can ¢
thai do ung xir khac. Nhitng giam dbc kiéu nay 13 nguoi c6 than kinh thép, ho tin
vao suc manh coa chat xam, thich cich suy nghi va hanh d6ng mang tinh tri tué.
C4c thu ky nén tim co hoi thé hién ning luc coa minh trong nhiing truong hop cu
thé, nhu dwa ra mot suy nghi du doan vé huéng kinh doanh nao d6, nhan xét sic
sao, phan tich hop Iy vu viéc xay ra ...

Bén canh hai kiéu nguoi trén, con c6 nhilng gidm déc da cam. Ho 13 nhiing
nguoi bén canh trach nhiém trong céng viéc con ludn déi miat véi cude soéng doi
thuong, con danh mot goc tAm hon cho nhirng mong mo nghé sy. Cac thu ky hanh
chinh phai hét stre than trong va khéo 1éo v6i mot vi giam doc nhu thé nay. Thuong
nhimg nguoi nhu vay c6 tinh cich that thuong, mau nhé mau quén. Vi véy, trong
cong viée, thu ky hanh chinh phai dic biét than trong, ghi chép va néu c6 thé nén
yéu cau sép chuyén ménh 1énh bang vin ban. Pong thoi, cling tuyét déi khong duoc
dem chuyén riéng tu, xtic dong ra ké 1é véi sép dé khoi goi long tric an, sy cam
thong cua ho. Vi sy rung dong trong con nguoi gidam doc da cam nay s& khién ho
khong kiém soat duoc minh va c6 nhimg hanh dong vuot qué giéi han can thiét,
day thu ky hanh chinh vao tinh trang “tién thoéi ludng nan”.

e Nhimg ric roi trong quan hé véi nguoi than hay ban bé sép. Trong cac
quan h¢ giao tiep, doi xir véi nguoi than, ban bé cua giam doc, ngu:c‘ri thu k§ hanh
chinh cling gip rat nhiéu kho khin. Nguoi than va ban be sép c6 thé “loi dung”
moéi quan hé ciia ho dé 1am phién ban hoic quéy ray sép trong thoi gian 1am viéc,

khong dé dé ban tir chéi ho.

e Trong nhimg truong hop nhu thé, nguoi thu ky hanh chinh can c6 thai d6 gan
giii nhung van lich su va giit khoang cich ddng muc. Nhiéu thu ky d3 roi vao
tinh thé kho xa khi duoc ban bé, nguoi thin cia gidm déc moi di 4n uéng bai bat
hanh c6 thé ap xuéng qua 101 néi vo tinh hay cir chi v6 §. Do d6, tot nhat 1a céc
thu ky hanh chinh nén tir chéi khéo nhirng 1oi moi nhu vay.

C6 thé noi, cong viée cua thu ky hanh chinh khéng dé chut nao. Pé thanh cong,
bén canh nhitng kién thirc chuyén mén ban can ca nghé thuat séng nira. Nhirng thu
ky hanh chinh thing tién 14 nhitng nguoi biét phat trién ning luc 1am viéc theo kip
v6i nhip diéu cua cong ty, thong thao duong di nude bude cta hoat dong thi truong,
ciing nhu cta cac co hoi khac. Khong ai cho rang day 1a mot nghé dé dang va da 1a



nghé thi ban budc phai thong thao méi chép duoce co hoi thing tién cho su nghiép
cta minh.
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CO HOI THANG TIEN CHO THU KY HANH
CHINH CHUYEN NGHIEP

Thu ky hanh chinh va cong viéc cua ho da thay doi rat nhiéu ké tir khi may tinh
va cac phan mém hd trg nghiép vu vin phong xuat hién. Tir vai trd quan 1y cac dia
chi giao dich, thu ky hanh chinh tré thanh boé mit khong thé thiéu gitta nguoi chu
doanh nghiep va moi truong hoat dong cua cong ty, trong cac quan hé véi khach
hang va d6i tac. Vé mat quan hé cap bac cling ¢ sy thay doi; quan hé gitra giam doc
va thu ky c6 khuynh huéng mé ra khong gian cip béc cao. Cac cong ty muon giam

chi phi, nén thu ky hanh chinh khong chi 1am viéc véi gidm déc ma con véi cac cap
lanh dao khac.

Mot vin phong thu kj hanh chinh c6 thé c6 nhiéu nguoi, hoat dong hd tro nhau
trén nhiéu linh vue. Nguoi chu doanh nghiép thuong tim cho duge nguoi thu ky
hanh chinh nang dong trong cac cong viéc d6. Thu ky c6 ndng luc sang gia khong
khac gi nhitng cac nhan vién chuyén mon gioi giang khac.

Nhiing yéu cau cao d6 khong dong nghia véi viée dé 1am duoc thu ky hanh chinh
thao viéc 1a phai c6 ning khiéu hay thién hudng nao @. Ma budc ho phai lao vao
cac hoat dong tich cuc va c6 tinh doc lap. Hién nay c6 kha nhiéu thu ky lanh nghé
khong trai qua ddo tao chuyén nghiép ¢ truong 16p, diéu quan trong 1a ho phai c6
nhiing pham chat chung nhu duéi day dé dat nhimg budc chan du tién 1én 16 trinh
phat trién nghé nghiép.

e Khi ning phin xa tét va suy xét nhay bén. Trong ddm phan, nguoi thu ky
hanh chinh phai dong vai tro nhu mét tro 1y, Ite nay nang luc tinh toan va kha
ning suy doan ludn duoc dé cao. Bang cip khong nhat thiét 1a mot doi hoi trong
yéu, nhung kha ning phan xa tét va suy xét nhay bén luén cin thiét véi nguoi
thu ky hanh chinh. Piéu nay gitp ban tng phé kip thoi véi c4c tinh huéng dot
xuat xay ra trong cong viéc, nhat 1a nhimg tinh huéng phuec tap, té nhi rat hay
xay ra ddi voi nguoi thu ky hanh chinh. Su suy xét nhay bén cé thé gitp ban rat
lui kip thoi, tranh bi roi vao tinh huéng khé xir; hoic dwa ra nhiitng quyét dinh
sang subt, thire thoi khac.

e C6 dau 6c sang kién va kha niang t6 chire. Nguoi thu ky hanh chinh ngay
nay thuong xuyén doi mat véi cac hoi nghi, hoi thao cing nhu cac cudc hop
hanh, gap g& cua cong ty. To6 chire hoi hop la viéc ho phai lam thuong xuyén, vi



vy, dau 6c sang kién va kha ning t6 chie hd tro tich cuc cho nguoi thu ky hanh
chinh trong cong viéc hang ngdy. Cac giam doc ngdy nay ciing luén chd trong
tim cho dugc nhirng nguoi thu ky hanh chinh nang dong trong céng viéc va ho
thyuc su sang gia khong kém gi nhiing can bo chu chét khac

Si dung thanh thao mét ngoai ngir. Ngay nay, ngoai ngit tré6 thanh maot
cong cy khong thé thiéu trong nén kinh té hoi nhap. Nhitng ngoai ngir thong
dung hién nay gom tiéng: Anh, Hoa, Nhat, Han Quéc. Thanh thao ngoai ngir 1a
yéu td quan trong goép phan vao qué trinh 1am viéc, nhat 1a khi thu ky hanh
chinh 13 nguoi tiép xtic ban dau véi khach hang, d6i tac ma c6 thé 1a ngudi nude
ngodi. Han ché trong giao tiép hoic chia sé ¥ tuong voi khach hang s& anh
huong dén hiéu qua cong viée cua cong ty nodi chung ciing nhu dén viée danh gia
kha nang cta ban noi riéng.

Kha ning lam viéc doc lap. Giam déc thuong xuyén ban ron va di cong tac
thuong xuyén va thu ky hanh chinh 14 nguoi phai giai quyét thay sép nhitng van
dé can kip. Doi khi, ho c6 thé thay mit giam dbc dé giao dich, thuong thao voi
cac dbi tac. Do vy, ¥ thire lao dong tu gidc, tinh than trach nhiém va kha ning
quyét dinh 1a nhirng k§ ning hét sire can thiét.

Kha ning quan 1y va sir dung thoi gian hiéu qua. Giam déc 13 nguoi ludn
ban ron, do vy, nhirng cong viéc nhu chuan bj cac cudc hop (1én chwong trinh,
soan tai liéu, 1ap bién ban ...), chuan bi cac chuyén di cong tac (1én hanh trinh,
thu xép cac cudc gip, noi #n 0...) phai dugce thu ky hanh chinh dam nhiém tét. O
day, thu ky hanh chinh phai thé hién duoc kha ning quan 1y va sir dung thoi
gian hop ly, hiéu qua.

Khia ning giao tiép va xay dung quan hé. Thu ky hanh chinh con 13 nguoi
phan phéi théng tin va truyén dat cong viéce tir cap trén dén cac bo phan, do d9,
ban can c6 ning luc xay dung quan hé, phéi hop tét véi moi cap voi cap trén, véi
cap duéi, voi khach hang va déi tac dén giao dich tai doanh nghiép. Pi kém do6 1a
tinh tinh vui vé hoa nha, khéi hai ding ltc trong giao tiép, tng xi.

Bén canh do6, nguoi lam cong viéc cta thu ky hanh chinh con phai c6 nhing
pham chat c4 nhan khéc nhu: trung thue, cé tri tién thu, ham hoc hoi. Vi tinh
chat cong viée, thu ky hanh chinh 1a nguoi duoc tiép xtic véi nhiéu thong tin co
mat cua doanh nghiép, nén thu ky hanh chinh phai 14 nguoi dang tin cay, biét
gitr bi mat. Thu ky hanh chinh gioi cling 12 d6i tuong cap quan 1y nham dén khi
dé bat. Do véy, dé san sang cho nhiing nac thang cao hon trong t6 chuc, thu ky
hanh chinh cian khong ngimg rén luyén dé c6 duoc kién thire sdu va da rong vé
kinh té, thuvong mai, ké toan, tai chinh, va phap luat.



e Ngoai ra, ngoai hinh cfing 12 yéu t6 can duoc xem xét néu thu ky hanh chinh 14
nir. Vi ho thuong xuat hién bén canh nha quan 1y cip cao trong cic budi gip g5,
dam phan, ky két hop déng. Mot ngoai hinh va nhin, trang phuc lich su, c6 tham
my két hop véi giao tiép lich thiép sé gitp thu ky hanh chinh ghi dugc diém
trong mat ddi tac cling nhu sép, mé ra nhiéu co hoi thing tién.

Xu hudng hién dai hoa trong cac van phong hién dai ngay nay da dem lai cho
nguoi thu ky hanh chinh méi truong phat trién moi, nhiéu doi hoi va tha thach
cing nhu nhiéu co hoi thing tién hon.

Su phat trién toan cau ciing khién céc t6 chuce kinh doanh c6 thém nhiéu déi thu
canh tranh 1am cho vai tro cua nguoi 1anh dao ngay cang ning né, khé khin. Do
vay, dé c6 thé diéu hanh hoat dong hiéu qua, gitip doanh nghiép khong chi ton tai
ma con phat trién, cip 1anh dao can c6 su hd tro vé& cong viée nhat 1 cong viée
mang tinh sy vu d&é c6 thém thoi gian cho cic nhiém vu quan trong hon. Vi thé, thu
ky hanh chinh da tro thanh mét trong nhirng tro thu dic lyc nhat cua 1anh dao.

Bén canh do, thuc té cong viéc va nhirng phan dau, thanh cong cua nhiéu thu k¥
hanh chinh da dan dan thay doi nhimg tu tuong hep hoi va dinh kién vé nghé thu
ky, va ting thém co hoi thing tién cho ho khong chi trong cong viéc ma con trong
ca quan niém x3a hoi vé nghé nghiép tich cuc hon, 1am cho dia vi x4 hoi cua nghé nay
cling dugc nang lén.

Dé c6 thé tién 1én nic thang nghé nghiép cao hon, tro thanh mét thu ky hanh
chinh thanh céng, ban than ho phai c6 long yéu nghé, quyét tAm, nghi luc bén bi
theo duéi qua trinh boi dudng nghiép vy, trau doi pham chéat dé dap tng mot cach
t6t nhat nhitng yéu cau dat ra.

C6 thé hinh dung céc cap bac trong nghé thu ky hanh chinh hién nay nhu sau:

e Nhén vién phong ho so — luu trir
o Thu ky tiép tAn

e Thu ky soan thao/xir Iy van ban
e Thu ky hanh chinh

e Thu ky diéu hanh

e Tro 1y giam dbc

Theo céc cip bac trén, muc luong cua nguoi thu ky hanh chinh duoc chia lam cac



bac twong ng, tuy vao vi tri lam viéc, kinh nghiém va tai nang cta nguoi do.

Tuy nhién, nhitng cip bac nay chi dé tham khao trong cic nac thang thing tién
ciia ngudi thu ky hanh chinh. Ngoai ra, mot thu ky hanh chinh vin c6 thé c6 nhing
thanh cong 16n hon trong sy nghiép nhu pho giam doc hay gidm doc nhung thuong
nghiéng vé bo phan hanh chinh, nhan sy hay diéu hanh hon.

Thue té cho thay, thu ky hanh chinh 14 mét nghé c6 tinh chuyén nghiép, doi hoi
cao, ngay cang pho bién va dem lai tiém nang thang tién cho tat ca nhing nguoi
dang theo dudi linh vuc nghé nghiép nay va ca nhirng nguoi thu ky hanh chinh
tuong lai.



Phu luc : MOT SO MAU VAN BAN TIENG
VIET THUONG SUDUNG TRONG CONG
VIEC THU KY HANH CHINH

[MAU GIAY UY QUYEN]

Tén Cong ty

CONG HOA XA HOI CHU NGHIA
VIET NAM

Doc lip — Tw do — Hanh phtc

So:

[Dia diém], ngay .. thang ...
nam....

GIAY UY QUYEN

Nguoi ty quyén



Lereeeteeeeeessessss e e s aesaes s et a s e s R e At a AR AR R s R e A e s ettt s s s e s R saesasenes
Dttt Rt a et R ARttt e e e s s s assa b
e SO
Thoi han @y quyén: TU NEAY ce.eevveveceveeeeeeerieeeenns dén ngAY....oovvveeeerinns

Hét thoi han ty quyén trén, Gidy uy quyén ty dong hét hiéu luc.
NGUOI UY QUYEN

(K¥, ghi ho tén)

NGUOI bUGC UY QUYEN
(Ky, ghi ho tén)
[Néu nguoi uy quyén cb chuc vu thi dong

dau céng ty va chuc vu.
DPéng thoi ciing dong diu cong ty xac nhéan]



[MAU NGHI QUYET]

Tén Cong ty

CONG HOA XA HOI CHU NGHIA
VIET NAM

boc lap — Tu do — Hanh phtc

So:

[Dia diém], ngay ... thdang ...

nam
NGHI QUYET CUA HOI PONG QUAN TRI
VR T T
HOQI PONG QUAN TRI
CAN CLE (LUGT) euaeeeeeeieeeeeeeeeeeeeeeeseeeeeeeeeessssseeeseessssssssseeessssssssnne
CATL CLE (DTOU LE) eeeeeeeeeeeeeeeeeeeeeeeeeeeeeerereraveeeesesessesasasessesesesaes
Can cir (phién hop, hoi nghi NGAY).....uceueeeeeeceecieceececeeeeen,
Sau khi nghe DAO CAO CUA.........ueeueeeeeecreereecreeeecreeeeereseeereeiaeeaens
QUYELT PINH:
1.
2,
3.

Noi nhan:
(Cac cad nhan va phong ban lién
quan)

TM. HOI PONG QUAN TRI
(Ghi r6 chtc vy, Ho tén, Ky tén,
DPéng dau)



e Luu: 01

CONG TY CO PHAN M&M

HOI PONG QUAN TRI

CONG HOA XA HOI CHU NGHIA
VIET NAM

Poc 1ap - Tu do - Hanh phac

S6: 03/NQ-HPQT
TP. H6 Chi Minh, ngay 31 thang
3 nam 2010
NGHI QUYET CUA HOI PONG QUAN TRI
Vé viéc chia c¢6 tirc nim 2009 va phwong huéng nim 2010
HOQI PONG QUAN TRI

Cdn cir Biéu 1é Hoat déng cia Cong ty Co phan M&M, dwoc ban hanh va ddng
ky ngay 25/10/1999;

Cdn cir phién hop Dai héi Cé dong cua Coéng ty Cé phan M&M, té chire ngay
31/3/2010;

Sau khi nghe bdo cdo cia Giagm déc Cong ty Cé phan M&M va Truéng Ban
Kiém soat,

QUYET DINH:

1. Chia c6 tirc nim 2009 cho c¢6 dong véi mue 18% tinh trén vén c6 phan cua co
dong, tong cong 4.500.000.000 dong (Bon ty nam tram triéu dong chan./.)

2. Thong qua dv 4n xiy dung thém mot xuéng san xuit moi & KCN Séng Than
(Binh Duong) (dinh kém ban du an).

3. Nghién ctru dé 4n lién doanh méot phan hoat dong san xuat kinh doanh véi Tap
doan HANKOOK cua Han Quéc. Pé 4n nay sé& duogc trinh bay tai ky hop cua Hoi
dong Quan tri thang 9/2010, dé thong qua giai doan nghién ciru kha thi, sau d9,



dua ra quyét dinh ¢ Pai hoi C6 dé6ng nim 2011, t6 chic trong Quy I nim 2010./.

Noi nhan:

Cac thanh vién HDQT;

® Cac Giam sat vién;

Giam ddc Cong ty

Luu HC: o1

TM. HOI PONG QUAN TRI
CHU TICH

Nguyén Vin A

[MAU QUYET DPINH]

Tén Cong ty

CONG HOA XA HOI CHU NGHIA
VIET NAM

boc lap — Tu do — Hanh phic

Sb:
[Dia diém], ngdy ... thdng
nam ...
QUYET PINH
V474 T2

[NGUOI RA QUYET DPINH]
e Can cir vao...

e Can curvao...



QUYET PINH
Diéu 1. [N6i dung quyét dinh]

Vi du: B6 nhiém 6ng/ba:

biéu 2. [Nhitng nguoi thuc hién]

Vi du: Ong/ba... c6 tén néu trén, Phong Tai chinh Ké toan, Phong Nhan sy va
cac phong ban c6 lién quan khac nghiém chinh chap hanh quyét dinh nay.

biéu 3. [Hiéu luc cua quyét dinh]

Vi du: Quyét dinh nay c6 hiéu luc ké tir ngay.....cceeeeveeeeecieceeceeeeceeeeceeeenen

Noi nhéan:
(Cac ca nhan va phong ban lién
quan)

THAY MAT CONG TY
(Ghi 6 chire vy, Ky tén, Pong dau)

Vi du:

Ong/ba (c6 tén néu trén)

Phong Tai chinh Ké to4n

Phong Nhan su

Luu: o1

[MAU BIEN BAN HOP]



Tén Cong ty

CONG HOA XA HOQI CHU NGHIA
VIET NAM

boc lap — Tu do — Hanh phuc
BIEN BAN HOP
S02 veveeernnnreenens
1. Thoi gian, dia diém:
e Thoi gian bat dau:.......ccevvveeeeenneees Két thic, NEAY: eevveeeeeeeeeeeceeeene
0 DA GEEINI: ettt et eee e ettt et se et e e et e s e et e e e s eeeeas

2. Thanh phin tham du:

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Nhimg nguwoi tham gia cudc hop



[MAU CONG VAN]

Tén Cong ty

CONG HOA XA HOI CHU NGHIA
VIET NAM

boc lap — Tu do — Hanh phtc

Sb:
[Pia diém], ngdy.. thang
nam...
Kinh giri
: [Noi giri cong van]
Vi du:
Kinh gui : CHI CUC HAI QUAN KHU VUCI
[Loi mé dau — c6 thé c6 hodc khéng]
Truée hét, Cong ty .............. gui t61 Quy Co quan 101 chao tran trong.
[Cung cdp théng tin cong ty/té chirc]

Cong ty chiing t6i c6 thong tin nhu sau:

[N¢i dung chinh]

Chuang t6i xin trinh bay mét viéc nhu sau:



.............................................................................................................................
.............................................................................................................................
.............................................................................................................................

14 )
[Ket ludn/Deé dat]

Véi sy viée nhu trén, chting t6i rat mong nhan duoc sy gitip do cia Quy Co quan

.............................................................................................................................
.............................................................................................................................
[L‘icvm n}

Moi thong tin trao d6i va yéu cau lién quan, vui 1ong lién hé véi chiing t6i theo
dia chi trén.

Chuing t6i xin tran trong cam on.

Noi nhéan: (Cac ca nhan va phong
ban lién quan)

THAY MAT CONG TY

[Ghi rd chue vy, K¥ tén, Péng dau]

Vi du:
e Chicuc HQ KV I: 01

e Luu: 01



[MAU THONG BAO]

Tén Cong ty

CONG HOA XA HOI CHU NGHIA
VIET NAM

boc lap — Tu do — Hanh phtc

S6:
[Pia diém, ngdy.. thang
nam...]
THONG BAO
A V7 2

V/v. Chuyén dia diém kinh doanh
[Loi mé dau — c6 hodc khéng]

[Néi dung thong bao]

Cong ty... xin tran trong théng bao:

Ké tir ngdy ... Cong ty chting t6i chuyén téi dia diém kinh doanh méi nhu sau:

Moi thong tin khac lién quan t6i Cong ty van khong thay doi.
[Nhic lai/cung c6 thong tin]

Néu c6 gi chua rd hoic dé biét thém chi tiét, vui 1ong lién hé véi Cong ty chiing
t6i theo dia chi trén.

[Lo1 cam on]
Rat mong nhan duoc su hop tac cua Quy vi.

Chiing t6i xin tran trong cam on.



THAY MAT CONG TY
[Ghi 6 chue vy, Ky tén, Pong dau]
[MAU THONG CAO BAO CHI]
[Tiéu dé Cong ty]
THONG CAO BAO CHI
[Dong tiéu dé]
Ra mit dong sin pham ing dung d¢ nét cao...

[Gidi thiéu tin tirc/sie kién]: Lam ré néi dung cua tiéu dé. Bao gom cdc thong
tin:

e Dja diém, ngay thang dién ra su kién
o Su kién
e Nhang nguot lién quan

Tai TP. H6 Chi Minh, ngdy 25 thang 7 nim 2007, Cong ty ... d3 ra mat dong san
pham ung dung do nét cao, bao gom.:...

Cac san pham nay sé& dugc phan phdi tai... ké tir ngay... bai...

Pay 1a san pham hop téc giira... tng dung cong nghé...

[Loi ich/ Téc dong ciia san pham/dich vu/sw kién dé téi nguoi doc], bao gom:
o Loiich/Tac dong cia san pham/dich vu/su kién
e Thoi gian cua su kién
e Loi trich ddn cia nhimg nguot lién quan

San pham nay khoéng chi gitp nguoi st dung... ma con...

Viéc cung cap san pham s€ dugc thir nghiém trong vong... thang, nhimg nguoi su
dung ban dau s€ dugc huéng mirc vu dai...

Ong ..., Giam déc Kinh doanh Céng ty ... cho biét, “P4y 1a san pham mang tinh
ung dung cao, dem lai nhirng tién ich ...”



[Thong tin lién lac]

Moi yéu cau, dé nghi, cau hoi cling nhu dé biét thém chi tiét, lién hé theo dia chi

Sau:

E-mail:

-------------------------------------------------------------------------------------------------------

[MAU HQOP PONG]
CONG HOA XA HQI CHU NGHIA VIET NAM
DPoc lap — Tw do — Hanh phic

HOQP PONG
V/v. MUA BAN HANG HOA
SO,

e Can cu vao Ludt Thuwong mai cua nuoc Cong hoa xa hoi chu nghia Viét Nam
ban hanh ngay

e Cdn cir vao B¢ ludgt Dan su cua nuéc Cong hoa xa héi chi nghia Viét Nam ban

hanh ngay...

e Cdn cir vao kha nang nhu cau cac bén.

--------------------------------------------------------------------------------------------------------



Sau day goi la Bén A
BEN MUA:

Sau day goi la Bén B.

Hai bén dong ¥ ky két Hop dong thué cin ho (sau day goi tat 1a “Hop dong”) véi
cac diéu kién va diéu khoan sau day:

PIEU 1. NOI DUNG HOP PONG

Bén A dong ¥ ban cho Bén B, Bén B dong mua cua Bén A hang hoa véi s6 lugng,
chat luong, don gia chi tiét nhu sau:

TT Ténhanghéa Ponvi S6luwong Pongia Thanhtién Ghicha

Cong ...
- Tong gia tri bang chir:

- Gi4 trén 1a gia da/chua bao gom thué gia tri gia ting (...%);



- Gi4 trén da/chua bao gom chi phi lap dit/van chuyén/....

PIEU 2. CHAT LUONG VA QUY CACH HANG HOA

Hang hoéa 1a hang méi, duoc san xuat theo tiéu chuan... cia...
PIEU 3. PONG GOI VA KY MA HIEU HANG HOA

Hang hoéa dugc dong gdi trong bao bi loai... véi sb luong.../bao bi.
Quy céach bao bi: [mau sic, kich ¢3,...]

Trong lugng ca bi:

Trong lugng tinh:

PIEU 4. PHUONG THUC GIAO NHAN

Hang hoa dugc Bén A giao tai tru s6/kho/cira hang cua Bén B hoac do Bén B chi
dinh.

Hang hoa duge giao thanh cac dot cu thé nhu sau:

TT Ténhanghéa Ponvi S6lwong Thoigian DPiadiém Ghicha

Phuong tién van chuyén va chi phi van chuyén do bén ......chiu. Chi phi béc xép
(mo6i bén chiu mot dau hoic do hai bén thoa thuan cu thé).

Néu Bén B khong dén nhan hang thi phai chiu moi chi phi luu kho bai phat sinh
thyc té. Néu Bén A khong giao hang ddng lich trinh trén thi phai chiu moi chi phi
thyc té phat sinh cia Bén B lién quan dén viéc cham tré giao hang.

Bén B c6 trach nhiém kiém nhan pham chat, quy cich hang héa tai ché va ky
vao bién ban giao nhan xac 1ap giita hai bén. Moi thiéu hut vé s6 lugng cfing nhu
khong dam bao ding quy céch, chat luong hang déu dugc lap thanh bién ban, cb
chir ky cua ca hai bén.

Truong hop giao nhan hang theo nguyén dai, nguyén kién, néu sau khi nhap
kho Bén B méi hién c6 vi pham thi phai 14p bién ban va c6 xac nhéin cua co quan
kiém tra trung gian. Bién ban phai giri dén Bén A trong han 10 ngay tinh tir khi lap
bién ban. Sau 15 ngdy néu Bén A d3 nhan duoc bién ban ma khong tra 1oi thi coi
nhu da chiu trdch nhiém béi thuong 16 hang do.

Mbi 16 hang khi giao nhan phai c6 xac nhan chat luong bang phiéu hoic bién



ban kiém nghiém; khi nhan hang, nguoi nhan phai cé du:
- Gidy gisi thiéu ctia co quan bén mua;
- Phiéu xuat kho cta co quan bén bén;
- Gidy chung minh nh4n dan.
PIEU 5. BAO HANH VA HUONG DAN SU DUNG HANG HOA

Bén A c6 trach nhiém bao hanh chat luong va gi4 tri st dung loai hang ......... cho
Bén B trong thoi gian la ............... thang.

Bén A phai cung cip di mdi don vi hang héa mét gidy huéng dan s dung (néu
can).

PIEU 6. PHUONG THUC THANH TOAN

Bén B thanh toan cho Bén A bang hinh thuc .......... trong thoi gian...... theo cac
dot nhu sau:

- Pot 1: Bén B thanh to4n cho Bén A sb tién...% cia Hop dong (tuong tng véi sb
tién:..., bang chir:...) trong vong..... ngay keé tir ngay ky két Hop dong.

- Dot 2: Bén B thanh to4n cho Bén A s6 tién...% cua Hop dong (twong tmg véi sd
tién:..., bang chir:...) trong vong... ngay ké tir ngay nhan duoc hang hoéa lan...

PIEU 7. GIAI QUYET TRANH CHAP

Hai bén can chu dong thong bao cho nhau tién do thuc hién hop déng. Néu co6
van dé gi bat loi phat sinh cac bén phai kip thoi thong bao cho nhau biét va ban bac
giai quyét (can lap bién ban ghi toan bo noi dung).

Trong qué trinh thyc hién Hop dong nay, néu phat sinh tranh chap, cic bén
cling nhau thuong luong giai quyét trén nguyén tic tén trong quyén loi ciia nhau;
trong truong hop khong thuong luong duoc thi mot trong hai bén c6 quyén khai
kién dé yéu cau toa 4n c6 tham quyén giai quyét theo quy dinh cua phép luat.

PIEU 8. SU KIEN BAT KHA KHANG

Su kién bat kha khang 1a cac sy kién xay ra mang tinh khach quan va nim ngoai
tam kiém so4t ciia cAc bén khong giéi han boi cAc truong hop sau: thién tai; hoa
hoan; chién tranh, sy thay d6i vé chinh sach cua Chinh phua dan dén phai ding hoic
tam dung thuc hién cong viéc hoac gay thiét hai cho mot trong hai bén.



Viéc mot bén khong hoan thanh nghia vu cia minh do sy kién bat kha khang sé
khong phai 13 co s& dé bén kia chim dat Hop dong. Tuy nhién, bén bi anh huong
boi su kién bat kha khang c6 nghia vu phai:

- Tién hanh cac bién phap ngin ngira hop 1y va cac bién phap thay thé can thiét
dé han ché t6i da anh huong do sy kién bat kha khang gay ra

- Thong b4o ngay cho bén kia vé sy kién bat kha khang xay ra trong vong 7 (bay)
ngay ngay sau khi xay ra su kién bat kha khang va hai bén tién hanh lap bién ban
xac nhan xay ra su kién bat kha khang.

Trong truong hop xay ra sy kién bat kha khang, thoi gian thyc hién Hop dong sé
duoc kéo dai bang thoi gian dién ra su kién bat kha khang ma bén bi anh huéng
khong thé thuc hién cac nghia vu theo Hop dong ciia minh.

PIEU 9. CAC THOA THUAN KHAC

CAc diéu kién va diéu khoan khac khong ghi trong nay sé dugce cac bén thuc hién
theo quy dinh hién hanh cua cac van ban phap luat lién quan.

Moi sta d6i, bé sung d6i véi Hop dong nay chi c6 hiéu luc khi duge 1ap thanh
van ban va duoc hai bén ky xac nhan.

Hop d6ng nay c6 hiéu lyc tir ngAy .....cevveveneees dén ngAY....covverennne.
Hop dong nay dugce 1am thanh ... ban, c6 gi4 tri nhu nhau. Mdi bén giir ... ban.
DAI DIEN BEN A

(Ky tén, dong diu)

PAI DIEN BEN B

(Ky tén, dong dau)



CONG HOA XA HOI CHU NGHIA VIET NAM
DPéc lap - Tu do - Hanh phuac
HQP PONG
V/v. THUE CAN HO

e Cdn cir vao B¢ ludt Dan su cua nuéc Cong hoa xa héi chu nghia Viét Nam ban
hanh ngay...

e Cdn cir vao Ludt Thuong mai cua nuoc Céng hoa xa hoi chu nghia Viét Nam
ban hanh ngay

e Cdn cir vao kha ndng nhu cau céc bén.
H6m nay, ngay.... thang... nam ....
Chting t6i gom:

BEN CHO THUE:

TAL KROAN SO: et sssnnas tai Ngan hang.........ccceeueneee.
Sau day goi la Bén A
BEN THUE:



TA1 KNOAN SO: cvvvvveeeeecrereere s ssesens tai Ngan hang...........ccecuu.n......
Sau day goi la Bén B

Hai bén dong ¥ ky két Hop dong thué cin ho (sau day goi tat 1a “Hop dong”) véi
cac diéu kién va diéu khoan sau day:

PIEU 1. NOI DUNG HOP PONG

Can ho thuoc quyén so hiru cua Bén A theo
nhu sau:

DA CHI: ot e e ane s

Tong dién tich ST AUNE: c.e.veceeieeie et :
Dién tich XAY AU coeeeeeieeeeeeet et rte e sae e be e e e reenaens
KEE CAT TNA 1ot et ae st s s s sasees

SO tang nha chung cu: ................ tang

Can ho néu trén 1a tai san gin lién véi thira dat sau:

TR QAT SO: weveveeeeeeeeeeeeereereeeeeeseeseesesseseesessessessessasessesessesessessesessesessessesenen sene

14
Dia chi thua dat:
TE W6V 1 01122 N £ | SRR .

Dién tich:..vveveiveeeeieeeeenee. M2 (DANE ChE:) coueeeceeeee e



Thol han ST AUNE: ...ttt e e sae e aens
NZUON ZOC ST QUNE:c..eveeeeeeieeeieeieeiteecteeeteeceeereeeeesteesteesseesseesseeessesssesssesssesnsesnns
Nhirng han ch€ vé quyén s dung dat (NIU €0):uueuererereeerereeerereeerereeerereeeeevenen,

PIEU 3. MUC PICH THUE
Muc dich thué cin ho néu tai Piéu 1 cua Hop dong nay la:

4.1. Gia thué cin ho néu tai Piéu 1 coa Hop dong nay 1:......cveveeeeevvennnes dong
(DANE ChI vttt se st re st s st seens dong Viét Nam
4.2. Phuong thirc thanh toan: ...

4.3. Viéc giao va nhén sé tién néu tai khoan 1 Piéu nay do hai bén tu thyuc hién
va chiu trach nhiém trudc phap luat.

PIEU 5. NGHIA VU VA QUYEN CUA BEN A

5.1. Bén A c6 cac nghia vu sau day:
e Giao cin ho néu tai Piéu 1 cia Hop dong nay cho bén B vao thoi diém:;
e Bio dam cho bén B sir dung 6n dinh ciin ho thué trong thoi han thué;

e Bao dudng, sta chita cin ho theo dinh ky hoic theo thoa thuan; néu bén A
khong bao dudng, sira chita ma gay thiét hai cho bén B thi phai boi thuong.

5.2. Bén A c6 cic quyén sau day:



e Nhan du tién thué cin ho, theo phuong thire da thoa thuan;

e DPon phuong dinh chi thyc hién hop dong nhung phai bao cho bén B biét trudc
mot thang néu bén B c6 mot trong cac hanh vi sau day:

- Khoéng tra tién thué cin ho lién tiép trong ba thang tro 1én ma khong c6 1y do
chinh dang;

- Str dung can hé khong ding muc dich thué;
- Lam can ho hu hong nghiém trong;

. Stra chira, doi hoic cho nguoi khéc thué lai toan bo hoic mot phan cin ho dang
thué ma khoéng c6 sy dong y cua bén A;

- LAm mat trat ty cong cong nhiéu lan va anh huong nghiém trong dén sinh hoat
binh thuong ctia nhitng nguoi xung quanh;

- Lam anh huéng nghiém trong dén vé sinh moi truong;

e Cai tao, ning cap cin ho cho thué khi dugc Bén B dong ¥, nhung khong dugc gay
phién ha cho Bén B;

e Dugc lay lai cin ho khi hét han Hop dong thué.
PIEU 6. NGHIA VU VA QUYEN CUA BEN B
6.1. Bén B c6 cac nghia vu sau day:
e St dung can ho diang muc dich da thoa thuén;
e Tra dutién thué ciin ho, theo phuong thtre da thoa thuan;
e Giit gin can ho, stra chira nhitng hu hong do minh gay ra;
e Ton trong quy tic sinh hoat cong cong;
e Tra cin ho cho bén A sau khi hét han Hop dong thué.
6.2. Bén B c6 cac quyén sau day:
e Nhian can hé thué theo dang thoa thuéan;

e Dugc cho thué lai cin ho dang thué, néu duoc bén A dong ¥ bang vin ban;



e Duoc tiép tuc thué theo cac diéu kién da thoa thuan véi bén A, trong truong hop
thay doi chu s hitu can ho;

e Duoc vu tién ky hop déng thué tiép, néu da hét han thué ma cin ho van dung dé
cho thué;

e Yéu ciu bén A sira chita cin ho dang cho thué trong truong hop cin ho bi hu
hong nang;

e Pon phuong dinh chi thyc hién hop dong thué cin ho nhung phai bao cho bén
A biét truée mot thang va yéu cau boi thuong thiét hai, néu bén A c6 mét trong
cac hanh vi sau day:

- Khong sta chira cin ho khi chat lugng cin ho giam stt nghiém trong;
- T4ng gi4 thué cin ho bat hop Iy;

- Quyén sir dung cin ho bi han ché do loi ich cua nguoi thu ba.

PIEU 7. TRACH NHIEM NOP LE PHI

Lé phi lién quan dén viéc thué cin ho theo Hop dong nay do bén ...................
chiu trach nhiém nép.

PIEU 8. PHUONG THUC GIAI QUYET TRANH CHAP

Trong qua trinh thue hién Hop dong nay, néu phat sinh tranh chap, cac bén
cing nhau thuong luong giai quyét trén nguyén tic tén trong quyén loi cua nhau;
trong truong hop khong thuong luong duoc thi mét trong hai bén c6 quyén khoi
kién dé yéu cau tod 4n cd tham quyén giai quyét theo quy dinh cua phép luat.

PIEU 9. CAM POAN CUA CAC BEN

Bén A va bén B chiu trach nhiém trudc phéap luat vé nhiing 16i cam doan sau
day:

9.1. Bén A cam doan

e Nhirng thong tin vé nhan than, vé ciin ho da ghi trong Hop dong nay 1a dang su
that;

e Tai thoi diém giao két Hop dong nay:

- Cn ho khong c6 tranh chap;



- Can ho khoéng bi ké bién dé bao dam thi hanh 4n;

e Viéc giao két Hop dong nay hoan toan tuy nguyén, khong bi lira dbi, khong bi ép
budc;

o Thuyc hién ddng va day du cac thoa thuan da ghi trong Hop dong nay.
9.2. Bén B cam doan
e Nhimng théong tin vé nhan than da ghi trong Hop dong nay 1a ding su that;

e D3 xem xét ky, biét rd vé cin ho néu tai Piéu 1 cua Hop dong nay va cac gidy to
vé quyén so hitu can ho, quyén st dung dat;

e Viéc giao két Hop dong nay hoan toan ty nguyén, khong bi lira ddi, khong bi ép
buoc;

o Thuyc hién ding va day du cAc thoa thuan da ghi trong Hop dong nay.
PIEU 10. PIEU KHOAN CUOI CUNG

Hai bén d3 hiéu 16 quyén, nghia vy, loi ich hop ph4p cia minh va hau qua phap
1y cua viéc giao két Hop dong nay.

Moi stra d6i bo sung doi véi Hop dong nay chi cé gia tri phap 1y khi dugc lap
thanh van ban, ¢6 xac nhéan cua ca hai bén va cong chung theo quy dinh cuaa phap
luat.

Bén A
(Ky va ghiro ho tén)
Bén B

(Ky va ghiro ho tén)

LOI CHUNG CUA CONG CHUNG VIEN
Ngay......... thang........... nam......... (DANE CHE: oot )



CONG CHUNG:
e Hop dong thué nha/cin ho chung cu duoc giao két gitta Bén A 1a:

e va Bén B la:
cac bén da tu nguyén thoa thuéin giao két hop dong;

e Tai thoi diém cong chimg, cac bén da giao két hop dong c6 ning lyc hanh vi dan
su phu hop theo quy dinh cua phap luat;

e Noi dung thoa thuan cta cic bén trong hop dong khong vi pham diéu cim cua
phap luat, khong trai dao dice xa hoi;

Hop dong nay duoc 1am thanh .......... ban chinh (mdi ban chinh gom ....... to,
........ trang), giao cho:

e BénA ... ban chinh;
e BénB ....... ban chinh;
Luu tai Phong Cong chuing mot ban chinh.
SOvrerreerereeeaereresssenns , QUYEN SO wevvrrerenene. TP/CC-SCC/HDGD.
CONG CHUNG VIEN

(Ky, déng ddu va ghi ré ho tén)



Phu luc 2: MOT SO MAU VAN BAN TIENG
ANH THUONG SUDUNG TRONG CONG
VIEC THU KY HANH CHINH

[THU CHUC MUNG]
Dear John,

I have just read in The Wall Street Journal of your promotion to General Sales

Manager. I don’t think that Smith and Company could have chosen a better
person for the job.

Sincerely yours,
[Ky tén] Phil
Dear John,

I appreciate your generous letter about my promotion to Executive Vice
President. Such good wishes and kind words will help me do a better job, I'm sure.

Thanks for your note and for your valued friendship.
Sincerely yours,
[Ky tén] Phil

[THU CHIA BUON]
Dear Mrs. Wilson

It is with great regret that I just read of your son’s passing. I know no words of
mine can console you in this sorrowful time, but I do want you to know of my
deepest sympathy. You have many friends who are thinking of you.

Sincerely yours,
Philip Brown, President

Dear Mr. Crenshaw



All of us at Thorne and Sons were saddened to learn of your wife’s death.

We know there is nothing we can say to help you in this time of grief, but we
do want you to know that we extend to you our very deep sympathy.

Sincerely yours,
Philip Brown, President

Dear Mrs. Holmes

We at Liberty Oil Company were sorry to read of the tornado that struck your
Denison factory. We know the loss was very great, but we know also that you will
rise and go ahead with rebuilding.

If we can be of service in helping you overcome your present problems, please
call on us. We have enjoyed doing business with R. G. Holmes Corporation and
look forward to resuming our enjoyable relationship in the near future.

Sincerely yours,
Philip Brown, President

[THU CAM ON]
Dear Henry,

Your card and beautiful bouquet of roses helped a great deal to make last week
bearable.

I am back at the office and feel I shall be good as ever very soon. The accident
was a shock, but with good friends like you, I know the days ahead will be
brighter.

You may be sure that I appreciate your friendship all the more at a time like
this.

Sincerely yours,
[Ky tén]
[THU RIENG TU VA NGO Y NHO GIUP P0]

Dear Janet,



If it hadn’t been for your keen mind and able assistance, our recent sales
meeting might have been a complete flop. Because I had never before conducted
such a meeting, I certainly was lucky to have your help.

Thank you for your good judgment and wise suggestions.
Sincerely yours,
[Ky tén]
[THU GIOI THIEU MOI QUAN HE KINH DOANH/CONG SU]
Dear Mr Fielding:

This will introduce a good friend of mine, John August, who is associated with
our state’s Department of Commerce. He has heard of the fine work you are doing
in Ohio and hopes he will have a chance to talk with you for a few minutes when
he visits Cincinnati next Tuesday, March 22.

I have asked Mr. August to telephone you upon his arrival in Cincinnati to
learn whether you can see him on that day. If you can, I shall appreciate it. I think
you will enjoy meeting him.

It was great to see you at the Boston convention, and I look forward to the
Buffalo convention in September.

Sincerely yours,

Philip Brown, President



[THU GIOI THIEU MOI QUAN HE CA NHAN]
Dear Tom,

A very good friend of mine, John August, will be passing through Nashville on
his way to Boston next Tuesday, and I have asked him to stop by your office. John
is a fellow you will enjoy meeting.

I shall appreciate any courtesy you may extend to him while he is Nashville—
his first visit to your great city, by the way.

Sincerely yours,
[Ky tén]

[THU MOI VA CHAP NHAN/TU CHOI LOI MOI AN/DU TIEC]
Dear Mr. Brueck:

The American Consolidated Life Insurance Company is holding a dinner next
Thursday evening honoring its million-dollar-a-year salespeople. Will you join us
as our honored guest?

Since you would be seated at the head table, we are asking you to join us in
Room 200 of the Waldorf Hotel at seven-thirty, so that we may arrive at the
banquet room in a group.

Sincerely yours,
Nora Drake, President
Dear Roger,

Arthur Whitfield is coming to town next Friday, and Mary Smith and I are
entertaining him at a luncheon at the Ritz. We hope you can set aside a couple of
hours so as to join us. I am sure Arthur will be happy to see you, as I shall also.

The luncheon will be held in the Persian Room at twelve-fifteen.
Sincerely yours,

[Ky tén]

Dear Ms. Drake:



It is a pleasure to accept your invitation to attend the dinner next Thursday
evening honoring your million-dollar-a-year salespeople.

I shall be in Room 200 of the Waldorf Hotel promptly at seven-thirty, as you
request.

Thank you very much for your invitation.
Sincerely yours,

Bob Brueck

Dear Mr. Brown:

I shall be delighted to speak to the Chicago Rotary Club next Thursday. Thank
you for inviting me.

Your suggestion that I repeat my Detroit address means that I won’t have to
prepare a new one.

I shall look forward to seeing you in the Venetian Room at noon.
Sincerely yours,

Barry Lee

Dear Ms. Drake:

Only yesterday, I accepted an invitation to speak in Boston on July 12, the date
of your dinner meeting honoring your million-dollar-a-year salespeople. This will
make it impossible for me to be your guest that evening.

It was kind of you to invite me, and I regret my inability to attend. I hope the
occasion will be a very successful one.

Sincerely yours,
Steve Wauson
My Dear Mrs. Scott:

In reply to your letter of May 3 inviting me to participate in your association’s
fundraising campaign, I appreciate your thoughtfulness in writing to me.

I am familiar with your association’s good work, and in the past it has been my



pleasure to contribute to it. It is with regret, therefore, that I must tell you that all
my available funds for purposes of this nature have been pledged. It is
not possible for me to be a party to your worthy program at this time.

You have my best wishes for a highly successful campaign.
Sincerely yours,

Mrs. Susan Wilson

Dear Mr. Bryson

I dislike writing a letter that will cause someone inconvenience, but this one
falls within that category, to my regret.

This morning, I was advised that a close relative had passed away in

Denver, and I shall be leaving this afternoon to attend the service tomorrow,
the day of your meeting.

I am sorry that I shall not be able to speak to your group and especially that
you will have to find a speaker to replace me at this late date. I hope you
understand that I am helpless to avoid this trip.

I hope your meeting will be successful in every way.
Sincerely yours,
Elizabeth Wright, President

[BAN GHI NHO NOI BO]
TO: Mary Anne Scott, Shipping Department Manager
FROM: Bob Brueck, President
DATE: May 12, 2006
SUBJECT: Meeting to discuss various overseas carriers

A meeting has been scheduled for Tuesday, May 12, in my office to discuss with
several carrier representatives suggested methods and costs to deliver our
products to international markets. Your attendance is requested.

Distribution:



Tom Alberton

Martha Reeves
[MAU CONG CHUNG]
For an individual
State of ..coeeeevivvieeeeceecececeeeen SS
County Of.....coceeeeveeciececrecececeeeeee
ONnthe .eveeeeceeeceeceeeeeee day of .....ccoeeeuvenenee 3200 ccuueeeenrreenreeenneees ,

before me came known to me to be the individual described in and who
executed the foregoing instrument and acknowledged that he (or she) executed
the same. (S)

Notary Public
[P6ng dau va ching thyc]

For a corporation

State Of ..coveveveeeeeeieeeeeceeeen SS

County of ....coeeveeeeieeeeeeeeeee e

On the...viicececeeee, day of......ccccueuenen.e. 5 200..ccuuieicirreenrreennnees ,

before me personally appeared ............ to me known, who, being by me duly

sworn, did depose and say that he (or she) resides at ; that he (or she) is (title) of
(Company), the corporation described in and which executed the foregoing
instrument; that he knows the seal of said corporation; that the seal affixed to said
instrument is such corporate seal; that it was so affixed by order of the (title) of
said corporation; and that he (or she) signed his (or her) name thereto by like
order.

() [
Notary Public

[Ching thuc]

For a partnership



before me personally appeared to me known, and known to me to be a member
of (name of partnership), and the person described in and who executed the

foregoing instrument in the firm name of................ , and he (or she) duly
acknowledged to me that he (or she) executed the same as and for the act and
deed of said firm of................. (repeat name of partnership).

(€5) PO

Notary Public

[Chung thuc]



[MAU HOP PONG]

THIS AGREEMENT, made this .............. (4 F:\ 0 ) S ,200,

between of............ , First Party (hereinafter called the Seller), and .......... a
corporation under the laws of the State of............... , with principal place of
busIness IN...coovveeeeeeneeeeeernneeen. (city and state), Second Party (hereinafter called the
Purchaser),

WITNESSETH:

WHEREAS the Seller has this day agreed to ——— ; and WHEREAS the
Purchaser is willing to ——— ; and WHEREAS ———— ; NOW,
THEREFORE, it is agreed that ——— , WITNESS the signatures of the parties
hereto on the date aforesaid.

(8) ————————

Seller

oS —————— Purchaser

By - ————M— President

[X4c nhéan cua Cong ty]

[MAU GIAY UY QUYEN]

[X4c nhan cua Cong ty]

I, JOHN WILLIAM SMITH, do hereby constitute and appoint HAROLD
JACKSON attorney and agent for me, to vote as my proxy at a meeting of the
stockholders of THE JOHN SMITH CORPORATION, according to the number of
votes I should be entitled to cast if personally present.



TAI LIEU THAM KHAO

1. Administrative Assistance’s and Secretary’s Handbook; Tac gia: James
Stroman, Kevin Wilson va Jennifer Wauson, 2004;

2. The Hard Truth about Soft Skills; Tac gia: Peggy Klause, 2007;

3. JobStreet.com Career Guide; 2008

Ebook mién phi tai : www.Sachvui.Com
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Alpha Books xin tran trong giéi thiéu

BO SACH S4S

Ban CV hoan hao — 2009

Vuot qua thir thach trong phong van tuyén dung — 2009
50 diéu truong hoc khong day ban — 2009

20 diéu can lam trude khi roi ghé nha truong — 2009
Canh tay trai cua Sép — 2010

English Pro — 2010

60 ky ning mém thiét yéu — Sap xudt bdan

. Nghé nao cho ban — nghé nao cho t6i — Sap xudt bdan

Nhitng diéu doanh nghiép khéng day ban — Sdp xudt ban



~

2.Hién nay, nhiéu tai liu va sach bao dlCh thuat ngtr “brand” 1a “thuong hi¢u” tirc mot dang
tit clia cum tir “thuong hiéu thwong mai”. Tuy nhién chung t6i cho rang dich “brand” 1a
“thuong hi¢u” s€ khong chinh xac vi khong ch1 cO céc cong ty va tap doan c6 brand ma ngay
ca nhirng t6 chirc khong hé kinh doanh hay c¢6 hoat dong thuong mai nhu cac t6 chirc phi chinh
phu, phi 1gi nhuan nhu t6 chitc Chit Thap Do (Red Cross) hay Quy Bao vé€ Dong vat Hoang
da (WWF) ciing c6 brand cua ho. Hon nira, viéc chuyen ngtr nhu vy s¢ gay nhiéu nham 1an
Ve mat tir goc voi thuat nglr “trademark”. Trong cudn sach nay, cting nhur tat ca cac cudn sach
vé tiép thi va xay dung thwong hiéu ctia cting nhom dich va hiéu dinh ctia Cong ty Sach Alpha,
thudt ngit “brand” s& dugc chuyén ngit thinh “thuong hiéu” va “trademark” s& duoc goi 1a
“thuong hi¢u dang ky”.

1. Khach quen: regular market/ regular customers. Khai niém market trong marketing con dé
chi tap thé cac khach hang c6 mot sé dic diém chung nao do.

1. Thuyén trudng Ahab: nhan vat chinh trong phim Moby Dick dua trén tiéu thuyét ciing tén
cua Herman Melville. D6 1a mot ngudi da c6 gang giét chét con c4 voi Moby Dick rong ra
nhiéu nim ké tir khi bi mat mot chan trong cudc chién v6i no. Ahab d3 khién cac thuy thu doan
va con tau clia minh 14m nguy trong cudc chién ddu dé giét con ca voi.

2. White elephant: (voi trang) thanh ngit chi vat cong kénh dit tién ma khéng c6 ich gi 1am.

3. Ally McBeal: tén mot séri phim truyén hinh ndi tiéng ctia My, ciing 13 tén nhan vat chinh.

1. Pay 1a mot phép choi chit. Logo biéu tuwong ctia Nhitng trang vang 1a hinh miy ngon tay di
chuyén.

2. Daily Bugle: mot t bao gia twdng cua thanh phé New York, 13 phan khong thé thiéu cua
Marvel Universe (nhiing tap truyén tranh gia twong do cong ty Marvel Comics xuat ban). Noi
tiéng nhat trong sb cac truyén tranh clia cong ty ny la Nguoi Nhén.

3. Luat cua Moore (Moore’s Law): Vao nhirng nam 90, s6 lugng cac bong ban dan trén cac
con chip vi xtr 1y cr 18 thang lai ting gip d6i. Trudc d6 dd c6 mot nhad tién phong vé ban dan
nguo1 My tén la Gordon Moore da du bao trude vé viéc nay. Nam 1965, Moore da dy doan
rang s6 lugng cac bong ban dan trén mot con chip vi tinh mdi nim s& tang gap d6i. Du doan
ndy duogc goi 13 Ludt ctia Moore. Dén cudi thap ky 90 cac chip vi xir 1y d3 gém nhiéu triéu
bong ban dan, chuyén duoc 64 bit dir liéu mdi 1an va thyc hién hang ty 1énh mdi giay.

1. C6 thé thay Quy luat phudng hdi tai Viét Nam tir xwa véi Ha Noi 36 Phd phudng - mdi phd
budn ban mdt loai mat hang va mit hang d6 tré thanh tén cua phd: Hang Bac, Hang Trong,
Hang Puong, Hang Hom. .. Luat budn c6 hoi ban ¢6 phudng dén nay xem ra van dung du loai
hang hoa dugc ban khong thé hién & tén phd nita. O Ha Noi ngiy nay c6 pho Hang Dao, Hang
Ngang ban quan 40 ; Hang Pudng ban 6 mai, banh keo ; Hang M3 ban do hang mé ; Cau Go
ban db trang sttc my ky ; Hang Bac ban vang bac ; Tran Nhan Tong ban quan 40 bo ; Cat Linh
ban vat liéu xay dung ; Ly Nam Pé ban phu kién tin hoc...

3. Yahoo dang phai nhudong budc cho Google. Lan dau tién xuat hién trong Danh sach 100
thuong hiéu manh nhat thé giéi nim 2005 ctia Interbrand, gia tri thuwong hiéu ctia Google di 1a
8,461 ty do-la, dung thir 38 trong danh sach, trong khi gia tri thuong hi¢u cua Yahoo!, du 1a
chién binh 1au ndm, chi 13 5,256 ty d6-1a, dtng cach Google 20 bac xép thir 58 trong tong sap
(mac du gia tr1 thwong hi¢u da tang 1én 16% so v&1 ndm 2004).

1. Forrester Research: BPugc George F. Colony sang lap vao nam 1983, Forrester Research



1a mot cong ty doc 1ap nghién ctru thi trudng va cong nghé. Cong ty nay ciing cung cap cac
dich vu tu van tién tién va c6 tinh ing dung cao vé cac anh hudng cta cong nghé tdi doanh
nghiép va ngudi tiéu dung. Trong hon 22 nim nay, Forrester dd 1a mot nha tu van dang tin
cay, mot nha chién lugc hang dau, thong qua cac chuong trinh nghién ctru, tu van, su kién va
diéu hanh dong dang (peer-to-peer), hang di gitp cac khach hang trén khip thé gii dat duoc
Vi tri deNm déu trong cac thi truong cua ho. Forrester c¢6 tru so chinh tai My. Pén thang 6 nim
2005, tong s6 nhan vién cta cong ty da 1a hon 640 nguo1 va tong s6 cac cong ty khach hang 1a
hon 1.900. Trong bay nam lién tiép, cong ty cling nam trong top 75 trong danh sach 200 cong
ty nho thanh cong nhat do tap chi Forbes bau chon.

2. Pia chi ctia tap chi tryc tuyén ndy: www.slate.com

4. Pay 1a mot cach choi chit, “bullish” c¢6 nghia 1am ting gia c6 phiéu, bull (tic con bo tot)
con 1a logo cta hang Merrill Lynch.

1. Cola nguyén la t€n mot loai cay nhiét doi, géc chau Phi, co chira chét ca-phé-in (caffeine),
nay duoc trong nhiéu ¢ chdu My nhiét d6i. N6 trd thanh huong liéu trong thir nude giai khat
mau sim dugc cacbonat hoa, ma nguoi phat minh ra loai nudc giai khat nay 1a Tién s¥ John
Pemberton (sinh ngdy 8 thang 5 ndm 1886, tai Atlanta). Cai tn Coca-Cola (goi tat 1a Coke)
la do nguoi cong sy Frank Robinson dat cho. Sau do, doanh nghiép nay dugc ban cho Asa
Candler nam 1888, va nha may san xuat Coca-Cola dau tién dugc thanh lap nam 1895 tai
Dallas, Texas.

1. Luat Gresham (Gresham’s law): Gia thuyét cua nha tii chinh ngudi Anh Sir Thomas
Gresham (1519-1579) cho rang: “Bad money drives good money out of circulation”. (Tién
xau hat cang tién t6t khoi vong quay luu thong tién t&). Theo d6, khi cac kim loai véi gia tri
khac nhau cling c6 sttc manh nhu tién té (legal tender) thi thir kim loai ré hon s€ tr¢ thanh
phuong tién Iuwu hanh va thir kia bi chon giau, tich tr, hay xuat khiu. O day tac gia so sanh
trong marketing, néu theo diing gia thuyét ctia Gresham, cac thwong hiéu nhanh s& hit cang
thurong hiéu chinh (ttrc thuong hiéu gbe) khoi thi trudng.

2. Theo Kotler trong “Céc quy luat marketing”, ¢6 hai mé hinh marketing quan trong la: tu
trong ra ngoai (inside-out) va tir ngoai vao trong (outside-in). Theo quan diém inside-out thi
quy trinh marketing s& 1a: nha may cac san phdm hién c6 ban hang va xtic tién ban hang loi
nhuin thong qua doanh s6. Theo quan diém outside-in: thi trudng nhu cau cua khich hang
marketing tich hop loi nhudn thong qua sy thoa mén cuia khach hang

1. Biéu tuong co thé mang nhiéu § y nghia th vi. Vi du logo cua cong ty may tinh Apple gom
biéu twong trai tao bi can mot miéng va hang chit Apple. Khach hang tinh y s& lién tuong dén
qua tio Adam (Adam’s Apple) trong Kmh Thanh. B¢ la qua tri tu¢ ma Thugng DPé cdm Adam
va Eva an. Do d6 n6 tr¢ thanh trai cAm. Va khau hiéu ma Apple kém theo 13: “Take a bite!”
(Hay can mot miéng di!). Nghia la hdy mua may tinh Apple. Nhu thé cling 1a dn dugc qua tri
tué dé khon ngoan sang subt. Hodc nhu logo ctia Alpha Books, cong ty thuc hién cudn sach
ndy, c6 hinh miu tir Alpha trong chir Hy Lap. La tén chit cai dau tién trong bang chit cai Hy
Lap, Alpha con c6 nghia 12 nguyén ban, 1a sy khoi dau. Alpha ciing 1a tén ngdi sao sang nhat
trong mot chom sao trén dai Thién Ha cua Vi Tru. D6 ciing chinh 13 hinh anh vé Alpha Books
ma cong ty mong mudn xay dung trong suy nghi ctia ban doc.

1. Greenpeace, Healthy Choice, va SnackWell’s: theo thur tu 1a t6 chirc Hoa binh Xanh (té



chirc phi chinh phit dugc thanh 1ap véi myc tieu bao vé moi truong), Healthy Choice (thuong
hiéu thyc pham dong lanh va dugc gitr lanh do cong ty ConAgra Foods Inc. s¢ hitu). Theo
lich sur cua cong ty ConAgra, thwong hiéu nay ra doi sau khi CEO ctia ConAgra 1a Charles
“Mike” Harper bi mdt con dau tim nim 1985. Bi budc phai thay doi ché d6 an udng, 6ng da
dua ra y tuong vé mot dong san phdm dong lanh tot hon cho strc khde. ConAgra hién dang
ban nhiéu moén an dudi thuong hiéu Healthy Choice, trong d6 c6 céc bira trua duoc gitr lanh,
cac mon an phy, thit déng lanh ban theo lat, sup dong hop, kem, banh my, nude sot my Y va
ca bap ring bo. SnackWell’s 1a thwong hiéu d6 4n nhe cua Kraft Food Inc, mot cong ty thuc
phiam cua MY.

2. Golden Arches: biéu tuong chiéc cong vang nay la biéu tuwong ndi tiéng ctia McDonald’s,
mot cong ty s hitu chudi nha hang ban d6 4n nhanh ¢6 tru sé tai Chicago (My). Cong ty ra
doi nam 1953, va khi d6 Dick va Mac McDonald - hai nha sang lap, da bat dau nhuong quyén
st dung thuong hiéu cua cong ty ho. Biéu tuong c6 hinh hai chiéc cong vom ¢ hai bén hinh
anh mot quay ban banh hamburger luu dong. Khi dugc nhin tir mot géc do nao do, biéu tuong
nay khién nguoi ta lién twong dén chir cai M, va da dugc bién thé thanh logo ctia cong ty. Mic
du trén thuc t& McDonald’s da bo hinh anh céc cong vom nay khoi cac nha hang cua minh tir
nhirng nim 60 ctia thé ky 20, Golden Arches van con ton tai trong logo cong ty va thuong
dugc st dung nhu mot thuat ngtr phé) bién dé noi dén cong ty McDonald’s. Cai tén nay con
duoc hiéu rong hon nhu 1a mot ddu hiéu ctia chi nghia tur ban hay sy toan cau héa vi cong ty
McDonald’s 1a mdt trong nhitng tip doan ndi bat nhat ctia My di c6 kha ning thuc hién toan
cau hoa trong tim tay (ngoai Coca-Cola va Nike).

3. Banh hamburger: 1a mdt loai banh mi tron dugc b6 doi kep thit va rau, ca chua... Tén banh
ndy c6 Xuat xur tr Prc.

4. M&M: thuong hiéu keo vién s6 o la sita ctia My do cong ty Mars san xuat. M&M’s duoc
tao ra nim 1940 sau khi Forrest Mars (Cha) nhin thiy cac quan nhan TAy Ban Nha #n céc
thanh keo s6 ¢6 la c6 mot 1op dudng phil ngoai trong thdi ky Noi chién Tay Ban Nha. M&M’s
13 tén viét tat (va sau ndy trd thanh tén chinh thire) ctia cum tir “Mars & Murrie” (d6i tac kinh
doanh ctia Mars 1a Bruce Murrie). M&M’s ngay 1ap tirc tr¢ thanh mot hién tuong vi vao thoi
diém do, khong co thiét bi diéu hoa nhiét do trong cac ctra hang, nha & va céc thanh keo s6 co
la rat dé bi chay, tuy nhién keo M&M’s ¢6 16p dudng boc ngoai nén khong bi chay. S6 ¢b la
vien M&M’s dugce lam vt sdu mau: do, cam, vang, xanh 1a cay, nau va tim.

5. Macy’s: thuong hiéu Macy’s 1a tén mot chudi cac ctra hang bach hoa cua My, trong d6 co
ctra hang ¢ thanh phé New York tu goi minh 1 cira hang 16n nhat thé gigi. Macy’s 1a mot
phan cta Federated Department Stores. Macy’s duoc Rowland Hussey Macy thanh 1ap nam
1851 ¢ Haverhill, bang Massachusetts (My).

6. Caterpillar: tap doan san xuat cac thiét bi xdy dung, 1am nghiép, cac dong co toc do vira va
cac cong cu tai chinh lién quan ctia M.

7. United Parcel Service: cong ty giao nhan buu pham 16n nhat thé gi¢i, mdi ngay cong ty nay
giao nhan hon 14 triéu buu pham dén hon 200 nudc trén thé gidi. Gan day ho dd mé rong linh
vuc hoat dong ra hau can va cac linh vuc lién quan dén van tai. Tru s& cong ty dong tai
Atlanta, bang Georgia (M¥). UPS ndi tiéng véi cac xe tai mau nau cua ho (do d6 tén 16ng ctia
cong ty ndy 1a “Big Brown”). Mau nau UPS sir dung trén cac phuong tién van tai va dong



phuc cua ho dugce goi 1a mau nau Pullman, dat theo tén cua nhitng toa ngu trén tau do George
Pullman tao ra ¢6 mau nau. UPS ciing c6 hing hang khong riéng cua ho. D6i thii chinh cta
UPS 1a United States Postal Service (USPS), FedEx, va DHL.

8. Big Blue: tén 16ng cua IBM (c6 nghia 1a Cong ty Mau xanh Khong 16) vi logo ciia cong ty
ndy ¢6 mau xanh. Cho dén nhitng nim 90 ctia thé ky 20, nhin vién ctia IBM van mic dong
phuc vet xanh lo, so mi trang va ca vat sim mau.

1. “War” trong tiéng buc khong co nghia gi ngoai trir la dang qua khir cua dong tir sein (tuc
dong tu “to be” trong tiéng Anh). Nhung d6i véi nguoi st dung tiéng Anh, nd goi ra ¥ nghia
chién tranh (war). C6 1& d6 1a mot 1y do khién ngudi ta khong min ma véi thuong hiéu nay.

2. Perdue: mdt trong nhitng thwong hiéu dugc tin cdy va duoc nhan biét rong rai nhat cua My
thudc s hitu cta Perdue Farms, mot cong tay thuc pham va ndéng san hang dau thé gio1 voi
doanh s6 vé gia cam 1on thir ba trong nganh. Thanh 1ap nam 1920, cong ty nay cung cap cac
san pham va dich vu vé thuc pham t&i hon 40 qubc gia trén thé gidi vi hon 20.000 cong ty
thanh vién va 1a d6i tac cta 7.500 trang trai gia dinh.

1. Delicatessen: cira hing ban cAc mén dn san — con goi 1a deli.

2. Submarine sandwich: banh mi 6 dai, bo doc, nhdi nhan thit, xalat, pho mat... 6 banh dai
gidng nhu chiée tau ngdm.

3. Total quahty management: chu truong chi trong chit lwong san phdm, bao gdm céac chién
luoc nhim cai thién chit luong lién tuc

4. Tom Monaghan, Michael va Marian Ilitch, va John Schnatter: Nhitng ngudi sang lap
Domino’s Pizza, Little Caesars va Papa John’s.

1. Rush Limbaugh: Rush Hudson Limbaugh IIl (sinh ngay 12 thang 1 nam 1951 ¢ Mui
Girardeau, Missouri), 1a mot nguoi kha ndi tiéng trong gidi giai tri My va 13 nguoi din mot
chuong trinh trd chuyén trén radio dugc wa chuong & My. La mdt nha binh luan c6 quan diém
bao thu, ong thudng binh luan vé chinh tri va cac su kién duong thoi trong chwong trinh ciia
minh, chuong trinh The Rush Limbaugh Show. Hon 15 nam qua, Rush Limbaugh da 1a nguo1
dan chwong trinh trd chuyén trén radio dugc nhiéu nguoi nghe nhat & My va thé gio1, va so
thinh gia cta ong theo udc tinh da 1én dén khoang 20 triéu mdi tuan, cao thir nhi thé gidi chi
sau s thinh gia ctia chwong trinh Paul Harvey.

2. Laura Schlessinger: Laura Schlessinger (sinh ngay 16 thang 1 ndm 1947) 1a mdt nha binh
luan dao duc va van hdéa My, duoc biét dén véi tu cach 1a ngudi dan chuong trinh trd chuyén
truc tiép véi thinh gia trén song radio Bac sy Laura. Chuong trinh ndy duoc phat song trén
khip ca nudc va kéo dai ba tiéng mdi ngay vao cudi tuan. Schlessinger 13 mot nha phé binh
noi théng than vé nhirng gi qua thinh hanh trong nén vian hoa duong dai My. D6 1a: tinh duc
ngoai hon nhan, song chung trudce khi cudi, nhimg nguoi cha/me doc than, cac ba me di lam,
hon nhan qua som, viéc cha me qua nuong chiéu con cai, cai chét ém 4i cho nhitng ngudi mic
bénh nan y, li di du khong ai ¢ 16i va hon nhan dong tinh... Chuong trinh ctia ba thudng tap
trung vao nhitng doan binh ludn ngin vé nhirng van dé trén va cac chi dé xa hoi va chinh tri
khac sau nhitng cau tra 101 truc tiép, thang than va hop 1y rat dic trung cta ba cho nhitng cau
hoi do thinh gia goi dén hoic nhirng khuc mic dao durc khac. Ba ciing 1a tac gia cua nhiéu
cudn sach ky nang song, trong d6 no1 tiéng la cudn Muoi diéu Ngu ngde Phy nit 1am dé Xao
tron Cudc song cua Ho va nhiéu cudn sach vé ton gido. Sach cua ba vira dugc ua chudng lai



vira gdy nhiéu tranh cii. Tuy nhién, chuong trinh truyén hinh Bac sy Laura da khong thanh
cong va da bi huy.

3. Howard Stern: Howard Allan Stern (sinh ngay 1 thang 12 nam 1954 ¢ Roosevelt, Long
Island, New York) 1a mdt nhan vat ndi tiéng trong gidi truyén thanh M. “Vi Vua cua tat ca
céc phuong tién truyén théng” tu phong ndy da dugc gan cho mot céi tén 16ng vi sy hai hudce
vé tinh duc va ching toc kha sam s& va gdy nhiéu tranh ci ctia minh. Ong ciing 13 nhan vat
trén radio duoc tra thi lao hau hinh nhat & My va 1a nguoi ndi danh va giodi nhat trong lich str
truyén thanh. Cac chuong trinh truyén hinh phat séng trén mang ludi qudc gia My c¢6 chuwong
trinh Howard Stern Show (tr nam 1990 - 2005 trén kénh E!) va chuong trinh Howard Stern
Radio Show (1998-2001 trén CBS).

4. A&E: Mang ludi truyén hinh A&E Network 1a mot mang lud1 truyén hinh cap va V¢ tinh c6
tru s¢ tai New York, My. Mang ludi truyen hinh ndy, véi cac chuong trinh chu yéu vé sinh
hoc, phim tai liéu va cac séri phim truyén hinh, dd mé rong ra thém cac chuong trinh truyén
hinh khac va c6 luong khan gia dén hon 85 triéu ho gia dinh tai My. A&E 14 lién doanh giira
Hearst Corporation voi ty 1€ von 37,5%, ABC, Inc. (Disney s& hiru), 37,5%; va NBC
Universal, 25%.

5. QVC: la mot tap doan da quic gla co tru so tai West Chester, Pennsylvania, My, chuyén vé
cac chuong trinh mua sam trén truyén hinh tai gia. Do Josepth Segel sang 1ap nam 1986, QVC
phat séng & bdn qudc gia chinh téi 141 triéu nguoi tiéu dung. Tén tap doan 1a viét tat ctia cum
tor “Quality, Value, Convenience” (Chét luong, Gia tri, Su tién lg1) - ba y chinh trong tAm
nhin ctia ngudi sang 1ap vé cong ty.

6. Showtime: 13 mot thwong hiéu truyén hinh thué bao do mot s6 kénh truyén hinh va hé théng
truyén hinh str dung trén khap thé gidi, nhung chi yéu dé cap dén mot nhom cac kénh truyén
hinh tai My.

7. Nickelodeon: (goi tit 1 Nick) 14 mot mang ludi truyén hinh cap danh cho tré em. Noi ¢6
mang ludi truyén hinh Nickelodeon dau tién 1a My, tuy nhién hién nay nhiéu nudc khéc ciing
d3 phat trién mang ludi nay: Nhat, Uc, va Anh.

1. Citicorp: Tap doan c6 tién than 1a Citibank (thanh 1ap nim 1812 véi tén ban dau la City
Bank ctia thanh pho New York). Nam 1894, ngan hang nay trd thinh ngan hang 16n nhat nuéc
M§. Nam 1902 né dan mo rong pham vi hoat dong ra toan cau va trd thanh ngin hang 16n dau
tién ctia My c6 mot vin phong & nudc ngoai. Pén nim 1930 Citibank trd thanh ngan hang 16n
nhat thé gidi voi 100 chi nhdnh ¢ 23 nudc, chua ké nuéc My. Ngan hang nay dbi tén thanh
The First National City Bank of New York vio ndm 1955, sau d6 lai d6i thanh First National
City Bank vao nam 1962, va thanh Citibank nam 1976. Vao ndm 1981, Citibank dd m¢ thém
mot cong ty con & South Dakota dé tan dung nhitng vu thé do cac luat mdi dem lai, theo d6
mure 13i suat toi da ddi v6i cac khoan vay 1a 25% (lac d6 13 cao nhat nuée My). Citibank 1a
mot trong nhitng ngan hang dau tién ctia My gidi thiéu may rut tién tu dong vao nhirng nam 70
ctia thé ky 20 dé giam s6 luong nhan vién giao dich va gitip khach hang c6 thé tiép can cac tai
khoan ctia minh 24/24. Citibank hién la chi nhanh dich vu ngan hang cho cong ty va ca nhan
ctia tap doan dich vu tai chinh khong 16 Citigroup, tip doan 16n nhit thé gio1 trong nganh nay.
Ngoai cac giao dich ngan hang thong thuong, Citibank cling c6 cac san pham dau tu, bao hiém
va thé tin dung. Cac dich vu truc tuyen cua ho 1a mdt trong nhirng dich vu thanh cong nhét



trong nganh ngan hang véi khoang 15 triéu nguot st dung.

1. Nursing Home for Dying Brands: c6 1€ day la tén long danh cho céac cong ty dich vu chuyén
vé tai dinh vi thuong hiéu.

2. Kraft: thuong hiéu tap doan Kraft Foods: Kraft c¢6 tru s¢ chinh tai Glenview, Cook County,
bang Illinois, My. Tai My, tap doan niy ndi tiéng véi cic san pham pho mat, nhat 1a thuong
hi¢u Kraft Macaroni va pho mat Kraft Dinner. Cac thuong hiéu khac xut hién tai nhiéu thi
truong trén thé gidi nhu Dairylea (6 Anh), Jacobs (ca phé), Suchard, Baker’s, Toblerone,
Daim, stta Milka, Miracle Whip, Philadelphia, Vegemite, Velveeta, Oscar Mayer, mon trang
miéng Jell-O Gelatin, Planters, bot ngii cdc Post Cereals, thach Knox, Stove Top, Kool-Aid,
va Capri Sun (chi c6 ¢ Bac Mg¥). O Pic, tap doan nay ndi tiéng v6i Miracoli, mot san pham
my Y n lién dugc phét trién tir nhitng nim 60, ciing nhu Kaffee Hag. Digiorno, mot loai banh
pizza dé lanh (con c6 tén khac 1a Delissio & Canada).

1. Quang céo (advertising) va quang ba (publicity) giong nhau & chd ching déu 1a nhiing
théng tin tuyén truyén vé mot cong ty va san pham cta cong ty; diém khac nhau 1a: thong tin
quang cao do chinh cong ty bo tién thué mot dién tich trén bao/ tap chi hay mot thoi luong
phat song trén tivi/ radio, con thong tin quang ba do cac co quan truyén thong dai ching dua
tin mdt cach tich cuc vé cong ty va san pham nhu mot dang thong tin thong thuong. Trén 1y
thuyét cong ty 6 khong phai tra khoan chi phi nio ca. Tam Iy ngudi tiéu dung thuong cho
rang quang ba dang tin cdy hon quang cdo.

2. D’ Arcy, Masius Benton & Bowles: Cong ty quang cao cua My.

4. Groupware 1a phan mém ma mot nhom ngudi s dung chung v61 nhau trén he thong mang
ndi bo va mang Internet. N6 hoat dong trén nguyén tac str dung mang may tinh dé gitp cac
nguoi ding ning cao hiéu qua cac san pham ctia ho bang cach cong tac va chia sé thong tin.
Thu dién tir [a mot hinh thire cua groupware. N6 cho phép cac nguoi dung lién lac voi cac
nguoi dung khac, hop tac hoat dong, va chia sé cac thong tin mot cach dé dang. Thu dién tir 13
hé théng nén tang va he thong truyén tai dir liéu cua nhiéu trinh ing dung groupware. Ung
dung groupware gan day nhit 1a Wikipedia — Bach khoa toan thu mo.

4. Gi4 tr1 thwong hiéu cia Coca-Cola nam 2005 theo danh gia cua hang Interbrand: 67,525 ty
d6-1a. Xin xem thém cha dan s6 12.

1. Trong nhiéu nim tré lai day, moi nim Interbrand dua ra mét danh sach 100 thuong hiéu
hang dau thé gidi. Theo danh sach mdi nhit ctia ndm 2005 thi Coca-Cola van giit vitng vi tri
s6 1 (bdn nam lién tiép) véi gia tri thwong hiéu 1a 67,525 ty d6-la. Thuong hiéu dimg thir 100
trong danh sach nay la Heineken voi gia tri thwong hiu 1a 2,35 ty do-la.

2. Stock option: Quyén wu ddi mua co phleu bay dugc coi nhu mot trong s6 nhitng dai ngd
déac biét danh cho cac nhan vién (pho bién & cip quan tri). Hién nay trong dam phan vé céc
loi ich vé luong bong cua nhan vién, stock option dugc coi nhu mot muc, ngoai lwong co ban,
thudng, nhitng chuyén nghi dudng do cong ty t6 chirc, bao hiém. ..

3. Theo Danh sach 100 thwong hiéu hang dau thé gidi cua Interbrand nim 2005, gia tri thuong
hiéu Yahoo! la 5,256 ty do6-la, Xép thir 58. Gia tri cia AOL nam 2004 1a 3,248 ty d6-1a, nhung
dén nam 2005 thwong hiéu nay da khoéng con chd dimg trong danh sach 100 thwong hiéu hang
dau thé gi6i nira.

5. Sock Puppet: Thuwong hiéu mot loai rdi tat. Sock puppet ciing 1a t#n goi cua loai con réi



ndy, cach choi roi ndy ciing rat don gian: cho tay vao mdt chiéc tat, vdi cac cir dong cia cac
ngon tay, nhat 1a ngodn cai va ngon tro, chiéc tat s& nhu c6 mat mii mi¢ng va “noi” thue sy voi
thuat noi tiéng bung cua nguoi biéu dlen D61 khi nguoi ta con rach han mot doan tat dé lam
miéng cho con roi. Nguoi biéu dién réi tat thuong gidu minh sau mot buc va chi gio tay 1én dé
16 con roi.

6. Prince: ca sy Prince (t€n khai sinh Prince Rogers Nelson sinh ngdy 7 thang 6 nam 1958 &
Minneapolis, Minnesota): ca s¥, nguoi viét bai hat, nha san xuat biang dia va nhac cong (co
thé choi nhiéu loai nhac khi) duoc yéu thich va ¢ anh huong. Am nhac ctia anh da gop phan
phat trién thém nhiéu bién thé cua nhiing kiéu nhac khuén mau nhu funk, pop, rock, R&B/soul,
va hip hop, va anh dugc coi 12 “Linh hon ctia Minneapolis”. Prince doi tén minh thanh mot
dau hiéu khong thé danh van dugc vao ndm 1993, nhung di 1y lai cai tn Prince vao nim
2000.

1. Pay la mirc gia quang cdo tai thoi diém tac gia viét cudn sach niy.

1. Y nbi nguo1 doc hoc cach tao dung thuong hiéu cua minh trén Internet khi doc cudn sach
ndy, chi can bo ra mot s6 tién mua sach rat khiém tén so v6i khoan phi phai tra cho nha tur van
xay dung thuong hi¢u.

1. Mickey D: Tén goi 16ng cua hang McDonald’s.

2. Credit Suisse First Boston: Credit Suisse First Boston (CSFB) 1a mot hing cung cap cac
dich vu tai chinh va dau tu ngan hang. N6 1a mot phan ctia tip doan Credit Suisse va thuc &
s& dugc d6i tén thanh Credit Suisse vao thang 1 nim 2006. Hang nay phuc vu cho ba nhom
khach hang khic nhau: cac khich hang quan tim dén dinh ché, dau tu ngan hang va quan 1y
dau tu. Nhom khach hang dinh ché s& duoc nhitngbd phan sau ctia cong ty phuc vu: CSFB
HOLT, Equities, Fixed Income, Life Finance, Prime Services, va Research. Nhom khach hang
dau tu ngan hang s& tiép can voi cac bd phin: Mergers & Acquisitions Equity Capital
Markets, Debt Capital Markets, Private Placement, Leveraged Finance, Industry Experience,
va Regional Presence. Nhom khach hang quan 1y dau tu s& duoc cac bd phan sau cia tap
doan cham soc: Alternative Capital, Asset Management, CSFB VOLARIS, va Private Client.

3. Yogi Berra: Lawrence Peter “Yogi” Berra (sinh ngay 12 thang 5 nam 1925) 1a mdt cyu
quan 1y va cau thi choi vi tri bat bong tai Lién doan Bong chay My, hiu nhu trong sudt su
nghiép cua minh choi cho doi New York Yankees. Anh 12 mdt trong bdn cau thu dat danh hiéu
Cau thil Gia tri nhat cta Lién doan Bong chay My ba lan, va 1a mdt trong sau nguoi quan 1y
d3a— dua d6i bong chay My va Lién doan Bong chay qudc gia My dén voi giai thi dau qudc té
World Series. Anh dugc coi 14 mot trong nhitng cau tha choi vi tri bit bong gidi nhat trong
lich sur. Berra cting kha ndi tiéng v&i xu hudng dung tir sai nghia mot cach budn cudi va tach
r01 ngdn nglr tleng Anh dé tréu choc ngudi khac mot cach duyén dang. Chinh xu huéng nay
ctia anh 13 ngudn goc cua tr Yogiisms (chu nghia Yogi). Yogi da dugc tap chi Economist bau
chon danh hiéu Ngudi ngde Thong thai nhat trong 50 ndm qua vao thang 1 nam 2005.

1. BMW = Bavarian Motor Works, c6 nghia la nha may san xuat O 0 tai bang Bavaria (mién
nam nudc Burc), nguyeén goc tiéng Purc 1a Bayerische Motorewerke.

2. Y nbi khin tay bang vai thong thuong sau khi dung xong lai dugc cho vao ti, nhu vay
khong vé sinh, khéc gi cho bénh cam vao tii. Cho nén hiy dung khin gidy, xong 1a virt di.

3. Nguoi nay dong nhat khin gidy vai Kleenex nén van goi d6 1a cai Kleenex, du thuc t no



hi¢u Scott. P6 1a khi mot danh tir riéng dugce str dung nhu mot danh tir chung.

1. Philips NV: Koninklijke Philips Electronics N.V. (Royal Philips Electronics N.V). (trc
Cong ty bién tr Hoang gia Philips), thuong dugce goi 1a Philips, 12 mot trong nhitng cong ty
dién tir 16n nhat thé gidi. Doanh thu nim 2004 cta cong ty nay 1a 30,3 ty Euro va s6 nhan vién
12 hon 159.000 nguoi trén hon 60 qubc gia. Philips dugc to chirc thanh mot s bo phan: hang
dién tir tiéu dung Philips, hang ban din Philips, dén Philips, cic hé théng miy moc y té
Philips va céc thiét bi gia dung va chim soc ¢4 nhan Philips.

2. Pay 1a thong tin vao nim cudn sach dugc viét. Thuc t& hién nay cic cong ty dotcom dang
song lai. Cong nghiép kinh doanh truc tuyén trén toan cau, trong d6 c6 Viét Nam, dang hoi
sinh cung cac dich vu mién phi. Dich vu email Yahoo chang han, dang phai canh tranh gay gt
vo1 dich vu thu dién tr mé1 Gmail cua Google.

1. Nam 1942, Coca-Cola d4 tién hanh chién dich quang céo c6 tén “Chi c¢6 mdt thr duy nhét
giong nhu Coca-Cola, d6 1 chinh ban than Coca-Cola. D6 1a hang that”. (The only thing like
Coca-Cola is Coca-Cola itself. It’s the real thing””). Nam 1970, di€p khic “hang that” trong
khau hiéu d6 duoc hat trong cac doan quang cio trong khoang mot nim.

1. Marshall McLuhan: Herbert Marshall McLuhan (21/7/1911 - 31/12/1980) 1a nha giao duc,
triét gia va hoc gia nguoi Canada, 1a giao su nganh van hoc Anh, phé binh van hoc va la nha
1y luan glao tiép, 14 mot trong nhitng nha sang 1ap nganh sinh thai hoc truyén thong va hién 1a
chuyén gia danh dy trong gidi nhitng nguoi yéu thich ki thuat.

1. Greyhound: Greyhound Lines 13 cong ty xe bus van chuyén hanh khach trong ndi thi 16n
nhat & Bac My c6 dén 2.200 diém dén tai M§. Cong ty dugc thanh 1ap & Hibbing, bang
Minnesota vao ndm 1914 va chinh thuc tré thanh Tap doan Greyhound nam 1926. Hién nay,
cong ty dong tru sd chinh tai Dallas, bang Texas. Tén va logo cong ty lay theo tén loai chod
Greyhound, giéng chd chay nhanh nhat dugc nudi dé chay thi trong cac cudc dua cho.

1. Cho dén thoi diém nay Yahoo! di mét vi tri website tim kiém thong tin hang dau vao tay
Google du di lién két vi Goolge vao thang 6 nim 2000. Su ndi 1én nhanh chong ctia Google
duoc coi la mot hién tugng trong cac cong ty dotcom. Google do Larry Page va Sergey Brin
sang 1ap vao thang 9 ndm 1998. Cubi nim 2000, mdi ngiy c6 dén 100 triéu yéu cau tim kiém
thong tin duoc thuc hién tai Google.com.

2. Theo danh sach 100 thuong hiéu manh nhit nim 2005 cta Interbrand, thuong hi€u gia tri
nhat trén Internet 13 eBay dtng thir 55 trén tong sap véi gia tri 5,701 ty do-la, trong khi
Yahoo! c6 gia tri thuong hi€u la 5,256 ty d6-la (dung thir 58).

3. Cau chuyén thanh cong ctia Google: mic du ra doi sau Yahoo!, Google dang dan chiém linh
vi tri nha cung cdp dich vu tim kiém thong tin truc tuyén hang dau. Google cling mdi tung ra
dich vu email mién phi Gmail canh tranh v4i dich vu email ctia Yahoo!.

1. Sears, Roebuck and Co, cong ty ban 1¢ hang dau & My trong sudt thé ky 20. Sears ban nhiéu
loai hang ti€u dung, trong do6 cé do dét may, cac thiét bi, dung cy, linh ki¢n 6 t6 va dd gia
dung. Cong ty ndy co tru s& tai Hoffman Estates, Illinois gan Chicago. Tap doan Sears
Holdings Corporation la hang ban 1€ 16n thit ba & My, chi sau Wal-Mart va The Home Depot.
Cong ty nay thanh 13p nam 2005 sau khi Sears, Roebuck and Company of Hoffman Estates,
Ilinois duoc Tap doan Kmart Corporation & Troy, Michigan mua lai. Tru s& tdp doan van
tiép tuc dong tai Hoffman Estates, va tap doan van giit thwong hiéu Kmart. Sears Holdings c6



kha nhiéu thuong hiéu doc quyén nhu: cong cu Craftsman, cic thiét bi Kenmore, pin 6 to
DieHard, cac vat dung trang tri nha ctra c6 thuong hi¢u Martha Stewart, quﬁn ao thuong hi¢u
Jaclyn Smith, quan 4o thwong hiéu Sesame Street, quin 4o va d6 trang strc hiéu Thalia
Sodiand, quﬁn ao hiéu Lands' End, quﬁn 40 hiéu Route 66, do 16t hiéu Joe Boxer.

1. Tai san clia mot cong ty, ngodi tai san luu dong (current assets) va tai san cb dinh (fixed
assets) con c6 tai san vo hinh hay tai san phi vat thé (intangible asset). D6 1a tén tudi cua
cong ty (goodwill) va 1a mot thir tai san c6 thé dem ra kinh doanh dugc.

2. Chaebol = tap doan tai phiét; day la loai conglomerate (tap doan dai xi nghiép) cua Han
Qudc, quan 1y theo 161 gia dinh, khdng ché nén kinh té Han Quoc va phat trién tir viée ké thira
hinh thirc tp doan Zaibatsu (tai phiét) ctia Nhat doc quyén khong ché nén kinh té Triéu Tién
sau Thé chién II.

Edom la mét khu vuc lich st dinh cu ctia ngudi1 Semite thudc mién Nam Levant ndm & phia
nam ctia xt Judea va Bién Chét, phan 16n & Negev. N6 duogc dé cap trong cac hd soKinh
Théanh 13 Vuong quéc Edom thoi ky do sat tai thién nién ky 1 TCN.

Cuu Thé gidi (The Old World): bao gom céc phan cua trai dat duoc ngudi chau Au biét dén
truée khi Christopher Columbus trong chuyén hai hanh ctia minh phét hién ra chdu My vao
nim 1492, bao gom: chau Au, chdu A va chau Phi (mdt cach tong thé goi 14 dai luc Phi-A —
Au) va cac ddo bao quanh. Thuat ngit ndy duoc dung phan biét v6i thuat ngir Tan Thé gidi
(The New World), gdm ca chau My.

Sephardic Jews / Sephardi Jews / Sephardim: nhom ngudi Do Thai c6 t6 tién song ¢ Tay
Ban Nha hay Bo Pao Nha. Nhirng nguoi nay bi truc xuét khdi Tay Ban Nha vao nam 1492 va
phai chay tron sang cac nudc Hoi gido thuoc Dé quoc Ottoman, tao ra ngdbn ngir cua riéng
minh cha yéu 14 tiéng Tay Ban Nha pha 1an v&i mot s6 tir Hebrew.

Baron von Rothschild: thuoc Gia toc Rothschild 1a mot gia tdc Do Thai co nguén géc tr
Frankfurt, Puc. Ho d3 tao nén mot dé ché tai chinh — ngan hang tai chau Au bét dau tir cudi
thé ky 18.

Kha Han (Khan): mdt danh hi¢u danh cho nhitng ngudi cai tri va cac quan chiic & cac vung
Trung A, Afghanistan va mot s6 qudc gia Hoi gido khac.

Dhimmi: 1a mdt thuat ngir lich st d6i voi cong dan khong phai Hoi gido song tai mdt nha
nude Hoi gido. Theo nghia den c6 nghia 13 “nguoi duoce bao vé.” Theo cac hoc gia, quyén loi
ctia cac dhimmis duogc bao vé day du trong cong dong clia ho, nhung trong vai tro 13 nhitng
cong dan trong qubc gia Hoi gido, ho phai chiu nhitng han ché nht dinh va phai tra thué jizya.
Great Schism: Su chia r& chinh thirc (1054) giita Chinh thong gido Pong Phuong (Eastern
Orthodox Church) va Giao hoi Cong giao Roma (Roman Catholic Church).

Mizrahic Jews / Mizrahim: nhém ngudi Do Thai séng trong cac cong dong ¢ Trung DPong va
Bic Phi.

Gen: mot don vi di truyén duoc chuyén tr cha me sang con cai va dugc dung dé xac dinh mot
sb dic tinh cua con cai.

Khazars: 1a mot dan toc Turkic ban du myc di tao ra mot dé ché gitra nhitng nam cudi thé ky 7
va thé ky 10 (650-965). Pé ché Khazars théng tri khu vuc rong 16n kéo dai tir Thao nguyén
Volga-Don dén Pong Crimea va Bac Caucasus.

DNA ty thé: mitochondrial DNA — mtDNA. DNA ty thé 12 co s& cuia nhan 6 di truyén ngoai



nhan.

Chau Phi ha-Sahara (Sub-Saharan Africa): vé mit dia ly, 1a khu vuc cua luc dia chau Phi nam
¢ phia nam cua sa mac Sahara.

Y-chromosome: nhiém sic thé Y. La mdt cau tric c¢é to chirc cia ADN va protein nam trong
cac té bao.

Haplotype: 1a mot dai di¢n cia DNA nam doc theo sgi nhiém séic thé.

Khazar Khaganate (Han quéc Kazan): 1a t€n mot lién minh cac dan tdc du muc thudc cac dan
toc Turk & khu vuce diy nii Altai va ciing 12 tén goi mdt hin quéc hing manh ¢ Trung A trong
giai doan tir thé ky 6 t6i thé ky 7.

Céch ly di truyén: genetic isolation.

Lowlands (cac vung dét thap): cac khu vuc cta Scotland nim & phia nam va phia dong cta
vung cao nguyén.

Ngon ngtr Slavic: mot nhom cac ngdén ngir lién quan kha chat ché cua cac dan toc Slavo va
modt nhdm nhd clia cac ngdn ngit An — Au, duge dung & hau hét cac nudc Pong Au, phan 16n
cac nudc viung Balkan, cac bo phan ctia Trung Au va ving Bic ctia chau A.

Anusim ]a nhirg nguo1 Do Thai, theo Tudt Do Thai (halakha), dé bi budc phai tir bo dao Do
Thai nguoc lai y muon cua ho, thu’(rng khi budc phai chuyén d6i sang ton gido khac. Thuat ngit
ndy xuAt phat tir cum tir Talmudic “*averah b’ones (Hebrew: onxa71°ay )”, ¢6 nghia 13 “mot
su vi pham bat budc”.

Krymchaks: 1a mt cong dong sic toc — ton gido cla vung Crimea bat ngudn tlr cac tin ¢ noi
tiéng Turkic cua Rabbinic Judaism. Theo lich st ho séng & gan giii vi nguodi Crimean
Karaites.

Crimean Karaites: 1a nhitng ngudi thue hanh Karaism 13 hinh thirc ban dau ctia Do Thai gido
theo mic khai ctia Thién Chua trong Kinh Torah. Karaite Judaism tir chdi nhitng bd sung sau
ndy ctia Tanakh (Kinh Thanh Hebrew nhu Khau Luit Rabbinic (Rabbinic Oral Law) va dit
trach nhiém cudi cliing ctia viéc giai thich Thanh Kinh cho timg c4 nhén.

Turkic: Cac déan toc Turkic 14 mdt nhom céc séac toc sdng & mién Bac, Pong, Trung va Tay A,
Tay Bic Trung Qubc va cac vung ciia Dong Au.

Do Thai giao Rabbinic hay Rabbinism la dong chinh cua Do Thai giao tir thé ky thir 6, sau khi
Talmud Babylon dugc quy dlen hoa. Phat trién tir Do Thai gido Pharisaic, Do Théai gido
Rabbinic dua trén niém tin rang tai nii Sinai, Moses da nhin dugc tur Thién Chia “Torah
Viét”, cuing v6i 101 giai thich bang miéng, duoc goi 13 “Torah N6i” ma Moses di truyén lai
cho mo1 nguoi.

Do Thai gido Karaite hay Karaism la mdt phong trao cia ngudi Do Thai dac trung boi sy
cong nhan Tanakh 13 thim quyén phap 1y tdi cao duy nhét trong Halakha va than hoc. Do 1a
khac biét cua Do Thai giao Karaite vo1 Do Thai giao Rabbinic. Do Thai giao Rabbinic coi
Torah Noi, nhu dé he théng hoa trong Talmud va cc vin ban tiép theo, la nhirng giai thich c6
thAm quyén ctia Torah. Con Do Thai giao Karaite gitr thai do rang tat ca cac gio1 ran ma
Thién Chua truyén lai cho Moses da duoc ghi nhin trong Torah Viét ma khong can bd sung
hodc giai thich cuia Torah Noi. Két qua 13, nguoi Do Thai Karaite khong chip nhin cac truyén
théng truyén miéng trong Talmud va cac vin ban khac.

Chau Phi Ha Sahara (Sub-Saharan Africa): vé mit dja ly, la phﬁn luc dia chau Phi nim &



phia nam cua sa mac Sahara. V& mit chinh tri, n6 bao gdm tat ca cac nudc chau Phi toan bd
hay mot phan nim & phia nam ctia sa mac Sahara (ngoai trir Sudan).

Pé ché Songhai (Songhai Empire): 1a qudc gia Songhai da thong tri Tay Sahel trong thé ky 15
va 16. Sahel 1 ving khi hau sinh thai va dia sinh hoc ctia qua trinh chuyén d6i & chau Phi
gilta sa mac Sahara & phia bac va Sudanian Savanna & phia nam.

Do Thai gido quy pham (normative Judaism): theo truyén théng, viéc thue hanh Do Théi gido
duoc danh cho viéc nghién ciru Kinh Torah va chip hanh cac lut 18 va diéu ran. Trong Do
Thai gido quy pham, Torah va luat Do Thai 1a khong thay d6i, nhung cach dién giai cta luat 1a
c6i mo hon. N6 duge coi 1a mot mitzvah (gi6i luat) dé nghién ctru va hiéu luat.

The Syrian Malabar Nasrani 1a mot nhom ethno-religious tir Kerala, An P9. N6 am chi nhirng
ngudi da trd thanh Kitd hitu & bo bién Malabar trong nhirng ngdy dau cta Kitd gido, bao gom
ca ngudi ban dia va ngudi Do Thai Diaspora ¢ Kerala. Tén goi Nasrani dugc cho 1a xuat
phat tir tén Nazarét dugc st dung boi cac Kitd hitu Do Thai ¢6 xua ¢ ving Can Pong da tin
vao thién tinh ctia Chtia Jesus, nhung van bam viu vao rat nhiéu cac nghi 1& Mosaic.

Nhiém sac thé Y Aaron (Y-chromosomal Aaron): 1a tén duoc dat cho gia thuyét to tién chung
gin day nhét cua nhiéu ngudi trong tang 16p tu t& Do Thai (Jewish priestly caste) theo phy hé
dugc goi la Kohanim (sé it 1a “Kohen”, “Cohen”, hoac Kohane). Theo Kinh Torah, td tién
niy dugc xac dinh 1a Aaron, anh em trai ciia Moses. Do d, t6 tién chung gan day nhat theo
gia thuyét dugc dit tén 13 “nhiém sic thé Y Aaron”, trong tu voi “nhiém sic thé Y Adam”
Amerindian: 13 bat ky thanh vién ctia cac dan toc song & Bac hay Nam My trudc khi ngudi
chau Au dén.

Sabra (Hebrew: 12x) 1a mdt tir 16ng khong chinh thirc ding dé chi ngudi Do Thai Israel sinh
ra tai Israel.

Sephardic Haredim 13 nhitng ngudi Do Thai gbc Sephardi va Mizrahi theo Do Thai gido
Heradi.

Moses Mendelssohn (1729-1786) 1a mot triét gia Do Thai Puc, 1a ngudi di khoi ngudn
Haskalah.

Yishuv 1a tén goi cong dong ngudi Do Thai & Ving dat Israel gitta nhitng nim 1880 va 1948,
khi Israel tuyén bd tré thanh mot nha nude doc 1ap. Cong ddng Do Thai Yishuv dong vai tro
quan trong trong viéc dat nén mong cho mdt Nha nudc Israel da duge tru liéu. Trong khi
truyén théng va lich sit Do Théi 1a 16p nén mong dau tién trong viéc dinh hinh Nha nudc
Israel hién dai, Yishuv 1a 16p thir hai.

Con dudng nay dugc cho 1a bat dau tir noi Chua Jesus bi xét xir t6i noi Nguoi bi dong dinh
va chon cat tai doi Golgotha.

Halutz trong tiéng Hebrew c6 nghia 13 tién phong.

Hindu dé cap dén bt ¢t ai ty coi minh nhu vin hoa, sic toc hodc ton g1a0 grfm lién v&i cac
khia canh ctia An D9 gido (Hindusm).

Intifada: phong trao noi day ctia ngudi Palestine chong lai Israel.

Um Kulthoum: mét ca s¥, nhac sy va nit dién vién dién anh Ai Cip ndi tiéng qudc té trong
nhirng nam 1920-1970.

Trong ¥ nghia chinh ctia nd, mitzvah trong tiéng Hebrew dé cap dén gidi luat va nhing diéu
ran ctia Chia. N6 duoc st dung trong Do Thai gido Rabbinic dé néi dén 613 diéu rin trong



Torah & nti Sinai va cong thém bay diéu rin khac dit ra sau d9, tong so 1a 620.

Aggadah dé cap dén vin ban cha giai khong mang tinh phap 1y trong vin hoc ¢b dién ctia gido
doan Do Thai gido, dac biét dugc ghi lai trong Talmud va Midrash.

Midrash 1a mdt phuong phap gidi thich nhitng cau chuyén Kinh Thanh vugt ra ngoai nhirng
chit loc don gian cta gido 1y ton gido, phap 1y, hodc dao dtrc. Nhitng giai thich nay dugc cac
Rabbi dién vao nhitng “khoang trong” dugc tim thay trong Kinh Torah.

Beatnik 1a mot khuén mau truyén thong thinh hanh trong sudt nhitng nim 1950 dén giita nhitng
nam 1960, trung bay nhitng khia canh ndng can cua phong trao van hda Beat trong nhitng ndm
1950.

Dinh cu Pale (The Pale of Settlement): 1a thuat ngt dwgc dat cho mot khu vuc cua bPé quéc
Nga, trong d6 ngudi Do Thai duoc phép thuong tri, con vuot qua do thi bi cAm.
Nickelodeon: rap chiéu phim nho, vé ndm xu, thinh hanh & My trong nhiing nam 1905-1915.
Miriam 1a chi gai cia Moses va Aaron, va la con gai duy nhat ctia Amram va Jochebed. Ba 13
mot tién tri va xuat hién dau tién trong Sach Xuat Hanh trong Kinh Thanh Hebrew.

Deborah 1a mot tién tri ciia Thién Chua cua Israel, Tham phan thir tu cua Israel thoi tién quan
chi, ciing 1a mot chién binh va 1 vo cua Lapidoth theo Sach Thadm Phan. La nit thim phéan duy
nhat duoc dé cap trong Kinh Thanh, Deborah din dau cudc phan cong thanh cong chdng lai
cac luc lugng cua Jabin — Vua Canaan — va chi huy quan doi cua ong l1a Sisera. Cau chuyén
duoc ké lai trong chuong 4 Sach Tham Phan.

Amidah cting goi 1a Shmoneh Esreh (18 ,mwy mnw loi cau nguyén”), 1a kinh cau nguyén
chinh cua nghi 18 Do Thai giao. Nguoi Do Thai gido cau nguyén Amidah tai mdi trong ba 1&
cau nguyén trong mot ngay dlen hinh: budi sang, budi chleu, va budi t6i.

Birc turong Am thanh chinh 1a tbc d6 ctia Am thanh truyen trong khong khi, khoang 336nv's. Khi
toc do ctia mot vat di chuyen trong khong khi tir thdp hon, ting dan dén mirc dat va vuot toc
do nay thi nguo1 ta no1 rang nd da vuogt qua “buc tuwong am thanh”.

Indie rock 1a mdt thé loai nhac alternative (Alternative rock) c6 ngudn gbc tir Vuong quoc
Anh trong nhitng nam 1980.

Haggadah 12 mdt vin ban Do Thai quy dinh thir tu cua bira an tdi trong ngay 1& Vuot Qua.
Shtetls 1a nhitng thi trin nhd v&i dan s6 Do Thai 16n ton tai & Trung va Pong Au trudc
Holocaust.

Arcade: hanh lang c6 mai che vo1 cac cira hang va quay & hai bén.

Mesopotamla vung Ludng Ha nam gitra hai con song Euphrates va T1gr1s ngay nay bao gom
13nh thd Iraq, Kuwait, Pong Bic Syria, va phan nho ctia Pong Nam Thd Nhi Ky va Tdy Nam
Iran. Day dugc coi la “cai n61 cua van minh” nhan loai.

DPé quic La Ma (Roman Empire) (thé ky 1 TCN — thé ky 5, 6 CN): 1a mot dé qubc 16n nhit
trong lich sir thé gigi bao gom lanh th cac quoc gia bao quanh Pia Trung Hai ngay nay cua
chau Au, chau Phi va chau A. Ba thanh pho 16n ctia nd 1a Rome (thudc Y), Alexandria (thude
Ai Cap) va Antioch (thude Tho Nhi Ky). Nam 285, Hoang dé Diocletianus phan chia Pé ché
thanh Dé qudc Tay La Ma (Western Roman Empire) va Pé quoc Dong La Ma (Eastern
Roman Empire). Dé quoc Tay La M3 kéo dai dén ndim 476; con Bé qudc Pong La M (con ¢o
tén goi khac 1a Bé quic Byzantine) kéo dai dén nam 1453.

Aliyah 12 sy nhap cu cua ngudi Do Thai tir cac cong dong Diaspora vé lai Ving dat Israel.



Palestine: trong thé ky thtr nhat, Dé ché La Ma danh bai dan tdc Judea 1 .000- nam-tuoi, pha
hity Pén Tho Jerusalem va ddy ai hang traim nghin nguoi Do Thai. Dé x6a tit ca ky trc vé xu
Judea, Rome d6i tén Judea thanh ‘Palestine’ theo tén ké thu cta ngudi Do Thai trong Kinh
Thanh — Philistines — 13 dan toc di ting dinh cu doc theo bd bién x(r Canaan. Vé sau, ngudi
phuong Tay goi Pat Thanh Do Thai-Kit6 gido 1a Palestine. Dan toc Arap da khong chap nhan
rong rii tén ‘Palestine’ cho dén thé ky 20.

Plato (424/423 TCN — 348/347 TCN): Triét gia Hy lap co dai.

Aristotle (384 TCN — 322 TCN): Triét gia Hy lap c6 dai. Hoc tro ctia Plato.

Jehovah: trong Kinh Thanh Torah, Jehovah 14 tén riéng cta Thuong Dé, nhu d3 mic khai cho
Moses trén nui Sinai. (xem Cau chuyén Do Thai: lich str thang trAm ctia mot dan toc)

Noah: theo Sach Sang Thé, ong Noah dong con tau 1on ma ngdy nay goi 13 tiu Noah dé tir ctru
ong va gia dinh, bao ton thé gidi dong vat, thuc vat khoi bi diét vong boi tran trimg phat dai
hong thity cta Thién Chua.

Mari Letters: 1a mot bo suu tap cac thu tir hoang gia tir Mari, mot thanh phd co trén song
Euphrates.

Amarna Letters: thu tir ngoai giao, trén bang dit sét, chu yéu gitta chinh quyén Ai Cap va dai
dién cua ho & Canaan va Amurru trong khoang thoi gian nhitng nam 1300 TCN.

Semitic: nhdm cac ngdn nglr ¢ lién quan v&i nhau dugce nod1 boi 470 triéu nguot tai Tay A,
Bic Phi va Sing chiu Phi. Chiing 1 mot nhanh ctia ho ngdn ngit Phi — A. Ngbn ngir Semitic
dugc noi nhiéu nhit hién nay la tiéng Arép, Amharic, Hebrew, Tigrinia va Aramaic.

Babylon: mot thanh quéc cua Ludng Ha cd dai, nam & Al Hillah, tinh Babil, Iraq, khoang
85km vé phia nam thit 46 Baghdad (Iraq).

Pharaoh: tudc hi¢u cua vua Ai Cap co dai.

Mic khai: mot tir than hoc hay duoc dung trong Kitd gido, ¢ nghia 1a vén md ra birc man bi
mat dé cho thdy mot diéu gi do.

Ba Tu (Persia): mdt qubc gia c6 ¢ phia tdy nam chau A, nay 14 Iran.

Jericho: thanh c6 ndm gan Bo Tay cua song Jordan.

Vé mit dia 1y, Transjordan gom cac khu vuc phia dong cua song Jordan, bao pha phan 16n
Jordan ngay nay.

Xtre dau (anointing) dién ta hanh dong xoa dau trén co thé, hay d6 dau 1én dau nham mot muc
dich nao d6. Sy xtrc dau bao gom nhiéu muc dich va y nghia khac nhau. Trong thoi Cuu udc,
xtrc ddu duoc xem 12 mot nghi thirc quan trong nhim xac chimg rang: ngudi duoc xic dau
dugc Plrc Chia Troi chi dinh dé thi hanh mot s ménh dic biét.

Samaritans 13 mdt nhom sic toc-ton gido cua Levant, hau du¢ cua cu dan Semitic ¢ ctia khu
vuc.

Pé qudc Byzantine (Byzantine Empire) (330- 1453): con goi la Pé qudc Pong La Ma, dong
d6 ¢ Constantinople (nay la Istanbul, thu d6 cua Tho Nhi Ky).

Gnosticism: Thuyét Ngd Pao (tir tiéng Hy Lap c6 dai: - gnostikos yvwotikodg, “hoc”, tir Gnosis
yvdotg, kién thirc) mo ta mot tip hop cac ton giao cO xua xa lanh thé giéi vat chdt — ma ho
xem nhu dugc tao boi cac dang tao hoa — va chap nhan thé gi6i tim linh.

Thot Trung co: giai doan gitra su sup d6 cuia Dé quoc La M3 va sy trdi day ctia cac quoc gia
chiu Au hién dai, tirc 1a tir thé ky 5 kéo dai dén thé ky 15.



Levant 12 mot thuat ngit lich sir dia 1y dé cap phong ching dén mot khu vuc rong 16n & Tay
Nam A bao boc boi day nii Taurus cua Anatolia & mién Bic, Blen bia Trung Hai ¢ phia tay,
va sa mac mién Bac Arap va Mesopotamia ¢ phia dong. Mot s6 cac qudc gia hodc cac bo
phan cta cac quc gia nam trong khu vuc Levant la Cyprus, Ai Cap, Iraq, Israel, Jordan,
Lebanon, Palestine, Syria, Tho Nhi Ky. D61 khi ban dao Sinai cling dugc bao gom, mac du
phan nhiéu dugc coi 13 mot ving trung gian, ngoai bién tao thanh mdt cau ndi giira Levant va
Bic Ai Cap.

Aramaic: thudc cin ho Semitic, ndm trong ho ngdn ngit Phi — A (Afro-asiatic). Tiéng Aramaic
13 mot phan trong nhom ngon ngir Tay-Bac Semitic, trong nhdm ndy con co cic ngdn ngit
Canaanite nhu tiéng Hebrew va tiéng Phoenicia. Aramaic 13 ngdn ngit chinh ctia xt Syria.

B6 Luat Do Thai: (Hebrew: n2%1, Sephardic: (halaya); phién &m nhu halacha hoachalachah)
hodc halocho (Ashkenazic: (haloyo)) 1a tap hop cac ludt ton gido cua nguoi Do Thai co
ngudn goc tir Torah Viét va Torah N6i. Bao gom 613 diéu ran, luat Talmudic va Rabbinic, cac
phong tuc va truyén thong bién dich trong Shulchan Aruch (thudong duoc goi 1a “Code of
Jewish Law” — “B¢ Luat Do Thai”).

Bén dao Iberia ndm ¢ cuc tdy nam chau Au, dugc bao quanh boi Dia Trung Hai vé hudng
dong va nam, va boi Dai Tay Duong vé huong tay va bic. Dy nai Pyrenees 1am thanh bién
giéi dong bac ciia ban dao. Gibraltar, diém cuc nam ciia ban dao, duge ngan cach véi chau
Phi boi eo bién cung tén. Day la ban dao lon nhat chu Au véi dién tich 582.860kn?. Ban dao
Iberia gdm c6 cac qubc gia va vung lanh thd: TAy Ban Nha, B6 Pao Nha, Andorra va
Gibraltar.

Sephardi Jews hay Sephardic jews hay Sephardim: nhom ngudi Do Thai co to tién séng &
Tay Ban Nha hay Bo Pao Nha.

Ashkenazi Jews hay Ashkenazic Jews hay Ashkenazim: nhém nguoi Do Thai goc Puc sdng
trong cac cong dong & Trung va Pong Au ma hién nay 1a mién Bac nuéc Phap, Puc va Thuy
Sy.

Ban dao Balkan 1a mot khu vuc dia 1y ctia khu vire Pong Nam chau Au. bao gff)m toan b hoac
mot phﬁn cua Albania, Bosnia va Herzegovina, Bulgaria, Croatia, Hy Lap, Kosovo, Cong hoa
Macedonia, Montenegro, Serbia, Slovenia, va phén chau Au cta Thé Nhi Ky.

Novorossiya 1a mot thuat ngir lich sur ctia Pé ché Nga biéu thi mdt khu vuc phia bac cua Bién
Pen (nay 1a mot phan ctia Ukraina).

Pé qubc Ottoman: con goi 1a Turkish Empire — Dé qubc Thé Nhi Ky theo lich st.

Mizrahi 13 nhitng ngudi Do Thai dén tir Trung Dong va Bac Phi.

Zionist: Nguoi theo Chil nghia Phuc quéc Do thai

Xem thém & chuong Sinh t6, vitamin E.

Co the chi dy trit chat béo.

(*) Enzyme la nhirng chit xtic tac sinh hoc c6 ban chit 1a protein. Chung xtic tac cho hau hét
cac phan tng chuyén hoa dién ra trong co thé song.

Nau thirc n (tang thit 16n hodc heo, bo, ga, vit con nguyén con) nhd nhiét kho ctia ngon ltra
hay trong 10 nuéng. Giéng nhu nudng bé 10 nhung nhiét d6 cao hon nhd hoi néng kho ciia 10
nudng. Theo cach nay, mot lwgng mo rat 16n van con & duéi 16p da.

Nau d6 an 1au voi nhiét khé do tic dung chuyén nhiét trong 160 nuéng. Thirc dn duogc sip trén



khay 16i dit trong khong khi nong va kho cua 10 nudng. Phai phét bo, dau dé tranh dinh khay
va 1am 4m thirc an. Cach nay van 1am cho moén in c6 nhiéu ddu mé.

X0 ap chao 13 niu nhitng miéng thirc in nho va mong that nhanh v&i nhiét d6 cao, mot chut
dau m&

Thtrc 4n thai mong tiép xtc truc tiép véi nguon nhiét, dé cho md chay ra khoi thirc an.

Kem 1a phan chit béo duoc tach ra tir sita. Thanh phan dinh dudng ctia kem bao gom 87%
chat béo, 6% chat dam va 7% duong. Pay la loai chit béo bdo hoa

1. Quan diém cho ring hai quy trinh khic ndy cung ton tai di duoc dua ra béi Henry
Mintzberg va James Waters trong nghién ctru kinh dién cta ho “Of Strategies, Deliberate and
Emergent,” Strategic Management Journal 6 (1985): 257. Gido su Robert Burgelman cua Dai
hoc Stanford 1a hoc gia xudt sic trong linh vuc ndy, va nhiéu nghién ctru ciia 6ng da dugc
trich dan trong chuong nay. Hai nghién ctru quan trong nhit cta 6ng 1a “Intraorganizational
Ecology of Strategy Making and Organizational Adaptation: Theory and Field Research,”
Organization Science 2, no. 3 (August 1991): 239-262; va “Strategy as Vector and the Inertia
of Coevolutionary Lock-in,” Administrative Science Quarterly 47 (2002): 325-357. Cubn
sach m6i day ctia Burgelman 13 Strategy Is Destiny (New York: Free Press, 2002) d3 tom tat
rat nhiéu phat hién cua 6ng. Cac gido su Rita McGrath va ITan MacMillan cua Trudng kinh
doanh Columbia va trudng Wharton ciing d nghién ctru nhirng van dé ndy. Chung t6i thiy bai
viét “Discovery-Driven Planning” (Harvard Business Review, July—August 1995) ctia ho dic
biét hitu ich trong viéc tim hiéu qua trinh phat trién chién lugc nao 1a thich hop trong ting
hoan canh. Cudi cung, ching toi ciing hoc héi rat nhiéu tir cong trinh cia Gido su Amar
Bhide, The Origin and Evolution of New Business (Oxford and New York: Oxford
University Press, 2000).

2. Mintzberg and Waters, “Of Strategies,” 258.

3. Diéu ndy cung 13 khoi ngudn ctia phuong phap tiép can truyén thong vé cach xay dung chién
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giai doan sau cta budc 1 cua vong xody, khi cong ty can tip trung vao mot chién lugc thing
loi dd tr6 nén r6 rang. Tha vi 1a Bain Capital, mot trong nhitng doanh nghiép dau tu thanh
cong nhat trong sudt thap ky qua, da thuc hién cude chuyen d6i rat hiéu qua. Ban dau, Bain
dau tu vao nhirng du an kha nho. Vi du nhu ho cung cap von ban dau cho Staples, ctra hang
van phong pham Ho da qua thanh cong voi quy dau tién dén ndi cac nha dau tu chi don glan
1a d6 that nhiéu tién vao cac quy tiép theo, trong mirc Bain cho phép. Piéu ndy c6 nghia 1a gia
tri ctia cong ty thay doi, va ho khong thé wu tién cac du an dau tu nhd duoc nita. Tuy nhién,
d6i 1ap voi hanh vi cua quy mao hiém trong bong bong, Bain ngung cac dy an dau tu & giai
doan som khi ho 16n manh hon. Ho tr¢ thanh nha dau tu von co phan & giai doan sau, va tiép
tuc hoat dong xuat sac. Theo cach noi ctia md hinh xdy dung 1y thuyét ma ching i trinh bay
trong phan gidi thiu, khi nhitng quy dau tr ndy ting truong, ho s€ 0 trong nhitng tinh hubng
khac. Nhirng chién luwoc dan dén thanh cOng trong tinh huéng nay co thé dan dén tham hoa &
tinh huong khac. Bain Capital thay d6i chién lugc khi tinh hudng thay d6i. Nhiéu quy dau tu
mao hiém d3 khong 1am vay.

1. Trong chuong ndy ching t6i str dung cum tir nha diéu hanh cip cao dé chi nhiing nguoi &
céc vi tri nhu Chu tich hoi dong, Pho Chi tich, Giam doc diéu hanh, va Chu tich. Diéu hanh
cap cao, nhiing nguoi co thé thuc hién tot vai tro lanh dao ma ching t0i m6 ta trong chuong
ndy can phai c6 strc manh va su ty tin dé tuyén bo rang nhitng quy tic nhat dinh nio cta cong
ty phai tuan theo, trong truong hop du an kinh doanh tang treong dang gap phai.

2. Nhu da dé cap trong Chuong 8, Sony la vi du duy nhat ma ching ta biét vé mot nha pha vo
dinh ky, da tao ra mdt chudi pha v gom hang chuc du an kinh doanh co toc do tang trudng
mdi gitta ndm 1950 va 1982. Hewlett-Packard da 1am diéu ndy it nhat hai 1an, khi ho ra mt
may tinh dua trén vi xtr 1y va may in phun. Gan day, ching t6i nhan thay rang Intuit dang tich
cyuc tim kiém dé tao ra du an kinh doanh c6 téc do ting trudng méi thong qua cac bién phap
mang tinh pha v&. Nhung d6i véi dai da s cac cong ty, pha vd 1a mot su kién chi dién ra mot
lan.

3. Mot 1an nira, chiing t61 mong doc gia tham khao Strategy is Destiny cua Robert Burgelman;
ghi chép cuc ky siu sic vé chat luong trude va sau cac quyét dinh chién lugce co anh hudng
16n da duoc phan phdi qua cac 16p quan 1y tai cong ty Intel.



4. Nhirng théi quen nhu “quan 1y bing cach di quanh vin phong”, dugc phd bién rong rii boi
Thomas Peters va Robert Waterman trong phwong phap quan 1y ¢6 dién ctia ho, In Search of
Excellence (New York: Warner, 1982) nham dén thach thirc nay. Hy vong rang bang cach di
xung quanh, cac nha quan 1y cap cao c6 thé cam nhan duoc cau hdi quan trong 1a gi, dé ho yéu
cau thong tin can thiét dé dua ra quyét dinh dung dan.

5. Mot s6 ngudi khang dinh rang nhirg nha diéu hanh cao cip van can phai tham gia trong cac
quyét dinh vé nhitng chi phi 1én vi trach nhiém dugc ty thac cta ho khong cho phép chi tiéu
nhiéu hon mirc cong ty phai chi tiéu.

6. Minh hoa ndy tom tit mot tinh hudng gido duc boi Clayton Christensen va Rebecca
Voorheis, Managing Innovation at Nypro, Inc. (A),” Case 9-696-061 (Boston: Harvard
Business School, 1995) va “Managing Innovation at Nypro, Inc. (B),” Case 9-697-057
(Boston: Harvard Business School, 1996).

7. Pé giai thich diéu niy, chung tdi dang stir dung ngdn ngit ctia md hinh cta minh. Lankton
khong biét vé nghién ctru ctia ching t6i va do d6 hanh dong nho truc giac cua minh, khong
phai nho 161 khuyén ctia chung t6i. Tuy nhién truc gidc cia dng nhit quan mdt cach tuyét voi
voi cach chung toi s€ xem xet tinh hinh.

8. Tha vi 1a bat chip thuc té 1a cong ty da bo 16 (cho dén nay) co hoi dé nam bt lan song
tang truong pha v& trong viéc san xut da dang, s6 luong thap trén modi md hinh, cong ty da
lam rat t6t. Ho da theo mo hinh néu trong chuong 6, 1an dan vé phia truge tir cudi 1€n, tich
hop san xuat thanh phan vao 1ip rap timg cum phu thudc 1an nhau vé cong nghé va tham chi
1ap rap san pham cudi cung. Cong ty ting lgi nhuan gip ba 1an doanh thu téi gan 1 ty do-la tir
nam 1997 dén 2002 — mét khoang tho1 gian ma cac ddi thu canh tranh 16n that bai.

9. Ban chét ctia pha v& clia cac cong ty ndy dugc phan tich & hinh 2-4 va cac phu luc chuong
2.

10. Piéu dang cha ¥ 13 ching t6i chua nghién ctru ty 1¢ thanh cong tuong d6i ctia du an duoc
dan dat boi nguoi sang 1ap so voi nha quan 1y dan dau sang kién dot pha. Tt ca nhitng gi
ching t6i c6 thé néi trén co so phan tich ching toi da thue hién cho dén nay 1a ty 1 thanh
cong tuong dbi cua dot pha do ngudi sang 1ap dan dat 1a cao hon so véi quan 1y. Chang t6i
chua thé két luan chic chan vé ty 18 thanh cong trung binh cta bén nao cao hon. Vi 1y do dé
hiéu 1a that khé ma 1ay duoc dit liéu vé nhirng nd luc kinh doanh sang tao bi that bai.

11. Clayton M. Christensen, Mark Johnson, and Darrell K. Rigby, “Foundations for Growth:
How to Identify and Build Disruptive New Businesses,” MIT Sloan Management Review,
Spring 2002, 22-31. Chiing t6i rat biét on Darrell Rigby da chi ra kha ning mot ¢§ may ting
trudng cé thé tao ra.

12. Mot cong cu tot dé sir dung trong quy trinh dy thio ngan sach duoc goi 1a 1én ké hoach du
an tong hop. Steven C. Wheelwright va Kim B. Clark ¢4 m6 ta phuong phap nay trong cudn
sach cua ho Revolutionizing Product Development (New York: Free Press, 1992). Khai niém
ctia ho di duoc mo rong dén qua trinh phan bod nguén luc cta cong ty theo phuong phap dugc
giai thich boi Clayton Christensen, “Using Aggregate Project Planning to Link Strategy,
Innovation, and the Resource Allocation Process,” Note 9-301-041 (Boston: Harvard
Business School, 2000).

13. Xem Rita G. McGrath and [an MacMillan,“Discovery-Driven Planning,” Harvard



Business Review, July—August 1995, 44-54.

1. Mac du chung t01 chua thue sy phan tich tong hop nhung c6 bdn nghién ctru cong bd gin
day déu dong tinh voi udce tinh rang trong 86 muo1 cong ty thanh cong vdi viée duy tri tang
truong. Chris Zook va James Allen xét thay trong nghién ctru Profit from the Core (Boston:
Harvard Business School Press) cong b6 ‘nam 2001 rang chi 13% trong nhom mau cta ho
gdm 1.854 cong ty 1a co6 thé ting trudng On dinh trong sudt 10 nim. Cling trong nim 2001,

Richard Foster va Sarah Kaplan céng bd nghién ctru, Creative Destruction (New York
Currency/Doubleday), theo doi 1.008 cong ty tir nam 1962 dén 1998. Ho nhin thay rang chi
160 cong ty, tirc 1a khoang 16%, la co thé ton tai trong khoang thoi gian nay, va két ludn rang
cong ty luén hoat dong tot hon 1a khong trdng. Jim Collins ciing dd cong bd nghién ctiru Good
to Great (New York: HarperBusiness) vao ndm 2001, trong do ong nghién ctru mot he théng
gom 1.435 cong ty trong vong 30 nam (1965-1995). Colhns nhan thay rang chi 126 cong ty,
tirc 1a khoang 9%, c6 thé vugt qua mirc trung binh cua thi trudng von cd phan trong mot thap
ky tro 1én. Két qua nghién ctru cua Corporate Strategy Board trong Stall Points (Washington,
DC: Corporate Strategy Board, 1988), dugc tong hop chi tiét trong bai, cho thay 5% sb cong
ty trong bang xép hang Fortune 50 di duy tri thinh cong mirc ting trudng ctia minh, va 4% da
khoi dong lai duoc mot phin ting trudng sau khi chitng lai. Cac nghién ctru déu ung ho khang
dinh ciia ching t6i rang xac sudt 10% thanh cong trong cong cudc tim kiém ting truéng bén
vitng 1a mot con s wdc lugng rong rai.

2. Vi tit ca cac giao dich ndy déu bao gdm c6 phiéu nén don vi do ludng “dich thue” cho gia
tri ctia cac thoa thuan khac nhau 13 rat mo hd. Du khi mot thoa thuan da két thuc, mot gia tri
cudi cung c6 thé duogc chét thi gia tri dinh trude ctia giao dich vao thoi diém théa thuin dugc
cong bo ciing s& hitu ich: N6 cho thiy cac bén lién quan mudn tra va nhan bao nhiéu vao mdt
thoi diém nao d6. Gia cd phiéu thay doi sau khi thoa thuan dugc cong bd thuong 1a hé qua cia
cac su kién ngoai 1¢ khac hau nhu khong lién quan dén ban than thoa thuan d6. Khi co thé,
chiing toi déu sir dung gia tri clia cac thoa thuan tai thdi diém cong bd thay vi khi két thuc.
Nguon dir liéu cua hang loat cac giao dich ndy bao gdm: NCR: “Fatal Attraction (AT&T’s
Failed Merger with NCR),” The Economist, 23 March 1996; “NCR Spinoff Completes
AT&T Restructure Plan,” Bloomberg Business News, 1 January 1997. McCaw and AT&T
Wireless Sale: The Wall Street Journal, 21 September 1994. “AT&T Splits Off AT&T
Wireless,” AT&T news release, 9 July 2001. AT&T, TCI, and MediaOn: “AT&T Plans
Mailing to Sell TCI Customers Phone, Web Services,” The Wall Street Journal, 10 March
1999; “The AT&T-Mediaone Deal: What the FCC Missed,” Business Week, 19 June 2000;
“AT&T Broadband to Merge with Comcast Corporation in $72 Billion Transaction,” AT&T
news release, 19 December 2001; “Consumer Groups Still Questioning Comcast-AT&T
Cable Merger,” Associated Press Newswires, 21 October 2002.

3. Gia cb phiéu ciia Cabot vuot qua mirc trung binh thi truong tir nam 1991 dén 1995 khi ho
quay lai tap trung vao du an kinh doanh ¢t 16i ctia minh, vi hai 1y do. O mot bén ctia phuong
trinh, nhu céu mudi than & chdu A va Bic My tang I1én vi doanh s6 ban 6 t6 nhay vot, tir d6
tang nhu cau 16p xe. V& phia cung, hai nha san xuAt mudi than khac ctia My vira roi nganh vi
khoéng mudn dap ng muc dau tu can thiét cho quan 1y méi trudng, do d6 ting stic ¢p gia ca
ctia Cabot. Cau ting va cung giam dan dén loi nhuan ting vot cho cac hoat dong san xuat mudi



than truyen thong ctia Cabot, the hién & gia ¢ phleu cua cong ty. Tuy nhién, tir 1996 dén 2000,
gia c6 phiéu cta ho lai giam Xuong, phéan anh sy thiéu trién vong tang trudng.

4. Mot nghién ctru quan trong vé xu hudng thuc hién cac dau tu khong thé tao duogc ting
trudng cua cac cong ty da dugc Gido su Michael C. Jensen thuc hién: “Cudc cach mang cong
nghiép hién dai, 161 thoat va that bai cta cac hé théng quan 1y ndi bd”, Journal of Finance
(Thang 7 nam 1993): 831-880. Giao su Jensen ciing thuc hién nghién ctru nay dé giri 1én Hiép
hoi Tai chinh My. Tha vi 1a & chd nhiéu doanh nghiép dugc Jensen dan chimng 1a di git hai
tang trudng hiéu qua tir cic khoan dau tr cua minh déu 1a cac nha cai cach dot pha — mot khai
niém then chdt trong cuén sach ndy. Pon vi phan tich trong cubn sach ndy, ciing nhu trong
cong trinh ctia Jensen, 14 tirg doanh nghiép chir khong phai hé théng tao ting trudng 16n hon
trong mot nén kinh té thi truong tv do tu ban cha nghia. Cac cong trinh nhu Theory of
Economic Development (Cambridge, MA: Harvard University Press, 1934) va Capitalism,
Socialism, and Democracy (New York: London, Harper & Brothers, 1942) cua Joseph
Schumpeter déu 1a cac cong trinh budc ngoic c6 anh hudng 16n, dé cip dén mdi trudng noi
cac doanh nghiép hoat dong. O day chung t6i khang dinh rang du thanh tich ctia cic nén kinh
t& thi trudng tr do trong viée tao ting truéng & mirc vi mo 1a nhu thé ndo thi thanh tich cta
céc doanh nghiép ca thé van 1a kha nghéo nan. Chinh thanh tich ciia cic doanh nghiép trong
mot thi trudng canh tranh 13 diéu ma chiing t6i mubn dong gop.

5. Cau chuyén don gian nay lai hoa ra phurc tap boi thi truong duong nhu két hop mot su “suy
thoai” ky vong vao ty 1¢ tang trudng cua bat ky cong ty ndo. Phan tich thire nghiém cho thay thi
truong khong ky vong bat ky cong ty ndo ting trudng, hay thim chi 13 ton tai, mai mii. Vi vay,
no két hop vao gia hién tai mot sy giam sut dy doan voi ty 1€ tang truong tir mirc d6 hién tai
va su giai thé cudi cing ctia doanh nghiép. Diéu nay giai thich tim quan trong cua gia tri cudi
trong hau hét cac md hinh dinh gid. Giai doan suy thoai nay duoc udc luong bang phén tich
hdi quy, va udc luong bién thién rat rong. Vi vay, noi dang ra thi néu mot cong ty duoc ky
vong s€ tang truong o mirc 5% voi giai doan suy thoai 1a 40 nam, va sau 5 nam tir khi bat dau
giai doan 40 nam &y ma no van ting truong ¢ mic 5% thi gia cd phleu s€ tdng & murc tao
duoc 1oi nhuin cho ¢b dong, vi giai doan suy thoai 40 nam s¢€ bat dau tré lai. Tuy nhién, vi
cach dinh gid nay ap dung cho cac cong ty ting trudng & mirc 5% cling nhu & muirc 25% nén
n6 khong thay d6i ¥ nghia ma ching t6i mudn trinh bay; d6 13, thi trudng 1a mot déc cong
nghiém khic, va chi dat ky vong khong thoi 1a chua du dé tao dugc loi nhuan co y nghia.

6. Tat nhién, trong sudt lich sir 1au dai cua cach doanh nghiép thi trung binh, doanh nghiép nio
tang truong nhanh hon s€ thu dugc loi nhudn cao hon. Tuy nhi€n, doanh nghi¢p tang truong
nhanh hon s€ tao dugc lo1 nhuan cao hon so vo1 doanh nghiép tang truong chdm hon chi d6i
v6i cac nha dau tu trong qua khir. Nhitng nguoi mua khi tiém ning ting trudng twong lai da
dugc chiét khiu vao gia co phleu s¢ khong nhan dugc loi nhuan trén mac thi truong. Mot bai
tham khao cho luan diém niy c6 thé dugc tim thay trong Expectations Investing: Reading
Stock Prices for Better Returns (Boston: Harvard Business School Press, 2001) cua Alfred
Rappaport va Michael J. Mauboussin. Rappaport va Mauboussin chi dan cho nha dau tu cac
phuong phép dé nhan ra khi ndo ky vong cia thi trudng d6i v6i mire ting truedng ctia mot cong
ty ¢ thé khong dung.

7. Pay 1a gia dong ctra thi truong cho ¢d phiéu thudng ngay 21 thang 8 nim 2002. Khong co



gi dac bi¢t vao ngay do ca: Bo chi 1a ngay hoan thanh phan tich. HOLT Associates, mt bo
phan cua Credit Suisse First Boston (CSFB), da thuc hién cac tinh toan nay stt dung hé
phuwong phép nghiép chi 4p dung cho cac dir liéu tai chinh cong khai. Phan tram tuong lai 1a
thuéc do dé tinh xem bao nhiéu phan cua gia c6 phiéu hién tai quy cho cic dong tién hién tai
va bao nhiéu phan 13 tir ky vong ctia cic nha dau tu vé mirc ting trudng va thanh tich tuong
lai. Theo dinh nghia ctia CSFB/HOLT: Phan trim twong lai 1a s6 phan trim ctia tong gia tri thi
truong ma thi truong an dinh cho khoan dau tu 'ky vong trong tuong lai cua cong ty. Phan tram
twong lai 13 tong gia tri thi truong (ng cong vbn cb phan) trir di phan quy cho gia tri hién tai
clia cac tai san va khoan dau tu hién c6 rdi chia cho tong gia tri thi trudng cua ng va von co
phan CSFB/HOLT tinh gia tri hién tai cua cac tai san hién co la gia tr1 hién tai cua cac dong
tién lién quan dén tai san cham lai va nhuong lai von luan chuyén khong khiu hao lién quan.
Phuong phap dinh gia HOLT CFROI bao gom 40 ndm suy thoai 1¢i nhudn tuong duong voi
lgi nhuan trung binh cta toan thi trudng. Phan trim tuong lai = [Tong no va von ¢ phan (thi
truong) — Gia trj hién tai ciia tai san hién c¢6]/[Tong ng va von co phan (thi trudng)].

8. Xem Stall Points (Washington, DC: Corporate Strategy Board, 1998).

9. Trong phin nay, ching t6i chi tip trung vao ap luc ma thi treong von c¢d phan doi hoi cac
cong ty ting trudng, nhung con ¢6 nhiéu ap luc khac. O day chung t6i s& dé cap dén mot vai
ap luc khac. Thtr nhat, khi cong ty dang ting trudng s& c6 thém co hdi cho nhan vién duoc dé
bat 1én céc vi tri quan 1y dang dé ngod. Do d6, tiém ning ting trudng trong trach nhiém va kha
nang quan 1y & mot doanh nghiép dang ting trudng s& 1on hon rat nhiéu so véi mot doanh
nghi¢p tri tré. Khi tang truong chdm lai, nha quan 1y c¢6 cam giac kha nang thang tién cia minh
s€ khong bi han ché bdi tai ndng va thanh tich c4 nhan ma 1a bang s6 nim tir gi' cho dén khi
quan 1y cap trén ciia ho nghi huu. Khi diéu nay xdy ra, nhiéu nhan vién c6 ning luc co xu
hudng roi cong ty, anh hudng dén kha ning tai tao ting trudng clia cong y. Pau tu vao cong
ngh¢ mo1 cting tré' nén kho khan. Khi doanh nghiép dang tang truong thiéu cong sudt va phai
xay dung nha may hodc ctra hang ma1i thi rat dé de su dung cong nghé mo1 nhat. Khi cong ty
da ngmg tang trudng va vuot qua cong sudt san xut thi cac dé an dau tu vao cong nghé méi
thuong 14 khong 6n vi tong chi phi von va chi phi san xuit trung binh cho c¢éng nghé méi duoc
so sanh v&i chi phi bién té dé san xuat trong mot nha may da khau hao hoan toan. Két qua 1a
cac doanh nghiép dang ting trudng thudong co loi thé vé cong nghé so véi cac dbi thu ting
trudong cham. Nhung loi thé nay khong han 13 xuat phét tir tim nhin xa tréng rong cta nha quan
ly ma la tir sy khac biét trong tinh hubng gitta ting truong vo1 khong tang truong.

10. Minh chting chi tiét cho danh gia ndy duoc cung cip & ghi chu 1.

11. Xem vi du ¢ Strategies for Change: Logical Incrementalism (Homewood, IL: R.D. Irwin,
1980) cua James Brian Quinn. Quinn dé xuat rang budc dau tién ma cac giam doc doanh
nghiép can lam dé xay dung doanh nghiép moi 1a khuyen khich y tudng, sau d6 phat trién
tuong hira hen nhat va bo qua s6 con lai. Theo quan diém nay, chia khoa dén cai cach thanh
cong nam & chd chon dung ¥ twdng dé phat trién — va quyét dinh d6 phai dya vao cac cam
nhan tryc gidc phuc tap, ¢6 dugc nho kinh nghiém. Cong trinh méi day cua Tom Peters
(Thriving on Chaos: Handbook for a Management Revolution [New York: Knopf/Random
House, 1987]) khuyén cac nha quan 1y cai cach “that bai nhanh chong” — dé theo dudi cac ¥
twdng kinh doanh méi trén quy mo nho va theo mdt cach thu lai duoc phan hdi nhanh chong vé



tinh kha thi cua y twdng. Nhitng ngudi ung ho cach tiép can nay khuyén cac 1anh dao cong ty
khong nén nan chi trude thit bai vi phai thir nhiéu 1an thi doanh nghiép mdi thanh cong méi cé
thé ra doi. Nhitng ngudi khac vién dan phép loai suy voi tién hoa sinh hoc, trong d6 dot bién
xay ra theo nhitng con duong c6 vé ngiu nhién. Gia thuyét tién hoa thira nhin rang sinh vat dot
bién phat trién hay chét di 13 dya trén sy phu hop cua né véi “mdi truong lya chon” — cac
diéu kién trong d6 nd phai canh tranh voi cdc sinh vat khac dé ¢ dugce ngudn sdng can thiét.
Do d6, tin rang cac cai cach tot va xau xuat hién ngiu nhién, cac nha nghién ciru nay khuyén
cac lanh dao cong ty tip trung vao thiét 1ap mot “moi truong lua chon” trong d6 cac ¥ tudng
kha thi mdi dugc sang loc khoi cac ¥ tudng téi cang nhanh cang tot. Vi du nhu Gary Hamel
ting ho thiét 1ap “Thung liing Silicon bén trong” — mdt mdi trudng trong d6 cac két ciu hién co
lién tuc dugc pha do roi két hop lai theo cach mdi va thir nghiém dé dat dugc mot két ciu
thue sy hiéu qua. (Xem Gary Hamel, Leading the Revolution [Boston: Harvard Business
School Press, 2001].) Chung toi khong phé phan cac cudn sach nay. Voi hiéu biét hién tai,
ching c6 thé rat hitu ich vi néu qua trinh cai cach dung la ngau nhién thi cac nha quan 1y sé& co
dugc mot bdi canh trong do ho co thé day nhanh toc do cai cach va thir nghi€ém cac y tudng.
Nhung néu qua trinh nay vé ban chat khong phai ngiu nhién, theo y kién cua ching t61, thi tap
trung vao bdi canh sé& chi giai quyét duoc tri¢u ching chir khong phai ngudn gbe van dé. Pé Iy
giai diéu nay, hily xem xét cac nghién ciru vé kha nang trir danh cua 3M trong cong cudc thue
hién mot loat cac cai cach tao tang truong. Mot diém ndi bat trong cac nghién ctru nay 13 « quy
luat 15%” cta 3M: O 3M, nhleu nhan vién duoc phép danh 15% thdi gian ciia minh dé trién
khai cac ¥ tuong cua riéng ho vé cac dy an ting truong moi. Khoang thoi gian “bé tré” nay
duoc bu dép bdi mot du toan dau tu rai rac rong khép dé nhan vién c6 thé dau tu thir cho cac
dong co ting trudng cia minh. Nhung chinh sach nay huéng dan duoc gi cho mot ki su &
3M? Anh ta dugc cho 15% thoi gian “bé tr&” dé thiét 1ap cac du an ting trudng méi. Anh ta
cung dugc dan rang thir ma anh ta nghi ra s& phai chiu cac Aap luc lya chon thi truong ndi vi,
roi dén cac ap luc lya chon thi truong ngoai vi. Tat ca deu la cac thong tin htru ich, nhung
khong théng tin ndo giup anh ta nay ra mot ¥ tudng hay quyét dinh xem y tudng nao 1a dang
theo dudi. Thé bé tac niy 1a phd bién ddi véi cac nha quan 1y va nha diéu hanh & moi cap bac
trong to chirc. Tt k¥ su dén quan 1y bac trung, tir truong phong dén CEO, chi tip trung vao
tao boi canh cho cai cach phu hop vdi két qua tir boi canh d6 1a chura di. Rut cuc thi cac nha
quan 1y phai tao ra duoc mot cai gi d6 virng chic, va thanh cong ctia qua trinh ay phu thudc
vao cic quyét dinh ctia nha quan ly. Tat ca cac cach tiép can ndy tao nén mot “thoai lui vo
han”. Bﬁng vi¢c dua thi trrong “vao ndi bo”, thuc ra ta da tu chude léy van dé: Cac nha quan
ly lam thé nao dé quyét dinh dugc ¥ tudng nao s€ dugce trién khai dén mot mirc nao d6 ma &
do chung cé thé chiu dugc cac ap luc lua chon cua thi truong nd1 vi? Pua thi trrdng vao sau
bén trong cling s& dit ra van dé hoc bla twong ty. Rut cuc thi cac nha cai cach phai quyét dinh
xem ho s& tip trung vao 1am gi va lam nhu thé ndo — va nhitng gi ho nén can nhic khi dua ra
quyét dinh chinh 1a nhitng gi ¢ trong hop den. Khi d6, chap nhan tinh ngdu nhién cua cai cach
khong phai 1a ban dap hay con duong dan toi hjéu biét ma 1a rao can. Tién s Gary Hamel 13
mot trong nhiing hoc gia dau tién nghién ciru vé Van dé nay 1én tiéng voi Giao su Christensen
vé kha ning rang quan 1y cai cach thuc chit co tiém ning mang lai két qua du doan duoc.
Chiing tdi xin cam on ong vi cac ¥ kién rat hitru ich nay.



12. Hoc gia gidi thiéu cac tac dong nay cho ching t61 1a Gido su Joseph Bower ¢ Truong
Kinh doanh Harvard va Gi4o su Robert Burgelman ¢ Truong Kinh doanh Stanford. Chung t61
mang on ho rat nhiéu. Xem Joseph L. Bower, Managing the Resources Allocation Process
(Homewood, IL: Richard D. Irwin, 1970); Robert Burgelman va Leonard Sayles, Inside
Corporate Innovation (New York: Free Press, 1986); va Robert Burgelman, Strategy is
Destiny (New York, Free Press, 2002).

13. Clayton M. Christensen va Scott D. Anthony, “What’s the BIG idea?” Case 9-602-105
(Boston: Harvard Business School, 2001).

14. Chung tdi da c¢d y chon cic cum tir nhu “ting xac suét thanh cong” vi gdy dung doanh
nghiép c6 1& s& khong bao gio trd nén hoan toan du doan duoc vi it nhat ba 1y do. Ly do thir
nhit ndm & ban chat cta thuong trudng canh tranh. Cac cong ty ma hanh déng hoan toan du
doan dugc sé& bi danh bai kha dé dang. Vi vay, tit ca cac cong ty déu mudn hanh dong that kho
doan. Ly do thir hai 13 thach thirc tinh toan di kém v&i bat ky hé thong nao co6 sb luong két qua
co thé xay ra qua 1én. Co vua 1a mot vi du vé trd choi hoan toan dugc dinh doat: Sau nuéc di
dau tién cta quan trang, quan den s& ludn tir bo. Nhung s6 luong van cd co thé dién ra va
thach thirc tinh toan 1on dén ndi ngay ca két qua cac van co gitra cac siéu may tinh ciing van
khong thé dy doan duoc. Ly do thir ba ndm & gia thuyét phirc tap, trong d6 ngay ca cac hé
théng d3 xac dinh hoan toan khong vuot qua kha nang tinh toan cua chung ta van c6 thé tao ra
cac két qua ngdu nhién. Panh gia mirc 46 dy doan duogc ciia két qua cai cach va ¥ nghia cua
bat ky diéu khong chic chan con lai nio van con 1a mot thach thire vé gia thuyét voi cac ham y
thuc t€ quan trong.

15. Thach thirc cai thién mirc d6 dy doan duoc da duoc giai quyét thanh cong phan nao nho
khoa hoc tu nhién. Nhiéu nganh khoa hoc ngay nay c6 vé bi anh hudng va xudng doc — vi duy
nhu dy doan dugc hodc bi chi phdi boi cac ludt nhan qua rd rang. Nhung khong phai lac nao
clng vay: Nhleu su vi€c xay ra trong thé gidi tu nhién co vé rat ngdu nhién va phre tap dén
khong hiéu ndi ddi v&i ngudi cb dai va cac nha khoa hoc thoi ky dau. Nghién ciru bam chat
14y phuwong phap khoa hoc da mang lai tinh du doan dugc dé tir d6 dat dugc nhiéu tién trién.
Ngay ca khi cac gia thuyet tién tién nhat cua chung ta da thuyét phuc duoc cac nha khoa hoc
rang thé gidi nay khong hé tat dinh thi it nhat cac hién twgng ciing xay ra ngau nhién theo cach
du doan duoc. Vi du nhu cac cin bénh 1ay nhiém truéc day dudng nhu xuit hién rat ngau
nhién. Con ngudi khong hiéu diéu gi da giy ra ching. Ai séng, ai chét that kho doan dinh. Tuy
két qua c6 vé ngiu nhién nhung qua trinh dan dén két qua thi khéng hé ngiu nhién — ma chi 1a
khong dugc hiéu day du. Ngay nay, voi rat nhiéu loai ung thu, xac sudt sdng sot ctia bénh nhan
chi c6 thé duoc dién dat bang phan trim, twong ty nhu trong thé gidi cua vén dau tu mao
hiém. Tuy nhién, 1y do khéng phai vi két qua khong doan dinh duoc, ma 1a chung ta chua hiéu
duogc qua trinh.

16. Peter Senge goi cac gia thuyét 1a cac md hinh tri tué (xem Peter Senge, The Fifth
Discipline [New York: Bantam Doubleday Dell, 1990]). Chung t61 da can nhac viéc sir dung
thuat ngit mo hinh trong cuén sach nay nhung cudi ciing da chon dung tir gia thuyét. Chung t6i
1am vy dé khuyén khich nguot doc coi trong mot thir thuc su ¢ gia tri.

17. Mot bai mo ta day da vé qua trinh xay dung gia thuyét cling nhu cach cac tic gia va vién
sT kinh doanh 1o di va vi pham cic nguyén tic co ban ctia qué trinh nay c6 thé dugce tim thay



trong mdt bai nghién ctru hién dang duoc duyét, “The Process of Theory Building” cua
Clayton Christensen, Paul Carlile va David Sundahl. Cac ban in giéy hoac dién tir hién co O
van phong cta Gido su Christensen, cchristensen@hbs.edu. Ching t61 da dua vao mét s6 hoc
gia dé tong hop md hinh xdy dung gia thuyét duoc trinh bay trong nghién ciru nay (va duoc
tom tat rat ngan gon trong cudn sach ndy), theo thir tu bang chir cai la: E. H. Carr, What Is
History? (New York: Vintage Books, 1961); K. M. Eisenhardt, “Building Theories from Case
Study Research,” Academy of Management Review 14, no. 4 (1989): 532-550; B. Glaser
and A. Straus, The Discovery of Grounded Theory: Strategies of Qualitative Research
(London: Wiedenfeld and Nicholson, 1967); A. Kaplan, The Conduct of Inquiry:
Methodology for Behavioral Research (Scranton, PA: Chandler, 1964); R. Kaplan, “The
Role for Empirical Research in Management Accounting,” Accounting, Organizations and
Society 4, no. 5 (1986): 429—452; T. Kuhn, The Structure of Scientific Revolutions (Chicago:
University of Chicago Press, 1962); M. Poole and A. Van de Ven, “Using Paradox to Build
Management and Organization Theories,” Academy of Management Review 14, no. 4 .
1989): 562-578; K. Popper, The Logic of Scientific Discovery (New York: Basic Books,
1959); F. Roethlisberger, The Elusive Phenomena (Boston: Harvard Business School
Division of Research, 1977); Arthur Stinchcombe, “The Logic of Scientific Inference,”
chapter 2 in Constructing Social Theories (New York: Harcourt, Brace & World, 1968);
Andrew Van de Ven, “Professional Science for a Professional School,” in Breaking the Code
of Change, eds. Michael Beer and Nitin Nohria (Boston: Harvard Business School Press,
2000); Karl E. Weick, “Theory Construction as Disciplined Imagination,” Academy of
Management Review 14, no. 4, (1989): 516-531; and R. Yin, Case Study Research (Beverly
Hills, CA: Sage Publications, 1984).

18. Piéu chung toi mudn noi 1a thanh céng clia mot gia thuyét phai dugc do bang do chinh xac
khi n6 du doan két qua qua mot loat cac tinh huong ma cac nha quan ly gap phai. Do do,
ching t61 khong tim kiém “sy that” theo nghia tuyét d6i; tiéu chuan ciia chung 161 la tinh thuc
tién va hiru ich. Néu gitip cac nha quan 1y dat duoc thanh cong mong mudn thi chung t6i da
thanh céng. Po mirc do thanh cong ciia cac gia thuyét dyua trén tinh hitu ich ctia ching 13 mot
truyén théng duoc danh gia cao trong triét 1y khoa hoc, dugc thé hién day du nhat trong chu
nghia thuc chung logic. Xem R. Carnap, Empiricism, Semantics and Ontology (Chicago:
University of Chicago Press, 1956); W. V. O. Quine, Two Dogmas of Empiricism
(Cambridge, MA: Harvard University Press, 1961); and W. V. O. Quine, Epistemology
Naturalized. (New York: Columbia University Press, 1969).

19. bay la mét th1eu sot nghiém trong cua nhiéu nghién ctru vé quan ly. Cac nha kinh t& luong
goi day 1a “lay mau trén bién s6 18 thudc”. Nhiéu tic gia cling nhu nhiéu nguoi ty coi minh la
cac vién si nghiém tac déu hdo hirc chimg minh gia tri ctia cac gia thuyét ctia minh dén ndi cd
tinh bd qua phat hién vé nhitng diéu bat thudng. Trong nghién ctru tinh hubng, diéu nay dugc
thue hién bang cach can than lya chon cac vi du chimg minh cho gia thuyét. Trong cac nghién
ctru hoc thuat chinh quy hon thi diéu nay dugc thuc hién bang cach bo qua céac dir lidu khong
phu hop vo1 “gié tri ngoai 1€” cia md hinh va tim cach bién hd cho viéc loai bo ching khoi
phan tich théng ké. Ca hai cach 1am nay déu han ché nghiém trong tinh hitu ich ctia nhitng gi
dugc viét ra. Thuc ra, chinh phat hién vé hién twong ma gia thuyét hién tai khong giai thich



duoc s€ giiip cac nha nghién ciru xay dung gia thuyét tot hon dua trén mot ké hoach phan loai
tt hon. Chung ta can nghién ctru im ra sy di thuong cha khong phai dé bo qua sy di thuong.
Ching t6i da khuyén khich cac nghién ctru sinh dang tim kién cau hoi nghlen clru tiém ning
cho bai luan van cta minh chi can dit cau hoi khi ndo mot gia thuyét “ky cuc” khong str dung
duoc — vi du nhu “Khi nao tai ky nghé quy trinh 1a mot y tudng t6i?” hodc “Liéu ban ¢ bao
aly mudn thué ngoai mot viéc la thé manh co ban cta ban, va tu 1am mot viéc khong phai thé
manh cta minh?” it ra cac cau héi nhu vay gan nhu ludn ludn cai thién can cr cua gia thuyét
ban dau. Co hdi cai thién hiéu biét nay thudng ton tai ngay ca trong cac bai nghién ciru tbt
nhit. Vi du nhu mot két luan quan trong trong cudn T t6t dén vi dai (New York:
HarperBusiness, 2001) cua Jim Collins 14 cac nha diéu hanh cua cac cong ty thanh cong nay
khong phai la nhitng con ngud1 hao nhoang va day 16 cuon, ma la nhirng con nguoi khiém t6n
biét t6n trong v kién cua nguoi khac. Mot co hoi tot dé phat trién can clr nghién ctu ciia
Collins 1a dat cau hoi “Co khi nao ban thuc sy khong mudn c6 mot CEO khiém tn, kém 16
cubn khong?” Chung to1 nghi 1a ¢6 — va xac dinh cac tinh huong khac nhau trong d6 ca tinh va
tinh khiém ton 1a uu diém hoic nhuoc diém sé giup ich rat nhiéu cho ban giam dbe.

20. Chang t6i mubén cam on Matthew Christensen ctia Tap doan Tu van Boston vi dé goi y
dung vi du tir nganh hang khong nay dé giai thich vi sao phan loai dung cach la nén tang dé
mang lai tinh dy doan duoc. Hiy dé y tam quan trong cua viéc cac nha nghién ctru da phat
hién ra cac tinh hudng trong d6 cac co ché cat canh va 6n dinh khéng giup chuyén bay thanh
cong. Chinh cong cudc tim kiém that bai da khién thanh cong tré nén kha thi viing chac nhu
vay. Khong may 13 nhiéu ngudi nghién ciru vé quan tri lai c6 vé mong muén khong phai chi ra
nhirng truong hop ma gia thuyét cta ho khong du doan duoc chinh xac. Ho tranh nghién ctru
nhirng diéu di thuong thay vi tim kiém sy di thuong va vi vay gop phan gia tang sy kho doan
dinh. Vi viy, phan 16n su kho doan dinh trong gay dung doanh nghiép ton tai 1a do chinh
nhirng nguo1 nghién ctru va Vlet lach vé cac van dé nay. D61 khi ching o1 cting chiu thua van
dé do. Chung t61 khang dinh ring trong qua trinh phat trién va cai thién cac gia thuyét trong
cudn sach nay, chung t6i thuc su da cd ging phat hién cic trudng hop ngoai 1& va di thuong
ma gia thuyét khong du doan duoc; nhdr 6, chung t6i da cai thién dang ké cac gia thuyét nay.
Nhung di thuong van ton tai. Y thirc dugce diéu ndy, ching toi da ghi chu lai trong sach. Néu
cd doc gia nao quen thudc vai cac di thuong ma cac gia thuyét ndy chua 1y giai duoc thi hiy
giai thich cho chiing t6i, dé chiing ta c6 thé cling nhau cai thién mirc d6 dy doan duoc khi xay
dung doanh nghiép.

21. Vi dy nhu trong cac nghién ctru vé cach cac cong ty giai quyet thay d6i vé cong ngh¢, cac
nha nghién cuu trude day dé xuit phan loai theo thudc tinh, chang han nhu thay doi luong gia
va thay d6i dang phuong, thay d6i san pham va thay doi quy trinh. Mdi céch phan loai dung
cho mot gia thuyét khac nhau dya trén sy twong quan, xem cac cong ty mdi thanh 1ap va céc
cong ty 1au ndm bi anh huong bai thay doi nhur thé nao, va mdi cach twong Gmg vo1 mot sy cai
thién trong kha nang du doan so vo1 ké hoach phan loai trude do. O giai doan nay ctia qua
trinh, hiém khi ¢6 mot gia thuyét dugc nhat tri 13 tot nhat vi hién twong c6 qua nhiéu thudc
tinh. Cac hoc gia cua qua trinh ndy di quan sat thiy rang sy hdn loan ndy 1a mot giai doan
quan trong nhung khong tranh khoi khi xay dung gia thuyét. Xem Thomas Kuhn, The Structure
of Scientific Revolutions (Chicago: University of Chicago Press, 1962). Kuhn ghi chép day



dt nd lyc ctia nhitng nguoi tung hd cac gia thuyét d01 dau khac & giai doan nay trude khi tién
to1 mot md hinh. Thém vao d6, mot trong nhirng cudn sach co anh huong 16n nhat vé nghién
ctru quan tri va khoa hoc xa hoi da duoc Barney G. Glaser va Anselm L. Strauss viét nén
(The Discovery of Grounded Theory: Strategies of Qualitative Research [London:
Wiedenfeld and Nicholson, 1967]). Du ho dat tén cho khai niém mau chdt ctia minh 13 “gja
thuyét vitng chic” nhung cudn sach thuc ra dugc viét vé phan loai, vi qua trinh nay 1a trong
tam dé xdy dung gia thuyét ding dan. Thuat ngir “gia thuyét doc 1ap” cua ho cling giéng nhur
thuat nglt “nhém loai dua vao thudc tinh” cua chiung t61. Ho mé td cach mgt nhém cac nha
nghién ctru cudi cung da thanh cong trong viéc bién hiéu biét ctia minh thanh “gia thuyét chinh
thirc” ma ching t6i goi 1a “nhém loai dua véo tinh hudng”.

22. Clayton M. Christensen, The Innovator’s Dilemma: When New Technologies Cause
Great Firms to Fail (Boston: Harvard Business School Press, 1997).

23. Cac nha quan 1y can biét liéu mot gia thuyet c6 ap dung dugc cho truong hop cua ho hay
khong, 1iéu ho ¢6 nén tin nd khong. Mot cudn sach rat hiru ich vé van dé nay 1a Case Study
Research: Design and Methods (Beverly Hills, CA: Sage Publications, 1984) ctua Robert K.
Yin. Tir khai niém cua Yin, ching t6i két ludn ring tinh ing dung ctia mot gia thuyét (ma Yin
goi la gia tri ngoai) duoc thiét lap boi ké hoach phan loai hop 1y cta nd. Khong con cach nao
khac dé danh g1a xem gia thuyét ap dung hay khong ap dung dugc o dau. De ly giai, hay xem
x¢ét md hinh cai cach dot pha dugc sinh ra tir nghién ctru vé nganh san xuat 6 dia trong céc
chuong dau tién ctia cuén The Innovator’s Dilemma. Tat nhién, mbi ban tim ma cac doc gia
cua nghién ctru nay néu ra la licu gia thuyet do co ap dung dugc cho cac nganh khac hay
khong. Cudn The Innovator’s Dilemma di cb ging giai quyét cac moi ban tim niy bang cach
cho thay chinh gia thuyét giai thich vi sao ai thanh cong hay that bai trong nganh san xuét 6 dia
cuing giai thich dugc nhirng gi xay ra trong nganh san XUt may xuc co hoc, thép, ban I¢, xe
may, phan mém ké toan, diéu khlen mo 0, may tinh va diéu trj tiéu dudng. Cac nganh da dang
nay dugc lua chon dé cung cd tinh Umg dung cua gia thuyet Nhung 1am vy ciing khong hét
dugc cac mbi ban tAim. Poc gia tiép tuc hoi lidu gia thuyet nay c6 ap dung dugc cho hoa hoc,
phin mém co s& dit liéu, v.v... hay khong. Ap dung bat ky gia thuyét nio cho cac nganh khac
nhau khong thé chimg minh dugc tinh tng dung ciia né vi nd sé& luén khién cac nha quan 1y tu
hoi liéu tinh hudng hién tai con diéu gi khién gia thuyét khong tin cay duoc. Mot s6 nha nghién
ctru hoc thuat, vdi nd luc khong vuot qua tinh ding dén cua nhirng gi ho c6 thé khéng dinh va
khong khang dinh, d3 ton rat nhiéu cong stc dé xac dinh cac “diéu kién ranh gi¢i” trong do
kham pha cua ho co the tin cay duoc. Lam vay 1a rat t6t, nhung néu ho khong ty xac dinh cac
tinh huéng ndo khic nam ngoai cac “diéu kién ranh g101” trong nghién ctru cua chinh minh thi
ho d4 han ché nhitng gi minh c6 thé dong gop cho mot gia thuyét hitu ich.

24. Mbt vi du vé tim quan trong cua vi¢c phan loai ding c6 thé théy duoc khi dat canh nhau
hai cubn sach duoc viét bdi cac sinh vién rat thong minh vé quan tri va canh tranh, tao nén
cac trudong hop véi cac giai phap hoan toan dbi 1dp cho mot van dé. Cac nhoém nghién ciru
giai quyét cing mot van dé co ban — thach thirc tao ra ting truéng loi nhudn 1au dai. Trong
cuon Creative Destruction (New York: Currency/Doubleday, 2001), Richard Foster va Sarah
Kaplan néu ludn diém rang néu cac doanh nghi¢p muoén tang truong bén viing voi ty 1¢ ngang
bang véi thi truong thi ho phai san sang kham pha cac mo hinh kinh doanh méi va d6i mat voi



su hon don 1am nén thi trudng von. Cung lac, mot nghién ciru xuat sic khac 1a Profit from the
Core (Boston: Harvard Business School Press, 2001) ctia cac nha ¢6 van ¢ Bain 1a Chris
Zook va James Allen ciing dya vao bang chtrng hién twong hoc 4y — rang chi mot phan rat nho
trong sb céc cong ty la co thé duy tri loi nhudn cao hon muc thi trudng trong mot thoi gian du
dai. Nhung cudn sach cua ho lai khuyén khich cac cong ty tip trung vao cing cb cac du an
hién tai hon 1a ¢d ging du doan hay thim chi 13 phan tng trude su thit thuong cta cac nha
dau tu von c6 phan bang cach nd luc tao ting trudng méi & cac thi truong kém lién quan hon.
Trong khi Foster va Kaplan thic ddy két qua vé mirc d6 phu hop ting trudng trong qua khar
trong bdi canh canh tranh lién tuc va ung ho thay doi trong tinh hinh cép bach hién nay, thi
Zook va Allen giit quan diém rang tip trung van 1a mudn thud va 1a chia khoa din dén thanh
cong. Quan diém ctia ho loai trir 1an nhau. Chung ta nén nghe theo 101 khuyén cua ai? Hién tai,
cac nha quan 1y dang vat 1on v6i van dé vé ting truong khong co Iwa chon nao khic ngoai
cach di theo mot phe dua trén danh tiéng cua tac gia va 1oi gidi thiéu trén bia sach. Cau tra
161 12 c6 mdt co hoi 16n dé cac nha nghién ctru theo huong tinh hubng di 18n tir nén tang quy
gia ma hai nhom tac gia nay thiét 1ap nén. Cau hoi can duogc tra 101 gio day la: Trong tinh
hudng nio thi tip trung vao hodc gin cdt 15i s& mang lai lgi nhudn va ting trudng bén viing,
va khi nao thi nén di theo hudng rong hon cua Foster?

1. Chung toi da dé cap 0 chuong 1 rang trong cac giai doan dau khi xay dung gia thuyét, cac
hoc gia chi co thé dé xut cac phan nhom duoc xac dinh boi thudc tinh cua hién tuong. Cac
nghién ctru d6 1 nhirng budc di quan trong trong qua trinh. Mot cudn sach quan trong trong s6
doé 1a Richard Foster, Innovation: The Attacker’s Advantage (New York: Summit Books,
1986). Mdt nghién ctru khac dy doan réng cac doanh nghiép di dau s& that bai khi xuat hién
mot cai cach chira dung nhiing cong ngh¢ hoan toan mdi. Xem Michael L. Tushman and Philip
Anderson, “Technological Discontinuities and Organizational Environments,” Administrative
Science Quarterly 31 (1986). Nghién ctru ctia Gido su James M. Utterback cuia MIT va cac
dong nghiép vé cac thiét ké vuot trdi dd co cong dua gia thuyét nay dén chd phan loai dua
trén tinh hudng. Vi du c6 thé xem James M. Utterback and William J. Abernathy, “A Dynamic
Model of Process and Product Innovation” Omega 33, no. 6 (1975): 639-656; va Clayton M.
Christensen, Fernando F. Suarez, and James M. Utterback, “Strategies for Survival in Fast-
Changing Industries,” Management Science 44, no. 12 (2001): 207-220.

2. Céc khach hang doi hoi 13 nhitng khach hang sin sang tra cho nhitng cai tién vé mot s6 mit
cua san phém — toc d6 nhanh hon, kich thudc nhé hon, do tin cay cao hon, v.v... Cac khach
hang it doi hoi hodc khéng doi hoi 1a nhitng khach hang mudn trao doi kiéu khac, chip nhan
hi¢u qua thap hon (tdc 46 cham hon, kich thuéc 16n hon, d6 tin cay thap hon, v.v...) dé doi lay
gia thap hon twong tng. Chung toi biéu thi ching la cac duong thang vi theo thue nghiém, khi
dugc v& trén gidy ke thi chung dung la duong thang, cho thay rang kha nang tan dung cai tién
clia ching ta ting voi tbe do cip s mil — tuy van 1a mot tbe d6 chdm hon so véi tién bo cong
nghé.

3. Sau khi theo ddi cac sinh vién va nha quan 1y doc, hiéu va noi vé sy khac biét giita cong
nghé bén virng va dot pha niy, ching to1 da nhan thay xu huong chung cua con nguoi 1a tiép
nhan mot khai niém, dir liéu hodc 16i suy nghi mdi va bién d6i nd sao cho phil hop véi md
hinh trong dau ho. Vi vdy, nhiéu ngudi da danh dong thudt ngit cai cach bén virng ctia ching



to1 voi cau trac cai cach “luong gia” cua ho, va danh dong thuat ngtr cong ngh¢ dot pha voi
cac tir cAp tién, dot pha, sang tao hodc khic biét. Sau do ho két ludn rang cac ¥ tuong pha vo
(theo nhu ho dinh nghia thuat ngir nay) la dau tu tot va xung dang. Ching t6i rat tiéc 1a diéu
nay da xay ra vi két qua nghién ctru ctia ching tdi gan lién voi mdt dinh nghia cu thé cua tinh
pha v&, nhu da dugc néu ¢ trén. Vi 1y do d6 ma trong cudn sach ndy ching toi da thay thuét
ngit cong nghé dot pha bang cai cach dot pha — dé giam thiéu kha ning doc gia bién d6i khai
niém nay cho pht hop véi nhitng gi ma chiing toi tin 13 mot cach phan loai tinh huéng khong
ding.

4. Cudn The Innovator’s Dilemma néu rang cac doanh nghiép 1on manh chi c6 thé tru viing 0
vi tri dau nganh khi gip phai cong nghé dot pha khi cac doanh nghiép 16n thanh 1ap mot to
chirc hoan toan riéng biét va cho n6 dac quyén duoc tu do xay dung mot du an hoan toan moi1
vO1 mdt m6 hinh kinh doanh hoan toan méi. Vi vay, IBM c6 thé tru viing & vi tri dau nganh khi
may tinh mini pha v& may tinh 16n vi ho canh tranh ¢ thi trrong may tinh mini vd1 mdt don vi
kinh doanh khac. Khi mdy tinh c4 nhin ra doi, IBM d6i pho v6i pha v& d6 bang cach thiét 1ap
mot don vi kinh doanh tu tri ¢ Florida. Hewlett-Packard van dan dau nganh san xuit may in
vi da thiét 1ap mot bo phan san XuAt va ban may in phun myc hoan toan khong 1¢ thudc vao bo
phan san xuat may in ¢ Boise, noi san Xuat va ban may in laze. Tir khi cuén The Innovator’s
Dilemma dugc xuit ban, mot loat cac cong ty phai d6i mat véi pha v da thanh cong trong
viéc trd thanh nhitng ngudi dan dau trong lan séng pha v& nhim vao ho bang cach thiét 1ap
cac don vi t6 churc riéng ré dé dbi pho véi pha v&. Charles Schwab tr¢' thanh hang moi gioi
truc tuyen hang dau; Teradyne, hing san xuét thiét bi kiém tra chat ban dan, dimg dau nganh
san xudt may kiém tra may tinh c4 nhan; va Intel gio1 thidu chip Celeron, doi lai phan khic
thap cta thi treong vi xir 1y. Chung t6i hy vong rang nhiéu cong ty 16n hoc duoc cach dbi pho
vO1 pha v& qua cac don vi kinh doanh doc 1ap khi phai d6i mit v6i cac co hoi pha v, loi thé
von thude vé cac doanh nghiép mo1 va nguoi cip von cuia ho s& chuyén sang cho cac doanh
nghiép dau nganh dang tim kiém co hoi tang trudng moi.

5. Mot ngoai 1€ cho diéu nay dugc tim thay ¢ Nhat Ban, noi mot vai nha may phic hop sau
nay da mua lai cac cong ty thép nho.

6. Quan diém don gian ctia cac nha kinh té hoc rang gia duoc xac dinh 1a diém giao nhau cua
duong cung va cau giai thich cho hién twong ndy. Gia hudng vé chi phi tién mit ctia nha san
xuat bién té (hay chi phi cao hon); cong suit cua nha san xut ndy 1a can thiét dé luong cau
dap ng duoc lugng cung. Khi cac nha san Xuat bién té 13 cac nha may phtrc hop chi phi cao
thi cac nha may nho co thé kiém lgi nhuan tir c¢6t thép. Khi cac nha san xuat bién té 1a cac nha
may nho thi gia cot thép tut dbc. Co ché tuong ty da pha hong lgi nhuan tam thoi cua cac nha
méy nhé & mdi phan khiic thi truong, nhu da duoc mé ta & trén.

7. Viéc giam chi phi hiém khi tao duoc loi thé canh tranh dugc bién luan day thuyét phuc
trong Michael Porter, “What Is Strategy?” Harvard Business Review, November—December
1996, 61-78.

8. Ching t61 khuyén doc Steven C. Wheelwright and Kim B. Clark, Revolutionizing New
Product Development (New York: The Free Press, 1992); Stefan Thomke, Experimentation
Matters: Unlocking the Potential of New Technologies for Innovation (Boston: Harvard
Business School Press, 2003); Stefan Thomke and Eric von Hippel, “Customers as



Innovators: A New Way to Create Value,” Harvard Business Review, April 2002, 74-81;
and Eric von Hippel, The Sources of Innovation (New York: Oxford University Press, 1988).
9. M6 hinh nay giai thich kha 0 rang vi sao cac cong ty hang khong 16n & My thu duoc it 191
nhudn nhu vay. Southwest Airlines gia nhap voi tu cach mot nha pha v thi trudong méi (khai
niém dugc dinh nghia & chuong 3), canh tranh & Texas nham thu hut nhitng hanh khach dang 18
da khong chon bay ma thay vao do 1a 6 t6 va xe buyt. Hang hang khong nay da than trong chon
cac san bay nhd, tranh canh tranh truc tiép vdi cac hing 16n. Chinh cac nha phd v cap thap
trong nganh nay — cac hang hang khong nhu JetBlue, AirTran, People Express, Florida Air,
Reno Air, Midway, Spirit, Presidential va nhiéu hing khac — da gay ra su kem lo1 nhuan éy
Khi cac doanh nghiép dtng dau & hau hét cac nganh khac bi tin cong boi cac nha pha v cap
thap, ho c6 thé bo 18n thi truong cap cao va van co lai (va thuong la tang 1ai) trong mét thoi
gian. Cac cong ty thép phirc hop tlen 1én thi trudng cap cao tranh khoi cac nha may nho. Cac
ctra hang bach hoa toan dich vu tién 1€n thi trudng cao cap clia quan 40, n0i that va my pham
khi céc cira hang bach hoa chiét khau tan cong cac loai hang xai bén c6 thuong hiéu nhu phan
ctng, son, dd choi, hang thé thao va dung cy nha bép & phan khtc loi nhudn thap cta h5n hop
hang hoa. Ngay nay cac ctra hang bach hoa chiét khiu nhu Target va Wal-Mart dang tién 1én
thi trudng cao cAp cua quan 4o, ndi thit va my pham khi cac nha chiét khau hang xai bén nhu
Circuit City, Toys ‘R Us, Staples, Home Depot va Ktchens Etc. tAn cong phan khuc thi truong
thap, v.v... Van dé trong nganh hang khong 1a cac hang 16n khong thé tién 1én thi truong cao
cap. Co cau chi phi cb dinh cao cua ho khién ho khéng thé bo phan khic thi truong thap. Vi
vay, cac nha pha v& thi truong thap tin cong dé dang; tuy nhién, khi mot trong s6 ho dé tr6 nén
16n manh thi cac hang l1on s€ tuyén b rang thé 1a du, va quay ra chién dau. Chinh vi vay ma
chua c6 nha pha v cap thap nao ton tai duoc hon vai nim. Nhung vi pha v cip thap boi cac
cong ty moi c6 thé duoc thuc hién dé dang dén vay nén cac hing 16n khong bao gid co thé
ting gia cap thip 1én mirc loi nhuan hip dan.

10. Qua trinh nay dugc thuat lai trong mdt nghién ctru tuyét voi cua Richard S. Rosenbloom,
“From Gears to Chips: The Transformation of NCR and Harris in the Digital Era”, Harvard
Business School Business History Seminar, Boston, 1988.

11. S& that ngu ngéc khi tuyén bd rang khong thé thiét 1ap cac cong ty ting truéng mdi bang
mot chién lugc bén vitng, vuot qua canh tranh. Noi chinh xac hon la kha néng thanh cong la
rat thap Nhung mdt s6 cong ty moi ben viing da thanh cong. Vi dy, tap doan EMC da chlem
thi phan thiét bi luu trir dit liéu cao cap cta IBM trong nhirng nim 1990 bang mot két ciu san
pham khac v&i IBM. Nhung nhu nhitng gi chiing t6i dugc biét, cac san phim ctia EMC tdt hon
IBM ¢ chinh nhirng trg dung ma IBM phuc vu. May in laze cua Hewlett-Packard 1a mot cong
nghé bén virng dbi vi may in ma tran, mot thi trudng do Epson thong tri. Nhung Epson dé bo
16 n6. Bong co may bay phan luc la mot cai cach triét dé nhung bén viing ddi véi dong co
pittong. Hai nha san xuat dong co pittong 1a Rolls-Royce va Pratt & Whitney di chuyén sang
san xuat may bay phan luc thanh cong. Cac hing khac, chang han nhu Ford, thi khong nhu vay.
General Electric 1a nguoi mdi trong cudc cach mang may bay phan luc va tré nén rat thanh
cong. Pay 1a nhitng diéu bat thuong ma gia thuyét pha v khong thé giai thich. Tuy hudng cua
ching t6i 13 coi nhu hau hét cac nha quan 1y lic ndo ciing kiém soat doanh nghiép cta minh va
quan 1y né mot cach hiéu qua nhung d6i khi ho ciing ¢ thé bo qua co hdi.



12. D1eu nay phan nao giai thich tai sao Dell Computer dé pha vo thanh cong dén vay — vi ho
da tién 1én thi trudng cap cao dé canh tranh véi cc nha san xuit may tinh tram va server véi
chi phi cao, ching han nhu Sun Microsystems. Nguoc lai, Gateway khong phat dat duoc nhu
vay du ban dau c6 mo hinh kinh doanh tuong trr vi ho khong tién 1én thi truong cao cip manh
mé bang va bi mac ket voi cc chi phi khéng phan hoa duoc khi ban may tinh khéng phan hoa
duoc. Chang toi tin rang hiéu biét nay 1a mot phu luc hitu ich cho quan diém ban dau cua gido
su Michael Porter réng c6 hai loai chién lugc kha thi — khac biét hoa va chi phi thép
(Michael Porter, Competitive Strategy [New York: Free Press, 1980]). Nghién ctru vé pha v&
bd sung mot phuong dién dong lyc cho cong trinh cua Porter. Vé co ban, mot chién lugc chi
phi thap chi mang lai 1gi nhudn hip dan cho dén khi cac ddi thi canh tranh chi phi cao hon da
bj day ra khoi mot phan khuc cua thi trudng. Sau do, d6i tha chi phi thip can phai tién 1én thi
truong cao cap dé co thé canh tranh lai voi cac ddi thu chi phi cao hon. Néu khong thé tién
1én thi trudng cao cap, chién luogc chi phi thip tro thanh chién luoc chi phi twong duong.

13. Xem Clayton M. Christensen, The Innovator’s Dilemma (Boston: Harvard Business
School Press, 1997), 130.

14. Khai niém mang ludi gia tri dugc gioi thiéu trong Clayton M. Christensen, “Value
Networks and the Impetus to Innovate,” chuong 2 cudn The Innovator’s Dilemma. Gido su
Richard S. Rosenbloom cua Truong Kinh doanh Harvard ban dau da nhan théy su ton tai cua
cac mang ludi gia tri khi ¢6 van cho nghién ctru ban dau cua Christensen. Trong nhiéu cach,
tinh huéng trong mot mang ludi gia tri twong ing vi mot “thé can bang Nash”, dugc phat
trién bdi John Nash (ngudi da doat giai Nobel va sau nay cang tr¢ nén noi tleng h0’n qua b
phim A Beautiful Mind). Trong thé can bang Nash, v6i hiéu biét cua Congty Ave chién luoc
toi uu, tu loi (lo1 nhuén t01 da) cia mdi cong ty con lai trong hé thong, Cong ty A khong thé
thiy duogc chién luge nao tt hon cho minh hon 12 chién luoc ma nd dang theo dudi. Piéu nay
cung dung cho tit ca cac cong ty khac trong hé théng. Vi vay, khong cong ty nao co dong luc
dé thay d6i hudng di, va do d6 ca hé thong sé kha cham thay doi. Khi cac cong ty trong mot
mang ludi gia tri dang & thé can bang Nash, nd han ché mirc ¢ nhanh chong ma khach hang
c6 thé bat dau tan dung cac cai tién mdi. Ung dung nay cta thé can bang Nash dbi voi hiéu
biét vé cai cach moi day di duoc gidi thidu trong Bhaskar Chakravorti, The Slow Pace of
Fast Change (Boston: Harvard Business School Press, 2003). Tuy Chakravorti khong tu xau
chudi lai nhung khai niém cta 6ng 1a mdt cach tét dé hinh dung hai diéu vé mo hinh cai cach
pha v&. N6 giai thich vi sao tbc do phat trién cong nghé vugt qua kha ning tan dung phat trién
ay ctia khach hang. No ciing giai thich vi sao canh tranh v&i khach hang khong tiéu thy, tao ra
mot mang ludi gia tri hoan toan maoi, vé 1au dai thuong 1a cach dé dang hon dé tin cong mot
thi truong On dinh.

15. Mbt vai nguoi thinh thoang da két luan rang khi nguoi dan dau khong bi pha vo tiéu diét
ngay lap tic thi cac tic dong ciia pha v& da phan nao nglmg hoat dong, con nhitng ké tan cong
thi dang bi kim chan. (Vi dy, xem Constantinos Charitou and Constantinos Markides,
“Responses to Disruptive Strategic Innovation,” MIT Sloan Management Review, Winter
2003, 55.) Cac két luan nay phan anh mot cach hiéu néng can vé hién twong niy, vi pha va 1a
mot qua trinh chir khong phai mét su kién. Cac tac dong dang hoat dong moi luc mo1 noi. O
mot s6 nganh, cac tic dong phai mat vai thap ky dé gdy anh hudng 18n toan nganh. Trong céc



trudng hop khac, ching co thé chi mat vai ndm. Nhung cac tic dong — thuc ra chinh 1a viéc
chay theo 1¢g1 nhuan twong duong voi loi thé canh tranh — lu6n hoat dong. Tuong tu nhu vay,
d6i khi cac tac gia khac da nhan thiy rang doanh nghiép dau nganh thuc ra khong bi pha v
tiéu diét ma lai bat kip 1an song rat thuan thuc. Vi vay ho két luin rang gia thuyét pha v& 1a sai
lam. Két luan nay ciing khong ding. Khi ta thiy may bay bay trén troi, né khong bac bo dinh
luat hip dan. Lyc hip dan van c6 tic dong d6i véi chiéc may bay dang bay — chi co diéu cac
k¥ sur d3 tim ra cach d6i pho véi tic dong ay. Khi ta thiy mot cong ty pha v& thanh cong thi d6
1a vi d6i ngil quan 1y da tim ra cach khai thac cac tic dong dan dén thanh cong.

16. Xem Clayton M. Christensen and Richard S. Tedlow, “Patterns of Disruption in
Retailing,” Harvard Business Review, January—February 2000, 42— 45.

17. Cudi cung thi Wal-Mart da c6 thé thiét 1ap cac qua trinh xoay vong tai san nhanh hon
Kmart. Diéu nay cho phép ho dat 1gi nhuan cao hon & mirc 1gi nhuan can bién twong duong,
cho Wal-Mart toc do ting trudng bén viing cao hon.

18. Cac doanh nghi€p ¢ vi tri cua cac cira hang bach hoa toan dich vu co thé tron tranh pha v
dé dang hon rat nhleu s0 vo1 dung lai chién d4u 12 vi trong tuong lai gan, xoay vong tai san
va hang ton kho rat khé thay doi. Cac ctra hang bach hoa toan dich vu cung cap cho khach
hang lyra chon san phdm rong 16n hon rat nhiéu (nhleu don vi hang hoa ton kho hon cho mdi
loai hang), khong tranh khoi lam giam xoay vong hang ton kho. Cac ctra hang chiét khdu khong
chi cung cap pham vi hang héa hep hon, chi tap trung vao cac mét hang xoay vong nhanh nhat,
ma co sé ha tang hitu hinh ctia ho thuong ciing sap xép tt ca hang hoa & tang ban hang.
Nguoc lai, cac ctra hang bach hoa thuong phai duy tri cac budng kho dé cung cip hang thay
thé cho sb luong hang hoa han ché duoc dat trén nhirng k¢ hang dr;fly ép cua ho. Vi vay, khi cac
ctra hang chiét khiu pha v& xam chiém mot phan khiic hon hop hang hoa cua ho tir bén dud,
cac cua hang bach hoa khong thé ‘ngay lap tirc giam bién loi va day nhanh xoay vong. Tién 1én
thi truong cao cap no1 bién lgi van con du cao ludn la lua chon kha thi va hip dan hon.

19. Cac pha v& cap thap 1a vi du truc tiép vé diéu ma nha kinh t& hoc Joseph Schumpeter goi
1a “pha huy sang tao”. Cac pha v& cap thip giup nhanh chong giam thiéu chi phi trong mot
nganh — nhung chi dat dugc khi cac doanh nghiép méi ti€u diét cac doanh nghi¢p 16n manh.
Nguoc lai, pha vo thi truong méi 1a mot giai doan sang tao quan trong — tiéu thu méi — trudce
khi tiéu diét tiéu thu cti.

20. Pé tim hiéu sau hon vé tac dong vi mo ctia phd v&, xem Clayton M. Christensen, Stuart L.
Hart, and Thomas Craig, “The Great Disruption,” Foreign Affairs 80, no. 2 (March—April
2001): 80-95; va Stuart L. Hart and Clayton M. Christensen, “The Great Leap: Driving
Innovation from the Base of the Pyramid,” MIT Sloan Management Review, Fall 2002, 51—
56. Nghién ctru Foreign Affairs chi ra rang phd v& 1a dong co co ban ciia phép mau kinh &
Nhat Ban trong nhitng ndm 1960, 1970 va 1970. Gidng nhu cac cong ty khac, cac nha pha v
nay — Sony, Toyota, Nippon Steel, Canon, Seiko, Honda, v.v... — dé tién lén thi trudng cao
cap, san xuit mot sb san pham chat lwong cao nhat thé gii trong thi trudng cua minh. Gidng
nhu cac cong ty My va chau Au ma ho di pha v&, nhitng ngudi khong 16 ctia Nhat Ban gio day
dang mic ket & phan khiic cp cao cua thi trudng, noi khong co co hoi tang truong. Nén kinh
te My khong bi tri tré trong mét thoi gian dai sau khi cac cong ty hang dau bi ket ¢ thi trudng
cap cao 1a vi moi nguoi cé thé bo cac cong ty o, nhit nhanh von dau tu mao hiém trén dudng



di Xuong thi truong cap thap va khoi dau cac lan song ting trudng pha v& moi. Nguoc lai, nén
kinh té Nhat thiéu tinh luu dong cua thi truong lao dong va co so ha ting von dau tu mao hiém
dé lam duoc diéu nay. Vi vay, Nhat Ban pha vo mot lan va thu lgi 16m, nhung roi bi mic ket.
C6 vé nhu thuc sy ¢6 nhitng cin nguyén vi mo ddi véi bat 6n kinh té vi md & dat nudc niy.
Nghién ctru Sloan dya trén nghién ctru Foreign Affairs chi ra rang cac quoc gia dang phat
trién hién nay 1a thi truong khoi dau 1y tudong cho nhiéu cai cach pha v&, va rang pha v 1a
mot chinh sach phat trién kinh té hiéu qua.

21. Cach dung tir ctia chung t0i & doan nay 14 rat quan trong. Khi khach hang khong thé phan
biét dugc cic san pham vé bat cir mit ndo quan trong dbi voi ho, thi gia ca thudng 1a co so
dé ho lwa chon. Tuy nhién ching t6i khéng cho rang khi mot khach hiang mua san pham gia
thép nhét thi truc canh tranh s& dua trén chi phi. Cau héi can dat ra 1a liéu khach hang co san
sang tra gia cao hon cho céc cai tién vé chirc ning, do tin cay hay tién loi hay khong. Mién 1a
khach hang tra cho cac cai tién gia ocao hon, chiing tdi s& coi d6 1a minh ching rang toc do
cai tién hiéu qua chura vugt qua nhitng gi khach hang c6 thé str dung. Khi hiéu dung bién t& ma
khach hang nhan dugc tir cai tién bd sung trén bat ky mit ndo tién vé khong thi chi phi s& dung
la co so canh tranh.

22. Chung toi nhan manh thudt ngit chién luoc san phim trong cau ndy vi o rang 1a ¢ co hoi
cho hai pha v cap thip khic trong thi truong ndy. Mot 1a chién lugc nhin hang riéng dé pha
v& nhan hiéu Hewlett-Packard. Hai 1a chién lugc phan phdi chi phi thip qua mot nha ban 1¢
truc tuyén, chéng han nhu Dell Computer.

23. Thuc ra con mét chién lugce thi tu dé danh gia & day — san XUt cac bo phan dé ban cho
Hewlett-Packard va cac nha cung cap hé théng con ctia ho. Chung t6i s& ban k§ hon vé chién
luge nay 6 chuong 4 va 5.

24. Trén thyc té, Matsushita di thir xdm nhap v6i mot chién luge bén ving y hét nhu vay
trong nhitng nam 1990. Du c6 thuong hiéu manh Panasonic va kha nang lap rap cac san pham
dién co tAm c& thé gidi nhung cong ty ndy van thit bai va chi co dugc thi phan khiém ton.

1. Xem chuong 7 cta Dorothy Leonard, Wellsprings of Knowledge (Boston: Harvard
Business School Press, 1996).

2. Mot s6 nha nghién ctru (chang han nhu Joe Pine, trong cudn sach kinh dién cua minh 13
Mass Customization [Boston: Harvard Business School Press, 1992]) néu rang xét cho cuing
thi phan khuc c6 18 1a khong quan trong vi nhu cau cua cac khach hang riéng 1é nén duoc giai
quyét riéng 16. DU diéu nay 1a c6 thé hiéu dugc nhung dé di dugc dén dé ciing phai mat mot
khoang thoi gian nhat dinh. Chang t6i s& dé cap dén ¢ chwong 5 va 6 ring trong nhiéu tinh
hubng, diéu d6 1a khong thé. Noi cach khac, phan khic luén luén dong vai tro quan trong.

3. Chung t6i xin chan thanh cam on hai dong nghiép da gidi thidu cho ching t6i 16i tu duy vé
cAu triic thi trudng nay. Ngudi dau tién 13 Richard Pedi, CEO ctia Gage Foods ¢ Bensenville,
Illinois. Rick dat ra cho ching t61 cum tir “cong viéc can thuc hién”. Anthony Ulwick cua
Lansana, Florida—based Strategyn, Inc. da trién khai va sir dung mgt khai niém tuong tu trong
nghién ctru ¢d van cta minh, d6 1a cum tir “cac két qua ma khach hang dang tim kiém”. Tony
d3 xudt ban mot loat nghién ciru vé& cac khai niém niy, bao gdm “Turn Customer Input into
Innovation”, Harvard Business Review, January 2002, 91-98. Tony stt dung cac khai niém
niy dé gitip khach hang cua doanh nghiép ong trién khai cac san pham két ndi dugc v6i nhitng



gi ma khach hang ctia ho dang c6 ging thuc hién. Chung tdi ciing rat biét on David Sundahl,
cong su ctia Gido su Christensen, d3 gop phan trinh bay thanh hé thong rat nhiéu nhitng ¥
tudng ban dau xdy dung nén chuong niy.

4. Nhiéu chi tiét & day da duoc thay doi dé bao vé loi ich doc quyén clia cong ty trong khi
van bao dam duoc dic tinh co ban cua nghién ciru va cac két ludn cua nd.

5. Ngon ngit trong doan ndy cho thdy mot hé thong 10ng ghép. Trong cong viéc bao quat can
thuc hién 1a nhiéu két qua khac nhau can dat duogc dé cong viéc duoc thuc hién hoan hdo. Vi
vay, khi str dung tir két qua trong nghién ctru vé phan doan, chung toi 4m chi nhitng cong viée
riéng 1¢ can duoc thuc hién, chéng han nhu kéo dai lau, khong lam 1on x0n, v.v... dé cong
viée dugc thyc hién tot.

6. Ta c6 thé thdy dugc van dé ndy ngay tir xu hudng marketing gan day hudng t61 nhitng cai
goi la thi truong doc ton. Thi treong doc ton thue day cac cong ty cung cAp cac lua chon theo
yéu cau, dap ung dugc nhu cau ctia timg khach hang riéng Ié. Nhung lam theo yéu cau cling ¢o
cai gia cua no. Hon nira, no thudng khong cung cap hiéu biét logic trén co sé hudng dén két
qua cua cac quyet dinh mua hang. Vi cac cong cu nghién ctru thi truong phire tap nhu geocode
cling cha y dén dic diém cia con nguoi nén chung khong the tao ra cac ké hoach phan doan
thi truong c6 y nghia voi khach hang — mdi ngudi déu cb rat nhleu cong viée can thue hién.
Thyc ra ¢ rat nhiéu diém twong d6ng trong nhitng cong viéc can thue hién trong mot bo phén
ngudi va cong ty, cho thiy rang tip trung vao céc thi truong doc ton thuong khéng phai 1a muc
tiéu marketing nén theo duodi.

7. Nhan xét rang khach hang tim kiém trong cac nhom san pham nham tim ra cach dat duoc két
qua mong mudn dugc dua trén nghién ciru tim 1y hoc, néu rang cac hé thong tri giac cua
ching ta dugc hudng dén tim hiéu xem chiing ta c6 thé dung d6 vat lam gi va liéu chung c6
phai 13 t6i uu cho cac muc dich d6 hay khong. Vi du nhu nha tam 1y hoc James J. Gibson,
duoc biét dén rong rai nho nghién ctru vé cac gia thuyet tri glac d3 viét vé “tinh ning”, mot
khai miém twong ty voi nhing gi chung t61 goi 1a “cong viéc” hodc “két qua”. Theo Gibson,
“Tinh ndng cua moi trudng la nhitng gi né cung cap hodc trang bi, du tot hay xau.” Gibson
khang dinh rang ching ta nhin nhan thé giéi khong phai vé mat dic trung chu dao, nhu 1a mau
vang hay nang 500 gam, ma la vé két qua: “Cai ching ta nhan biét duoc khi nhin vao do vat 1a
[két qua] cua ching chir khong phai la déc trung. Ching ta c6 thé phan biét cac khia canh khac
biét néu can 1am vay trong mot thir nghiém, nhung nhitng gi d6 vat d6 thé hién cho ching ta 1a
nhirng gi ta thuong cht y t61.” Vi du nhu, vai tro quan trong cua mt dat 1a cung cap cho
chung ta mot nén ving chic dé dung, di lai, v.v... Chung ta khong “thué” mit dat vi mau sic
hay ¢6 4m cta nd. Theo cach ndi cua Gibson, tinh ning ctia san pham 13 cac két qua ma san
pham d6 cho phép nguoi st dung dat duoc. Xem James J. Gibson, The Ecological Approach
to Visual Perception (Boston: Houghton Mifﬂin, 1979), 127.

8. Tim ra mot “ng dung mang tinh tri¢t ti€u” la ton chi cta cac nha cai cach tr khi Larry
Downes va Chunka Mui gi6i thiéu thuit ngit nay trong cudn Unleashing the Killer App
(Boston: Harvard Business School Press, 1998). Khong may la phan 16n nhitng gi dugc viét
trong cudn sach niy chi bao gdm nhitng ghi chép vé cac ung dung tiéu di¢t thanh cong trong
qua khtr. Chung to1 nghi rang mot nghién cru ki cang vé cac tng dung kiéu niy s& cho thay
rang chung tiéu di€t vi san pham hay dich vu d6 dugc dinh vi rd rang cho mdt cong viéc ma



rat nhiéu nguoi dang cd ging thue hién — cai cach ndy gitip ho hoan thanh viéc d6 tot hon va
tién lo1 hon.

9. Doanh nghiép do Ngai Ulwick diéu hanh ma chung t6i dé cap & ghi chil 3 ¢o cac phuong
phap doc quyén dé phan loai céc thi truong theo cong viéc va dinh luong quy md cua ching.
10. Thong tin ndy dugc thuat lai cho chung t6i trong mdt cudc phong van vao thang Bay nim
2000 v61 Mickey Schulhoff, nguoi da gitr vi tri CEO cta Sony America trong vong hon 20
nam va 1a thanh vién ban giam déc cua Tap doan Sony trong phan 16n thoi gian do.

11. Ching t61 can nhan manh réng chiing t6i khong hé c6 théng tin ndi bd vé bat ky cong ty hay
san pham nao dugc dé cap & phan nay, va ching to1 cing chua thue hién bét ky cudc nghién
ctru thi trudng chinh thire nao vé cac san phim hay cong viéc nay. Thay vao do, chung to1 da
viét phan nay chi dé minh hoa céch cach gia thuyét dugc xay dung dua trén cac phan nhom
theo tinh huéng vé san pham két ndi dugc vdi khach hang c6 thé mang lai su rd rang va doan
dinh duoc cho mot cong vi¢c ctia cai cach. Chéng han nhu, néu chién lugc cua RIM 1a néu bat
doanh thu v&i khach hang doanh nghiép hon 1a c4 nhan thi CIO (Giam ddc cong nghé thong
tin) s€ la ngud1 chiu trdch nhi¢gm: dam bao réng cac nhan vién lao dong tri 6¢ c6 kha nang lién
lac va lién lac duoc. Cach 1am d6 ciing s& hitu ich néu ap dung cho cong viéc ndy.

12. Trén thuc té, khi cubn sach nay dang duoc viét, RIM va Nokia cong bd mot quyét dinh
hop tac, trong d6 Nokia s& sir dung phan mém cua RIM dé tao tinh ning email khong day trén
dién thoai cua Nokia — mot thoa thuan hop 1y cho ca hai bén vi vé nhiéu mit, san phém cua ho
dugc thué dé lam cung mot cong viéc. Li€u ho mudn san xuat chiéc BlackBerry canh tranh
v4i dién thoai khong ddy dé 1am cong viéc ndy, hay cung cap phan mém trong dién thoai
khong day ciia hing khac nhu thoa thuan Nokia-RIM, 1a cAu hoi ma gia thuyét & chuong 5 va 6
s€ tra 1o1.

13. Ching toi d3 twong d6i liéu linh khi tuyén bd nhu vay vi twong lai van chwa dén. Ching
to1 trinh bay phan tich nay nhu vay dé minh hoa cho nguyén Iy co ban. Rét c6 thé 1a cac nha
san xuAt thlet bi cam tay khong day s€ tham gia vao mot cudc dua tich hop cac tinh nang mo1
nhat cua tat ca cac d6i thu vao san pham ctia minh, khién nganh cong nghiép con non tré nay
roi vao tinh trang trong d6 cac san pham déu nhang nhic nhau, khong c6 gi khac biét. Khi diéu
ndy xdy ra, chiing t6i mong doc gia khong két luan rang “Christensen va Raynor da sai 1am.”
Theo chung t6i, du viéc x6a nhoa va bat chudc tinh ning chic chin s& xay ra nhung néu moi
nha san xuat déu tp trung vao tich hop cac dic tinh va chirc ning va dinh vi tot thong diép
marketing cua minh trong mdt cong viéc, thi cac nha cung cap cac thiét bi ndy s& cang lon
manh vi ho s€ gianh duoc thi phén tir cac san pham va dich vu khac dugc thué dé lam céc
cong viéc nay. Ching t6i cting cho rang cac doanh nghiép nay s¢ duy tri duoc su khac biét va
loi nhuan cta minh 1au hon néu ho tép trung cai tién vao mdt cong viéc duy nht.

14. Xem Leonard, Wellsprings of Knowledge; Eric von Hippel, The Sources of Innovation
(New York: Oxford University Press, 1988); va Stefan Thomke, Experimentation Matters:
Unlocking the Potential of New Technologies for Innovation (Boston: Harvard Business
School Press, 2003).

15. TAt nhién, vé ly thuyét, tat ca khach hang déu muén mang theo mot thiét bi nho lam duoc
tAt ca moi viéc trong mot chiéc va 1i hodc tai xach. Nhung dé lam duoc diéu d6 doi hoi phai
danh doi vé cong nghé. Phan mém sé& giup thiét ké mot nén tang hitu hinh duy nhit cho mot loat



cic cong viéc tap trung d& ton kém hon. Tuy nhién, ching o1 cho rang ngay ca trong tinh
huong nay, cong ty s€ co6 1o1 hon kit dung mot nén tang phan cu:ng duy nhat cho cac san pham
phin mém t6i wu hoa khac nhau dugc dinh vi cho nhiéu cong viéc khac nhau. C6 18 trong mot
thoi gian dai, cac thiét bi dién tu két hop nhiéu tinh ning nhu vay nham muc dich lam dugc
nhiéu viéc clng mot ltc — sap xép, két noi, giai tri, v.v... — s& thanh ra giéng nhu mdt con dao
da ndng: dao kha sdc, kéo cln, cai mo ndp tam On va cai tua vit t¢ hai. Mién 1a cac cong viéc
ma khach hang can thuc hién phéat sinh vao céc thoi diém va dia diém khac nhau thi chung t61
nghi rﬁng hau hét khach hang s¢€ tiép tuc sur dung nhiéu thiét bi khac nhau cho dén khi mot thiét
bi da ning c6 thé lam duoc tit ca moi viée tot nhu cac déi thu canh tranh tap trung cta no.

16. Kinh nghiém cua Intuit khi pha v thi truong phan mém ké toan doanh nghiép nho bang san
pham QuickBooks cua ho la vi du tiéu biéu cho truong hop nay. Pén dau nhirng nim 1990,

phin mém doanh nghiép nhé duy nhit trén thi truong duoc viét boi ké toan va danh cho ké
toan. Vi ho dinh nghia thi trudng ctia minh theo san pham nén ho xac dinh dbi thu canh tranh
ctia minh 1a cac nha thiét ké phan mém ké toan khac. Vi vy, dinh nghia ndy mang dén cho ho
tAm nhin vé cach vugt qua ddi tha, d6 1a tham gia vao mot cudc dua: Bo sung cac dac tinh va
chirc ndng nhanh hon dudi dang cac bao cdo va phan tich méi ¢6 thé van hanh duge. Dan dan
nginh nay bao gdm nhitng san pham da chtrc ning nhang nhic nhau, trong d6 moi hing déu
tich hop tinh ndng cua cac hang khac. Cac nhan vién marketing cua Intuit dd quen véi viée
quan sat xem khach hang mua phan mém quéan 1y tai chinh c4 nhian Quicken cua Intuit dang c6
ging hoan thanh viéc gi khi su dung san pham nay. Trong qua trinh d6, ho rat ngac nhién khi
quan sat thdy rang phan 16n nhitng ngudi s dung Quicken dung n6 dé kiém so4t tinh hinh tai
chinh ctia doanh nghiép nho cua ho. Ho nhén ra ring cong viéc co ban 1a kiém soat tién. Cac
chu s¢ hiru doanh nghiép nho nay nhing tay vao moi mat cua doanh nghiép minh va khong can
dén tat ca nhitng bao cdo va phan tich tai chinh ma cac nha cung cap phan mém thinh hanh da
tich hop vao san pham ctia ho. Intuit cho ra mét QuickBooks nham thyuc hién cong viéc ma cac
chi s& hitu doanh nghiép nho can 1am — “Gitp t6i ddm bao rang t6i khong hét tién” — va thanh
cong ryc rd. Trong vong hai nam, cong ty da thau tom 85% thi phan bang mot san pham pha
v thiéu hau hét cac tinh ning cta cac san phém canh tranh.

17. Theodore Levitt la nguoi tién phong dé xuéng quan diém ndy trong so nhitng nguoi
nghién ctru va viét vé cac van dé trong marketing. Christensen nh¢ lai khi con la mdt hoc vién
cao hoc, 6ng di nghe Ted Levitt tuyén bod: “Nguoi ta khong mudn mua mot cai may khoan 6
milimét, ma 1a mot c4i 16 6 milimét”. Néi theo cach ctia chiing t6i 1a ho c6 viéc can lam va ho
thué mot thir dé 1am cong viéc d6. Cach 1y giai duoc biét dén rong rii nhit cua Levitt cho céc
nguyén 1y nay dugc trinh bay trong Theodore Levitt, “Marketing Myopia”, Harvard Business
Review, September 1975, reprint 75507.

18. Pé tim hiéu vé cach xac dinh quy mo cua cac phin khuc thi truong theo cong viée, xem
Anthony W. Ulwick, “Turn Customer Input into Innovation,” Harvard Business Review,
January 2002, 91-98.

19. Chiing t6i rat biét on Mike Collins, nha sang lap kiém CEO ctia Tap doan Big Idea, vi
nhirng binh luan ctia 6ng da din dén rat nhidu ¥ twdng trong phan nay. Mike di bién tip ban
thao ban dau ctia chuwong ndy, va cac ¥ kién cua 6ng hét strc hitu ich.

20. Mot 1y do vi sao mot sd (nhung khong phai tat ca) cac kiéu ban 1¢ “diét trir phan nhom” —



cac cong ty nhu Home Depot va Lowe’s — di co thé pha v& duoc cic nha ban 1é 1én manh
thanh cong dén vay la vi ho duoc t6 chirc dya trén cac cong vigc can thyc hién.

21. Vi nhiéu nha marketing tinh c& va c6 xu hudng phan doan thi truong cta ho theo dac tinh
clia cdc nhom san phim va khach hang nén that khong may, nhung khong c6 gi ngac nhién, 1a
ho thuong quang ba thuong hiéu nhu nhiing gi ho dé lam véi san phém cua minh. Thuong hi¢u
thuong da tr¢ thanh nhing tir ngir bao trum, khong lam t6t dugc bat ky viéc gi ma khach hang
can lam khi “thué” thwong hiéu d6. Vi hau hét cac nha quang cdo déu muén y nghia ciia
thuong hi¢u du linh hoat cho mot loat cac san pham ma no chtra dung nén nhiéu thuong hi¢u
d3 mat di sy lién két giira nd véi cong viéc. Khi diéu nay xay ra, khach hang van ling ting
khong biét mua san pham ndo dé thuc hién cong viéc khi gip mot tinh hudng nhat dinh.

1. Cac nha kinh t& hoc c¢6 ngdn ngit rat hay dé miéu ta hién tuong nay. Khi hiéu qua ctia mot
san pham vuot qua kha nang sur dung cua khach hang, khach hang gap phai hiéu dung bién té
giam dan khi hiu qua san pham ting dan. Qua thoi gian, gia bién té ma khach hang sin sang
tra cho cai tién s& twong duong vO1 hiu dung bién t¢ ma ho nhan duoc tir viée st dung cai
tién. Khi gia tri tang cua gia bién té ma cong ty co thé duy tri trén thi trudng cho mot san pham
cai tién tién vé 0 thi hiéu dung bién t& ma khach hang c6 dugc tir viée sir dung san phim ciing
s& tién vé 0.

2. Ching to1 da dé cap ¢ phan trudc rang khong c6 cong ngh¢ nao la bén vitng hay pha v& vé
ban chit. bay la cac gioi han cua mot tap so thuc continum, va tinh pha v& cuia mot cai cach
chi c6 thé duoc miéu ta twong ddi so vdi cac mo hinh kinh doanh, khach hang va cac cong
ngh¢ khac. Truong hop bong ban dan cho thay rang thuong mai héa mot sd cong nghé nhu cac
cai cach bén virng trong céc thi trudng 16n 1 rat ton kém.

3. Hinh 4-2 duogc v€ nén tir dir liéu do American Heart Association National Center (Trung
tam Nghién ctru Quéc gia Hiép hoi Tim mach Hoa K¥) cung cip. Vi cac dir liéu nay chi do
luong cac quy trinh dugc thue hién trong bénh vién nén cac quy trinh nong mach thue hién o
cac phong kham ngoai tra va cac dia diém khac khong phai bénh vién déu khong duoc ké dén.
Piéu ndy c6 nghia 13 cac con s6 nong mach trong d6 thi thip hon so véi thuc &, va danh gia
khong diing mtrc ndy ngdy cang trd nén dang ké.

4. C6 rat nhiéu vi du khéc ngoai nhitng gi dugc liét ké o trén. Chéng han nhu, cac nha moi1
gidi chimg khoan nhu Merrill Lynch tiép tuc tién 1én thi truong cap cao trong mang ludi gia
trj ban dau ctia minh hudng t6i cac khach hang cé gia tri rong 16n hon, tir d6 thu nhap rong va
té)ng doanh thu cua ho cling dugc cai thién. Ho chua nhan théy mdi de doa ma cudi cung ho s€
phai trai nghiém khi cac nha moi gidi chiét khdu truc tuyén tim ra cach cung cdp dich vu t6t
hon.

5. Xem Clark Gilbert and Joseph L. Bower, “Disruptive Change: When Trying Harder Is Part
of the Problem,” Harvard Business Review, May 2002, 94—101; va Clark Gilbert, “Can
Competing Frames Co-exist? The Paradox of Threatened Response,” working paper 02-056,
Boston, Harvard Business School, 2002.

6. Daniel Kahneman and Amos Tversky, “Choice, Values, and Frames,” American
Psychologist 39 (1984): 341-350. Kahneman va Tversky da viét vé nhitng diéu rat 16n lao
trong cac 4n ban ndy. Phan tham khao nay chi 1a mét vi du trong cong trinh cuta ho.

7. Hién tuong “threat rigidity” di duoc nhiéu hoc gia nghién ciru, trong d6 ndi bat 1a Jane



Dutton va cac dong nghiép cua minh. Xem Jane E. Dutton and Susan E. Jackson,
“Categorizing Strategic Issues: Links to Organizational Action,” Academy of Management
Review 12 (1987): 76-90; va Jane E. Dutton, “The Making of Organizational Opportunities
—AnInterpretive Pathway to Organizational Change”, Research in Organizational Behavior
15 (1992): 195-226.

8. Arthur Stinchcombe d3 viét rat nhiéu vé dinh dé réng c6 dugc cac diéu kién ban dau can
thiét 1a mau chot dé cac su kién tiép theo xdy ra dung nhu mong mubén. Xem Arthur
Stinchcombe, “Social Structure and Organizations,” trong Handbook of Organizations, ed.
James March (Chicago: McNally, 1965), 142-193.

9. Clark Gilbert, “Pandesic—The Challenges of a New Business Venture,” case 9-399-129
(Boston: Harvard Business School, 2000).

1. Chung t6i chan thanh cam on cac nha nghién ctru 16i lac di phat hién ra sy ton tai va vai trd
ctia nang luc cot 16 trong viéc dua ra nhitng quyét dinh trén. Nhitng ngudi nay bao gom C. K.
Prahalad and Gary Hamel, “The Core Competence of the Corporation,” Harvard Business
Review, May—June 1990, 79-91; va Geoffrey Moore, Living on the Fault Line (New York:
HarperBusiness, 2002). Can luu y rang “ning luc cbt 16i” vbén 1a thuat ngir duoc
C.K.Prahalad va Gary Hamel dit ra trong bai viét chuyén dé ctia ho, thuc ra 1a mot 101 xin 1
danh cho cac cong ty kinh doanh da nganh. Ho dang phat trién mot cai nhin vé da nganh dya
trén viéc khai thac cac kha ning thiét 1ap, noi theo nghia rong. Chung t6i trinh bay thanh qua
ctia ho nhu mdt su thong nhat véi nhitng hudng nghién ciru va sy phét trién 1y thuyét dang
duoc ton trong ma khoi dau 12 quyén sach ra doi nim 1959 The Theory of the Growth of the
Firm (New York: Wiley). Dong suy nghi nay c6 tac dong rat manh mé va hitu ich. Tuy nhién,
hién nay thuat ngit “ning luc cot 16i” da trd nén dong nghia voi tir “tip trung”, nghia 13 nhitng
cong ty tim cach khai thac thé manh cdt 161 cua ho s& khong da dang hoa — mit khac, ho tap
trung kinh doanh vao nhitng hoat dong ma ho 1am dic biét tt. Ching t6i cam thdy chinh céi “y
nghia trén thuc t€” nay 1a sai lam.

2. IBM dugc cho 1a c¢6 kha ning cong nghé 16n hon trong viée thiét ké va san xuat hé diéu
hanh va cac mach tich hop so véi Intel va Microsoft tai thoi diém IBM dua cac cong ty niy
vao hoat dong. Vi vay, c6 1& s& chinh xac hon néu néi quyét dinh nay dya nhiéu vao nhiing gi
1a c6t 161 hon 1a ndng lyc. Phan doan rang IBM can phai thué ngoai dua trén nhan thirc dung
dan cta cac nha quan 1y lién doanh mdi 1a ho can phai c6 mdt cau triic voi chi phi thip hon
dé mang lai 1oi nhudn chap nhan dugc cho tap doan va phai phat trién san pham méi nhanh
hon nira so vo1 quy trinh phat trién ndi bd dd ving chic cua cong ty, diéu ndy da dugc mai
gitia trong mot thé gi01 cua nhirng san pham twong thudc phirc tap véi chu trinh phat trién dai
hon, c6 thé giai quyét duoc.

3. Trong thap ky qua, d3 c6 mot su nd rd nhirng nghién ctru quan trong vé cac khai niém nay.
Chung toi thdy nhitng nghién ctru sau day 1a dic biét hitu ich: Rebecca Henderson and Kim B.
Clark, “Architectural Innovation: The Reconfiguration of Existing Product Technologies and
the Failure of Established Firms,” Administrative Science Quarterly 35 (1990): 9-30; K.
Monteverde, “Technical Dialog as an Incentive for Vertical Integration in the Semiconductor
Industry,” Management Science 41 (1995): 1624—-1638; Karl Ulrich, “The Role of Product
Architecture in the Manufacturing Firm,” Research Policy 24 (1995): 419-440; Ron Sanchez



and J. T. Mahoney, “Modularity, Flexibility and Knowledge Management in Product and
Organization Design,” Strategic Management Journal 17 (1996): 63—76; va Carliss Baldwin
and Kim B. Clark, Design Rules: The Power of Modularity (Cambridge, MA: MIT Press,
2000).

4. Ngbn nglr chiing t61 st dung & day la dac trung cho twong thuoc hoan toan va ching toi
chon diém cuc trén truc don gian la dé 1am cho khai niém rd nhét c6 thé. Trong hé théng san
pham phtrc tap, ¢6 rat nhiéu mirc d twong thudc khac nhau theo thdi gian va theo thanh phan.
Nhitng thach thirc ctia twong thude ciing co thé duge giai quyét & mot mirc do ndo d6 qua ban
chit cac mdi quan hé nha cung cip. Co6 thé tham khao thém Jeffrey Dyer, Collaborative
Advantage: Winning Through Extended Enterprise Supplier Networks (New York: Oxford
University Press, 2000).

5. Rat nhiéu doc gia da danh dong hai khai niém “dot pha” va “pha v&”. Khéng nham 1an hai
khai niém nay 1a cuc ky quan trong cho muc dich thau hiéu va dy doan. Hau nhu khong thay
d6i, theo cach ndi clia ching toi, cac tac gia trudc d6 da coi cac “dot pha” cong nghé cd mot
tac dong bén viing dén quy dao cai tién cong nghé. Mot sb cai cach bén virng kha don gian,
tang dan theo tirng nim. S6 khac 13 nhirng thay d6i manh mé, nhitng budc nhay vot dot pha
vuot 1én trén cudc canh tranh, trén quy dao bén ving. Tuy nhién, dbi voi myc dich dy doan,
su khac biét gitra cong nghé dot pha va cong nghe gia tang khong phai la van dé quan trong.
Do c4 hai loai déu c6 nhitng tac dong bén vitng, cac cong ty co uy tin thuong la nguoi chién
thang. Cai cach pha vo thuong khong bao gom nhiing dot pha cong ngh¢. Thay vao do, ho ket
hop nhiing cong ngh¢ san c¢6 vao md hinh kinh doanh. Nhiing dot pha cong nghiép moi XUt
hién tir cac phong nghién ctru thudng co tinh bén virng va hau nhu luén bao gdm cac trong
thugc khong du doan dugc voi cac hé théng con khac cua san phém Vi vay, c¢o hai 1y do 16n
giai thich cho viéc vi sao cac cong ty c6 uy tin lai ¢ loi thé 16n trong viéc thwong mai hoa
cac cong ngh¢ nay.

6. Cuén The Visible Hand (Cambridge, MA: Belknap Press, 1977) ctua Gido su Alfred
Chandler 1a mot nghién ctru kinh dién vé viéc nhu thé ndo va tai sao lién két doc 1a quan trong
d6i v&i sy phat trién ctia nhiéu nganh cong nghiép trong thoi ky dau.

7. Khai niém ctia cac nha kinh té hoc vé tinh hitu dung, hoac su hai long ma khach hang co
dugc khi ho mua va su dung mot san pham, 13 mot cach tot dé giai thich canh tranh trong
nganh di thay d6i nhu thé nao khi diéu nay xay ra. Do théa dung bién ma khach hang nhan
duoc la viéc tang sy hai long cua ho voi mot san pham c6 hiéu qua tot hon. Mtrc gia ma ho
san sang tra thém cho mdt san pham ty 1¢ thuan voi sy tién ich gia tang ho nhan dugc tur viéc
str dung n6. Néi cach khéc, sy cai thién vé gia ca s& bang v6i sy cai thién vé do thoa dung
bién cta san pham. Khi khach hang khong thé sir dung nhitng sy cai tién ctia san pham thém
nita, do thoa dung bién roi xudng bang khong, va két qua 1a khach hang khong mudn tra thém
tién cho nhitng san pham tot hon.

8. Sanchez va Mahoney, trong “Modularity, Flexibility and Knowledge Management in
Product and Organization Design”, 1a mot trong nhitng ngudi dau tién mo ta hién twong nay.

9. Tac pham mang tinh budc ngodt cta gido su Carliss Baldwin va Kim B. Clark, dugc trich
dan trong chd thich 3, dd mo ta cac qué trinh don thé hoa mot cach rat thuyét phyc va hiru ich.
Chiing t6i mudn gidi thidu cudn sach nay t&i nhitng ai quan tim nghién ciru qua trinh mot cach



k¥ ludng hon.

10. R4t nhiéu ngudi nghién ctru lich st ctia IBM s& khong dong ¥ véi quan diém ciia ching toi
réng canh tranh budc IBM mo rdng cdu tric clia minh, ma s& tranh ludn rang luat chéng doc
quyén cua chinh phu My moi 1a diéu budc IBM phai mo rong. Cac hanh dong chéng doc
quyén rd rang c6 anh huong dén IBM, nhung chung tdi s& 1ap luan rang du c6 nhiing hanh
dong d6 ctia chinh pht hay khong, céc luc luong canh tranh va gian doan ciing s& dimg quyén
luc gan nhu déc quyén cua IBM lai.

11. Tac pham doat giai Pulitzer cua Tracy Kidder, ban bao céo da gianh chién thing v6i ndi
dung vé phat trién san phim tai Data General, The Soul of a New Machine (New York: Avon
Books, 1981), mo ta cudc séng s& nhu thé nao khi co s& clia canh tranh bat dau thay doi trong
nganh cong nghiép may tinh mini.

12. Gido su Charles Fine, MIT ciing di viét mdt cudn sach quan trong vé cha dé nay:
Clockspeed (Reading, MA: Perseus Books, 1998). Fine quan sat thiy rang nganh cong nghiép
trai qua cac chu ky cua tich hgp va khong tich hop trong mét loai chu ky “Xoan kép”. Chung
t6i hy vong rang ca hai mo hinh néu ra & day va trong chuong 6 déu xac nhan va cung cip
thém nhirng quan hé nhan qua vao phat hi¢n cua Fine.

13. Co ciu phét trién cua nganh cong nghiép cho vay cho thiy mot vi du rd rang ctia nhitng
luc lugng nay trong kinh doanh. Cac ngan hang tich hop nhu JP Morgan Chase c¢6 1oi thé canh
tranh rat 16n trong cac ting phirc tap nhit cua thi truong cho vay. Tich hop chinh 1a chia khoa
cho khd ning két hop lai nhirng goi tai chinh khong 10, phtrc tap cho nhu cau ctia cac khach
hang phtrc tap trén toan cau. Quyét dinh liéu c6 cho vay khong va néu cé thi cho vay bao
nhiéu khong thé dugc dua ra dua vao nhitng cong thirc va bién phép nhat dinh. Ching chi ¢6
thé duoc thuc hién dua vao truc giac ciia cac nhan vién giau kinh nghiém. Tuy nhién, cong
nghé tinh diém tin dung va chirng khoan hoa tai san dang lam gian doan va phan ra nhiing ting
don gian cua thi truong cho vay. O nhirng ting ndy, nguoi cho vay biét va c6 thé tinh toan
chinh xac nhirng yéu t6 quyét dinh liéu ngudi vay co tra khoan ng hay khong. Thong tin c6 thé
kiém chimg vé ngudi di vay — chang han nhu ho d3 séng bao 1au ¢ noi ¢ hién tai, ho da lam
viéc bao lau tai noi ho dang lam viéc, thu nhdp cua ho la bao nhi€u, va ho c6 tra nhirng hoa
don khac dung thoi han khong — dugc két hop lai de dua ra quyét dinh c6 cho vay hay khong
dua trén thuat toan. Tinh diém tin dung bat dau xuat hién vao nhitng nim 1960 & ting don gian
nhat ctia thi truong, khi cac ctra hang quyét dinh c6 phat hanh thé tin dung ctia minh khéng. Sau
d6, khong may cho cac ngan hang 16n, ddm dong gian doan di chuyén hoan toan 1én phia trén
cua thi truong dé chay dua theo lg1 nhuan — du tién 1a cac khoan vay tin dung cua nguoi ti€u
dung ndi chung, sau do 1a cac khoan vay mua 6 to va vay thé chip, va bay gio 1a vay von kinh
doanh nho. Nganh cong nghiép cho vay ¢ nhiing tang don gian nay da bi phan rd hoan toan.
Cac chuyén gia phi ngan hang da phat trlen dé cung cap gia tri gia tang cho moi tAng niy. Neu
tich hop 12 mot loi thé 16n trong nhiing tang phirc tap nhat ciia thi truong thi trong nhitng tang
da bio hoa, nd lai 1a mot bt 1oi.

14. Két ludn cua ching t6i hd tro' cho nhitng két luan ctia Stan J. Liebowitz va Stephen E.
Margolis trong cuén Winners, Losers & Microsoft: Competition and Antitrust in High
Technology (Oakland, CA: Independent Institute, 1999).

15. M6t minh hoa tdt cua viéc nay la ca déy duogc thuc hién bo1 Apple Computer, tai thoi



diém viét bai ndy, 13 canh ctra cho nguoi tiéu dung tiép cin véi giai tri da phuong tién. Su
tich hgp twong thudc cua hé diéu hanh va céc ung dung cua Apple tao ra su tién 1g1 ma khach
hang danh gia cao vao thoi diém nay bai vi sy tién loi van chua du tot.
C6 thé chi 16 dugc, co thé kiém ching duoc va co thé du doan duge két hop lai tao thanh
thudt ngir “thong tin day di” cho mot thi trudng hiéu qua xuat hién tir mot giao dién, cho phép
cac cong ty canh tranh vdi nhau trong khoang cadch du xa. Mot nguyén ly co ban cua chu nghia
tu ban la ban tay v6 hinh trong thi trudng canh tranh vugt qua su giam sat cia quan 1y nhu
mot co ché diéu phéi giira cac tac nhan trong thi trudng. Pay 1a 1y do tai sao, khi mdt giao
dién don thé duoc xac dinh, mot nganh cong nghiép s€ phan ra tai giao dién do. Tuy nhién, khi
cac diéu kién c6 thé chi rd dugc, co thé kiém ching duoc va ¢ thé du doan duoc khong ton
tai, thi truong hiéu qua khong thé hoat dong dugc. Trong nhiing trueong hop nay, quan ly giam
sat va phdi hop thuc hién chirc nang diéu phoi tot hon 1a thi trudng canh tranh. bay 1a mot van
de co ban phat hién doat giai cua giao su Tarun Khanna va cong su, cho thay rang trong cac
nén kinh té dang phat trién, cac tdp doan kinh doanh da dang sé& chién thang cac cong ty tap
trung, doc 1ap, trong khi diéu nguoc lai ap dung cho cac nudc phat trién. Co thé tham khao
thém Tarun Khanna va Krishna G. Palepu, “Why Focused Strategies May Be Wrong for
Emerging Markets,” Harvard Business Review, July-August 1997, 41-51; va Tarun Khanna
and Jan Rivkin, 'Estimating the Performance Effects of Business Groups in Emerging
Markets”, Strategic Management Journal 22 (2001): 45—74. Mot nén tang ctia cac khai niém
trong viéc tim hiéu 1y do tai sao tich hop to chirc 1a rat quan trong khi cac diéu kién cua don
thé khong dugc dap ung dugc phat trién trong nganh kinh té hoc chi phi giao dich (TCE) ma
ngudn gbc cua nd 1a tac pham cua Ronald Coase (RH Coase, “The Nature of the Firm
Econometrlca 4 [1937]: 386-405). Coase lap luan rang cac cong ty dugc tao ra khi no da la
“qua dit” dé dam phan va thue thi hop dong gitra bén “doc 1ap”. Gan day, tic pham cua
Oliver Williamson da chirng minh anh huong trong viéc nghién ctru chi phi giao dich 1a yéu td
quyét dinh ranh gi6i gitra cac cong ty. Co thé tham khio OE Williamson, Markets and
Hierarchies (New York: Free Press, 1975), “Transaction Cost Economics”, trong The
Economic Institutions of Capitalism, ed., O. E. Williamson (New York: Free Press, 1985),
15-42; va “Transaction-Cost Economics: The Governance of Contractual Relations”, in
Organiational Economics, ed., J. B. Barney and W. G. Ouichi (San Francisco: Jossey-Bass,
1986). bac biét, TCE da dugc st dung dé giai thich theo nhiéu cach khac nhau, trong do6 cac
cong ty c6 thé mé rong quy md hoat dong ctia ho, hodc thong qua da dang hoa khéng lién két
(C. W. L. Hill, et al., “Cooperative Versus Competitive Structures in Related and Unrelated
Diversified Firms,” Organization Science 3, no. 4 [1992]: 501-521); Pa dang lién két (D.J
Teece, “Economics of Scope and the Scope of the Enterprise,” Journal of Economic
Behavior and Organization 1 [1980]: 223-247) va DJ Teece, “Toward an Economic Theory
of the Multiproduct Firm,” Journal of Economic Behavior and Organization 3 [1982], 39—
63), hoac lién két doc (K. Arrow, The Limits of Organization [New York: W. W. Norton,
1974]; B. R. G. Klein, et al., “Vertical Integration, Appropriable Rents and Competitive
Contracting Process,” Journal of Law and Economics 21 [1978] 297-326; va K. R. Harrigan,
“Vertical Integration and Corporate Strategy,” Academy of Management Journal 28, no. 2
[1985]: 397-425). Noi mot cach tong quat, nhitng nghién ctru nay dugc biét dén nhu mé hinh



vé su “that bai cua thi truong” dé giai thich sy thay d6i trong quy mo ctia doanh nghiép
(K.N.M Dundas, va P.R Richardson, “Corporate Strategy and the Concept of Market
Failure,” Strategic Management Journal 1, no. 2 [1980]: 177-188). Chung t6i hy vong rang
minh d3 thiic ddy dong suy nghi nay bang cach bd sung mot cach chinh xac nhirng van dé lam
phat sinh nhitng kho khin trong viéc ky két hop dong, va ciing 13 trong tam cua TCE.

17. Ngay ca khi cac cong ty tong dai ndi hat dia phuong trong nganh (ILECs) khong hiéu rd tat
ca nhitng sy phire tap va hau qua khong luong trude bang cac ki su CLECs, vé mit t6 chirc,
ho & vi thé tot hon nhiéu dé giai quyét bt ky kho khin ndo boi vi ho ¢o thé khiéu nai dén céac
co ché t6 chure thay vi phai dira vao cac hop dong cong kénh va rat c¢6 thé khong day du trude
do.

18. C6 thé tham khao thém Jeffrey Lee Funk, The Mobile Internet: How Japan Dialed Up and
the West Disconnected (Hong Kong: ISI Publications, 2001). Day qua thuc 1a mot nghién ctiru
dic biét xuat sic, bao gdm hang loat nhitng phat hién sau sac. Bang ngon ngir riéng cua minh,
Funk cho thay mot 1y do quan trong khac giai thich tai sao DoCoMo va J-Phone rat thanh cong
tai Nhat Ban, d6 1a ho di theo m6 hinh ma ching to1 mo6 ta trong chuong 3 va 4 cua cubn sach
ndy. Ban dau ho nhim vao nhom khach hang khong str dung mang (cac thiéu nit) va gitp ho
thire hién cong viéc ma ho d3 cd ging 1am ot hon: vui choi véi ban bé. Nguoc lai, khi céc
cong ty phuong Tay tham nhdp vao thi trudng nay, ho hinh dung ra déi tuong cho hinh thirc
dich vu phtre tap nay 1a nhirng nguoi dang sir dung dién thoai di dong (str dung chu yéu cho
cong vi¢c) va nhitng nguoi dung Internet ¢ dinh hién tai. Mot quan diém ndi bo vé su phat
trién ndy c6 thé duoc tim thiy trong Mari Matsunaga, The Birth of I-Mode: An Analogue
Account of the Mobile Internet (Singapore: Chuang Yi Publishing, 2001). Matsunaga 1a mot
trong nhitng nhan vat chu chdt trong su phat trién ciia I-Mode tai DoCoMo.

19. Xem “Integrate to Innovate”, mot nghién ctru cua Deloitte Research dugce thuc hién bdi
Michael E. Raynor va Clayton M. Christensen. Truy cap http://www.dc.com/ved, hodc giri
yéu cau dén delresearch@dc com.

20. Mot s doc gia quen thugc voi nhiing trai nghiém khac nhau cua nganh cong nghiép dién
thoai di dong & chau Au va My c6 thé khong ddng ¥ voi doan nay. Tir rat som, ngudi chau Au
d3 hop lai xung quanh mot tiéu chudn thoa thuin tir trude goi 13 GMS, cho phép ngudi st
dung dién thoai di dong co thé dung & bat cur quéc gia nao. Viéc sur dung dién thoai di dong
phé bién nhanh hon va dat ty 1¢ thAm nhap cao hon & My, noi ma rat nhiéu tiéu chuin canh
tranh dang “chién d¢au” voi nhau. Nhidu nha phan tich da rat ra két luan chung tir chién luoc
clia nguoi chiu Au trong viée dinh sdn mot tiéu chuin chung rang luon ludn nén tranh viée
tring 1ap cac ciu triic canh tranh khong twong thich mot cach lang phi. Chiing t6i tin rang loi
ich ctia mot tiéu chuan duy nhat da bi phong dai, va rang nhitng khac biét quan trong khac gitra
M¥ va chau Au da dong gop dang ké cho su khac biét trong ty 18 tham nhap da khong duoc ké
dén. Pau tién, nhirng loi ich clia mot ticu chuan duy nhat c6 vé dugc thé hién roé nét & phia
cung chir khong phai 191 ich cta phia cau. biéu nay c6 nghia la, bang cach quy dinh mdt tiéu
chudn duy nhét, cac nha san xuét thiét bi mang va thiét bi cam tay cua chau Au c6 thé dat dugc
hiéu qua kinh t& nho quy mo 16n hon 1 nhitng cong ty san xuit cho thi truong Bic My. Piéu
ndy ciing c¢6 thé da duoc thé hién dudi hinh thirc cdc mirc gia thap hon cho nguoi tiéu dung,
tuy nhi€n, su so sanh c6 y nghia & day khong phai gitra chi phi cua dién thoai di dong & chau



Auva & My — nhirng dich vu nay khong canh tranh vo1 nhau. Pheép so sanh c6 nghia ¢ day la
s0 vo1 dién thoai co dinh tai moi thi truong. Va ¢ day, diéu dang luu y 1a dich vu dién thoai
¢ dinh dia phuong va dudng dai & chau Au dét hon rat nhiéu so v4i & Bac My, va két qua 1a,
dién thoai khong day tré thanh mot san pham thay thé hip dan hon nhiéu & chau Au so voi &
Bic My. Loi ich duoc xem 13 ¢ phia cau cua viéc str dung xuyén qudc gia, theo hiéu biét cua
ching t6i, van chua duoc chimg minh qua viée sir dung ctia nguoi tiéu dung chau Au. Do d6,
ching t6i mudn dua ra mot 1y do khac dé giai thich cho su thanh cong ctia dién thoai di dong
& chau Au, mot nguyén nhan xac dang hon nhiéu viéc mdt hoc sinh nir & Thuy Dién c6 thé sir
dung di dong trong ky nghi & TAy Ban Nha, d6 1a sy cai thién twong d6i vé chi phi va mic do
dé dang khi str dung dién thoai di dong so voi dién thoai ¢6 dinh. Thi hai, va c6 18 con quan
trong hon, quy dinh ctia chdu Au rang “bén goi tra tién” dbi voi dién thoai di dong trong khi
luat cua Béc My la “bén nghe tra tién”. Noi theo cach khac, & chdu Au, néu ban goi vao dién
thoai di dong ctia mot ngudi ndo d6, ban 1a ngudi tra tién, con ngudi nhan thi khong phai tra
mirc phi nao. O Bic My, néu mot ai do 201 cho ban vao di dong cua ban, ban s€ phai tra tién.
Két qua 13, ngudi chdu Au thoai mai hon nhiéu trong viéc cho ngudi khac sé di dong, do do ty
1¢ st dung cling tang. Dé biét thém vé chu d& ndy, xem Strategis Group, “Nghién ciru bén goi
tra tién”; ITU-BDT quy dinh co sé dir liéu vién thong” va ITU Website:
<http://www.itw.int/ITU-D/ict/statistics>. Ké dén tic dong ctia mdi nhdn 6 trén (tiéu chuan
GMS, gia thép hon dién thoai c6 dinh va bén go1 tra tién), cling nhu 1a cac nhan t6 chua duoc
dan ra khac khong phai 1a mot cong viéc don gian. Nhung chiing t6i mubn ndi rang tac dong
clia tiéu chuan duy nhat it hon rat nhiéu so vdi nhiing gi n6 duoc cong nhan va chic chan
khong phai la yéu t6 chinh trong viéc giai thich ty 1& thAm nhap ctia dién thoai di dong & chau
Au cao hon & Bic My.

1. Co hai cach nghi v& mdt san pham hay dich vu trong chudi gia tri. Chudi gia tri nay co thé
dugc khai quat bang thudt nglr vé cac qua trinh, c6 nghia la, cac budc gia tri gia tang can thiét
dé tao ra hodc chuyén giao nd. Vi dy, cac quy trinh thiét ké, lap rap, tiép thi, ban hang va phan
phdi 1a cac quy trinh chung trong mot chudi gia tri. Mot chudi gia tri ciing ¢ thé duoc hiéu
theo thanh phﬁn, hoac “hoa don nguyén li¢u” dau vao clia mdt san phém Vi du, khoi dong co,
khung gam, hé thong phanh va doan lap rap nho dién tir dé cau thanh mot chiéc xe hoi 1a cac
thanh phan cua chudi gia tri xe. Gitt ca hai y kién vé mot chudi gi tri trong tim tri 1 diéu rat
hitu ich, vi chudi gié tri cling “lap lai” — c6 nghia 1a ching déu c6 mirc d6 phirc tap nhu nhau
& moi cap do phan tich. Cu thé 1a khi mdt san pham di qua qua trinh xac dinh chudi gi4 tri, rat
nhiéu thanh phan khac nhau dwgc st dung. Nhung tit ca cac thanh phan iy déu c6 trinh tu
riéng ma nd phai vuot qua. Su phirc tap cta viéc phan tich chudi gia tri san pham khong thé
tdi gian mot cach cin ban duge. Cau hoi dit ra 13 nén tip trung vao mirc dd phirc tap ndo.

2. Nghién ctru ndy dugc xay dung dwa trén mo hinh nim yéu t6 va dic tinh gia tri ctia Gido su
Michael Porter. Xem Michael Porter, Competitive Strategy (New York: Free Press, 1980) va
Competitive Advantage (New York: The Free Press, 1985). Cac nha phan tich thuong su
dung mo hinh nim yéu t6 ctia Porter dé xac dinh cic cong ty ndo trong mot hé théng gia tri gia
tang co thé van dung t6t nhat cho loi nhudn tir nhitng cong ty khac. Béng nhiéu cach, mo hinh
clia ching t0i trong chuwong 5 va 6 cung cip mot cai nhin toan dién cta md hinh nim yéu t6,
cho thy rang strc manh ctia cac luc luong nay khong phai 1a bat bién theo thoi gian.



3. Theo quan sat chung, khi ban xem xét thoi cyc thinh ctia hau hét cac cong ty 1on, co mot
khoang thot gian ma cac tinh nang va do tin cy cua san pham khong dap ng dugc nhu cau
ctia phan dong khach hang. Két qua 13, ho c6 san pham véi ciu trac doc quyén va so hiru loi
thé chi phi canh tranh manh mé. Hon nira, khi ho gidi thiéu san pham cai tién méi, cac san
pham nay s& duy tri mot mirc gia cao vi chirc ning 1a chua di tot va cac san pham méi dan
dap Gng du nhu cau. Piéu nay c6 thé dung voi hé thong dién thoai Bell, xe tai Mack, may ti
Caterpella, may in Xerox, dién thoai di dong Nokia va Motorola, b vi xir ly Intel, hé diéu
hanh Microsoft, thiét bi dinh tuyén Cisco, cac dich vu tu vin cong ngh¢ thong tin va kinh
doanh ctia EDS hay IBM, truong Kinh doanh Harvard va nhiéu cong ty khéc.

4. Trong cac phn tich sau day, chung t6i s& str dung thudt ngit hé théng con, c6 nghia 13 mot
day chuyén thanh phan va vat liéu cung cap cho mot phan bo phan can thiét dé 1ap ghép thanh
san pham hoan thién

5. M6t 1an nita, chiing ta thiy moi lién két voi ¥ kién ctia Gido su Michael Porter rang c6 hai
chién lugc “chung chung”: su khac biét va chi phi thip (xem chuong2, ghi chu 12). M6 hinh
ctia chung t6i khong mé ta cac co ché tao nén chién luoc bén viing. Sy khac biét bi pha hiy
theo co ché din dén day chuyén hoa va phi tich hgp. Chién lugc chi phi thap chi kha thi khi
va chi khi cac d6i thu canh tranh chi phi thap khong co du nang luc dé cung cap nhitng gi
khach hang can trong mot tang thi truong. Gia dugc thiét 1ap tai cac giao diém cia duong
cung va duong cau — chinh 1a chi phi bang tién mit cua nha san xuat can bién. Khi nha san
xut can bién co chi phi cao hon, thi nhitng nha san xuét chi phi thap c6 thé thu dugc 1oi nhuan
hip dan. Nhung khi cac dbi tha canh tranh chi phi cao da bién mét va toan bd nhu cau thi
truong dugc cung cAp boi nha san xuat chi phi thap, thi sau d6 mdt chién luoc chi phi thip s&
trd thanh chién lugce chi phi ngang bang

6. Khong phai tat ca cac thanh phan hodc hé théng con trong mot san phim déu gop phan tao
nén mirc hiéu suit c6 gia trj ddi véi khach hang. Nhirng thanh phan dang quan tim 13 “xéac
dinh hiéu sudt” ctia cac thanh phan hodc hé théng con. Vi du trong trudng hop ctia mot may
tinh c4 nhan, bo vi xtr 1y, hé thdng diéu hanh va cac Gmg dung tir 14u di tré thanh hé théng con
xac dinh hiéu suat.

7. Cac nha phan tlch udce tinh bao nhiéu tién s& & lai vO1 nganh cong nghiép may tinh va bao
nhiéu s& bi “rd ri” qua qua trinh 1ap rdp san pham cudi cung hodc hé thdng cung cip phu tom
tat trong 'Deconstructing the Computer Industry,” Business Week, 23 November 1992, 90-96.
Nhu d3 luu y trong phu luc ctia chuong nay, chung t6i hy vong rang phan 16n loi nhuan ciia
Dell dén truc tiép tir hoat dong ban 1é cho khach hang chir khong phai tir hoat dong lip rap
san pham.

8. Vo1 sy phan anh chi trong mot vai gidy, co thé dé dang thay rang nganh cong nghiép quan ly
dau tu phai chiu cac van dé cua phan loai theo nganh cong nghiép khong lién quan dén loi
nhudn va ting truong. Do d6, ho tao ra mot quy dau tur cho “cong ty cong nghé” va cac quy
khac cho “cong ty chdm soc stc khoe”. Trong nhitng danh muc dau tu nay 13 nhitng cong ty
lap rap dang trén bo vuc cua hang hoa phd bién. Michael Mauboussin, chién luoc gia dau tu
chinh tai Credit Suisse First Boston, gin day da viét mot bai viét vé chi dé nay. N6 duoc xay
dung dya trén md hinh 1y thuyét ma ching toi d3 tom tat trong phan gi6i thiéu ctia cubn sach
ndy, va tng dung ctia n6 trong thé gidi cua dau tu 13 rat sdu sic. Xem Michael Mauboussin,



The Consiliant Observer, New York: Credit Suisse First Boston, 14 January 2003.

9. Nhing doc gia da quen thugc vo1 nganh cong nghiép 6 dia cimg co thé thay su mau thuan
gitta tuyén b ctia chiing t6i rang c6 rat nhiéu loi nhuin duoc thu vé trong nganh san xuét 6 dia
v6i su that 13 nhitng nha san xuat hiang dau nhu Read-Rite va Komag da khong dat thanh cong.
Ho da dat dugc su thinh vuong boi hau hét cac nha san xuit 6 dia cung hang dau, dic biét 1a
Seagate, da tich hop san pham 6 dia cing dé tu kiém 10 thay vi nhirng nha cung cap doc lap.
10. IBM dat nhiéu loi nhuin & cac 6 dia ctng 3,5-inch, nhung d6 13 & cAp ning suat cao nhat
ctia thi trudng, noi ma ning luc khong du tot va thiét ké san phim phai twong thudc.

11. Mot bao cédo day du hon vé nhirng phat trién dd duoc xuit ban trong Clayton M.
Christensen, Matt Verlinden va George Westerman, “Disruption, Disintegration and the
Dissipation of Differentiability,” Industrial and Corporate Change 11, no. 5 (2002): 955—
993. Nghién ctru ddu tién cua trudng Kinh doanh Harvard di tom tat nhitng phan tich nay va
duoc luu hanh rong rai vao nam 1998 va 1999.

12. Ching toi da ¢ ¥ str dung dong tir ¢ thi hién tai thuong va thi twong lai tai doan nay. Ly
do 1a vao thoi diém ban bao cdo ndy 1an dau tién dugc viét va chuyén téi nha xuat ban, cac
101 tuyén bd chi 1a du doan. Sau do, té)ng loi nhudn cua 6 dia cung 2,5 inch giam di dang ke,
ding nhu m6 hinh da du dodn. Tuy nhién, IBM da lya chon ban toan bo o dia cung cho
Hitachi, tao diéu kién cho céc cong ty khac ban nhitng thanh phﬁn lo1 nhuan cao.

13. Trudc day ching t6i c6 dé cap dén viéc Trudng Kinh doanh Harvard c6 thém mét co hoi
de thue hién chinh xac chién lugc nay trong quan ly giao duc. Harvard viét va xuit ban dai da
s6 cac nghién ctru tinh hudng va rat nhiéu cac bai Vlet ma cac gido su ¢ truong kinh doanh da
str dung nhu céng cu giang day trong cac khoa hoc vé kién tric trong thude. Vi dao tao quan
1y vé cong viéc va cac truong dai hoc ctia doanh nghiép (chinh 14 nhitng nha san xuat khong
tich hop ctia khoa hoc 1dp rap) da 1am gian doan chwong trinh Thac s§ Quan tri Kinh doanh,
truong Kinh doanh Harvard c6 mot co hdi tuyét voi dé bat dau mé hinh kinh doanh thong qua
chi nhanh xuat ban va ho khong chi ban nhiing bai bio va nghién ciru tinh huéng nhu nhitng
thanh phan tran ma con ban ca hé thong gia tri gia ting. Nhitng nghién ctru nay nén duoc thiét
ké dé tro nén don gian hon ddi voi cac giang vién quan ly trong bbi canh doanh nghiép dé lap
rap tiy chinh cac vat liéu ¢ chat lugng, duoc cung cap chinh xéc khi can thiét, va duoc day
mot cach thuyét phuc. (Xem Clayton M. Christensen, Michael E. Raynor va Matthew
Verlinden, “Skate to Where the Money Will Be,” Harvard Business Review, November
2001.)

14. Piéu nay goi y rang strc manh xay dung thwong hiéu ctia Hewlett-Packard s& tré nén manh
mé v&1 nhitng khach hang chua thoa man tir quy dao cai thién ma san phém duoc dinh vi. Va
diéu nay ciing cho thiy rang thuong hiéu HP s& yéu hon nhiéu so v6i cac thwong hiéu Intel va
Microsoft, di xudng tir ciing mot diém téi nhitng khach hang thoa man nhiéu hon.

15. Chang t61 rat biét on Alana Stevens, mdt sinh vién theo hoc thac s¥ quan tri kinh doanh
Harvard cta Gido su Christensen, vi nhitng hiéu biét ndy ma chi da phat trién trong nghién
ciru mang tén “A House of Brands or a Branded House?”. Stevens luu y rang xdy dung
thirong hiéu dang dan chuyén tir san xudt san phim sang nhitng kénh ban 1é. Vi dy, cac nha san
xuat thyc phdm va san pham chim soc ¢4 nhan c6 thuong hiéu nhu Unilever va Procter &
Gamble, tham gia cac cudc chién thuong hiéu v6i cac kénh ctia ho mdi ngdy, boi vi nhiéu san



phim ctia ho con hon-ca- tot. O Vuong quoc Anh, nhing thwong hiéu 1on nhu Tesco va
Sainsbury da quyet gianh chién thing sau khi khdi diém & mirc gia thip hon trong mdi ching
loai mit hang va tién dan 1én. Tai My, cac san pham c6 thuong hi¢u da “bam try” kién tri hon
trén gia hang, nhung thuong voi chi phi cat cd. Sy dich chuyén ctia thuong hiéu trong nhom du
tot dang di theo con duong nhu Home Depot va Staples. Khi chirc ning va do tin cdy di tro
nén hon-ca-tét, nhung su don gian va tién nghi cua san pham chua du tt thi sirc manh thuwong
hiéu d3 bat dau dich chuyén sang kénh ¢6 md hinh kinh doanh dya trén nhitng khia canh chua
thoa mén ndy. Procter & Gamble c6 vé nhu di theo mot chién luge nhay cam bﬁng cach khoi
dong mot chudi cac su gian doan thi trudng moi ddng thdi cung cip ning luong can thiét cho
nhirng nd luc cta cac kénh dé dich chuyén 1én phia trén th treong, va bao ton strc manh ctia P
& G dé gitr thuong hi€u cao cap trén san pham Vi du, thuong hi€u hé thong lam sach kho
Dryel cua nd 13 mot sy pha v thi trudng méi vi nd cho phép cac ca nhan thuc hién mot didu
ma, nhu trong lich str, chi c6 mot chuyén gia méi cé thé 1am. Tu giat kho thi chua du t6t, do
d6, strc manh dé xay dung mot thuwong hi€u ¢6 191 nhuan c6 thé “luu tra” trong san phém mot
thoi gian. Hon nita, ciing giéng nhu thiét bi ban dan cua Sony cho phép mua hang giam gia dé
canh tranh vdi cac ctra hang thiét bi, do d6 Dryel ctia P & G di cho Wal-Mart mdt phuwong
tién dé dich chuyén 18n thi truong va bat dau canh tranh vO1 cac co so giat khd. P & G ciing
lam diéu twong ty véi thuong hi¢u he thong tw 1am tring rang Crest, mot phan khtic thi trudng
mGi ma trude day chi ¢ thé dugce cung cip boi cac chuyén gia. Ching t6i cam on mot trong
nhitng cyu sinh vién ctia Gido su Christensen, David Dintenfass, mdt nguoi quan 1y thuong
hiéu toan cau ctia Procter & Gamble, da chi ra diéu ndy ra cho chiing to1,

16. Khi chiing i chia sé nhitng gia thuyét nay voi cac sinh vién, mot s6 da hoi lidu diéu nay
c6 ap dung cho cac nhan hi¢u thoi trang cao cap nhat, chang han nhu Gucci, va cho cac loai
san pham khac nhu my pham. Nhitng ngudi biét ching t61 ¢6 1€ da quan sat thay rang mic dd
thot trang co thuong hiéu khong phai cong viéc ma ta co thyc hién trong cudc song cua minh.
Do d6, ching to1 tht nhan rang khong c6 hiéu biét nao vé thé gigi cua thoi trang cao cap. N6
co I€ s€ van tlep tuc thu duoc 1o1 nhuan mai mai.

17. Duy tri sy canh tranh & cip do ctia chudi xac dinh gia tri gia ting ma nhitng nha san xuét
xe hoi dang chiém uu thé 13 yéu cau ho dich chuyén dén ciu triic phan ph6éi mdi — mot sy tich
hop diy cung ing ma giao dién khach hang di str dung hiéu qua. Lam thé nio dé thuc hién
diéu ndy va ¥ nghia hiéu sudt ctia n6 dugckham pha dai trong nghién ciru ctia Deloitte mang
tén “Digital Loyalty Networks”, duoc cung cap tai <http://www.dc.com/research>, hodc trén
delresearch@dc.com.

18. Nhirng doc gia tin vao hiéu qua cua thi truong von va kha ning ctia cac nha dau tu da dang
hoa danh muc dau tu cta ho s& khong nhan thay bi kich nao trong nhirng quyét dinh nay. Sau
nhirng 14n tudc bo tai san nay, c6 dong cua hai ga khong 16 san xuat xe hoi di s& hitu c6 phan
trong cong ty thiét ké va lap rap 6 t6, va trong cac cong ty cung cap hé thong con. Ching toi
dang viét cubn sach nay vi loi ich cua cac nha quan 1y trong cac cong ty nhu General Motors
va Ford ma ching t6i mo ta nhitng quyét dinh d6 1a khong may.

19. Chung to1 noi “thuong” ¢ day vi ¢6 nhiing truong hop ngoai 18 (hdu hét, nhung khong phai
tit ca, da chirng minh nguyén tic nay). Vi duy, chung t6i luu chuong nay hai giai doan gia tri
gia ting co thé dugc dit canh nhau, nhu b nhé DRAM c6 thé phu hop trong lap ghép may



tinh ca nhan. Va c6 nhing truong hop not hai cau tric twong thudc can phai duoc tich hop,
chang han nhu khi mot doanh nghiép 14y ngudn ké hoach phan mem tr cac cong ty nhu SAP
can phai duoc dua kém vao qua trinh kinh doanh ddc 1ap. Thuc té rang ca hai mit déu khong
thé 1ap ghép va dinh dang dugc da 1am SAP trién khai thuc hién ké hoach nhu dugc yéu cau.
1. M6t trong nhitng nghién ctru quan trong nhat vé chi dé nay dugc tom tit trong Dorothy
Leonard-Barton, “Core Capabilities and Core Rigidities: A Paradox in Managing New
Product Development,” Strategic Management Journal 13 (1992): 111-125.

2. Cac khai niém trong chuwong nay c6 gang xay dung theo truyén théng ctia su hiéu biét dang
dugc ton trong vé kha ning ctia céc t6 chic, duoc biét dén trong gidi hoc thuat 1a “quan diém
dua trén ngudn luc” (resource-based view - RBV) cua cong ty. Truyén thong ndy coi cic
ngudn luc nhu tai san clia mot cong ty va tim cach giai thich sy khac biét lién cong ty trong
hoat dong va tang truong dua trén su khac biét trong bd sung nguén lwe. Vi du nhu K. R.
Conner, “A Historical Comparison of Resource-Based Theory and Five Schools of Thought
Within IO Economics: Do We Have a New Theory of the Firm?”” Journal of Management 17,
no. 1 (1991): 121-154. Cac cong trinh chuyén dé theo dé tai nay 1a E. T. Penrose, The Theory
of the Growth of the Firm (London: Basil Blackwell, 1959); va B. Wernerfelt, “A Resource-
Based View of the Firm,” Strategic Management Journal 5 (1984): 171-180. Céac cong trinh
m6i ddy hon bao gdm M. Peteraf, “The Cornerstones of Competitive Advantage: A
Resource-Based View,” Strategic Management Journal 14, no. 3 (1993): 179-192; va J.
Barney, “The Resource-Based Theory of the Firm,” Organization Science 7, no. 5 (1996):
469. Chiing t6i da dinh nghia “ngudn luc” véi pham vi hep hon so v&i nhiéu nha nghién ciru
RBV, bing cach str dung thém khai niém — cu thé 1a quy trinh va gia trj — dé ndm bt cac yéu
t6 cau thanh quan trong cua ning luc doanh nghiép ma mot trong s6 d6 da dugc chon trong
danh muc cac nguén luc. Vi dy, D. Teece and G. Pisano, “The Dynamic Capabilities of
Firms: An Introduction,” Industrial and Corporate Change 3, no. 3 (1994): 537-556; R. M.
Grant, “The Resource-Based Theory of Competitive Advantage,” California Management
Review 33, no. 3 (1991): 114-135; va J. Barney, “Organizational Culture: Can It Be a
Source of Sustained Competitive Advantage?” Academy of Management Review 11, no. 3
(1986): 656—665. Chung tdi tin rang trong nhiéu trudng hop, nhimng gi da trd thanh tranh ludn
vé dinh nghia thuc sy 1a do that bai trong viéc phan loai. Co cdu va 1y thuyét trinh bay trong
chuong ndy dugc tom tit theo hinh thirc so bo trong mot chuong dugce bd sung vao an ban thir
hai ctia Cubén The Innovator’s Dilemma. M6 hinh ndy budc dau di dwugc coéng bd trong
Clayton Christensen and Michael Overdorf, “Meeting the Challenge of Disruptive Change,”
Harvard Business Review, March—April 2000.

3. Két qua nghién ctru dugc bao cao boi cac nha tam 1y hoc quan Iy RHR Quoc té chirg thuc
udc tinh nay. RHR gan day dd cong bd c6 dén 40% giam dbc diéu hanh cip cao moi duoc
tuyen da thoi viéc, hoac lam viéc kém hi€u qua, hodc bi sa thai trong vong hai ndm nhan vi tri
mo1 (Globe & Mail, 1 April 2003, B1).

4. Tom Wolfe, The Right Stuff (New York: Farrar, Straus, and Giroux, 1979).

5. Phu hop v6i khing dinh ctia chiing t6i trong chuwong 1 vé cach mot 1y thuyét manh mé c6 thé
mang lai kha ning dy bao cho mdt du an nhu thé nio, nhidu nghién ctru thoi ky dau vé cach
thué dung nguoi cho ding cong viéc da phan loai cic nha quan 1y tiém ning theo cac thudc



tinh ctia ho. Hay nhé ring cac nha nghién ctru nganh hang khong thdi ky dau da quan sét thay
mdt mdi tuong quan chat ché gitta viéc s¢ hitu cac thudc tinh nhu canh va 1ong vii va kha nang
bay. Nhung ho chi c6 thé khang dinh vé mbi twong quan hay lién két chtr khong phai nhan qua.
Chi khi cic nha nghién ctru xac dinh co ché vé co ban gy ra, va sau d6 hiéu duoc nhitng
hoan canh khac nhau ma ngudi thue hanh gap phai thi moi thir méi co thé dugc du doan chinh
xac hon. Trong truong hop nay, so hitu nhiéu thudc tinh can cé c6 thé co twrong quan kha 16n
v6i su thanh cong trong nhiém vu, nhung ndé khong phai 14 co ché quan hé nhin qua co ban
cua thanh cong.
6. Morgan McCall, High Flyers: Developing the Next Generation of Leaders (Boston:
Harvard Business School Press, 1998). Cudn sach ndy cung cAp mot cach suy nghi m6i mé va
nghiém khic vé cach cac quan 1y nén hoc hoi va danh gia viéc quan ly c6 kha nang giai quyet
thanh cong thach thuc phia trude. Chang t61 khuyén rang cac hoc vién mubn tim hiéu thém vé
cach c6 duoc dung ngudi vao dung noi va dung thoi diém hiy doc tron ven quyén sach nay.
7. Tai giai doan sau trong sy phat trién cta du 4n, tAt nhién s& can dén cac giam ddc diéu
hanh di tham gia cac khoa hoc trong cac trudng hoc kinh nghiém lién quan dén mo rong quy
mo kinh doanh — va sau d6 diéu hanh hiéu qua mdt to chire. Mot 1y do khién nhiéu dy 4n that
bai sau thanh céng budc dau véi mot san pham duy nhat 13 do nhitng ngudi sang lap thiéu truc
giac va kinh nghiém trong viéc tao ra nhirng quy trinh c6 thé lién tyc tao ra san pham t6t hon,
san xuat va cung cap chiing mot cach dang tin cay.
8. Pic tinh toan dién va hop 1y nhat cta quy trinh ma ching t6i ting thiy 1a & “The Processes
of Organization and Management,” Sloan Management Review, Summer 1998. Khi chiing t61
st dung tur “quy trinh”, n6 bao g0m tat ca cac kiéu quy trinh ma Garvin da xac dinh
9. Duéi nhiéu hinh thu’c khac nhau, nhleu hoc gia da kham pha chi tiét khai niém ‘quy trinh”
1a khéi xdy dung co ban cua nang luc to chirc va loi thé canh tranh. C6 18 trong s6 cac cong
trinh nhu vay, ¢6 anh hudng nhat 1a R. R. Nelson and S. G. Winter, An Evolutionary Theory
of Economic Change (Cambridge, MA: Belknap Press, 1982). Nelson va Winter ndi dén
“thoi quen” ma khong phai 1a quy trinh, nhung khai niém co ban la nhu nhau. Ho chirng minh
rang cac cong ty xdy dung loi thé canh tranh bang cach phat trién cac théi quen tot hon so véi
cac cong ty khac, va rang thoi quen tot chi duoc phat trién thong qua viéc lap lai mot cach
nhat quan cac hanh vi hiéu qua. Sau khi duogc thanh 1ap, cac théi quen t6t s& kho thay do6i. Vi
dy, M. T. Hannan and J. Freeman, “The Population Ecology of Organizations,” American
Journal of Sociology 82, no. 5 (1977): 929-964. Céac cong trinh sau nay da kham pha va
chirng minh strc manh cua khai niém vé quy trinh (dugc got voi nhiéu cai tén khac nhau, nang
luc cua t6 chure, kha ning thay d01 va nang luc c6t 161) nhur mdt ngudn 1oi thé canh tranh. Vi
du vé cac cong trinh ndy bao gdm Examples of this work include D. J. Collis, “A Resource-
Based Analysis of Global Competition: The Case of the Bearings Industry,” Strategic
Management Journal 12 (1991): 49-68; D. Teece and G. Pisano, “The Dynamic Capabilities
of Firms: An Introduction,” Industrial and Corporate Change 3, no. 3 (1994): 537-556; va C.
K. Prahalad and G. Hamel, “The Core Competence of the Corporation,” Harvard Business
Review, May—June 1990, 79-91. Quan diém ctia ching t61 1a du nhirng nghién ctru nay da vo
cung sau sic, vi du nhu nghién ctru vé quan diém ngudn lu’c ma chung ta ndi trong ghi cha 3,
nhung n6 bi gidi han hodc ctia viée mé rong dinh nghia ctia “quy trinh” dé bao gom tit ca céac



yéu to quyet dinh 1gi thé canh tranh, hodc vi l¢i ich cta su hiéu biét toan ven, khong bao gom
cac yéu td quan trong ctia kha ning ctia doanh nghiép trong pham vi phén tich. Dé biét thém vé
diéu nay, doc A. Nanda, “Resources, Capabilities, and Competencies,” in Organizational
Learning and Competitive Advantage, eds. B. Moingeon and A. Edmondson (New York: The
Free Press, 1996), 93—120.

10. Boc Leonard-Barton, “Core Capabilities and Core Rigidities™.

11. Boc C. Wickham Skinner, “The Focused Factory,” Harvard Business Review, May—June
1974.

12. Chet Huber, chu tich sang lap dich vu vién thong tin hoc OnStar cua General Motors, da
cho ching ta thdy tim quan trong ctia sy phin biét gitra ngudn lue (con nguoi) va cac quy
trinh: “MOot trong nhitng bai hoc 10n nhat t6i nhan ra rang cong ty can sin sang chdp nhan rui
ro dé tao loi nhudn chtr khong phai 1 c4 nhan trong cong ty. Cac ca nhan can hanh dong gidng
nhu nhirg van dong vién boi nghé thuat dé giit cho cac to chirc lién két t6t.” Clayton M.
Christensen and Erik Roth, “OnStar: Not Your Father’s General Motors (A),” Case 9-602-
081 (Boston: Harvard Business School), 12.

13. Khai niém vé gié tri, nhu ching toi dinh nghia & ddy, twong tu nhu khai niém “bdi canh
ciu truc” va “bdi canh chién lugc” d ndi 1én trong viée nghién ciru vé quéa trinh phan bo
nguén luc. Nhitng cong trinh quan trong vé cha dé nay bao gom J. L. Bower, Managing the
Resource Allocation Process (Homewood, IL: Richard D. Irwin, 1972), va R. Burgelman,
“Corporate Entrepreneurship and Strategic Management: Insights from a Process Study,”
Management Science 29, no. 12 (1983): 1349-1364.

14. Chuong 8 xem xét sau hon cac anh hudng ciia gia tri trong phan bd ngudn luc va dua ra
chién lugc.

15. Vi du, Toyota vao thi truong Bic My véi mau Corona, mot san phdm nhim vao cac tang
gia thap nhat cua thi truong. Khi nhom mire tiép nhan ctia thi trudng tré nén dong dao voi cac
mau xe trong glong nhau nhu Nissan, Honda va Mazda, canh tranh giira cac d6i thu canh tranh
v6i chi phi thip ngang nhau khién loi nhuin giam. Toyota phat trién xe hoi tinh vi hon nhim
dén cép cao hon cua thi trrong dé cai thién loi nhuin ctia minh. Gia dinh xe Corolla, Camry,
4-Runner, Avalon va Lexus da dugc gidi thi€u nhu phan irng cua ho véi ap luc canh tranh —
Toyota giir lgi nhuin cua minh & mirc tot bang cach chuyén 18n thi truong cao hon. Trong qué
trinh nay, Toyota phai thém chi phi cho hoat dong thiét ké, san xuat va hd tro xe hoi thudc tam
¢ nay. Sau d6 ho quyét dinh thoat khoi mirc chip nhén ctia thi trudng, tim thiy lgi nhuin co
thé kiém dugc ¢ do 1a khong thé chap nhan dugc véi co céu chi phi da chuyén dbi ctia minh.
Toyota gan day da g101 thiu mo hinh Echo cua né trong nd luc dé tro lai cac muce chdp nhéan
v6i chiée xe & mirc gia 14.000 do-la — goi lai nd lue dinh ky cua cac nha san xuat 6 t6 My dé
thiét 1ap lai vi tri ¢ thi trudng gia thap. Quan ly cap cao cua Toyota quyét dinh tung ra mo
hinh mo61 nay la mét chuyén. Tuy nhién, dé thuc hién chién lugc nay thanh cong, nhiéu nguoi
trong hé théng Toyota, bao gom ca cac dai 1y, s& phai dong ¥ rang ban nhiéu xe hoi v&i mirc
loi nhudn thip hon 1a cach tot hon dé cong ty ting loi nhuan va gia tri von chi so hitu so véi
ban Camry, Avalon va Lexus. Chi thdi gian méi c6 thé biét chic chin liéu Toyota c6 thanh
cong trong viéc ting gia tri phat trién ctia cong ty hay khong.

16. BDoc Edgar Schein, Organizational Culture and Leadership (San Francisco: Jossey-Bass,



1988). Md ta ctia chiing t6i vé su phat trién clia nén vin hoa ctia mot to chirc bat ngudn nhiéu
tir nghién ctru cua Schein.

17. Gidao su Michael Tushman cua Pai hoc Harvard va Charles O'Reilly cua Stanford da
nghién ctru sdu sy can thiét trong viéc quan 1y cac to chirc theo cach niy dé tao ra nhirng gi ho
goi la “cac t6 chirc thuin ca hai mat”. Nhu chung t61 hiéu vé cong trinh cua ho, ho khéng dinh
rang khong dt khi chi don gian 1a tach ra khoi mot to chire doc lap dé theo dudi céc cai cach
pha v& quan trong nhung khong phu hop voi gia tri cua t6 chirc chinh. Ly do 1a thuong thi
giam dbc diéu hanh tao ra mot t6 chirc doc lap dé tach pha vo ra khoi hoat dong cua ho dé ho
6 thé tap trung vao quan ly kinh doanh cOt 151, Dé tao ra mot td chirc that sy thuin ca hai mit,
Tushman va O'Reilly khang dinh rang hai to chirc khac nhau can phai dugc dat trong mot bo
phan kinh doanh. Trach nhiém quan ly to chirc dot pha va to chirc bén virng can phai ¢ mot
cap do trong to chirc ma cé hai khong duoc xem xét nhu cac doanh nghiép trong mot danh muc
dau tu. Thay vao d6, ching nén trong ciing mdt nhom hozc don vi kinh doanh ma quan 1y ¢6
du cac thong tin dé chi ¥ can than nhitng gi nén dugc tich hop va chia sé giira cac nhom, va
nhitng gi nén dugc thuc hién ty chu. BPoc Michael L. Tushman and Charles A. O’Reilly,
Winning Through Innovation: A Practical Guide to Leading Organizational Change and
Renewal (Boston: Harvard Business School Press, 2002).

18. Trong qua khtr, mdt s6 doanh nghi¢p mao hiém v&i von duge hd tro, dic biét 1a trong linh
vuc vién thong va chim soc sure khoe, dé di theo mot chién luoc cai cach dot pha — qua cai
céch bén viing — nhay vot vé phia trudc ca cac nha lanh dao trén quy dao bén virng va sau d6
nhanh chong ban hét ¢ phan cho cc cong ty uy tin 16n hon dang di chuyén trén quy dao phia
sau ho. Chién lugc nay c6 hiéu qua — khong phai vi gia tri cua cong ty uy tin han ché ho khoi
viéc nhim dén cung mot sy d6i mdi, ma bodi quy trinh cia ho khong nhanh nhu nhitng nguoi
moi bat dau. Pay 1a mdt cach chimg minh vé doi hudng loi nhudn, nhung nd khong phai mot
16 trinh ma mot doanh nghiép tang truong moi co thé duogc tao ra. ‘Hoac la béang cach mua lai
san pham hoac danh bai cac d6i tha méi, cac cong ty co uy tin cudi cung s& cung cap cac san
pham cai tién nhu la mot phan ctia dong san pham ciia minh, va doanh nghi¢p phat trién nd
dau tién s& khong ton tai. Nhitng doanh nghiép méi bat dau co ban bao gom cac doi du an cao
cap, phat trién san pham mot cach doc 1ap va sau d6 bi giai tan khi cac san pham d3 sin sang
thuwong mai hoa. N6 1a mot co ché ma theo d6 cong ty uy tin v6i von chii s¢ hitu c¢6 gia tri hap
dan c6 thé tra tién cho nghién ctru va phat trién bang von chi s hitu chir khong phai 1a chi
phi.

19. Su thanh 1ap cong ty con Xiameter ctia cong ty Dow Corning 1a mot vi du chinh xac vé
tinh hudng nay. Xiameter 14 cong ty ¢ do tin cdy cao, chi phi ban héng thap va mo hinh kinh
doanh phan phdi cho phép cong ty tao lo1 nhuan hip dan ¢ murc gia binh dan cho cac san
pham silicon tiéu chuan. Khach hang can dich vu chi phi cao hon dé hudng dan cac quyet dinh
mua ban ¢ thé mua silicon cta ho théng qua cau trac ban hang chinh va co cau phan phdi cua
Dow Corning.

20. Chung t6i dua ra khang dinh nay chi véi muc dich minh hoa. Tai thoi diém viét bai nay,
cura hang ban 1¢ va truc tuyén duogc thanh 1ap rat tot nhu 1a mot lan song pha v trong ban 1¢é
dén mirc néu mot cira hang bach hoa cb ging tao ra mot nganh kinh doanh méi ting trudng
truc tuyén mdi, né s& theo mot chién luge duy tri nhu mot doanh nghiép méi, cé lién quan dén



cac cong ty tao ra ban Ié truc tuyén. Ngay ca mot nguoi khong 16 nhu Macy’s c6 kha ning sé&
mat cac cong ty dang trong qué trinh dich chuyén bén virng trén dudng cong pha v&. Mua lai
mot cong ty c6 mdt vi tri virng chic trén quy dao pha v& d6 — nhu Sears da 1am khi mua lai
Lands End — 13 cach thirc duy nhit ma cac cira hang bach hoa c6 thé bat duoc 1an song ny.
21. Ciing nhu Merrill Lynch, Goldman Sachs d4 trién khai hé thong giao dich trén Internet cho
cac khach hang hién c6 trong doanh nghiép méi gidi dich vu tron goi chinh thong cta ho. Cong
ngh¢, nhu mot hé qua, thuc hién theo cach duy tri cac gia tri, hay cau trac chi phi cua cac don
vi kinh doanh. Trén thyuc té, viéc thuc hién giao dich trén Internet co thé sé& tang thém chi phi
cho cau triic cong ty boi d6 1a mot Iwa chon bd sung va khong thay thé kénh moi giéi kinh
doanh truyén thong. Xem Dennis Campbell and Frances Frei, “The Cost Structure and
Customer Profitability Implications of Electronic Distribution Channels: Evidence from
Online Banking,” working paper, Harvard Business School, Boston, 2002.

22. Mot loat nghién ctru thu vi cling dua ra két luan tuong tu. Xem Rakesh Khurana,
Searching for a Corporate Savior: The Irrational Quest for Charismatic CEOs (Princeton,
NJ: Princeton University Press, 2003). Khurana thiy rang viéc dua vio mdt cong ty cac quan
1y véi hd so ca nhan xuat sic, nhirng “siéu sao”, nhitng ngudi theo cach nodi ctia ching t6i ¢o
nhitng thuc tinh da dang ma nhiéu nguoi phai thém mudn, gip that bai thuong xuyén hon
nhiéu nguoi nghi.

23. Xem Kim B. Clark and Steven C. Wheelwright, “Organizing and Leading Heavyweight
Development Teams,” California Management Review 34 (Spring 1992): 9-28. Cac khai
niém dugc mo ta trong bai viét nay cuc ky quan trong. Ching toi dac biét khuyén khich cac
nha quan 1y quan tim dén nhiing van de nay nén nghién ctru n6 mot cach ky ludng. Clark va
Wheelwright xac dinh mot nhém cao cap 1a nhom gdbm nhitng thanh vién rat tin tuy va doan
két. Nhiém vu ctia mdi thanh vién trong nhom 1a khong dai dién cho nhom chirc ning ctia minh
trong nhom, ma hoat dong nhu mdt nguo1 quan ly chung chiu trach nhiém cho sy thanh cong
cua toan b du an, va tich cuc tham gia vao cac quyét dinh va cong viéc cua cac thanh vién
dén tir tirng bo phan chirc niang. Khi cing 1am viéc v4i nhau dé hoan thanh du an, ho sé timra
cach thirc mdi dé twong tac, phdi hop va ra quyét dinh dé tao ra cac quy trinh hodc kha ning
mdi, can thiét cho sy thanh cong trong cong viéc kinh doanh méi trén co s& lién tuc. Nhitng
cach dé cong viéc hoan thanh sau d6 c6 thé duge co cau hod nhu doanh nghiép mdi hodc phat
trién dong san pham.

24. Buéc dot pha vé khai niém co ban din dén nhitng két luin trong doan ndy xuat phat tir cac
nghién ctru chuyén dé ctia Rebecca M. Henderson va Kim B. Clark, “Architectural
Innovation: The Reconfiguration of Existing Systems and the Failure of Established Firms,”
Administrative Science Quarterly 35 (1990): 9-30. D4y 1a nghién ctru, theo quan diém cua
chiing t6i, nang trang thai xay dung 1y thuyét trong nghién ctru qué trinh tir phan loai dua trén
thugc tinh thanh dya trén hoan canh. Y tudng co ban ciia ho 13 trong mot khoang thoi gian, cac
md hinh giao tiép, twong tac va phoi hop gitra nhirng nguo1 chiu trach nhiém thiét ké mot san
phim m&i (quy trinh phat trién san pham ma cong ty dua vao) s€ phan anh mé hinh trong do
cac thanh phan clia san pham tuong tic v4i cau tric san pham. Trong hodn canh ma ciu tric
khong thay doi tir thé hé nay sang the hé khac, quy trinh theo thoi quen nay s& tao diéu kién
thudn 1oi cho céc loai twong tac can thiét cho thanh cong. Nhung trong hoan canh ma céc to



chtrc phat trién phai thay ddi cau triic dang ké dé nhan vién can tuong tac véi nhitng ngudi
khac vé cac chi dé khac va v&i thoi gian khic nhau, thi cing mot qua trinh quen thudc s& can
trd sy thanh cong. Trong nhiéu cach, su phan doan va khuyén nghi vé thay doi quy trinh trén
céc truc thang ctia hinh 7-1 xuAt phat tir cong trinh cia Henderson va Clark. Sy phan doan va
khuyén nghi trén céc truc ngang lién quan dén cac gia tri ciia t6 chirc xuat phat tir cuon The
Innovator’s Dilemma, 1an lugt dugc xdy dung trén cong trinh ctia gido su Bower va
Burgelman ma chiing t6i da trich din & noi khac. Phan nghién ctru ndy duong nhu ciing da
nang tinh trang 1y thuyét phan loai thanh Iy thuyét dwa trén tinh huéng.

25. Chung to1 da quan sat thdy mot xu huéng kho chiu trong sb cac nha quan 1y tim kiém cac
giai phap phu hop cho tit ca nhitng thach thtrc ma ho phai d6i mat, chir khong phai 1a phat
trién cach 4 ap dung cac giai phap thich hop cho van de Vé van dé cu thé nay, trong nhirng nam
1990, mot s6 nha quan ly duong nhu da ket luan rang cac doi nhom cao cap 1a “cau tra 101
cua ho va dao 1on toan b t6 chirc phat trién ctia ho bang cach str dung cac nhom phat trién
cao cap cho tat ca cac dy an. Sau mot vai nam, hau hét trong s6 ho quyet dinh rang d6i nhom
cao cap, du ho cung cap nhirng loi ich vé toc d6 va su két hop, lai qua ton kém — va ho sau do
dao 16n toan bo t6 chire tro lai vao che do cac nhom it quan trong. Mot 5O cong ty dugc trich
dan trong bai dd gip phai nhitng van dé nay, va khong biét 1am thé nao dé s dung nhirng
nhom thich hgp trong hoan canh thich hop.

26. Xem Charles A. Holloway, Steven C. Wheelwright, and Nicole Tempest, “Cisco
Systems, Inc.: Acquisition Integration for Manufacturing,” Case OIT26 (Palo Alto and
Boston: Stanford University Graduate School of Business and Harvard Business School,
1998).

27. Ching t61 nhan ra rang day la mot tuyén bd nguy hiém, c6 thé 1a mot tuyén bd chinh xac
hon khi noi 14 tai thoi diém viét bai nay, khong ai c6 ve nhu co thé dwa ra mot chién lugc pha
v kha thi cho ngan hang truc tuyén. Co thé 1a kha thi, vi du nhu Ngan hang E*Trade xay dung
thanh cong mdt ngan hang pha v& cap thap. Chung t6i trich dan trong ghi chii 21 mot trong
nhitng chudi nghién ciru ma Gido su Frances Frei cua Truong Kinh doanh Harvard da viét
v6i cac dong tac gia khac nhau vé tic dong cua viée cung cap cac kénh dich vu méi cho khach
hang. Khi cac ngan hang uy tin bo sung thém may ATM, dién thoai va cac dich vu truc tuyén
cho khach hang, ho da khong thé chdm dut cac kénh giao dich cii cua dich vy, vi du nhu thu
ngan truc tiép va can bd cho vay. Két qua 1a, Frei di cho thay rang viéc cung cap cac kénh chi
phi dich vu thip hon thire su lai ting thém chi phi, béi vi ching 14 thém vao, khong phai thay
thé. C6 thé Ngan hang E*Trade, khi khong c6 tai san co s& ha tang va chi phi dich vu, thyc sy
c6 thé tao ra mot md hinh kinh doanh c6 chi phi thap du thap dé c6 thé kiém duoc loi nhuin
hip dan & mirc gia chiét khau can thiét dé gianh chién thing.

28. Quay vong hang trit kho clia mdt ctra hang ban 1¢ khong phai dé dang ting vot (xem
chuong 2, ghi chu 18). Khi di 1én, cdc nha ban 1é thuc hién mdt ciu triic quay vong hang
twong ddi cling nhac bién thanh cac san phdm lgi nhun cao hon, din dén mot sy cai thién
ngay lap tirc vé Loi nhudn trén dau tu (ROI). Huéng dén thi truong dang di Xuong doi héi
phai mang cung mot ciu truc quay vong hang hoa climg nhic thanh cac san pham loi nhuin
thap hon, dan dén anh hudng 16n ngay 1ap tirc 1€n lo1 nhuan dau tu.

(*) Ngudi Biac My Ban Pia duoc goi tén theo nhiéu cach khac nhau. Trong tac phdm ndy, cac



tac gia va Peggy goi ho 1a “Nguoi Bic My Ban Dia”. Nhung trong 15i ndi ctia Andy, anh tir
goi minh 14 “ Nguoi Da Po”. Ca hai thuat ngit niy déu duoc sir dung voi mitc do ton trong
nhu nhau.

(1) Poi biét kich Carlson do thiéu ta Evans F. Carlson truc tiép 1anh dao. Nhitng nguoi linh
ctia Su doan Biét kich Thuly quan Lyc chién S6 2 ndy noi tiéng vé sy nhiét huyét, vé tinh than
déng doi va kha nang thuc hi¢n chién cong trong cac cudc chién dau. Pon vi nay dugc thanh
lap bay tuan sau tran Tran Chau Cang va nhitng chién thing cua su doan dugc ghi lai trong
cuon sach Gung Ho! cua tac gia - trung uy W.S. Frangois. Khi quyén sach ndy duoc chuyén
thé thanh phim vé6i su tham gia dién xudt cua dién vién gao cdi Randolph Scott, thuit ngit
Gung Ho méi dugc nhiéu ngudi biét dén.

1 Xem: Hi€p héi Quan hé Con ngudi Nhat Ban, Kaizen Teian 1: Thiét lap HE théng DPé xuét
Cai tién Lién tuc thong qua Thuc hién Dé xuit cla Nguoi lao dong.

2 Thuat ngit ndy di duoc sir dung trong cudn Kaizen Teian 1: Thiét 1ap Hé thong Pé xuat Cai
tién Lién tuc thong qua Thuc hién Dé xuat cua Nguoi lao dong. (BBT)

1. Masaaki Imai, Kaizen: Chia khéa dan téi thanh cong trong canh tranh cua Nhat Ban (New
York: McGraw-Hill, 1986).

* So sanh ndy chi mang tinh tong quat vi c6 nhitng cong ty ngoai Nhit Ban hoat dong & My ap
dung hé théng dé xuat cua Nhat va ciing c¢6 nhitng cong ty Nhat ap dung hé thong dé xuit cta
My.

1. Thong tin chi tiét hon vé hé thong bao cao Kaizen dugc trinh bay trong cudn Kaizen Teian
3, Productivity Press, 1992.

Second best: gan toi wu.

Thi du xin xem thém sach “Panh thirc con Rong ngd quén”, Pham P Chi va Tran Nam Binh
(chu bién), Thoi bao Kinh té Sai Gon (tai ban, 2002); hay “Kinh Té té Viét Nam Trén trén
duong hoa Rong”, Pham P4 Chi (cha bién), Nha xuit ban Tre (2004).

Béo Pau tu, ngay 26/ 10/2009, trang 4, : xem bai “Tai co cau kinh té: Ap luc noi tai” cua tac
gia Bao Duy phong van TS. Nguyén Dinh Cung thudc Vién Nghién ctru Quéan 1y Kinh té Trung
uong.

Xem Pham D4 Chi, Kinh té Viét Nam Trén trén Puong dudng Hoa hoa Rong, chuong 10, Nha
xuét ban Tré, 2004.

Khong ké céac chi tiéu ngoai ngan sach

Ké ca céc chi tiéu ngoai ngan sach

No cua chinh phu va ng bao 1anh béi chinh phu

Tran Van Tho (Pa1 hoc Waseda, Tokyo), chuong “Pa qua roi mot thoi Ddi méi”, trong sach
“Viét Nam tir ndim 2011 — —Vuot 18n sy nghiét ngd cua thoi gian” (trang 43-48), Nha xuit
ban Tri Thuc (2011).

Bao Dau tw, ngay 26/10/2009, trang 4, da dan.

Yeu t6 din dén thanh cong cua Viét Nam c6 thé giai thich rat rd bang 1y thuyét thing du cong
sudt (excess capacity) ctia gido su Ari Kokko thuoc Trudong Kinh doanh Copenhagen, Pan
Mach.

No1 dung phan nay va phan tiép theo dugc lay tir cac bai nghién ctru “Khéng gian san pham
quyét dinh phat trién ctia cac qudc gia” (product space conditions development of nations)



cua cac tac gia C. A. Hidalgo, B. Klinger, A.-L. Barabasi va R. Hausmann.

Hai Ly, Song ngam, Thoi bao Kinh té Sai Gon, s6 37/2010, tr.18.

Thoi bao Kinh t& Viét Nam, ngdy 2-4/9/2010, TR.19. Ngoc Pao, vén dau tu xi hoi ting
manh.

Trung tim Nghién ctru Chinh sach va Phat trién (Development and Policies Research Center -
DEPOCEN), 216 Tran Tran Quang KhaiKhai, Ha Noi, Viét Nam. Quan diém duogc thé hién
trong bai viét ndy mang tinh ca nhan, khong nhat thiét phan anh quan diém ctia DEPOCEN.
Moi ¥ kién déng gop xin giri vé dia chi hatrang@depocen.org hoidc ngocanh@depocen.org.
Chung t6i xin chan thanh cam on chi Nguyén Thi Huyén, thyc tap sinh, va chi Bui Thu Ha, trg
1y nghién ctru da hd trg nhém chiing t6i dé hoan thanh bai viét nay.

Tong cuc Thong ké.

Theo nhu HSBC thang 3 nam 2011, ty I¢ lam phat ctia Vié¢t Nam nam 2011 c6 thé 12 9.,9%,
theo ANZ thi con s nay 1a 10%.

Theo s6 liéu ctia CECI , ty gia & ddy 1a ty gia trung binh thang,

IMF (2010).

IMF (2010), da dan.

Hiéu theo nghia rong, phan nay dé cap dén tham hut ving lai, bai cau thanh ciia can can ving
lai bao gom nhiéu khoan muyc, nhung thanh phan chinh ctia n6 14 can can thuong mai. Thuc té
Viét nam Nam cho thdy thim huyt thuong mai 13 cau phan chinh cta tham hut vang lai.

Nguyén Thiang, Nguyén Ngoc Anh, Nguyén Ptrc Nhat, Nguyén Cao Pirc (2008), Tham hut tai
khoan véng lai: Nguyén nhan va giai phap, Tap chi Nghién ctru kinh té s6 363 thang 8 nim
2008, trang 3-19.

Tinh toan theo s6 liéu tir Quy Tién t& Qudc té, (2010), Vietnam: 2010 Article IV Consultation
—Staff Report and Public Information Notice.

IMF, Tham van diéu khoan 4, nim 2003; 2006; 2010.
http://www.economywatch.com/economic-statistics/economic-indicators/Current  Account
_ Balance US Dollars/ truy cap ngay 24/02/2011.

Ban than viéc nhdp siéu va thim hut tai khoan ving lai vé nguyén tic 1a khong tot va ciing
khong xau. N6 chi xau khi thAm hut qua 16n va din t6i khing hoang can can thanh toan, mét gia
dong tién. Tuy nhién, duong nhu 6 mdt quan niém kha pho bién (khong chi & Viét Nam) 1a (i)
nhdp si€u va tham hut tai khoan vang lai la khong t6t va thé hién mot nén kinh té yéu kém; va
(ii) xudt siéu va co thing du trén tai khoan ving lai 1 diéu t6t va thé hién mot nén kinh & co
kha ning canh tranh tot. Mic du trong mot s it truong hop, quan niém nhu trén khong phai la
khong dung, nhung theo ly ly thuyet kinh té thi khong han 1a nhu vay. Trong nhiéu truong hop,
thi tham hut can can thuong mai la lai the hién mot nén kinh té dang ting trudng tot. Khi mot
nén kinh té ¢ tiém ning tang truong tot, c6 nhiéu co hoi dau tu véi loi nhudn cao, nhu cau
dau tu cao hon kha nang tiét kiém trong nudc, diéu nay s& lam cho cac dong von nudc ngoai
chay vao quéc gia d6 dé dap ng nhu cau dau tu. Tae 1a mot quic gia c6 thé str dung ngudn
luc ctia nudce khac dé phat trién kinh té trong nudc. Nguoc lai, mot tai khoan vang lai c6
thing du lai c6 thé 13 ddu hiéu bat 6n cua nén kinh t&, dong von trong nudc chiy ra nudce
ngoai tim kiém nhitng co hoi dau tu tot hon. Tire 14 ngudn luc khong duoc str dung cho phat
trién nén kinh té trong nudc.



Cac ngudn von ndy déu co kha ning giam manh néu thadm hut 16n van dién ra trong ndm 2011.
C6 thé 1y giai diéu ndy boi 1a do hang hoa tir Trung Qudc ¢6 tinh canh tranh cao vé gia ca,
bén canh d6 khoang cach cong nghé véi Viét Nam khong nhiéu nhu tir cac nudc phat trién nén
v6i trinh d6 lao dong va kinh té ctia Viét Nam thi nhitng hang hoa nay s& dé dang dugc hap thu
hon.

Nhap khau nhirng mat hang nhu xe 6 t6, rugu ngoai, trang suc, thube 14, dién thoai... tang
manh. Nam 2010, gi4 tri nhip khau nhirng mit hang nay 1én téi 9 ty USD, so v&i con sb nhap
siéu hon 12 ty USD thi lwgng tiéu dung hang hoa xa xi nay 1a rat 16n.

Can phai luu ¥ 13 Viét Nam nhip khiu nhiéu may moc va cong nghé tir Trung Qudc dé phat
trién san xudt trong nudc song nhitng cong nghé niy dang bi danh gia 1a cong nghé loai 3,
nhitng cong nghé san xuit lac hau, ning suit chua khong cao va ¢ tac dong xdu ddi véi moi
truong. Nhu vay cong nghé ma Viét Nam nhap khau liéu c6 phai cong nghé t6t cho phat trién
kinh t&?

Heé s6 lan toa ctia mot nganh phan anh mirc d6 lién két két ctia nganh d6 voi cac nganh khac
trong mot nén kinh t& va do ludng tac dong tiém tang d6i v4i cac nganh khi co thay d6i tir mot
nganh riéng 1¢&. Veé ban chat, c6 hai loai hé s6 lan toa 13 hé s lan téa cung chiéu va hé s lan
toa nguoc chiéu

Bui Trinh (2010), Measuring the effective rate of protection in Vietnam’s economy with
emphasis on the manufacturing industry: an input — output approach, Depocen working paper
series NO. 2010/12, Development and Policies Research Center, available at
http://depocenwp.org/upload /pubs/Bui Trinl/ERP_Paper DEPOCENWP.pdf

Do thué cac nguyén liéu dau vao va ty trong nguyén liéu dau vao nhip khau cta nganh nay
cao.

Diéu ndy co thé thiy rd hon & chi sb thé hién mirc do lan téa ciia nhitng nganh ndy trong nén
kinh té déu 16n hon mirc trung binh toan nén kinh té.

Duya trén s6 liéu tr  http://stat.wto.org/TariffProfile/ WSDBtariffPFExport.aspx?
Language=E&Country=VN truy cap ngay 02/03/2011.

Tuy nhién, theo mot nghién ctru gan day ctia Peter Naray va cong su (2009) [5] thi viéc ap
dung thué suat cao hon trong khung cam két duogc phép hodc ap dung cic bién phap han ché
nhap khau trén co s& diéu kién kho khin vé can can thanh toan s& di kém voi cac anh hudng
tiéu cuc lau dai cho Viét Nam. Tac dong cua cac luya chon chinh sadch nay bao gém (1) anh
hudng t6i két qua xuat khau vi xuit khau phu thuoc kha chit chd vao nhap khau; (ii) 1am ting
can can thuong mai néu hé sb co gifin ctia nhap khau nho hon 1; (iii) anh hudng dén loi ich
cua nguoi tiéu dung vi chi phi tiéu dung tang Ién; (1v) lam mo1 treong kinh doanh ¢ Viét Nam
bi giam kha ning doan dinh do thay ddi chinh sach, va c6 thé anh huong dén dau tu truc tiép
nude ngodi; (V) gidam niém tin clia cac nha dau tu dit vao Viét Nam néu viée ap dung cac bién
phap bao h¢ bi cac nha dau tu cot la tin hiu cta khung hoang. Ngoai ra, str dung phu thu nhap
khau ciing ¢6 tac dung giéng nhu pha gia dong tlen trong cat giam nhap khau, nhung bién phap
ndy s& khong dat duoc 1oi ich cho hoat dong xuat khau.

Dac biét vai truong hop cua Viét Nam khi tham hyt thuong mai 16n thi ap luc giam gia lai
cang 16n hon.

Céc lan diéu chinh ty gia cia NHNN déu it va bi dong do ap luc cing thang tir thi truong chi



khong phai dinh hudng cho thi trrdng nén 1am mat 1ong tin cia nguoi dan. Tir d6 khién tac
dong cua tam ly cang lon, tao vong xoay lam phat — - ty gia — - nhap siéu, dan dén diéu chinh
ty gia khong thé bt pha vi so anh huong dén 6n dinh vi md, cac 1an diéu chinh ty gia cua
Ngan hang nha Nha nuéc khong bu dip duoc mic do chénh 1éch lam phat va khién cho tién
d6ng Viét Nam VND 1én gia so vi cac dong tién khéc trong khu vuc.

Theo Vi Thanh Ty Anh (2010) [1].

Xem thém bai viét cua Nguyén Thi Ha Trang va dong sur (2011) [8], cho nhitng 1y giai chi tiét
hon vé tirmg nhan t6 gay ra nhap siéu trong mat can dbi nay.

Téng hop tir bao chi, dau ndm 2009, IMF du bao ting trudng 4.,75%, Ngan hang Thé gisi du
bao 5.,0-5.,5% va Tap chi The Economist dy bao tang chi 0.,3%.

Xem “TUr chi s6 canh tranh va ICOR, nghi vé hiéu qua goi kich cau” ctia Tran S§ Chuong,
B4o Doanh nhin Sai Gon Cubi tuan thang 10/2009.

Vi du, xem bai “Ty gia ting khong tic dong tdi lam phat”, tra 161 phong van ciia 6ng Lé Xuan
Nghia do Hiru Hoe thuc hién, ding trén bao Pau tu Ching khoan ngay 26/8/2010 va luu tai
http://tinnhanhchungkhoan.vin/RC/N/CFFEJI/ty-gia-tang-khong-tac-dong-lon-toi-lam-
phat.html.

Vi dy, xem bai “Lam phat ting 13 do ty gid” tra loi phong van cta 6ng Nguyén Quang A do
Nhat  Minh  thwe hién, luu tai  VnExpress:  http://vnexpress.net/GL/Kinh-
doanh/2010/09/3BA20D11/. Hoic, Prakriti Sofat ctia Barclays Capital khang dinh, cr 1%
tang thém trong ty gid USD/VND s& dong gop chung 0.,15% vao ty 1€ lam phat, luu tai:
http://vneconomy.vn/20100819032443753P0C6/ gioi-chuyen— gia-du-bao-xu-huong-ty-gia-
usdvnd.htm.

Xem bai “Lai suat tiét kiém vuot 16%”, ctia Hoang Ly ding tai VnExpress.net:
http://ebank.vnexpress.net/GL/Ebank/Tin-tuc/2010/12/3BA23BF3/.

Vi dy, xem bai “Bom USD, tha ndi 13i suit” ctia Khinh Huyén ding tai Tién Phong:
http://www.tienphong. vi/Kinh-Te/517761/Bom-USD-tha-noi-lai-suat-VND.html

Vi dy, xem bai “Théng doc Nguyén Van Giau: Tang 13i sudt 1a diéu bat kha khang”, cta Tur
Nguyén, dang tai VnEconomy: http://vneconomy.vi/2010120308305783P0C6/ thong-doc-
nguyen-van-giau-tang-lai-suat-la-bat-kha-khang htm.

Theo 1y thuyét han ché tin dung tur nguyén, mit bang 14i suat cao chi khuyén khich cac doanh
nghiép rui ro vay von boi chi ¢o thue hién cac du 4n rai ro cao méi ky vong mang lai loi
nhudn du 16n dé hoan tra mon vay. Két qua 1a trén thi truong chi con lai cac doanh nghiép rui
ro va do vay kha nang v& ng 1a cao hon.

Xem bai “Can can thanh toan qudc té thing du 3.,43 ty ¢6 USDIla”, cta Giang Oanh dang tai
website cua Chinh pht: http://baodientu.chinhphu.vi/yHome/Can-can-thanh-toan-quoc-te-
thang-du-343-ty-USD/20107/33406.vgp.

Xem bai “Nam 2010, can can thanh toan tham hut khoang 4 ty d6 1aUSD”, cia Anh Quan dang
tai VnEconomy: http://vneconomy.vn/20101021114618793P0C6/nam-2010-can-can-thanh-
toan-tham-hut-khoang-4-ty-usd.htm.

Xem bai “Panh gia xudt khau 10 thang dau nim va dy kién cudi nim”, ding tai bao Thi
truong Nudc ngoai: http://www.ttnn.com.vn/country/256/news/28645/danh-gia-xuat-khau-
10-thang-dau-nam-va-du-kien-cuoi-nam.aspx.



Vi du, xem bai “Bom USD, tha ndi 13i suat” ctia Khanh Huyén ding tai Tién Phong:
http://www.tienphong. vi/Kinh-Te/517761/Bom-USD-tha-noi-lai-suat- VND.html

Xem bai “Rii ro tai chinh vi md 16n nhat 13 ty gia” cua Hiru Hoe ddng tai VnEconomy:
http://vneconomy.vin/20100818110321467p0c6/rui-ro-tai-chinh-vi-mo-lon-nhat-la-ty-
gia.htm.

Nhitng phan tich vé van dé nay thé hién quan diém riéng ciia tac gia.

Xem quan diém twong tu cia Ong Bui Kién Thanh khi tra 15i phong van bai “Bom tién ra c6
tao 4ap luc lam phat?” do Nguyén Duong thuc hién ding trén Tam Nhin:
http://www.tamnhin.net/ TienVang/66 10/Bom-tien-ra-co-tao-ap-luc-lam-phat-moi.html.

“Lam phat dinh ddn” 14 cum tir tac gia st dung cho cum tir tiéng Anh “stagflation” am chi tinh
trang kinh té trong do lam phat cao nhung san xuat kho khan.

Quan diém thé hién trong bai viét ndy clia c4 nhn tac gia, ngudn sb 1iéu, trur khi dugce chi 16,
1ay tir bd phan nghién ctru cuia TLS Viét Nam. Nhirng 1 phén tich néu c6 thudc vé ca nhan tic
gia. Tac gia cam on sy chia sé ctia Ty Song. Pham Thé Anh va Khong Van Minh — Cong ty
quan 1y quy Jaccar d3 dong gop vao quan diém thé hién trong bai viét nay.

Xem luu tai: http://vneconomy.vn/2010120711364697P0C6/can-that-chat-hon-chinh-sach-
tien-te.htm.

Xem luu tai: http://catef.vn/20101207030913873CAO/wb-lam-phat-nam-2010-cua-viet-
nam-o-muc-105.chn.

Calvo, Guillermo, (1992), Are High Interest Rates Effective for Stopping High Inflation?
Some Skeptical Notes, World Bank Economic Review, 6, issue 1, p. 55-69.

Xem bai “Kham suc khoe kinh t& Viét tir chi s6 ICOR” dang trén Tuan Viét namNam. Xem
luu tai: http://tuanvietnam.vietnamnet.vn/2009-10-09-kham-suc-khoe-kinh-te-viet-tu-chi-so-
icor-

Tiéng Anh 13 “Credit Rationing”, xem Stiglitz and Weiss (1981) “Credit Rationing in Markets
with Imperfect Information”, American Economic Review, Vol. 71 (3) pp 393-410.

Hoai (2010), Nguy co lam phat 2010: Thue trang, nguyén nhan va giai phap, K§ Ky yéu khoa
hoc 14n thtr nhét, Pai hoc Khoa hoc Cong nghé.

LAi suét tién giri ky han thang 1anh 13i cudi ky cia VCB va SCB

Lai suit tién giri ky han thang 1anh 13i cudi ky ctia VCB va SCB

Lai sut tién giri ky han thang 1anh 13i cudi ky ctia VCB va SCB

Pay 13 hang muyc trong can can thanh toan dé dam bao can can ludn can bang.

Hoang Uy, ‘Uy ban Vang Thé gi¢i khen ngoi su phat trién cua thi truong Viét Nam, ngdy
26/4/2008.

Hoang Uy, ‘Uy ban Vang Thé gi6i khen ngoi su phat trién cua thi truong Viét Nam, ngay
26/4/2008.

Tim Johnston, “Théi quen trit vang ctia Viét Nam da lam giam gia dong tién”, Thoi bao Tai
chinh, 18/6/2010 .sup

Giao dich vang online thuong tién hanh cing véi don bay tai chinh gitip nha dau tu co thé
giao dich gip nhiéu lan s tién vn minh ¢ (nhiéu truong hop 1én 10 14n). Diéu ndy c6 nghia
13 lwgng vang vat chat can thiét nho hon nhiéu so voi gia tri giao dich khi nha dau tr st dung
dich vy nay. Khi chuyén tir kinh doanh online sang vat chét, cac bén giao dich 100% vang vat



chat. .sup

Lé Xuan Nghia, “Thi trrong Vang di vé dau”, bao Lao Pong, 30/ 10/2010. .sup

Tham khdo VTV, A1 ¢6 1¢i khi gid vang trong nugc cao hon gia vang quic te 20/12/2010.
Khénh Linh, L& Ptrc Thiy : “birc Buc tranh vé ty gia ngoai héi khong xdu nhu nhiéu ngudi
nghi”, CafeF, 25/2/2011.

Lam phat cac nam 2007, 2008 va 2010 lan luot 14 12,6%, 19,9% va 11,8%.

Chi tiét phuong phip nay c6 thé tham khao trong Eviews5 User’s Guide, 1994—2004
Quantitative Micro Software, LLC.

Mbi quan hé trong dai han gitra lam phat va tang truong cung tién c6 thé dugc xem xet thong
qua phuong trinh so lugng tién t&, MV = PY, ciia trudng phai cd dién. Vot toc do luu chuyen
tién ¢ V on dinh, toc do ting gia P s& xAp xi bang voi chénh 16ch giira toc d6 ting cung tién M
va toc d6 ting trudng san luong Y.

Nhitng nhan dinh va quan diém trong bai viét thé hién quan diém c4 nhan nha nghién ct,
khong phan anh quan diém ctia co quan cac tac gia cong tac.

Gill va Kharas (2007: 104).

Nhiéu nghién ctru da chi ra rang ting trudng ctia cac qudc gia NICs chi dya trén viéc mo rong
cac nguon lyc, trong do co dau tu, trong khi dong gdp cuia tong ning sudt vao ting san lugng o
mure khiém ton, nhu mot tat yéu, tang truong s€ dung lai. Paul Krugman, nha kinh té doat giai
Nobel va dugc coi 13 ngudi “biét trudce” cude khing hoang tai chinh chau A khi 6ng cho rang
tang trudng dua vao dau tu trong thoi gian dai s& phai dimg lai (1994). Xem thém céc bai cta
Young (1984, 1992, 1994) va Kim va Lau (1994a, 1994b) cho nhan dinh rang ting truong
than ky cua cac qudc gia NICs chi la do tang truong cac nhan t6 dau vao chu khong phai do
tang nang suat va vi thé ting truong cua cac quoc gia nay khong co gi goi la “'than ky”'.

Con s ndy duong va cang gan 1 cang minh chimg mot diéu: ¢ khi ndo thAm hut ngén sach
16n thi thAim hyt thwong mai ciing ¢6 nhiéu kha ning 1 16n va nguoc lai khi nio thim hut ngan
sach thu hep hoac duong thi thim hut thwong mai ciing c6 nhiéu kha nang dugc thu hep hoac
duong (thing du). Cac bang ching qudc t ciing cho thdy thim hut/thing du can can thuong
mai, tai khoan vang lai chiu tdc dong rat 1on boi cta thim hut/thang du cdn can ngan sach
(xem Obstfeld va Rogoff, 2002 cho trudng hop ciia cac quoc gia thusc OECD va Miles va
Scott, 2005 cho trudong hop cu thé cua Canada).

Von dau tu toan xa hoi thuc hién nim 2009 theo gia thuc t€ udc tinh tang 15,3% so voi nam
2008 va bang 42,8% GDP. Trong d6, khu virec Nha nude tang manh nhit véi muc tang 18n toi
40,5%; khu vuc ngoai Nha nudc ting 13,9%; khu vuc ¢6 von dau tu truc tiép nudc ngoai
giam 5,8% [VIE, 2010].

Mac du xuat khau hang ché tic ting 4n trong tuong trong thap ky qua, song neu phan loai hang
xuat khau Viét Nam theo ham luong cong nghé, thi da phan hang ché tac xuat khau Viét Nam
thugc nhém str dung nhiéu tai nguyén va cong nghé thip, nhom cong nghé cao va trung binh chi
chiém 5% tong xuit khau va ty trong nay khong thay d6i gi trong 10 nim qua [Nixson va
Walter, 2010, doan 3, tr.7].

Cac sé liéu hién co cho thiy tai Viét Nam, tong chi tiéu cho hoat dong R&D ¢ mirc 0,01%
doanh sb 1a “cuc ky thap” va cic doanh nghiép nha nudc chic chin s& dau tu vao R&D hon
13 cac doanh nghiép c6 vén dau tu nude ngoai [Nixson va Walter, 2010, doan 2, tr.8].



Viéc danh doi nay 1am cho né khong thé tré thanh mot chinh sach 'ci thién Pareto' nhu mong
mudn ctia nhiéu nha kinh té trudng phai Keynes khi khuyén khich Nha nuéc can thiép vao nén
kinh té. cac doanh nghiép nha nudc hay cac doanh nghié€p san XuAt mit hang dugc bao ho s€
duoc lgi con cac doanh nghiép str dung san pham ciia chung nhu du vao s& chiu thiét hai vi
chi phi san xuat va gia thanh san pham s& bi doi 1én cao va chit lugng san phim san xuit ra
cling kém va do d6 ning luc canh tranh cua tong thé nén kinh té cling yéu kém. Con vdi nhitng
wu dai cho cac doanh nghiép nha nudc trong viée tiép can dén nguon luc tin dung va dat dai
thi s& sinh ra hiéu ung 1an at (crowding-out effect), cic doanh nghiép tu nhan s& bj day ra
ngoai cudc dua binh dang dé im kiém co hdi kinh doanh va lg1 nhuan.

Meic du xuat khau hang ché tic ting 4n tuong trong thap ky qua, song neu phan loai hang XUt
khau Viét Nam theo ham luong cong nghé, thi da phan hang ché tac xudt khau Viét Nam thudc
nhom su dung nhleu tai nguyén va cong nghé thip, nhom cong nghé cao va trung binh chi
chiém 5% tong xuit khau va ty trong nay khong thay d6i gi trong 10 nim qua [Nixson va
Walter, 2010, doan 3, trang 7].

Giai doan 3 1a giai doan phat trién cao nhat. Hién nay, tit ca cic nudc cong nghiép phat trién
déu dang ¢ giai doan 3 cta qué trinh phat trién.

Quyét dinh 390/2008/QD-TTg ctia Thii tudng Chinh phu.

Piéu tra 10.000 doanh nghiép tu nhan ctia VCCI nim 2009 cho thay chi c6 6,9% c6 khach
hang la cac doanh nghi¢p FDI, 15% c6 khach hang 1a cdc DNNN va 58% c6 khach hang 1a
doanh nghi¢p tu nhan trong nudec.

Khai niém institutions trong mot s6 tu liéu dugc dich ra tiéng Viét 1a thé ché, Trong trong bai
naynay cé hai thuat ngit co ché va thé ché déu duoc dung nhu c6 cung nghia.

Douglas C. North, nha kinh té doat giai Nobel nam 1993, 1a nguoi tién phong trong nghién
ctru vé sy 1ién hé giira co ché va thanh qua phat trién kinh t&. Xem, chang han, North (1990).
Ngan hang thé gidi, co quan quoc t& hang nam phat hanh ban bao cao vé phat trién kinh té, da
chon van dé Xay dung co ché cho thi trudng lam chi dé cho ban bao cao nim 2002. Xem
World Bank (2002).

Vé su phan loai loai co ché co thé xem World Bank (2003), Ch. 3, nhét 1a Figure Hinh 3.1 ¢,
trang 38.

Hai giai doan ta dé khoi ¢ day c6 nhiéu diém twong dong véi giai doan thir hai va thir ba cua
Rostow (1960) nhung khong hoan toan giong. Nhiéu dic tinh cta cac giai doan ma Rostow
khao sat gan ntra thé ky trude khong con phit hop voi thoi dai ngdy nay, thoi dai cong nghé, k§
thuat, tri thirc, ... lan rong nhanh gitra cac nude, thiic day boi sy tién b ctia cong nghé thong
tin va trao luu toan cau hoa.

So sanh ¢ day chu yéu vé mit co ché, mat quan hé san xuat. Néu xét mit luc lwong san XUAt
thi Trung Qubc va Viét Nam ¢ gan diém B trong Hinh 12.1 nhung Lién X6 cii va cac nudc
Pong Au trude khi cai cach da c6 mire GDP dau nguoi cao hon B, nhiéu trudng hop gin diém
C.

Bao nhiéu nam thi dugc goi 1a “qua 1au™? That ra kho c6 mdt con s khach quan. O dy tuy
theo toc do phat trién, tiy theo ¥ chi ddy manh cai cach dé dua kinh té phat trién nhanh, tiy
theo bdi canh chinh tri xd hoi. Tong hop cac yéu td 6 1& c6 thé nodi trén 15 ndm thi duoc goi
la “qua lau”.



Loi thé so sanh dong 1a 1oi thé so sanh tiém ning chi dugc thé hién trong twong lai néu céac
tién dé duogc chuin bi & giai doan hi¢n nay.

Puong CE trong Hinh 12.1 (tir diém C, GDP dau ngudi khong thay doi) chi 1a truong hop dic
biét, dé don gian hoa nén vé& nhu vay. Trén thuc t& co thé ¢ nhiéu hinh thai bién dang trong
d6 GDP dau ngudi ting nhung & toe do rat thap, hodc cé trudng hop giam

O day ta khong ban dén chat luong (quality) cta thanh qua ting trudng. Moi truong xudng
cap, phan phoi thu nhdp va tai san bat binh dang, hiéu qua dau tu thip, v.v. cho thdy chat
luong phat trién & Viét Nam Va Trung Quéc déu kém. C6 diéu ¢ mit chat luong Viét Nam
khong hon Trung Qudc nhung toe do phat trién thip hon..

Luat dau tu nudc ngoai va Luat doanh nghiép sura di sura lai nhiéu lan, ké ca nhu’ng nghi dinh
bd sung va nhitng tu chinh tirng phan, hiu nhu hang nim déu ¢ su thay d6i ndi dung cac luat
nay.

T6i da kién nghi véi nha nudc vé van dé nay tir nim 1996 nhung chang khong dugc thuc thi.
Mot s bo trong chinh phii ¢6 thi tuyén nhung hau hét ¢ tinh cach hinh thire. Kinh nghiém cua
Nhat duoc gidi thiéu trong Tran Van Tho (1997) Ch. 3.

Collier (2007) goi nhirng nudc cuc nghéo nay la “ti ty nguoi O tan day cua kinh té thé gior”
(the bottom billion). Theo tac gia nay thi hién nay trén thé gi01 ¢6 58 nude nhu vay, dan sO
tong cong khoang mot ti ngudi. Néu ta chi ké nhitng nudc c6 sé dan trén 20 triéu thi s6 nudc
thuoc nhémnay 1a 13.

Hién c6 12 tap doan kinh té va 11 tong cong ty ctia nha nude (Theo website ctia Chinh phu
ngay 14/02/2011 http://www.chinhphu.vn/portal/page?
_pageid=517,33802599& dad=ortal& schema =PORTAL

Tham khao thém: Paul R. Krugman, Maurice Obstfeld (2005) , International Economics:
Theory and Policy, 5th Edition, Addison-Wesley Longman.

Poc quyén doanh nghiép c6 thé dugce bao chita cho mot s6 nganh c6 tinh doc quyén ty nhién
trong mot khu vuc dia 1y nhat dinh (tinh, thanh pho) nhu cac cong ty cung cap dich vu cong
cong co ban nhu dién, nudc, moi truong. .. Piéu can chu ¥ 1a: (i) pham vi doc quyén khong
bao phu ca quoc gia; (i1) chinh quyén dia phuong phai cung nguoi dan giam sat chat ché viée
dinh gia va chét luong dich vu cua s6 it cong ty ndy. Viéc giam sat nhiéu nganh doc quyén nhur
nganh dién, hang khong, dong tau,... thim chi ca cac nganh nhu gidy, mudi, mia duong. .. hoat
dong trén pham vi ca nude nhu & Viét Nam hau nhu 1a khong thé.

Hién céc cong ty thép & Viét Nam chi ¢ thé va dang tip trung san xuit thép xay dung (chu
yéu 1a thép cudn chir khong phai 13 cac cau kién phire tap cho cac cong trinh 16n) 13 san pham
dugc bao hg cao trong thot gian dai.

Lén t6i trén 40%, ty 1& khién Viét Nam tr& thanh mot trong nhitng nude c6 dau tu cong cao
nhat thé gi6i.

Chuyén gia dugc hiéu don gian la mua nguyén liéu, may moc ttr cong ty me ¢ nudc ngoai gia
cao, ban thanh pham gia thip nén “thua 16” dé khong dong thué. Hodc chuyen gia la nang
khéng gia tri dau tu va ting quang cao lam chi phi san xuit cao hon doanh thu dé 1am béo cao
tinh trang thua 16 gia tao.

S6 liéu tir nim 2004 bao gdom ca mii, 6 du.

Nam 2007, ty 1€ vOn dau tw/GDP ctia Viét Nam chi thép hon Trung Quéc (44,2%), nhung cao



hon nhiéu so véi Han Quoc (29,4%), Thai Lan (26,8%), Indonesia (24,9%), Malaysia
(21,9%) va Philippines (15,3%). Qua cac nim, ty trong ndy déu ¢ xu hudng giam & hau hét
cac nudc, trong khi ¢ Viét Nam lai ting manh va luon duy tri & murc cao. .sup

(**), : ¢6 ¥ nghia thong ké & mirc 5%

(*): ¢6 ¥ nghia thong ké & mirc 10%

(*¥*%): ¢6 ¥ nghia thong ké & mirc 1%

(***): ¢6 ¥ nghia théng ké & mirc 1%

(**¥): ¢4 ¥ nghia théng ké & mirc 1%

(**¥): ¢6 ¥ nghia théng ké & mirc 1%

Céc két qua kiém dinh s& dugc cung cap theo yéu cau.

Piéu niy c6 thé thay thong qua ma tran phuong sai va hiép phuong sai xac dinh tir cac phan
du ctia md hinh VECM trong bai nay.

S6 trong ngodc 1a gia tri p-value, (¥): ¢6 ¥ nghia thong ké & muirc 10%

S6 trong ngodc 1a gia tri p-value, (**): co y nghia thong ké & mirc 5%

S trong ngodc 1a gia tri p-value, (**¥): c¢6 ¥ nghia thong ké & mirc 1%

S trong ngodc 1a gia tri p-value, (¥): ¢ ¥ nghia théng ké & mirc 10%

S6 trong ngodc 1a gia tri p-value, (*): co ¥ nghia théng ké o mirc 10%

Chi s0 phat trién thi truong ban 1é c¢6 thang diém 100, s6 diém cang cao nghia 1a do hip dan
va trién vong phat trién cang 16n, dugc tinh trung binh khong trong s cta bdn chi tidu: do rui
ro cua quéc, do hép dan cua thi trudng, d6 bio hoa ctia thi truong va ap luc thoi gian.

Ho6 Chi Minh, Tuyén tap, trang 405-406 (T10).

Gia gao 5% tim Viét Nam va Thai Lan chi c6 su khac biét kha 16n vao nam 2009 khi chinh
sach thu mua tam trir cia Thai Lan c6 mirc gia cao nén khong thé xuat khau ra thi truong thé
giéi voi mire gia thip canh tranh véi Viét Nam duoc.

Xem, vi du nhu, Xémina Cai cach Gido gido duc, Thoi dai méi S6 sb 13 (Thang 3 Nam
/2008) <http://www.tapchithoidai.org/> va Vallely & Wilkinson (2008).

Chung ta co thé d6i chiéu quan diém nay vdi quan diém “giao duc vi hoc thuat” xem gido duc
nhu 14 mdt ctru canh vi nhitng gia tri ndi tai ctia nd, vi du nhu “khong bao gid nghi dén viéc
dung hoc — van dé muu sinh” (Vi Pinh-Hoe 1942: 52).

Nén nhd cudng bach tiéu thu khong ludn luén dong nghia véi mién phi. Thi du nhu chinh phu
bat budc ngudi ldi xe gin may phai doi mil bao hiém nhung khong phat mii mién phi cho
nguoi lai xe.

Ngoai hoc phi, phu phi, con c6 van dé chi phi co hoi, Cac tré em nghéo tai thon qué c6 kha
ning ra dong g1up viéc gia dinh nhiéu hon cic tré em trong thanh thi.

Di nhién céac gia dinh nghéo van c6 thé vay muon tir thi truong vén khong chinh thirc nhu ho
hang, ban be, lang giéng, vvv.v.... Nhung vay muon nhu thé c¢6 thé van chua du.

Ngoai HECS con phy cép sinh hoat cho cac sinh vién hi du diéu kién, nhung van dé d6 ra
ngoai pham vi bai nay.

Céc quan dlem thé hién trong tai liéu niy 13 ciia ban than tac gia, khong phan anh quan diém
cla cac to chirc, c4 nhan lién quan. Y kién déng gop xin gii vé dia chi email:
dongochuynh(@yahoo.com.

Theo Cong udc 102 nam 1952 cua ILO, hé thong ASXH bao gdm 9 bo phan ciu thanh 1a: hé



thong chim soc y té; hé thong trg cap om dau; tro cap that nghiép; hé thong tro' cap tudi gia;
trg cap tai nan lao dong hoac bénh nghé nghiép; tro cip gia dinh; tro cap thai san; he thong trg
cap cho tinh trang khong tur cham soc dugc ban than (trg cap tan tat) va tro cAp tién tuat.
Riéng cac quy dinh vé BHXH tu nguyén c6 hiéu luc ké tir ngay 1/1/2008, cac quy dinh vé
BHTN c¢6 hiéu luc ké tir ngay 1/1/20009.

Pén nim 2010 udce tinh ¢6 khoang 50 triéu ngudi tham gia BHYT, trong d6 tré em dudi 6 tudi
khoang 7 triéu ngudi, nguoi nghéo va can nghéo khoang 13 triéu ngudi. Voi tbe do phat trién
hién nay thi dén ndm 2015 c6 thé tién t6i muc tiéu BHYT toan dan.

Xem Duong Minh Dtre (2011).

Xem Grument (2005), Vanzante va Fritzsch (2008).

Theo thong ké, s6 nguoi dong BHXH cho mdi ngudi hudng lwong huu ngdy cang giam nhanh:
Nam 1996 c6 217 ngudi dong BHXH cho mdt ngudi hudng luong huu, nim 2000 giam xudng
con 34 nguoi, ndm 2004 con 19 nguoi, ndm 2007 con 14 ngudi, nam 2009 con 11 nguoi, va
dén 2010 chi con 10, ;7 nguoi (Xem Duong Minh Btee, 2011).

Xem Piéu tra mirc séng dan cu 2002 — 2008.

Tai Thanh phé H6 Chi Minh, trong 9 thang dau ndm 2010, s6 ng BHXH cua cic doanh nghiép
d3 1én dén 873,6 ti ty dong. BHXH d3 phai dwa don khoi kién 23 doanh nghiép ng kéo dai
5,74 ti dong va thu hoi dugc 3,66 ti dong (xem Thanh Thuong, 2010).

VeriSign 12 nha cung cdp ching chi s hang dau thé gidi. VeriSign cho phép khach hang dé
dang theo ddi, quan 1y tat ca cac chimg chi sd cta minh v&i cong cu VeriSign® Certificate
Center kém theo khi cap chtng chi s6.

Teflon (con goi 1a Polytetrafluoroethylen) 1a chat chong dinh, tinh chét tro v4i hoa chét, chiu
nhiét cao... N6 duoc str dung trong nhiéu nganh cong nghiép nhu khudn ép dé giay, truc may
in, photo... Pic biét, n6 duogc sir dung nhidu nhét trong doi séng hang ngay nhu 14 chao khong
dinh, ni com dién khong dinh, ban ui... Ban chat 16p teflon 1 khong bam dinh nén rat kho
lam no bam chic vao bé mit noi, _chao kimloai. Vi vay nguoi ta phai lam cho bé mit kim loai
ctia ndi chao that rap (go ghé) r6i ding mot chit keo cho bam dinh chit vao bé mat rap do,
sau day phu Teflon 1én bé mit rap cta chit keo, nhd' d6 Teflon s& bam chit.

Hiéu Uing Hawthorne: Puoc rut ra tor cac cudc thur nghiém do Elton Mayo thuc hién tai
Hawthorne Works - mot nha may lap rap ctia Western Electric ¢ phia bac Illinois - trong su6t
thap nién 1920, dé cap dén nhitng ich loi vé hiéu sudt ma cac cong ty tao ra khi chi trong dén
nhan vién.

(1) Nguoi dimg dau tap doan Virgin, éng duoc xép thtr nim trong danh sach cac doanh nhéan
gidu nhat nude Anh va xép thir 254 trong danh sach ty pht cua tap chi Forbes ndm 2011.

(2) S (San pham), D (Dich vu), T (Thong tin).

3. Sigmund Freud 14 béc si than kinh va tdm li nguoi Ao. Ong ddt nén moéng va phat trién vé
1inh vyc nghién ctru Phan tam hoc.

(1) Puoc tao nén tur nhiéu nguyén liéu da duogc ché bién khac nhau. C6 thé dung tacos nhu
moOt moén an khai vi hoac bita an nhe.

(1) Cach thirc budén ban bat dong san duoc de cap ¢ day la cach thirc tai My. Tuy nhién ban
doc Viét Nam van ¢6 thé hoc hoi duoc mot s luan diém hitu ich trong phan nay.

(2) Tén tiéng Anh 14 Uncle Sam, 14y nhiing tir dau ctia United States of America, 1a mdt cach



ca nhan hoa chi nudc My, dugc str dung trong thoi ki cude chién tranh 1812.

(1) Nhan vat luon c6 suy nghi tich cuc trong cudn tiéu thuyet cung tén cua Eleanor H.Porter

1. D&G: Nhin hiéu thoi trang cao cap, do hai nha thiét ké ngudi Y 13 Domenico Dolce va
Stefano Gabbana sang lap tir nam 1985.

2. Marc Jacobs: Nha thiét ké ndi tiéng ngudi My, giam doc thiét ké ctia hang thoi trang danh
tiéng Louis Vuitton cta Phap.
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