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TUYEN BO BAN QUYEN:

Tai liéu nay thuoc loai sach gido trinh,
cho nén cac nguodn thong tin c6 thé duoc
phép dung nguyén ban hoac trich dung cho
cac muc dich vé dao tao va tham khao. Moi
muc dich khac cé y do6 1éch lac hoac st
dung v6i muc dich kinh doanh thiéu lanh
manh s€ bi nghiém cam.

Téng cuc Day nghé s& lam moi c4ch
dé bao vé ban quyén ctia minh.

Téng cuc Day nghé cdm on va hoan
nghénh cac thong tin gitp cho viéc tu stra
va hoan thién t6t hon tai liéu nay.

Dia chi lién hé:
Tong cuc Day nghé
37 B Nguyén Binh Khiém - Ha Noi
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.03-12
"22-01




LOI NOI PAU

Gido trinh Ndng cao hiéu qud cong tdc duoc xdy dung va bién soan trén co so
chuong trinh khung dao tao nghé Cdt got kim loai dd duoc Giam doc Du dn Gido
duc ky thudt va Day nghé quoc gia phé duyét dua vao ndng luc thuc hién cuia nguoi
ky thudt vién trinh do lanh nghé.

Trén co sd phdn tich nghé va phdn tich cong viéc (theo phuong phdp DACUM)
cua cdc cdn bo, ky thudt vién cé nhiéu kinh nghiém, dang truc tiép sdn xudt cung vdi
cdc chuyén gia da té chitc nhiéu hoat dong hoi thdo, ldy y kién, v.v..., dong thoi cdn
cit vao tiéu chudn kién thitc, k¥ ndng ciia nghé dé bién soan. Ban gido trinh Ndng
cao hiéu qud cong tdc do tdp thé cdn bo, gidng vién, k¥ su ciia truong Cao ddng
Cong nghiép Hué va cdc ky thudt vién giau kinh nghiém bién soan. Ngodi ra cé su
dong gop tich cuc cua cdc giang vién Truong Pai hoc Bdch khoa Ha Noi va cdn bo
ky thudt thuoc Cong ty Co khi Phii Xudn, Cong ty Oté Thong nhdt, Cong ty Sdn xudt
vdt liéu xdy dung Long Tho.

Ban bién soan xin chdn thanh cam on Truong Pai hoc Bdch khoa Ha Noi, Cong
ty Co khi Phii Xudn, Cong ty Oté Thong nhdt, Cong ty Sdn xudt vdt liéu xdy dung
Long Tho, Ban Quan ly Du dn GDKT&DN va cdc chuyén gia cua Dw dn dd cong
tdc, tao diéu kién gitip dd trong viéc bién soan gido trinh. Trong qud trinh thuc hién,
ban bién soan da nhdn duoc nhiéu ¥ kién déng gép thdng thdn, khoa hoc va trdach
nhiém ciia nhiéu chuyén gia, céong nhdn bdc cao trong linh vuc nghé Cdt got kim
loai. Song do diéu kién vé thoi gian, mdt khdc ddy la ldn dau tién bién soan gido
trinh dua trén ndang luc thuc hién, nén khong tranh khoi nhitng thiéu sét nhdt dinh.
Rdt mong nhdn duoc nhitng y kién déng gép dé gido trinh Ndng cao hiéu qud cong
tdc dugc hoan thién hon, ddp ting duoc yéu cdu ciia thuc té sdn xudt ciia cdc doanh
nghiép hién tai va trong tuong lai.

Gido trinh Ndng cao hiéu qud cong tdc duogc bién soan theo cdc nguyén tdc:
Tinh dinh huéng thi truong lao dong; Tinh hé thong va khoa hoc; Tinh on dinh va
linh hoat; Hudng tdi lién thong, chudn dao tao nghé khu vic va thé gici; Tinh hién
dai va sdt thuc voi sdn xudt.

Gido trinh Ndang cao hiéu qud cong tac nghé Cdt got kim loai cdp trinh do Lanh
nghé da dvoc Hoi dong tham dinh Quoéc gia nghiém thu va nhdt tri dia vao sit dung
va duoc diung lam gido trinh cho hoc vién trong cdc khéa dao tao ngdn han hodc cho
cong nhdn ky thudt, cdc nha quan ly va nguoi su dung nhdn luc tham khdo.

Day la tai liéu thir nghiém sé duoc hoan chinh dé trd thanh gido trinh chinh thiic
trong hé théng day nghé.

Ngay 15 thang 4 nam 2008
HIEU TRUGNG
BUI QUANG CHUYEN






GIOI THIEU VE MON HQC

I. VI TRI, Y NGHIA, VAI TRO MON HOC:

Mon hoc "Nang cao hiéu qua cong tic" dugc bd tri hoc & bat ky thoi diém nao
trong khéa hoc, néu bd tri sau khi da hoc nhitng moén hoc/médun nghé vén tét hon.
Mo6n hoc nay nhim cung cip cho hoc vién mot s kién thirc va k¥ ning co ban, can
thiét dé hoc vién c6 thé lao dong nghé nghiép mot cach cé hiéu qua hon. Ngoai ra,
néu biét van dung phuong phdp quan 1y Kaizen vao sinh hoat hang ngay cua cudc
song, chic chin ciing ¢ nhitng két qua nhat dinh.

II. MUC TIEU CUA MON HOC:

Hoc xong mo6 dun nay hoc vién c6 kha nang:

- Thyc hién nghiém tic ndi quy, ky lut lao dong, bao quan tdt thiét bj thudc
pham vi cong tic cua minh

- Xd4c dinh duoc céc hao phi trong qud trinh san xuat, néu ra cc giai phdp va
bién phéap thuc hién c6 hi¢u qua.

- Van dung dugc phuong phdp quan 1y Kaizen mét cich c¢6 hiéu qua dbi véi
cong viéc clia co quan va ngay trong cudc song gia dinh.

III. MUC TIEU THUC HIEN CUA MON HOC:

Hoc xong mo6 dun nay hoc vién s€ c6 kha nang:

- Trinh bay diy du y nghia va tic dung ciia quy pham quy trinh d6i voi viée
nang cao hi¢u qua cua cong viéc thudc pham vi nghé dién dan dung

- M6 ta day dil ndi dung 5S theo phuwong phap Kaizen

- Trinh bay duoc cdc hinh thirc hao mon mdy mdc thiét bi va ty 1é khau hao

- M6 ta ndi dung va yéu cau k¥ thuat cdc ché d6 bao quan sira chita thiét bi

- Trinh bay diing nguyén tic va ddy du ndi dung co ban vé ky luat lao dong, céc
hinh thtc ky ludt va tién trinh thi hanh ky luat

- M6 ta dugc cdc hoat dong san xudt cia mot phan xuong dang cong tic, céc
gia tri cua thudc do hi€u qua va nang suat lao dong

- Trinh bay duogc cong thire tinh va giai phdp cai tién ning suit va chat lugng
thudc pham vi nghé dién dan dung



IV.NOI DUNG CHINH CUA MO PUN:

1. KIEN THUC:

1. Y nghia va tic dung ctia quy pham, quy trinh k¥ thuat déi voi viéc ning cao
hi¢u qua lao dong

2. Noi dung 5S (phuvong Phép Kaizen)

3. C4c hinh thirc hao mdn mdy méc thiét bi va ty 1¢ khau hao

4. Noi dung va yéu cau k§ thudt cdc ché do bao quan, sira chita thiét bi may méc

, 5. Nguyén tic va ndi dung co ban vé k¥ ludt lao dong, cic hinh thirc ky luat va

tién trinh thi hanh ky luét

6. Cac hoat dong san XUAt, gid tri va hiéu qua trong hoat dong san Xuét

7. Céc giai phdp cai tién ning sut va chat luong

8. Hiéu qua va ning suit lao dong

9. Hiéu qua va nang suat van hanh thiét b

2. KY NANG:

1. Bao quan, sira chita thiét bi may méc

2. T6 chuic noi lam viéc hop 1y theo 5S (phuong Phap Kaizen)

3. Tinh hiéu qua lao dong va hiéu qua van hanh dé dua ra giai phép cai tién
ning sut va chit lugng cong viéc thudc pham vi nghé dién dan dung trong mot
phan xuong cu thé
3. THAI PO:

Nghiém tic, trung thuc, cin than

Hicu qua
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Ghi chi:

Mo6n hoc ”Nang cao hi€u qua cong tac” 1a moén hoc dugc bd tri & nhitng hoc ky
cuoi cua khoéa hoc.

Mo6n hoc ”Nang cao hi€u qua cong tac” 1a mon hoc bét budc. Moi hoc vién phai
hoc va dat két qua chap nhan duoc ddi voi cic bai kiém tra ddnh gid va thi két thic
nhu da dat ra trong chuong trinh dao tao.

Nhirng hoc vién qua kiém tra va thi ma khong dat phai thu xép cho hoc lai
nhirng phan chua dat ngay va phai dat diém chuan .



CAC HINH THUC HQC TAP CHINH TRONG MON HQC

Hoat dong hoc trén 16p veé:

= Y nghia va tic dung ctia quy pham, quy trinh k¥ thuat déi vé6i viée ning cao
hiéu qua lao dong

» NOi dung 5S (phuong Phéip Kaizen)

= Céc hinh thirc hao mon mdy méce thiét bi va ty 1€ khau hao

= Noi dung va yéu cau k¥ thuat cic ché d6 bao quan, stra chira thiét bi mdy méc

= Nguyén tic va ndi dung co ban vé k¥ luat lao dong, cic hinh thic ky ludt va
tién trinh thi hanh ky luat

» C4c hoat dong san Xuét, gid tri va hiéu qua trong hoat dong san Xuét

= Cic giai phdp cai tién ning suat va chat luong

= Hiéu qua va ning suét lao dong

* Hi¢u qua va ndng suat van hanh thiét bi

Hoat dong thyuc hanh tai xwéng vé:

= Bio quan, stra chira thiét bi mdy méc

= T4 chirc noi 1am viée hop 1y theo 5S (phuwong Phip Kaizen)

* Tinh hiéu qua lao dong va hiéu qua van hanh dé dua ra giai phdp cai tién
nang suat va chﬁg lugng cong viéc thuoc pham vi nghe¢ di¢én dan dung trong mét
phan xudng cu thé

YEU CAU VE PANH GIA HOAN THANH MO DPUN

1. KIEN THUC:
- Céc hinh thirc hao mon thiét bi, ty 1¢ khau hao vao gid thanh san pham lao dong
- Céc hinh thirc ky luat lao dong va tién trinh xt Iy
- Gi4 tri va hiéu qua trong hoat dong san xuat
- N6i dung 5S (Phuong phap Kaizen)

- Cé4c yéu t0 lién quan nang suat, chat lugng va giai phdp cai tién ndng suat va
chat luong cong viéc



2. KY NANG:

Tinh duogc hiéu qua lao déng va hiéu qua van hanh thiét bi cta t6 ( td/nhém lao
dong) thudc pham vi nghé dién dan dung. Lap duoc phwong dn ning cao hiéu qua
cong viéc cua mot co s san Xuét, dich vu quy md nhd.

3. CONG CU DANH GIA:

- Hé thdng cau hoi tric nghiém vé kién thirc

- Hé thong bai tap thuc hanh
4. PHUONG PHAP DANH GIA:

- Kiém tra 5 phit truéc khi két thic budi hoc (sau khi két thic bai)

- Bai tap ¢ nha theo nhém va bao vé trude 16p vao budi sau.
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Bai 1
CHAP HANH QUY PHAM, QUY TRINH KY THUAT

Ma bai: MPCG1 37 01

I. GIOI THIEU:

Chép hanh c6 nghia phai thuc hién, khong dugc 1am khic hon. Chap hanh quy
pham, quy trinh k¥ thuat trong san xuét 12 nhirng viéc phai 1am, 1am theo ddng trinh
tu, dat duoc nhitng ti€u chuan dé ra va khong duoc lam khéc.

II. MUC TIEU THUC HIEN:

Hoc xong bai hoc nay, hoc vién c¢6 nang luc:

Trinh bay ding va ddy du y nghia va tic dung ctia quy pham, quy trinh déi véi
viéc ning cao hiéu qua cta cong viéc thudc pham vi nghé nghiép.

III. NOI DUNG CHINH:

1. MUC PICH Y NGHIA

2. PINH NGHIA QUY TRINH, QUY PHAM
a. Quy pham
b. Quy trinh

3. Y NGHIA VA TAC DUNG CUA QUY PHAM QUY TRINH
a. Y nghia
b. Tac dung cua quy pham, quy trinh

IV. CAC HINH THUC HOC TAP

HOAT PONG I: NGHE GIANG TREN LOP CO THAO LUAN VE CHAP HANH
QUY PHAM, QUY TRINH KY THUAT

11



1. MUC PICH Y NGHIA

Trong san xuét, hiéu qua cong tac dugc dat 1én hang dau. DBé dat duoc diéu do,
tor cdn bd quan 1y cho dén nguoi lao dong truc tiép san xuat phai tudn thu mot cach
nghiém tic v€ cdc quy pham va quy trinh k¥ thuét.

2. DINH NGHIA QUY TRINH, QUY PHAM

2.1.Quy pham: Nhiing diéu quy dinh chit ché phéi tuin theo dé thuc hién mot
cong viéc, mang tinh phdp 1énh va khong duogc lam khéc.

2.2.Quy trinh: Trinh ty phai tuan theo dé tién hanh mot cong vi¢c nao do. Quy
trinh k¥ thuat san xuét 13 trinh tu k¥ thuat phai tudn theo dé san xuat san pham dat
dugc hi¢u qua tdt nhat. Quy trinh ky thuat bao gém cac ndi dung, trinh tu cic budc
thuc hién, tiéu chuan thuc hién ( k¥ thuat) can dat dugc. Ty theo tinh chét, mirc do
quan trong ctia cdng viéc, mic do quan trong cang 1én, cap thAim quyén ban hanh
cang cao va moi nguoi trong don vi lién quan phai tuan tha chap hanh, khong dugc
phép 1am khic so véi quy trinh ban hanh. Néu lam khéc quy trinh tirc vi pham va
phai chiu moi hinh thic ky luat quy dinh, tham chi c6 thé bi truy ctu trach nhiém
trude phap luat

Vi du: “Quy trinh van hanh — sira chita mdy bién dp” dugc ban hanh boéi Tong
gidm ddc Tong cong ty dién luc. bao gdbm: 6 Chuong:

- Chuong I: Nhitng yéu cau chung vé lfip dat may bién ap

- Chuong II: Céc ché d6 1am viéc cho phép ctia mdy bién 4p.

- Chyong III: Kiém tra mdy bién 4p trong diéu kién van hanh binh thuong.

- Chyong IV: Xur Iy mdy bién 4p van hanh khong binh thuong va sy cb.

- Chuong V: Quén Iy dau mdy bién dp.

- Chuong VI: Stra chita mdy bién dp

Ngoai ra con c6 céc phy lyc kem theo quy dinh vé tiéu Ch}lél’l dau bién dp, sira
chira phuc hoi, stra chira cac phu kién, lap dat moi, say va phu say.v.v.

3. Y NGHIA VA TAC DUNG CUA QUY PHAM QUY TRINH

3.1.Y nghia: Trong lao dong san xuét, quy pham va quy trinh k§ thudt ¢
mot y nghia dic biét d6 1a co sé dé gidp cho ngudi diéu hanh san xuat kiém tra
ddnh gid qué trinh ngudi lao dong tién hanh mot céng viée; Pong thoi ciing 12 co
s dé nguoi lao dong san xuét biét duoc nhitng gi minh phai tuan tha va tuin thu
thuc hién theo mot trinh tu nao dé tién hanh mot hoat dong san XUAt mang lai
hiéu qué cao nhat.
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3.2.Tac dung ciia quy pham, quy trinh: Moi hoat dong ctia mét to chtrc, nha
mdy, xi nghiép san xuat. .., tir cong tic quan ly, diéu hanh va dic biét lao dong san
xudt truc tiép déu phai tudn thu ding quy trinh, quy pham. M&i khi quy trinh, quy
pham duoc nghiém tic thuc hi¢n, hiéu qua lao dong s€ cao va tir d6 1¢gi nhuan tang,
di nhién thu nhip cua moi thanh vién trong don vi chic chin s& duoc cai thién.

Pbi v6i “ Quy trinh van hanh — sira chita mdy bién 4p” néi ¢ trén, moi nguoi c6
lién quan cong téc van hanh, sitra chira mdy bién 4p phai chip hanh nghiém chinh tat
ca nhitng gi trong quy trinh quy dinh, khong dugc 1am khic. Néu 1am khdc, khong
nhirng giy hau qua khong tot cho ngudi va mdy méc thiét bi ctia Tong cong ty dién
lirc ma tram trong hon d6 1a c6 kha ning gy hau qua nghiém trong dén nén an ninh,
qudc phong, kinh té, xd hoi ctia mot dit nude. Do d6, tuy theo hiu qua cia viée
khong chap hanh, ngudi vi pham sé& bi ky luat tir khién trach cho dén bi truy t6 trudc
phap luat.

CAU HOI VA BAI TAP

1. TRAC NGHIEM:
Chon cum tir diing nhdt dé dién vao ché trong thich hop

(quy trinh, quy pham; hiéu qua lao dong; diéu quy dinh chat ché; khong dugc
lam khdc; trinh ty phai tuan theo ; trinh ty k¥ thuat phai tuan theo)

1. Quy pham Ia nhtng ................coiiii. phai tuan theo dé thuc hién mot
cong viéc, mang tinh phap lénh va .........................L.

2.Quytrinh 13 ..o dé tién hanh mot cong viéc. Quy
trinh k¥ thudt san xudt 13 .............oooiiiniiiiiineei, phai tuin theo dé san xuat

san phém dat duoc hiéu qua tdt nhét.

3. Moi hoat dong ctia mot t chirc, nha mdy, xi nghiép san xudt tir cong tdc quan
ly, diéu hanh va dic biét lao dong san xuat tryc tiép déu phai tudn thu ding
.............................. Mbi khi quy trinh, quy pham duoc nghiém tic thyc hién,
....................................... s€ cao va tur d6 1oi nhuén tang.

2. TU LUAN

Lap quy trinh k¥ thuat ciia mot céng viée thudc pham vi nghé nghiép

13



Bai 2
BAO QUAN, SUA CHUA THIET BI MAY MOC

Ma bai: MPCG1 37 02

I. GIOI THIEU:

Thiét bi, miy méc trong san xuét 1 cong cu san xuit. Cong cu san xuat tdt s&
g6p phan 1am ra nhiéu san pham t6t. Do vdy bao quan, sira chita thiét bji may méc 1a
gilt gin mdy mdc thiét bi sao cho khoi hu hong, truong hop hu héng do qud trinh
hoat dong phai c6 tién luong trudc dé c6 ké hoach sira chita, gidi han tdi da viéc hu
hong dot xuit gdy ngung tré san xuit, anh huéng dén san luong nha may. Dbi voi
ngudi lao dong san xuat, c¢é thé néi cham séc may mée thiét bi nhu cham con- d6 Ia
dao dtrc cia nguoi lao dong san xudt.

II. MUC TIEU THUC HIEN:

Hoc xong bai hoc nay, hoc vién c6 nang luc:
- Néu dugc nhiém vu cua minh trong vi¢c bdo quan sua chira thiét bi
- Trinh bay dugc céc hinh thirc hao mon may méc thiét bi va ty I¢ khau hao

- M6 ta ndi dung va yéu cau k¥ thuat cac ché dd bao quan stra chira

III. NOI DUNG CHINH

1. Y NGHIA CUA CONG TAC BAO QUAN SUA CHUA
2. NHIEM VU CUA CONG TAC BAO QUAN SUA CHUA:

3. CAC HINH THUC HAO MQN MAY MOC THIET BI, TY LE KHAU HAO CUA NO
TRONG GIA THANH SAN PHAM

a. C4c hinh thtrc hao mon ctia mdy mdéce thiét bi:
b. Ty 1& khau hao:

4. CAC CHE PO BAO QUAN SUA CHUA

a. Bao dudng:
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b. Kiém tra:
c. Stra chita nho ( tiéu tu):
d. Stra chira vura ( trung tu)

e. Stra chira 16n (dai tu)

IV. CAC HINH THUC HOC TAP
e Hoc vién ty doc tai li¢u do gido vién phat trudc ¢ nha.
e Nghe giang trén I6p va thao luan
HOAT PONG I: NGHE GIANG TREN LOP CO THAO LUAN VE BAO QUAN,
SUA CHUA THIET BI, MAY MOC
1. Y NGHIA CUA CONG TAC BAO QUAN SUA CHUA

Bao quan thiét bi mdy méc 1a giit gin may méc thiét bi sao cho khoi hu hong,
lam cho tudi tho ctia may mdc thiét bi cao hon, khéng 1am tré ngai trong qud trinh
st dung. Stra chira 1a cong vi¢c nham khoéi phuc kha nang lam viéc cua thiét bi, may
moc.

Trong san xuat, néu cong tic bao quan thiét bi, may mdc tét s& giam dugc chi phi
stra chira. Bao quan thiét bi, mdy méc ¢ mot y nghia quan trong d6 la giam duoc chi
phi stra chita, kéo dai tudi tho cta thiét bi mdy méc, on dinh nhip diéu san xuat, tién do
san xuat theo ké hoach va di nhién hi¢u qua san xuat dem lai s€ cao hon.

2. NHIEM VU CUA CONG TAC BAO QUAN SUA CHUA:

Bdo quan va stra chira may moéc thiét bi 1a mot hoat dong do mot bd phan dam
trach va tuy theo quy md cta don vi ma bién ché by phan nay nhiéu hay it can b,
cong nhan phu trach. Bo phan chuyén lo viéc bao quan sura chira nay c6 nhiém vuy:

- Quan 1y hd so ky thuat tit ca thiét bi, mdy méc cua don vi thudc pham vi tréch
nhiém

- Lap ké hoach bao quan, stra chira

- Té chirc thyc hién bao quan, stra chira

Dé thyc hién tot, mdi thiét bj phai 1ap mot hd so k§ thuat riéng, bao gdm:

- Quy trinh bdo quan, stra chira

- Quy dinh vé cong tac v¢€ sinh, ché d6 béo dudng;

- Noi dung cong viéc kiém tra ky thuat thudng xuyén;

- S6 nhat ky bao quan, stra chira.
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3. CAC HINH THUC HAO MQN MAY MOC THIET BI, TY LE KHAU HAO CUA NO
TRONG GIA THANH SAN PHAM

3.1. Cac hinh thirc hao mon ciia may méc thiét bi: Tt ca mdy méc, thiét bi,
khi dua vao sir dung 12 bit dau c6 sy thay doi tinh trang k¥ thuat. Cac chi tiét cia
thiét bi bi mon hong, chia lam 2 loai: mon hong ty nhién va mon hong dot bién.

- Mon héng tu nhién: 12 dang mon hong do chat luong gia cong, co tinh cia vat
liéu kim loai, diéu kién boi tron, ché do boi tron, lip ghép, phu tai v.v.... Dang mon
hong nay khong thé tranh dugc trong qua trinh str dung.

- Mon héng d6t bién: 12 dang mon hong do st dung va thao tic khong ding quy
trinh va yéu cau k¥ thuat, ché do bao quan khong chu ddo, chét lugng thiét ké ché
tao khong tt. Dang mon héng dot bién c6 thé tranh duoc.

St mon hong cua thiét bi trong qué trinh khai thdc st dung din dén cong suit
thuc té ngay cang thap so voi cong sudt thiét ké. Sy mon hong nay con goi 12 su hao
mon cua thiét bi.

3.2. Ty 18 khiu hao: Nhu trén d3 biét, khi duva mdy méc thiét bi vao st dung 1a
khoi diém cua sy hao mon. Sy hao mon tang theo thoi gian sir dung, diéu nay ciing
c6 nghia 1a cong suét thuc té cua thiét bi ngay cang giam so véi cong suét thiét ké.
Trong céc don vi kinh doanh san xuét, nguén von dau tu vao thiét bji mdy méc san
Xuét phai duoc hach todn vao gid thanh san phém. Su hach todn nay duoc tinh trén
co so ty 18 khau hao hay con goi 1a ty 18 hao mon cta thiét bi, tinh theo don vi nim.
Ty 18 hao mon ding dé danh gid mac hao mon ting ndm, theo nam. Ty 1é nay thay
dbi tury theo thoi gian sir dung va loai thiét bi, mdy méc, dung cu...

Vi du: sau 10 nam su dung, ty 1¢ hao mon cua mdy phét dién duoc tinh 1a 10%;
cua mdy bom nudc 1a 12,5%...

Murc hao mon cua thiét bi, mdy méc dugc tinh nhu sau:

Muic tinh hao mon timg niam = Nguyén gid cta thiét bi X % Ty 1é hao mon/ndm | (2.1)

Mirc tinh hao mon 12 co s& dé tinh mtrc khau hao thiét bi va phai hach todn vao
chi phi san xuét kinh doanh. Pi véi don vi hoat dong bang ngudén Ngin sach Nha
nude cap, sé6 khau hao phai ndp ngan sich nha nude. Néu thiét bi dugc hinh thanh tir
nguén von khdc, sb khau hao dugce su dung dé tai dau tu, d6i mai thiét bi hay tra ng.

4. CAC CHE PO BAO QUAN SUA CHUA

4.1. Bao duwdmg: Bao dudng thiét bi, may méc 1a cong viéc thuong xuyén nhu
viéc cham séc y té, kham bénh thuong xuyén doéi voi con nguoi. Phuong cham chién
lugc 1a phong bénh hon chita bénh, cac thiét bi may moéc cling nhu cdc b phan cua
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co thé con ngudi phai duge theo ddi thudng xuyén va xt 1y kip thoi, du dodn trude
cic dién bién c6 thé xdy ra. Loi ich cia cong tic bao dudng 12 c6 thé danh gid qua
viéc giam thoi gian nging hoat dong cua thiét bi, giam chi phi stra chita, cai thién
diéu kién lam viéc cho ngudi lao dong. Quy trinh va thu tuc bao dudng dua trén cac
chi dan ctia nha ché tao hodc céc tiéu chuan k¥ thuat cong nghé.

Cic ché do hoat dong bao dudng may méc thiét bi c6 thé tém tit trong bon quy
tac sau day:

- Bao quan thiét bi noi khé rdo

- Bao quan thiét bi noi mat mé

- Giir gin thiét bi sach s&

- Giit thiét b ludn kin.

C6 nhiéu hinh thtrc bao dudng:

- Bao dudng thudng xuyén: bao dudng trong qu4 trinh van hanh mdy méc thiét bi.
- Bao dudng va kiém tra: 12 bao dudng khong thudng xuyén hodc dinh ky theo lich.

- Béo dudng dinh ky: bao dudng theo ké hoach quy dinh trude, c6 thé tinh theo
thoi gian hoat dong, hanh trinh... tuy theo nha ché tao quy dinh.

- Bao dudng dit trong tAm vao ning cao do tin cdy cta thiét bi: ddy 12 hinh thtc
hoat dong bao dudng ,mé quy trinh yé tyﬁ tuc dugc xay dur}g mot ciach c,hi tict qén
ctr vao céac dir lieu thong ké xac suat xay ra hu hong va tuoi tho cua thiét bi nham
duy tri hoat dong thudong xuyén va ddm bao nang suat hoat dong cao cua thiét bi.

Bao dudng mdy méc thiét bi, phu thudc cdc yéu td chinh sau diy:

- Anh huéng vé phuong dién an toan

- Anh huéng vé phuong dién kinh té

- Chi phi bdo dudng

- Trinh d¢ k¥ thuat cua doi ngili can b k¥ thuat

- Kha ning sin sang hoat dong cta thiét b

K¢é hoach bao dudng phai théa man cdc tiéu chuan sau:

- Phai phi hop véi diéu kién thuc té

- Phai duoc uu tién nguén luc

- C6 xem xét thir tu uvu tién

- Bic diém thiét bi, moi trudng

- Piac diém thyc té ciia nha mdy, cAm nang k¥ thuat cia nha ché tao

- Tinh hinh van hanh
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- Trinh d¢ déi ngii
- Noi dung va quy trinh bao dudng

Vi du: Ké hoach bao dudng 6 t6 con

Chi s6 Km
Muc Thang 6 | 12|18 |24 |30 |36 |42 |48 |54 | 60
x1000km | 1 | 10| 20|30 |40 |50 |60 | 70 | 80 | 90 | 100

Pong co
E&e(l;gﬁv;gpf))hm K K K K K
Day dai dan dong bP|K| K|K|K|K|[K|K|K|K|K
Day dai cam Thay thé sau mdi 100.000Km
Dau dong co T|T|T|T|T|T|T|T|T|T

Chii thich: T: thay; K: kiém tra; P: diéu chinh

4.2. Kiém tra: Xem xét tinh hinh thyuc té dé danh gid trén co s¢ ddi chiéu, so
sanh voi tiéu chuan, quy dinh, dinh miec...

Vi du: kiém tra nhau boi tron cia xe gan mdy tic 1a xem xét mtrc dau nhon, do
nhon thyc té cia dau trong mdy so voi chuan vé muc dau va do nhon quy dinh cia
nha san xuat. O cap d6 cao hon nhu kiém tra dau béi tron cta 6 t6, con xem xét dén
nhat ky bao dudng xe, lan thay dau lan trudc dén thoi diém ki€m tra cé thudc gioi
han thoi gian quy dinh, sém hon hay mudn hon va néu bi¢n phép thuc hién.

4.3. Sira chita nhé ( tiu tu): tiéu tu 1a xem xét bén ngoai va stra chita cdc hu
hong nho c6 thé khac phuc dugc ngay.

Vidu:

Piéu 85 ctia “Quy trinh van hanh — sira chita mdy bién 4p” do Tong cong Ty
bién lyc Viét Nam ban hanh quy dinh vé ti€éu tu mdy bién dp luc bao gom cac noi
dung sau:

1. Xem xét bén ngoai va sira chita cdc hu hong nho c6 thé khac phuc duge ngay.

2. Vé sinh vé mdy va céc sir dau vao.

3. X4 cdn ban cua binh diu phy, bd sung du binh dau phy, thong rira dng thay
tinh, kiém tra dong hd muc dau.

4.Thay silicagen trong c4c binh xi-ph6ng nhiét va binh ho hép.
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5. Kiém tra c4c van va c4c gioang.

6. Kiém tra va vé sinh hé thong 1am mat, kiém tra, thay thé, bd sung m& céc
vong bi dong co cua hé thdng 1am mit.

4.4. Sira chira vira (trung tu): thuc chit diy 1a cong tic bao dudng & muc
cao va stra chita & murc thip goi 12 trung tu. Noi dung trung tu bao gom thay thé
mot sb chi tiét, bo phan nham khoi phuc kha ning hoat dong cua thiét bi dat cong
suét thiét ké.

4.5. Stra chira 16n (dai tu). Pai tu hay con goi 12 sira chita 16n nham phuc hi
ning lyc thiét bi, mdy méc sau mot thdi gian khai thic sir dung. Dé dam bao ké
hoach san xuét cia don vi duoc lién tuc déng thoi khai thdc nang sut thiét bi may
moc mot cach c6 hi¢u qua, dai tu thiét bi may moc dugce thuc hién theo dinh ky va
thuc hién ding ndi dung va quy trinh.

Pai tu hiéu theo nghia stra chira 16n, thuong dugc thyc hién nhim phuc hoi nang
luc hoat dong cua thiét bi mdy moéc sau mdt thoi gian str dung hodc vi mot 1y do nao
do6 thiét b, may méc d6 khong hoat dong dugc nita nhung con cé kha nang phuc hoi.

Pé tién hanh dai tu mot thiét bi, mdy méc can phai thuc hién nhitng ndi dung va
trinh tu sau:

- Ban giao thiét bi gitta don vi bdo quan, van hanh véi don vi stra chita (c6 bién
ban): ban giao thiét bi, tai li¢u k¥ thuat, 1y lich van hanh, ndi dung va bién ban cua
cac lan stra chira trudc (néu co).

- Phan tich va dua ra két luan so bd vé tinh trang thiét bi.
- Lap phuong an dai tu

- Kiém tra thiét bi, xdc dinh hu hong phai thay thé hodc stra chita va ghi vao
bién ban dai tu.

- Tién hanh dai tu.

- Thtr nghiém (c6 bién ban)

- Ban giao thiét bi gitra don vi dai tu va don vi bdo quan, van hanh (c6 bién
ban). ban giao tt ca nhitng gi d4 nhan trude khi dai tu va bién ban stra chira méi.
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CAU HOI VA BAI TAP

TRAC NGHIEM:
Chon cum tir diing nhdt dé dién vao ché trong thich hop

phuc hoi; tréng nom, gilt gin va stra chita; bao dudng thudng xuyén; kéo dai
tuoi tho; bao dudng dinh ky;

1. Béo dudng 1 ...oocovvveeiiiieieeeeeeee s AE oo cua may
moc thiét bi

2. C6 nhiéu hinh thirc b40 dUdNE:.......cvveveeeeeeeeeeeeeeeeeeeeeen. s VA e,

3. DPai tu hay con goi la stra chita 16n NhAM e, nang lyc thiét bi,

may moéc sau mot thoi gian khai thic stir dung.

4. Sap xép céc ndi dung sau theo ding trinh ty bang céch ghi s6 tht ty vao dau
moi noi dung

O. Ban giao thiét bi gitra don vi bao quan, van hanh véi don vi stra chira (c6
bi€n ban): ban giao thiét bi, tai liéu k¥ thuat, 1y lich van hanh, ndi dung va bién ban
clia céc 1an stra chira trude (néu co).

O Lap phuong én dai tu

O Kiém tra thiét bi, xdc dinh hu hong phai thay thé hodc sira chita va ghi vao
bién ban dai tu.

O Thtr nghiém (c6 bién ban)
O Tién hanh dai tu.
O Phén tich va dua ra két luan so bd vé tinh trang thiét bj.

O Ban giao thiét bi gitra don vi dai tu va don vi bdo quan, van hanh (c6 bién
ban). ban giao tat cd nhitng gi da nhan trude khi dai tu va bién ban stra chira maoi.
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Bai 3
TO CHUC NOI LAM VIEC THEO 5S
(PHUONG PHAP KAIZEN)

Ma bai: MPCG1 37 03

I. GIOI THIEU

Bat ky 1am viéc gi ciing phai c6 hiéu qua, trong lao dong san xuit ciing vay,
lao dong phai c¢6 hiéu qua. Pé lao dong c6 hiéu qua, lao dong phai duoc tién
hanh c6 trat tu, cé nén nép, khoa hoc. T4 chire 1am noi 1am viéc theo 5S hay con
goi 12 phuong phap KAIZEN do ngudi Nhat khoi xudng nham 1am viée ¢6 hiéu
quéa hon. KAIZEN theo nghia tiéng Nhat 1a thay ddi c6 loi. Vay t6 chirc noi lam
viéc theo phuong phdp KAIZEN hay 5S chinh 12 t6 chirc noi lam viéc ctia minh
sao cho c6 1o nhat.

II. MUC TIEU THUC HIEN
Hoc xong bai hoc nay, hoc vién c6 kha nang:
- Trinh bay muc dich, y nghia ctia cong tic to chirc noi 1am viéc hop ly.

- M6 ta phuong phép va 1ap duoc ké hoach thuc hién phuong phdp KAIZEN
(5S) cho mét co s¢ dich vu/phan xudng san xudt nho.
I1I. NOI DUNG CHINH:

1. Myc dich, ¥ nghia ctia cong téc t6 chirc noi 1am viéc hop 1y
2. Cai tién 18 16 1am viéc theo Phuong phdp KAIZEN ( 5S)

3. Lap ké hoach dé cai tién 18 16i 1am viéc theo phuong phap Kaizen thuéc pham
vi hoat hoat ciia mot T6/ nhém lao dong.

IV. CAC HINH THUC HOC TAP

e Hoc vién tu doc tai liu do gido vién phat trudc ¢ nha.

e Nghe giang trén 16p va thao luan
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HOAT PONG 1: HQOC TREN LOP CO THAO LUAN VE TO CHUC NOI LAM
VIEC THEO 5S (PHUONG PHAP KAIZEN)

1. MUC PICH, Y NGHIA CUA CONG TAC TO CHUC NOI LAM VIEC HOP LY

1.1. Muc dich: Khdi niém 5S dugc bt ngudn tir Nhat ban vao dau nhitng nim
80 va da duogc dp dung rong rai tai cac cong ty, trong d6 c6 Viét nam. Muc dich cua
ap dung 5S khong chi don thuan dung lai ¢ vi¢c nang cao di€u ki¢n va mdi trudng
lam viéc trong mot to chirc ma con 1am thay doi cdch suy nghi, théi quen lam viéc,
tang cuong kha nang sang tao trong cong vi¢c va phat huy vai trdo cua hoat dong
nhém.

Mot trong nhitng hoat ddng quan trong gép phan vao viéc duy tri va cai tién 5
la danh gid 5S. Panh gia dinh ky 5S 1a hoat dong ¢ y nghia khuyén khich cac hoat
dong 5S. Muc dich chinh cua viéc danh gia la:

- Xem xé&t hiéu luc va hi¢u qua cua hoat dong 5S

- Danh gid khia canh tich cuc cua viéc thuc hién 5S

- Kip thoi dong vién cac cd nhan, don vi hoan thanh tbt cong viéc va nhan rong
sang kién

- Phat hién nhitng khu vuc han ché trong viéc thyc hién dé c6 nhiing cai tién
thich hop.

1.2. Y nghia: 5 chirc noi 1am viéc hop 1y tirc 13 thay dbi dé khong con nhiing gi
khong hop 1y. Nhitng gi khong hop ly can phai tiét trir d6 1a céc hao phi vé thoi gian,
vat tu, nhan luc... P6 1a cic hao phi khong can thiét cho san xuat. Néu giam trir
dugc cac hao phi , nang suat, chat luong va hiéu qua san xuat s¢ dugc nang cao.

2. CAITIEN LE LOI LAM VIEC THEO 5 S (PHUONG PHAP KAIZEN)

Kaizen dugc ghép tr hai tir tiéng Nhat: Kai: "Thay d6i” va Zen: "T4t hon",
nghia l1a "Thay doi dé t6t hon" hodc "Cai tién li€n tuc". Xuat phat tir suy nghi rang
"truc trac" c6 thé ndy sinh lién tuc & bat ky thoi diém nao, by phan nao cua doanh
nghiép trong qua trinh hoat dong, ngudi Nhat dé ra triét ly quan ly Kaizen véi ndi
dung 5S (ndm nguyén tac bat dau bang chir S trong tiéng Nhat) d€ khac phuc cic
"truc trac" nay:

e 5S:

- Seiri: Sang loc: Nhiam loai b tit ca moi thir khong can thiét, khong c6 gid tri
ra khoi cong viée, nha xuong, to chuec...

- Seiton: Sap xép: Phan loai, hé thong hod dé bat cr thur gi cling ¢ thé "dé tim,
dé thay, d& 14y, d& kiém tra, d& tra lai".
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- Seiso: Sach s& Thuc chat 12 lau chii, quét don, v¢ sinh, kiém tra xem moi th
c6 dugc sap x€p ding noi quy dinh

(Ba nguyén tdc néu trén thuc chit chi 1a viéc sang loc, sap xép phan loai khoa
hoc hé thdng nha xudng, may méc, céng cu san xuit va tdng vé sinh doanh nghiép).

Hai nguyén tic tiép theo

- Seiketsu: San séc: Nham "Tiéu chuan hod", "quy trinh hod" nhimng gi di dat
duoc v6i ba nguyén tic néu trén dé moi thanh vién cia doanh nghiép tuin theo mot
céch bai ban, hé thong.

- Shituke: San sang: Gido duc, duy tri va cai tién bdn nguyén tic néu trén trong
bat ky moi hoan canh nao va trong suit qud trinh hoat dong ctia doanh nghiép.

3. LAP KE HOACH DE CAI TIEN LE LOI LAM VIEC THEO PHUONG PHAP KAIZEN

_ Hoat dong Kaizen ciling dugc Erién khai trén co so vong lap xody bc PDCA (P -
K¢ hoach) - D (Thuc hién)ﬁ - C (Kiém tga) - A (Hanh dong, Cai tién). Tam budc thuc
hién Kaizen dugc tiéu chuan hod bao gom:

Buée 1: Lya chon chu dé (cOng vi¢c, bo phan...) (P)

Buéc 2: Tim hiéu hién trang va xac dinh muyc tiéu (P)

Budc 3: Phan tich dir kién thu thap dé x4c dinh nguyén nhan (P)

Budc 4: Xac dinh bién phdp thuc hién trén co s¢ phan tich dit licu (P)

Budc 5: Thyc hién bién phap (D)

Budc 6: X4c nhan két qua thuc hién (C)

Budc 7: Xay dung hodc sira ddi céc tiéu chuin dé phong ngtra tdi dién (A)

Budc 8: Xem xét cac qua trinh trén va xac dinh dy an tiép theo (A)

Luu y rang Kaizen khong phai 1a mot cong cu, khong phai la mot ky thuat ma la
tr1et 1y quan ly. Kaizen khong doi hoi vbn dau tu 16n nhung yéu cau sy cam ket va
nd lyc & moi cap cia doanh nghiép (dic biét 1a cap lanh dao). Cac yéu t6 quyét dinh
su thanh cong ctia hoat dong Kaizen va 5S bag gom: Cam keNt cua lanh dao cao nhét,
vai tro cua can b quan ly cdc phong ban, t6, nhom, sy no6 lyc tham gia cua moi
nguoi, viée trién khai cai tién dugc thyc hién lién tuc, hang ngay.

CAU HOI VA BAI TAP

TRAC NGHIEM:
Chon cum tir diing nhdt dé dién vao ché trong thich hop.

Gido duc, duy tri va cai tién; Tét hon; Thay doi; loai bo tit ca moi thir khong
can thiét; San soc; Sach s€; Sap xép; Thay doi dé tot hon
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1. Kaizen dugc ghép tir hai tr tiéng Nhat: Kai c6 nghia Ia
.............................. vaZencénghiala....................................... Kaizen

2. Seiri: sang 1oc: tIc 1a ..o , khong c6 gia
tri ra khoi cong viéc, nha xuong, to chuc...

3. Seiton: ..........: tirc 12 phén loai, hé thong hod dé bat cr thir gi cling c6 thé
""dé tim, dé thay, dé lay, dé kiém tra, dé tra lai".

4. S€1S0: ..viiiiiiiia ;2 tre 1a lau chui, quét don, v¢ sinh, kiém tra xem moi
thtr c6 dugc sap x€p ding noi quy dinh va

4. Seiketsu: . ......................... nham "Tiéu chuan hod", "quy trinh ho4"
nhitng gi da dat duoc vdi ba nguyén tac néu trén d€ moi thanh vién cia doanh
nghiép tuan theo mot cach bai ban, hé thong.

5. Shituke: SAN SANE: ........ooviviiiiiiiiiieiiean, bdn nguyén tic néu trén
trong bat ky moi hoan canh nao va trong suat qua trinh hoat dong cua doanh nghiép.
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Bai 4
KY LUAT LAO PONG

Ma bai: MPCG1 37 04

I. GIOI THIEU:

Ky luat lao dong 12 nhitng quy dinh vé viéc tuan theo thoi gian, cong nghé va
diéu hanh san xuét, kinh doanh. M&i doanh nghi¢p c6 mdt ky luat lao dong cu thé
riéng nhung khong duoc trai véi phdp ludt lao dong va phap ludt khac va moi nguoi
trong doanh nghiép déu phai nghiém chinh thyc hién.

II. MUC TIEU THUC HIEN:
Hoc xong bai hoc nay, hoc vién c6 kha nang:
- Trinh bay ding nguyén tic va day du ndi dung co ban vé ky luat lao dong.
- M6 ta cdc hinh thirc ky luat, tién trinh thi hanh ky luét.

I1I. NOI DUNG CHINH:
1. Nguyén tic, ndi dung cia ky luit lao dong
2. Nguyén tic ciia ky luit lao dong
a. Noi dung ky luat lao dong
b. Céc hinh thirc ky luat lao dong
3. Thi tuc thi hanh ky luat

IV. CAC HINH THUC HOC TAP:

HOAT DPONG I : NGHE GIANG TREN LOP CO THAO LUAN VE KY LUAT LAO PONG

1. NGUYEN TAC, NOI QUY CUA KY LUAT LAO PONG
1.1. Nguyén tic ciia ky luit lao dong:

- Ky luat lao dong 1a nhitng quy dinh vé viéc tudn theo thoi gian, cong nghé va
diéu hanh san xut, kinh doanh thé hién trong ndi quy lao dong. Noi quy lao dong
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khong duogc trdi voi phép luat lao dong va pha’Ep luat khic. Doanh nghiép str dung tu
10 lao dong trd 1€n phai c6 ndi quy lao dong bang van ban.

- Trudce khi bé}l’l hanh ndi quy lao dong, ngudi st dung lao dong phai tham khao
y kién cuia Ban chap hanh cong doan co s¢ trong doanh nghiép.

- Ngu’(‘ri st dung lao dong phai dang ky b'c"}n ndi quy lao dong tai co quan lao
dong cép tinh. N6i quy lao dong c6 hi€u luc ké tir ngay dang k}’f., Cham nhat 1a 10
ngay, ké tur ngay nhafl’n dLE'QC ndi quy lao dong, co quan lao dong cap tinh phai thong
bdo viéc dang ky. Néu hét thoi han trén ma khong c6 thong bdo, thi ban ndi quy lao
dong duong nhién c6 hiéu lyc.

- Noi quy lao dong phai c6 nhitng ndi dung chu yéu sau:

- Thoi gio 1am viée va thoi gio nghi ngoi;

- Trat ty trong doanh nghiép;

- An toan lao dong, v¢ sinh lao dong noi lam viéc;

- Viéc bdo v¢ tai san vfa bi mat cong ngh¢, kinh doanh cua doanh nghiép;

Cac hanh vi vi pham krjl luat lao dong ky luat, cdc hinh thirc xtr 1y ky luat lao
dong va trach nhiém vat chat.

NoGi quy lao gT(f)ng phai du’orc‘ théng bdo dén ting ngudi va nhitng diém chinh
phai dugc niém yét & nhirng noi can thiét trong doanh nghiép.

1.2. Noi dung ky luat lao dong: Phai c6 nhitng ndi dung chu yéu sau:

- Thoi gio lam viée va thoi gio nghi ngoi;

- Trat ty trong doanh nghi¢p;

- An toan lao dong, v¢ sinh lao dong noi lam viéc;

- Viéc bao v¢ tai san va bi mat cong ngh¢, kinh doanh ctuia doanh nghiép;

- Céac hanh vi Yi pham ky luat lao dong, cac hinh thuc xir 1y ky luét lao dong va
trach nhi€m vat chat.

Noi dung ky luat lao dong gﬁa doanh nghiép duogc cu }hé héa biang ndi quy lao
d(;)ng va phai duq‘c thér}g bdo dén tung nguoi Yé nhtrng diém chinh phai dugc niém
yét & nhitng noi can thiét trong doanh nghiép dé moi ngudi nghiém chinh thyuc hién.
2. CAC HINH THUC KY LUAT LAO DONG:

Ngudi vi pham ky luat lao dong, tiy theo mic d6 pham 16i, bi xtr Iy theo mot
trong nhitng hinh thtrc sau day:

a) Khién trach;

b) Chuyén 1am cong tic khac c6 mirc luong thap hon trong thodi han t6i da Ia sdu théng;
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¢) Sa thai.

Khong duoc dp dung nhiéu hinh thic xir 1y ky luat lao dong d6i véi mot hanh vi
vi pham ky luat. Hinh thtrc xtr ly ky luat sa thai chi dugc 4p dung trong nhitng
trrong hop sau day:

- C6 hanh vi trom cép, tham 6, tiét 16 bi mat cong nghé, kinh doanh hoic ¢6
hanh vi khdc gy thiét hai nghiém trong vé tai san, loi ich ctia doanh nghiép;

- Bi xtr 1y ky luat chuyén lam cong viéc khac ma tai pham trong thoi gian chua
x0a ky luat;

- Tu y bo viéc 7 ngay trong mot thang hoac 20 ngay trong mot nam ma khong
c6 1y do chinh dang.

Truong hop nguoi lao dong 1am hu hong dung cu, thiét bi hodc ¢6 hanh vi gy
thiét hai cho tai san ctia doanh nghiép thi phai bdi thudng theo quy dinh cta phip
luat vé thiét hai da gy ra. Néu gy thiét hai khong nghiém trong do so suét, thi phai
bdi thudng nhiéu nhit 3 thang lwong va bi khiu trir dan vao luong.

Trudong hop 1am mét dung cu , thiét bi, tai san khac do doanh nghiép giao thi tiy
timg truedng hop phai boi thudng thiét hai mot phan hay toan bo theo thoi gid thi trudng.

3. THU TUC THI HANH KY LUAT

Trinh ty thi hanh ky luat ngudi vi pham ky luét tién hanh nhu sau:

- Nguoi vi pham phai 1am 1am ban kiém diém va ty nhan hinh thire ky lut.

- Nguoi dimg dau co quan sir dung lao dong to chtic hop dé ngudi vi pham ky
luat kiém diém trudce tap the, c6 bién ban va kién nghi hinh thuce ky luat ctia don vi.

- Hop Hoi dong ky luat co quan:

+ Chuan bi hd so hop: ban kiém diém ctia nguoi vi pham ky ludt; bién ban hop
ki€ém di€ém nguodi vi pham ctia don vi quan 1y tryc tiép; trich ngang so yéu ly lich,
céc tai li€u, ho so lién quan dén viéc xur 1y ky luét.

+ Tri¢u tap ngucri vi pham ky luat du hop ( gidy triéu tap gui trude it nhat 07
ngay) Truong hop vang mit khong c6 1y do chinh dang hodc khong viét ban kiém
diém theo yéu cdu cta don vi quan 1y cdn bd, Hoi dong ky ludt van hop xem xét va
kién nghi hinh thirc ky luat.

Trinh ty hop Hoi dong ky luat:

+ Chu tich Hoi dong tuyén bd 1y do, gidi htiéu céc thanh vién tham du

+ Thu ky Hoi dong trinh bay trich ngang so yéu Iy lich, ho so tai liéu lién quan

+ Nguoi vi pham ky ludt doc ban kiém diém. Truong hop van mat thi Thu ky
Hoi dong doc gidp.
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+ Thu ky Hoi dng doc bién ban cudc hop kiém diém nguoi vi pham cia tap thé
don vi quan 1y ngudi lao dong.
+ Céc thanh vién Hoi ddng va cdc dai biéu du hop phit biéu y kién
~ + Nguoi vi pham ky luat phat biéu ¥ kién vé hinh thirc ky luat truée khi Hoi
dong bo phicu kin.
+ Hoi dong ky luat bo phiéu kin kién nghi hinh thtc ky lut

- Kién nghi hinh thirc ky ludt ctia hoi dong dugc théng bdo tai cude hop.
CAU HOI VA BAI TAP

TRAC NGHIEM:

Poc kj doan vian va chon phwong dn trd loi diing nhdt bang cdch khoanh tron
vao chit thich hop (a,b,c,d).

1. Ky luat lao dong 13 nhitng quy dinh vé viéc tuan theo thoi gian, cong nghé va
diéu hanh san xuat, kinh doanh thé hién trong .......................ccccooon...

a. ndi quy lao dong c. luat lao dong

b. ndi dung lao dong d. hop dong lao dong

2. NOi quy lao dong khong dugc trai vOi .....ovvvvviiiiiiiiiiiiiins va phdp
luat khéc

a. luat lao dong c. phép luat lao dong

b. luat cong chuc d. hop dong lao dong

‘ 3. Doanh nghi¢p st dung tu ......... lao dong trd 1€n phdi c6 ndi quy lao dong

bang van ban.

a. 10 c. 15

b. 20 d. 50

4. Noi quy lao déng phai c6 nhiing ndi dung chu yéu sau:

a. Thot gio lam viéc va thoi gio nghi ngoi;Trat tu trong doanh nghiép; An toan
vé sinh lao dong noi lam viéc; cac hinh thirc xu ly ky luat lao dong va trach nhiém
vat chét.

b.Thoi gio lam viéc va thoi gio nghi ngoi; An toan vé sinh lao dong noi lam
viéc; Viéc bao v¢ tai san va bi mat cong ngh¢, kinh doanh ctuia doanh nghi¢p; Cac
hanh vi vi pham ky luat lao dong ky luat, cac hinh thuc xir 1y ky luét lao dong va
trach nhiém vat chét.
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c. Thot gio 1am viéc va thoi gio nghi ngoi;Trat ty trong doanh nghi€p; Viéc bao
v€ tai san va bi mat cong ngh¢, kinh doanh cua doanh nghiép; Cac hinh thuc xtr ly
ky luat lao dong

d. Thoi gio lam viéc va thoi gio nghi ngoi;Trat ty trong doanh nghiép; An toan
vé sinh lao dong noi lam vi¢c; Viéc bao v¢ tai san va bi mat cong nghé, kinh doanh
cua doanh nghiép.

5. Nguoi vi pham ky luat, tuy theo muc dg s€ bi xir ly theo mot trong cac hinh
thirc sau day:

a. Khién trach; Chuyén Iam cdng tic khac c6 muc luong thip hon
b. Khién trdch; Puoi viéc; Sa thai.
c. Khién trach; Canh cdo; Sa thai.

d. Khién trach; Canh cdo; Chuyén lam cong tic khdc c¢6 mirc luong thip hon
trong thoi han t6i da 1a sdu thang; Sa thai.
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Bai 5
GIA TRI VA HIEU QUA TRONG HOAT PONG SAN XUAT

Ma bai: MPCG1 37 05

I. GIOI THIEU:

Trong hoat dong san xuat, lao dong sinh ra san pham dat tiéu chuan va chat
lugng la lao dong sinh ra gia tri, tirc lam ra dugc san phém, mang vé 1gi nhuén va
lao d6ng nhu thé goi 1a lao dong c6 gid tri va hiéu qua.

II. MUC TIEU THUC HIEN:
Hoc xong bai hoc nay, hoc vién c6 nang luc:
1. Mb ta duogc cdc hoat dong xan xudt ciia mot phan xuong dang cong tic

2. Trinh bay duoc cic tiéu chuan danh gid hiéu qua va ning suét lao dong

III. NOI DUNG CHINH
1. So d6 qua trinh hoat dong san xuét
2. Hoat dong san Xuét
3. Tiéu chuan ddnh gi4 hiéu qua

4. Tiéu chuan danh gis ning suat
IV. CAC HINH THUC HOC TAP:

HOAT PONG 1: NGHE GIANG TREN LOP, CO THAO LUAN VE GIA TRI VA
HIEU QUA TRONG HOAT PONG SAN XUAT
1. SO PO QUA TRINH HOAT DONG SAN XUAT

1.1. Mot s6 khai niém

- San xuat: La qud trinh chuyén héa dau vao, bién ching thanh dau ra dudi
dang san pham va dich vu.
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PAU VAO QUA TRINH DAURA
-Lao dong CHUYEN HOA
-bit Chuyén héa PAU -San xudt mdy
-Vén VAO thanh PAU mdy méc, 6 t0. ..
+Thiét bj In—"> RA thong quasan | g~
+Tién xuat. Hoat dong -Dich vu:
+Nguyén, vat liéu tai chinh va +Tin trc
+Nang luong Marketing +Tiéc
+Phuong tién +Phong ngii
-Khoa hoc va
nghé thuat
v
Khach hang
Cung cip tré lai LY

- Piu vao: Dau vio cua qud trinh dich vu 12 qud trinh san xuét c6 thé phan biét:
+ Nguyén vat li¢u,,,, vat tu - Qua trinh san Xuét
+ Khach hang s& duogc phuc vu truc tiép.
Vat tu, hang héa hay thong tin cho qué trinh - Qua trinh dich vu

Gia cong gidn tiép c6 lién quan khich hang

- Qué trinh pié’n ddi: C6 nhiéu qu4 trinh bién df)i, tir vat tu & dau vao dé tro
thanh san pham dau ra. Khéi quat héa qua trinh bién doi theo 3 dac tinh:

Pdc tinh I: Bién dbi san xuat, cho san pham dau ra:

e S thay duoc

e Cudi ciing dé ban

e C6 bién do6i vé hinh dang hodc tinh chat vat 1y

Néu dau ra thoa man 3 dic diém trén 12 doanh nghi¢p san xuat. Néu thiéu mot s&
thudc doanh nghiép dich vu.

Pic tinh 2: Khoang cdch giita noi san xuat va ngudi tiéu thy 16n hon khoang
cach gitra noi cung cap dich vu véi nguoi tiéu dung.

Pdc tinh 3: Khi nao thyc hién qud trinh bién d6i?

e Qui trinh bién d6i xay ra trudc khi c6 nhu cau duge goi a “lam theo don dit hang”.

e Qui trinh bién do6i xdy ra trudc khi ¢6 nhu cu goi 1a “lam dé kho”. Theo
nguyén tac thi dich vu thuong dugc lam sau khi ¢6 nhu cau. Con san xuét thi dugc
1am trudc khi ¢6 nhu cau.

- Piu ra:
+ Thanh pham dé ban
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+ Khach hang da dugc dich vu
+ Cua cai ctia khdch hang d3 duoc ché bién.

- Gi4 tri: Trong san xudt, gid tri va hao phi 12 2 mit ciia mot qud trinh hoat dong
cua nha mdy. Gid tri bao ham y nghia lao dong mang lai lgi ich tirc 1a lao dong ra
san pham thyc sy. Lao dong khong sinh ra san pham chinh 12 hao phi mat di nhung
khong sinh gia tri.

- Hiéu qua: Két qua dat dugc nhu yéu cau cua viéc 1am mang lai. MGt céch khéi
quét, hiéu qua lao dong chinh la gia tri lao dong.

1.2. So' d6 qua trinh hoat ddng san xuat

QUA TRINH DAU RA
CHUYEN (san pham)
HOA

(san xuét)

1.3. Hoat dong san xuit

SAN PHAM: ddp ing
dwoc yéu cau ?(chit
lwong, gid thanh, giao
hang)

—
SAN XUAT/
CHE TAO

SAN XUAT: Tién hanh

theo ké hoach ? NGUON: Sii dung mot

cdch co hi¢u qua ?
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2. TIEU CHUAN PANH GIA HIEU QUA

Tiéu chuin danh gid hiéu qua 1a thudc do hiéu qua duoc xdy dung dua trén cic
tiéu chi, tiéu chuén sau:

2.1. Tién d, téc dd san xuit:

- Nhip d0 san xuét dién ra sudng s¢;

- San xuit theo ding tién do.

2.2. San pham:

- Bdp tng duogc yéu cau chit luong;

- Gid thanh hop 1y;

- Giao hang ding yéu cau khich hang.

2.3. Niing suét cic ngudn:

- Str dung c6 hiéu qua cdc ngudn thong tin;

- Str dung c6 hi¢u qua vat tu, nguyén licu;

- Str dung c6 hiéu qua thiét bi;

- Str dung con nguoi ¢6 hi¢u qua.

2.4. Tai chinh

- Chi, thu c6 hi¢u qua;

- Doanh thu tang;

- T4i dau tu c¢6 hiéu qua;

- Gid tri tai san gia tang.

3. TIEU CHUAN DANH GIA NANG SUAT

Tiéu chuan d4nh gid ning suat cia hoat dong san xuat dua trén san lugng, s6 gid
lao dong, thoi gian chu trinh may

3.1. San lwong: San luong 13 khéi lugng san pham 1am duge. San lugng thuc té
lam dugc thuong nhé hon mong doi (< 100%). San lugng thuc té cang cao, nang
suat cang cao.

3.2. Sb gio' lao djng thyc chat: S6 gio lao dong thyc chat 1a gio thuc sy 1am ra
san pham. Gio lao dong m01 ngay la 8 glo nhu’ng gid lao dong thuc chat bao gio cling
nho hon gid lao dong thuc té, cang tién gin bang gid 1am viée, ning suit s& cao.

3.3. Thoi gian chu trinh may (thiét bi): Thoi gian chu trinh mdy 1a thoi gian
co ban dé hoan thanh mgt san pham. Thoi gian nay khong bao gom thoi gian cho
doi do mat dién, sy co thiét b1 hay nghi gifra ca.v.v. ma chi don thuan thoi gian
hoan thanh mgt san pham. Tho1 gian chu trinh mdy cang ngan, nang suat cang cao.
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CAU HOI VA BAI TAP

1. TRAC NGHIEM:
Tim phwong dn trd 1oi diing nhdt bang cdch khoanh tron cdu thich hop (a,b,c).

1. San xudt 12 qué trinh.....................ooooooil , bién chiing thanh dau ra dudi
dang san pham va dich vu

a. chuyén héa vt tu c. stra chira
b. chuyén héa dau vao

2. Trong san xuat, dic tinh 1 clia qu4 trinh bién doi la:
a. Bién di san xudt, cho san pham dau ra;

b. Khoang cich gitra noi san xuat va nguoi tiéu thu 16n hon khoang cich gitra
noi cung cap dich vu v4i nguoi tiéu dung;

¢. Quad trinh bién do6i xay ra trude khi ¢ nhu cau.
3. Trong san xuat, dac tinh 2 cua qué trinh bién doi la:
a. Bién do6i san xuat, cho san pham dau ra.

b. Khoang cich gitra noi san xuat va nguoi tiéu thu 16n hon khoang cach gitra
noi cung cap dich vu v6i nguoi tiéu dung.

c. Qua trinh bién d6i xay ra sau khi ¢é nhu cau.

2. TU LUAN:

Ti€u chi va tiéu chuan danh gid hi¢u qua san xuat cia doanh nghiép
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Bai 6
BIEN PHAP CAI TIEN NANG SUAT VA CHAT LUQNG

Ma bai: MPCG1 37 06

I. GIOI THIEU:

Nang suat va chat luong la yéu td sdng con cua san Xuat Noi theo cach cua nguoi
Nhat: nang suat va chét luong 13 2 mit cia dong tién. Cai tién duoc nang sut va chat
luong 1a cai tién duoc gid tr1 va hi€u qua hoat dong san xuét, chinh 1a cai tién loi nhuén.

II. MUC TIEU THUC HIEN:

Hoc xong bai hoc nay, hoc vién c6 nang luc:
Trinh bay dugc cac giai phdp cdi tién nang suat va chat luong

I1I. NOI DUNG CHINH:

1. CAI TIEN NANG SUAT
a. Cong thtrc
b. Giai phap
2. CAITIEN CHAT LUONG
a. Tiéu chuan danh gid chat luong
b. Cai tién chét luong
- Cong thtrc tinh
- Giai phdp

IV. CAC HINH THUC HOC TAP:

HOAT PONG 1: NGHE GIANG TREN LOP, CO THAO LUAN VE BIEN PHAP
CAI TIEN NANG SUAT VA CHAT LUQNG

1. CAI TIEN NANG SUAT

Cai tién nang suét 13 tim bién phdp nham ting tinh hiéu qua cua lao dong trong
qué trinh san xuat. Cai ti€n nang suat lao dong tuc la lam tang s6 lugng san pham
lam ra dugc trong mdt don vi thoi gian nhat dinh.
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1.1. Cong thirc:

Dau ra San luong
Pau vao =~ Tong so gio cong

Nang suit = (6.1)

1.2. Giai phap: Cin ct vao cong thirc trén, cai tién ning sudt tirc 1am thé nao dé
taing dau ra khi ddu vao khong d6i; tang san lugng khi tong s6 gid cong van giir
nguyén.

Theo phuong phap Kaizen, giai phdp dwa ra d6 12 huy dong ning suat bang cich
tang don dat hang san xuat, giam chi phi dau tu; Nang cao hiéu nang lao dong bang
cich tiét trir cdc hao phi; ting toc do lao dong bang cdch giam thoi gian chu trinh
thiét bi ( mdy). Trinh ty thyc hién nhu sau:

- X4c dinh cdc hao phi sinh ra gia tri;

- X4c dinh cdc hao phi khong sinh ra gia tri;

- Phan tich cédc hao phi khong sinh gia tri:

+ Hao phi khong sinh gid tri nhung can thiét: hao phi do thil tuc nhan vat tu,
nhap kho, van chuyén san pham...hao phi nay c6 thé tim ciach giam trir duoc.

+ Hao phi khong sinh gi4 tri thudc loai khong can thiét: hao phi niy c6 thé tim
cach tiét tru.

Vidu

+ Hao phi thoi gian dé di nhan vét tu, nhap san pham do bd tri kho va noi san
xuat qud xa nhau. Hao phi nay c6 thé giam trir;

+ Hao phi thoi gian do b tri nha vé sinh quéd xa noi san xuét, gy ling cong.
Hao phi nay c6 thé giam trir

+ Hao phi thoi gian do phai ding san xuat dé stra chira thiét bi hu hong dot xuét
(khdong c6 ké hoach duy tu bdo dudng thuong xuyén va dinh ky hodc thuc hién
khong chu ddo). Hao phi nay c6 thé tiét tru.

2. CAI TIEN CHAT LUONG:

2.1.Tiéu chuin danh gia chat lwong: Thudc do chét lwong cta don vi san xut
dia vao sb san pham bi khuyét tat bi loai bo, nhitng than phién cua khdch hang,
nhirng sai s6t trong giao hang, nhitng chi phi khong thich hop.v.v. Gidm trir dugc
cdc van dé trén chat luong san pham s& duoc cai tién.

2.2.Cai tién chat lwong: Chit lugng san pham dya trén mirc d6 ddp tng duoc
cic yéu ciu mong mudn cla ca ngudi san xuit 1an ngudi tidu ding ¢ san pham dé.
Cai tién chét luong san pham tlrc ning cao muirc dd ddp tmg yéu ciu mong mudn c
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dugc ¢ san pham hay néi mot cach khdc, cdi tién chat lugng sdn pham la gidm so
san pham bi khuyeét tat.

3. GIAI PHAP CAI TIEN CHAT LUONG SAN PHAM

Néu chi dé cap dén cbt 16i ctia cai tién chat lugng san pham 1a tim giai phap dé
gidm sO san pham bi khuyét tat, cai tién chat lugng san xuat s€ thudc vé k¥ thuat va
cong ngh¢ va h¢ thong quan 1y.

- Cai tién hé thdéng quan 1y: tirc cai tién hiéu ning quan 1y bang cich quan 1y
theo phuong phidp KAIZEN ( 5S).

- Cai tién k¥ thudt va céng nghé: ning cip thiét bi va doi mdi cong nghé san
xuat;

Mot cdch tém tat, giai phdp cai tién ning suat va chat lugng san xuét chinh Ia
thé tim sang kién cai tién mdi. BE tim ra nhitng sang kién mai, nén phan tich lai qua
trinh hoat dong san xuat mot cich thuong xuyén, khoa hoc. Khuyén cdo cua cac
nudc phat trién, viéc ki€m tra lai qua trinh san xuat nén phan tich theo nguyén tac
SWI1H.

NGUYEN TAC 5W1H

What Nhiing gi thyc sy phai 1am? Can thiét khong?Y  Loai trir
Muc dich: céc cong viec
khong can thiét
Why  Tai sao hoat dong nay lai can thiét ?

Noi chén: Where O dau cong viéc dang tién hanh? \ Két hop
Can tién hanh ¢ dia diém nao thich hop? bét cir noi nao
c6 the

Trinh tu: When Khi nao tién hanh? Sap xép lai
Cén tién hanh vao thoi diém nao? trinh tw cong viéc

dé c6 hiéu qua hon
Nguoi: Who  Ai dang thyc hién cong viéc?
C6 ai gioi hon khong?

Phuong ti¢n: How B%ng cach nao cong viée dugc thuc hi¢n?
C6 kha nang khac thuc hién c6 hiéu qua hon khong?
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HOAT PONG 2: THAO LUAN NHOM VE HAO PHI KHONG SINH GIA TRI
NHUNG CAN THIET CO THE GIAM TRU VA HAO PHI KHONG SINH GIA TRI
CO THE TIET TRU

Hinh thirc:

- Té chirc sinh hoat nhém (ngoai gio)

- Trinh bay va phan bién
CAU HOI VA BAI TAP

1. TRAC NGHIEM:
Tim phwong dn trd 101 diing nhdt bang cdch khoanh tron cau thich hop (a,b,c,d).

1. Cai tién ning suit 12 tim bién phdp nham ting tinh hiéu qua cua lao dong
trong qud trinh san xuat. Cai tién nang suat lao dong trc 1a .......cceeenennee. lam ra
trong mot don vi thoi gian nhat dinh.

a. ning cao san pham c. 1am tang san pham lam ra

b. ning cao s lwong san pham d. 1am tang s6 lugng san pham lam ra

2. Hao phi khépg sinh gjé tri nhung can thié’t:qhao phi do thu tuc nhan vat tu,
nhap kho, van chuyén san pham...hao phi nay c6 thé tim ciach gidm trir duoc.

a.b b. S

3. Cai tién ky thuat va cong nghé: thay doi cap thiét bi va thay doi cong nghé
sdn xuat

a.b b. S

’4. Ciai tién chat lu’(ypg san pham tirc nang cao mirc QQ déP g yéu cau mong
mudn gé duoc 76 san phérr} hay néi mdt cach khéc, cai tién chat lugng san pham la
giam sO san pham bi khuyeét tat.

a.b b. S

5. Hao phi khong sinh gid tri thudc loai khong can thiét: hao phi nay c6 thé tim
cach tiét tru.

a. Cho may khéi dong mdy xong.

b. Nghi an trua.

c. Cho sura chira vi may hong dot xuat.

2. TU LUAN:
SWIH.
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Bai 7
HIEU NANG LAO PONG

Ma bai: MPCG1 37 07

I. GIOI THIEU:

Lao dong phai dat ning suét, nang cao ning suit lao dong cao tirc sb lwong san
pham dat chét lugng cao, san pham bi khuyét tat thip. Nang cao ning sudt va chét
luong chinh 1a nang cao hi¢u nang lao dong.

II. MUC TIEU THUC HIEN:

Hoc xong bai hoc nay, hoc vién c6 nang luc:

1.Giai thich dugc thé nao 1a 12 ning suit lao dong

2.Tinh dugc hi€u nang lao dong toan di€n va giai phap nang cao hi€u nang lao
dong

I1I. NOI DUNG CHINH
1. Binh nghia

2. Hiéu nang lao dong

a. Mot s6 khéi niém co ban:

- Lang cOng

- Gi0 cong lao dong

- Hao phi

- Cong phu tr¢

- Lao dong hi¢u qua

b. Ty 1é huy dong ning suit

c. Hi€u nang lao dong toan di¢n

3. Phuong phép tinh hi¢u nang lao dong

4. Tinh hiéu nang lao dong toan dién
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IV. CAC HINH THUC HOC TAP:

HOAT PONG 1: NGHE GIANG TREN LOP, CO THAO LUAN VE HIEU QUA
LAO PONG

1. PINH NGHIA

1.1. Hiéu qua lao dong: Két qua cia qu4 trinh lao dong thuc sy dat dugc nhu
yéu cau cua viéc lam mang lai. Khi lam mot viéc c6 hi€u qua tirc 1a két qua viéc lam
dat duoc nhitng yéu cau mong muon. Hi¢u qua lao dong chinh l1a gia tri lao dong.

1.2. Niing suit: Ning suat 1a tinh hiéu qua coa lao dong trong qué trinh san
xuat, lam vi¢c, dugc do bang so0 luong san pham hay khoi lugng cong viéc lam ra
dugc trong mdt don vi thoi gian nhat dinh.

Vi du: Nha m4y dinh mirc mdi ngay, ngudi cong nhan phai lap réap hoan chinh 8
cdi quat ban. Anh cong nhan A, mdi ngay lap dugc 10 cdi nhu viy ning suat cta
Anh A 1a 10 cdi, c6 nghia Anh A lao dong vugt nang suat.

2. HIEU NANG LAO PONG

Hiéu ning lao dong 12 ty 18 giita két qua khi lao dong thuc té so v6i mong doi.

2.1. Mot s6 khai niém co ban:

Lang cong: Cong mat di ma khong sinh ra gid tri. Vi dy: mdi thiang nghi mot
budi theo ké hoach dé bao dudng mdy, nghi 2 ngay do chua ky két dugc hop dong
san xuét...Coéng mat di, khong sinh ra gi tri san xuat nhung khong thé khong mat
va c6 the khac phuc gidm tru.

- Gio cong lao ddng: Thoi gian lao dong san xuat

- Hao phi: Hao phi trong san xuit bao gdm phan mat can thiét va mat khong
can thiét. Hao phi vat tu tirc 1a s6 lugng vat tu hao hut trong qué trinh san xuat. Hao
phi thoi gian 1a thoi gian mat di trong qué trinh san xuét. Trong san xuat, c6 7 hao
phi, gdbm:

(1) Van chuyén: do b trf kho khong hop 1y nén dan dén viéc van chuyén vat tu
tir kho vé noi san xuét, vin chuyén san pham tir noi san xuét vé nhap kho mat nhiéu
thoi gian: bao gdm ca thoi gian mat can thiét va khong can thiét ( gid lao dong)

(2) Kho qua tai: hao phi do kho vuot kha ning chira din dén thiéu ngan nip, khé
bao quan, mat thoi gian sap xép, tim vat tu.

(3) San pham bi khuyét tat: hao phi do san phim khéng dat tiéu chuin vé chat
luong tro thanh phé pham. Nguyén nhan c6 thé do nguoi lao dong, c6 thé do quy
trinh k¥ thuat chua hop 1y, c6 thé do thiét bi lac hau...
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(4) San xuét thira ( cung > cau) dan dén tinh trang dong von

(§) No lug khong can thi‘ét: hao ghl’ do nd luc khong can thiét. Vi du: thay vi
cl}uyén san phéqn nh?tp kho bang xe day lai huy dong cong nhan k¥ thuat nghi sém
dé mang san pham dén nhap kho

(6) Cho doi: chd ké hoach san xuét, chd nhan vat tu, chd may khai dong. ..

(7) ‘Sén X’uél'[ khong sinh gid tri: sira chita khuyét tit san pham, van chuyén
khong can thiét,

- Cong phu tro: La cong can thiét nhung khong sinh gi4 tri.

Vi du: Cong yén chuyén san pham tr noi gia cong dén kho, c@ng nhan vat
tu... Trong san xuat, cong phu trg khong nén vuot qua 15% so véi tong cong lao
dong.

- Lao q@ng hiéu qua: Lao dong mang lai gid tri, gio cong co ban dé hoan thanh
mot san pham.

2.2.Ty léq huy ,d(f)ng niing suat: Ty 1¢ huy dong ning suét 12 ty 1¢ giira gio cong
lao dong va tong s6 gio cong lao dong:

Gi0 cong lao dong
Tong s6 gio cong lao dong

Ty 16 huy dong ning suit = (7.1)

Trong do:

- Gi0 cong lao dong = s0 gid lao dong cho san xuat/ nguodi x s6 nguodi

- Tong so0 gio cong lao dong = sO gid lao dong/ ngudi x sO nguodi

2.3. Hiéu nang lao dong toan dién: Ty 1€ cua gio cong hi¢u qua va gid cong
lao dong.
Gi0 cOng hiéu qua
Gi0 cong lao dong

(7.2)

Hi€u nang lao dong toan dién =

Trong do:

- Gio cong hiéu qua = sb gid lao dong co ban tirc gid lao dong sinh gid tri.

- Gio cong lao dong = s6 gio lao dong / ngudi/ ngay ( gio lao dong sinh gid tri +
gi0 lao dong khong sinh gia tri).

3. PHUONG PHAP TINH HIEU NANG LAO PONG TOAN DIEN

Muon tinh dugc hi€u nang lao dong toan dién, can phai xac dinh dugc gio cong
hi€u qua va gio cong lao dong. Gid cong hi¢u qua la gid cong co ban d€ hoan thanh
san pham.
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Gid cong lao dong hiéu qua = s6 gid thyc chat dé hoan thanh san pham | (7.3)

Vi du: Cong nhan Nguyén Vin A, mdi ngay lam viéc 8 gid, tién duoc 8 truc xe
dap. Néu chi tinh riéng thoi gian thuc chat dé tién hoan thanh 1 truc xe dap Anh A
chi can 30 phiit / truc.

- Gio cong lao dong: 8gid
- San lugng: 8 san phim

- Gi0 cong lao dong hiéu qua: 30 phiit x 8 truc = 240 phit = 4 gio.

4. TINH HIEU NANG LAO PONG TOAN DIEN

Vi du: Phan xuong Tién cé 5 cong nhan chuyén tién truc xe dap, mdi ngay lao
dong 8 gio va san lugng san xuat ctia ho 50 truc xe dap/ ngay.

Néu chi tinh riéng thoi gian thuc su dé tién hoan thanh 1 truc xe dap (khong tinh
thoi gian mat di do chd doi, nghi gitra ca, mat dién, su c6 may méc thiét bi, linh vat
tu.v..v), 1an luot cong nhan 1 dén cong nhan 5 c6 thoi gian hoan thanh 1 san phim
nhu sau: 14 phut/ truc; 15phat/ truc; 16 phit/ truc; 17 phut/ truc va 18 phut/ truc

Gio cong lao dong hiéu qua / san pham
Cong nhan 1 14 phut 30 truc
Cong nhan 2 15 phat 28 truc
Cong nhan 3 16 phut 24 truc
Cong nhan4 17 phit 22 truc
Cong nhan 5 18 phut 21 truc

Gio cong lao dong 8gio 50 phut

Séan luong san xuét 115 truc

Hi¢u nang lao dong toan dién ctia Phan xudng Tién dugc tinh nhu sau:

Ap dung cong thuc:

on R o Gi10 cong hi¢u qua
Hi¢u nang lao dong toan dién = Gid co A
10 cong lao dong

Thay s6 vao ta c6:
Gid cong lao dong hiéu qua binh quan / san pham:
(14 +15+16+17+18)/5 = 80/5 = 16 phut/truc
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Gi0 cong lao dong hi¢u qua cua toan phan xudng:
16 phit x 115 tryc = 1840 phut
Gi0 cong lao dong:
8 gi0 x 60 phit 5 cong nhan = 2400 phut

1840 phut

2400 phat 76 > 76%

Hi¢u nang lao dong toan dién =

CAU HOI VA BAI TAP

1. TRAC NGHIEM:

Tim phwong dn trd loi diing nhat bang cdch khoanh tron cdu thich hop (a,b,c,d).
1. Hi€u qua lao dong 1a .......coocvvveeeniieienee,

a. san pham tot c. thanh qua tét nhat

b. gid tri lao dong d. két qua tot nhat

2. Nang suat lao dong 1a s6 lwong san phdm hay khéi luong cong viée 1am ra

dugc trong MmOt ....c.evveeeviiieeiieeiieee

a. don vi thoi gian nhat dinh c. nim

b. thiang d. 6 thiang

3.Congphutroglacong .......coooevvvviiiiiiniiiiin,

a. can thiét nhung khong sinh gi tri. c. khong sinh gia tri

b. can thiét, sinh ra gid tri. d. khong can thiét, sinh gid tri

4. Gio cong lao dong hiu qua 1 s6 gid ...oovveeiveeeieeinl
a. lao dong dé hoan thanh san pham. c. dé hoan thanh san pham
b. lao dong d. thyc chat dé hoan thanh san phim

5. Tinh hiéu ning lao dong toan dién ctia mdt phin xudng Tién, c6 két qua lao

dong cua 1 ngay nhu sau:

Gi0 cong lao dong hi¢u qua

(thuc chét ) / san phém Cong nhan 1 16 phut 20 truc
Cong nhan 2 15 phut 24 truc
Cong nhan 3 14 phut 25 truc
Cong nhan 4 18 phut 18 truc
Cong nhan 5 17 phut 15 truc

Gi0 cong lao dong 80 phut 8gio

Séan luong san Xuét 5 truc 102 truc
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Bai 8
HIEU NANG VAN HANH THIET BI

Ma bai: MPCG1 37 08

I. GIOI THIEU:

Hi¢u nang van hanh thiét bi hay con goi 1a hi€u nang thiét bi toan dién la kha
ning ma thiét bi s& mang lai hiéu qua san xuat trong qud trinh sir dung thiét bi. Nang
cao hiéu ning van hanh thiét bi chinh 12 gép phan ning cao hiéu ning lao dong toan
dién, nang cao lgi nhuan.

II. MUC TIEU THUC HIEN:

Hoc xong bai hoc nay, hoc vién c6 nang luc:
1. Phan tich duoc qua trinh sir dung thiét bi

2. Tinh duoc hiéu ning sir dung thiét bi toan dién trong mot phan xudng va giai
phap nang cao hi¢u nang

III. NOI DUNG CHINH:

1. Phan tich qua trinh str dung thiét bi

2. Hiéu ning thiét bi toan dién

a. Mot sb khdi niém co ban

- Lang cong

- Thoi gian sir dung thiét bi

- Thoi gian hi€u qua

b. Ty 1é huy dong ning suit

c. Hiéu nang thiét bi toan dién

3. Phuong phdp tinh hiéu nang thiét b toan dién

4. Tinh hiéu ning thiét bi toan dién ciia mot phan xudng thuc té
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IV. CAC HINH THUC HOC TAP:

HOAT DPONG 1: NGHE GIANG TREN LOP, CO THAO LUAN VE HIEU NANG VAN
HANH THIET BI

1. PHAN TICH QUA TRINH SU DUNG THIET BI:

Trong linh vyc san Xudt, sir dung thiét bi mang mdt y nghia dac biét, gén lién
voi hi€u qua kinh té. Qua trinh st dung thiét bi dugc tinh trén don vi thoi gian
ngay hodc thang ké tir khi bat dau ca san xuét cho dén thoi diém cubi cung dé
tinh san lugng.

Vi du: Phan tich qud trinh st dung thiét bi (mdy tién) ngay 02/10/ 2007

> »—
Vaoca 7gio00 1100 13g00 16230 17g
Theoi gian sir dung thiét bi Nghi Thoi gian sir dung thiét bi
Gian =
=
doan | = = =
. o = g =
(thdt | S = - = B &
& = & | B = £ =
thodt) | & 2 S = ot on g
o) ~<Q = FEL) <Q E «@©
= ) = | = ) am >
.z AN XU Sén xut San xuét S Sin
San xuat ﬁlaenuzuuf HQ HQ X it
hidu qua (SXHQ) hiéu qua hiéu qua HQ HQ

2. HIEU NANG THIET BI TOAN DIEN
2.1. Mot s6 khai niém co ban:
- Lang cong: Cong mat di ma khong sinh ra gié tri nhung khong thé khong mét.

Vi du: O pham vi hiéu ning thiét bi, lang cong 12 céng mat di do ding may dé
bao dudng theo ké hoach. Lang cong nay 1a tt yéu, khong thé tiét trir.
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- Thoi gian sir dung thiét bi: bao gdm thoi gian sinh gid tri va thoi gian khong
sinh ra gi4 tri nhung can thiét.

- Thoi gian hiéu qua: thoi gian thyc chat dé hoan thanh san pham, tirc thoi gian
sinh gid tri.

2.2. Ty 1 huy ddng niing suit thiét bj:

Ty 1¢ gitra thoi gian san xuit hidu qua va tong thoi gian str dung thiét bi

__Thoi gian san xudt hiéu qua
~ Tong thoi gian st dung thiét bi

Ty 1¢ huy dong ning suét thiét bi (8.1)

Hodc: ty 18 giita thoi gian st dung thiét bi va tong thoi gian san xuét

Ty 1¢ huy dong ning suét thiét bi

Ty 1¢ huy dong ning suat thiét bi = Tng thoi gian san xudt (8.2)
O Vi du trén cho ta thdy:

- Thoi gian sir dung thiét bi = (11g00 —7g00) + (16g30 — 13g 00) =7g 30
- Thoi gian san xuét = (11200 — 7g00) + (17200 — 13g 00) =8g 00

Tong thoi gian str dung thiét bi = Thoi gian san xuat — Thoi gian lang cong (8.3)

Trong do:

Thoi gian lang cong: thoi gian nghi vé sinh cong nghiép theo ké hoach + Thoi
gian chd hop dong san xuit. Ty 16 thoi gian 1ang cong can phai khéng ché, nhé hon
20%.

2.3. Hiéu niing thiét bi toan dién: Ty 1¢ gitta thoi gian san xuét hiéu qua va
tong thoi gian sir dung thiét bi hodc ty 18 giita tich cta thoi gian chu trinh mdy véi sd
san pham dat tiéu chudn chit lvong va tong thoi gian sir dung thiét bi.

Hiéu nang Thor gian SX hidu qua T/ glanhihu érltnk}ll Eiulet bi x san
thiétbi = = Ppramea e ToTe (84)

toan di¢n Tong t/gian stir dung thiét bi Tong thoi gian str dung thiét bi
Trong dé:

Thoi gian chu trinh thiét bi 12 thoi gian thyc sy dé hoan thanh mot san pham,
khong bao gdbm céc thoi gian lang cong va hao phi.

3. PHUONG PHAP TINH HIEU NANG THIET BI TOAN DIEN:

Mubn tinh hi¢u nang thiét bi toan dién, trinh ty cac budc thuc hién nhu sau:
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(1) Tinh tho1 gian san XUt hi¢u qua;

(2) Tinh thoi gian chu trinh thiét bi;

(3) Xdc dinh sb san ph'flm dat tiéu chuan chét luong trong don vi thoi gian dugc
xét dé tinh hiéu ning thiét bi toan dién;

(4) Tinh tong thoi gian sir dung thiét bi

(5) Lap ty so: Thoi gian san xuét hiéu qua/ Tong thoi gian sir dung thiét bi hoic

Ty s6: (Thoi gian chu trinh thiét bi X Toéng san pham dat chat luong) / Tong
thoi gian str dung thiét bi.

4. TINH HIEU NANG THIET BI TOAN DIEN CUA MOT PHAN XUONG THUC TE:

Phan xuéng Dot dip, chuyén dot dap 1ong dén. Tuan 18 tir thtr hai dén thir sdu
ho san xuat nhu sau:

Thoi gian chu trinh may 20 giay
Tht Hai 8230 dén 17200
Thoi gian Thir Ba 8200 dén 16g30
bat dau va thoi gian két thic | Thi Tu 8200 dén 12g00
Tht Nam 9g00 dén 16g00
Thir Sdu 8230 dén 16g00
Nghi an trua hang ngay Tur 12g00 dén 13g00
S6 lugng san xuat 4.000 16ng dén
S6 san pham bi khuyét tat 1.100 16ng dén

Hi¢u nang thiét b toan dién ctia Phan xuong Dot dap dugce tinh nhu sau:

Thoi gian chu trinh thiét bi X

Hiéu nan \ 2 Z 20x (4.000-1.100
thiét bi & _ sadn pham dat chat lugng _ ( )
toan di¢n Tong t/gian st dung thiét bi Tong thoi gian sir dung thi€t bi

Thoi gian sir dung thiét bi:

- Thur Hai: (12g00 - 8g30) + (17g00 - 13g00) = 3230 + 4g00 = 7g30
- Tho Ba: (12g00 - 8g00) + (16200 - 13g00) = 4g00 + 3g00 = 7g00
- Tht Tu: (12g00 - 9g00) = 4g00 = 4g00

- Thtr Nam: (12g00 - 9g00) + (16g00 - 13g00) = 3g00 + 3g00 = 6g00
- Thr Su: (12g00 - 8g30) + (16g00 - 13g00) = 3g30 + 3g00 = 6g30

Tong thoi gian sir dung thiét bj = 7g30+7g00+4g00+6g00+6230 = 31gid00
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Thoi gian san xuat hiéu qua = Thoi gian chu trinh thiét bi x san pham dat chét luong

= 20 gidy X (4.000-1.100)
Hicu nang thiét 20 gidy x (4000 — 1100) ) 58.000 giay _ 51979
bi toan dién 31g00 x 3600 gidy 111.600 giay ’

Nhan xét: Hiéu ning thiét bi toan dién cia Phan xwéng Dot dap nay thap

(< 60%)

CAU HOI VA BAI TAP

1. TRAC NGHIEM:
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Tim phwong dn trd 10i diing nhdt bang cdch khoanh tron cau thich hop (a,b,c,d).
1. Thoi gian st dung thiét bi bao GOM .........cooveiiiiiiiie s e
a. thoi gian sinh gid tri va thoi gian khong sinh ra gia tri.

b. thoi gian sinh gid tri nhung can thiét

c. thoi gian sinh gid tri can thiét

d. thoi gian sinh gid tri va thoi gian khong sinh ra gid tri nhung can thiét

2. Thoi gian hiéu qua: thoi gian thuc chit dé hoan thanh san pham, tic...............
a. thoi gian sinh gia tri c. thoi gian khong sinh gid tri

b. thoi gian khong sinh gid tri d. thoi gian c6 gia tri

3. Ty 18 huy dong nang sudt thiét bj 12 ty 18 gitta .............ceeevenn...n.

a. thoi gian san xuét hiéu qua va thoi gian str dung thiét bi

b. thoi gian san xuat hiéu qua va tong thoi gian sir dung thiét bi

c. thoi gian san xuét va thoi gian sir dung thiét bi

d. thoi gian san va tong thoi gian sir dung thiét bi

4. Tong thoi gian st dung thiét bi =

a. thoi gian san xuat — Thoi gian lang cong

b. thoi gian lang cong — Thoi gian san xudt

c. thoi gian san xuat — Thoi gian lang phi

d. thoi gian lao dong — Thoi gian lang cong

5. Nang hiéu ning thiét bi toan dién bang cach:

a. ting san pham chit luong

b. tang chu trinh thiét bi

c. giam thoi gian sir dung thiét b

d. tang thoi gian sir dung thiét b



PAP AN CAU HOI VA BAI TAP
Bai 01.

1. TRAC NGHIEM:

1. Quy pham 1a nhitng diéu quy dinh chdt ché phai tudn theo dé thuc hién mot
cong viéc, mang tinh phdp 1énh va khong dwoc lam khdc.

2. Quy trinh 13 trinh tw phdi tudn theo dé tién hanh mét cong viée. Quy trinh k§
thuat san xuat 1a trinh tw ky thudt phdi tudn theo phai tuan theo dé san xuat san pham
dat duoc hiéu qua tot nhat.

3. Moi hoat dong ctia mot t chirc, nha mdy, xi nghiép san xudt tir cong tic quan
ly, diéu hanh va dic biét lao dong san xuat tryc tiép déu phai tuin thu ding quy
trinh, quy pham. M&i khi quy trinh, quy pham dugc nghiém tic thuc hién, hidu qud
lao dong s& cao va tir d6 1gi nhuén tang.

2. TU LUAN

Lap quy trinh k¥ thuat ciia mdt cong viéce thudc pham vi nghé nghiép:
Bai 02.

1. TRAC NGHIEM:

1. Bao dudng 1a tréng nom, gifr gin va stra chita dé kéo dai tudi tho cia may
moc thiét bi
2. C6 nhiéu hinh thirc bao dudng:bao dudng thudng xuyén, va bao dudng dinh ky.

3. Pai tu hay con goi 12 sira chita 16n nham phuc hoi nang luc thiét bi, mdy méc
sau mot tho1 gian khai thac sir dung.
4.:1-3-4-6-5-2-7.

Bai 03.
1. TRAC NGHIEM:

1. Kaizen dugc ghép tir hai tir tiéng Nhat: Kai c6 nghia 1a Thay déi va Zen c6
nghia 12 Tét hon Kaizen c6 nghia 1a Thay doi dé tot hon.

2. Seiri: sang loc: tirc 12 logi bo tdt cd moi thir khéng can thiét, khong c6 gid tri
ra khoi cong viéc, nha xudng, to chuec...

3. Seiton: Sdp xép: tirc 1a phan loai, hé thong hod dé bt cir thir gi cling c6 thé
""dé tim, dé thay, dé lay, dé kiém tra, dé tra lai".
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4. Seiso: Sach se: tic 1a lau chui, quét don, v¢ sinh, kiém tra xem moi thr ¢é
dugc sdp x€p dung noi quy dinh va

ZNn "

4. Seiketsu: Sin séc: nham "Tiéu chuin hod", "quy trinh hod" nhiing gi da dat
dugc voi ba nguyén tac néu trén dé moi thanh vién ctia doanh nghi¢p tuan theo mot
céach bai ban, h¢ thong.

5. Shituke: San sang: Gido duc, duy tri va cdi tién bon nguyén tic néu trén trong
bat ky moi hoan canh nao va trong suat qua trinh hoat dong cua doanh nghiép.

Bai 04.
1. TRAC NGHIEM:
1. a.
2.cC.
3. a.

4.b.
5.d.

Bai 05.
1. TRAC NGHIEM:
1.b.

2.a.
3.b.

2. TU LUAN:
Tiéu chi va tiéu chuin danh gia hiéu qua sin xuit ciia doanh nghiép:

1. Tiéu chuan d4nh gid hiéu qua 1a thudc do hidu qua dugc xay dung dya trén
céc tiéu chi, tiéu chuan sau:

- Tién d¢, téc do san xuat: Nhip do san xuét dién ra sudéng s¢; San xuit theo
ding tién do.

- San pham: Pdp tng duoc yéu cau chét luong; Gia thanh hop 1y; Giao hang
ding yéu cau khach hang.

- Ning suét cdc ngudn: St dung c6 hiéu qua cdc ngudn thong tin; St dung cé
hiéu qua vat tu, nguyén li¢u; St dung c6 hi¢u qua thiét bi; Sir dung con ngudi c6
hi¢u qua.
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2. Tai chinh:

- Chi, thu c6 hi€u qua;

- Doanh thu tang;

- T4i dau tu c¢6 hiéu qua;

- Gia tri tai san gia tang.

3.Tiéu chuin d4nh gid ning suat: Tiéu chuin d4nh gid ning suét cua hoat dong
san xuat dya trén san lugng, so gio lao dong, thoi gian chu trinh may

- San luwong: San luong 1a khéi luong san phadm lam duoc. San luong thuc té
lam dugc thuong nhé hon mong doi (< 100%). San lugng thuc té cang cao, nang
sut cang cao.

- S gi0 lao dong thuc chat: Sb gid lao dong thuc chat 1a gio thyc sy lam ra
san pham. Gid lao dong mdi ngay 12 8 gio nhung gio lao dong thuc chat bao gid
ciing nho hon gio lao dong thuc té. , cang tién gan bang gid 1am viée, ning suat
s€ cao.

- Thoi gian chu trinh mdy (thiét bi): Thoi gian chu trinh mdy 12 thoi gian co ban
dé hoan thanh mot san pham. Thoi gian nay khong bao gdm thoi gian chd doi do
mat dién, su cd thiét bi hay nghi giita ca.v.v. ma chi don thuan thoi gian hoan thanh
mot san pham. Thoi gian chu trinh mdy cang ngan, ning suat cang cao.

Bai 06.
1. TRAC NGHIEM:
1.d.
2.a.
3.b.

4. a.
5.c.

2. TU LUAN:
NGUYEN TAC 5W1H

What Nhiing gi thuc su phai [am? Can thiét khong? )  Loai trir
Muc dich: céc cong vigc
khong can thiét
Why  Tai sao hoat dong nay lai can thiét ?
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Noi chén: Where O dau cong viéc dang tién hanh? \  Kéthop

Cén tién hanh ¢ dia diém nao thich hop? bét ¢t noi nio
c6 thé
Trinh tu: When Khi nao tién hanh? Sap xép lai
Cén tién hanh vao thoi diém nao? trinh ty cong viéc
) d&c6 hiéu qua hon

Nguoi: Who  Ai dang thuc hi¢n cong viéc?
C6 ai gio1 hon khong?
Phuong tién: How Bflng cach nao cong viéc dugc thyc hié¢n?
C6 kha nang khéc thyc hién ¢ hiéu qua hon khong?

Bai 07.
TRAC NGHIEM:

1.b.

2. a.

3. a.

4.d.
5.0,68 -> 68%

Bai 08.

TRAC NGHIEM:
Tim phwong dn trd 10 diing nhdt bang cdch khoanh tron cau thich hop (a,b,c,d).
1.d.
2. a.
3.b.
4.c.
5.b.
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TAI LIEU THAM KHAO

1. B Luat Lao dong ciia nu6c CHXHCNVN
2. Phap Iénh cong chtrc

3. Nghi dinh s 35/2005/ND-CP ngay 17/3/2006 ctua Chinh phu vé viéc xir 1y ky
luat can b, cong churc.

4. ChuSanRen, Thyc hanh cong xuong Kaizen.

5. ChuSanRen, Huéng dan thuc hanh cdng xudng Kaizen.

6. ChuSanRen, Cong ngh¢ cong nghi¢p cho phan xudng Kaizen.

7. Tong cong ty Dién Iyc VN, 1998, Quy trinh van hanh — stra chita mdy bién dp
8. Phiing Thi Hong Ha, Quan tri san xuat, DHKT

9. TS. Pham Anh Tuan, Triét 1y quan ly Kaizen, Tap chi Nha quan ly
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MUC LUC

Loi tua
Bai 1. Chap hanh quy pham, quy trinh k¥ thuat
L. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Cac hinh thic hoc tap
Bai 2. Bao quan, stra chita thiét bi may moc
L. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Céc hinh thuic hoc tap

Bai 3. Té chirc noi lam viéc theo 5S (phuong phap Kaizen)

I. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Céc hinh thuic hoc tap
Bai 4. Ky luat lao dong
I. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Cac hinh thic hoc tap
Bai 5. Gia tri va hiéu qua trong hoat dong san xuat
L. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Céc hinh thuic hoc tap
Bai 6. Bién phap cai tién nang suat va chat luong
I. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Céc hinh thuic hoc tap

54

Trang

11
11
11
11
11
14
14
14
14
15
21
21
21
21
21
25
25
25
25
25
30
30
30
30
30
35
35
35
35
35



Bai 7. Hiéu nang lao dong
L. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Céac hinh thic hoc tap
Bai 8. Hiéu nang van hanh thiét bi
L. Giéi thiéu
II. Muc tiéu thuc hién
III. Noi dung chinh
IV. Céc hinh thuic hoc tap

39
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44
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44

55



CHIU TRACH NHIEM XUAT BAN:

HA TAT THANG
Q. GIAM POC NXB. LAO PONG - XA HOI

T4 chirc bdan thdo va chiu trach nhiém noi dung:
TONG CUC DAY NGHE )
TRUONG CAO PANG CONG NGHIEP HUE

Bién tdp va hiéu dinh:
NGO THI KET

Trinh bay bia:
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