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Tp. H6 Chi Minh, ngaydy thangdndam 2084
PE CUONG CHI TIET HOC PHAN

1. THONG TIN CHUNG VE HQC PHAN
1.1. Tén hoc phén: KY NANG SOAN THAO VAN BAN
Tén tiéng Anh: Text Editing Skills
- Ma hoc phan: S6 tin chi: 03
- Ap dung cho nganh/chuyén nganh dao tao:
+ Bac dao tao: DBAI HOC
+ Hinh thire dao tao: CHINH QUY
+ Yéu cau ctia hoc phan: (Tw chon)
1.2. Khoa/B$ mén/Giang vién phu trach hoc phan: Khoa Kinh Té- Luat/ B mén
Luat
1.3. M6 ta hoc phan:
- Vai tro, vi tri hoc phan, cac kién thirc sé trang bi cho sinh vién: Hoc phan K¥ ning
soan thao van ban cung cp cho nguoi hoc nhitng kién thic co ban vé hé théng vin ban
Viét Nam, dong thoi rén luyén ky nang soan thao mot sd van ban thong dung.
- Yéu cau cua hoc phén: twr chon
- Cac hoc phan tién quyét: Phap luat dai cuong, Tin hoc dai cuong va Thuc hanh tin hoc
dai cuong
@ Cicydu cdu khac dbi voi hoc phan: khong
- Phan bo gio tin chi doi vai cac hoat dong:
+ Nghe giang 1y thuyét: 8 tiét
+ Thao luan: 6 tiét
+ Lam viéc nhom trén 16p: 6 tiét
+ Bai tap: 10 tiét
+ Tu hoc: 90 tiét
1.4 Cac diéu kién tham gia hoc phén:

- Céc hoc phén hoc trude: phap luat dai cwong, tin hoc dai cuong



- Céc hoc phan hoc song hanh: khong

- Cac yéu cau khac doi voi hoc phan : Nam virng cdc quy lut chinh ta. cach ding
tr nglr, cach viét cau tiéng Viét.
2.MUC TIEU CUA HQC PHAN

Sau khi hoc xong hoc phan Ky nang soan thao van ban, ngudi hoc ¢6 kha nang:

- Vé kién thire: Hé thong duoc nhirng kién thirc co ban vé& van ban noi chung, mo ta
dugc thé thirc va ky thudt trinh bay cac yéu t6 thanh phan ciia vin ban theo quy dinh phap luat
hién hanh; dong thoi trinh bay duoc quy trinh soan thao, ban hanh cac loai vin ban trong cac co
quan, t6 chirc, doanh nghiép: trong d6 chit trong nhét 1a trang bi k¥ thudt soan thao mot sé vin
ban thong dung.

- V& Ky ning:

Nguoi hoc ¢6 kha nang:

+ Lua chon duoc loai vin ban phit hop v6i tinh hudng can ban hanh;

+ Soan thao diing yéu cau vé thé thc, ky thudt trinh bay, van phong va ngén ngft cac loai
van ban trong chuong trinh mén hoc.

+ Thuyce hién ding va du cac budce k¥ nang trong quy trinh xay dung va ban hanh van ban.

- Nang luce tu chu va trach nhiém:

Thong qua viée hoc tép hoc phé‘m K¥ ndng soan thao van ban, nguoi hoc ¢6 kha nang
phan tich ddi chiéu dé lam ro su khac biét gitra cac loai van ban vé cac phuong dién: bd
cuc, thé thire, van phong, pham vi stt dung. Tir d6 ¢6 kha ning phan tich, dédnh gia, hudng
dan soan thao va sira chira cac van ban thong dung trong co quan.

3.CHUAN PAU RA

3.1 Chuin diu ra ciia hoc phan

Muc tiéu Chuén diu ra hoc phan Pip wng chuan diu ra CTPT

|

Trink by duige dic ot - phong, -K'sl: CO:' cac }(lel'l thire ’ve \'/én ban harvlh
thé thite, dac trung ctia van ban hanh | ¢hinh nham van dyng xdc dinh dugc dic

sl chinh trung cua cac loai van ban

thie - Ks2 - Ks2: Co kha nang vén dung dugc céc kién
Mo ta dugc quy trinh soan thao van | thirc dé soan thao va stra 16i van ban
ban hanh chinh




Soan thao duoc cac van ban hanh

- C6 k¥ nédng soan thao cong van, soan thao
van ban, hgp dong thuong mai, cac bién ban

1 h .
o8 chinh thong dyng hop, cac loai vdn b’én hanh chinh cua doanh
Ky _— nghi€p, co quan, to chuec...
nﬁng Ss2 Stra 101 thé thirc
| Ss3 Stra 16i vin phong ctia cdc cac van
' ban
. Van dung lya chon vin ban phu hop | - Al .2
Mirc bl hi Y hé " | Panh gia, van dung dugc kién thire mon hoc
ty | Asl bronghul huong ou vao cudc sdng thuong ngay.
chu
Vi ; . ' — 1 - As2: C6 nang luc sang tao va lam viéc doc
® i Hinh thanh tinh chu dong, tu tin va | 1ap_ hogc lam viéc nhém, dong thoi tu chiju
tré.ch A ban linh cho sinh vién khi dam nhan trach I'llhiém ca nhan, trach nhiém doi voi
. cong viéc cua nhom.
nhiém cOng viéc soan thao van ban.
3.2 Ma trin lién két ngi dung ciia hoc phan véi chuan diu ra ciia hoc phin
NOI DUNG Chuén dau ra mén hoc
T Kién Ky Thai
thire nang do
| | BAI 1: VAN BAN VA VAN BAN QUAN LY NHA | ¢ 3 Ss2: Ss3 | Asl
~ NUGC
> | BAI2: YEU CAU CHUNG VE KY NANG SOAN | Ksl: Ssl; Asl;
THAO VAN BAN Ks2 Ss2; Ss3 | As2
! BAI 3: QUI TRINH XAY DUNG VA BAN | Ksl: Ssl: P
HANH VAN BAN Ks2 Ss2; Ss3 | As2
4 | BAI 4: SOAN THAO MOT SO VAN BAN  Ksk Ssl; Asl;
THONG DUNG Ks2 Ss2; Ss3 | As2




4. NOI DUNG HQC PHAN VA KE HOACH GIANG DAY

Hinh thire to chire day-
hoc
GIO LEN LOP
;l'l‘wic Phuong | Yéu ciu sinh
Théi " nh || phap | viénchuinbi | Ghi
gian Nysdung - lt;;};; hoc, giang | trwéc khidén | cha
y : = 5
thuyét | (Bai thu, day ki
tdp/ ng'!en
Thio | ™
luan)
10 '
Tudn Thuyét DPoc gido
. | pir e v pin vi trinh; trinh, tai liéu
T | vAN BAN QUAN LY pe | RN
Q 3 2 luan;
Dén NHA NUOC nghién
clru tinh
hudng
Thuyét Doc gido
ik | AL B UEL (EAT E;E]’h; NB3t(§:I’;E’20fN
g = ao
2: |CHUNG VE KY 5
=8 3 X luan; b-CP
T NANG SOAN THAO nghién
Den VAN BAN ctru tinh
hudng
o BAI 3: QUI TRINH Thuyét Poc gido
XAY DUNG VA trinh; trinh,
Tuan R % Thao | ND30/2020/N
3. Bﬂ&N HANH VAN Tk D-CP
Tr: ‘ BAN nghién
clru tinh
Dén hudng
Tuan | BAI4: THU'C HANH Thuyét | Chuén bi mau
4: | SOAN THAO MOT ) g 20 trinh; | thong bao
Tu: | SO VAN BAN Thao
THONG DUNG luan: Mai nhém




Hinh thirc t6 chire day-

hoc
GIO LEN LOP
Thue Phwong | Yéu cau sinh
e NOi dung e | B | PR | visidheRubi | GE
gian i hoc. giang trwde khi den | cha
Ly‘ hop. t-gr . day l6p
thuyét | (Bai -
’ nghién
sap/ clru
Thao
ludan)

Pén | 1.1. K¥ thudt soan nghién | phai chudn bj
thao thong béo ctru t6i thiéu mot
2.1.1. Khai niém tinh may tinh dé
2.1.2. Yéu cau huéng |soan thao va
2.1.3.Bb cuc trinh chiéu van
2.1.4. Cach soan thao ban

Tra loi cau
hoi:

- So voi thé
thirc trinh bay
chung cua
VBHC thi
thong bao co
gi gidng va
khac nhau?
Chuin bi
thiao ludn:
-Théng béo co
phai luén bat
bude co qude
hi¢u tiéu ngir
Khoéng?

Tuan Thuyét | Poc giao
5 trinh; | trinh trang 90-
Tu: | 1.2. K¥ nang soan thao Thao Ol;
cong van luan; Chuén bi cac
Dén | 2.2.1. Khdi niém nghién | mau vin ban

2.2.2. Yéu cau 3 7 20 | ctu Cong vin, thu
2.2.3.Bé cuc tinh thuong mai

2.2.4. Céch soan thao huéng | Cac nhom da
1.3. K¥ nédng soan thao duoc phan
thu thuong mai cong dé tai
2.3.1. Khai niém phai gui file da




Thoi
gian

Noi dung

Hinh thirc t6 chire day-

hoc

GIO LEN LOP

Ly
thuyeét

Thue
hanh
tich
hop
(Bai
1ap/
Thao
luan)

Tu
hoc,
tu
nghién
ciru

Phwong
phap
giang

day

Yéu céu sinh

vién chuén bj

truée khi dén
16p

Ghi
chu

2.3.2. Yéu cu
2.3.3.B6 cuc

2.3.4. Cach soan thao

chuin bi cho
GV qua mail
trudc khi hoc
it nhit mot
ngay dé GV ¢
thoi gian phan
hoi

Tra loi cau
hoi: Cong vén
c6 gi khac vé
thé thire so véi
cac loal vin
ban khac?
Chuin bi
thio ludn:
Thu moi hop.
thong bao moi
hop va cong
vin moi hop
c6 gi gidng va
khac nhau?
Cac nhom da
duogc phan
cong dé tai
phai gui file
di chuin bi
cho GV qua
mail trudc khi
hoc it nhat
mot ngay dé
GV c¢6 thoi
gian phan hoi

Tuin

2.4. K¥ nang soan thao

20

Thuyét

Poc giao




Hinh thirc t6 chire day-

hoc
GIO LEN LOP
Ehkrﬁ Phuong | Yéu ciu sinh
T.hm N g t?:h Tu p_lzap vién chua.m P; Gh'l
gian Ly hep hoc, giang truwée khi den | cha
thuyét (Bﬁi tl‘E. day iy
i/ nghién
tap clru
Thao
ludn)
6: bao cao trinh; | trinh trang
Tu: | 2.4.1. Khai niém Thao 102-104.
24.2. Yéu cau luan; Chuan bi céc
bén | 2.4.3.Bd cuc nghién | mau van ban
2.4.4. Cach soan thao cuu Béo cao.
tinh
huong | Cac nhom da

duoc phan
cong dé tai
phai gui file da
chuén bi cho
GV qua mail
trude khi hoc
it nhét mot
ngay dé GV ¢o
thoi gian phan
hoi.

Poc giao
trinh  trang
113-114.

Chuan bi cac
mau van ban

to trinh Cac
nhém da duoc
phan cong dé
tai phai gui
file da chuan
bi cho GV qua
mail trude khi
hoc it nhat mot
ngay dé GV co




Hinh thire t6 chire day-
hoc
GIO LEN LOP
?"l_ll.flc Phwong | Yéu ciu sinh
Thoi P~ Al Ti phap vién chuidn bi | Ghi
gian Ngl dung tich hoc, giang | trwéc khidén | cha
ty day lop
nghién
clru

Ly hop
thuyét | (Bai
f(_?pf
Thao

luan)

thoi gian phan
hoi.

Tra loi cau
hoi: Bdo cao
va Thong bao
6 gi gibng va
khac nhau?

Chuén bi
thao luan:
Tai sao bao
cao phai trung
thuc? Trong
thue té, bdo
cao c¢O phai
ludn trung
thuc khong?
Tai sao? Hau
qua cua viéc
béo cdo thiéu
trung thuc la
gi?

Tuén | 2.5.K¥ nang soan thao Thuyét | Cac nhom da
7: | dontu trinh; | dugc phan
Tir: | 2.5.1. Khéi niém Thao |cong d¢ tai
.o | 2.5.2. Yeu cdu luan; phai gui file da
bén | 2.5.3. B6 cuc nghién chuan bi cho
2.5.4 . Cach soan thao clru GV qua mail
tinh trude khi hoc
huéng |it nhat mot
ngay dé GV c6
thoi gian phan




Thoi

gian

Noi dung

Hinh thire t6 chire day-
hoc

GIO LEN LOP

Thuc
hanh
tich

Ly hop
thuyét (Bai
tap/
Thao
lucn)

Tu
hoc,
tu
nghién
clru

Phuong
phap
giing

day

Yéu céu sinh

vién chuan bi

trude khi dén
lop

Ghi
chu

héi

Tra loi cau
héi:  phuong
phap ghi bién
ban hoi nghi?
Chuin  bi
thao luan:
Van phong cua
Pon tor co gi
gidng va khéc
cac loai van
ban hanh
chinh khac

Tuan

Tur:

2.6. K¥ nédng soan
thao bién ban

2.6.1. Khai niém
2.6.2. Yéu cau

2.6.3. B6 cuc

2.6.4. Cach soan thao

Thuyét
trinh;
Thao
luan:
nghién
clru
tinh
huéng

Cac nhom da
dugc phan
cong dé tai
phai gui file da
chuan bi cho
GV qua mail
trude khi hoc
it nhit mot
ngay dé GV ¢
thoi gian phan
hoi

Tra loi cau
héi:  phuong
phép ghi bién
ban hoi nghi?
Chuin  bj
thao luan:

16 29 90




5. HQC LIEU

5.1 Tai liéu chinh: (16i da 3 quyén)

I. Truong DH Luat Tp. Ho Chi Minh, 2017, Gido trinh Ky ndang soan thao van ban,

Nxb. Hong Prc.

2. Truong DH Luat Ha Noi, 2019, Gido trinh Ky nang soan thao van ban hanh chinh

thong dung. Nxb. Tu phap.
5.2 Tai li¢u tham khao: (t6i da 5 quyén)

I. Truong DH Cong nghé thong tin, 2014, Gido trinh Tiéng Viét thuc hanh, Nxb. DH
Quoc gia tp HCM (GS., TS. Nguyén Dirc Dan va PGS., TS. Tran Thi Ngoc Lang bién

soan).
2. Nguyén Thi Nhan, 2006, Tiéng Viét thiee hanh, Nxb Thé duc Thé thao.

3. Lé Van In (Chu bién), TS. Nghiém Ky Héng, ThS. P& Van Hoe, 2015, Gido trinh

Vén ban quan by nha mede va ky thudt soan thao, Nxb. PHQG Tp H6 Chi Minh.

4. Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cia Chinh phu vé cong tac van thu

5.Céc van ban lién quan khéc.

6. PHUONG PHAP PANH GIA KET QUA HQC TAP HOC PHAN
6.1 Panh gia qua trinh: trong s6 40% trong diém hoc phan

CAU
- T CACCPR | TRUC
T PHUONGCI;)[I;AP DPANH MO TA ‘DU'(JC D[EM
DANH GIA | THANH
PHAN
Diém chuyén can: Sinh | - Dénh gid thai d¢ tich cuc cuia
vién di hoc thuong xuyén, | sinh vién d6i voi mén hoc.
" z - S B - —
1 kh(:)lllg vang qua 20% so E.)anh' nang_}uc t'u chﬁu, tu Asl. A& 10%
budi hoc chiu trach nhiém céa nhéan, tu
dinh hudng hoat dong chuyén
mon nghé nghiép
Bai kiém tra ca nhan: Bai | - Danh gid duoc mire d9 tiep
tp thyc hanh: thqu va van'dunguklen thirc
cua tung sinh vién
Tim van ban hanh chi (co e . ;
2 | du do): ( - banh gia kha nang suy luan Igs; IS<S§ 20%
' ap dung thuc té Ml 00 .
Nhan xét cich trinh bay Asl, As2
(theo 9 phan bat budc):
Stra 15 (néu co).




Thio ludn nhém: Moi
nhoém (téi da 5 nguoi) dugc
phan cong chuan bi mot noi
dung ¢ budi dau tién: Tim
hiéu vé mot thé loai vin
ban hanh chinh

NoOp trén Ms Teams trudc

- Panh gié ki ning thuyét
trinh

- Panh gia kha nang am hiéu
kién thuc

- Banh gia kha ndng twrong tac
vOi cac thanh vién va giang
vién thong qua tra 101 phan

o ‘ ) e Ksl, Ks2:
F 5 ‘) . ] ’
3 khi trinh bay 2 ngay. bién. Ssl. Ss2: 20%
Giang vién s& dat cau hoi Asl, As2
lién quan dén mot sé ndi
dung co ban trong phan
chuan bi cia nhom. Nhom
dugc giao s€ tra loi. Cac
thanh vién trong 16p nhén
xét, dat cau hoi.
Kiém tra giira ky: - Banh gia kha ndng ghi nh¢
K‘iém tra gitta ki 60 phut | va van dung kién thirc vé van
bang hinh thuc tu lué@n: | ban ha i
. g o it 'b" 'd‘ ban’hanh. f}h]ﬂ}'l ,\ Ksl, Ks2:
oan Thap mot 'van ban 68 | . Pénh pif khi ning phén Ssl. Ss2:
4 dugc tim hiéu biét 13i 8;3: ’ 50%
- Panh gid kha nang chon | Asl, As2
phuong an toi uu
TONG 100%
6.2 Danh gia két thic hoc phan: trong s6 60% trong diém hoc phin
' CAC CPR | CAU TRUC
PHUONG PHAP SiBTh PUQC DIEM
DANH GIA BAN'H THANH
GIA PHAN
BAI THI TU LUAN | Panh gi vé kién thirc:
- Danh gia kha nang ghi nh¢ va véan dung | Ksi1: Ks2: 5087
60 phut kién thirc vé van ban hanh chinh Ks3 ’

| - Noi dung chu

- Panh gia kha nang van dung cac kién thirc




yéu la:
. Phin sta 10i
van ban GV da hudng
dan.

- Trinh bay mot
s6 van dé 1y thuyét vé
van ban hanh chinh.

- Soan thao mot
mau van ban da hoc
theo mot tinh héng cu
thé

- C6 mot s6 cau
hoi lién hé thuc tién
(khong qué 20%)

dd hoc dé nhan xét va sta 18i trong céc
truong hop cu thé.

Pinh gia vé ky ning:

- Dénh gia kha nang phan tich 13i trong vin
ban

- Déanh gia dugc kha ndng van dung dugc
cac kién thirc vé vin ban dé soan thao vin
ban hoan chinh.

Pinh gia vé mirc tw chi ty chiu trach
nhiém:

Pénh gia tinh tich cuc, chu dong tiép thu
kién thire va k¥ ndng dugc hoc: c¢6 kha niang
| van dung nhirng kién thirc da hoc mét cach
linh hoat va sang tao trong timg tinh huéng
thuc tién.

- Danh gié tinh chu dong, tich cuc, sang
tao trong viéc cap nhat kién thirc méi, ndm
bét kip thoi, tich ity kién thire, kinh nghiém
dé nang cao trinh do chuyén mon, dép ing
nhu ciu cao trong cdng viéc.

Tong

Ssl, Ss2; "
Ss3 60%
Asl, As2 10%
100%

Ban Giam hiéu

Duyét

==

P. Truopg khoa

e
mﬂq‘f ﬂﬂ"l
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Truong bo mon
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