BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HOC KINH TE QUOC DAN DPoc 1ap — Tu do — Hanh phiic

PE CUONG CHI TIET HQC PHAN
CHUONG TRINH CU NHAN QUAN LY CONG VA CHINH SACH
BANG TIENG ANH
(E-PMP)

TRINH PO PAO TAO: PAIHOC  LOAI HINH PAO TAO: CHINH QUY

1. THONG TIN CHUNG
- Tén hoc phan (Tiéng Viéy): Ky thudt soan thdo van ban
- Tén hoc phan (Tiéng Anh): Technical Writing

- Ma hoc phan: EPMPI1107

- Thuéc khoi kién thire: Kién thirc co sé
- S0 tin chi: 3

- Cdc hoc phan tién quyét: Khong

2. BO MON PHU TRACH: B mén Quan ly xa hoi
3. MO TA HOC PHAN

Hoc phan cung cap nhing kién thirc co ban vé cach thic soan thdo vian ban co ban
va chuyén sau, gan lién voi thuc té cong viéc ciia cac nha quan 1y va chuyén gia
trong linh vuc quéan 1y cong va chinh sach. Cac vin ban sinh vién dugc huéng dan
thuc hanh lién quan t&i cac loai hinh vin ban str dung trong bdi canh kinh doanh va

quan ly cong.

4. TAI LIEU THAM KHAO

- Tai liéu tham khao: Lé Vian In & Nghiém Ky Hong (2013), Vian ban quan 1y
Nha nudc va k¥ thuat soan thdo van ban, NXB PHQG TPHCM

- Gerald William Morton (1996), Effective business writing- Principles and
applications.

- Handout bai giang phat vao cac budi hoc

5. MUC TIEU HQC PHAN

Muc i CDR cua Trinh do
L Mo ta muc tiéu .
tiéu CTDT nang luc




(Gx)
1] [2] [31] [4]
Nam vitng va hiéu duoc cic khai niém, KTI1 2
Gl cach phéan loai, cac yéu cau, ndi dung co
(Kién |ban va cach trinh bay cac loai hinh giao
thirc) | tiép bang vin ban trong hoc thudt va tai
noi lam viéc.
Co6 ky nang phan bi¢t va xay dung duoc KN4 4
cac loai van ban quan 1y co ban va mot sd KNS5 3
G2 linh vyc khac (vi du: van ban phap quy,
(Ky van ban hanh chinh, van ban dan su,..)
ning) | bang tiéng Viét va tiéng Anh. Tir d6 c6 thé
phan tich, thuyét trinh va viét nham phuc
vu hoc tap va cong vi¢c trong tuong lai.
G3 | C6 tinh than trach nhiém, hop tac, ty chi NLTC2 4
(Mtrc tu | va chiu trach nhi¢m vé két qua cong vigce,
chii va | tu hoc hoi dé phuc vu cho cong viéc nham
trach | tao nang lyc lam vi¢c sudt doi.
nhiém)

6. CHUAN DAU RA HQC PHAN

Muc tiéu
hoc phi’in

CDbR
(CLOx.x)

Mo ta chuan dau ra

Trinh d§ nang luc

[1]

2]

3]

4]

Gl
(Kién thirc)

CLOl.1

Nam vimng va hiéu duoc cac
khai ni¢m, phan loai va ndi
dung co ban vé céac loai hinh
giao tiép bang van ban trong

hoc thuat va tai noi lam viéc.

CLOl1.2

Nim viing dugc cac yéu cau
d6i véi cac loai van ban trong
hoc tap va trong cong viéc va
van dung dugc cac kién thirc

d6 khi trinh bay van ban.

CLOl1.3

Ap dung duogc cic quy dinh




ve trich dan va chong dao van

khi soan thao van ban

C6 k¥ nang phan biét va xay
dung duogc cac loai van ban
quan 1y co ban va mot sb linh
vuc khac (vi dy: van ban phap
quy, van ban hanh chinh, van

ban dan su,..)

C6 k¥ nang phan tich, thuyét
trinh va viét bang tiéng Anh
nham phuc vu hoc tép cling
nhu cong viéc trong tuong

lai.

Tu hoc hoi phuc vu cho cong
viéc nham tao nang lyc lam

viéc sudt doi

G2 CLO2.1
(K¥ Nang)

CLO2.2

G3 CLO3.1
(Mtc Ty
Chu Va

Trach
Nhiém) CLO3.2

C6 tinh than trach nhiém, hop
tac, tu chu trong cong viéc;

chiu trach nhi¢ém vé két qua

cong viéc cua ban than

7. PANH GIA HQC PHAN
Hinh Thoi Ti€u chi danh gia -
thice | Noidung | diém | CDR hoc l;‘/
5 é
danh | danh gia phan )
. (%)
gia
[1] 2] 3] [4] [S] [6]
banh - - Mtc do tham gia 16p hoc
u \
gia \ CLOl.1, | day du.
) tuan 1 PR X1 as \
qua . CLO1.2, - Mtrc 3o chuan bi bai hoc tur
. dén o 10%
trinh ul CLO2.1, | nha (day du, k¥ ludng)
uan
hoc 1 CLO3.1 - Mtrc d0 tham gia tra 101 cau
hoi cua giang vién (s6 lan va




chat luong y kién tra 10i)

- Mtrc do tham gia dat cau
héi véi bai gidng cia giang
vién (sd lan va chit luong
cau hoi)

Danh Phan 1 ) _

. L - Mic d0 hoan thanh bai
gia Céc van 2 . 1A , .
. . kiém tra ca nhan (dung thoi

gitra ban quy CLOL1.1, _ P o

. ) N gian, chat lugng bai tdp gan
ky pham phép | Tuan CLO1.2, o A ¥’

A vol muac d6 dat duoc kién | 20%
lut trong | 6 CLO2.1, L .
o thire, ky nang va nang luc tu
quan ly CLO3.1 i . .
o chu tu chiu trach nhiém cua
cong 0 Viét P N
chuan dau ra hoc phan)
Nam

banh Phan 2: - Mtic d6 hoan thanh bai tap
gia Céc vin CLO1.1, |nhém, thuyét trinh (dung
gilra ban trong CLO1.2, | han, chit luong ndi dung va
ky | kinh doanh | Tuan CLO1.3, |thuyét trinh, tra 10i cAu hoi

va hoc 10, 11, CLO2.1, clia giang vién va 16p gan véi | 20%
thuat | 12 CLO2.2, |muc d6 dat dugc kién thuec,
CLO3.1, | k¥ nang va nang lyc ty chu tu
CLO3.2 chiu trach nhiém cta chuin
dau ra hoc phan).

Dénh | Phéan 1 va CLOIL.1, |- Mtc do hoan thanh bai thi
gia Phén 2 CLO1.2, |tu luan c4 nhan cudi ky (chat
cudi CLO1.3, luong bai thi gan véi mic do
ky CLO2.1, |dat duoc kién thuc, k§ ning | 50%

CLO2.2, va nang lyc ty chu tu chiu
CLO3.1, trach nhiém cua chuan dau ra
CLO3.2 | hoc phan)

*Hoc phan sir dung phan mém turnitin dé danh gia tinh liém chinh trong hoc thuat.

8. KE HOACH GIANG DAY

Tuén/

2. Noi dung
Buoi

hoc

CDR

hoc

phan

Hoat dong
day va hoc

Bai danh gia




[1]

2]

3]

4]

5]

Phan 1: Cac vin ban quy
pham phap luat trong quan
1y cong ¢ Viét Nam

- Khai niém vé van ban

- Vai tro cua van ban

Hoc & nha:
Nghién clru trude
tai liéu vé cac vin
ban quy pham

Day va hgc trén

CLOLl.1,

- Chtrc nang cua van ban 16p:
trong quan ly CLO3 Thuyét giang: 3
- Phan loai van ban tiét
- Thim quyén ban hanh Thao ludn (thao
VB QLNN ludin nhém va
- Baitap nho 1 thdo luan ca 16p):

1 tiét
Tir tuan 2 toi tudn 7, giang | CLO1.1, | Hoe &  nha:
vién s& cung cip cho sinh | CLO1.2, | Nghién ctru trudce
vién cdc khai niém, loai | CLO2.1, | tai liéu vé c4c vén
hinh van ban quy pham | CLO3.1 |ban quy pham

phap luat trong quan ly
cong & Viét Nam nhu Hién
phap, Nghi dinh, Nghi
quyét, Quyét dinh, Thong
tu va Cong van.

Bén canh d0, sinh vién con
duoc cung cAp miu va thuc
hanh soan thao cac loai van
ban nay

- Chu dé 1: Hién phap va
hé théng vin ban quy
pham phap luat Viét Nam

- Bai tap nho 2

trong chu dé 1
Day va hoc trén
16p:

Thuyét giang: 3
tiét

Thao luan (thdo
luan nhém va
thdo luan ca 16p):
1 tiét

Danh gid qua
trinh, thai do
hoc tap, muc
do chu dong
va tich cuc
trong hoc tap
10%

Bai kiém tra

ca nhan: 20%




- Chui dé 2: Nghi dinh
- Bai tap nho 3

CLOL.1,
CLO1.2,
CLO2.1,
CLO3.1

Hoc & nha:
Nghién clru trude
tai liéu vé cac vin
ban quy pham
trong chu dé 2
Day va hgc trén
16p:

Thuyét giang: 3
tiét

Thao luan (thdo
luan nhém va

thdo luan ca 16p):

- Chu dé 3: Nghi Quyét
- Chu & 4: Quyét dinh
- Bai tap nho 4

CLO1.1,
CLO1.2,
CLO2.1,
CLO3.1

1 tiét

Hoc & nha:
Nghién ctru trudce
tai liéu vé cac vin
ban quy pham
trong chu d¢é 3, 4
Day va hoc trén
16p:

Thuyét giang: 3
tiét

Thao luan (thao
luan nhém va

thao luan ca 16p):

- Chu dé 5: Thong tu
- Bai tAp nho 5

CLOLl.1,
CLO1.2,
CLO2.1,
CLO3.1

1 tiét

Hoc & nha:
Nghién ctru trude
tai liéu vé céc vin
ban quy pham
trong chu dé 5
Day va hogc trén
lop:

Thuyét giang: 3

tiét




Thao luan (thao

ludan nhém va
thdo luan ca 16p):

1 tiét

- Chu d¢ 6: Cong vin

Kiém tra gitta ky (60 phut)

CLOL.1,
CLO1.2,
CLO2.1,
CLO3.1

Hoc & nha:
Nghién clru trude
tai liéu vé cac van
ban quy pham
trong chu dé 6
Day va hgc trén
16p:

Thuyét giang: 3
tiét

Thao luan (thdo
luan nhém va
thdo luan ca 16p):
1 tiét

Phéan 2: Cac vin ban trong
kinh doanh va hoc thuat

- Chu @& 7 : Thu va email
- Bai tap nho 7

CLOl1.1,
CLO1.2,
CLO2.1,
CLO3.1

Hoc & nha:
Nghién ctru trudce
tai liéu vé cac van
ban quy pham
trong chu dé 7
Day va hoc trén
16p:

Thuyét giang: 3
tiét

Thao luan (thao
nhém

luan va

thdo luan ca 16p):

- Chu dé 7 : Thu va email
(tiép)
- Bai tap nho 8

CLOLl.1,
CLO1.2,
CLO2.1,
CLO3.1

1 tiét
Hoc & nha:
Nghién ctru trudce
tai liéu vé céc vin
ban quy pham
trong chu dé 7

Bai nhém va
thuyét  trinh
nhom: 20%




Day va hgc trén
16p:

Thuyét giang: 3
tiét

Thao ludn (thao
ludan nhém va
thdo luan ca 16p):
1 tiét

- Cha dé 8: CV — Ly lich
Xin viéc
- Bai tdp nhé 9

CLOL.1,
CLO1.2,
CLO2.1,
CLO3.1

Hoc & nha:
Nghién clru trude
tai liéu vé cac vin
ban quy pham
trong chu dé 8
Day va hoc trén
16p:

Thuyét giang: 3
tiét

Thao luan (thdo
luan nhém va
thdo luan ca 16p):
1 tiét

10

- Chua dé 9: Trich dan tai
liéu trong hoc thuat
- Bai tap nho 10

CLOL.1,
CLO1.2,
CLO1.3,
CLO2.1,
CLO2.2,
CLO3.1,
CLO3.2

Hoc & nha:
Nghién ctru trudce
tai lidu vé c4c vin
ban quy pham
trong chu dé 9
Day va hgc trén
16p:

Thuyét giang: 3
tiét

Thao luan (thao
luan nhém va
thdo luan ca 16p):
1 tiét
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- Cha @ 10: Pé 4n mon

CLOl.1,

Hoc & nha:




hoc va lun van tot nghi¢p | CLO1.2, | Nghién ctru trudc
- Bai tap nho 11 CLO1.3, | tai lidu vé cac van
- Thuyét trinh nhom CLO2.1, | ban quy pham
CLO2.2, | trong chu dé 10
CLO3.1, | Day va hoc trén
CLO3.2 | lép:
Thuyét giang: 3
tiét
Thuyét trinh
nhom: 1 tiét
- Thuyét trinh nhém CLOl1.1, | Hoc & nha: H¢
- Hé théng 1y thuyét va giai | CLO1.2, | thong lai cac chu
dap thac méc CLO1.3, | dé da hoc, chuin
CLO2.1, | bi sin cau hoi néu
CLO2.2, | co.
1 CLO3.1, | Day va hoc trén
CLO3.2 | lop:
Thuyét giang: 1
tiét
Thuyét trinh
nhém: 3 tiét
Kiém tra danh gia cudiky | CLOI1.1, | Day va hoc trén | Bai kiém tra
CLO1.2, | 16p: tric  nghiém
CLO1.3, | Kiém tra: 90 phat | va tg luan:
CLO2.1, 50%
CLO2.2,
CLO3.1,
CLO3.2

9. QUY PINH CUA HQC PHAN

9.1. Quy dinh vé tham dw 16p hoc

- Sinh vién c6 trach nhiém tham du ddy du cac budi hoc. Trong trudng hop nghi hoc

do 1y do bat kha khang thi phai co gidy to chimg minh day da va hop 1y.




- Sinh vién c6 trach nhiém chi dong nghién ctru tai li¢u, chu dong chuin bi bai hoc
trude khi dén 16p theo hudng dan va yéu cau cia gidng vién

- Sinh vién ving qua 20% tong s budi hoc cta hoc phan s& bi coi nhu khong hoan
thanh khoa hoc va phai dang ky hoc lai.

- Sinh vién ndp bai tap c4 nhan va bai tdp nhom mudn so véi thoi gian quy dinh cua
giang vién s& nhan diém 0 cua bai tap do.

- V& trao d6i giira giang vién va sinh vién: Khuyén khich sinh vién tham gia thao
luan, phan hdi truc tiép v6i giang vién vé ndi dung hoc phan, phuong phép day va
hoc, tai liéu giang day va doc. Giang vién ciing khuyén khich sinh vién phan hoi vé
hinh thtrc, phuwong phap va ndi dung kiém tra, danh gia két qua hoc tip cua sinh
vién. Sinh vién c6 thé giao trao ddi v6i giang vién trén 10p, trong gid hanh chinh
hoic qua email. Nhitng thong tin phan hdi cta sinh vién c6 gid tri gbp phan ning

cao chat luong day va hoc ctia hoc ph?m.

9.2. Quy dinh vé hanh vi 16p hoc

- Hoc phan duoc thuc hién trén nguyén tic tén trong nguoi hoc va nguoi day. Moi
hanh vi lam anh huéng dén qua trinh day va hoc déu bi nghiém cAm.

- Sinh vién can chi dong tham gia bai giang trén 16p thong qua trao ddi voi giang
vién (tra 101 va dat cau hoi), thao luan vai sinh vién khac trén 16p, thdo ludn nhom
va thuyét trinh.

- Sinh vién phai di hoc dung gid quy dinh. Sinh vién di tré qua 10 phut sau khi gio
hoc bét dau sé khong dugc tham du budi hoc.

- Tuyét ddi khong 1am On, gdy anh huéng dén ngudi khac trong qué trinh hoc.

- Tuyét doi khong dugc an uéng, nhai keo cao su, sir dung cac thiét bi nhu dién
thoai, méay nghe nhac trong gio hoc.

- May tinh xach tay, may tinh bang chi dugc thuc hi¢n vao muc dich ghi chép bai

giang, tinh toan phuc vu bai giang, bai tap, tuyét d6i khong dung vao viéc khac.
Ha Noi, ngay  thang  nam 20

TRUONG KHOA HIEU TRUONG
TRUONG BAN PIEU HANH CHUONG TRINH

10



