TRUONG PH KT-KT BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA: KT, TC- NH Poc Lap - Tuw Do - Hanh Phic
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PE CUONG CHI TIET HQC PHAN

1. Théng tin chung vé HP

1.1 M3 hoc phan: 051005 1.2 Tén hoc phan: KY THUAT SOAN THAO
VAN BAN
1.3 Ky hiéu hoc phén: 1.4 Tén tiéng Anh: Technique to draft documents
1.5 Sé tin chi: 03
1.6 Phan b thoi gian:
- Ly thuyét: 40 tiét
- Bai tap va Thao luan nhom: 05 tiét
- Tu hoc: 90 tiét
1.7 Cac giang vién phuy trach hoc
phan:
- Giang vién phu trach chinh: ThS. Nguyén Thi Thuy Hudng
- Danh séach giang vién cung giang
day:
1.8 Diéu kién tham gia hoc phin:
- Hoc phan tién quyét:
- Hoc phﬁn hoc trudc: Tin hoc dai cuong
- Hoc phan song hanh:

2. Mo ta hoc phin:
K§ thuat soan thao van ban la hoc phan cung cap nhirng kién thic co ban vé van ban, chirc

ning ciia van ban; nhirng yéu cau vé thé thirc, ndi dung va phuong phap dé soan thao hoan chinh

mot van ban hanh chinh thuong gap trong co quan, to chirc, doanh nghiép lién quan dén chirc ning,



nhiém vu cua cé nhan, don vi trong co quan, to chirc. Trong qua trinh hoc, sinh vién s€ trao doi va

thao luan, thuc hanh soan thao mdt so loai van ban cu the.

3. Muc tiéu HP (Goals)

Muc Mo ta (Goal description) Chuan diu ra
tiéu (Hoc phan ndy trang bi cho sinh vién:) CTDT (PLOs)
(Goals)
G1 K}etl thufc‘chuyen mon trong linh vuc hanh chinh, nhan sy, quan PLO1
tri van phong
Kha ning trinh bay diing cac thanh phan thé thirc trén vin ban
G2 . 1. T . PLO1
van ban hanh chinh
G3 K}: nang l‘am viéc nhom, soan thdo van ban mot so loai van ban PLO1
thong thuong.
G4 Kha nang ddnh may, soan thdo van ban trén may vi tinh PLO1,9-12
4. Chuén dau ra ciia hoc phian (Course Learning Outcomes-CLOs)
Sau khi hoc xong hoc phﬁn, SV c6 kha nang:
Bang 4.1. Chuédn déu ra cua hoc phan
CDR ciia M ti CLOs
hoc phan . A ) ‘. R
(CLOs) (Sau khi hgc xong mon hoc nay, ngudi hoc co thé:)
CLO 1 Hiéu rd va phan biét duoc cac khai niém van ban va van ban hanh chinh, cac

loai van ban hanh chinh trong co quan, t6 chuc

Biét cach phan bi€t van ban hanh chinh cé biét, van ban hanh chinh thong

CLo2 thuong

CLO 3 C6 kha ning trinh bay cac thanh phan thé thirc trén vin ban hanh chinh

C6 kha ning ddnh may day du va chinh xac vi tri cac thanh phan thé thuc trén

CLO4 van ban theo quy dinh hién hanh

Biét soan thao mot van ban hanh chinh theo ding thé thirc va k¥ thuat trinh
CLOS NS

bay trén may tinh
CLO6 C6 kha nang thu thap thong tin, xtr 1y thong tin dé soan thio mot vin ban hanh

chinh theo chtrc nang, nhiém vu trong co quan, td chire khi dugc phéan cong

5. MJbi quan hé giira Chuin diu ra cia HP (CLOs) va CPR ciia chuwong trinh (PLOs)
Mirc 6 dong gop ciia CLO vao PLO duoc xac dinh cy thé:
- L (Low) — CLO c¢6 dong gop it vao PLO
- M (Medium) — CLO c6 dong gop vira vao PLO



- H (High) — CLO c6 déng gdp nhiéu vao PLO
Chu thich:

- Céc mirc H - Cao, M - Vira, L - Thép - phu thudc vao mirc hd tro ciia CLO dbi voi PLO &
muc bat dau (L) hodc murc ndng cao hon murc bat dau, co6 nhiéu co hdi duoc thuc hanh, thi nghiém,
thyc te,...(mic M) hay mic thuan thuc (H).

Bang 5.1. Mbi quan hé gitta Chuan dau ra ctia HP (CLOs) va CDR ciia chuong trinh (PLOs)

Chuén dau ra HP (CLOs) Chuén dau ra cia chwong trinh (PLOs)

1(2(3/4|5|/6|7|8]9 10|11 12

CLO1 L L|{L|L L

CLO2 M M| L|L M

CLO3 M M| M| M H

CLO4 H M| M| M H

CLO5 H HI M| M H

CLOG6 H H|H|H H

Téng hop H M| M| M H

6. Danh gia HP
6.1. Phwong phap, hinh thic kiém tra - danh gia cia HP
Bang 6.1. Phuong phap, hinh thirc kiém tra - danh gia két qua hoc tip cua SV & HP

H/phén Lquan dén
e Trong | gai danh gis Trong | pubric | CLO nao & | HD PP dénh gid
danh gia S0 S0 con Bing 5.1
1) () @) (4) ©) (6) @)
Al. Kiém tra P
thuong 0 AT s
xuyen 10% | AL, Tuan 6:Lam | 00, CLO 2
(KTTX) P
Al3. Tuin 8: Lam | 50, CLO3
bai tdp s 8
Tuédn 9: Kha ning X
o trinh bay cAc thanh © OV cho SV thychath
A2. Ky nang 20% R2 CLO3 trinh bay cac thanh phan thé

phan thé thirc van

X thitc trén van ban
ban

Bai tap 16n: Sinh
vién 1am mot bai
20% | tap l6n vé soan R1 CLO4
thao van ban van
ban

- GV giao d8 tai cho timg

A3. banh gia 3
SV ngay tir dau HP.

gitra ky




Ad. banh gia
cuoi ky

50%

Bai ktra cudi ky:
Thi trac nghiém
theo NHDT.

CLO
1,23,45

— (7) PP danh gia dat CDR: Néu tén cac PP danh gia st dung trong tung chuong dé dat CBR.
Tham khao cic phuong phap danh gia trong CTDT nganh KE TOAN.

6.2. Chinh siach doi véi HP

— SV tham du >=80% s budi ctia HP. Néu nghi >20% sb budi s& khong duoc dy thi két thuc

HP.

7. Ké hoach va ndi dung giang day HP

Bang 7.1. K& hoach va ndi dung

giang day cua HP theo tudn

Tén bai
Tuin/ ngr? " danh
s g,lzcb‘;‘-;‘h‘h‘z“(gc lfgol,’na“ So tiet CPR ciia bai hoc CLO | PPgidngday | Ho3tdong | -0
IACEN 0 2) (LT/TH . X L hgc ciia
tidt/tud (dén 3 6) /TT) (chwong)/ chu de nao ] dat CDR SV(¥) (6 oot 3
n) B:I]l_g Bang
' 6.1

(1) ) @) (4) (©) (6) @) (8)

Chuong 1: Khai niém vé

Van ban, k¥ thuat soan

thao van ban
1 | A Cdendidungchinh = g cLo1

giang day trén 16p

1. Van ban, chirc nang

cua van ban - Trinh bay dugc khai

1.1. Khéi niém ni¢ém vén ban; ky thuat

1.2. Chtrc ning clia vin soan thao van ban

ban - Phan biét dugc vin ban - Lam bai tap

1.3. Phél"l loal vén ban va van ban hanh Chinh, -PPDH 1.2 Sé 1 '

2. Hé thong van ban vén bén quy pham phap 41617 Théo lua

3. K§ thudt soan thao van lugt, van ban c4 biét, van T e

ban ban hanh chinh théng nhom

4. Vai tro cia soan thao thuong; cac loai vin ban

van ban . thudng gap trong co quan,

5. Nhilng yéu cau cua t0 chirc

soan thao van ban

B. Cac ndi dung chinh

St s Gtk 10/0/0 CLO3

1. Tim hi€u v€ co cau

td chuc, chirc nang,

nhiém vy cia mét loai - Trinh bay dugc chuc Chuin bi t&t

hinh co quan, t6 chirc nang cua cac loai van ban - Tuhoc hA hoc &

2. Tim hiéu cac quy trong hoat dong cta co - Hoc nhém Ir)mgn trhoc o

dinh cua nha nudc vé quan, td churc

van ban quy pham phap

luat, van ban hanh chinh

Chuong 2: Thé thirc van

ban




A. Céc noi dung chinh

giang day trén 16p 10/0/0 CLO3
1. Khai niém
2. Vitri, ynghia i
3. Cac thanh phan the
thirc van ban
3.1 Quoc hiéu )
3.2 Tian o quan, to C}lﬁc - Giai thich dugc cic yéu
3.386 ky hi¢u van ban’ t0 mdi trudng vi mo: bén
3.~4 Dia daPh, ngay 'Ehang trong DN - Lam bai tap
ga;nTg‘“l‘]“ll;z‘i’tha;‘iz’ﬁ“ 5 - Giai thich duoc cac yéu -PPDH1,2, |s62
ni dung vin bn y 6 moi trudng vi mo: bén 4,16, 17 - Thao lugn
3.5 Noi dung van ban ngoai DN nhom
3.7 Chire vy, ho tén, chir - Phan tich SWOT dugc
ky cia ngudi c6 tham thyec té tai 1 to chirc.
quyén
3.8 Dau co quan
3.9 Noi nhan van, ban i
10. Céc thanh phan thé
thirc khac
B. Cac ngi dung chinh
SV tu hoc & nha 10/0/0 CLO4
Tim hiéu cac thanh phan i Trjnh t,)ay dL‘I'(_)’C ! trl,’y Chuén bj tot
Xy ., nghia, cach trinh bay cac A .
thé thirc van ban cua co 4 P\ PO phan ty hoc ¢
X 1, thanh phan theé thuc trén \
quan, t0 churc < 1. nha
van ban
Chuong 3: Quy trinh
soan thao van ban
A. Céac néi dung chinh
gidng day trén 16p 5/0/0 CLO3 All
o ) - Trinh bay dugc quy trinh
3.1. Xac dinh muc dich soan thao van ban
ban haflh van ba£1 - Trinh bay dugc trach - ’Lém bai tap
gi gayﬂcll}mgvdebcquong nhiém cua cac don vi, ca -PPDH 1,2, |s03
3'4' Dﬁuyéta\(jé\rllagénan nﬁlﬁn trong quy trinh soan 4,16, 17 Thao ludn
o - thdo van ban A
3.5. Thu tuc phat hanh nhom
van ban
B. Cac ndi dung chinh
10/0/0 CLO3

SV tu hoc & nha

Tim hiéu cac don vi, ca
nhéan ¢6 lién quan dén
cong tac soan thao van
ban trong co quan, to
chure

- Trinh bay dugc trach
nhiém ciia ngudi dimg dau
co quan, truéng phong
chirc ndng va cac ca nhan
trong co quan trong vi¢c
soan thao van ban

Chuén bj tbt
phan tu hoc ¢
nha

Chuong 4: Soan thao
mot so loai van ban hanh
chinh




A. Céc noi dung chinh
4 giang day trén 16p 25/0/0 CLO5
Lo o - Trinh bay duoc tong
4.1. Qu}/et d}?h ca biét quan vé ndi dung va
4.2 Tflong bao phuong phap soan thao . A
ji Eﬁ ho?adir‘ N mot so loai vin ban - ;ij bai tap
4. . - s0
45 T uo‘nigl n - Gidi thich dugc sy khac PPDH 1,2, L
~- lotrin biét gitta céc loai vin ban 4,16, 17 - Thao luan
4.6. Cong van "8 B nhém
4.7. Bién ban - Soan thao mot so loai
4.8. Thu moi van ban hanh chinh thong
dung
B. Cac ndi dung chinh
SV tu hoc & nha 0/10/0 CLO4
Tim hiéu mét s6 loai vin , . .
ban hanh chinh thong - Trinh bay dwoc mét s6 Chuan bi tot
dune trong co quan. t& loai van ban hanh chinh phan tu hoc ¢
}'l,g g coquan, théng dung nha
chirc
Theo CLO1- A4
lich thi 4
(*) Ghi ch:

8.

(3) Sé tiét (LT/TH/TT): Xac dinh sd tiét 1y thuyét, thuc hanh, thuc tap cia timg chuong.
(6) PP giang day dat CDR: Néu tén cac PP giang day sir dung trong timg chuong dé dat CBR.

Tham khao cac phuong phap giang day trong CTDT nganh KE TOAN.

(7) Hoat dong hoc cua SV: Xéc dinh céc ndi dung SV can chuén bi tai nha (doc tai liéu nao,

tir trang thr miy, LVN dé giai quyét BT, lam du an

nhom, lam BT thuong xuyén s0....).

Hoc li¢u:

Bang 8.1. Sach, gido trinh, tai liéu tham khao

........ ); Hoat dong tai 16p (thao luan

A s en Nam | Tén sach, gido trinh, tén bai NXB.’ ten ta‘p
TT Tén tac gia XB bio. vin ban chi/noi ban hanh
’ VB
Giéo trinh chinh
Tran Thi Thu Huong,
1 | Pham Thanh Diing, Mang | 2014 \C;E()bg;nh Ky thuat soan thao Phuong Pong
Van Thoi
Sach, gido trinh tham khao
Gido trinh Ky thuat Soan thao
2 | Nguyén Thé Phan 2008 | Vanbinquanlykinhteva | NXBDaihoe
Quan tri kinh doanh Kinh té& quoc dén

Béang 8.2. Danh muc dia chi web hitu ich cho HP

TT

No6i dung tham khio

Link trang web

Ngay cap
nhat




Hé thdng vin ban quy pham

http://vanban.chinhphu.vn/portal/page/portal/chin

1 phap luat hphu/hethongvanban 01/8/2019
9. Co sé vat chit phuc vu giang day:
Bang 9.1. Co s& vat chét giang day cia HP
. . Danh muc trang thiét bi, phan Phuc vu cho ngi dung Bai
Tén giang duong, mém chinh phuc vu TN, TH hoc/Chwong
PTN, xuéng, co s¢ . .
TT TH Tén th}ét blz dung cuy, So
phan mém,... lugng
1 | Giang duong
2 | Phong mo6 phong

Binh Duong, ngay 20 thang 7 nam 2019
P. Trwéong khoa

Vi Pire Binh



http://vanban.chinhphu.vn/portal/page/portal/chinhphu/hethongvanban
http://vanban.chinhphu.vn/portal/page/portal/chinhphu/hethongvanban

