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Bai assignment nay doi hoi sinh vién phai dung khoang 12h lam dé hoan thanh

Twong ing voi myc tieu mon hoc:
1. Phan biét duoc cac 161 sai thuong gap trong qua trinh soan thao van ban va sura lai

cho dung.

2. Soan thao duoc mdt s loai vin ban hanh chinh thong thudng theo ding quy dinh.

Gian 14n |2 hinh thtc 14y bai 1am cia ngudi khac va sir dung nhu 14 minh 1am ra. Hinh thirc d6
bao gdm nhitng hanh dong nhu: copy thong tin truc tiép tir trang web hay sach ma khong ghi rd
ngudn tham khéo trong tai liu; giri bai assignment lam chung nhu 14 thanh qua c& nhan; copy bai
assignment cua cac sinh vién khac cung khoa hay khac khoa; an trdm hay mua bai assignment
cua ai d6 va guri 1én nhu 14 san phim minh 1am ra. Nhiing sinh vién bj nghi ngo gian 1an s& bi diéu
tra va néu phat hién 13 c6 gian 1an thi s& phai chiu cac mirc phat theo quy dinh ctia Nha truong.

Moi tai nguyen copy hay diéu ché tir bat ctr nguon nao (VD: Internet, sach) phal dwgc dat
trong cap diu nhay kép va in nghiéng, véi thong tin tham khao day di ve nguon tai liéu.

Bai lam ciia ban sé dwgc dwa vao phin mém kiém tra gian 1an. Moi hinh thirc ¢6 tinh danh
Itra hé thong phat hién gian 1an sé bi coi la Vi pham quy dinh thi ci.

Quy dinh ndp bai assignment

e Mot ban mém két qua bai 1am assignment cua ban phai dugc upload trude nira dém (gio
dia phuong) vao ngay han ndp. Qua han nop hé thong sé khoa lai va sinh vién khong con
quyén ndp bai.

e Phién ban upload 18n cudi cing s& dugc chdm diém. Sinh vién c¢6 quyén upload d¢ file
nhiéu 1an trude khi hét han ndp.

e Tét ca nhiing file tai liéu vin ban phai dé ¢ dang file gbc chir khong file dang file duoc
xudt ra tir dinh dang khac (vi du pdf dugc xuét tir doc). Khong duoc giri tai lidu van ban
dudi dang anh chup.
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Dbi véi bai assignment nay ban ciing phai dua cac bang ching hay san phdm khéc vao
trong file nén dang zip.

Kich thudc file cAn tuan thu theo gidi han trén hé thong ndp bai (thong thuong 1a <50M).
Hay dam béo cac file dugc upload 1én khong bi nhidm virus (diéu nay c6 thé dan dén file
bi hé thong x6a mat) va khong dit mat khau mo file. Néu vi pham nhiing diéu nay, bai
coi nhu chua dugc ndp.

Hay cha y xem thong bao sau khi upload dé chic chin bai cua ban di duoc ndp 1én hé
thong chura.

Ban khong phai gui lai file dé bai cua assignment (file nay).

Bai Assignment két cau nhu sau:

Trang bia
NoGi dung Assignment
Trang nhan xét cua giang vién cham

Quy dinh danh gia bai assignment

1.
2.
3.

Sinh vién khong c6 bai assignment trén hé théng s& bi 0 diém bai assignment.

Cac truong hop gian lan déu bi 0 (khong) diém bai assignment.

Sau han ndp bai mot tuan, sinh vién ndp mudn co quyén nop don kién nghi xin dugc chap
nhan gia han nop. Hoi dong Nha trudng s& xét duyét timg trudng hop. Néu kién nghi
khong duoc chap nhén, bai gitt nguyén diém 0. Néu qua mot tuan khong co6 kién nghi thi
bai ciing sinh vién khong ndp mic nhién nhan diém 0.

Ngay ca trudng hop bai cua sinh vién bi phat hién gian 1an sau khi c6 diém, sinh vién s&
khong duoc cong nhan bai do6 va chiu mirc ky luat nhu quy dinh ctia Nha truong.
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ASSIGNMENT

Muc tiéu

Sinh vién hiéu 1 ban chat cac noi dung:

- Nim dugc k¥ thuat soan thao van ban hanh chinh;

- Phat hién duoc cac 16i sai trong soan thao vin ban hanh chinh;

- Nim duoc céc yéu cau co ban khi soan thao van ban hanh chinh;
- Soan thao dugc mot sd loai van ban hanh chinh thong thuong;

Cac cong cu can co

May vi tinh, thudc, tay, gidy A4, cac thiét bi c6 thé truy cap va thu thip
thong tin lién quan dén ndi dung can thiét.

Tai nguyén

Gido trinh; bai giang online

Tham khao

Tai liéu tham khao khac: sach, bao, luan van, tham luan...

So trang yéu cau

Téi thiéu 10 trang gidy A4 d6i v6i ca nhan, Font chir Times New
Roman, size 13, 1¢ theo quy dinh cua thong tu 01 da hoc.

PAT VAN PE

Céc loai van ban khac nhau do sinh vién tu suu tam va lua chon. Sinh vién c6 tim hiéu mot
doanh nghiép sau d6 nghién ctru tim hiéu cac loai vin ban ctia doanh nghiép nhu: quyét
dinh, cong van, bdo cdo, bién ban, td trinh, du 4n....c6 lién quan trong cong viéc. Sau do,
gia dinh véi vai tro ctia nha quan 1y ¢ cac vi tri khac nhau, cac ban s€ du thao cac loai van

ban do.

YEU CAU

Yéu cau 1 - Tong quan vé doanh nghiép

Théng tin chung vé doanh nghiép (2 trang)
0 Tén, dia chi, s0 von, website,.. cia doanh nghiép
0 N&u so lugc qué trinh hinh thanh va phat trién cia doanh nghiép
0 Céc loai van ban thuong dung cua doanh nghiép trong té chtc, quan Iy va

hoat dong
o Cociutd
Yéu clu 2
Anh/chi hay suu
dung. Sau do,
1. Néu co van ban d

chtrc ciia doanh nghiép
tam 5 loai van ban khac nhau ma doanh nghiép da va dang str

ung, anh/chi hay giai thich vi sao dung.

2. Néu c6 van ban sai, hiy chi ra cac 1i sai vé k¥ thuat trinh bay ¢ 5 vin ban d6?
Giai thich vi sao sai? Sura lai cho ding.

Yéu cau 3:

1. Anh/chi hay lay danh nghia & cac vi tri khac nhau tai doanh nghiép trén nhu:
Giam doc, Truong phong, ban hoac nhan vién... du thao 5 loai van ban khac nhau (Quyét
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dinh, Cong van, T trinh, Théng bao, Bi@n ban, Bdo cdo,...) ma doanh nghiép co thé sir
dung trong qua trinh quan ly, di€u hanh, t6 chirc, hoat dong.

2. Theo anh/chi tai sao can phai c6 5 van ban d6 d61 voi doanh nghiép. Trong qua
trinh soan thdo c4c van ban can phai luu y di€u gi vé hinh thirc, néi dung, ngén ngir
khong?

PANH GIA TIEN PO 2 GIAI POAN
Giai doan 1: Sinh vién ndp trén LMS yéu cau 1 va 2.
Giai doan 2: Sinh vién ndp trén LMS yéu ciu 3.

PANH GIA NOI DUNG BAO CAO TUNG GIAI POAN

- San phdm N3 dat khi sinh vién soan thao diy du 5 loai
. van ban khac ¢ cac vi tri khac nhau.

Giai doan 2 San pham N3 )
San pham N3 khong dat khi sinh vién khéng du thao
duogc 3 van ban bit ky ciia doanh nghiép.

- San phdm N2 dugc danh gia dat khi sinh vién tim da 5
loai van ban khac nhau va phén tich dugc cai ding sai
va giai thich day du.

San pham N2 .

- Sén pham N2 khong dat khi sinh vién khong dua ra
dugce 3 loai van ban khac nhau va khdng phan tich
duogc cai ding sai va giai thich day du.

Giai doan 1 - San phim N1 dugc danh gia dat khi sinh vién cung cap
’ day du thong tin yéu cau cho phan tong quan vé doanh
nghiép.

- San phdm N1 khéng dat khi sinh vién 1am thiéu 1 trong
San pham N1 3 yéu cdu cua phan téng quan vé doanh nghiép: qua
trinh hinh thanh va phat trién; Cac loai van ban
thuong dung caa doanh nghiép; Co ciu td chirc
cta doanh nghiép.

Piém Assignment bao gom diém danh gia tién d¢ cho 2 giai doan 1a 30% (15% cho

moi giai doan), cu thé la danh gia noi dung bao cao theo tirng giai doan néu trén va
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diém bao vé Assigment 40% bao gom diém cho thuyét trinh va tra 10i ciu héi cia

giang vién.
Huwéng din danh cho giang vién

- Khi giang vién danh gia san phim N1 cua giai doan 1 cta sinh vién dat yéu cau
thi sinh vién 4y lam tiép cong viéc ciia san pham N2 ctia giai doan 1; nguoc lai
néu sinh vién chua dat yéu cau cho san pham N1 cta giai doan 1 thi sinh vién
phai dong thoi hoan thién san pham N1 va lam tiép san pham N2 cua giai doan
1.

- Pén cudi giai doan 1 - budi 4 ma san pham N1 cia sinh vién lam khong dat yéu
cau, thi giang vién phai tiép tuc huéng dan va dua ra nhén xét cu thé dé sinh
vién c6 thé chinh stra cho dén khi san phdm N1 dat yéu cau. Thoi han cudi
cung dé sinh vién ndp lai phan san phim N1 va N2 cia giai doan 1 1a budi 6
trong lich trinh hoc.

- Néu dén qbuéi 7 ma SV van chua ndp san ~ph§m N1 va N2 cua giai doan 1 hay
san pham N1 va N2 cua giai doan 1 van khong dat thi sinh vién bi truot
assignment.

- Tiéu chi @& giup giang vién danh gia phan thuyét trinh cua sinh vién:

e Ky nang trinh bay: rd rang, d& hiéu, mach lac.
e Hinh thuec slide: dep, sinh dong, sang tao.

e Noi dung: day du ndi dung theo yéu ciu

e Thoi gian: khong vuot qua thoi gian cho phép.

- Bio vé assignment: Co sy tham gia ciia gido vién hudng dan, néu gido vién
huéng din khong tham gia dugc thi phai ndp giai trinh cho sy ving mat cia
minh.

Huwéng din danh cho sinh vién

- Sinh vién co trach nhiém ndp day du va dung thoi han ting san phdm cua hai
giai doan trén LM S theo dé cuong da ban hanh kém theo.

- Sinh vién tham khao céach trich dan nguén tham khao va danh muc tai liéu tham

khao trong tai liéu yéu cau bao cdo Tt nghiép cia méon Dy 4an t6t nghiép nganh
MKT- PRO3052 trén LMS.
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