THONG TIN VE CAC GIANG VIEN
CO THE THAM GIA GIANG DAY MON HQC

1. Ths . Hoang Anh Tuin — Giang vién co hitu
- Chuc danh, hoc ham, hoc vi: Thac sy
- Thuoc bd mon: Co ban-Co s¢
- Dia chi lién hé: 15/266 B Tran Nguyén Han/ Hai Phong
- Dién thoai: 0982.282419.
- Email: tuanha@hpu.edu.vn; htuan1904@gmail.com

- Céc hudng nghién ctru chinh:
- Phén tich cau tiéng Viét theo Ngit phap chirc ning- hé thng.
- Tim hiéu dic trung vin hoa dan tdc qua ngdn ngit

2. Ths. Nguyén Thi Ha Anh -Giang vién co hitu

- Churc danh, hoc ham, hoc vi: Thac sy

- Thudc bd mon: Co ban-Co so

- Dia chi lién hé:

- bién thoai: 0986057535

- Email: anhnth@hpu.edu.vn
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THONG TIN VE MON HQC

1. Thong tin chung
- S6 don vi hoc trinh/ tin chi: 3 hoc trinh ( 2 tin chi)
- Céac mon hoc tién quyét: khdng co

- Cac mon hoc ke tiep: Khong yéu cau

- Cac y€u cau doi vaoi mon hoc (néu co):

- Thoi gian phan bo ddi voi cac hoat dong:

+ Nghe giang 1y thuyét: 25 (tiét)
+ Lam bai tap trén 16p: 11 (tiét)
+ Thao luan,tu hQC:?(tiét)

+ Kiém tra: 2 (tiét)

2. Muc tiéu ctia mon hoc:

Kién thire: Trang bi cho sinh vién nhiing kién thirc cdn ban vé van ban, cach tao
lap, xtr Iy, quan 1y cac van ban, dac biét 1a cach soan thdo va quan 1y cac van ban
hanh chinh.

K¥ nang: Rén luyén ky nang soan thao va quan 1y van ban.

Thai d6: Giup cho sinh vién nhan thic ding dan vé vai tro, tAm quan trong cia
viéc soan thdo quan 1y van ban, co6 thai do can trong trong viéc soan thao va quan
1y van ban.

. Tom tat ngi dung mon hoc:

Noi dung ctia mon hoc ndy gom hai phan kién thirc ¢c6 mdi lién quan chat ché
v6i nhau. Phan 1 cung cap nhimng kién thirc khai quat vé van ban hanh chinh (khai
niém, chtrc ning, thé thirc, phuwong phap soan thao,) va gidi thiéu cac hinh thirc
chu yéu trong hé thong van ban hanh chinh ctia Nha nuéc CHXHCN Viét Nam.
Phéan 2 cung cap kién thirc vé tai liéu luu trit (khai niém, y nghia-tac dung, phan
loai, x4c dinh gia tri) va hé thong luu trit, cong tac luu trit trong cic co quan Nha
nudc hién nay.

4. Hoc li¢u:
- Hoc liéu bit budc.

1.

Ta Hitu Anh, Sogn thio va ban hanh van ban ciia co quan t6 chirc. NXB Lao déng.Ha
N¢i:2008.

Vuong Kim Thanh, K7 thudt trénh bdy va soan thdo van ban. NXB Théng ko.Ha Noi: 2007

Nguyén Vian Tham, Luu Kiém Thanh, L& Xuan Lam, Bui Xuan Lu, Huéng dan ky thudt
nghiép vu hanh chinh. Nxb Théng ké, HN:2003.



- Hoc liéu tham khaio.
1. Nguyén Vian Khang(chu bién). Tiéng viét trong giao tiép hanh chinh. Nxb VHTT. HN: 2002
2. Ludt ban hanh van ban quy pham phap ludt — 1996.

w

Nguyén Quéc Bao, Nghiém Ky Hong. Soan thdo vin ban va céng tac vin thu-leu triv . Nxb
Chinh tri Qudc gia, HN:2004.

Tran Ha JHuong dén ky thudt soan thao van ban . Nxb Tré, Tp HCM:1996.

Vi Duong Hoan, Cong tdac luu triv Viét Nam. Nxb KHXH,HN:1987.

Tran Anh Nhan, Nguyén Anh Thu K thudt soan thdo vin ban. Nxb Tp HCM:1993.
Nguyén Vian Tham, Soan thdo va xir Iy vin ban qudn Iy Nha nmieée. Nxb CTQG, HN:1999.

Luu Kiém Thanh. Huéng dan soan thdo van ban phdp quy. Nxb Thong ké. Ha Noi: 1999
Twr dién Luu triv Viét Nam. Cuc Luu trit Nha nudce. HN:1992.
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5. N0Oi dung va hinh thirc day hoc:
5.1 N6i dung cu thé

N N ] \_Hinh thirc day - hoc T(Z)ng
Noi dung gidng day LyA’ BAaI ThAélO Ty hoc, Kiém tra | (tit)
thuyét | tap luan tu NC
CHUONG 1: SOAN THAO VAN BAN 19 9 6 2 36
BAI 1: KHAI QUAT CHUNG VE VAN BAN 4 1 5

1. Khai niém van ban, van ban quan 1y nha
nudc, van ban hanh chinh.

2. Chure nang, vai tro cua van ban quan 1y.

3. Phén loai van ban quan ly

4. Tham quyén ban hanh vin ban QPPL.

BAI 2: THE THUC CUA VAN BAN 3 1 2 6

1. Khai niém va y nghia cta the thirc van ban
2. Céc yéu to cua thé thuc van ban

BAI 3: KY THUAT SOAN THAO VAN BAN 2 1 3

1. Nhing yéu cau vé ndi dung
2. Nhitng yéu cau vé hinh thirc
3. Nhiing yéu cu vé ngdn ngir

BAI 4: QUY TRINH SOAN THAO 1 1 1 3
VAN BAN

1. Khai niém
2. Quy trinh soan thao cac van ban QLNN
3. Quy trinh soan thdo van ban hanh chinh

BAI 5: CACH THUC SOAN THAO MOT SO 9 8 1 1 19
LOAI VAN BAN HANH CHINH

1. Soan thao quyét dinh(ca biét)
2. Soan thao cong van
3. Thong bao




Béo céo

Bién ban

T& trinh

Hop dong

Mot sb loai gidy
Mot sb loai phiéu
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10. Dé an, ké hoach, chuong trinh
CHUONG 2: QUAN LY VAN BAN 6 2 1 9
1. Cong tac van thu, luu trit- nhitng van & can | 1
ban
2. T6 chirc quan 1y, giai quyét van ban di 1 0.5
3. T6 chirc quan 1y, giai quyét vin ban dén 1 0.5
4. To chuc quan 1y giai quyét van ban noi bo, 1 1
van ban mat
5. Quan ly va sir dung con diu 1
6. Lap hd so va luu trit hd so 1 1
Tong (tiét) 26 10 7 2 45
5.2  Lich trinh to chirc day — hoc cu thé
Phan ndi dung bai giang Hinh thirc day - hoc Phan thao luén, tu hoc
(Ghi cy thé theo timg chuong, myc, |1y [ . [ Kém| Tw | Tong | Noi dung thao | T6 | yéu cu
tiéu muc) thuyet g | Ililoé () luan, tw hoc | chuc | sinh vién
CHUONG 1: SOAN THAO VB 20 9| 2| 6 |37
Bai 1: KHAI QUAT CHUNG VE | 4 1] 5
VAN BAN
1. Khai niém van ban, vin ban QL | 1 Noi dung 6 muc | Ca
nha nwdc, van ban hanh chinh 1bail nhan
2. Chirc niang, vai tro ctia vian ban 1 Noi dung & muc DPoc,
quan ly 2 bai 1 C4 | Chuan bj
2.1 Chtric nang cda van ban quan ly 0.5 nhan | tai liéu
2.2 Vai tro cia van ban quan 1y
3. Phan loai van ban quéan ly 0.5 Noi dung & muc DPoc,
3.1. Van ban quy pham phap luat 3bail C4 | Chuan bj
3.2. Van ban HC thdng thuong nhan | tai liéu
3.3. Van ban chuyén nganh '
3.4. Van bén‘ cua cac to chirc xa hoi
4. Tham quyén ban hanh van ban 15 0.5 Noi dung 6 muc | cg chuin b
Quy pham phip lut 4bai 1 phan | tai ligu
BAI 2: THE THUC CUA VB 3 | 1 2 | 6
1. Khai niém va y nghia cia thé
thirc van ban
1.1 Khai niém 05
1.2 y nghia
2. Cac yéu to ciia thé thire VB 25 1 2 No6i dung & myc | Ca Chuan bi
2 bai 2 nhan | tailiéu
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BAI 3: KY THUAT SOAN THAO | » 1] 3
VAN BAN

1. Nhirng yéu chu vé nodi dung 0.5 1 Noi dung & muc Doc,
1.1 Van ban phai c6 tinh muc dich 2 bai 3 ca | Chudn bi
1.2 Van ban phé@ ¢ tinh khpa hoc chan | tai licu '
1.3 Van ban phai c6 tinh dai ching i
1.4 Van ban phai c6 tinh quy pham
1.5 Van ban phéi‘ co t‘inh kha thi
2. Nhirng yéu cau ve hinh thire 05
3. Nhirng yéu cAu vé ngdn ngir 1
3.1 Yéu cau vé tir ngir
3.2 Yéu cau vé van phong

BAI 4: QUY TRINH SOAN 1 1| 3

THAO VAN BAN

1. Khdi niém
2. Quy trinh soan thio VBQLNN 05 Noi dung ¢ muc Doc,
3. Quy trinh soan thio van ban 0.5 1 2 bai 4 ca | Chudn bi

hanh chinh » . nhan | tai lidu

Kiém tra bai 1

BAI 5: CACH THU'C SOAN 9 | 8 1 |19
THAO MOQT SO LOAI VAN BAN
1. Soan thao quyét dinh(ca biét) 2 |1
2. Soan thao cong van 1 1
3. Thong bao 05| 1
4. Bao cao 1|1
5. Bién ban 05| 1
6. To trinh 05| 1
7. Hop dong 2 |1 0.5
8. Mot s6 loai gidy 05|05
9. Mot sb loai phiéu 0.5
10.  Dé an, ké hoach, 0.5 | 0.5 0.5

Kiém tra bai 2

CHUONG 2: QUANLY VB 6 | 2 1109
1. Cong tac van thw, luu triv- | 1

nhirng van dé ciin ban
1.1 Khai niém
1.2 Vi tri, y nghia
1.3 Yéu cau
1.4 Trach nhi€ém, nhiém vu
2. T6 chirc quan ly, giai quyét 1105

vanban di
2.1 Khai niém, nguyén tic chung
2.2 Noi dung, nghiép vu
3. T6 chitc quan Iy, gidi quyétvin | 1 | 05

ban dén
3.1 Khai niém, nguyén tic chung
3.2 Ndi dung, nghi¢p vu




4. To chirc quan ly gidi quyét vin | 1 1 Poc,
ban ndi bg, viin ban mat Noi dung Ca | Chuén bi
4.1 Quan ly van ban ndi bo chuong 2 nhan | tai liéu
4.2 Quan ly van ban mat

5. Quan 1y va sir dung con diu 1
5.1 Khai niém, tm quan trong

5.2 Mot s6 loai dau va viéc quan 1y
st dung con dau

6. Lap ho so va lwu trir ho so 1] 1
6.1 Khai niém, yéu cau
6.2 Cach thirc 1ap, luu trit hd so

Tong(tiét) | 25 | 11 | 2 | 7 | 45

6. Tiéu chi danh gia nhiém vu gidng vién giao cho sinh vién:

Hoan thanh du s6 luong, khéi luong cong viée theo tién do

DPam bao chét luong cong viée theo quy dinh cua giang vién

7. Hinh thirc kiém tra, danh gia mon hoc:
Thi tu luan
8. Cac loai diém kiém tra va trong so ciia tirng loai diém:

Thang diém: St dung thang diém 10

Kiém tra trong nim hoc: 30%
Thi hét mon: 70%
9. Yéu cau ciia giang vién ddi véi méon hoc:

Yéu cau vé diéu kién dé t6 chire giang day mon hoc (giang duong, phong may, ...):

+ Giang duong dam bao 2 sinh vién/ 1 ban, c6 du anh sang, phan, bang
+ Thiét bi h tro giang day: 01 bd may tinh, may chiéu, 4m thanh
Yéu cau ddi voi sinh vién (su tham gia hoc tip trén 16p, quy dinh vé thoi han,

chat lugng cac bai thao luan, bai tap vé nha, ...):
+ Du 16p: = 70% tong sb tiét méi duoc danh gia diém qua trinh.
+ Sinh vién du 16p phai tham gia dong gop ¥ kién xay dung bai.
+ Hoan thanh du s6 lugng bai tap theo tién do
+ Poc tai liéu, thu thap thong tin lién quan dén bai hoc theo yéu cau, tién do .

Hai Phong, ngay 28 thang 10nam 2008

Phé duyét cip truong Chii nhiém by mén Nguwoi viét dé cwrong chi tiét

ThS Hoang Anh Tuin




