TRUONG PAI HOC MO THANH PHO HO CHI MINH

PE CUONG MON HQC

I.  Thong tin tdng quat

KHOA LUAT

1.  Tén modn hoc tiéng Viét: Ky ning soan thio vin ban — Mi moén hoc:

BLAW1228

2. Tén mon hoc tiéng Anh: Making Legal Documents

3. Thudc khdi kién thirc/ky ning

X [0 [

Gido duc dai cuong
Kién thirc co s&
Kién thirc nganh

4.  Sb tin chi

[0 Kién thirc chuyén nganh
O  Kién thirc b6 tro
0 D6 an/Khoa luan tot nghiép

Tong s6 Ly thuyét Thuc hanh S6 tiét tw hoc
2 1 1 60
5.  Phu trach mon hgc
a.  Khoa phu trach: Khoa Luat
b. Giang vién: Tran Thi Mai Phuéc
c. Diachi email lién hé: phuoc.ttm@ou.edu.vn

d.  Phong lam viéc:

Il.  Thoéng tin vé mén hoc

1. Mo ta mon hoc

Phong 102 co so 35-37 HO6 Hao Hon

M6n hoc trang bi cho sinh vién kién thirc vé viéc xay dung van ban quy pham phap

luat; kién thuc va ki ning soan thao cac loai van ban hanh chinh théng dung cliing véi mot

s6 loai don thuong gap trong thuc tign cudc sdng, cong tac.

Ky néng soan thdo van ban 13 mén hoc bat budc trong Chuong trinh dao tao Cir nhan

nganh Luat hoc tai Truong Pai hoc M& Thanh ph6 Ho Chi Minh. Mén hoc duge thiét ké

gdm 02 tin chi, trong d6 c¢6 01 tin chi 1y thuyét va 01 tin chi thuc hanh (véi tong sb tiét 1a

45), dugc b tri

thanh 5 chuong.

2. Mon hoc diéu kién
STT | Mén hoc diéu kién Ma mon hoc
1. | Mén tién quyét
2. | Mon hoc truée




STT | Mén hoc diéu kién Ma mon hoc

Luat Hanh chinh BLAW1320

3. | Mon hoc song hanh

3. Muc tiéu mén hoc
M6n hoc cung cép kién thirc chuy@n mén va trang bi cac ki ning can thiét, nham gidp
nguoi hoc:
Muc tiéu . CDbR CTDT phan
N Mo ta ;: A
mon hoc bo cho moén hoc
s . . . PLO.8.1
Tap hop, cap nhat va ghi nhé duoc hé thong kién thic phap
Ar UM wa S L PLO.8.5
CO1 luat vé xay dung vian ban quy pham phap luat va vian ban hanh
chinh. PLO7.1
PLO.7.2
PLO.8.2
Phan tich duoc tinh hudng 1am phat sinh van ban hanh PLO.8.3
CO2 chinh va cac loai don, nhan dang duoc tén loai va soan thao duoc PLO.8.4
van ban phu hop. PLO.8.6
PLO.10.3
PLO.12.3
PLO.7.1
Hinh thanh k¥ nang td chtrc va 1am viéc nhom, c6 su nhan PLO.8.6
CO3 xét, phan bi¢n va phé binh xac dang trong nhém ciling nhu kha PLO.13.1
nang diéu hanh nhom. PLO.13.2
PLO.13.3
~ Nhan thirc dugc tam quan trong ciia vin ban trong co quan,
t6 chirc nhim c6 y thic tudn thu céc quy dinh cia phép luat lién PLO.14.3
CO4 quan dén viéc soan thao van ban. Tir d6, thuong xuyén rén luyén PLO.15.3
ky nang va khac phuc dugc cac loai 161 khi soan thdo van ban
hanh chinh.
5. Hoc liéu
a. Giaotrinh

Thai Thi Tuyét Dung Chu bién (2017). Gido trinh Ky thudt soan thao van ban. Trudng
Pai hoc Luat Thanh pho Ho Chi Minh: Nxb. Hong Bttc — Hoi Luat Gia Viét Nam.

b.

Tai lieu tham khao lva chon

- Bo Tu phap (2016). Thong twr 01/2016/TT-BTP ngay 01 thang 02 nam 2016, huong
dan thyc hién mot s thu tuc vé quan 1y hanh chinh va biéu miu nghiép vu trong Thi hanh

an dan su.

- Hoi dong Tham phan Toa an nhan déan tbi cao (2017). Nghi quyet s6 01/2017/NQ-
HDTP ngay 13 thang 01 nam 2017, ban hanh mgt s6 biéu mau trong Té tung dan su.

- Hoi ddng Tham phan Toa an nhan dan tdi cao (2017). Nghi quyét s6 02/2017/NQ-
HDTP ngay 13 thing 01 ndm 2017, ban hanh mét sé biéu mdu trong Té tung hanh chinh.




- Hoi dong Tham phan Toa 4n nhan dan tbi cao (2017). Nghi quyét s6 05/2017/NQ-
HDTP ngay 19 thang 9 nam 2017, ban hanh mot s6 biéu mdu trong giai doan xét xir vu dn
hinh s, xét lai ban an va quyet dinh dd co hiéu lvc phap ludt cua B¢ ludt 76 tung hinh su.

- Vién kiém sat nhan dan tdi cao (2016). Quyét dinh sé6 393/QDP-VKSTC ngay 01
thang 7 nam 2016, Quy dinh vé thé thic va k¥ thuat trinh bay van ban hanh chinh trong
nganh Kiém sat nhan dan.

- Vién kiém sat nhan dan t01 cao (2018). Quyét dinh s6 15/0D-VKSTC ngay 09
thang 01 nam 2018, ban hanh mau vin ban o tung, van ban nghiép vu thuc hién trong
cong tac thire hanh quyén cong to kiém sdt viéc khoi to, dzeu tra va truy to.

- Vién kiém sat nhan dan t01 cao (2018). Quyet dinh so 39/0D-VKSTC ngay 26 thang
01 nam 2018, ban hanh biéu mau nghiép vu vé cong tdc kiém sat viéc tam giir, tam giam,
thi hanh an hinh su.

c. Tai liéu tham khdo bdt budc

- Qudc hoi (2015). Ludt Ban hanh van ban quy pham phap ludt.

- Uy ban Thuong vu Qudc hoi (2017). Ngh; quyét 351/2017/UBTVQH14 ngay 14
thang 3 nam 2017, quy dinh thé thirc va ky thudt trinh bay van ban quy pham phap ludt cia
Quac héi, UBTVQH, Chui tich nuoc.

- Chinh phu (2016). Nghj dinh 34/2016/ND-CP ngay 14 thang 5 nam 2016, quy dinh
chi tiét mét s Piéu va bién phap thi hanh Ludt Ban hanh véin ban quy pham phap ludt;

- Chinh phu (2020). Nghi dinh sé 30/2020/ND-CP ngay 05 thing 3 nam 2020 vé cong
tdac van thu.

T4t ca cac van ban phap luat néu trén va cac vin ban khac (néu can) sinh Vlen déu tai
duogc tir website: http:/vbpl.vn/Pages/hienthilienhe.aspx (Co so dit liéu qudc gia vé vin ban
phap luat).

6. DPanh gid mon hoc

Thanh phin . CPR mén | Tylé
Bai danh gia Thoi diém
danh gia hoc %
1) ) 3) (4)
Chuyén can, thai do hoc tap Thuong xuyén
TR 0
Al. Bénh gid qua trinh Tham gia cac hoat dong trén | Qua trinh cLol 10%
LMS
BT nhom (vé thé thirc van ban | Qud trinh
quy pham phap luat va van CLO2 15%
A2. Déanh gia gittaky | ban hanh chinh)
Kiém tra gitra ky (soan mot | Gilta ky
van ban hanh chinh hoge viét CLO3 15%
don theo tinh hudng cho sén)
. . . . CLO1
A3. Panh gia cudi ky Bai kiém tra cuoi ky (vict) o CLO? 60%
Cuoi ky cLO4
Tong cong 100%

7. Ké hoach giang day (Cdc néi dung gidng day theo buéi hoc, thé hién sw tirong quan

voi cac CDR mon hoc, cdac hoat dong day va hoc (0 [6p, 6 nha) va cac bai danh
3



http://vbpl.vn/Pages/hienthilienhe.aspx

gid cua mon hoc).

7.1. K& hoach giang day 16p ngay (4,5 tiét/ budi)
Tuén/budi Noi dun CPR mén | Hoat dong dBéi'h Tai liéu chinh va tai
hoc : g hoc day va hoc gia liéu tham khao
) 2) (©) (4) ®) [ (6)
Nhiap moén CLO1 Gidng vién: Qué |- Chuong 1 (tr.9-54),
Vi tri va y nghia cua mon +Thuyet giang | trinh Chuong 5 (tr.180-
hoc trong CTDT. + Trao doi 211) va Chuong 6
Sinh vién: (tr.212-246)  Giao
Chu:(rng 1. ) ‘ + Hoc ¢ 16p: ’ trinh Ky thudt soan
NHUNG VAN  DE Ly thuyét: thao van ban;
CHUNG VE VAN BAN ‘ ticp thu va - Ludt Ban hanh vin
1.1. Gioi thiéu khai quat vé tuong tac voi ban quy pham phdp
van ban va hé¢ thong Giang vién; Iudt nam 2015;
van laan PhaP luat lz_ifn Thl_I.(i, ha\nh i Nghi dinh
co so phap 1y cho viéc (1,5 dier) lam 34/2016/ND-CP-
xdy duyng van ban bai tap, bai tap e
tuong tng nhom; - Nghi dinh so
1.2. Phan biét mot sd loai + Hoc ¢ nha: 30/2020/ND-CP.
Buéi thir 1 van ban . Tur hoc (6,0

1.3.

Kiém tra va xir Iy vin
ban phép luat trai phap
luat

tiér): doc tai
liéu, ty nghién
cuu muc 1.3;

Vao LMS
(1,5 tiéf): xem
slide bai
giang,  xem
cac théng
bao, tham gia
twong tac
dién dan va
lam bai tdp
(theo yéu cdu
cua GV).




Bai

Tuén/budi Noi dung CDRmon | Hoatdéng | .. | Tailigu chinh va tai
hoc : hoc day va hoc gia liéu tham khao
) (2) 3 4) ©) (6)
Chuong 2. CLO1 Gidng vién: Quéd |- Chuong 3 (tr.124-
NHUNG YEU CAU CO | CLO2 +Thuyét giang | trinh 154) va Chuong 4
BAN TRONG NGHIEP + Trao d6i (tr.155-179)  Gi4o
VU XAY DUNG VAN Sinh vién: trinh Ky thudt soan
BAN +Hoc ¢ 16p: thao van ban;
2.1. Yéu ciu vé noi dung va " Ly thuyét‘: - Ludt Ban hanh van
hinh thirc ctia vin ban tiep thu  va ban quy pham phdp
2.2. Yéu ciu vé phong cach ggng t'aic . v lugt nam 2015;
Cogonngt T hanh - MNoh o dinh
Y 34/2016/NP-CP;
(1,5 dier) lam ) ) B
bai tap, bai tap - Nghi dinh 50
nhom: 30/2020/NP-CP.
i + Hoc ¢ nha:
Buoi thir 2 . Tu hoc (6,0
tiér): doc tai
liéu;
. Vao LMS
(1.5 tiér): xem
slide bai
giang, xem
cac thong
béo, tham gia
tuwong tac
dién dan va
lam bai tap
(theo yéu cau
cua GV).
Chuong 2. CLO1 Gidng vién: Qua |- Chuong 3 (tr.124-
NHUNG YEU CAU CO | CLO2 +Thuyét giang | trinh 154) va Chuong 4
BAN TRONG NGHIEP + Trao d6i (tr.155-179)  Giéo
VU XAY DUNG VAN Sinh vién: trinh Ky thudt soan
BAN , + Hoc ¢ 16p: thao van ban,
(tiép theo) » Ly thuyét‘: - Ludt Ban hanh van
2.3. Yéu cau vé thé thic tiep th,u va ban quy pham phdp
trinh bay vin ban tuong tac vol ludt nam 2015;
a3 - Giang vién; - Ngh; dinh
2.4. Yéu cau vé quy trinh Thuc hanh : o
W " Lo s 34/2016/NP-CP;
Budi thir 3 xdy dyng van ban (1,0 ziér) lam o .
bai tap, bai tap - Nghi dinh 56

nhém;

+ Hoc & nha:

. Tu hoc (6,0
tié): doc tdi
liéu;

. Vao LMS (1,5
tiér): xem slide
bai giang, xem
cac thong bao,

30/2020/ND-CP.




Bai

Tuén/budi Noi dung CDRmon | Hoatdéng | .. | Tailigu chinh va tai
hoc : hoc day va hoc gia liéu tham khao
) 2) @) (4) 6 |6
tham gia tuwong
tac dién dan va
lam bai tap
(theo Yéu cau
cua GV).
Chuong 3. A CLO2 Gidng vién: Qua Chuong 7 (tr.288-
KY NANG XAY DUNG | CLO3 +Thuyét giang | trinh 303) va Chuong 8
QUYET DINH, NGHI + Trao doi (tr.304-333)  Gi4o
QUYET, CHI THI + Giao tinh trinh Ky thugt soan
hudng cho cac thdo van ban;
3.1. Ky nang xdy dung nhom soan van Nghi dinh
> cgyétvdinhA ; N ban. 34/2016/ND-CP;
2. nang x nghi . . £
qu};léta o e e Sinh vién: Nghi ~dinh 50
+ Hoc & 16p: 30/2029/NB-CP,
. Ly thuyét: Cac mau vian ban
tiép thu va tham khao (trong
twong tac véi Giao trinh).
Giang vién;
Thuq hanh
Budi thir 4 (1,5 tiér) lam

bai tap, bai tap
nhém;

+ Hoc & nha:

. Tw hoc (6,0
tiéy): doc tdi
lieu; xem mau
van ban tham
khao, thuc
hanh soan nghi
quyét;

.Vao LMS (1,5
tiér): xem slide
bai giang, xem
cac thong bao,
tham gia tuwong




Bai

Tuén/budi Noi dung CDRmon | Hoatdéng | .. | Tailigu chinh va tai
hoc : hoc day va hoc gia liéu tham khao
) 2 @) 4) ®) (6
tac dien dan va
lam bai tap
(theo yéu cau
cua GV).
Chuong 3. X CLO2 Gidng vién: Qua |- Chuong 7 (tr.288-
KY NANG XAY DUNG | CLO3 +Thuyet giang | trinh 303) va Chuong 8
QUYET DINH, NGHI + Trao do1 (tr.304-333)  Gido
QUYET, CHI THI + Giao tinh trinh Ky thugt soan
, hudng cho cac thdo van ban;
(tiep theo) nhom soan van - Ngh; dinh
3.3. K¥ ndng xay dung chi ban. 34/2016/ND-CP:
. Sinh vién: - Nehi dinh s
+ Hoc & 16p: 30/2029/ND-CP,
. Ly thuyét: - Ca&c mau van ban
tiép thu va tham khao (trong
twong tac voi Gido trinh).
Giang vién;
Thuc hanh
(1,5 tiér) lam
bai tap, bai tap
Bubi thir 5 nhom;
+ Hoc & nha:
. Tu hoc (6,0
tié): doc tai
liéu; xem mau
van ban tham
khao; thuc
hanh soan chi
thi,
. Vao LMS (1.5
tiéf): xem slide
bai giang, xem
cac thong bao,
tham gia twong
tac dién dan va
lam bai tap
(theo yéu cau
cua GV).
Chuwong 4. CLO3 Gidng vién: Qua | - Chuong 9 Gio trinh,
KY NANG XAY DUNG +Thuyét giang | trinh vé cong van (tr.334-
CONG VAN, TO TRINH, + Trao doi; 361); vé to trinh
THONG BAO + Thao luan. (tr.391-396); (riéng
q 4.1. K§ ning xdy dung cong + Giao tinh thong  bao, xem
Buoi thur 6 van i hudng cho cac hudng dan tai 16p).
4.2. Ky nang xay dung to nhém sozn vén - Nghi dinh s6

trinh

ban.

Sinh vién:

+ Hoc ¢ 16p:
Ly thuyét:

30/2020/ND-CP.




Tuan/buoi
hoc

N¢i dung

CDPR mon
hoc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

1)

2)

3)

()

(6)

(4
tiecp thu va
tuong tac voi
Gidng vién;
Thuc hanh
(1,5 tiér) lam
bai tap, bai tap
nhom;
+ Hoc & nha:
. Tu hoc (6,0
tiér): doc tdi
liéu; xem mau
van ban tham
khao, thuc
hanh soan thdo
cong van, to
trinh;
. Vao LMS (1,5
tiér): xem slide
bai giang, xem
cac thong bao,
tham gia twong
tac dién dan va
lam bai tdp
(theo yéu cau
cua GV).

Bubi thir 7

Chuong 4.

KY NANG XAY DUNG
CONG VAN, TO TRINH,

THONG BAO

43. Ky nang xady dung

(tiép theo)

théng béo

CLO3

Gidng vién:

+Thuyét giang

+ Trao doi;

+ Thao luan.

+ Giao tinh

huéng cho céc

nhom soan van

ban.

Sinh vién:

+ Hoc ¢ 16p:

. Ly thuyét:

tiép thu va

tuong tac vai

Giang vién;
Thuc hanh

(1,5 tiér) lam

bai tap, bai tap

nhém;

+ Hoc & nha:

. Tu hoc (6,0

tié): doc tdi

liéu; xem mdu

van ban tham

khao; thuc

hanh soan thado

Qua
trinh

- Chuong 9 Gio trinh,
vé cong van (tr.334-
361); vé& to trinh
(tr.391-396); (riéng
théng bao, xem
huéng dan tai 16p).

- Nghi dinh s6
30/2020/NP-CP.




Tuan/buoi
hoc

N¢i dung

CDPR mon
hoc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

1)

2)

3)

(4)

()

(6)

théng béo;

. Vao LMS (1,5
tiér): xem slide
bai giang, xem
cac théng béo,
tham gia twong
tdc dién dan va
lam bai tdp
(theo yéu cau
cua GV).

Budi thir 8

Chuong S.

KY NANG XAY DUNG
BAO CAO, BIEN BAN VA
CAC LOAI DON
THUONG GAP

5.1. Ky ndng xay dung bao
cao

CLO4

Gidng vién:
+Thuyét giang
+ Trao d6i;

+ Thao luan.
+ Giao tinh
hudng cho céc
nhoém soan van
ban;

+ Nhan xét,
danh gia, sua
16i vé bai lam
cua sinh vién.

Sinh vién:
+ Hoc ¢ 16p:
. Ly thuyét:
tiép thu va
tuong tac vobi
Giang vién;
Thuc hanh
(1,5 tiér) lam
bai tap, bai tap
nhom;
+ Hoc & nha:
. Tw hoc (6,0
tiér): doc tdi
lieu; xem mau
van ban tham
khao; thuc
hanh soan thao
bao cao;
. Vao LMS (1,5
tiér): xem slide
bai giang, xem
cac thdong bao,
tham gia twong
tac dién dan va

lam bai tdp
(theo yéu cau
cua GV).

Gitlra

- Gido trinh Ky
thudat soan thdo van
ban, v& bao céo
(tr.362-378);

- Nghi dinh s6
30/2020/ND-CP.




Tuan/buoi
hoc

N¢i dung

CDPR mon
hoc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

1)

2)

3)

(4)

()

(6)

Budi thir 9

Chuong S.

KY NANG XAY DUNG
BAO CAO, BIEN BAN VA
CAC LOAI DON
THUONG GAP

(tiép theo)
5.2. Ky nang xay dung bién
ban

CLO4

Gidng vién:
+Thuyét giang
+ Trao ddi;

+ Thao luan.
+ Giao tinh
hubng cho céc
nhoém soan van
ban;

+ Nhan xét,
danh gia, sua
16i vé bai lam
cua sinh vién.

Sinh vién:
+ Hoc ¢ 16p:
. Ly thuyét:
tiép thu va
tuong tac vobi
Giadng vién;
Thuc hanh
(1,5 tiér) lam
bai tap, bai tap
nhom;
+ Hoc & nha:
. Tu hoc (6,0
tié): doc tai
liéu; xem mau
van ban tham
khao; thuc
hanh soan thao
bién ban;
. Vao LMS (1,5
tiéf): xem slide
bai giang, xem
cac thong béo,
tham gia twong
tac dién dan va
lam bai tdp
(theo yéu cau
cua GV).

Gitlra

- Gido trinh Ky
thudt soan thdo van
ban, vé bién ban
(tr.379-390).

- Nghi dinh e
30/2020/ND-CP.

Budi thir 10

Chuong 5.

KY NANG XAY DUNG
BAO CAO, BIEN BAN VA
CAC LOAI PON
THUONG GAP

(tiép theo)

5.3. Ky nang xay dung céc

CLO4

Gidng vién:
+Thuyét giang
+ Trao doi;

+ Thao luan.
+ Giao tinh
huéng cho céc
nhom soan van
ban;

+ Nhan xét,
danh gid, sua

Gitra

- Nghi quyét sé
351/2017/UBTVQH
14;

- Nghi dinh e
30/2020/ND-CP;

10




Bai

Tuén/budi Noi dun CDRmon | Hoatdéng | .. | Tailigu chinh va tai
hoc : g hoc day va hoc gia liéu tham khao
@) @ 3) @ G __[®)
loai don thuong gap 161 vé bai lam
a. Pon Khoi kién cua sinh vién;

b. Bon Xin viéc
c. Pon B¢ nghi

+ Gidi  thiéu
Tai liéu HD 6n
tap hudng dan
va lam Dbai
kiém tra (cua
Truong), dong
thoi huéng dan
SV lam bai
theo Dé thi
mau trong tai
liu.

Sinh vién:

+ Hoc ¢ 16p:

. Ly thuyét:
tiép thu va
tuong tac voi
Giang vién;

. Thuc hanh
(1,5 tiét) lam
bai tap, bai tap
nhom;

+ Hoc ¢ nha:

. Tw hoc 6,0
tiéy): doc tai
liéu; xem mau
van ban tham
khao, thuc
hanh soan thdo
don xin viéc,
don dé nghi;
lam bai va sua
bai theo huong
dan cia GV.

. Vao LMS (1,5
tiér): xem slide
bai giang, xem
cac thdong béo,
tham gia tuwong
tac dién dan va
lam bai tap
(theo yéu cau
cua GV).

7.2.  Ké hoach giing day 16p tdi (3,0 tiét/ budi)

11




Bai

Tuén/budi Noi dung CDR Hoatddng | .. . | Tailiéu chinh va tai
hoc : mon hgc day va hoc gia liéu tham khao
1) ) (©) (4) ®) (6
Nhap mon CLO1 Gidng vién: Quéd |- Chuong 1 (tr.9-54),
Vi tri va y nghia ctia mon +Thuyét giang | trinh Chuong 5 (tr.180-
hoc trong CTDT. + Trao d6i 211) va Chuong 6
Sinh vién: (tr.212-246)  Giao
Chuong 1. + Hoc ¢ 16p: trinh Ky thudt soan
NHUNG VAN DE Ly thuyét: tho van ban;
CHUNG VE VAN BAN nghe GV pho - Lugt Ban hanh vin
bién va phan ban quy pham phap
1.1. Gi6i thi¢u khai quat tich cac tinh Iudt ndm 2015;
ve van ban’ va Ahe; ‘thong huc’)ng' Iavm i Nghi dinh
van ban phap luat lam co phat sinh van _
so phép 1y cho viéc xay ban; Soan 34/2016/ND-CP; )
dung vin ban tuong tng thdo cic vin - Nghi dinh so
ban duoc 30/2020/ND-CP.
giao;
Thuc hanh
(05 tiér) vé
viéc van dung
Budi thir 1 co s¢ phap Iy
vao viéc soan
thao van ban;
+ Hoc & nha:
. Tw hoc (3,0
tiét): doc tai
liéu, tw nghién
cuu muc 1.3;
Vao LMS
(1,0 tiér): xem
slide bai
giang, xem
cac théng bao,
tham gia
twong tdc dién
dan va lam
bai tap (theo
yéu cau cua
GV).
CLO1 Gidng vién: Quéd |- Chuong 1 (tr.9-54),
Chuong 1. +Thuyét giang | trinh Chuong 5 (tr.180-
NHUNG VAN PE + Trao d6i 211) va Chuong 6
CHUNG VE VAN BAN Sinh vién: (tr.212-246)  Giéo
+ Hoc ¢ 16p: trinh Ky thudt soan
(tiép theo) Ly thuyét: thao van ban;
Bubi thtt 2 | 1.2. Phan biét mot sd loai nghe GV phd ]

véan ban

1.3. Kiém tra va xir Iy van
ban phap luat trai phép
luat

bién va phan
tich cac tinh

hudng lam
phat sinh van
ban; Soan

thao cac van

Ludt Ban hanh van
ban quy pham phap

ludt nam 2015;
Nghi

dinh

34/2016/ND-CP;

Nghi  dinh

SO
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Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

(1)

(2)

3)

(4)

()

(6)

ban duoc
giao;

Thuc hanh
(1,0 #ér) vé
vi€c phan biét
cac loai van
ban;

+ Hoc & nha:

. Tw hoc (3,0
tiér): doc tai
lieu;  nghién
cuu ky muc
1.3;

Vao LMS
(0,5 tiér): xem
slide bai
giang, xem
cac théng bao,
tham gia
twong tac dién
dan va lam
bai tap (theo
yéu cau ciia

GV).

30/2020/ND-CP.

Bubi thtr 3

Chuong 2. )

NHUNG YEU CAU CO

BAN TRONG NGHIEP

VU XAY DUNG VAN

BAN

2.1. Yéu cdu vé noi dung
va hinh thtc cua van
ban

CLO1
CLO2

Gidng vién:
+Thuyét giang
+ Trao doi

Sinh vién:
+ Hoc ¢ 16p:
Ly thuyét:
tiép thu va
tuong tac voi
Giang vién;
Thuc hanh
(0,5 tiér) lam
bai tap, bai tap
nhom;
+ Hoc ¢ nha:
. Tu hoc (3,0
tiéy): doc tai
lieu,

Vao LMS
(1.0  #ér):
xem slide bai
giang, xem
cac  thong
bdo, tham

gia twong tac

Qua
trinh

Nghi  dinh

30/2020/ND-CP.

Chuong 3 (tr.124-
154) va Chuong 4
(tr.155-179) Gi
trinh Ky thudt soan
thao van ban;

ao

Ludt Ban hanh van
ban quy pham phap
luat nam 2015;
Ngh; di
34/2016/ND-CP;

nh

SO
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Bai

Tuén/budi Noi dung CPR Hoatddng | .. . | Tailiéu chinh va tai
hoc : mon hoc day va hoc gia liéu tham khao
1) ) (©), (4) ®) (6
dien dan va
lam bai tdp
(theo yéu cdu
cua GV).
Chuong 2. CLO1 Gidng vién: Quéd |- Chuong 3 (tr.124-
NHUNG YEU CAU CO | CLO2 +Thuyét giang | trinh 154) va Chuong 4
BAN TRONG NGHIEP + Trao d6i (tr.155-179)  Giéo
VU XAY DUNG VAN trinh Ky thudt soan
BAN ’ Sinh vién: thao van ban;
(tiép theo) +Hoc o 16p: - Ludt Ban hanh van
22. Yéu chu vé phong Ly thuyet ban quy pham phdp
cach, ngén ngit tigp thu va ludt nam 2015;
Gidng vien; - Mo dinh
Thee hanh 34/201.6/NB‘-CP, ;
(1,0 £iéf) lam - Nghi dinh 5o
bai tap, bai tap 30/2020/ND-CP.
nhom;
Budi thir 4 + Hoc & nha:
. Tu hoc (3,0
tiér): doc tai
liéu,
Vao LMS
(0,5 tiér): xem
slide bai
giang, xem
cac théng bao,
tham gia
twong tdc dién
dan va lam
bai tap (theo
yéu cau ciia
GV).
Chuong 2. CLO1 Gidng vién: Qua |- Chuong 3 (tr.124-
NHUNG YEU CAU CO | CLO2 +Thuyét giang | trinh 154) va Chuong 4
BAN TRONG NGHIEP + Trao d6i (tr.155-179)  Giéo
VU XAY DUNG VAN trinh Ky thudt soan
BAN ’ Sinh vién: thao van ban;
(tiep theo) +Hoc o 16p: - Ludt Ban hanh van
23. Yéu clu vé thé thitc Ly thuyet: ban quy pham phdp
Budi thit 5 trinh bay van ban tiép thu  va lugt nam 2015;
A frong tac vol - Nghi  djmh
2.4, YACU cau ij qU7y trinh Glang Vlel'l;‘ 34/2016/ND-CP:
xay dung van ban Thuc hanh ,
(0,5 tiéf) 1am - Nghi dinh 50

bai tap, bai tap
nhom;

+ Hoc & nha:

. Tu hoc (3,0

30/2020/ND-CP.
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Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai

liéu tham khao

(1)

(2)

3)

(4)

()

(6)

tiér): doc tai
liéu, tw nghién
curu thém muc
2.4.

Vao LMS
(1,0 tiér): xem
slide bai
giang, xem
cac théng bao,
tham gia
twong tdc dién
dan va lam
bai tap (theo
yéu cau ciia

GV).

Bubi thir 6

Chuong 3.

KY NANG XAY DUNG
QUYET DINH, NGHI

QUYET, CHI THI

3.1. Ky nang xdy dung

quyét dinh

CLO2
CLO3

Gidang vién:
+Thuyét giang
+ Trao d6i

+ Giao tinh
hudng cho cac
nhom soan
van ban.

Sinh vién:
+ Hoc ¢ 16p:
Ly thuyét:
tiép thu va
tuong tac voi
Giang vién;
Thuc hanh
(1,0 tiéf) lam
bai tap, bai tap
nhom;
+ Hoc ¢ nha:
. Tw hoc (3,0
tiér): doc tdi
liéu; xem mau
van ban tham
khao; thuc
hanh soan
quyét dink;
Vao LMS
(0,5 tiér): xem
slide bai
giang, xem
cac thong bao,
tham gia
twong tdc dién
dan va lam
bai tip (theo

Qua
trinh

Chuong 7 (tr.288-
303) va Chuong 8
(tr.304-333) Giéo
trinh Ky thudt soan
thao van ban;

Ngh;i dinh
34/2016/ND-CP;
Nghi  dinh sO

30/2020/NP-CP;
Cac mau vin ban
tham khao (trong
Gido trinh).
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Bai

Tuén/budi Noi dung CPR Hoatddng | .. . | Tailiéu chinh va tai
hoc : mon hoc day va hoc gia liéu tham khao
1) ) @) @4) ®) |6
yéu cau cua
GV).
Chwong3. CLO2 Gidng vién: Qua |- Chuong 7 (tr.288-
KY NANG XAY DUNG | CLO3 +Thuyet giang | trinh 303) va Chuong 8
QUYET DINH, NGHI + Trao doi (tr.304-333)  Giao
QUYET, CHI THI + Giao tinh trinh Ky thudt soan
, hudng cho cac théo van ban;
(tiép theo) nhém soan - Nghi dinh
3.2. Ky nang xdy dung van bén. 34/2016/ND-CP:
nef duet Sinh vién: - Nghi dinh 5o
T Hoc & I6p: 3 O/ZOZQ/NB-CP,
Ly thuyét: - Ca&c mau van ban
tiép thu va tham khao (trong
tuong tac véi Gido trinh).
Giang vién;
Thuc hanh
(0,5 #iér) lam
bai tap, bai tap
nhom;
Budi thir 7 + Hoc & nha:
. Tu hoc (3,0
tiéy): doc tai
liéu; xem mau
van ban tham
khao; thuc
hanh soan
nghi quyét;
Vao LMS
(1,0 tiéf): xem
slide bai
giang, xem
cac théng bao,
tham gia
twong tdc dién
dan va lam
bai tap (theo
yéu cdu ciia
GV).
Chwong3. CLO2 Gidngvién: | Qua | . Chuong 7 (tr.288-
KY NANG XAY DUNG | CLO3 +Thuyét giang | trinh 303) va Chuong 8
QUYET DINH, NGHI + Trao do6i (tr.304-333)  Giao
QUYET, CHI THI + Giao tinh trinh Ky thudt soan
? , hudng cho cac thdo vin bén;
Buoi thir 8 (tiép theo) nhom  soan - Ngh; dinh
3.3. K¥ néang xay dyng chi van ban. 34/2016/ND-CP;
thi . . J
: o - Nghi dinh so
Sinh vién:
T Hoc & 16p: 3 O/ZOZQ/NB-CP,
Ly thuyét: - Ca&c mau van ban

16




Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai

liéu tham khao

(1)

(2)

3)

(4)

()

(6)

tiép thu va
tuong tac véi
Gidng vién;

Thuc hanh
(1,5 tié) lam
bai tap, bai tap
nhom;

+ Hoc & nha:

. Tu hoc (6,0
tié): doc tdi
liéu; xem mau
van ban tham
khao, thuc
hanh soan chi
thi;

Vao LMS
(1.5 tiér): xem
slide bai
giang, xem
cac théng bao,
tham gia
twong tdc dién
dan va lam
bai tap (theo
yéu cau ciia

GV).

tham khao (trong
Giao trinh).

Bubi thir 9

Chuong 4.
KY NANG XAY DUNG

CONG

VAN,

TO

TRINH, THONG BAO
4.1. Ky nang xay dung

cong van

CLO3

Gidng vién:

+Thuyét giang

+ Trao doi;

+ Thao luan.

+ Giao tinh

hudng cho cac

nhom soan

van ban.

Sinh vién:

+ Hoc ¢ 16p:
Ly thuyét:

tiép thu va

tuong tac voi

Giang vién;
Thuc hanh

(1,0 tiéf) lam

bai tap, bai tap

nhom;

+ Hoc & nha:

. Tw hoc (3,0

tiéy): doc tdi

lieu; xem mau

van ban tham

khao, thuc

Qua
trinh

- Chuong 9 Giao trinh,
ve cong van (tr.334-
361);

30/2020/ND-CP.

Nghi  dinh

SO
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Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

(1)

(2)

3)

(4)

()

(6)

hanh soan
thao cong
van,

Vao LMS
(0,5 tiéf): xem
slide bai
giang, xem
cac théng béao,
tham gia
twong tdc dién
dan va lam bai
tdp (theo yéu
cau ciia GV).

Budi thir 10

Chuong 4.
KY NANG XAY DUNG

CONG

VAN,

TO

TRINH, THONG BAO

(tiép theo)

4.2. Ky nang xay dung to

trinh

CLO3

Gidang vién:
+Thuyét giang
+ Trao ddi;
+ Thao luan.
+ Giao tinh
hudng cho cac
nhom soan
van ban.
Sinh vién:
+ Hoc ¢ 16p:
Ly thuyét:
tiép thu va
tuong tac voi
Giang vién;
Thuc hanh
(0,5 tiéf) lam
bai tap, bai tap
nhom;
+ Hoc ¢ nha:
. Tw hoc (3,0
tiéy): doc tai
liéu; xem mau
van ban tham
khao, thuc
hanh soan
thao to trinh;
Vao LMS
(1,0 tiér): xem
slide bai
giang, xem
cac théng béao,
tham gia
twong tdc dién
dan va lam bai
tdp (theo yéu
cau ciia GV).

Qua
trinh

- Chuong 9 Giao trinh,
vé to trinh (tr.391-
396);

- Nghi dinh sO
30/2020/ND-CP.

Bubi thir 11

Chuong 4.

CLO3

Gidng vién:

Qua

- Chuong 9 Gio trinh,
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Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

(1)

(2)

3)

(4)

()

(6)

KY NANG XAY DUNG
TO

CONG VAN,
TRINH, THONG BAO

(tiép theo)

4.3. Ky nang xay dung

thdng bao

+Thuyét giang
+ Trao ddi;

+ Thao luan.

+ Giao tinh
hudng cho céac
nhom soan
van ban.

Sinh vién:

+ Hoc ¢ 16p:

Ly thuyét:
tiép thu va
tuong tac véi
Giang vién;

Thuc hanh
(1,5 tiéf) lam
bai tap, bai tap
nhom;

+ Hoc & nha:

. Tu hoc (6,0
tiér): doc tdi
liéu; xem mau
van ban tham
khao; thuc
hanh soan
thao thong
béo;

Vao LMS
(1,5 tiéf): xem
slide bai
giang, xem
cac théng béao,
tham gia
twong tac dién
dan va lam bai
tdp (theo yéu
cau ciia GV).

trinh

vé cong vin (tr.334-
361); vé to trinh
(tr.391-396); (riéng
théng bao, xem
hudéng dan tai 16p).

- Nghi dinh 56
30/2020/NP-CP.

Budi thir 12

Chuong 5.

KY NANG XAY DUNG
BAO CAO, BIEN BAN
VA CAC LOAI PON

THUONG GAP

5.1. Ky nang xay dung

bao céo

CLO4

Gidng Vién:
+Thuyét giang
+ Trao doi;

+ Thao luan.
+ Giao tinh
hudng cho cac
nhom soan
van ban;

+ Nhan xét,
danh gia, sua
16i vé bai lam
cua sinh vién.

Sinh vién:

Gitra

- Gido trinh Ky
thudt soan thdo van

ban, vé bdo cao
(tr.362-378);
- Nghi dinh 56

30/2020/ND-CP.

19




Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

(1)

(2)

3)

(4)

()

(6)

+ Hoc ¢ 16p:
Ly thuyét:
tiép thu va
tuong tac voi
Gidng vién;
Thuc hanh
(1,5 tié) lam
bai tap, bai tap
nhom;
+ Hoc & nha:
. Tu hoc (6,0
tiér): doc tdi
liéu; xem mau
van ban tham
khao, thuc
hanh soan
thao bao cao;
Vao LMS
(1,5 tiér): xem
slide bai
giang, xem
cac thdng béo,
tham gia
twong tdac dién
dan va lam bai
tdp (theo yéu
cau ciia GV).

Bubi thtr 13

Chuong 5.

KY NANG XAY DUNG
BAO CAO, BIEN BAN
VA CAC LOAI PON

THUONG GAP

(tiép theo)

5.2. Ky nang xay dung

bién ban

CLO4

Gidng vién:
+Thuyét giang
+ Trao doi;

+ Thao luan.
+ Giao tinh
hudng cho cac
nhom soan
van ban;

+ Nhan xét,
danh gia, sua
16i vé bai lam
cua sinh vién.

Sinh vién:
+ Hoc ¢ 16p:
Ly thuyét:
tiép thu va
tuong tac voi
Giang vién;
Thuc hanh
(1,5 tiéf) lam
bai tap, bai tap
nhom;

Gitta

- Gido trinh Ky
thudt soan thdo van
ban, vé bién ban
(tr.379-390).

- Nghi dinh s0
30/2020/ND-CP.
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Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

(1)

(2)

3)

(4)

()

(6)

+ Hoc & nha:
. Tu hoc (6,0
tiér): doc tdi
lieu; xem mau
van ban tham
khao, thuc
hanh soan
thao bién ban;
Vao LMS
(1,5 tiéf): xem
slide bai
giang, xem
cac thdng béo,
tham gia
twong tac dién
dan va lam bai
tdp (theo yéu
cau ciia GV).

Budi thir 14

Chuong S.

KY NANG XAY DUNG
BAO CAO, BIEN BAN
VA CAC LOAI DBON

THUONG GAP

(tiép theo)

5.3. K¥ ndng xdy dung céac

loai don thuong gap

a. Pon khai kién

CLO4

Gidng vién:
+Thuyét giang
+ Trao d6i;

+ Thao luan.
+ Giao tinh
hudng cho cac
nhom soan
van ban;

+ Nhan xét,
danh gia, sua
16i vé bai lam
cua sinh vién.

Sinh vién:
+ Hoc ¢ 16p:
Ly thuyét:
tiép thu va
tuong tac voi
Giang vién;
Thuc hanh
(1,0 #iér) lam
bai tap, bai tap
nhém;
+ Hoc & nha:
. Tu hoc (3,0
tié): doc tdi
liéu; xem mdu
van ban tham
khao; thuc
hanh soan
thao don khoi
kién;

Gitlra

- Nghi quyét so
351/2017/UBTVQH
14;

- Nghi dinh sO
30/2020/ND-CP;
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Tuan/buoi
hoc

Noi dung

CbR
mon hgc

Hoat dong
day va hoc

Bai
danh
gia

Tai liéu chinh va tai
liéu tham khao

(1)

(2)

3)

(4)

()

(6)

Vao LMS
(0,5 tiéf): xem
slide bai
giang, xem
cac thdong béo,
tham gia
twong tac dién
dan va lam bai
tdp (theo yéu
cau ciia GV).

Budi thir 15

Chuong 5.

KY NANG XAY DUNG
BAO CAO, BIEN BAN
VA CAC LOAI DBON

THUONG GAP

(tiép theo)

5.3. K¥ nédng xay dung céc

loai don thuong gap

b. Pon xin viéc
c. bon dé nghi

CLO4

Gidng vién:
+Thuyét giang
+ Trao d6i;

+ Thao luan.
+ Giao tinh
hudng cho cac
nhom soan
van ban;

+ Nhan xét,
danh gia, sua
16i vé bai lam
cua sinh vién;
+ Gioi thi¢u
Tai licu HD
on tap huodng
dan va lam bai
kiém tra (cua
Truong), dong
thot huong
din SV lam
bai theo D thi
mau trong tai
li¢u.

Sinh vién:
+ Hoc ¢ 16p:
Ly thuyét:
tiép thu va
tuong tac voi
Giang vién;
Thuc hanh
(05 tiéf) lam
bai tap, bai tap
nhom;
+ Hoc & nha:
. Tw hoc 3,0
tiér): doc tdi
lieu; xem mau
van ban tham
khao, thuc

Gitra

Nghi dinh sO
30/2020/NDP-CP;
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Bai

Tuén/budi A CPR Hoat dong . Tai li¢u chinh va tai
Noi dung n . danh on .
hoc mon hoc day va hoc gia liéu tham khao
) ) (©) (4) ®) (6

hanh soan
thao don xin
viéc, don dé
nghi; lam bai
va swa bai
theo huong
dan cia GV.
Vao LMS
(1,0 tiéf): xem
slide bai
giang, xem
cac théng béao,
tham gia
twong tdc dién
dan va lam bai
tdp (theo yéu
cau ciia GV).

8. Quy dinh ctia mén hoc

Quy dinh vé chuyén can va Noi quy 16p hoc; bai tip tinh hudng, bai tdp nhom, danh

gia két qua cudi ky:

8.1. Quy dinh vé chuyén can va Nji quy I6p hoc:

- Sinh vién di hoc chuyén can, tham gia LMS dugc danh gia 10% diém sé.

- No6i quy 16p hoc:

+ Khoéng n6i chuyén va lam viéc riéng, khong stir dung dién thoai ca nhan va cac thiét

bi dién tir ngoai muc dich hoc tap;

+ Phai thuc hién cac hoat dong hoc tap dung thoi han duogc giao,

gian quy dinh s& khong dugc tinh diém qua trinh;

nop tré so véi thoi

+ Phai doc tai liéu, lam bai tap c4 nhan, lam bai tip nhom trude khi dén 16p (néu co);

+ Tich cuc tham gia phat biéu, xay dung bai.

+ Cac ndi dung khac do Nha truong quy dinh.

8.2. Bai tdp tinh huéng phdt sinh vin bdn

- Noi dung: Giai quyét mot ndi dung trong pham vi mén hoc.

- Tiéu chi danh gia (xem trong phan rubrics mén hoc).

8.3. Bai tdp nhom

- Hinh thttc: thdo luan, cung stra 16i mot van ban da duoc soan san;

- Noi dung: Giai quyét mot ndi dung trong pham vi mén hoc;

- Tiéu chi d4nh gia (xem trong phan rubrics mén hoc);
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- Xac dinh mac do tham gia cua cac thanh vién trong lam vi¢c nhém;

- Pai dién nhom bao cédo qué trinh lam viéc nhém va két qua lam viéc nhém. Cac

thanh vién cta nhom ho trg thanh vién dai dién trong qua trinh thuyét trinh.

8.4. Thi két thiic hoc phdan (d4nh gia két qua cudi ky)

- Hinh thire: thi viét tu luan (90 phut); sinh vién dugc st dung tai li¢u giéy khi lam bai

thi.

- No1 dung: toan bg kién thirc ciia mon hoc.

- Tiéu chi danh gia: theo dép an chi tiét cia Bo mon trong phan rubrics mén hoc.

- Piéu kién duy thi: Sinh vién khong vi pham quy ché ctia Nha trudong thudc truong hop

bi cAm thi.

9. Goi ¥ cac chit dé dé sinh vién nghién ciru va thao luin theo nhém trén 16p:

1)

2)

3)

4)

5).

6).

7)

8)

Nhitng diém giong va khdc nhau vé thé thike giita van bdan quy pham phdp
ludt voi van ban hanh chinh.

Nghi dinh s6 30/2020/NP-CP ¢6 hwdng dan soan van bdn ciia Pang hay ciia
Poan TNCSHCM khéng? Gidi thich va chieng minh bang thuec tién.

Nghi dinh 56 30/2020/NP-CP ¢6 duoc dung dé soan thao van ban cua cdc
loai hinh doanh nghiép khdng? Gidi thich?.

Nhitng diém giong va khdc nhau vé thé thirc giita nghi quyét (ca biét) véi
quyét dinh (cd biét).

Nhitng diém giong va khdc nhau vé thé thirc giva nghi quyét/quyét dinh quy
dinh triee tiép véi nghi quyét/quyét dinh quy dinh gidn tiép?

Nhitng diém giong va khdc nhau vé ndi dung giita quyét dinh tuyén dung
nhén sw vao lam viéc trong cdc co quan nha mede voi quyét dinh tuyén dung
nhan sy vao lam viéc trong cac doanh nghiép ngoai nha nuoc?

Nhitng diém giong va khac nhau vé thé thirc gitta céng van voi to trinh?
Giai thich bc‘ing ly lugn va néu vi du thuc tién dé minh hoa.
Nhitng diém giong va khdc nhau vé thé thirc gitta bién ban véi bdo cdo?

Giai thich bcing ly lugn va néu vi du thuc tién aé minh hoa.l.

TRUONG KHOA Giang vién bién soan

TS. Du Ngoc Bich Trin Thi Mai Phuéc
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