BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIETNAM

TRUONG PAI HOC MO TP.HCM Péc 1ap — Tw do — Hanh phuc
PE CUONG MON HOQC
1. Théng tin chung vé mén hoc
1.1 Tén modn hoc: K§ thuat Xay dwng van ban
1.2 Ma moén hec: BLAW?2204
1.3 Trinh do: Pai hoc
1.4 Nganh hoc: Luét kinh té
1.5 Khoa phu trach: Khoa Kinh té va Luat
1.6 Sé tin chi: 2

1.7 Y&u ciu ddi véi mdn hoc
e MO6n hoc trudc:
+ Ly luan nha nu¢c va phap luat,
+ Luét Hién phap,
+ Luat Hanh chinh.
e Mon hoc tién quyét: Khdng
1.8 Yéu cau d6i véi sinh vién
e Co mit tai 16p it nhat 80% s6 luong tiét giang;
e Doc Gido trinh va céc tai liéu tham khao theo huéng dan cua Gidng vién;
e Lam bai kiém tra giita ky va thi két thiic mon.
2. Gi6i thiéu tdng quat mén hoc
2.1 Muc tiéu mon hgc

Pay 1a mot mén hoc can c6 su két hop giita Iy thuyét véi thuc hanh nén doi hoi
sinh vién phai biét van dung kién thirc cia mén hoc dé soan thao dugc cac loai vin ban
hanh chinh théng dung; xay dung duoc k¥ nang lam viéc trong thyc tién cudc séng, cong
tac.

2.2 Mo ta mén hoc

Noi dung mén hoc bao gdm 3 chwong: Chuong 1 gidi thiéu khai quat vé vin ban;
chuong 2 néu 1én nhitng yéu cau co ban trong nghiép vu Xay dyng van ban; chuong 3 13
noi dung chinh caa mén hoc — gitip nguoi hoc nam duoc ly thuyét va thuc hanh soan thao
mét s6 van ban hanh chinh théng dung ciing nhu mét sé don tir thudng gap.
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3. Noi dung chi tiét mén hoc

Thao
A A AG (o g S6 Ly lua .o
Tén chwong/phan Muc Noi dung khai quat tig ¢ thuzé ¢ /IE)%? Ghi cha
tap
Chuong 1: 1. Khai niém, chitc nang | - Panh gia dugc vai |04 | 04 0 | TLTK chinh:
Nhimg vén dé va vai tro ctia van ban trf‘J, chirc nang cua van Gido tri?h Xg?y
chung v& Van | 2. Phan biét Vin ban ban; du’r,lg van baja
ban. quy pham phap luat v6i | - Nam duogc nhimng phap lugt
Van ban hanh chinh kién thirc co ban nham (Chuong 1, 11,
| han bigt dugc van bin V)
3. Hiéu lyc va nguyén p : T
taic 4p dung vin ban quy quvy pl{am Phap 11,12.1‘[ vor
pham phép luat Van ban hanh chinh.
1. Yéu cau vé ndi dung | - Xac dinh duoc cac |04 | 04 0 | TLTK chinh:
Chuong 2: va hinh thiric cua van ban yeu. Acau co bAan trong l.A Giao trlrjh
Nhimg yéu chu 2. Yéu cau vé phong n%hlq? vu xay dyng quzy dW?g vajq
: cdch, ngbn ngit van ban; ban phap luat
co ban trong : o (Chuong Il
nghiép vu Xay | 3. Yéu cau vé thé thuc |~ Nam duge <iac bu(jc IV, V)
dung van ban. | trinh bay van ban trong quy ftrinh xay
. dung van ban hanh 2. Thong tu
4. Quy trinh Xay dung | chinh, 01/2011/TT-
van ban BNV
Chuwong 3: 1. Ky thuat Xay dung |- Ren cho SV céch |22 | 14 08 | TLTK chinh:
K§ thuat Xay Nghi quyét tr!nh bay thett thirc \’/én l.A Giao trlrjh
dung mot s6 |2 Ky thuat Xay dung bim (jctleo \dung huéng szy dm,zg vaja
vin ban hanh | Quydt dinh dan hi¢n hanh). fgﬁ phap 1“)4”
. N A A ia uvong VII
chinh thong 3. K§ thuat Xay dung Chi Giup SV phéan biét
dung . thi dugc Coéng van (van 2. Thong tu
' ban khong co tén loai) 01/2011/TT-
4.Ky thuat Xay dung |y cac loai van ban BNV
Cong van HC khac (vin ban c6
5. Ky thuat Xay dung Béo | tén loai);
cao - Gilp SV nam duoc
6. K§ thuat viét Bién ban | tinh chat, bé cuc, cach
7.Ky thuit Xay dung To | T0¢ trinh bay va cach
N dien dat cua tung loai
trinh 3
. van ban.
8. Huong dan soan thao
mot sé Pon tir thuong
gap
Tong cong 30 | 22 08
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4. Hoc liéu
4.1 Tai liéu bit budc

e PGS.TS.GVC. Nguyén Canh Hop (Chu bién) — Giéo trinh Xay dung van ban phap
lugt - Nxb Hong Burc, 2012;

e Thong tu 01/2011/TT-BNV ngay 19/01/2011 huéng din vé thé thirc va ki thuat
trinh bay van ban hanh chinh.

4.2 Tai liéu tham khao
e Luat ban hanh van ban quy pham phap luat (2008);
e Luat ban hanh van ban quy pham phap luat caa HDND, UBND (2004);

e Thong tu 55/2005/TTLT-BNV-VPCP ngay 06/5/2005 huéng dan vé thé thic va
k¥ thuat trinh bay van ban.

e Mot s6 mau Van ban hanh chinh tham khao.
5. To chirc giang day va hoc tap
Theo quy dinh hién hanh cta Truong Pai hoc Mé Tp.HCM.

6. Panh gia két qua hoc tap

STT Piém thanh phan Tilé %
1 Kiém tra giira ky * 30%
2 Thi cubi ky cudi ky 2 70%

Piém tong két mon hoc

. . . , 100%
(Diém kiém tra giita ky * 30% + Diém thi cuoi ky * 70%)

Tp. Ho Chi Minh, ngay ... thang ... ndm 201....

BAN GIAM HIEU KT. TRUONG KHOA KINH TE VA LUAT
PHO TRUONG KHOA

Du Ngoc Bich

1 Piém gitra ky 1a tong diém ctia diém kiém tra giita ky va nhitng diém thanh phan danh gia khac.
2 Piém thi cudi ky: La diém ctia 01 lan thi kiém tra tdp trung do Nha truong to chic.
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