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m S6 don vi hoc trinh: 2 tin chi (30 tiét 1y
thuyét)

Chuong trinh mon hoc:
Gom 2 phan v6i 9 chuong
m Phan I: Tong quan vé quan tri van phong
O Chuong 1: Khdi quét vé quan tri vin
phong
O Chuong 2: Quan tri thong tin & ho so.
O Chuong 3: Giao ti€p vin phong
O Chuong 4: Quan tri hdi hop & xdy dyng
chuong trinh, k& hoach hoat dong.

Monday, September 13,
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" Phin II: K§ thuat soan thdo & trinh bay vin
ban

0O Chuong 5: Khii quat chung vé€ vin ban

0O Chuong 6: Thé thiic va k¥ thuat trinh bay
van ban

O Chuong 7: Phong cdch ngdn ngit trong vin
ban hanh chinh — c6ng vu

O Chuong 8: Quy trinh soan thdo va ban hanh
van ban

O Chuong 9: K¥ thuat soan thao va trinh bay
mot sd van ban hanh chinh thong dung.

Monday, Septem.ber 13,
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Muc dich mén hoc:

m Cung cdp kién thiic ve:

O Chic ning, nhiém vu, cd ciu td chiic, hinh
thic td chifc vin phong.

O Hé thong vin bdn quy pham phép luit,
van ban tu phap va van ban hanh chinh.

m Ren luyén ky ndng soan thao va trinh bay
mot sd van ban hanh chinh — cong vu thong
dung nhu quyét dinh, thong bdo, t5 trinh, bdo
cdo, cong vin, hop dong.

Monday, September 13,
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Tai liéu mon hoc:

m Gido trinh K¥ thuét soan thao van ban cta
Truong BPHCN TPHCM, 2007

m Quan tri hanh chinh vin phong, NXB Tdng hop
TPHCM, 2008

Vin ban quy pham phap luit:

m Hi€n phdp nam 1992;

m Luit Ban hanh van ban quy pham phap luat nam
2008 (01/01/2009);

m Luit Ban hanh van ban quy pham phap luit cta
Hoi dong nhan dan, Uy ban nhan dian nim 2004

wordSL442005);

2010

IF

| H
m Nghi dinh ctia Chinh phu s6 24/2009/ND-CP
ngay 05/03/2009 quy dinh chi tiét v€ bién
phdp thi hanh ludt ban hanh van ban quy
pham phap luit.

m Nghi dinh ctia Chinh pha s6 110/2004/ND-CP
ngay 08/4/2004 vé cong tac vin thu.

m Nghi dinh ctia Chinh pha s6 9/2010/ND-CP
ngay 08/2/2010 stra d6i bd sung mot sd diéu
cua Nghi dinh s6 110/2004/ND-CP ngay
08/4/2004 vé cong tac viin thu.

Monday, September 13,
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m Thong tu lién tich s6 55/2005/TTLT-BNV-
VPCP ngay 06/5/2005 cua Bo ndi vy, Vin
phong Chinh phti “Huéng din vé thé thifc va
ky thuat trinh bay van ban”.

Cac website tham Kkhio:
m http://www.na.gov.vn (Quéc hoi)

m http://www.gov.vn (Chinh phu)
m http://www.hui.edu.vn (DHCN TPHCM)
m http://www.fba.edu.vn (Khoa QTKD)

Monday, September 13,
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Pi TAI TIEU LUAN

1. Van phong ao: thyc trang va giai phdp phat
trién.

2. Cong tac 1€ tan vin phong: thuc trang va gidi
phdp hoan thién.

3. Van dé phong thdy trong lwa chon vi tri dit
vin phong: thuc trang va mot s kién nghi.

4. Van dé phong thly trong bai tri vin phong:
thuc trang va mot sO ki€n nghi.

5. Van dé khong gian va dnh sdng trong vin
phong: thyc trang va mot sd kién nghi.

Monday, September 13,
2010 8
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6. Hoan thién k§ thuét soan thdo quyét dinh
hanh chinh.

7. Hoan thién k¥ thuit soan thao thong bao.
8. Hoan thién k¥ thuit soan thao tg trinh.
9. Hoan thién k¥ thuit soan thao bdo cdo.
10. Hoan thién k¥ thuat soan thao cong van.
11. Hoan thién k§ thuit soan thdo hgp dong

kinh doanh.
12. Hoan thién k¥ thuit soan thdo hgp dong
dan su.

Monday, September 13,
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CHUONG 1

KHAI QUAT VE QUAN TRI
VAN PHONG

SO TIET HOC: 2

IF
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NOI DUNG CHINH
m Khai ni€ém, chirc nang, nhiém vu van
phong
m Co céu to chtrc van phong:
O Nguyén tic hoat dong
O T chtc vin phong
0O B tri vin phong

Monday, September 13,
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1. Khdi niém, chic ning, nhiém vu

1.1. Khdi niém vin phong

m Nghia rong: Vin phong 12 bd mdy diéu hanh
clia co quan, to chic.

m Nghia hep: Van phong la tru sG lam viéc cua
co quan, to chic.

m Vin phong la bo mdy dieu hanh tong hop
cuia co quan, to chiic, la noi thu thdp, xit ly
thong tin phuc vu diéu hanh va bdo ddm cdc
diéu kién vdt chat, ky thudt cho hoat djong
ctia co quan, to chiic.

Monday, September 13,
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1.2. Khai niém quan tri vin phong

m Quan tri van phong la viéc hoach dinh, to
chic, phoi hdp, ki€m soat cac hoat dong xu
ly thong tin.

Quan tri van phong co 5 chiic ndng co ban:

m Hoach dinh cong viéc van phong

m T3 chifc thuc hién cong viéc vin phong

m L.anh dao cong tdc vdan phong

m Kiém sodt cong viéc vin phong

m Dich vu hanh chinh van phong

Monday, September 13,
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1.3. Chifc ning cua vin phong
1.3.1. Chiic ndng tham muu, tong hop
m Tong hop, x{f 1y va cung cdp thong tin vé
hoat ddng cia cd quan, to chic
m Tham muu cho lanh dao vé cdc bién phdp
gidi quyét va xir 1y
m Gidp lanh dao cic cong viéc sau:
O Xady dung chuong trinh, k& hoach, lich lam
viéc
O Theo doi, dén déc cdc don vi, bd phin
O T6 chiic, diéu phdi cdc hoat dong chung

Monday, September 13,
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1.3.2. Chiic ndng hdu cdn

m TG chic viéc quan 1y, st dung cic
khoan kinh phi, quan ly tai san ctua co
quan, to chiic

m Bido ddm co s§ vat chat, phuong tién va
diéu kién 1am viéc clia co quan, td chic

1.3.3. Chiic ndng dai dién

m L3 ddu moi giao ti€p clia cd quan, to
chuc

Monday, September 13,
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1.4. Nhiém vu cua vian phong

m X4y dung chuong trinh, k& hoach cong tdc

m Chudn bi tai liéu phuc vu lanh dao gidi quyét
cong viéc hanh ngay, hoi hop

m Soan thdo va ban hanh vin ban, dé xuit cic
bién phap bao dam thi hanh

m TS chitc hoi hop

m Quan 1y, Ivu trif van ban

m T§ chifc giao ti€p ddi noi, d6i ngoai

m Quan 1y tai san cia don vi

m Chim lo d&i sdng vat chat, tinh than cho cdn

Mondakkéit@nn]}ﬁn Vién
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2. Cd cdu - to chidc ciia viin phong

2.1. Nguyén tic hoat dong

m Hoat dong theo nguyén tic hanh chinh (thd

trudng 1anh dao)

m Vin phong co quan, t6 chic cap trén huéng

din, kiém tra chuyén mon vin phong cd
quan, td chifc cAp dudi

m Quan 1y can b, nghi€p vu chuyén mon theo

quy dinh cta phdp luat va quy dinh cua cG
quan, to chic.

Monday, September 13,
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2.2. Té chifc viin phong

2.2.1. Hinh thic té chifc:

m C6 2 hinh thifc: tip trung mot dau moi va tap
trung theo chuc nang.

m Hinh thu’c tap trung mot ddu méi: moi hoat

dong cla van phong dit du6i sy diéu hanh
clia nha quan tri hanh chinh

m Uu diém: dé dleu hanh cong vi€c, huy dong
nhan sv, dé kiém tra, diéu dong, phan bd
trang thiét bi, phu’dng ti€n lam viéc

m Nhugc diém: kh6 chuyén mon hoa, khé quan
tam dung mic tAm quan trong cla ting loai
cong viéc.

Monday, September 13,
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m Hinh thiic tdp trung theo chiic ndng: hoat
dong ctia van phong dit tai cdc b phan
chuyén mon dudi sy giam sat cua nha
quan tri hanh chinh

m Uu diém: chuyén mdn héa cong viéc, ting
loai cOng viéc dudc dat ding tam quan
trong cua nd

m Nhugc diém: d& din dén vi pham ché do
tha trudng

Monday, September 13,
2010 20
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2.2.2. C¢ cau td chifc
m L.anh dao van phong - phong hanh chinh:
O Chanh vidn phong — Truéng phong hanh
chinh
O Ph6 Chéanh van phong — Pho phong hanh
chinh
m Céc b0 phin truc thudc:
O BO phéan van thu
O BO phan t6ng hop
0 BO phan qudn 1y cd s vat chat (quén tri)
0 BO phan bdo vé, 1€ tan, tap vu ...

Monday, September 13,
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m Bj phdn vdn thu: quan 1y, di€u hanh cong
tdc ti€p nhan, x1t 1y, bdo quan, bdo mat,
chuyén giao vin ban trong va ngoai cd quan,
t6 chic.

m Bj phdn tong hop: gdm cic chuyén vién cd
nhi€ém vu nghién ctu chad truong, chinh sach
cua cap trén, cdc linh vuc chuyén mon c6
li€n quan. Tham muu cho 1anh dao trong viéc
trong diéu hanh hoat dong cla cd quan td
chic (dé xuit cdc phuong 4n gidi quyét cong
viéc).

Monday, September 13,
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3. B0 tri vian phong

3.1. Muc dich, yéu cdu:

m Tao moi trudng thich hgp cho cong viéc cla
nhin vién nhim ning cao hi€u qua 1am viéc

m Thuén tién cho viéc ti€p khich

m Dam bdo gilf gin bi mat vin ban, tai liéu

m T4n dung t61 da mit bang, ti€t kiém va st
dung cd dong dién tich vdn phong

m Gidm thi€u thdi gian di chuyén gifta cdc bd
phan cda vidn phong.

Monday, September 13,
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3.2, Cdc phuong phdp bo tri van phong
m Vin phong b tri theo khong gian déng (vin
phong chia nhd): 1a cach bd tri van phong
truyén thong; tirng bd phan bd tri phong riéng
cé tudng ngan, ctra ra vao déng kin.
m Uu diém:
O Bao mat cong viéc
0 Bdo ddm tinh riéng tv ctia mdi nhan vién
O Phu hgp v6i cOng vi€c tip trung cao
m Nhugc diém: t6n dién tich, ting chi phi dién,
. ti€L bl vin phong.

2010 24
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m Vin phong b tri theo khong gian md: cic
bo phan dugc b tri trong cling mot phong
khong c6 vach ngin hodc cé vach ngin thap
mang tinh trang tri.

m Uu diém:

O Ti€t ki€ém chi phi, dién tich
O Thuén tién trong giao ti€p gilta cdc bd
phan

m Nhuoc diém:

O Khong phu hgp cong viéc tap trung cao

Monday, September 13,
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3.3. Trang thiét bi vin phong

m Thiét bi vin phong: dién thoai, mdy fax, May
photo-copy, may vi tinh, may tinh dién t{ ...

m DO dung vin phong: ban, gh&, t dung ho so, gid
dé tai liéu, td 4o ...

m Hién dai hoa cong tdc van phong: tin hoc hoa, ty
dong hoa, vién thong hda cong tdc van phong

m XAy dung vin phong “khong gidy”, vin thu dién
tu.

m X4ay dung do6i ngii nhan vién cé trinh d§ quan ly,
chuyén mon nghi€p vu, ky ndng hanh chinh

Monday, September 13,
2010 26
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CAUHOI ON TAP
1. Van phong la gi?
2. Cac chic ning cd ban ctia van phong?
3. Co cdu to chifc vin phong?
4. C4c hinh thtc t6 chic vin phong?
5. Phan tich vai trd cta vin phong d6i véi co
quan, t& chifc?
6. Vi sao néi “Vian phong la bo mit cta co
quan, td chifc”?

Monday, September 13,
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CHUONG 2

QUAN TRI THONG TIN
& THOI GIAN

" JJE
NOI DUNG CHINH
Téng quat hé thdéng théng tin.
X0 ly cdng van dén.
X& ly cdng van di.
Quan tri thoi gian

eeeeeeeeeeeeeeeeeee
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1. Téng quat hé thong thong tin

1.1. Khai niém thong tin
m Thong tin 1a sy truyén tin hiéu, tin tirc vé
nhiing sy kién, hoat dong da, dang va sé& xay
ra cho nhi€u ngudi cung biét.
m Thong tin la dai luong v6 hinh, khong nhin
thay, so0 moé duogc.
m Con nguoi chi nim dugc “vat mang tin” 13 céc
tai li€u, hinh v&, phuong ti¢n dién tir .v.v.
m Dudi goc do quan tri, thong tin 1a:
San pham
Tai san vo hinh

Monday, September 13,
2010
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1.2. Vai tro cua thong tin
m Phuong tién quan 1y: thong nhat hoat dong
clia co quan, to chifc nhim dat muc tiéu
chung.
m C0 s& d€ ban hanh c4c quyét dinh quan 1y
m COng cu quan trong cua nha quan tri trong:
Xay dung chuong trinh, k&€ hoach
T6 chitc quan 1y cdc ngudn luc
Chi dao, diéu hanh, huéng din, kiém tra.

Monday, September 13,
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1.3. Phan loai thong tin

m Theo cdp qudn Iy: thdng tin tif trén xudng, tir
dudi 1€n, thong tin chéo.

m Theo linh vuc hoat dong: thdong tin chinh tri,
kinh t€&, vin hoa - xa hdi, khoa hoc — k§
thuét, an ninh — qudc phong.

m Theo tinh chdt phdp ly: thong tin chinh thic,
khong chinh thuc.

m Theo hinh thiic truyén tin: vin ban, 15i néi.

m Theo thoi gian: qué kha, hi€n tai, tuong lai

Monday, September 13,
2010
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MO HINH HE THONG THONG TIN

Co quan, to chirc
bén ngoai

Théng tin
dau vao
(van thw den)

Théng tin
dau ra
(van thu di)

Co quan, té chirc
(thong tin ndi bo)

Monday, September 13,
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2. Xir 1y cong vin dén
2.1. Cac buoc xuw ly
m Phan loai van thu.
m Mo thu.
m Dong dau cong van dén va ghi ngdy nhan
m V30 s6 cong vin dén.
m Trinh cip trén duyét.
m Soan phiéu chuyén.
m Phéan phéi vin thu.

Monday, September 13,
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2.2. Phan loai van thw
m Thw khén: dién tin, thu phat nhanh, thu
bao dam.
m Thuw cd nhdn hoic thu ¢ in dau “mdt”.

m Thw hang mot: cac loai thu, buu anh,
buu kién, hoa don, thu trong ndi bd.

m Thu hang hai: bao va tap chi.

m Thiw logi ba: cac Catalogue va cac an
pham khac.

Monday, September 13,
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2.3. M6 thw

m Thu ky, nhan vién van phong khong dugc
quyén m¢& cac loai thu ca nhan va thu ¢co
ky hiéu “mat”.

2.4. Péng dau ngay, giv

m Xac dinh ngay nhan.

m Xac dinh thoi han tra 161 van thu.

m Céc dé nghi giao két hop dong, tai liéu du
thau co the c6 ngay hét han.

Monday, September 13,
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Mau dau cong van dén

TEN CG QUAN, TO CHUC

CONG VAN PEN

Kinh ChUY&n: ....e.eeeceeeceimcemcememsmesemenes

Monday, September 13,
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Mau so cong van dén

Van thu di ky tén, dong dau chua.

m Vao so cong van di.

m Chuyén phat.

Monday, September 13,

2010

EAY | o ong | than st y
STT dén | 0N Cong 5 g ndi | nhian | tén
van vin | nam
dung
" JE
3. Xir ly cong van di
m Kiém tra:
Vian thu d3 dé ngay thang chua.
Dia chi ¢6 chinh xac khong.
Dia chi bén trong c6 phu hop véi dia chi
bén ngoai.

12




Mau s6 cong van di

£ s Trich .
So va Naa u Noi DPon vi
ky gay | yeu ? | hoac | Ghi
higu | thang | noi | nhan | oo il cha
: CV | dung | cv | MY
Ccv cV nhan

Monday, September 13,
2010

13

" J

4. Quan tri thoi gian

4.1. Khai niém:

® Quan tri thot gian 1a viéc hoach dinh, to
chirc va kiém soat viéc str dung quy thoi
gian mot cach co6 hi¢u qua.

4.2. Pic diém cia thoi gian:

m Ton tai khach quan

m Mang tinh mot chiéu, khong 1ap lai

m Co g161 han

Monday, September 13,
2010
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m Lién tuc khong thay d6i

m Gia tri phu thudc vao chu thé str dung

m Thudc vé moi nguoi

mTai nggyén quy hiém khong thé tiqh Iy,
du mudn hay khéqg thi chung ta déu phai
tiéu dung no véi toc do 60 giay trong 1
phut.

Monday, September 13,
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4.3. Nguyén nhin mat thoi gian
m Khong 1ap hoic 1ap ké hoach khong tét.
m Khong phan quyén, phan cong hiéu qua.
m Ton thoi gian vao vi¢c khong tén, lat vat.
m Doc tai liéu qua cham, khong biét phuong

phap doc nhanh.

m Khong tap trung trong cong viéc.

Monday, September 13,
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4.4. Cac bién phap tiét kiém thoi gian
m Lap ké hoach, lich lam viéc.
m "Gid nao viéc ndy" - Lam dung theo ké
hoach lam viéc.
m Tap trung vao cong viéc dang lam.
m Li¢t ké cac cong viéc theo thir tu wu tién.
m Phai biét néi “Khong” khi can thiét.
m Tan dung su giap d6 cia moi nguoi.

m Lam viéc theo nhom, si€ng nang.
Monday, September 13,
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4.5. Nhirng nguyén tic quan tri thoi gian
m Suy nghi chiam, chic chan, tich cuc.
m N6i it di, 1am nhiéu hon.
m Noi, nghi, 1am phai di lién véi nhau.
m Bam sat cong viéc theo lich trinh.
m Dau tu thoi gian mot cach khoa hoc.
u L}lén hudng té1 cac muc ti€u cua cudce
song.
m TOn trong thoi gian./.

Monday, September 13,
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CAUHOI ON TAP
1. Néu khéi niém thong tin?
2. Néu cdc buéc xit Iy cong viin dén?
3. Cédc bién phap gitp st dung hiéu qua thdi
gian?

Monday, September 13,
2010
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CHUONG 3

TO CHUC CONG TAC
LE TAN

IF

NOI DUNG CHiNH
m Gi6i thiéu tong quat vé cong tac 18 tan.
m Cong tac don, tiép khach tai co quan,
doanh nghiép.
u Tiép khach qua dién thoai.

Monday, September 13,
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1. Giéi thiéu tong quat vé cong tac I tin
1.1. Khai ni¢m 1€ tan
m L&tan 1a tong hop cac hoat dong dién ra

trong qua trinh ti€p xuc, trao doi, lam
viéc giira cac tO chirc, ca nhan.

m L& tan 1a hoat dong dién ra trong moi
linh vuc do1 song xa hoi.

Monday, September 13,
2010
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1.2. Phén loai I€ tin

= L¢ tn ngoai giao.

m L& tan ndi bo.

m L& tan kinh doanh.

Monday, September 13,
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1.2.1. Lé tan ngoai giao
m BO phan caa hé¢ théng nghi thirc nha nudc
] Gém cac hoat dong déj ngoai gifra cac
quoc gia, vung lanh tho.
m Quy dinh diéu chinh: thong I¢ quoc te, tap
quan quoc gia.
m NOi dung:
O Tha tuc thiét l1ap ngoai giao, bo nhiém dai st
O Tham chinh thtrc.

Monday, September 13,
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1.2.2. L& tan ndi bd quoc gia

m Cac hoat dOng dién ra trong qua trinh tiep
xuc, trao doi gitra cdc co quan, t6 chtec,
ca nhan trong nudc.

1.2.3. Lé tan kinh doanh

m Cac hoat dong dién ra trong qua trinh tiép
xuc, trao doi gitra cac td chire kinh te.

m Nhitng hoat dong 1€ tan no61 chung dugc
thuc hién trén co s& quy dinh cua phap
luat, tap quan.

Monday, September 13,
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1.3. Vai tro ctia cong tac 18 tan

m T chuc tot cong tac 18 tan giap:
O Tiét kiém thoi gian cho 1anh dao.
O Tao an tuong tbt dep cho khach
O Tao thuan lg1 cho quan hé ddi tac

Monday, September 13,
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1.4. Nguyén tiic co ban ciia cong tac 18 tan

m Tuan thil tAp quan, thong 1& qudc té.

m Ton trong quy dinh, tip quan ctia mdi qudc
gia.

m Ton trong nhitng phong tuc, tap quan cua
tung dia phuong, vung, mién.

m Binh dang, cung c6 loi.

m Than trong, lich su, nghi€ém tac trong 101
noi, cu chi.

Monday, September 13,
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m Tap quan: Thoi quen hinh thanh tu lau
trong doi song, duge moi ngudi 1am theo.
Vi du: str dung am lich, gia dinh nhiéu
thé hé ...

m Phong tuc: Thoi quen xa hoi cua mot dia
phuong, mot nude. Vi du: Tét, gid chap,
cudi hoi ...

Monday, September 13,
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2. Cong tac dén, tiép khach tai co quan,
doanh nghiép

2.1. Phan loai khach

m Khach ngoai co quan, doanh nghi€p: lién
hé cong tac, khiéu nai, t0 céo ...

m Khach trong co quan, doanh nghi¢p: lién
hé cong tac gilra cac phong ban, gap lanh
dao ...

Monday, September 13,
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2.2. To chirc dén, tiép khach

m Chao héi: thai d vui vé, niém nd, lich sy

m Bay to sy quan tam: tra 101 day du cac cau
ho1 cua khach

m Tim hiéu tén, noi lam viéc, muc dich cta
khach:

m Moi1 khach vao phong doi

m Thuong truc tai noi lam viéc

m Ghi bi€n ban lam viéc khi lanh dao yéu
cau.

Monday, September 13,
2010 1"

IF

2.3. To chire cac cude hen gip

m Sap dafgt chp:O’ng trinh cho céc, budi xin
hen: sap x€p quy thoi gian tiép khach cua
lanh dao.

u Thqu xép cac budi xin hen: thoi gian, dia
diém.

m Hiy bo céc budi xin hen: xin 16i khéo 1éo
& thong bao cho khach biét.

m Tiét kiém thoi gian cho doanh nghiép.

Monday, September 13,
2010 12




IF

2.4. Phwong chim trng xir khi tiép khach

m Binh tinh, tyu tin, kién nhan.

m Nha nhan, lich su.

m An can, chu d4o, linh hoat, khong tu ai.

m Khéng hach dich v6i ngudi co dia vi thap

m Khong qua ha minh vd1 nguoi ¢6 dia vi
cao.

m Dat lO,i ich & uy tin cua doanh nghiép lén
trén heét.

Monday, September 13,
2010 13

IF

L[]

3. Tiép khach qua dién thoai

3.1. Pic diém:

m La phuong tién k¥ thuat lién lac hiru ich

m Cong cu giao tiép dimg E’[ﬁu vé mirc do
tién lo1 (nhanh chong, dé st dung)

m Phong cach giao tiép qua dién thoai thé
hién nhan cach cua nguoi giao tiép.

Monday, September 13,
2010 14




IF

3.2. Giong noi qua dién thoai:

m Lich su

m RO rang

m Tc d0 vira phai

m Co am di¢u

m Nhan manh nhiing ciu quan trong

Monday, September 13,
2010 15

IF

B 3.3. Cach ing xwr khi nghe di¢én thoai

m Tc d6 nghi nhanh hon téc 6 noéi 3 — 4 lan

m T4p trung lang nghe, cb gang khong cat
ngang 101 nguo1 doi thoai

m Néu khQng 13, khong hiéu c6 thé }Iléu cau
nguoi doi thoai ndi cham hoac nhac lai

m Danh th(‘;i gian, cho nguoi d6i thoai cai mo,
boc 10 hét ¥ kién cua minh.

m Chit loc thong tin dé bo sung kién thirc va

vodeBR-nghiém cho ban than.

2010 16




IF

| [

Nhirng nguyén tic nghe dién thoai:
m Tra 101 ngay: sau hoi chudng dau tién
m Ty xung danh:
O Cty Rang DPong kinh chao quy khach!
O Da, Cty Rang Pong xin nghe!
m Ghi s6 dién thoai va tén khach hang
m Biét cach tra 101 trong cac truong hop dic
biét.

Monday, September 13,
2010 17

IF

L[]

3.4. Cach ing xuwr khi goi di¢én thoai

m Khong goi vao dau hodc cudi gio lam
viéc

m Khong goi vao gid an hodc nghi trua

m Khong vao tho gian qua sém hoic qua tré
dén nha riéng, néu c6 viéc khan cap thi
phai xin 16i truée khi vao nodi dung.

m Néu goi ra nudc ngoai phai tinh mui gio
dé tranh lam phién ngudi d6i thoai.

Monday, September 13,
2010 18




IF

| [

Nhirng nguyén tic khi goi dién thoai:
m Chuan bi trude ndi dung cudc goi
m Kiém tra s6 may
m Ty xung danh
m Trinh bay dé hiéu, tu nhién, 3 rang muc
dich cudc goi.

Monday, September 13,
2010 19

IF

CAUHOI ON TAP
1. Néu y nghia ctia cong tic 1& tin doi
vdi hoat ddng clia co quan to chic?
2. Lap k& hoach dén ti€p mot doan
khach nudc ngoai dén Trudng PHCN duy
hoi thao khoa hoc?
3. Trinh bay cdch trng xir khi goi va
nhan dién thoai?

Monday, September 13,

2010 20

10



CHUONG 4

QUAN TRI HOI HOP &
XAY DUNG CHUONG
TRINH, KE HOACH
CONG TAC



" B
NOI DUNG CHINH
m Hoach dinh, t6 chirc cac cudc hoi hop
m Cac loa1 ho1 nghi
m Chuan bi hoi nghi
m Dic¢u khién hoi nghi
m Lip chuong trinh, ké hoach cong tac

Monday, September 13,
2010



" A
1. Hoach dinh, té chic cac cudc hdi hop
1.1. Khai niém hoi hop
m HO1 hop 1a su tap hdp nhiéu nguaci trong
mot thoi gian nhat dinh dit dudi su diéu
khién clia mot ngudi (chi tri, chu tich
doan) dé:
Ban thao vé mot hay nhiéu van dé
Tim gidi phdp t6i wu giai quyét
nhitng van dé doé.

Monday, September 13,
2010 3



" A

1.2.Y nghia

m Tao ra su thdng nhit vé vy thifc, quan diém,
nang cao nhan thitc nhdm phdi hdp thuc hién
cOng viéc

m Kich thich tranh luan d€ tim ra nhitng gidi
phap to1 vu

m Tao sy phdi hgp hanh dong trong cong viéc,
nang cao tinh thian trach nhi€ém

m Pho bién chinh sdch, cong viéc, thdo gd kho
khin, stra chira sai 1€ch trong qua trinh thuc
hi€n

Monday, September 13,
2010 4



" J
1.3. Cac loai hoi hop
1.3.1. Hop noi bo khong nghi thuc:

m Hop gidi quyét cong viéc cua ban lanh
dao, phong ban chuc nang ...

m Co thu ky ghi bién ban

Monday, September 13,
2010



" J
1.3.2. Hoi nghi chi huy:
m Ngudi chd tri 12 1anh dao cd quan, td chiic
m Hoi nghi mang tinh doc thoai, quyét dinh
cua hdi nghi da dudc xac dinh truge
m Nhitng ngudi tham dy khong can phat
bi€u. Khong can thu ky ghi bién ban.
m Muc dich:
Truyén dat chi thi, quyét dinh, giai
phap da dudc thdong qua
Giao nhiém vu cho cip duéi dé€ trién
khai, thuc hién

Monday, September 13’,
2010 6



" J
1.3.3. Hjpi nghi tham do (Hji thao)
m Chu tri hoi nghi khong nhat thiét 1a 1anh
dao co quan, to chic
m Thanh phan tham dy bao gdm cd ngudi
ngoai cd quan, to chic
m Nhitng ngui tham du tham gia thao luan

m C6 thu ky ghi bién ban hdi nghi

m Muc dich:
Tim ki€m thong tin, gidi phdp gidp nha
qudn tri quyét dinh mot van dé nao do.

Monday, September 13,
2010



" A
1.3.4. Hji nghi quyét nghi (Quyét dinh)
m Nhitng ngudi tham du c¢6 quyén phat
bi€u, chat van 1an nhau
m Két thic hoi nghi phai dua ra quyét nghi
- khi dua vao vian ban tré thanh nghi
quyét.
m Muc dich:
Kiém di€m nhitng cong viéc da 1am
va dé ra phuong huéng nhiém vu cho
giai doan ti€p theo.

Monday, September 13,
2010 8



" J
1.4. Chuan bi hoi hop
m Xic dinh tinh chat cudc hop, hdi nghi

m Xac dinh dia diém, thoi gian, thanh
phan tham du

m Lap chuong trinh nghi su

m Chuin bi tai liéu phdt cho ngudi tham
gia ho1 nghu.

m Chuin bi cd s3 vat chat cho hoi nghi

Monday, September 13,
2010



" J

1.5. Piéu khién hdi nghi:

m Ngudi chu tri hoi nghi phai trung 1ap,
kh4ch quan, tao ni€m tin cho tit cd moi
ngudci.

m Khong nghiéng y ki€n cia minh vé mot
bén nao khi c6 nhiéu y ki€n doi lap

m Kiém ché, khong tranh luin tay doi,
thién vi trong chi dinh ngudi phét biéu.

m Khong ap dit y chi cia minh cho nguGi

/

Monday, Septembe.r 13,
2010 10



"

m Trim tinh, khong \biéh hién th4i do dong
tinh hay khong dong tinh, ph€ phany
ki€n ngudi tham gia hodi nghi

m Dong vién, huéng dan moi ngudi tap
trung phat bi€u vao chi dé hoi nghi

m Ngin chin nhitng y kién c6 tinh cong
kich, phé phdn c4 nhan dé€ tranh giy bau
khong khi cing thing, mat doan két
trong ho1 nghi.

m Tém tit ¥ ki€n phdt bi€u, tong két hoi
nghi.

Monday, September 13,
2010 11



" J
Nhiém vu cua thu ky

m Ghi chép toan bo nhitng ¥ ki€n phét biéu
ta1 hd1 nghi trung thuc, chinh xac

m Khong dugce ghi 161 nhan x€t, binh luan
theo quan di€m chd quan ctia minh

m Vai tro cua bién ban:

m Chung ca phap ly

m Cin c ban hanh quyét dinh, nghi quyét

m Ngudi phét bi€u than trong khi noi.

Monday, September 13,
2010 12



" A
1.6. Cong viéc can lam sau hoi hop
m D61 v6i cdce cudc hop thong thudng: luu gilt bién
ban cudc hop
m D01 véi cdc hoi nghi 16n, quan trong: 14p ho so
hoi nghi dua vao luu trit, gdm:
Gidy moi, gidy triéu tap
Danh sich dai bi€u
Danh sach ngudi tham du ho1 nghi
L&i khai mac, Ldi bé mac
Cac bao cao, tham luln, 161 phat bi€u
Nghi quyét cudc hop, Bién ban hoi nghi

Monday, September 13,
2010 13



" J

2. Lap chuong trinh, k& hoach cong tac

2.1. Khai niem

m Ngoudi qudn 1y 12 ngudi ra quyét dinh va toan bd
bd may cua don vi minh s€ hanh ddng theo nghi
quyét dé

m Quyét dinh, k€ hoach sai 1am ctia nha quan 1y sé
anh hudng dén vin ménh cda don vi

m Chuong trinh, ké hoach cong tdc la su dinh hinh,
du bdo muc tiéu, dinh huong va phuong thiic thuc
hién cdc muc tiéu, dinh huong do cua co quan, 1o
chifc trong mot khodng thoi gian nhat dinh

Monday, September 13,
2010 14



" J

m Ldp ké hoach cong tdc: 12 ban du ki€n cong
viéc d€ ngudi quin Iy va nhin vién cin cit vao
d6 chi dao thuc hién, diéu hanh va thi hanh
phin su cua minh trong tirng thdi gian nhat
dinh nhim thuc hién muc tiéu chung

m Chuong trinh: dy bao co6 tinh phudng huéng,
chu truong cho mot khodng thdi gian dai, nhiéu
nam

m K& hoach: hoat ddng cu thé nhim trién khai
nhitng muc tiéu da dinh trong thdi gian ngin

m Lich cong tac (1am viéc): nhitng cong vié€c cu
thé ctia mdi tuan

Monday, September 13,
2010 15



"
m Cac phuong phap quan 1y chia thanh 2 loai
m Quan ly theo cdch ving pho:
Pinh diu lam d6, phéan tng, o1 phé
K& hoach ludn thay d6i vi khi 1am thi chua chon
dudc gidi phdp to1 uu
Ngudi thuc hién mat 1ong tin d/v ngudi 1anh dao
m Qudn ly theo cdch ldp chuong trinh, ké hoach
Xac dil}h tw trudc cong viéc s€ thuc hi€n, du doan
dudc k€t qua cudi cing
Co6 ké hoach gidi quyét cdc tinh huéng xay ra
Giao trach nhiém, quyén han o rang cho ngudi
thuc hién d€ ho khong b1 dong

Monday, September 13,
2010 16



m Trong thyc t€ khong gip trudng hop thuan
tay nhu trén

m Thong qua cdch dng phé doi véi nhitng tinh
hudng bat ngd gitp nha qudn Iy ¢6 thém kinh
nghiém, sdng tao dong thdi cling 12 mot tiéu
chuin dé€ d4dnh gid ning luc cdn bo

m Trong xa h61 hi€n da1 vGi1 su canh tranh gay
git, can c¢6 su két hdp hai hoa giira hai
phuong thic quan Iy néu trén

Monday, September 13,
2010 17



" J
2.2. Y nghia ctia chuong trinh, k& hoach
m Tao su chu dong, toan dién trong quan 1y

m Gilp cho viéc di€u hanh dugc thong nhat, tip
trung

A /{) / / °* A
m Hoat dOng cua cd quan, t0 chuc ¢6 muc ti€u
~ N A
r0 rang, cu thé

m Nha quén 1y ndm dudc tién dd cong viéc

m Phoi hdp dude cdc ngudn luc hiéu qua

m Tién li€u cdc tinh hudng quin 1y

m Ung ph6 véi nhitng thay ddi cia moi trudng
bén ngoai

Monday, September 13,
2010 18



" J
CAUHOI ON TAP
1. Néu y nghia cua hoi hop doi véi hoat
dong quan tri van phong?
2. Phan loai hd1 nghi?

3. Néu cac phuong phap quan ly, uu
nhugc di€m clia tirng phuong phip?

Monday, September 13,
2010 19



CHUONG 4

QUAN TRI HOI HOP &
XAY DUNG CHUONG
TRINH, KE HOACH
CONG TAC



" B
NOI DUNG CHINH
m Hoach dinh, t6 chirc cac cudc hoi hop
m Cac loa1 ho1 nghi
m Chuan bi hoi nghi
m Dic¢u khién hoi nghi
m Lip chuong trinh, ké hoach cong tac

Monday, September 13,
2010



" A
1. Hoach dinh, té chic cac cudc hdi hop
1.1. Khai niém hoi hop
m HO1 hop 1a su tap hdp nhiéu nguaci trong
mot thoi gian nhat dinh dit dudi su diéu
khién clia mot ngudi (chi tri, chu tich
doan) dé:
Ban thao vé mot hay nhiéu van dé
Tim gidi phdp t6i wu giai quyét
nhitng van dé doé.

Monday, September 13,
2010 3



" A

1.2.Y nghia

m Tao ra su thdng nhit vé vy thifc, quan diém,
nang cao nhan thitc nhdm phdi hdp thuc hién
cOng viéc

m Kich thich tranh luan d€ tim ra nhitng gidi
phap to1 vu

m Tao sy phdi hgp hanh dong trong cong viéc,
nang cao tinh thian trach nhi€ém

m Pho bién chinh sdch, cong viéc, thdo gd kho
khin, stra chira sai 1€ch trong qua trinh thuc
hi€n

Monday, September 13,
2010 4



" J
1.3. Cac loai hoi hop
1.3.1. Hop noi bo khong nghi thuc:

m Hop gidi quyét cong viéc cua ban lanh
dao, phong ban chuc nang ...

m Co thu ky ghi bién ban

Monday, September 13,
2010



" J
1.3.2. Hoi nghi chi huy:
m Ngudi chd tri 12 1anh dao cd quan, td chiic
m Hoi nghi mang tinh doc thoai, quyét dinh
cua hdi nghi da dudc xac dinh truge
m Nhitng ngudi tham dy khong can phat
bi€u. Khong can thu ky ghi bién ban.
m Muc dich:
Truyén dat chi thi, quyét dinh, giai
phap da dudc thdong qua
Giao nhiém vu cho cip duéi dé€ trién
khai, thuc hién

Monday, September 13’,
2010 6



" J
1.3.3. Hjpi nghi tham do (Hji thao)
m Chu tri hoi nghi khong nhat thiét 1a 1anh
dao co quan, to chic
m Thanh phan tham dy bao gdm cd ngudi
ngoai cd quan, to chic
m Nhitng ngui tham du tham gia thao luan

m C6 thu ky ghi bién ban hdi nghi

m Muc dich:
Tim ki€m thong tin, gidi phdp gidp nha
qudn tri quyét dinh mot van dé nao do.

Monday, September 13,
2010



" A
1.3.4. Hji nghi quyét nghi (Quyét dinh)
m Nhitng ngudi tham du c¢6 quyén phat
bi€u, chat van 1an nhau
m Két thic hoi nghi phai dua ra quyét nghi
- khi dua vao vian ban tré thanh nghi
quyét.
m Muc dich:
Kiém di€m nhitng cong viéc da 1am
va dé ra phuong huéng nhiém vu cho
giai doan ti€p theo.

Monday, September 13,
2010 8



" J
1.4. Chuan bi hoi hop
m Xic dinh tinh chat cudc hop, hdi nghi

m Xac dinh dia diém, thoi gian, thanh
phan tham du

m Lap chuong trinh nghi su

m Chuin bi tai liéu phdt cho ngudi tham
gia ho1 nghu.

m Chuin bi cd s3 vat chat cho hoi nghi

Monday, September 13,
2010



" J

1.5. Piéu khién hdi nghi:

m Ngudi chu tri hoi nghi phai trung 1ap,
kh4ch quan, tao ni€m tin cho tit cd moi
ngudci.

m Khong nghiéng y ki€n cia minh vé mot
bén nao khi c6 nhiéu y ki€n doi lap

m Kiém ché, khong tranh luin tay doi,
thién vi trong chi dinh ngudi phét biéu.

m Khong ap dit y chi cia minh cho nguGi

/

Monday, Septembe.r 13,
2010 10



"

m Trim tinh, khong \biéh hién th4i do dong
tinh hay khong dong tinh, ph€ phany
ki€n ngudi tham gia hodi nghi

m Dong vién, huéng dan moi ngudi tap
trung phat bi€u vao chi dé hoi nghi

m Ngin chin nhitng y kién c6 tinh cong
kich, phé phdn c4 nhan dé€ tranh giy bau
khong khi cing thing, mat doan két
trong ho1 nghi.

m Tém tit ¥ ki€n phdt bi€u, tong két hoi
nghi.

Monday, September 13,
2010 11



" J
Nhiém vu cua thu ky

m Ghi chép toan bo nhitng ¥ ki€n phét biéu
ta1 hd1 nghi trung thuc, chinh xac

m Khong dugce ghi 161 nhan x€t, binh luan
theo quan di€m chd quan ctia minh

m Vai tro cua bién ban:

m Chung ca phap ly

m Cin c ban hanh quyét dinh, nghi quyét

m Ngudi phét bi€u than trong khi noi.

Monday, September 13,
2010 12



" A
1.6. Cong viéc can lam sau hoi hop
m D61 v6i cdce cudc hop thong thudng: luu gilt bién
ban cudc hop
m D01 véi cdc hoi nghi 16n, quan trong: 14p ho so
hoi nghi dua vao luu trit, gdm:
Gidy moi, gidy triéu tap
Danh sich dai bi€u
Danh sach ngudi tham du ho1 nghi
L&i khai mac, Ldi bé mac
Cac bao cao, tham luln, 161 phat bi€u
Nghi quyét cudc hop, Bién ban hoi nghi

Monday, September 13,
2010 13



" J

2. Lap chuong trinh, k& hoach cong tac

2.1. Khai niem

m Ngoudi qudn 1y 12 ngudi ra quyét dinh va toan bd
bd may cua don vi minh s€ hanh ddng theo nghi
quyét dé

m Quyét dinh, k€ hoach sai 1am ctia nha quan 1y sé
anh hudng dén vin ménh cda don vi

m Chuong trinh, ké hoach cong tdc la su dinh hinh,
du bdo muc tiéu, dinh huong va phuong thiic thuc
hién cdc muc tiéu, dinh huong do cua co quan, 1o
chifc trong mot khodng thoi gian nhat dinh

Monday, September 13,
2010 14



" J

m Ldp ké hoach cong tdc: 12 ban du ki€n cong
viéc d€ ngudi quin Iy va nhin vién cin cit vao
d6 chi dao thuc hién, diéu hanh va thi hanh
phin su cua minh trong tirng thdi gian nhat
dinh nhim thuc hién muc tiéu chung

m Chuong trinh: dy bao co6 tinh phudng huéng,
chu truong cho mot khodng thdi gian dai, nhiéu
nam

m K& hoach: hoat ddng cu thé nhim trién khai
nhitng muc tiéu da dinh trong thdi gian ngin

m Lich cong tac (1am viéc): nhitng cong vié€c cu
thé ctia mdi tuan

Monday, September 13,
2010 15



"
m Cac phuong phap quan 1y chia thanh 2 loai
m Quan ly theo cdch ving pho:
Pinh diu lam d6, phéan tng, o1 phé
K& hoach ludn thay d6i vi khi 1am thi chua chon
dudc gidi phdp to1 uu
Ngudi thuc hién mat 1ong tin d/v ngudi 1anh dao
m Qudn ly theo cdch ldp chuong trinh, ké hoach
Xac dil}h tw trudc cong viéc s€ thuc hi€n, du doan
dudc k€t qua cudi cing
Co6 ké hoach gidi quyét cdc tinh huéng xay ra
Giao trach nhiém, quyén han o rang cho ngudi
thuc hién d€ ho khong b1 dong

Monday, September 13,
2010 16



m Trong thyc t€ khong gip trudng hop thuan
tay nhu trén

m Thong qua cdch dng phé doi véi nhitng tinh
hudng bat ngd gitp nha qudn Iy ¢6 thém kinh
nghiém, sdng tao dong thdi cling 12 mot tiéu
chuin dé€ d4dnh gid ning luc cdn bo

m Trong xa h61 hi€n da1 vGi1 su canh tranh gay
git, can c¢6 su két hdp hai hoa giira hai
phuong thic quan Iy néu trén

Monday, September 13,
2010 17



" J
2.2. Y nghia ctia chuong trinh, k& hoach
m Tao su chu dong, toan dién trong quan 1y

m Gilp cho viéc di€u hanh dugc thong nhat, tip
trung

A /{) / / °* A
m Hoat dOng cua cd quan, t0 chuc ¢6 muc ti€u
~ N A
r0 rang, cu thé

m Nha quén 1y ndm dudc tién dd cong viéc

m Phoi hdp dude cdc ngudn luc hiéu qua

m Tién li€u cdc tinh hudng quin 1y

m Ung ph6 véi nhitng thay ddi cia moi trudng
bén ngoai

Monday, September 13,
2010 18



" J
CAUHOI ON TAP
1. Néu y nghia cua hoi hop doi véi hoat
dong quan tri van phong?
2. Phan loai hd1 nghi?

3. Néu cac phuong phap quan ly, uu
nhugc di€m clia tirng phuong phip?

Monday, September 13,
2010 19



PHAN II

KY THUAT SOAN THA O
& TRINHBAY VAN BAN

CHUONG 5
TONG QUAN VE VAN BAN

1. Kh4i niém viin ban
m Nghia rong:
O Vat bat ky c6 chita dung tin
O Pudc ghi bing ky hiéu hodic ngdn ngit
nhat dinh
O Muc dich d€ ghi nhén va truyén dat thong
tin tir chli thé nay dén chi thé khic.

Vi du: sich v, bia d4, hoanh phi, cau déi,
khiu hiéu, bn vé ...

Monday, September 13,
2010




N
m Nghia hep:

O Vin bdn 1a cdc tai liéu hinh thanh trong
qué trinh hoat dong clia cd quan, t8 chifc
nhu chi thi, thong tu, nghi quyét, quyét
dinh ...

m Ngon ngit:

O Vin ban 12 bdn viét hodc ban in, mang noi
dung 1 nhitng gi can dugc ghi dé luu lai
lam bing (T dién ti€ng Viét clia Vién
ngdn nglf hoc ndm 1992, trang 1078).

Monday, September 13,
2010

I
2. Cac h¢ thong vin ban
m Vin ban quy pham phap luit
O Vin bdn luat
O Vin ban dudi luat
® Vin ban hanh chinh
O Vin ban hanh chinh c4 biét
O Vin ban hanh chinh théng thudng
= Vin ban tu phap

Monday, September 13,
2010

I
2.1. Vin ban quy pham phdp luat
m Chii thé ban hanh: cd quan nha nudc c6 thim
quyén (Qudc hdi, Chi tich nuée, Chinh phi ...)
u Thii tuc, trinh tw ban hanh: do phép luit quy
dinh (Luét ban hanh VBQPPL ...)
m Nji dung: quy dinh nhitng quy tdc x{ sy chung
® Muc dich: diéu chinh cic quan hé x3 hoi
m Bié¢n phdp bdo ddm thi hanh: mang tinh cudng
ch& Nha nudc gbm céc ché tai: hinh sy, hanh
chinh, kinh t&
m Hiéu lyc thi hanh: trén pham vi cd nudc hoac
wdifphyiong cu thé.




" JEE
Phén loai Viin ban quy pham phép luit
Vin ban luat:
m Qudc hoi ban hanh: Hi&n phdp, Luit (B luat).
[ ] ﬁy ban thudng vu Quéc hdi ban hanh: Phép 1&énh.
Vin ban dudi luat:

m Cd quan nha nudc c¢é thim quyén & trung vong nhu
Chinh pht, cdc Bd, Co quan ngang B6 ... ban hanh dé€
thi hanh lut, phdp 1énh: Nghi dinh, Thong tu, Quyé&t
dinh ...

m Cd quan nha nudc c¢é thim quyén & dia phuong nhu
UBND, HPND ban hanh d€ thi hanh vin ban dusi
lut clia cd quan trung uong: Nghi quyét, quyét dinh,

vogh Bebhaiver 13,

7

"

2.2. Vin ban hanh chinh

m Chii thé ban hanh: ngudi ding dau cd quan, 3
chic ban hanh

u Trinh tu, thii tuc ban hanh: do Bo, Cd quan
ngang bo quy dinh

m Nji dung: thuc thi cdc vin ban quy pham phép
luat

® Muc dich: truyén dat thong tin, thuc hién
chuyen mon; nghle]g vu, g1a1 quyét nhlIng cong
viéc theo tham quyén ctia co quan, t& chic

m Bién phdp bdo ddm thi hanh: bién phap hanh
chinh

® Higu lyc thi hanh: trong pham vi nganh, dia
phuong, co quan, té chirc, ddi trgng cu thé

Nonday, September 13,
201

"
Vin ban hanh chinh c¢é hai loai:

®m Vin ban ca biét: Ap dung mot 1an cho mot cd
nhan hodc mo6t vu viéc cu thé

m Vi du: quyét dinh vé nhan sy, ch€ do, chinh
sdch clia ngusi ding diu cd quan, t8 chifc.

® Vin ban hanh chinh théng thuong: Diung dé
trao d6i thong t1n tdc nghi€p trong hoat dong
clia cd quan, t8 chifc.

® Vin ban hanh chinh thong thudng gom 2 loai:

m Khong cé tén logi: cong vin

m Cé tén logi: thong bédo, chuong trinh, k&
hoach, @€ 4n, bdo cdo, bién ban, t& trinh ...

Monday, September 13,
2010 )
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2.3. Vin ban tu phap

w Chii thé bar} hanh: céic cd quan tu phap nhu Toa
4n, Vién ki€m sat, Cd quan cong an;

u Trinh ty, thii tuc ban hanh: do phap luit to tung
quy dinh;

m Nji dung: thuc thi cdc quy dinh ctia van ban quy
pham phép ludt;

® Muc dich: gidi quyét nhitng vu viéc thudc linh vyc
tu phép.

® Bi¢n phdp béo ddm thi hanh: mang tinh cudng
ché Nha nudc gbm cdc ché tai: hinh sy, hanh
chinh, kinh té.

m Higu lyc thi hanh: trén pham vi cd nudc.

Monday, Séptember*13,
2010 10

I
Vin ban tu phap bao gdm:

= Quyét dinh khdi t& vu 4n, quyét dinh khéi t&’
bi can, 1€nh tam git, 1énh tam giam ... cda cd
quan cong an, Vién kiém sat

m Bin cdo trang cda Vién ki€m sat

= Bin 4n, quyét dinh, 1énh tam giam cla Toa
an.

Monday, September 13,
2010

T

3. Hé thong vin ban quy pham phép luat

m Quéc hoi: Hién phdp, ludt, nghi quyét.

u Uy ‘tzan thuong vu Qudc hoi: Phdp lénh, nghi
quyeét.

m Chu tich nudc: Lénh, quyét dinh.

m Chinh phu: Nghi dinh.

m Thu tuéng Chinh phi: Quyét dinh.

m Hoi fiéng Thim phdn TAND tbi cao: Nghi
quyét

® Chénh 4n TAND t6i cao, Vién truong Vién

wnd S SNE01 cao: Thong tu.

2010 12




JEET

m B) truéng, Thu trudng co quan ngang bod:
Théng tw.

= Téng Kiém todn Nha nu6c: Quyét dinh.

m Nghi quyét lién tich gitta Uy ban thuong vu
Qudc hoi hodc giita Chinh phu véi co quan
trung wong ctia t6 chirc chinh tri - xa hoi.

m Théng twlién tich gitra Chénh 4n TAND tbi
cao - Vién trudng Vién kiém sdt ND tbi cao -
B¢ truong, Thu trudng co quan ngang bg.

m Hoi déng nhan dan, Uy ban nhan dan: Nghi
quyét, Quyét dinh, Chi thi.

Monday, September 13,
2010 13

JEE
3.1. Viin ban do Quéc hdi ban hanh

3.1.1 Hi&n phap

Hién phdp 1a dao lut cd ban cla Nha nudc,
6 hiéu luc phdp 1y cao nhat. Bao gdm cdc quy
dinh mang tinh nguyén tic vé& ché d6 chinh tri,
kinh t€&, vin héa, xa hoi, an ninh, qudc phong,
quyén va nghia vu ctda cd ban cla cong dan, cd
cAu, nguyén tic td chifc va hoat dong clia cic co
quan nha nudc.

Moi vin ban quy pham phédp ludt phdi pha
Qgpse\’@ierﬂién phép.

14

3.1.2. Luat

m Cu thé héa céc quy dinh clia Hién phdp

m Bao gdm cdc quy pham phdp luit nhim dicu
chinh cdc linh vuc quan hé xa hoi

m T§ chifc, hoat dong clia bo mdy nha nudc
(VD: Luat To chttc Quoc hoi, Luat To chure
Chinh phu ...)

m Quan hé x4 hoi va hoat dong cda cong din
(VD: B6 Luat dan sy, Ludt Hon nhan & gia
dinh ...)

= Quan hé ddi ngoai, (VD: Luat Ky két gia
nhép diéu udc quoc te ...)

Monday, September 13,
2010




3.1.3. Nghi quyét ciia Qudc hoi

[ Quyét dinh nhiém vu phat trién kinh té, xa
hoi

m Dy todn ngn sach nha nudc va phan bd
ngan sdch trung wong

m Phé chuan quyét toan ngan sach nha nudc

m Phé chuén didu uéc quéc té

Monday, September 13,
2010

3.2. Viin ban do Uy ban thudng vu Quéc hoi
ban hanh

3.2.1. Phap lénh:

m Diéu chinh nhiing quan hé xa hoi ma chua cé
ludt dié¢u chinh.

m Phép 1€nh c6 gid tri phdp ly nhu luat, sau mot
thdi gian thuc hién s& duge Qudc hoi xem xét
ban hanh thanh Luit.

m Phép 1énh do ny ban thudng vu Qudc hoi
thong qua va Chd tich nudc ky 1énh cong bd.

Monday, September 13,
2010

3.2.2. Nghi quyét - Uy ban thuong vu Quéc hoi

m Gidi thich Hién phdp, luat, phdp 1énh

m Gidm sdt viéc thi hanh Hi&n phdp, luat

® Gidm sdt hoat dong ctia Chinh phi, Toa dn
nhin dan tdi cao, Vién kiém sat nhidn dan toi
cao

® Gidm sdt va huéng dan hoat dong ctia Hoi
dong nhan dan

= Quyét dinh tuyén bd tinh trang chién tranh,
tépg ddng vién hoic ban bd tinh trang khin
cap

Monday, September 13,
2010




3.3. Vian ban ctia Chi tich nuéc

3.3.1. Lénh cia Cha tich nuéc

m Cong bd Hién phdp, ludt, phap 1énh

m TSng dong vién hoic dong vién cuc bd

m Ban bé tinh trang khin c4p trong ci nudc
hodc tiing dia phudng

Monday, September 13,
2010

N

3.3.2. Quyé&t dinh ctia Chi tich nuée

m B3 nhiém, mi&n nhiém, cdch chic Phé thi
tudng, Bo trudng

m Phong ham, cp si quan cao cdp LLVT

m Ting thudng hudn, huy chuong, gidi thudng
Nha nuéc

m Ct, triéu hoi Pai st

m Phé chuin, gia nhip diéu udc quoc t&

= Quyét dinh cho nhép, thdi qudc tich VN

= Quyét dinh dic x4.

Monday, September 13,
2010 20

N

3.4. Nghi dinh ciia Chinh pha

m Quy dinh chi tiét thi hanh luat, phdp 1énh,
nghi quyét ciia Qudc hoi; 1énh, quyét dinh ciia
Chu tich nudc *

m Quy dinh cic bién phédp cu thé dé thyc hién
chinh séch kinh té, xa hoi, quéc phong, an
ninh, i chinh, tién té, ngdn sdch, van hoéa,
gido duc, y té, khoa hoc, mdi truong .. *

m Quy dinh nhiém vu, quyén han, t6 chirc bd
mdy cua cdc By, Co quan ngang B9, Co quan
thudc Chinh phua *

Monday, September 13,
2010 21
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3.5. Quyét dinh ctia Thu twéng Chinh phi
m Ban hanh trong qud trinh thuc hién chifc ning
va quyén han ctia Thd tuéng Chinh phu:
O Lanh dao cong tic Chinh phd
0O B8 nhiém, mién nhiém céc thit trudng
O Phé chudn viéc biu cit, diéu dong, cich
chitc Chil tich, phé chi tich UBND tinh,
thanh pho tryc thudc trung uong.

Monday, September 13,
2010 22
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3.6. Thong tu ciia B9 truéng, Thu truéng co
quan ngang bo:

m Quy dinh chi tiét thi hanh Luat, Phdp Iénh,
Nghi quyét ciia Qudc hoi; 1énh, quyét dinh
cua Chu tich nudc, nghi dinh cia Chinh phu,
quyét dinh ciia Thii tuéng Chinh phit

= Quy dinh vé quy trinh, quy chuén k¥ thuat ctia
nganh, linh vuc do minh phu trach

m Quy dinh bién phédp dé thuc hién chuc nang
quan 1y nganh, linh vuc do minh phu trach

Monday, September 13,
2010 23

"
3.7. Nghi quyé&t ciia Hpi dong nhan dan
m D& ra cdc chd truong, bién phdp thuc hién
vin ban quy pham phép lut cla cdc cd quan
nha nudc cap trén.

Monday, September 13,
2010 24




3.8. Viin ban ctia Uy ban nhan dan

3.8.1. Quyé&t dinh ctia Uy ban nhin déan:

m Ban hanh cdc bién phép cuy thé thuc hién chi
trudng, chinh sdch, quy dinh cda Chinh phu,
Thi tuéng Chinh phu, Bo trudng, Thi trudng
cd quan ngang bd va Nghi quyét ctia Hoi
dong nhan dan cung cap.

3.8.2. Chi thi ciia Uy ban nhan dan

m Chi dao thyc hién cdc chi truong, chinh sdch
cta Trung udng, nghi quyét cia Hoi dong
nhén dan, giao nhiém vy cho co quan hanh
chinh cép dudi

Monday, September 13,
2010 25

I

3.9. Vin ban cia Tda 4n nhan dén t&i cao

3.9.1. Nghi quy&t ctia Hoi ddng Tham phan
Toa 4n nhan dan Tdi cao:

m Ban hanh dé huéng din Toa dn cdc cap dp
dung thdng nhit phdp luit, tdng két kinh
nghiém xét xa.

3.9.2. Thong tw cia Chdnh 4n Toa 4n nhian
dan tdi cao:

m Ban hanh dé€ huéng din cong tic xét xif clia
Toa 4n céc cap.

Monday, September 13,
2010 26

3.10. Thong tu ctia Vién truéng Vién kiém
sdt nhan dan t6i cao:

Ban hanh @€ quy dinh nhiém vy, k& hoach
cong tic kiém sét trong nganh ki€m sit.
3.11. Quyét dinh ciia Téng Kiém toan Nha
nuéc

Ban hanh dé quy dinh, hudng din céc
chuén myc kiém todn nha nudc; quy dinh cu thé
quy trinh kiém todn, hd so kiém todn.

Monday, September 13,
2010 27
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4. Van ban hanh chinh

m Nghi quyét, quyét dinh, chi thi, quy ché,
quy dinh, thong c4o, thong bao, huéng dan,
chuong trinh, ké hoach, phuong an, dé an,
du 4n, béo c4o, bién ban, td trinh, hop dong,
céng van, cong dién, bén ghi nhé, ban cam
Két, ban thoa thuan, glay chung nhén, glay
uy quyén, glay moi, gidy gioi thiéu, gidy
nghi phep, gidy di duong, giay bién nhan hd
s0, phiéu giri, phiéu chuyén, thu cong.

Monday, September 13,
2010 28
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4.1. Cong viin: diing d€ trao ddi cong viéc,
triéu tap hoi hop giita cdc co quan, t§ chirc
hoic giita cd quan, t§ chifc v6i cong din

4.2. Cong dién: 1a hinh thdc dic biét clia cong
vin dugc st dung trong trudng hgp khin cap,
cn thong nhanh mot ménh 1énh, mot quyét
dinh hoic mot cdng viéc can thyc hién

4.3. B4o cdo: 12 vin ban ding d€ phin dnh
hoat dong cilia cd quan, t8 chiic trong mot
khoéng thi gian cu thé€ nhim ki€n nghi cdc
gidi phdp hodc phuong hudng xit ly.

Monday, September 13,
2010 29

4.4. Pé 4n: trinh bay dy dinh, muc tiéu, k&
hoach thuc hién mot nhi€m vu cdng tac trong
mot thdi gian nhat dinh

4.5. Phueng 4n: néu dy kién vé cdch thic, trinh
tu ti€n hang cong viéc trong hoan canh, diéu
kién nhat dinh

4.6. T¥ trinh: cd quan, t8 chitc cap dusi dé xuat
véi co quan, t6 chiic cip trén phé chudn hay xét
duyét mot van dé méi ma minh khéng thé ty
quyét dinh dugc

Monday, September 13,
2010
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4.7. Thong cdo: La vin bdn cda cdc co quan
linh dao Pang, Nhi nudc ding d€ cong bd mot
quyét dinh, mot sy kién quan trong v€ d6i ndi,
ddi ngoai cda qudc gia.

4.8. Thong bdo: ding d€ thong tin vé tinh hinh,
két qua hoat dong, cdc quyét dinh cda co quan,
t8 chiic d€ cdc d6i tugng lién quan biét hodc thuc
thi.

Monday, September 13,
2010

4.9. K& hoach: 12 vin bin dung d€ xay dung
phuong hudng, nhi€m vy, chi tiéu cong tdc clia
cd quan, to chirc trong mot thdi gian nhat dinh.

4.10. Bién ban: ding dé ghi lai sy viéc da x3y
ra hoic dang xdy ra. Bién ban gém 2 loai: bién
bén hdi hop va bién ban vy viéce

4.11. Hop ddng: 12 vin ban ghi nhan sy thda
thuén, giao u6c gifta cdc bén quy dinh v& quyén
va nghia vu clia cdc bén tham gia hgp dong
(Hop dong dan sy, lao dong, thuong mai ...)

Monday, September 13,
2010

N
CAUHOION TAP

1. Néu khai niém vin ban?

2. Trinh bay hé thdng vin bdn quy pham phdp
luat?

3. Trinh bay hé théng vin bdn hanh chinh?

4. Trinh bay di€m giéng va khdc biét giita vin
ban quy pham phdp luit va vin ban hanh
chinh? Néu vai trd cda vian ban hanh chinh
ddi v6i co quan, t6 chifc néi riéng va déi véi
ddi song x4 hoi néi chung?

Monday, September 13,
2010
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CHUONG 6

THE THUC & KY THUAT
TRINH BAY VAN BAN

T

1. Viin ban phédp luit quy dinh vé thé
thitc va ky thudt trinh bay van ban:

m Nghi dinh s6 110/2004/ND-CP ngay
08/4/2004 ctia Chinh phd vé cong tdc
vén thu;

m Thong tu lién tich s6 55/2005/TTLT-
BNV-VPCP ngay 06/5/2005 ctia B
ndi vu va Van phong Chinh phu
“Huéng din vé thé thic va ky thuat
trinh bay vin ban”.

i
1.1. Pham vi ap dung:

m Vin ban quy pham phép luit;
m Vin ban hanh chinh;

m Vin ban tu phép;

m Bdn sao vian ban.

1.2. Pdi tugng 4p dung:

m Cd quan nha nuéc;

m T8 chic;

m Don vi luc lugng vil trang.




0

2. Yeu cdu vé thé thic viin bin:

2.1. Khéi ni¢m th€ thifc viin ban:

m LA tAp hgp cdc thanh phin cdu thanh vin bdn,
bao gdm:

= Nhitng thanh phin chung 4p dung ddi véi tat
cd cdc loai vdn bdn

m Thanh phan bé sung 4p dung d6i véi mot s&
loai vin ban nhat dinh.

2.2. Piac di€ém cia thé thic vin ban:

m L3 nhitng quy dinh mang tinh phép 1y;

m Bit budc cdc co quan, t8 chifc phdi tuin theo.

GE

2.3. Thé thirc vin ban quy pham phap luit va vin
ban hanh chinh bao gom cac thanh phan sau:

m Quéc hiéu;

m Tén co quan, td chtre ban hanh vin ban;

m S, ky hiéu ciia van ban;

m Dia danh va ngay, thang, nam ban hanh van ban;

m Tén loai va trich yéu ndi dung ctia vin ban;

m Noi dung vén ban;

m Chirc vy, ho tén va chit ky ctia nguoi c6 thim quyén;

m Déu ciia co quan, t6 chirc;

m Noi nhan;

= Diu chi mirc do khin, mat (di v&i nhitng vin ban
loai khan, mat). *

Y

3. Trinh bay viin ban:

3.1. Khd giay:

m D4i v6i vin ban quy pham phdp luit va vin
ban hanh chinh phdi trinh bay trén khé gidy
A4 (210 mm x 297 mm).

m D4i v6i cdc loai vin ban khdc nhu gidy gi6i
thiéu, bién nhan hé sd, phi€u chuyén, phi€u
g8i c6 thé trinh bay trén khd gidy A5 (148
mm X 210 mm).




o

3.2. Ki€u trinh bay:

m D4i v6i vin ban quy pham phdp luit va vin
ban hanh chinh ph4i trinh bay theo chiéu dai
trang giay.

m Céc bang, bi€u c6 thé dugc trinh bay theo
chiéu rong cla trang gidy.

GE

3.3. Dinh I¢ viin ban:

m L& trén (Top): 20 — 25 mm

m L& duéi (Bottom): 20 — 25 mm

m L& trdi (Insize): 30 — 35 mm

m L& phdi (Outsize): 15 — 20 mm

3.4. P4anh sé trang:

= Kiéu s6: s6 A-Rap (1,2,3...)

m Vi tri: chinh giita 1€ trén hodc géc phai cudi
trang.

m Bit diu ddnh s6 tif trang 2 trd di.

Y

3.5. Font chir:

m St dung cdc font chit Tigng Viét

m Kiéu chif chin phuong, nghiém tic

m DGi vdi vin ban trao d6i thong tin dién ti
gitla cdc cd quan nha nudc phdi st dung font
chif ti€ng Viét Unicode dé€ bdo ddm khong bi
that lac.




SO PO CAC THANH PHAN VAN BAN
#20 - 25 mm|
TEN TG CHUC BAN HANH‘ \ QUOC HIEU

SO, KY HIEU VAN BAN ‘ ‘ PIA DANH, NGAY THANG NAM

TEN LOAI VAN BAN
™ TRICH YEU NOI DUNG VAN BAN <

30 — 35 mnj | NOINHAN VANBAN | 15-20 mn

NOIDUNG VAN BAN

NOINHAN VAN BAN \ \ CHUC VU

CONDAU, CHU KY
HO & TEN

€20 - 25 mnj

GE

QUOC HIRU:

CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap — Tu do — Hanh phic

Tén cd quan, t8 chifc ban hanh viin ban:

BO CONG THUGNG
TRUONG PAI HOC
CONG NGHIEP TP HCM

Y

S0, ky hiéu vin bin quy pham phap luat:
Vi du: S6: 55/2005/TTLT-BNV-VPCP
(Thong tu lién tich s6 55 ngay 06/5/2005
cda Bo ndi vu va Vin phong Chinh phii)

S0, ky hi¢u vin ban hanh chinh:
Vi du: $6: 24/BXD-QLN
(Cong vin s6 24 cla Cyc Quan 1y nha
B Xay dung)




Y

Dia danh ghi trén vin bdn:
m Pia danh ndi cd quan, t8 chiic déng tru sd.
m Chir in thuong, nghiéng, ¢d chir 13-14
m Dia danh ghi trén vin ban clia cd quan, t8
chitc Trung wong 13 tén clia tinh, thanh phd
ndi co quan, t8 chitc déng try sd
Vi du: Ha N¢i,
Dai vé6i viin bdn cla By Cong thuong

GE

m D4i v6i thanh phd tryc thude Trung wong 1a
tén clia thanh phd

w Vi du: thanh phé H6 Chi Minh,

m Vin ban cia UBND TP HCM

m D4i v6i cdc tinh: 12 tén cla thi x4, thanh phd’
thudc tinh hozc huyén ndi cd quan, t8 chiic
doéng try sd

w Vidu 1: Thii Ddu Mét,

m Vin bdn ctia UBND tinh Binh Duong

Y

m Vi du 2: Tén Bién,

m Vin ban clia Vudn Qudc gia Lo Go — Xa M4t
tru s§ dong tai huyén Tén Bién, tinh Tay
Ninh

m D4i v6i cd quan cap quin, huyén 13 tén clia
quén, huyén

m DGi vdi t8 chiic cap xd, phudng 13 tén clia x4,
phudng.




i
ngay, thang, nam ban hanh vin bdn:

m D4i v6i vin ban quy pham phdp lut do
Qudc hoi, UBTVQH, Hoi dong nhian dan
ban hanh 1a ngay, thing, nim vin ban dugc
thong qua.

m D4i v6i vin ban quy pham phdp luit khac
va vin ban hanh chinh 1a ngay, thdng, nim
vin ban dugc ky ban hanh.

m Chir in thuong, nghiéng, c¢d chir 13-14

GE

TEN VAN BAN:

m Ghi tén cu thé loai vin ban dugc ban
hanh.

m T4t cd vin bdn quy pham phép luat va
vin ban hanh chinh déu c6 tén goi, trir
cong van.

m Chir in hoa, ddm, c& chir 14-15

m Vidu: QUYET PINH

Y

Trich y&u néi dung viin ban:

m Ghi khdi qudt ndi dung chii yéu clia vin ban,
gitp xdc dinh nhanh chéng ndi dung vin bdn
va thuén tién cho viéc theo doi, tra tim khi
cin thiét.

m Vidu: V/v nang luong




o
Noi dung vin ban:

m Phi hgp vdi hinh thdc vin ban st dung;

m Phi hgp chinh sdch, chi truong cia Pang, quy
dinh cda phdp luit;

m St dung ngodn ngit viét, don gidn, dé hiéu;

m Diing tir phd thong, khong dung tir dia phuong
va tr nglf nudc ngoai;

m Khong viét tit cum tir khéng thong dung.

GE

Chiic vu, ho tén, chir ky:
m Ngudi ky vin ban chiu trach nhiém vé& vin
ban minh da ky.
= C6 nhiéu hinh thitc ky vin bén:
m Ky truc tiép;
m Ky thay (KT);
m Thay mat (TM);
m Thira Gy quyén (TUQ);
m Thira 1énh (TL);

Y

4. Thé thifc, ky thuat trinh bay ban sao:

4.1. Céc thé thiic ban sao:

= Sao y ban chinh: 12 ban sao day dd, chinh
xédc ndi dung cda béan chinh.

m Trich sao: 12 bdn sao mo6t phan nodi dung
clia vin ban dudgc thuc hién tir ban chinh.

m Sao luc: 12 ban sao ddy dd, chinh x4c ndi
dung ctia viin bdn tir bdn sao y ban chinh.




i
4.2. Ky thuéat trinh bay ban sao:

TEN CQ, TC SAO Y BAN CHINH
S6: /ISY Dia danh, ngay thdng nam
Noi nhan: CHUC VU NGUOI KY

Chir ky, d&u

- Luu Ho va tén
G
CAUHOION TAP
1. Néu thé thic trinh by vin ban hanh chinh —
cong vu?

2. Néu ky thudt trinh bay vdn ban hanh chinh —
cong vu?




CHUONG 7

PHONG CACH NGON NGU
HANH CHINH - CONG VU
& KY THUAT SU DUNG TIENG VIET
TRONG VAN BAN HANH CHINH -
CONG VU

" J

1. Phong cach ngéon ngit

1.1. Khai niém: 13 cich Iya chon, két hop
va van dung phuong tién ngdn ngtt lién
quan dén nhi€ém vu giao tiép.

1.2. Pic di€m

m Hoan cdnh giao tiép: mdi vin ban phdi
tuan theo mot chudn muc ngdn ngif phi
hgp v6i thé loai vin ban;

m Muc dich giao tiép: mdi vin ban gin véi
muc dich nhit dinh.

Monday, September 13,
2010 2




" JE
m Doi tugng giao tiép: Ngdn ngit vin ban
phdi phi hgp vé6i doi twgng cta vin ban
m Quan hé cua nguoi tham gia giao tiép:
Ng6n ngit van ban phai phu hgp véi noi
dung ctia vian ban.

Monday, September 13,
2010

" J
1.3. Phan loai phong cach ngén ngit
m Phong cdch hanh chinh — cOong vu
m Phong cdch khoa hoc — ky thuat
m Phong cdch bao chi — cong luan
m Phong cdch chinh luin
m Phong cach sinh hoat hang ngay

Monday, September 13,
2010
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2. Phong cach ngon ngit hanh chinh —
cong vu

2.1. Khai niém

m L3 khuon miu dé xdy dung vin ban
hanh chinh — cong vu thé€ hién vai tro, vi
tri cia ngudi to chiic, quan 1y, di€u hanh
cd quan, to chirc.

2.2. Pic diém

m Chuin muc ngdn ngi viét, ph1 nghé
thuit, khong mang tinh bi€u cdm.

Monday, September 13,
2010 5

m Mang tinh nghi€m trang, khong ty do,
tuy tién.

m Khong mang y€u td ¢4 nhan: chit ky
clia ngudi c6 thAm quyén ban hanh
van ban chi xdc nhan gia tri phap ly
cua vin ban, khong mang tinh xdc
nhin tic gia cda van ban.

m Dugc st dung trong hoan canh theo
nghi thifc: ditng din, nghiém tic.

Monday, September 13,
2010 6
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2.3. Chic niang cua phong cach ngon
ngir hanh chinh - cong vu

m Chiic ndng thong tin: truyén dat thong
tin phuc vu hoat dong qudn ly, diéu
hanh va giao dich clia co quan, t6 chic.

m Chiic nang phdp ly: quy dinh cic
nguyén tic ¥ng Xt chung trong céc
quan hé xa hoi. Chu’ng cu phéap ly trong

qud trinh hoat dong ctia cd quan, to
chuc.

Monday, September 13,
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m Chiic ndng qudn ly: cong cu chi yéu
trong hoat dong cua cd quan quan 1y
hanh chinh nha nuGc.

m Chiic ndng vdn héa: truyén dat thong
tin, thuy€&t phuc moi ngudi chap hanh
cdc quy dinh cta nha nudc, quy tic dng
XU chung ctia xa hoi

Monday, September 13,
2010
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m Chi'c nang xa hdi: nhin nhan va giai
quyét cdc van dé ph4t sinh trong xa

hoi trong thdi di€m va pham vi cu thé.

m Chifc ning giao ti€p.
m Chic niing sif liéu.
m Chifc ning thong ké.

Monday, September 13,
2010

" JEE

2.4. Tinh chat cua phong ciach hanh
chinh - cong vu

m Tinh chinh xdc: chinh xac trong su
dung tur, dat cau; tinh xac dinh, don
nghia trong ndi dung van ban.; chi
cho phép hi€u theo mot céch.

m Tinh nghiém tic, khdach quan: khong
biéu hién cdm xtc, y chi chl quan.

m Tinh khuén mdu: thé:thl’I'C, k¥ thuat
trinh bay phai theo mau do phdp luit

uy dinh.

Monday, September 13,
2010
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" JEE

3. Ky thuit sit dung tiéng Viét trong

van ban hanh chinh - ¢6ng vu

3.1. T, ngif trong vin ban

m SU dung nhém tir thong dung, don nghia:
chi c¢6 thé hi€u theo mot cidch duy nhat
nhim bdo ddm tinh chinh xdc cta vin
ban.

m Khong st dung tir ngit vin chuong bong
bay, tir dia phuong, ti€ng 16ng, ti ngit
mang ¥ nghia dac biét, tu mdi chua co
nghia 6n dinh.

Monday, September 13,
2010 1"

" JE

m St dung nhém tir ngit hanh chinh: t&
chic, quyén han, quan 1y ...

m Khi st dung tir Hin-Viét can nim 10
nghia cua tur.

m SU dung nhém thuét ngit phap 1y va
thudt ngit thong thudng: chi st dung
nhitng thuit ngf ma cdch hi€u da
dudc thong nhat va dugc st dung phd
bién.

Monday, September 13,
2010 12




" JEE

3.2. Cau trong vian ban

m Chi st dung cdu ké va cau ciu khién

m Khong st dung cu hoi, cdu cam va cau
than.

m Can sit dung cau don c6 day di hai
thanh phan chu ngit va vi ngit.

m C6 thé dung ciu khuyét chi ngit khi chi
ngtt da dugc xac dinh trude do.

m Khong st dung 151 néi truc tiép, trir bién
ban.

Monday, September 13,
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3.3. Poan vin va ciu tric doan vin
trong vin ban:
m Dién dat mot ¥ tuong doi tron ven

m SO lugng ciu trong doan vin khong han
ch&, nhung can phii c6 cAu mang ¥y
chinh, cdc cAu con lai dién y phu.

Monday, September 13,
2010 14




Phuong phap lap luian phd bién:

m Phuong phap dién dich: dua ra nguyén
ly 1am tién d¢, sau d6 phat tri€n, gidi
thich Iam rd van dé do.

m Phuong phap quy nap: dua ra nhitng
luan chiing (ching ct thuc t€ 1am cd s
cho 1ap luin) bing su viéc hoic s6 liéu,
sau d6 phan tich, khdi quat, tong hop lai
va két luan.

Monday, September 13,
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m Phuong phap song hanh:
Pua ra nhitng luan ching c6 gia tri
nhu nhau trong viéc thé hién chd dé
cua doan vin.

Monday, September 13,
2010 16
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3.4. Cau tric vian ban hanh chinh -
cong vu
m Thong thudng gdm 3 phan:
Phan mé& dau
Phan noi dung
Phan két thic.

Monday, September 13,
2010
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" JEE
CAU HOI ON TAP

1. Phén tich phong cach ngdn ngit hanh
chinh - cong vu?

2. Phan tich k¥ thuat st dung tiéng Viét
trong van ban hanh chinh - cong vu?

Monday, September 13,
2010
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CHUONG 8

QUY TRINH SOAN THA O
THU TUC BAN HANH VAN
BAN

1. Nguyén tic soan thio vin ban
1.1. Noi dung phai hgp hi€n va hgp phap
m NOi dung van ban phal phu hgp vdi cic

nguyén tac ¢d ban ctia Hi€n phédp va cic quy
dinh ctia phap luit.

m Bdo ddm tinh thong nhat, thi bac hiéu luc
phap ly trong hé thong phap luat.

m Vian ban cua co quan, to chdc cap dudi khong
dudc trdi v6i vin ban cla co quan, t6 chic
Cap trén.

Monday, September 13,
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Tham quyén bai bo, dinh chi thi hanh
van ban quy pham phép luat:
m Quoc hoi
m Uy ban thudng vu Qudc hoi
m Thi tuéng Chinh phu

Monday, September 13,
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Qudc hoi
Cé quyén bai bé6 mét phan hoiic toan bo:
m Luat, nghi quyét ctia Qudc hoi trdi Hién phép;
m Vin ban quy pham phdp luat cia Uy ban
thudng vu Quoc hoi, Chi tich nuée, Chinh phu,
Thu tuéng Chinh pht, Toa an nhian din tdi cao,
Vién ki€ém sit nhan déin to1 cao trdi Hi€én phap,
luit, nghi quyét cia Quoc hoi.

Monday, September 13,
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Uy ban thuong vu Quéc hoi
c6 quyén hity b6 mot phan hodic toan bo:
m Vin ban quy pham phap luit cia Chinh phu,
Thu tuéng Chinh phd, Tda 4n nhan dan toi
cao, Vién kiém sit nhan din t6i cao trdi
phép I1énh, nghi quyét ctia Uy ban thudng vu
Qudc hoi.
m Nghi quyét sai trdi clia H6i dong nhan dan
cap tinh.

Monday, September 13,
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Uy ban thudng vu Qudc hoi
Cé quyén dinh chi thi hanh va dé
nghi Qudc hoi huy bo:

Vin ban quy pham phap luat ctua
Chinh phu, Thu tuéng Chinh phu, Toa
4n nhan din t6i cao, Vién kiém sat
nhan dan t6i cao trdi Hién phép, luat,
nghi quyét ctia Quoc hoi.

Monday, September 13,
2010
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Thu tuéng Chinh phu

Cé quyén bai b, dinh chi thi hanh:

Vin ban quy pham phap luit ctua
B0 trudng, Thu trudng co quan ngang
bo, Uy ban nhan dan c4p tinh tréi
Hién phdp, ludt va vin bdn quy pham
phép luit clia cd quan nha nuéc cap
trén.

Monday, September 13,
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1.2. Ping thé thic quy dinh:
Thé thic vin bdn 12 hinh thitc trinh
bay cia mot loai vin bdn nhit dinh va

dugc nha nuSc thong nhit dudi hinh
thitc mau quy dinh.

1.3. Piing thim quyén:

Thim quyén ban hanh cdc vin bin
quy pham phép luat nhu sau:

Monday, September 13,
2010 8
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m Qudc hdi: Hién phdp, luit, nghi quyét.

= Uy ban thudng vu Quéc hdi: phdp
1énh, nghi quyét.

m Chu tich nudc: 1énh, quyét dinh.

m Chinh phu: nghi quyét, nghi dinh.

m Thu tuéng Chinh phi: quyét dinh, chi
thi.

Monday, September 13,
2010

m By trudéng, Thu truéng cic cd quan
ngang B): quyét dinh, chi thi, thong tu.

m Hji dong nhan dan cdc cap: nghi
quyét.

= Uy ban nhan dan cdc cap: quyét dinh,
chi thi.

Monday, September 13,
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1.4. Phai bao dam tinh kha thi:

m Phil hgp véi linh vuc, doi tuong diéu
chinh.

m Cin cif vao diéu kién thuc t€ nhim
bao dam viéc thuc thi.

m Tuin thd pham vi cdc van dé dudc
gidi quyét trong vin ban.

Monday, September 13,
2010 1"

1.5. Trinh bay theo phong cach ngén
ngil hanh chinh - cong vu:

Phong cach ngdn ngit dung trong Iinh
vuc phdp luit, quin 1y nha nudc va td
chuc hanh chinh.

Monday, September 13,
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2. Trinh ty soan thao va ban hanh

vian ban

2.1. Chuén bi:

m Xac dinh muc dich cua van ban la
nham gidi quyét van dé gi.

m X4c dinh ndi dung va tén loai vin ban
dé to do xac dinh cac thanh phan
chinh va thanh phan bd sung cia thé
thitc van ban.

Monday, September 13,
2010

13

m X4c dinh doi tugng ctia vin ban.

m Chudn bi dit kién (thu thap va xit Iy
thong tin) d€ xay dung du thao noi
dung van ban.

2.2. Xay dyng dé cuong vin ban:

mLyua chop thong tin dé dua vao trong
tirng phan cda c4u tric vin ban.

= Tém tat cdc y chinh cla vin bén dé
tao thanh dé€ cuong.

Monday, September 13,
2010
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2.3. Vi€t du’ thao ndi dung vin ban
m Dya vio d€ cudng va mau vin bin theo
quy dinh viét ban thao van ban.
2.4. Duyét va ky vin ban
m Trinh duyét vin ban.

m Cac ndi dung can duyet thAm quyen
ban hanh, thé thic ctia vin ban, ndi
dung vidn ban, muc dich ban hanh.

m Cédc ndi dung ngudi duyét ghi: duyét, s6
ban ban hanh, ngay duyét, chit ky.

Monday, September 13,
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2.5. Ban he‘lnh van ban:

m Bdn goc vdn bdn: 1a ban hoan chinh Ve noi
dung, thé thirc van ban duoc co quan, to
chirc ban hanh va c6 chir ky truc ti€p cua
ngudi co thim quyeén;

m Ban chinh van bdn: 12 ban hoan chinh vé
ndi dung, thé thirc van ban va dugc co quan,
td chtrc ban hanh.

m Bin gdc 12 co s& phdp 1y dé hinh thanh
ban chinh.

Monday, September 13,
2010 16
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m Déng diu, vao sd cong vin di.

m Phat hanh van ban.

u Luu van ban: ban géc luu tai Vér} thu co quan,
to chtrc va ban chinh luu trong ho so.

m Theo ddi viéc thuc hién dé kip thdi diéu
chinh va rit kinh nghiém trong viéc ban hanh
van ban mdi.

Monday, September 13,
2010 17

" JE
CAUHOI ON TAP
1. Néu céc yéu cau doi v6i viéc soan thdo

va ban hanh vian ban?

2. Néu cac budc soan thao va ban hanh
vin ban?

Monday, September 13,
2010 18




CHUONG 9

KY THUAT SOAN THAO
& TRINH BAY QUYET PINH

T

1. Khdi niém

1.1. Quyét dinh quy pham phap luat

m Quy dinh ché& do, chinh sdch, chi
truong, nhiém vu, quyén han t8 chiic b
mdy nha nuéc.

1.2. Quyét dinh hanh chinh

m Quy dinh ché& do, chinh sich trong ndi
bd co quan, t8 chic;

m Quyét dinh cong tic nhan sy, lao dong

ti€n Jyong, sdn xudt kinh doanh ...

Monday,
2010

Y

2. Thim quyén ban hanh

2.1. Quyét dinh quy pham phép luat

] CI}ﬁ tich nu6c, Thu tuéng Chinh pht,
Tong kiém todn Nha nudc, Uy ban nhan
dan cdc cap.

2.2. Quyé&t dinh hanh chinh

m Ngudi ditng dau co quan, 5 chic.

Monday, September 13,
2010
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3. C4u tric cua quyét dinh
m Gom hai phin:
O Céan cd ban hanh
O ndi dung diéu chinh.
m Phdn cdn cit ban hanh:
O Cén ctr phap ly
O Cin ctf thuc t&.
m Cdn cit phdp Iy bao gom:
O Cin cif thim quyén
O Cén ctt 4p dung.

Monday, September 13,
2010
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m Cdn cit thdm quyén: ching minh cho
quyén ctia chi thé phdp nhan ban hanh
quyét dinh nhiam di€u chinh cdc quan hé
trong pham vi chdc ning, quyén han cia
minh.

m Cdn ctt dp dung: néu co sG phap 1y sé€
sir dung trong trong ndi dung di€u chinh.

m Cdn cii thyc t€: 1a diéu kién hoiic cd s§
thuc tién d€ ban hanh quyét dinh.

Monday, September 13,
2010
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Néi dung diéu chinh:

Quy#&t dinh tiing luong, khen thuéng (2 Piéu)

m Diéu 1: hanh vi diéu chinh, d8i tugng dugc
diéu chinh, mic d diéu chinh va thdi gian
diéu chinh.

m Vi du: Nang luong cho 6ng Nguyén Vin A,
sinh ndm 1986, nhan vién phong kinh doanh tir
mic luong 2.500.000d/thdng 1én mifc luong
3.500.000d/thang tir ngay 20/8/2010.

m Diéu 2: 12 diéu khodn thi hanh (ai 12 ngudi

,.phdi thi hanh quyét dinh).

September 13,




RS
Quyé't dinh bé nhi¢m, giéu dong, thoi
viéce (3 diéu):

m Diéu 1: hanh vi diéu chinh, ddi tugng
dudc diéu chinh, mitc d6 diéu chinh va
thdi gian diéu chinh.

m Diéu 2: quy dinh v& luong va phu cap

m Diéu 3: diéu khoan thi hanh

Monday, September 13,
2010
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Quyét dinh thanh 1ap co quan, t§ chifc,
don vi (4 Piéu):

m DPiéu 1: hanh vi diéu chinh, d8i tugng dugc
diéu chinh, mtc do diéu chinh va thdi gian
diéu chinh.

m Diéu 2: quy dinh chiic ning, nhiém vy,
quyén han ctia cd quan, t8 chifc.

m Diéu 3: quy dinh v& co ciu t8 chiic, nhan sy.

m Diéu 4: 13 diéu khodn thi hanh.

Monday, September 13,
2010

TONG CTY SONG PA CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TY TNHH HOA BINH DPoclap - Ty do - Hanh phiic
S8t /Qb-Gb Dia danh, ngay ...... thang ...... ndm ...
QUYET PINH

V/v nang luong, khen thudng

GIAM POC CONG TY
Cin ctf quy dinh clia BO luat lao dong;
Cin cd Diéu 1é cong ty;
Theo d& nghi clia Trudng phong nhan sy,

QUYET PINH

Piéu 1: Hanh vi, d6i tugng, pham vi, thdi gian diéu chinh
Diéu 2: Piéu khoan thi hanh

Noi nhén: GIAM POC
a ...

O Luu VT, (6).H.




TONG CTY SONG PA CONG HOA XA HOI CHU NGHIA VIET NAM

CONG TY TNHH HOA BINH Poclap- Ty do - Hanh phiic
S6: /Qb-Gb Dia danh, ngay ... thang ... ndm ...
QUYET PINH
V/v b8 nhigm, diéu dong
GIAM POC CONG TY

Can cit Luat Doanh nghiép nam 2005;

Cin ct Diéu 1é Cong ty;

Ciin cif thyc t&., ,
QUYET PINH

Piéu 1: Hanh vi, d6i tugng, pham vi, thdi gian diéu chinh
Piéu 2: Quy dinh v& luong va phy cip, ché do.
Diéu 3: Piéu khoan thi hanh

Noi nhén: GIAMPOC
[m]
O Luwu VT, (6).H.

TEN CQ, TC CAPTREN __ CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Poc lap - Ty do - Hanh phiic
S6: /QD- ... Dia danh, ngay ... thdang ... ndm ...
QUYET PINH

V/v thanh 14p co quan, t6 chic

THAM QUYEN BAN HANH

Cin ctf thim quyén ...

Cin ctt dp dung ...

Cin cif thyc t€ ...

QUYET PINH

Piéu 1: Noi dung, d6i twgng, pham vi, thdi gian diéu chinh
Piéu 2: Chifc ning, nhiém vu, quyén han ctia C6 quan. T6 chic
Piéu 3: Co cau t6 chiic, nhan sy cia Co quan. TS chic
Piéu 4: Piéu khoan thi hanh

Noi nhén: CHUC VU QUYEN HAN NGUOI KY
m Luu VT, (6).H.

i
Cau héi on tap

1. Néu k¥ thudt soan thio va trinh bay
quyé&t dinh hanh chinh?

2. Soan thdo quyét dinh nang luong cho
nhan vién trong cong ty?

3. Soan thao quyét dinh bd nhiém trudng
phong kinh doanh ctia Gidm d6c Cty
TNHH Hoa Binh.

Monday, September 13,
2010
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KY THUAT SOAN THAO VA
TRINH BAY THONG BAO

1. Khai niém:

m La loai van bdn hanh chinh

m Diing d€ truyén dat noi dung mot quyét dinh,
tin tic, sy viéc

m Théng tin v& hoat dong clia cd quan, t3 chiic

m Truyén dat chd truong, chinh sdch

Monday, September 13,
2010
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2. Yéu cAu:

m Thong tin nhanh, kip thdi

m Ngin, cu thé, dé& hiéu

m Khong lap ludn, nhan dinh dai dong

m X4c dinh 1 n6i dung cin thong bdo

m X4c dinh muc dich va thim quyén ra
thong béo.

Monday, September 13,
2010
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3. CAu triic thong b4o: gdm 3 phin

m Phdn mé ddu: néu muc dich, chi thé,
thAm quyén ra thong bio, ddi tugng
nhan thong bio.

m Phédn ndi dung: ndi dung can thong bdo

m Phdn két thiic: nhan manh ndi dung cin
thong bdo, x4c dinh thdi han c6 hiéu luc
va quy tic x{t sy s& dugc dp dung néu ¢
vi pham.

Monday, September 13,
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" 4. Cdc loai thong bdo

4.1. Thong bao vé mot sy viéc

m Vi du: thong bdo vé k&t qui cudc hop,
hoi nghi (cudc hop c6 t6 chitc dé ban
bac cong viéc), hoi thio (hop dé trao d6i
rong rii vé mot van dé)

m Ni dung chinh cdn théng bdo:
O Thai gian, dia diém, thanh phin tham

du, ngudi chd tri hdi nghi;
w3 TOm tdt cic quyét dinh cda hdi nghi. .

GE

4.2. Théng bio vé vin ban méi, chi
truong, chinh sach
m Nji dung cdn thong bdo:
OChd thé ban hanh vin bin méi
OTén va thoi gian ban hanh cla van
ban méi;
OToém tit ndi dung ctia vin bdn mdi;

OThai gian va pham vi thuc hién.

Monday, September 13,
2010
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4.3. Thong bao vé hoat dong quin 1y
m Nji dung cdn théng bdo:
ONOi dung cda hoat dong quén ly;
OLy do ti€n hanh hoat dong quén 1y;
OThai gian ti€n hanh
4.4. Thong bao vé nhiém vu dugc giao
m Nji dung cdn théng bdo:
OTém tit cdc nhiém vu dugc giao;
OC4c yéu ciu khi thyc hién nhiém vu;
O Cédc bién phdp cin dugc 4p dung d€ hoan thanh
nhié¢m vu dugc giao.

Monday, September 13,
2010




TEN CQ, TC CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, T6 CHUC Poclap - Ty do - Hanh phic
S6: /TB Dija danh, ngay ...... thdng ...... nam ....
THONG BAO
Vive.oooooooa.

Phin mé ddu: néu muc dich, chi thé, thim quyén thong bio

Phin néi dung: nhiing ndi dung cin théng bdo

Phén két thiic: yéu ciu thyc hién, thdi gian t6 chic va hiéu luc
thi hanh, quy tic x{ sy sé dugc 4p dung n€u vi pham.

Noi nhdn: QUYEN HAN, CHUC VU NGUOI KY

o

-Luu VT, (6).H.

GE

CAUHOION TAP

1. Néu cdc yéu cdu clia thong bdo?

2. CAu tric clia thong bdo va nhitng ndi dung
chinh ctia céc loai thong bdo?

3. Soan thong bdo vé két qué cudc hop dau
nim trién khai phuong 4n, k& hoach sin xudt
kinh doanh cda cong ty noi ban dang lam
viéc?

4. Soan thong bdo vé viéc chuyén tru sd lam
viéc Cty noi em dang lam viéc.

Monday, September 13,
2010




KY THUAT SOAN THAO VA
TRINH BAY TO TRINH

1. Khai niém:

m L4 loai vdan ban hanh chinh

m Chi diing cho cd quan, t3 chic cap dudi
m Noi dung: dé xuat, xin phé duyét.

Monday, September 13,
2010 1
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2. Yéu cau:

m Van dé xin phé duyét, dé xuat phdi dugc dién
gidi bing phuong an;

m Céc gidi phdp t6 chic thuc hién phdi mang
tinh kha thi;

m Céc ki€n nghi cin rd rang;

m Phdi néu dudc tinh cap thiét clia van dé xin
phé duyét, dé xuat.

Monday, September 13,
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3. CAu tric cua to trinh: gom 3 phan

m Phdn mé ddu: nhan dinh chung vé tinh
hinh thyc t€, nhitng thuan Igi va kho
khén tir @6 chi ra tinh cap thi€t cia van
dé xin phé duyét, dé xuat.

m Phdn néi dung: néu noi dung ctia dé
xuat, nhitng thuan Igi va kho khan, cac
phuong 4n thuc hién.

m Phdn két thiic: néu y nghia, tic dung
cua dé xuat.

Monday, September 13,
2010 3

TEN CQ, TC CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Poclap - Ty do - Hanh phiic
S6: /TT DPia danh, ngay ...... thdng ...... ndm ...
TG TRINH
Véviée............

Phan mé diu: nhan dinh tinh hinh, phan tich nhitng mat tiéu cuc, tich
cuc cda tinh hinh 1am cd sG cho viéc dé xuit van dé mdéi

Phan ndi dung: - néu t6m tdt ndi dung ctia d€ nghi méi, dé xuit cdc
phuaong an thuc hién, du ki€n nhitng van dé c6 thé phat sinh khi thuc hién.

- Néu nhitng kho khan, thuan lgi (chii quan, khich quan) khi trién khai
thuc hién va dy ki€n bién phap khic phuc

Phin két thic: Neéu y nghia, tic dung ctia dé nghi mdi; dé nghi cip trén
xem xét chip thuan d& sém trién khai thyc hién.

Noi nhan: QUYEN HAN, CHUC VU NGUOI KY
m Luu VT, (6).H.
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| H
CAUHOI ON TAP
1. Néu cdc yéu cau cda td trinh?
2. CAu tric cla td trinh va nhitng ndi dung
chinh ctia tG trinh?

Monday, September 13,
2010




KY THUAT SOAN THAO
& TRINHBAY BAO CAO

GE

1. Khai niém:

m L2 loai vdn ban hanh chinh

m Diing cho co quan, t§ chifc cAp dudi

m Noi dung: phén dnh sy viéc, vu viéc, qud
trinh hoat dong clia cd quan, t§ chifc trong
mot khodng thi gian cu thé

m Chiic ning: gilp co quan, t8 chiic cip trén
ddnh gid dugc tinh hinh thyc t€ trong quin 1y,
1anh dao, kip thdi dé ra cdc chinh sdch phu
hgp.

Monday, September 13,
2010

Y

2. Yéu ciu cia bio cdo:

m Trung thuc, khdch quan, chinh xdc: cac chi
ti€t, s6 liéu clia bdo cdo phai ding vdi thuc t&

m Cu thé, ¢6 trong tam: gilp co quan, t3 chic
cAp trén tong két, danh gid diing tinh tinh dé
ban hanh cdc quyét dinh quin 1y

u Kip thoi, nhanh chéng: vi muc dich ctia bdo
céo 1a phuc vy cho cong tdc quan 1y nha
nudc, sdn xuat kinh doanh ctia doanh nghiép

Monday, September 13,
2010




3.PHAN LOAIBAO CAO

BAO CAO

Monday, September 13,
2010

GE

m Bdo cdo cong tdc: so két, tong két

m Bdo cdo chuyén dé: mot van dé trong
hoat dong clia co quan, t6 chiic

m Bdo cdo chuyén mén: tai chinh, thué ...

m Bdo cdo chung: dé cap khdi quat vé tat
ca cdc mit hoat dong clia cd quan, t&
chuc

® Bdo cdo thuc té: thyc t€ cong tic va dé
xuat bién phap gidi quyét van dé.

Monday, September 13,
2010
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4. CAu triic ctia bdo cdo:

m M& ddu: nhiém vu dugc giao, thuin lgi
va kho khin trong qué trinh thyc hién

m Noi dung: két qud, cong viéc lam dugc,
chua lam dudc, nguyén nhan, phuong
huéng

m K&t thic: muc tiéu, nhiém vu mdi, cdc
bién phap thuc hién, ki€n nghi d6i véi
cap trén.

Monday, September 13,
2010
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5. Phuong phap soan thao bio cdo

m Chudn bi: xc dinh muc dich clia bdo cdo
theo yéu cAu cla cAp trén hoic tinh chat cla
cdng viéc dang thyc hién

m Thu thap dit liéu cin bdo cdo: cAn ddi chi€u
cdc thong tin thu nhan dugc dé ki€ém chitng
do xdc thyc cla thong tin

m Sdp xé&p, tdng hgp cdc dit liéu d€ dua vao bdo
cdo

m D4nh gid tinh hinh, rit kinh nghiém, dé xuat
y kién 1én cap trén.

Monday, September 13,
2010

j’ﬁj

m Vi€t bao cdo:

m Bdo cdo so két: kiém diém nhing viéc da
lam dugc, chua lam duge, vu diém, khuyét
diém, nguyén nhan, nhitng bién phap cin c6
dé& ti€p tuc thuc hién nhitng nhiém vu con lai

m Bdo cdo tong két: chi tiét va cu thé hon bao
cdo so két. Tdng hop toan bod sy viéc, nhiém
vu da hoan thanh hodc chua hoan thanh, trén
cd s& d6 dé ra phuong huéng nhiém vu cho
cong viéc sip téi.

Monday, September 13,
2010

TEN CQ, TC CAP TREN  CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Poclap - Ty do - Hanh phic

S6: /BC Dia danh, ngay ...... thdng ... ndm ...
BAO CAO
Véviée............
Kinh géi: ....

Phin mé ddu: Néu dic di€m tinh hinh, nhitng nhiém vy dudc giao, nhiing

kho khin thudn 1¢i énh hudng d€n viéc thuc hién nhiém vy dugc giao.
. Phin ndi dung: - Kiém diém nhitng viéc di lam dugc va nhitng ton tai cu

thé, néu nguyén nhan

- Pdnh gid k€t qua kem theo cdc s8 li¢u thyc t€ (dat bao nhiéu % chi tieu,
nhiém vu dugc giao)

Phin ké'g thic: Néu myc tiéu, nhi¢m vu sip t6i. Cdc bién phdp thyc hién.
Néu nhirng ki€én nghi, dé xuat vdi cd quan, t6 chic cap trén.

Noi nhin: QUYEN HAN, CHUC VU NGUOI KY
I
® Luu VT, (6).H.




i
CAUHOI ON TAP
1. Néu cdc yéu ciu clia bdo cdo?
2. CAu triic clia bdo cdo va nhitng ndi
dung chinh ctia bdo cdo?
3. Soan bdo cdo vé hoat dong cda 16p nim
hoc vira qua?

Monday, September 13,
2010




KY THUATGHI
& TRINH BAY BIEN BAN

NHUNG NQI DUNG CHiNH

1. Khai niém bién bdn
2. Phin loai bién bdn
3. Phuong phdp ghi bién ban

4. C4u tric clia bién bdn

1. Khai niém bién ban

[ Bién ban 1a loai van ban ghi lai nhiing sy
viéc, vu viéc dd xay ra hoac dang dién ra aé
lam chimg cir phap 1y v& sau

O Bién ban phai dugc ghi trung thuc, khach
quan, chinh x4c va day du.




2. Céc loai bién ban

O Bién ban hdi hop: ghi lai tién trinh, dién bién cac
cudc hop hay hoi nghi

O Bién ban hanh chinh: ghi lai mdt sy viéc theo quy
dinh hanh chinh nhu: bién ban vi pham, bién ban
giao nhén ...

O Bién bén trong linh vuc tu phép: ghi lai nhiing
su viéc theo quy dinh cta phap ludt to tung trong
hoat dong cuia cac co quan tu phap nhu: bién ban
phién toa, bién ban lay 161 khai, bién ban kham
nghiém hién truong ...

3. Phuwong phap ghi bién béan

O Phan loai thong tin khi ghi:
B Néu 1a thong tin dé biét thi chi cAn ghi y chinh
B Néu la thong tin dé thyuc hién thi phai ghi diy du

O Néu ngudi phat biéu yéu ciu ghi nguyén van thi c6
thé sir dung hinh thirc din 161 noi truc tiép

O Tap trung lang nghe, ghi chép nhanh

O St dung ky thuat bién d6i cau dé chon cac cau
ngan nhung vin bao dam ndi dung ctia thong tin

4. Cau truc cua bién ban

O B4 cuc ciia bién ban gbm 3 phén:
O Mé dau: thoi gian, dia diém 1ap bién ban, thanh phan tham
du
O Ngi dung:
B Néu la bién ban hoi hop hodc vu viéc dang dién ra thi
ghi theo tién trinh
B Neéu la bién ban sy viéc da xay ra thi mo ta lai hién
truong, ghi lai 101 khai cac nhan ching, nhan dinh cua
nhimg nguoi lién quan
O Két ludn: ghi thoi gian, dia diém két thic viéc 14p bién ban,
néu bién ban dugc doc thong qua nhirng nguoi tham du thi
can ghi 9. Ghi 10 s ban duoc 1ap. Bién ban 1;:héli co chir ky
ctia ngudi 1ap bién ban va chu toa cudc hop, hdi nghi




CAUHOI ON TAP

O Phan loai bién ban?
O Néu phuong phap ghi bién ban?
O CAu triic clia bién ban?




KY THUAT
SOAN THAO & TRINH BAY

HOP PONG

13/09/2010 1

NHUNG NQI DUNG CHINH:
= Khai niém hop dong
= Didu kién co hiéu luc cia hop ddng
» Cic loai hop dong
» Thoi I}iéu khoi kién cac tranh chip phat sinh tir
hop dong
» Cu tric cia hop dong
» Nhimng diéu cin luu y khi soan thao hop dong
= Céc 16i thudng gap khi soan thao hop déng.

13/09/2010 2

1. Khai ni¢ém hop dong

= Hop déng 1a sy thoa thuan gitra cac bén trén
co sO tu nguyén, khong vi pham diéu cAm
ctia phap luat va khong trai dao dirc xa hoi vé
viée xac 1ap, thay ddi hodc chim dut quyén
va nghia vu cua cac bén.

= Hop déng ¢6 tinh rang budc v& mat phap 1y.

= MJi diém thoa thuan trong hop dong phai rd
rang, c6 chi thé di kém dé tranh nhiing tranh
chip c6 thé xay ra.

13/09/2010 3




2. Piéu kién c6 hiéu luc ciia hgp ddng

u Chﬁ‘ thé tham gia hop ddng phai c6 thim
quyeén ky két hop dong

= Muc dich vé’n(f)i dung cua hop ddng khong vi
pham diéu cam cta phap luat

» Chu thé tham gia hgp dong phai hoan toan tur
nguyen

» Hinh thtrc ciia hop ddng phai phi hop véi cac
quy dinh cta phap luat

13/09/2010 a

2. Céc loai hop dong

» Hop ddng dan sy

» Hop ddng kinh doanh, thuong mai

» Hop ddng lao dong

3. Thoi hi¢u khéi kién gidi quyét cac tranh
chap phat sinh tir hgp dong

= Tungay 1/1/2005, ngay c6 hiéu lyc cua Bo
ludt t6 tung dan sy, thoi higu khoi kién giai
quyét céc tranh chap phat sinh tir hgp dong la
2 ndm

13/09/2010 H

4. Céu triic ciia hop ddng: Gom 3 phin
w Phién cin cir phap ly va thuc 1é:
« Vin ban phép quy 1am co s& cho hgp dong
« Can ctr thuc té trao dbi giita cac bén
 Phin chii thé giao két:
« Tén chu thé giao két
* Thong tin lién quan dén chu thé (dia chi, chtrc
vu, tai khoan, ma so thug, dién thoai)
s Phin ngi dung thoa thudn:
« Thé hién thong qua cac didu khoan hop ddng

13/09/2010 6




Phén ni dung théa thuén ciia hop dong:
w Cac diéu khoan trong phin no6i dung thoa
thuén ctia hgp dong duoc chia lam 3 loai:
« biéu khoan chu yéu
« biéu khoan thuong 16
« Diéu khoan tiy nghi

13/09/2010 7

» Nhirng diéu khoin chii yéu:

» La nhiing diéu khoén co ban, nhit thiét phii c6
trong hop dong. Néu thieu ch}'mg thi h()p dong
khong co6 gia tri. D6 1a cac diéu khoan ve:

« béi tuong cia hop ddng

« S lugng

+ Chét lugng

* Gia ca, phuong thurc thanh toan

« Dja diém va thoi gian thyuc hién hop ddng

13/09/2010 8

» Nhirng diéu khoan théng thudng: 12 nhiing
didu khoan da dugc phap luat ghi nhan, cac bén
¢6 dan chiéu hay khong dan chiéu trong hop
ddng thi vin phai thyuc hién

» Vi du: diéu khoan v& bdi thuong thiét hai

» Nhirng diéu khoan tury nghi: 1a nhimg didu
khoan ma céc bén thoa thuén dé x4c dinh quyén
va nghia vu ciia cac bén trong khuén khé phap
luat. Néu khong thoa thuan thi khong phai thuc
hién

w Vi du: diéu khoan vé phat do vi pham hop dong

13/09/2010 9




NHUNG BPIEM CAN LUU Y KHI SOAN
THAO HQP PONG

. Theo Bill Gates thi tinh chat ché ctia hop
dong 13 mét trong nhiing yéu to quan trong duy
tri sy on dinh va thanh cong cia cac hoat dong
kinh doanh, dong thoi ban hop dong chit ché
con theé hién sy ton trong doi vdi khach hang.

_John Mene - ¢6 vfm phap luat cua Ford, cho
biet: “Trung binh, moi ngay Ford ky két gan
3.000 hop dong. Chi can mdt hgp dong co sai
sot, cling du dé mat di hang triéu USD. Do vay,
qua trinh soan théo, ky két hop dong luon dugc
thuc hién chat ch€, co chir ky cua cac nhan vién
soan thao hop dong”.

13/09/2010 10

CAC LOI THUONG GAP KHI SOAN THAO
HQP PONG .

»  Tén hgp dong: Tén cua cac hop dong duge ky
ket nén thé hién 16 ndi dung cia thoa thuan

= Khong it doanh nghiép van c6 théi quen ky két
hop dong vai tén goi 1a hgp dong kinh te.

= Nén dat tén cho hop dong theo ndi dung, dicu
nay vira tao thuan lgi cho cong tac quan ly,
vura 1a co s dé gidi han dugc pham vi cua cac
van ban phap luat dieu chinh.

»  Vidu: néu la hgp dong gia cong thi dat tén 1a
“Hop dong gia cong”, mua ban hang hoa thi
ghi o 1a “Hop dong mua ban hang hoa”.

13/09/2010 1

Piéu khoin thanh toan khéng ré rang
Piéu khoan thanh toan 1a phan khong thé
thiéu trong hop dong
Mot hop ddng chit ché thi cac diéu khoan
thanh toan phai dugc quy dinh r6 rang:
- Nhur quy dinh vé s6 tién s& duoc ng
- Thoi gian dugc ng
- Céc ché tai s& duoc 4p dung néu mot bén
khong thanh toan hay chdm thanh toan
- Quy dinh phan chia trach nhiém thanh
toan cac khoan thug lién quan téi hgp dong.

13/09/2010 12




Thiéu cac diéu khoén tiy nghi:
Hop dong phdi ¢c6 cic diéu khoan tuy nghi aé
han ché viéc phéi nho den cac co quan tai phan
giai quyét tranh chap neu ¢6 phat sinh.

Vi du: Piéu khoan vé cac truong hop mién
trach nhi¢m do vi pham hop dong, Diéu khoan vé
mtc phat vi phat cu thé néu vi pham hop dong;
Diéu khoan vé bén thua kién phai trd chi phi thué
ludt su cua bén thang kién trong truong hop tranh
chap, Diéu khoan vé tit ca nhiing stra d01 cua ho‘p
dong phai dugc 1ap thanh van bén; Diéu khoan vé
khéng dwoc chuyén nhugng hop ddng cho bén
thirba ...

13/09/2010 13

Thiéu cu thé, ré rang trong cac diéu khoan hop
dong

- Dai véi may moc, thict bi khong quy dinh 16
phan mém hay phu tung lién quan c6 kem theo.

- Nhitng thiét hai cu thé do giao hang cham.
- Dia diem giao hang va nguoi chiu chi phi
van chuyén.

- Néu trong di¢u khoan hop dong ¢6 tir ngit co
thé hiéu khong r6 rang hodc co thé hiéu theo
nhjéu nghia, can phai co gidi thich cu thé cach
hieu

- Tranh t6i da viéc phai giai thich cac didu
khoan ctia hgp dong sau khi da ky ket.

13/09/2010 14

Vu tranh chép hop d(“mg béo hiém giira Cty
béo hiém AAA va Ngan hang Pai Tin:

» Ngin hang Pai Tin ky v6i Cty bao hiém AAA
hop ddng bao hiém chiéc xe 6-t6 Mercedes v6i
pham vi bao hiém nhu sau: 4m va, lat do, hoa
hoan, chay nd, bio, i lut, sut 16, sét danh,
dong d4t, mua da, mét toan bo xe va tai nan
riii ro bt ngé khac.

= Ngay 1/8/2008 mura két hop véi triéu cuong
d3 ngfp ting ham dé xe cuia ngan hang gy hu
hong nang chiéc Mercedes. Két qua giam dinh
thiét hai 13 400 triéu ddng.

13/09/2010 15




» Ngén hang Dai Tin cho ring trurong hop chiée
xe Mercedes nam trong pham vi “tai nan riii
ro bit ngé” va yéu ciu AAA bdi thuong.

» AAA thi cho ring viéc nuéc ngdp gy hu hai
chiéc Mercedes khong thudc pham vi bao hiém
vi theo AAA thi “tai nan riii ro bit ngé” 12
nhitng rui ro xay chi trong tich tic, khong
ludng trude duge nhu bj canh cay roi, xe mat
lai ... Con sy c¢d mura ngap cta Dai Tin xay ra
trong khoang thoi gian dai tir 16h30 — 17h nén
khong phai 13 “tai nan riii ro bét ngo”.

13/09/2010 16

» Theo Tir dién Tiéng Viét 1994 — NXB KHXH thi
“bit ngo” 1a “khéng ai ngo, xdy ra ngodi duw tinh”.
Tir dién Tiéng Viét — Ngon ngir hoc Viét Nam, NXB
Thanh Hoéa ciing dinh nghia “Bét ngo” 1a “khong
ngo toi, khong dw tinh truéc dwoc”.

» Nhu vdy “bét ngé” khong bao ham khai niém “Xdy
ra trong tich tic”.

Két luan: Tranh chap hop dong bao hiém giira AAA
va Pai Tin xudt phat tor sy thiéu chit ché va rd rang
trong diéu khoan quy dinh vé& pham vi bao hiém, cac
bén di khong cy thé hoa cac truong hop thude “tai
nan riii ro bit ngo”.

13/09/2010 17

CAU HOI ON TAP
= Hop ddng la gi?
= Néu céc diéu kién c6 hiéu luc cia hop déng?
» Chu tric cia hop ddng?
= Soan hop ddng mua ban hang hoa?

13/09/2010 18




KTTHATSOMTHA)
& TRINET BAY OHG VAN HANE (B

NHUNG NQI DUNG CHiNH

. Khdi ni€ém céng van hanh chinh
. Céc loai cong van hanh chinh
. Bic diém cia coéng vin hanh chinh

AW N~

. Phuong phdp soan thdo cong vian hanh
chinh

5. Noi dung clia mot s3 loai cong vin hanh

chinh

1. Khai niém céng vin hanh chinh

O Coéng van hanh chinh 13 hinh thirc van ban
khong c6 tén loai

O Coéng van 1a loai van ban hanh chinh dugc
sir dung phd bién trong hoat dong cia co
quan, 6 chire

O Cong van 1a phuong tién giao tiép chinh
thirc cila céc co quan, t chirc, giira co quan
td chirc vdi cong dan.




2. Céac loai cong van hanh chinh

O Cong van chét van, yéu cAu, kién nghi, dé nghi
O Céng van tra 11 (phuc dap)

O Céng van huéng dan

O Céng van giai thich

O Céng vin dén dbc, nhic nhé

O Cong van chi dao

O Céng van moi hop

O Cong van cam on

3. Pic diém cua cong vian hanh chinh

O Chu thé ban hanh:
B Co quan, 6 chire
W Can bo, cong chic nha nude co thim
quyén
0 Muc dich ban hanh:
B Giai quyét cac van dé theo tham quyén &
chtrc nang dugc giao

4. Phuong phap soan thio

O B4 cuc ciia cong van gdm 3 phan:
B M ddu: néu 1y do, muc dich cta cong
van
B Nji dung: néu thong tin cin truyén dat
B K&t lugn: tiy theo loai cong vin co thé 1a
yéu cau hodc 101 chao tran trong




5. Noi dung cu thé mdt s loai cong vin

Céng vin chit vin, yéu ciu, kién nghi, dé nghi:

00 Mme d(iu: néu ly do, muc dich cia viéc chét vén,
yéu cau, kién nghi, dé nghi

O Ngi dung: néu thuc trang tinh hinh dan C‘Ién
viéc phai chat van, yéu cau, kién nghi, d¢ nghi

O Néu néi dung cu thé van dé ch‘ét van, yéu ciu,
kién nghi, d¢ nghi. Thoi han can dugc xem xét,
giai quyet

O Két lugn: 3 nghi giai quyét va 1oi cam on.

Cong van tra 1oi, phuc dap

O Mé déu: néu 16 tra 10 theo don, cong van (sb,
ky hi¢u, ngay thang nam) cta ai, vé van de gi

O Ngi dung: néu ndi dung tra 10i theo timg vén d&
dugc yéu cau. Néu van d€ nao chua tra 101 can
giai thich 10 1y do.

O Két thiic: thé hién sy quan tim dbi voi nhiing
van dugc hdi va doi véi nguoi hoi.

Cong van don doc, nhac nhé

O Mg ddu: nhic lai cha truong, chinh sach, ké
hoach, quy¢t dinh, van ban da duoc chi dao de
thyuc hién

O Ngi dung: tom tit tinh hinh thyc hién, d& ra bién
phap tiép tuc thuc hién nhirng mat con ton tai,
giao trach nhiém cho co quan, don vi cap dudi
tiép tuc thuc hi¢n va néu ro thoi gian thuc hién

O Két thic: yéu cau co quan, don vi cap dudi khin
truong trien khai thuc hién va bao cao két qua




Cong vin huéng din, gidi thich

O Mé déu: phén tich so bd ngudn gbc ciia cha
truong, chinh sich, quyét dinh s& dugc huéng
dan, giai thich trong cong van

O Ngi dung: Phan tich y nghia, tac dung ctia chu
trwong chinh sach d6 vé mat kinh t€ - xa hoi.
Muc dich cua chu treong chinh sach va cach to
chtre thuc hién

O Két thiic: thé hién su quan tam cua don vi minh
doi vé1i viéc hudng dan, giai thich cac cong van

Cong van moi hop

O Mé déu: néu 1o 1y do, muyc dich cta cudc hop
hodc hoi nghi

O Ngi dung: néu ndi dung chinh cta cudc hop,
hoi nghi, thanh phan tham du, thoi gian, dia
diém t6 chuirc

O Két thiic: yéu cau dai bidu dén dy dung gio,
ding thanh phan va 161 mong su ¢6 mat cia dai
biéu./.

CAUHOI ON TAP

O Coéng van hanh chinh la gi?

O Néu dic diém clia cdc loai cong vin hanh
chinh?

O Soan cdng vin trd 15i don khi€u nai cda cdc
ho dan vé viéc Cty SBT ndi ban dang lam
viéc, thai nudc thédi chua qua x@ 1y ra song gay
thiét hai cho viéc danh bit va nuéi trong thiy
sén cua ho.




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN (Bai gidng 04 )

4.1 Su Can Thiét va Phuong Phap
Phan Tich Chirng Khoan

4.1.1 Su can thiét phai phan tich
chirng khoan

Phan tich chiing khoan gilp cho cac nha
dau tu xét doan, can nhac loai ching
khoan nao nén mua, nén ban va mua
ban Itc nao thi cé Igi nhat

Truong DH Cong Nghiep 4 1

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN

4.1.2 PHUONG PHAP PHAN TiCH CHUNG
KHOAN

4.1.2.1 Phucng phap so sanh

4.1.2.2 Phucong phap phan tich xu hudng

4.1.2.3 Phudng phap phan tich théng ké
mo ta

4.1.2.4 Phuong phap phan tich chi tiéu

bay la phuong phadp phan tich ddc trung cua
Ehan tich cac chi so trong phan tich ching

hoan. Phudng dphe’ap phan tich cac chi so
thudng dugc sUr dung trong phan tich ca ban.

Truong DH Cong Nghiep 4 2

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN

4.1.2 Né6i dung phén tich chirng khoan

Phén tich chiing khoan goém phan tich ¢ ban
va phan tich ky thuat

4.1.2.1 Phan tich cd ban

La phudng phap nghién cdu xac dinh xem gia
tri cla cong ty la bao nhiéu va cac yéu t6 nao
khién cho gia tri nay cao han hay thap hgn
muc gia giag dich co phi€u cua cong ty trén
thi truGng, bang cach nghién cuu cac bao cao
tai chinh cua cong ty, tim hiéu xu hugng_Igi
tuc, tim hiéu cac ty s6 phan anh kha nang
sinh I0i, 13i suat dau tu.

Truong DH Cong Nghiep 4 3




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN

Phén tich cg ban nham nhiing muc dich sau:

- Biét ty 1€ tdng trudng cla cong ty trong qua
khr va cé thé du doan muic tang trudng
trong tuong lai.

-Bi€t ty s6 phan anh kha ndng sinh IGi va ty s6
phan anh doanh Igi, nhdm xac dinh gia tri cla
cbng ty chinh

- Biét dugc sic canh tranh vé tai chinh cla
cobng ty

-Dy doan tinh hinh tai chinh xem cbng ty thu
dugdc doanh Igi trong &dng lai nhu' thé nao.

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN (Bai gidng 05 -03 tiét)

14.2.1.1 chi s6 thanh khoan

Chi ra kha ndng cta cong ty dap Ung ng ngén han
cling nhu chuyén tai san hién thai thanh tién mat dé
tra ng

a) Chi tiéu vén hoat déng thuin

Vén hoat dong thuin = Toan bo tai san ngdn han - Toan bo ng ngdn han
(Vén hoat dong thudn = Vén Iuan chuyén thudn (NWC)

b) Chi tiéu kha nang thanh toan hién hanh (Rc)

_ Toan bd tai sén ngdn han

c Toan bd nd ngidn han
Chi s6 Rc 8 mUrc d6 an toan trong khoang 2,0
Truong DH Cong Nghiep 4 5

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN

[
c) Chi sé'kha nang thanh toan nhanh (Rq)

_ Toan bd tai sin ngdn han - Hang tdn kho

R
q Toan bdng ngin han

d) Chi sé'thanh khoan (k) (hay hé s6 thanh todn nhanh
bang tién)
_ Tién + Cdc chiing khodn kha mai

k
Toan bd ng ngin han

Néu: k >1:t6t
k=1: binh thudng

k<1: c6 khé khdn )
Truong DH Cong Nghiep 4 6




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN

[
e) Luu chuyén tién té (dong luu kim = dong tién)

Luu chuyén tién té = Lgi nhuin rong (16) + khau hao hing nim

Néu luu chuyén tién té duong cho th8y cong ty co thu
nhap day du dé chi tra cac chi phi va phan chia c6
tlrc

Néu luu chuyén tién t& 4m cd nghia réng cdng ty bi
thua 16 va cd thé gép kho khan trong thanh toan ng
ngén han Truong DH Cong Nghiep 4 7

CHUONG 4:PHAN TiCH VA PAU TU
| CHUNG KHOAN: Bio c4o tai chinh
|

|BANG CAN DOI KE TOAN |

TAISAN Ma NGUON VON Ma S6 tién
1. Tai san ngan han: 1 1,670 [ |3. Nor vay 3 2,940
-Tien mat: . 160 | |. -No ngén han: 3.1 1,140
-Chirng khoan kha mai: 2 350 + Phai tra cho nguoi ban: 1. 330
-Cac khoan phai thu: - 450 [ ...+ Vay ngan han ngéan hang: 1.2 450
__-Hang ton kho: 4 500 +Thuong phiéu phai tra: 1. 240
-Tai san ngan han khac: 5 150 +Tai san ngan_han khac: 1.4 120
"N dai han: 32 1,800
2. Tai san co dinh: 2 4,490 |14.Vén chii s& hivu: 4 3,160
-Nha xudng: 21 1,690 “C phén wu dai: 4.1 500
-May mac thiét bi: 22 1,700 -Co phan thwong: 4.2 2,000
-Tai san vo hinh: 23 1,100 ~Thang dw vén c6 phan: 4.3 200
-Loi nhuan gity lai: 4.4 460
[Tong tai san: =1+2| 6,100 |Tong ngudn vén: =3+4] 6100
Truong DH Cong Nghiep 4 8

BANG BAO CAO KET QUA KINH DOANH (PL)
(PL: Profit & Loss) (BV: Triéu d)
Chi tiéu Ma [ Sétién
Doanh thu: 1 2,500
trte Gia von hang ban: 2 1,200
Lai gop: 3 1,300
trir Chi phi Ban hang & Quan ly: 4 620
Loi nhudn hoat déng (EBIT) 5 680
triz: Lai vay: 6 100
Loi nhuan trwéc thué 7 580
trir Thué Thu nhap DN: 8 145
Loi nhuan sau thué: 9 435
tree: CO tire ¢6 phan wu dai: 60
Loi nhuan rong danh cho cb déng thwong: 375

Truong DH Cong Nghiep 4 9




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN

4.2.1.2 Chi s6 vé kha nang tao von
a) Chi s6 trai phiéu

Chi s5 trdi phigu — venh gid trdi phicu

Toan bd von dai han
b) Chi sé cé phiéu uu déi

Ménh gid c§ phi€u wu dai

Chi s& c& phi€u uvu dii = v
Toan bo von dai han

Truong DH Cong Nghiep 4 10

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN

-nr

[
¢) Chi s6 cé phiéu thuong

Ménh gid c8 phi€u thudng + thing dv vén + thu nhap gii lai

Chi s8 ¢6 phi€u thudng = 5
Toan bd von dai han

d) Chi s6'no trén vén cé phin (D/E)

Tréi phi€u + C6 phiu vu dai

Chi s6 ng trén von cb phan = - - ~
Ménh gid c6 phi€u thudng + thing du von + thu nhap gitlai

Note: Thang dw vdn = thang dw vén cb phan.
Thu nhép giv lai = Loi nhuén gitr lai.
Truong DH Cong Nghiep 4 11

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

| ,
e) Chi s6 nd trén tdng tai san(D/A)

Tong ng vay
Ro/a

Tong ngudn von (hodc tng tai san)

Truong DH Cong Nghiep 4 12




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

4.2.1.3 Chi s6 bao chirng

Lgi nhuén trude thu€ va 13i vay (EBIT)

Heé 8 thanh todn 1di trdi phi€u="——"— " —— "~ =
Lai trdi phi€u phdi trd hang nim

a) Hé sé thanh toan 1ai trai phiéu

Ldi nhuin trudc thué va 1ii vay (EBIT)
LAi trdi phi€u phdi trd hang nim

Hé s6 thanh todn 13i trdi phi€u =

Truong DH Cong Nghiep 4 13

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

1
b) Hé sé'thanh todn cé tirc uu dai

Lgi nhuin sau thué€
C§6 tirc vu dii

Hé s6 thanh todn c8 tic uu dai =

Truong DH Cong Nghiep 4 14

CHUONG 4:PHAN TiCH VA PAU TU CHUNG
KHOAN Bii giang 05
4.2.1.4 Chi s6 vé kha nang Igi nhuan
va s dung tai san
a) Hé so'loi nhuan gop

Lgi nhuan gdp

Hé s6 1gi nhuan gop = =
Doanh thu thuan

b) Hé so 'loi nhudn rong (ROS)
Lgi nhudn rong
Doanh thu thuin

Note: Loi nhuan rong = Loi nhuan sau thué (néu khang cé cb tirc wu dai)
Truong DH Cong Nghiep 4 15

Hé s& 1di nhuan rong (ROS) =




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

|
c) Ty suét sinh Igi trén tdng tai san (ROA)

Ty suat sinh Igi Lgi nhuan sau thué
trén TOng tai san =
(ROA) T6ng tai san
Truong DH Cong Nghiep 4 16

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

|
d)Ty suat sinh Igi trén von cha sé hitu (ROE)

Ty suat sinh Igi Lgi nhuan sau thué
trén von =
Chu sé hitu (ROE) VOn chu sé hitu

Truong DH Cong Nghiep 4 17

CHUONG 4:PHAN TICH VA PAU TU CHUNG
KHOAN Bii giang 05

|
c) Ty Ié hoan vén cé phiéu thuong

Lgi nhuan rong - C3 tite wu dai

Ty 1& hoan v6n ¢d phin thudng = . ’ -
Ménh gid co phi€u thudng + thing du von + thu nhip gittlai

c) Ty Ié ludn chuyén hang hod

Gid von hang ban (chi phi hang héa)

Ty 1& luan chuyén hang héa = N
d Hang ton kho

=Vong quay hang tén kho

Truong DH Cong Nghiep 4 18




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

|
¢) Gid s6 sdch cua cé phiéu thuong

Gidsd sdch

_ Téng taisn - taisdn vohinh - tSng ng phdi trd - ¢d phi€u wu dai

clia ¢ phi€u O DY —
S6 c6 phi€u thudng
thudng

Truong DH Cong Nghiep 4 19

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

4.2.1.5 Panh gia thu nhap
a) Thu nhdp cua mdi c6 phiéu thuong (EPS)

Lgi nhudn sau thué - C§ tdc uu dii

EPS = ————
SO c6 phi€u thudng dang luu hanh

b) C6 tit cho mét cé phiéu thutng (DPS)

Lginhuinsauthué - CStic vudai - Lginhungiitlai

S& c8 phi€uthudngdanglwuhanh
Truong DH Cong Nghiep 4 20

DPS=

CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

|
c) Chi so gia ca trén thu nhap (P/E)

PN . Gid thi trudng cla c8 phi€u
Chi s0 gid cd trén thu nhap = . g P

EPS
d) Hé 56 chi tri co tikc
A ~ . 2 A , DPS
Hé so chi tra cd tiic = ——
EPS

Truong DH Cong Nghiep 4 21




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

e) Loi tirc hién thoi (né s6 ii c6 phén trén
thoi gid = Lo suét ¢ tuc)

AP T L N C8 titc hang nam cla mdi ¢§ phi€u thudn,
Lgi titc hién thdi ciia 1¢d phi€u thudng = 2 p =3

Gid tri thi trudng ctia mdi ¢6 phi€u thudng

Truong DH Cong Nghiep 4 22

CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

f) Chi s6 gia tri trén s6 sach (P/B)

Chi s6 gia tri Thi gia
trén s8 sach = ---------------—-
(P/B) Gia tri trén sd sach
Truong DH Cong Nghiep 4 23

CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

g)T8c dd tdng trudng cb tirc (hay tc do
tang trudng Igi nhuan): g
g = Ty lé thu nhép gilr lai *ROE

Truong DH Cong Nghiep 4 24




CHUONG 4:PHAN TiCH VA PAU TU
CHUNG KHOAN Bii gidng 05

4.2.2 PHAN TICH KY THUAT

Phan tich ky thuét 13 phan tich nhdm bd sung

cho phan tich cg ban,.

Nhdm muc dich gilp nha dau tu xem xét va
quyét dinh thai diem thich hgp dé thuc hién
mua ban chung khoan dua trén viéc nghién
cuu xu hudng bién dong cua gia ca chung

khoan trén thi truGng chifng khoan.

Céc nha khoa hoc s dung da dang cac hoc
thuyét khac (nhu hoc thuyét vé lai suat ngan

han, hoc thuyét 16 €....)

Truong DH Cong Nghiep 4
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CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

4/3 PINH GIA CHUNG KHOAN

4.3.1 DINH GIA TRAI PHIEU

binh gia chling khoan, can phai xem xét cac nguén
thu nhap bang tién va Igi suét ctia chléing khoan.

4.3.1.1 Ngudn thu nhap bang tién cua trai
phiéu

Ngubn thu nhap bang tién cua trai phiéu gém cb 2
dong tién: tién 13i cha trai phi€u (khoan thanh toan
coupon) va von goc dugc hoan tra vao lic dao han
theo ménh gia cua trai phiéu.

Truong DH Cong Nghiep 4
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CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

Vi du: Mét trai phiéu co thoi han 10 nam, Idi suat 8%
mot nam va ménh gig /3 1.000 USD. Nguon thu nhap

tién té nhu sau:

Tién 13i 80 USD va ménh gia 1.000USD. Nhu vay trai
phiéu cé ngudn thu nhap tién t& 80 USD mong ddgi
trong thGi han 10 ndm va mot ngudn thu nhap bang

tién 1.000USD mong dgi khi ddo han 10 nam.

Ciling vi du trén, néu thoi gian tra 13i 1a 6 thang thi 13i
sudt cla trai phiéu la 4% trén 6 thang. Trai phi€u sé
c6 20 ngudn thu nhap bang tién 40 USD mong dgi
trong thai gian 20 ky 6 thang va mdt ngudn thu nhap

bang tién 1.000 USD mong dgi khi ddo han 10 ndm.

Truong DH Cong Nghiep 4
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CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

4.3.1.2 Lgi suét (Yield)
a) Loi sudt danh nghia (Nominal Yield)
Lgi suat danh nghia (Nominal Yield): la ti Ié phan
tram cda trai tlc so v6i ménh gia cda trai phiéu. :
ny = &
F
Trong d6: NY: Igi sudt danh nghia (I3i sudt coupon)
C: la trdi tdc thoi han t (= I: tién 13i)
F: ménh gia trai phiéu (= M)

Truong DH Cong Nghiep 4 28
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CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

Vi dy.: Mét trai phiéu co ménh gid 1.000 USD,
trai tuc mot nam la 80 USD

NY = 80: 1.000 =0,08 hay 8%/nam

b) Loi sudt hién hanh (Current Yield)

Lgi sudt hién hanh (Current Y|eld|)1 la ty 1€ sinh

i hién tai trén trai phiéu, thé hién tién ai
ctia nha dau tu so véi chi phi dau tu dugc

o - S
CY: Igi suat hién hanh cua trai phiéu
P: thi gia cua trdi phiéu; C = 1.

Truong DH Cong Nghiep 4 29

CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

Vi du: Mot trai ph/'éi/ c6 ménh gid 1.000 USD, vdi trai

sudt Ia 8% nam duoc mua ban trén thi trudng trai
phiéu. Do nh|eu nhan t6 tac dong gia mua ban tra|
phleu nay c6 thé cao hoéc thap han menh gla cua
né. Gid str mot nha dau tu mua trai phiéu nay véi gia
800 USD, thi I3 suat hién hanh dugc tinh nhu' sau:

CY =80 : 800 = 0,1 hay 10% ndm

Lgi sudt hién hanh c6 thé I8n hon, hodc nhé hon tréi
sudt cta trai phi€u. Néu nha dau tu mua trai phiéu
bdng v&i ménh gid thi Igi sudt hién hanh bang véi Igi
suét danh nghia va bdng véi trai suat trai phiéu.

Truong DH Cong Nghiep 4 30




CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

c) Loi sudt dao han (Yield to maturity)
Phuong phap gia tri hién tai:

C C C F
= . + ~2 +..t ~n + NN
a+i) (A+0) a+H"  (A+0)
i con goilalgi sudt dao han

n: thdi han cda trai phi€u
PV: giad cla trai phi€u trong thgi han n

Truong DH Cong Nghiep 4 31
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CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

Phuong phap tinh gén ding:

(F.m) +(£j
. \nJ
F: ménh gia

(F + P)
2
m: 13i suat trai phiéu
n: thgi gian con lai cho dén khi dén han
P: thi gia cua trai phi€u hay gia hién tai (gia

mua) cda trai phiéu
Truong DH Cong Nghiep 4 32

Loi sudt ddo han =

CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

Vi du: Trdi phiéu co ménh gid 1.000 USD,
tréi suat 8% nam, con 5 ndm nida dén
ngay dao han dugc mua vdi gia 800
USD, vay lgi suat dao han la:

(1.000x8%) + (M

(1,000 + 800]
2

Lgi suit ddo han =

=0,133 hay 13,3%

Truong DH Cong Nghiep 4 33




CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

d) Loi sudt hoan von (Yield to call)
Lgi suat hoan von vdi trai ,phiéu hoan von trudc
thdi han nguai ta cé thé xac dinh nhu sau:

(F.m)+[RF'Pj
n

RF+P

— Lgisuét hoan von=

2
n: s6 ném hoan vén thoi han t
RF: s6 von hoan von vao thdi han t

Truong DH Cong Nghiep 4 34
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CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

Vi'du: Tinh loi sudt hoan véon cua mot trai
phiéu c6 ménh gia 1.000 USD, /4i suat
6% nam, thGi han 18 nam dang ban vdi
gid 700 USD va dugc hoan vén vao
nam thr 5 v&i von hoan la 1030 USD

(1.000 x 6%) + M

Lgi sudthoa n vén = =0,1456 hay14,56%
(1.030 + 700 )

2

Truong DH Cong Nghiep 4 35

CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

¥4.3.1.3 Pinh gia trai phiéu

Gid mdt trai phiéu bang t8ng cua gia tri hién
tai cia ngudn thu nhip bang tién I3 hang
ndm cua trai phi€u va gia tri hién tai cla
ménh gia vao luc dao han.

I-(1+)™
i

Gidhién tai cta tién1di hingnim=C

Giatrituonglai = C x M

l
Truong DH Cong Nghiep 4 36




Cong thitc dinh gia trai phi€u coupon

n
P = ZL + L
Trong d6: o (I+r) - (1+r)
P o = hién gi4 trai phi€u
n = s ky tra lai
C = khoan lai coupon tra tirng ky
r = 1ai suat dinh ky (1di sua't yéu cdu)

M = ménh gia. 1
1—
l+71)" F
P.=C ( ) + -
r (1+71)
Truong DH Cong Nghiep 4 37
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CHUNG KHOAN Bai giang 05

NéEu trai phi€u thanh toan i nlra nam
mot lan

Truong DH Cong Nghiep 4 38

CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN Bai giang 05

YW du: H3y tinh gid c3 cua mét tréi phiéu cd I5i sudt 15 9%
nam, tré /di 2 /[&n moét ndm, thdi han 20 ndm, ménh gia
1.000USD, néu Igi sudt yéu cau 1a 12% nam

Ngubn thu nhdp bang tién cla trai phiéu gom: 40 ngudn thu
nhap tién 13i (9% x 1.000): 2 = 45 USD nhan moi sau thang
trong 20 nam; ménh gid nhan dugc lic ddo han la 1.000
USD; Igi sudt yéu cau la 12% ndm dudgc thay bang 6%/séu
thang.

Gia cua trai phiéu dugc xac dinh:

1-(1+0,06)"40 40

P=45x +1.000x (1+0,06)

P =774,3 USD
Truong DH Cong Nghiep 4 39




Cong thic dinh gid trdi phi€u lanh 1ii cudi ky

Dong tién cta trai phi€u chiét kha'u (zero coupon) gdm :
. Giau tro cuGla meédnh giau vago luuc traui phieau hauo
hain
. Khoan trai tirc nhan dugc vao 1”

" F+ (Fin)
Cong thifc tinh nhu sau 0= (1 N I') n

Trong d6 i la 13i suit caa trai phiéu
r 1a 13i suit cia mong doi
Truong DH Cong Nghiep 4 40
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CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN

Thi du:

MOt trai phi€u co 1ai suat 10%/nam, ky
han 10 nam, Ménh gia 1.000.000 dong,
dugc hoan lai von g6c va nhan Idi mét
[an khi ddo han. Gia st 13i suat mong
ddi 13 11%. Hay dinh gia trai phidu
trén.

Truong DH Cong Nghiep 4 41

Cong thite dinh gia trai phi€u chi€t khau

I;(‘)ng tién mong doi clia trai phi€u chiét khiu
(zero coupon) gbm duy nhat 1 dong tién :
. Gi4 tri cia ménh gi4 vao lic trdi phi€u ddo han
Cong thic tinh nhu sau

_F
(141"

0

Truong DH Cong Nghiep 4 42
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TP c6 1di sui't n TP chi€t khAu | TP li sui't tha néi
dinh
Pugc ban véi Pugc ban véi Pugc ban véi
gia = ménh gia gia < ménh gia gia = ménh gia
Lii tra theo Khéng tra 1ai Lsuit dugc diéu
dinh ky chinh theo 13i suit
thi truong
DP4o han, trd  |D4o han, tra lai+ D4o han, tra
Vén goc = MG von goc = MG von goc = MG
04/01/2005 Truong DH Cong Nghiep 4 43

CHUONG 4:PHAN TICH VA PAU TU
CHUNG KHOAN

4.3.1.4 MGi quan hé gia trai phiéu va lai suat

I&i suat giam xudng thi gia tri hién tai cla cac dong tién
tang Ieén, va gia tri trai phiéu tang va ngugc lai.

5.3.1.5 Méi quan hé giira lai sudt coupon, lai sudt theo yéu
cau va gia trai phieu

. M6i quan hé giita gia, 13i sudt coupon va Idi suét theo
yéu cau:

Lai sudt coupon < Iai sudt theo yéu cau => gia tréi
phi€u < ménh gia

Lai sudt coupon > I&i suét theo yéu cdu => gia trai
phi€u > ménh gia

L&i sudt coupon = [ai suét theo yéu cau => gid = ménh
gia
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CONG TRAI XAY DUNG TO QUOC

1. Tikn géc, (& duge thanh todn mt iEn dting han tal ede don vi KBNN;
2 Bugc mua, bdn, tang, che, chuyén nhupmg, thiz ké, cim cd:

3. Khdng ding thay the ién trang luu théng vi ndp thué

4. Cong trdl tdy xda, sl chika, chdp vé khong duge thanh fodn;

5. Mt cdng tréi nhe mdt ti&n va khéng duge than todn.

Truong DH Cong Nghiep 4 47

B Rt
l'."".’ sOTAICHING X 1327599:
CONG TRAI XAY DUNG TO QUOC
HAI TRAM NGHIN BONG
KYHAN . B NAM  LAVSUAT . & NAM

; A 80 TRUONG BO TAI CHINH
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1981 han thanh todn ngay{,.,‘m g .2 pam <8k
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/

AX 1327598 /
NGUYEN SINHHUNG.
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4.3.1.6 Moi CL uan hé giira gia trai phi€u va
thdi gian khi 13i suat khong thay doi

MOt trai phi€u ban theo ménh gid, Iai coupon
bang vei [ai sudt theo yéu cau. Kh| trai phiéu
tién dén thai diém dao han, tréi phiéu van
t|ep tuc c6 gia bang ménh g|a

Gia cua mot trai phiéu sé khong %u’ nguyén ddi
v6i mét tréi phiéu ban cao honhodc thap han
ménh_gia. Cang gan dén thdj diém dao han,
gid cta trai phi€u chiét khdu cang cao va
ngugc lai. Cho tgi luc dao han, gia cua ca hai
trai phi€u déu sé bang ménh gla
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| PR ~
4.3.2 PINH GIA CO PHIEU

4.3.2.1 Nguon thu nhap qua dau tu c6 phiéu
Khi dau tu' vao 6 phi€u nha dau tu thudng mong
dgi nhitng ngudn thu nhap bang tién sau:
-S8 tién chia 18i dinh ky cho 6 déng (cd tch)
-Chénh léch gid mua va gid ban lai c6 phiéu (lai
von).
Ngudi cd 6 phiéu s& nhan dugc sd tién bang gia cd
phiéu ban lai trén thi trudng khi chuyen nhugng
quyén sé hitfu c6 phan cho ngudi khac & thoi diém
trong tucng lai.
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[

4.3.2.2 Cac phuong phap dinh gia c6
phiéu

a) Phuong phap gia tri hién tai

Dinh gid cé phiéu sau mét nim chuyén
quyén sé hiru: Néu biét dudc c6 tic du
doan ndm sau D1, gid chuyén nhugng du
dodn nam sau P1 va biét dugc ty sudt Igi
nhudn mong dgi i cia cdc ¢6 phiéu cung cd
dd rdi ro nhu cd phiéu d3 mua la i thi c6 thé
dinh gi& dudc gia b phiéu hién tai theo céng

ruong DH Cong Nghiep 4
thite:
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D, +P, D, . P,
1+ 1+i 1+

P,

Dinh gid cé phiéu sau hai ndm chuyén quyén sé hivu: gid cé
phiéu hién tai

_Dl+ DZ + PZ

1+ (407 (1+0)

0
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|
Dinh gid cé phiéu sau nhiéu nam
chuyén quyén so hitu:

Dl DZ Dn Pn

+...
1+i (140 (1+)"  (1+5)"

0
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NéEu c6 phiéu dugc ngudi dau tu ndm gilt
vO han thi cé nghia n sé tién tdi vo
cung.

gid tri hién tai cia von goc Pn /(1+i)n sé
tién t6i 0 "D,

= (L+1)

0
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viéc chia I6i cho cac ¢ déng thudng dudc
thuc hién theo cac trudng hgp sau:

*Truong hop 1: loai c6 phiéu cd cé tuc c6
dinh: D1=D2=D3=....=Dt

D
P, =

i
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*Truong hop 2: loai ¢6 phiéu cd cé tuc
téng déu vdi toc do téng truong hang
namkhong doi ( gia st la g).

D, l+g (1+g)""

+ ot
1+ (1+i) L)

0 =

_D
i-g
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*Truong hop 3: loai ¢6 phiéu cd cé tuc
tang khong déu. Gia su’ trong t nam
d3u t6ec dd téng trudng ¢ tic 1a gl va
tlr ndm t+1 trd di ¢6 tic ting déu Vi
t6c d6 g2 .

L D1+ g,) D
‘; A+ G+i) (-
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|

Vi du: M6t cdng ty cd phan phat hanh c6
phi€éu thudng vdi lai suat hién hanh la
15%, biét cong ty dang & giai doan
hung thinh va tdng truGng nhanh, trong
2 ndm dau toc do tang tru‘dng I3 20%,
14% cho ndm thir 3, va ké tif ndm thir
4 trg di tang tru‘dng déu vai toc doé TB
la 10%/nam.Tién chia 1ai cho co phleu
hién nay la 6USD. Tinh hién gia cua co
phiéu nay.
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I C6 tiic mong dgi dugc chia tir ndm th( 1 dén

nam 3

D1= 6(140,2)! = $7,2

D2 = 6(1+0,2) = $8,64

D3 = 8,64(1+0,14)" = $9,849

Tinh hién gia clia ¢ tic tir ndm th{ nht dén
nam thr 3

Po(D1) = 7,2x(14+0,15) 1 =6,26

Po(D2) = 8,64x(1+0,15) 2 = 6,53

Po(D3) =9,849x(1+0,15) 2 = 6,48
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[

Tinh hién gia tai thdi diém cudi ndm th{ ba cia ¢
tlc tr nam th( 4 trg di

.Di4 _ D3.(1+ 2) _ 9,849(1+0,1) —$216.7

i—-g i-g 15% —-10%

Tinh hién gia P3 => Po(P3)= 216,7(1+0,15) 3 =$
142,5

VAy hién gia c6 phiéu :6,26+6,53+6,48+142,5 =$
161.77

P, =
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b.Phuong phdp dinh gié theo tii I€ gid trén thu
nhap (P/E,
P=EPSxP/E

__ Loi nhuan sau thu€ - C§ tic uu di
S& ¢6 phi€u thuding dang lwu hanh

EPS

Gid thi trudng clia c§ phidu
EPS
Vi du: Loai ¢3 phi€u A ¢6 P/E 13 11, néu thu nhép la

55USD mét c6 phi€u. gid cla co
pf‘lieu:P=5,5*11=6(T),5USD

P/E =

ruong DH Cong Nghiep 4 62

21

76 BO MON GIAO VIEN

Truong DH Cong Nghiep 4

63




