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(Trinh d§ dao tao: Pai hoc)
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Tén tiéng Viét: Tin hoc tng dung trong soan thdo vin ban
Tén tiéng Anh: Applied informatics in edit text

Mai hoc phan:
Nganh: Luat
1. Théong tin chung vé hoc phan

CONG HOA XA HOQI CHU NGHIA VIET NAM

Hoc phan: Tin hoc ing dung trong
soan thao van ban

B4t bude
MTuy chon

Thudc khdi kién thirc hodc k¥ ning

[ Khéi kién thire chung
[0 Khdi kién thaec KHXH va NV
[0 Khdi kién thic co s& nganh

[0 Khbi kién thirc chuyén nganh

[ Thuec tap, thyuc té, khoa ludn tot nghiép

M Khéi kién thire tin hoc, ngoai ngir

S4 tin chi: 02
Gio ly thuyét: 12
G106 thuc hélnh/t}}éo luan/bai tap 18
nhom/stra bai ki€m tra

S6 gio tu hoc 90
Bai kiém tra Iy thuyét (bai — gio)

Bai kiém tra thyc hanh (bai — gio)  |1-1

Hoc phan tién quyét:

Chung chi Cong ngh¢ thong tin

Hoc phﬁn hoc trudc:

Hoc phan song hanh:

- Bon vi phy trach hoc phﬁn:
2. Thong tin chung vé gidng vién

S6 dién thoai

STT | Hoc ham, hoc vi, ho va tén litn hé DPia chi E-mail | Ghichu
1 | ThS. Ngb Minh Tién 0903.516887 | tiennm@hul.edu.vn | Phy trach
2 TS. Nguyén Hong Son sonhn@hul.edu.vn | Tham gia

3. M ti hoc phin

- Hoc phén tién quyét: Chtng chi Cong nghé thong tin co ban

- Hoc phan tin hoc tmg dung trong soan thao vin ban déng gop cho chuan dau ra:




PLO4; PLO6; PLO10;

Soan thdo vin ban phap luat 1a hoat dong dién ra hing ngay cua cic co quan nha
nude, dic biét 1a trong hé théng co quan quyén luc nha nuée va co quan hanh chinh
nha nudc ciing nhu cac t6 chirc phap luat. Hoc phan Tin hoc Gmg dung trong soan thao
van ban 1a hoc ph?m tu chon. Hoc phén nay co tinh ung dung thyc hanh véi viée két
hop cung cap cac k¥ ning tin hoc vé soan thao vin ban va cic cong cu ning cao trong
soan thao vin ban; cung cip cac k¥ ning thuc hanh Gmg dung tin hoc vao soan thao
céc loai vin ban quy pham phap luat, ap dung phap luat. Muc tiéu cung cap cho ngudi
hoc nhitng k¥ ning tin hoc vé xdy dung va trinh bay cac loai hinh vin ban thong dung
hién nay (PLO4, PLO6).

Sau khi két thic hoc ph?ln nguoi hoc s€ dat duogc cac ki nang doc lap trong soan
thdo cac van ban thong qua ing dung cong nghé thong tin (PLO10);

4. Muc tiéu hoc phin
4.1 Vé kién thirc

- Hinh thanh k¥ nang nhan dién van ban va irng dung cong ngh¢ thong tin trong
soan thao van ban;
4.2 Vé ky nang

- Hinh thanh cic k¥ ning, phuong phap soan thio vin ban trén nén tang cong
ngh¢ thong tin
4.3 Vé nang lyc ty chu va trach nhiém

- Hinh thanh k¥ nang doc lap, trach nhi€ém trong soan thdo cac van ban thong qua
ung dung cong ngh¢ thong tin
5. Chuén dau ra hoc phin

Ky hi¢u
CDR hoc CDR cua
o b PR
phin NOi dung € CTPT
(CLOX)
5.1.Kién thirc

CLO1 |C6 k¥ nang nhan dién, xac dinh cac loai van ban va PLOG6
ung dung cong nghé thong tin trong soan thdo van
ban

CLO2 |C6 k¥ niang dinh dang dugc cdc mau van ban thong| PLO4
thuong, van ban dién tir khi tién hanh thuc hién soan
thdo van ban

5.2. Ky nang

CLO3 |C6 k¥ niang phan tich ndi dung, thé thuc van ban| PLOG6
trong soan thao van ban thong thuong

CLO4 |C6 ky nang soan thao soan thdo cac van ban quy| PLO4
pham phép luat va van ban ap dung phap luat thong




qua ung dung cong ngh¢ thong tin

5.3. Nang lyc tw chii va trach nhiém

CLO5 |C6 trach nhiém vé cong viée duoc giao trong cong tic| PLO10
soan thao van ban, ban hanh van ban.

6. Ma trin thé hién sy déng gép ciia cac chuan dau ra hoc phan (CLO) vao viée
dat dwoc cic chuin diu ra cia CTPT (PLO) va cac chi sé6 PI (Performance
Indicator)

Liét ké PI ma CLO
CLO PLO4 | PLO6 | PLO1o | ©Cdonggop,ho try
dat dwgc va ghi ro
mirc dat
CLO1 I I Pl6.1; P14
CLO2 I I P14; P16.2
CLO3 R R, A PI4; P16.1; P16.2
CLO 4 R, A R P16.2
CLOS I PI10
Hoc phﬁn: Tin
hoc img dung LR A LR A I 51, 4R, 2A
trong soan thao
van ban (*)

7. Tai liéu hoc tap
7.1 Tai li¢u chinh

[1]. Poan Thi T Quyén (2019), Gido trinh ky ndng soan thdo vin ban hanh
chinh thong dung, Trudong Pai hoc Luat Ha N6i, Nxb Tu phap;

Noi ¢o tai lieu: Thu vién truong Pai hoc Ludt, Pai hoc Hué

[2]. Ngo Minh Tién (2021), Tap bai giang Tin hoc tng dung trong soan thao vin
ban, Truong Pai hoc Luat, Pai hoc Hué:

Noi ¢co tai lieu: Thu vién truong Pai hoc Ludt, Pai hoc Hué
7.2. Tai liéu tham khdo

[3]. Microsoft, B9 tai li€u luyén thi tin hoc van phong MOS, 2016;

[4]. Chinh pha nuéc CHXHCN Viét Nam, Nghi dinh 30/2020/ND-CP vé cong
tac van thu luu trit, s 30/2020/NB-CP, Ha Noi, 2020;

[5]. Chinh phu neéc CHXHCN Viét Nam, Nghi dinh 130/2018/ND-CP vé quy
dinh chi tiét thi hanh luét giao dich dién tir vé chit ky s6 va dich vu chtng thuc sb.
8. Panh gia két qua hoc tap.

- Thang diém: 10/10 (theo trong s 40%-60%)

banh gia | Trong | Hinh thirc danh | No6i | Trong | Phuong CbR banh gia




sO gia dung sO | phap danh
gia
(1) (2) (3) 4) (5) (6 (7) (8)
Tham  gia
s Quan sat, va y thuc
0
Al. Chuyén can 10% diém danh CLOS hoc tdp
(10/10)
Chudn kién
CLO1 | thic
Piém CLO2 | Chudn  ky
A2. Hoat ddng t
qui | 10| 40% | th é‘;ng];'li’ |50, | Thuc hanh, | CLO3 | ndng
trinh a1 dan ol ° |thaoluan | CLO4 | Chudn 16
P chirc  thuc
hién
A3. Hoat dong t ,
?%1 AO et Kiém tra | CLO5S | DPanh  gia
hoc va kiém tra 15% P (10/10)
trén 16p 8 Y
Diém . Thuc Pdanh  gid
.. Thi tu luan hoa : . . .
cubi | 10 | 60% Tiélu ;'Léfm o 60% |hanh/Tric | CLOS | tdng  két
ky : nghiém (10/10)

9. Quy dinh d6i véi sinh vién
9.1. Nhiém vu cuia sinh vién
- Nghién ctru tai liéu va chuan bi cho mdi budi hoc trude khi du 16p.

9.2. Quy dinh vé hoc, kiém tra va thi

tuong tac.

Kkiém tra tinh trung binh tdng cia cac bai kiém tra).

ngudi hoc trong thoi han 07 ngay ké tir ngdy cong bé.

- Hoan thanh céac bai tap dugc giao.

- Chuan bi ndi dung lam viéc nhom, lam viéc ca nhan.

- S6 budi tham gia trén 16p (10%): 10 diém/s6 budi theo ké hoach.
- Panh gid hoat dong tu hoc, hoat dong trén 16p (15%): Thuc hién it nhét mot
hinh thirc sau:
(1) Lam viéc nhom (thuyét trinh, t6 chirc thyc hanh): chudn bi - 1am viéc nhém -

(2) Thuc hanh ¢4 nhan: chuan bi- thuc hanh- tuong tac.

(3) Bai tap vé nha: chuén bi - ndp két qua.

Tay theo tirng hoc phén thudc khoi kién thive nao thi cic ndi dung cho phi
hop cdac phwong phap danh gia 1-5 (0 trén), luu y cé chon loc phu hop.
- Bai kiém tra trén 16p (15%): chdm va cong bd diém theo ca nhan (cé nhiéu bai

Giang vién vién cong bd diém 40% theo quy dinh ctia Trudng trén 16p hodc
cham nhét trong thoi han 07 ngay ké tir ngay két thuc hoc phan va giai quyét khiéu nai




10. Noi dung hoc phin, ké hoach giang day
TT
. Noi d bai hoc - Tai lié CbR
(.SA(A) o unfha?; k(i)lcﬁo arhied HP Hoat dong day va hoc | KTDG
tiet)
Chuwong 1. Ung dung tin hoc Hoat djng day: giang |+ Y thirc
trong soan thiao van ban quin Iy thuyét; nghe giang
ly . .7 Hoat dong hoc: chu |+ Xay
1.1. Pinh dang van ban, kiéu A . . .
. . . N S tam ghi chép; thuc | dung bai
trinh bay, dinh 1€ trang van ban hanh (8 ] + Danh oi4
1 | vavitri trinh bay cLo2 | tren may an‘ gla
3) 1.2. Str dung k¥ thuat soan thao thyc hanh
theo céac thé thirc van ban quan Hoc ¢ nha: on luyén,
ly chuan bj bai hoc méi
Tai li€u tham khao: [2][4]
(Chuwong 2: Ung dung soan thdio
van ban );
Chuwong 1. (#iép theo)... Hoat dong day: giang . ,
, . L A ) K + Y thuac
1.3. Str dung céc chiic nang nang 1y thuyeét; )
20 vin ha . , | nghe giang
cao trong soan thao van ban Hoat déng hoc: cha
A 0 d ) . b . + XA
2 14. Tron thw frong  sozn thao CLO2 | tam ghi chép/ twong tac ‘.ay
van ban \ A .| dung bai
3) o thyc hanh trén may . .,
Tai li¢u tham khdo: [1] tinh + Panh gia
- Ky i ] thuc hanh
((zhu’ong 3: Ky thudt sogn thdo Hoc & nhd: 6n luyén, uc han
nang cao); [3] chuén bj bai hoc moi
Chuong 2. Ky nang soan thio - Hoat dong day:
mot s0 vin bian hanh chinh + giang 1y thuyét;
thongdyng + t6 chirc thyc hanh ,
ialn Khai ni€ém va phan loai bién - Hoat déng hoc: + Y thtc
A A . | nghe gian
s | 2.1.1 Cach thitc ghi bién ban | CLOL | * 1@p trung thm ghi | FE70 8 Xéi/
3 2.1.2. Ung dung tin hoc thuc | CLO3 chép dune bai
)| hanh soan thio bién ban CLO4 | thyc hanh trén may | G418 D41
Tai li¢u tham khao: [1] - Hoc 6 nha: én luyén, | = Pénh gia
(Chuwong 3 (Phn 2): Ky thudt chuin bi bai hoc msi | thuc hanh
soan thao mot so van ban hanh
chinh thong dung) tr133-162; [3]
Chuong 2. Ky nang soan thio - Hoat dong day: + Y thac
m('jt s0 van ban hanh chinh + gléng 1}'/ thuyét’ nghe gléng
A thong dyng CLO1 |+tdchicthuchanh |+  Xay
2.2. Soan thio ,Cong Yan R .| CLO3 |- Hogt dong hoc: dung bai
(3) |2.2.1. Muc dich va phan loai \ ) ) ” .
A . CLO4 |+ tap trung tam ghi | + Péanh gia
cong van ) .
2.2.2. Yéu cau soan thao chép thyc hanh

2.2.2. Ung dung tin hoc soan

+ thuc hanh trén may




thdo cong van

Tai liéu tham khéo: [1]

(Chwong 3 (Phdn 2): Ky thudt
soan thao mét sé van ban hanh
chinh thong dung) tr103-128; [3]

- Hoc o nha: 6n luyén,
chuan bi bai hoc mdi

Chuwong 2. Ky nang soan thao
mot s0 van ban hanh chinh
thong dung

- Hoat dong day:
+ giang 1y thuyét;

o +1t0 chire thychanh |+ Y thic

2.,3. Soan thdo bdo cdo, thong - Hoat déng hoc: nghe gidng

bao A A . A

2.4. Soan thao nodi quy, quy ché * tp trung tam ghi | + Xay

2.4.1. Khdi niém diéu 18, quy CLO1 chép dung bai
5 | ché, noi quy CLO3 + thuc hanh trén may + Panh gia
(3) |2.4.2. Ung dung tin hoc thuc - Hoc o nha: 6n luyén, | thuc hanh

hanh soan thdo diéu 16, ndi quy, CLO4 chuin bi bai hoc m&i

quy dinh, quy ché. ' '

Tai li€u tham khéo: [1]

(Chwong 4 (Phdn 2): Ky thudt

soan thao mdt sé van ban hanh

chinh thong dung) tr163-188; [3]

Chwong 2. Ky nang soan thao - Hoat dong day:

modt s vin ban hanh chinh + giang 1y thuyét;

thong dyng ‘ + b chirc thyc hanh

2.5. Soan thao du an, d¢ an, H . _

. f R ) - Hoat dong hoc:

chuong trinh, ké hoach cong tac \ \ ) . ,

2.5.1. Khai niém dé dn, chwong + ,tap trung tim ghi | + Y .tvhuc

trinh, ké hoach cong tdc chep nghe giang

2.5.2. Muc dich va yéu cau khi cLol | T thyc hanh trén may | + Xay
6 | xdy dung dé an, chuwong trinh, ké CLO3 |~ Hoc ¢ nha: 6n luyén, | dung bai
(3) | hoach cong tac. CLO4 chuan bi bai hoc m¢oi | + Danh gia

2.5.3. Thuc hanh tin hoc cach thye hanh

thire soan thao dw an, dé an,
chwong trinh, ké hoach céng tdc
Tai liéu tham khao: [1]

(Chwong 5 (Phan 2): Ky thudt
soan thao mét sé van ban hanh

chinh thong dung) tr189-210; [3]




Chuwong 2. Ky nang soan thao - Hoat dong day:
mdt so vin ban hanh chinh + giang 1y thuyét;
thong dung + b chirc thyc hanh
2.6. Soan thégAtb trinh ’ - Hoat déng hoc: 4V thic
7 | 2.6.1. Khai ni¢m, ’muc.dlch N té t.run .tﬁm hi .
3) 2.6.2. Yéu cau doi vai to trinh CLO]1 ) ap g gl | nghe glanAg
2.6.3.Thue hanh tin hoc cdch| - o, |0~ |+ Xay
thirc soan thdo to trinh + thyc hanh trén may | dyng bai
Tai liéu tham khao: [1] CLO4 1. Hoc & nha: on luyén, | + Danh gi4
(Chuwong 6 (Phdan 2): Ky thudt chuan bi bai hoc méi thuc hanh
soan thao mot so van ban hanh
chinh thong dung) tr211-223; [3]
Chuong 4. Chit ky sb, chir ky - Hoat dgng day: + Y thuc
dién tir trong van ban giao + giang 1y thuyét; nghe giang
dich dién tir . ) + t6 chure thue hanh + Xay
4.1~. Khéi niém vé chir ky s6 va - Hoat déng hoc: dung bai
chit ki dién tir : + tap trung tdm ghi | + Danh gia
8 [4.2. St dung chir ky s6 trong | CLOI o .
(3) | giao dich dién tir | CLO2 chép . o thyc hanh
4.3. Quy trinh thyc hién ky sb + thyc hanh trén may
van ban dién tir - Hoc ¢ nha: 6n luyén,
Tai liéu tham khao: [1] (Chuong chuén bi bai hoc méi
4: Van ban dién tir va chit ky so
trong van ban dién tw ); [4] [5]
- Hoat dong day: thuc )
hanh soan thao vinban | T Y thirc
- Hoat dong hoc: thuc nghe giang
9 | Thuc hanh téng hop soan thao | CLO4 hanh phong may, lam | * X y
(3) | cac vin ban thong dung CLO5 | bai tap nhom trén 16p du'n% bai .
- Hoc ¢ nha: lam cac | + Panh gia
bai tdp cd nhan duoc thyc hanh
giao
2 £ o ae 2 Hoat dong kiem tra
10 E;e(r; ttlI:ts()l ey —suabarkiem oy oy dinh gid: thuc hanh
(3) CLOS5 | cham diém
10. Céap phé duyét:
Ngay ....... thang ...... nam 2021
Hi¢u trudéng Trudéng Tham dinh Nguoi bién soan
khoa/Trung tam

Ngb Minh Tién




Luwu y: Dé cwong nay dp dung cho tit ci cdc hé dao tao dai hoc (cdc hé khdc thuwong 3-4 budi) nén
¢o co cdu linh dpng trong dp dung.



