BO Gng DUC VA DAQ TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQOC VAN LANG

Doc 1ap — Tu do — Hanh phuc

CHUONG IRiNH TR‘INHA PO PAI HOC
NGANH PAO TAO: NGON NGU ANH

PE CUONG CHI TIET HQC PHAN

1. Tén hoc phan: TIENG ANH VAN PHONG
Tén tiéng Anh: ENGLISH FOR THE OFFICE

Mai hoc phin:

Moén hoc thude khoi kién thirc:

Kién thirc gido duc

Kién thirc gido duc chuyén nghiép M

dai cuong O
Kién thirc co s¢ nganh Kién thic chuyén
Bt Tu O nganh M
bugc chon Bit Ty Bit Tu
o o budc chon budc chon
O O %} O

2. Giang vién giang day

- Giang vién phu trach mon hgc: Pao Hoang Trung
- Pia chi co quan: 45 Nguyén Khic Nhu, Quén 1, Tp. Hb Chi Minh

- Dién thoai lién hé: s6 dién thoai lién lac cua giang vién: 0918 078 569

- Email: hoangtrungdao2005@yahoo.com

- Thoi gian hec: hoc ky 2, gio hoc (gid thir 1-2-3-4 (tir 7:00-10:20) hoc phan Iy thuyét,

thir ba va thir ndm trong tuan;

- Pia diém hoc: phong hoc 601A, co sd 1 (dia chi).45 Nguyén Khic Nhu , Quén 1

- Cach lién lac véi giang vién

Gap truc tiép sang thir nam 10:30, dién thoai, email

3. S6 don vi hoc phin: 04

4. Trinh d¢: danh cho sinh vién nam thtr 3 — hoc ky 6

5. Phén b thoi gian:
- Ly thuyét: 60 gio;

- Théao luan tai 16p: 15 gio;

- Hudng dan 1am bai tap va sura bai tap: 15 gid;

6. Hoc phin tién quyét: 4 hoc phan chuyén ngit + 1 hoc phan chuyén nganh

7. Muc tiéu va ket qua du kién ctiia mon hoc

Muc tiéu ciia mon hoc

Sau khi hoc xong hoc phan nay, SV c6 kién thirc va k¥ ning nhit dinh vé nhimg van dé
co ban trong mot cong ty va van phong thuong mai.
Cu thé 1a giao dich bang buu phiéu , séc, chi phiéu du lich, thu tin dung, dién chuyén tién,
hoéa don, van don, khong van don. Ngoai ra, SV con hoc thu tin giao dich thuong mai
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nhu: thu hoi thong tin, héi phiéu, don dit hang, dong goi, giri hang, giao nhin ngoai
thuong va thu phan nan, khiéu nai.

Bén canh do, cac nhom dugc phén cong lam 1 loai hop dong kinh té bang tiéng Anh va
tiéng Viét nham dap cong viéc thuc té sau ndy trong mot doanh nghiép.

Két qua du kién ciia moén hoc/Chuéan diu ra mén hoc

Kién thirc: Sau khi hoan thanh hoc phan, SV sé& c6 Kién thic chung vé cac dé tai
chuyén vé Kinh doanh, Kinh té, Xuat nhap khéu, Ngéan hang, Tién té, san xuat mua ban,
kinh doanh dich vu..

4.2. Ky ning: Sau kh1 hoan thanh hoc phan, SV s& dat K§ ning: noi tleng luu loat
trong giao tiép cong viéc cia mot van phong kinh doanh, dich vy ; viét mot s6 van thu
thuong mai nhu thu hoi thong tin va phuc dap thu hoi thong tin, thu bao gia, thu dat

hang, thao hop ddng ban hang, giao hang, vin thu lién quan dén thu tuc giao nhan ngoai
thuong.

4.3. Thai d9:Sau khi hoan thanh hoc phan, SV s& c¢6 y thirc hon vé tic phong
(behavior) va phong cach ( manner), trach nhiém, dao dtrc nghé nghiép ctua mot
nhan vién lam viéc trong mot van phong ctua mot cong ty thuong mai, dich vu, ké
cd van phong cta co quan Nha nudc.

8. M6 ta van tit ndi dung hoc phan

No6i dung hoc phan bao gém kién thic vé thwong mai, kinh doanh, giao nhéan
ngoai  thuong, tién t&, ngan hang dé trong twong lai sinh vién lam dugc nhimg cong viée
van  phong ctia mot cong ty kinh doanh.

9. Ma trén tich hop giita chuian diu ra mén hoc, hoat dong giang day, phwong phap
danh gia véi chuan dau ra cia chwong trinh dao tao

Trinh bay ma tran

Chuin diu ra Cac hoat Phwong phap kiém Chuén
cia moén dong day tra, danh gia sinh dau ra
hoc va hoc vién CTbT
Phwong Ty
phap trong
(%)
CbR 1. Co Sinh vién Tham gia Ghi rd
kha nang doc doc bai hoc tap 10 tér}
hiéu mot sd khoa (text) A chuan
van ban va va trinh bay Baf tap 10 dau ra
thao van thu kha nang Kiém tra 30 cla
trong 1anh vuc hiéu  biét; gitra ky CTbT
thuiong mr;;li, Qiéng ViSp Cudi ky 30
xuat nhap stra 101.
khau, ngan Sinh  vién
hang thdo  luédn
nhom  va
viét  bao
cdo; Giang
vién chim
diém, sua
bai va
giang bai.




Chuian diu ra Cac hoat Phwong phap kiém Chuan
cia moén dong day tra, danh gia sinh dau ra
hoc va hoc vién CTbT
Phuong Ty
phap trong
(%)
CbR 2: C¢6 Sinh  vién Nhu trén
kha ning viét lam bai tap
mot s vian thu Giang vién
thuong mai chdm diém
sua bai
+gidng bai
CbR 3: (o6 Giang vién Nhu trén
kha nang cung  cép
nghién ctru va thong tin ;
soan thdo hop Sinh  vién
déng  ngoai hop nhom
thuong  bang va soan
tiéng Viét va thao
tiéng Anh

10. Tai liéu phuc vu moén hgc
10.1 Sach/Giao trinh chinh (ghi r6 tén sach, tac gia, NXB, nam XB)
Sach, giao trrnh chsnh: ENGLISH FOR THE OFFICE, tac gia Brendan

Moore

10.2 Sach/giao trinh tham khao:

BUSINESS CORRESPONDENCE +

10.3. Tu ligu trwc tuyén:
Online Business English Test
Sinh vién c6 thé vao cac website sau day dé tim tu liéu li€n quan dén mon hoc:

fCam nang thu tin thuong mai
Gido trinh dam thoai ENGLISH FOR THE OFFICE, tac gia Kesaint Blanc

www.cambridgeenglish.org/test-your-english/business

11. Phwong phap danh gia két qua hoc tip ciia sinh vién

11.1 P6i véi phin Iy thuyét

Yéu cau chung

Dé dat yéu cau phan Iy thuyét ciia mén hoc nay, sinh vién phai:

Dat diém tong két phan 1y thuyét it nhat 1a 5 diém;

Thuc hién day da cac yé€u cau danh gia moén hoc theo trong so cua cac diém thanh phan

nhu sau:

Tham du 16p dy du + tham gia cac hoat dong (phat biéu trén 16p, thuyét trinh,
lam viéc nhom, 1am bai tip vé nha (4 bai tap): 20%
Kiém tra giira ky (thi viét)

Thi két thuc hoc phan (thi viét)

1 30%
1 50%

Xép loai danh gia
9-10 : Xuatsic
8-<9 :Gidi
7-<8 :Kha

5-<7 : Dat, trung binh
4 - <5 : Khong dat
3 - <4 : Khong dat/yéu <3

:Khong dat/kém



Hinh thirc, ndi dung, thoi hrong va tiéu chi chAm diém

Ki m tra gila ky: hinh thMc thi, thi gian lam bai thi

Noi
dung
hoc
phan

Cau héi/ndi dung
danh gia

Muc d6 dat cua linh vuc danh gia

Explain in
English;
True/False

Gap
filling

Correspondence

biém
danh
gia

biém
danh
gia

Diém
danh gia

DPiém

Unit 1

International money order

Unit 2 — Cheques
General banking

Unit 3 —

Eurocheques/Traveller

cheques

Unit4 _Letters of
credit / Bank Transfers

1,5
3,0

2,0

3,5

Tong cong

4,5

2,0

3,5
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Thi k:t thiic h ¢ ph n: hinh thMc thi, th™i gian lam bai thi

Noi
dung
hoc
phan

Céu
hdi/ndi
dung
danh
gia

Murc d6 dat cua linh vuc danh gia

Explain in
English;
True/False

Gap

filling

Correspondence

Diém
danh
gia

DPiém

danh
gia

DPiém
danh gia

Piém

Unit 5-
INVOICES

3,0

3,0

Unit 6 - BILL
OF
LADING/
AIRWAY
BILLS

Unit 7 — BILLS
OF
EXCHAN
GE

Unit 8 —

2,0

2,0




LETTERS
OF
ENQUIRIE
S

Unit 9-
FOLLOW-
UP
LETTERS;
SALES
LETTERS;
ORDERS

Unit 10 —
LETTERS FOR
PACKING,
FORWARDING;,
DESPATCH;,
SHIPPING

Unit 11:
LETTERS OF
COMPLAINTS

5,0 5,0

Tong cong
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Tiéu chi dinh gid phan thi viét

Trinh bay tiéu chi danh gia phan thi viét theo cac muc trong bang sau

Tiéu chi cham diém cho mgt

Trong

ciu héi thi viét 56 (%) Ket qua
PART 1:EXPLAIN IN ENGLISH:
20
4 marks/each x 5

PART 2: GAP FILLING 20
2 marks /each x 10
PART 3: TRUE/FALSE 10
1 mark /each
PART 4:CORRESPONDENCE 30

A. ORDER LETTER 20

B. LETTER OF COMPLAINT

13. Noi dung chi tiét mén hoc

Trinh bay ndi dung chi tiét theo tén Chwong, muc cua chuong va sb gid hoc cua mbi

chuong.




UNIT 1: INTERNATIONAL MONEY ORDER
GLOSSARY

COMPREHENSION

CORRESPONDENCE

LANGUAGE PRACTICE

EXERCISES

UNIT 2: CHEQUES/ GENERAL BANKING
GLOSSARY

COMPREHENSION
CORRESPONDENCE

LANGUAGE PRACTICE

EXERCISES

UNIT 3: EUROCHEQUE/TRAVELLER CHEQUES

GLOSSARY
COMPREHENSION
CORRESPONDENCE
LANGUAGE PRACTICE
EXERCISES

UNIT 4: LETTERS OF CREDIT/ BANK TRANSFER

GLOSSARY
COMPREHENSION
CORRESPONDENCE
LANGUAGE PRACTICE
EXERCISES

UNIT 5: INVOICES
GLOSSARY
COMPREHENSION
CORRESPONDENCE
LANGUAGE PRACTICE
EXERCISES

UNIT 6: BILL OF LADING /AIRWAY BILLS

GLOSSARY
COMPREHENSION
CORRESPONDENCE
LANGUAGE PRACTICE
EXERCISES

UNIT 7: BILL OF EXCHANGE
GLOSSARY
COMPREHENSION
CORRESPONDENCE
LANGUAGE PRACTICE
EXERCISES

UNIT 8: LETTERS OF ENQUIRIES; REPLIES TO ENQUIRIES

GLOSSARY
COMPREHENSION



CORRESPONDENCE
LANGUAGE PRACTICE
EXERCISES

UNIT 9: FOLLOW-UP LETTERS; SALES LETTERS; ORDERS
GLOSSARY

COMPREHENSION

CORRESPONDENCE

LANGUAGE PRACTICE

UNIT 10: LETTERS OF PACKING; FORWARDING; DESPATCH;
SHIPPING

GLOSSARY

COMPREHENSION

CORRESPONDENCE

LANGUAGE PRACTICE

EXERCISES

UNIT 11: LETTERS OF COMPLAINT
GLOSSARY

COMPREHENSION
CORRESPONDENCE

LANGUAGE PRACTICE

EXERCISES



14. Ké hoach giang day va hoc tap cu thé

Bubi/Tuan
/
ngay

SO

gio

tré
n

lop

Noi dung bai hoc

Hoat
dong
day
va
hoc
hoiac
nhié
m vu
cua
sinh
vién

Tai liéu
can doc

Budi 1
14/02/2017

- Gidi thiéu mén hoc
- UNIT

INTERNATIONAL
MONEY ORDER

1:

Giang
vién
thuyét
giang
Sinh
vién
doc
hiéu
+lam
bai tap
+thao
luan;
Giang
vién
chdm
+ stra
bai tai
16p.




Buéi/Tuén S6 Noi dung bai hoc Hoat Tai li¢u
/ gio dong cin doc
ngay tré day
n va
1op hoc
hoic
nhié¢
m vu
cia
sinh
vién
Budi 2 4 UNIT 2: Nhu
21/02/2017 CHEQUES/ trén
GENERAL
BANKING
Buoi 3 4 UNIT 2: Nhu CAM
28/02/2017 CHEQUES/ trén NANG
GENERAL THU TIN
BANKING THUON
G MAI
Buoi 4 4 UNIT 3: Nhu Nhu trén
07/03/2017 EUROCHEQUE/ trén
TRAVELLER
CHEQUES
Buoi 5 4 UNIT 4: Nhur Nhur trén
14/03/2017 LETTERS OF trén
CREDIT/BANK
TRANSFER
Buoi 6 4 UNIT 4: Nhur Nhur trén
21/03/2017 LETTERS OF trén
CREDIT/BANK
TRANSFER
Buoi 7 4 UNIT 5: Nhur Nhu trén
28/03/2017 INVOICES trén
Buoi 8 4 NOI DUNG 1: Nhu Nhu trén
04/04/2017 REVIEW trén
NQI DUNG 2:
MID-TERM TEST
Budi 9 4 NOI DUNG I:
11/04/2017 UNIT 6: BILL OF
LADING/AIRWA
Y BILLS
NQI DUNG 2:
MID-TERM TEST
CORRECTION
Buoi 10 4 UNIT 7: BILL OF Nhur Nhu trén
18/04/2017 EXCHANGE trén
Buoi 11 4 UNIT 8: Nhu Nhu trén
25/04/2017 LETTERS OF trén
ENQUIRY;
REPLIES TO
ENQUIRIES
Buoi 12 4 UNIT 9: Nhu Nhu trén
02/05/2017 FOLLOW-UP trén
LETTERS;
SALES




Buéi/Tuén S6 Noi dung bai hoc Hoat Tai li¢u
/ gio dong cin doc
ngay tré day
n va
1op hoc
hoic
nhié¢
m vu
cua
sinh
vién
LETTERS;
ORDERS
Buoil3 4 UNIT 10: Nhu Nhu trén
09/05/2017 LETTERS OF trén
PACKING,
FORWARDING,
SHIPPING
Buoi 14 4 UNIT 11; Nhu Nhu trén
16/052017 LETTERS OF trén
COMPLAINT
Buéi 15 4 REVIEW Giang Sinh vién
23/05/2017 vién on tap
giai
dap

Pé cwong dwogc cip nhat ngay: 09/01/2017

Truwéng B mon Giang vién bién soan

TS. PAO HOANG TRUNG
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