TRUONG PAI HOC VAN HIEN
KHOA NGOAI NGU

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap — Tu do — Hanh phic

PE CUONG CHI TIET HQC PHAN

1. Théng tin vé hoc phin
- Tén hoc phan:
- Mai hoc phan:
- Sé tin chi:
- Bac dao tao:
- Loai hoc phﬁn:
- Hoc phan trudc:
- Pon vi phu trach:
-S4 gio tin chi:
o Ly thuyét:
e Thuc hanh:
e Thuyc tap:

e DO an/ Khoa luan

2. Thong tin vé giang vién

Giang vién 1:

- Hovatén:

- Chtre danh, hoc vi:
- Thoi gian lam viéc:
- Dia diém lam viéc:
- Dién thoai:

- Email:
Giang vién 2:

- Ho va tén:

- Chtre danh, hoc vi:
- Thoi gian lam viéc:
- Dia diém lam viéc:
- bién thoai:

- Email:
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Thu tin thwong mai

ENG441

3 (3/0/6)

bai hoc

Bt budc

ENG335

Khoa Ngoai ngir

45, trong do:

45 (1 tin chi LT = 15 tiét)

0 (1 tin chi TH = 30 tiét)

0 (1tinchi TT =60 gio TT tai co so)
0 (1 tin chi PA/KL =45 gio lam DA/KL)

La Thi Hong Loan

Thac si

Gio hanh chinh (8:00 -16:00)

Khoa Ngoai ngit - Truong Dai hoc Van Hién
0902 538 841

loanlth@vhu.edu.vn

Thai Nguyén T Loan

Thac si

Gio hanh chinh (8:00 -16:00)

Khoa Ngoai ngit - Truong Dai hoc Van Hién
0906933383

loantnt@vhu.edu.vn



3. Tom tat ndi dung hoc phin

Hoc phan gém 6 chuong, cung cp cho ngudi hoc kién thirc co ban vé cach soan
thao cac loai thu tin thwong mai phd bién dung quy cach va sir dung vin phong phu
hop. Hoc phan gitip ngudi hoc phat trién cac k¥ ning va luyén tip cach viét cac loai
thu tin co ban trong giao dich kinh doanh sao cho rd rang, hi¢u qua, lich su va chuyén
nghiép nhu thu dit hang, thu tra 101 thu hoi hang, cach viét don xin viée, CV, thong
bao, b4o cdo. Ngoai ra, hoc phan giup ngudi hoc viét ding ngit phap, nim dugc cac
cAu tric cia cac thu tir thuong mai, phat trién vén tir vung lién quan dén cha dé cua
tirng chuong va sip xép cac y tudng sao cho hop 1y khi viét thu.

4. Muc tiéu ciia hoc phin
Hoc phan c6 nhitng muc tiéu:

- Cung cép cho ngudi hoc nhitng kién thirc co ban vé cach soan thao cac loai thu
tin thwong mai pho bién sao cho diing quy cach va st dung van phong sao cho phu
hop, chuyén nghiép.

- Cung cap cho ngudi hoc nhirng kién thirc co ban vé linh vuc kinh doanh.

- Trang bi kién thirc vé ngdn ngir & mirc d6 chuyén su.

- Phat trién k¥ nang xur 1y tinh hudng, k¥ niang phan bién, k¥ ning trao doi va
truyén dat thong tin 10 rang, ky nang lam viéc nhoém, t6 chure hdi hop, 1ap ké hoach va
quan ly thoi gian khi lam viéc véi dong nghi¢p va khach hang.

- Phat trién kha nang lam viéc doc 1ap va lam viéc theo nhom trong diéu kién 1am
viéc thay d0i, chiu trach nhi¢m ca nhan va trach nhi€ém do61 véi nhom.

- C6 dao dirc nghé nghiép va ¥ thic trach nhiém x4 hoi.

5. Chuan dau ra cua hgc phan:

Ma o
CPR Noi dung chuan dau ra

Kién thire

CLO1 | Phan biét duoc cac kién thirc co ban trong linh vuc kinh doanh vé cac loai hinh

doanh nghiép, hoi hang, dit hang, phuong thicc bao gia, phuong thic thanh
toan, chiét khau khi mua ban va giri hang di, tra 15i thu hoi hang.

CLO2

Phan biét cac khai niém, thuat ngir, cau triic thu tir VA C4c cau triic ngit phap
duoc st dung & muc d§ chuyén sau khi soan thao cac loai thu.

CLO3

Ap dung cac kién thtrc co ban trong linh vuc kinh doanh va kién thirc vé ngon
ngir & mac do chuyén sau dé giao tiép thong qua vin ban nhu soan thdo cc
loai thu tin theo dung quy cach, ndi dung suc tich, van phong phu hop, chuyén
nghiép trong cac tinh hudng viét thu va doc hiéu cac tai liéu.

KY¥ nang

CLO4

Thuc hién dugc k¥ nang xir 1y tinh hudng, k¥ ning phan bién khi lam viéc véi
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CDbR

Noi dung chuan dau ra

dong nghiép va khach hang trong timg tinh hudng viét thu.

CLO5 | Thyc hién k¥ ning mém can thiét dé truyén dat théng tin mot cach hiéu qua
trong cac tinh hudng viét thu nhu k¥ ning lam viéc nhom, t6 chirc hoi hop, 1ap
ké hoach va quan 1y thoi gian khi 1am viéc v6i dong nghiép va khach hang.

Mirc d§ tw chi va trach nhiém

chiu trach nhiém d61 véi nhoém.

CLOG6 | Tham gia thao luan, phdi hop va dong gdp cho cac hoat dong nhom hiéu qua,

CLO7 | Thé hién mdi quan tim bang phat biéu ca nhan va chiu trach nhiém c4 nhan.

CLO8 | Thyc hién nghi€m tuc ndi qui dao duc nghé nghi¢p va y thuc trach nhiém xa
hoéi khi [am viéc trong cac doanh nghi€p va co quan nha nudec.

Ma tran lién két gitra Chuan diu ra chwong trinh dao tao va Chuan dau ra

hgcph:"in

CLO1 X

CLO2 X X

CLO3 X | X | X ]| X

CLO4 X

CLOS X

CLO6 X

CLO7 X | X

CLO8 X

Ghi ch: PLOs (ProgrammeLearningOutcomes): Chuan dau ra cap CTPT

CLOs (Course LearningOutcomes): Chudn dau ra hoc phan

6. Noi dung ¢
6.1. Ly thuyét

hi tiét ctia hoc phan

Chuong Noi dung Pap trng CLOs
Chuong 1 Letters, emails
Letters CLO1, CLO2,
11| Layout 1: Sender’s address, date, inside address, | CLO3, CLO4,
" | body of the letter, complimentary close, signature | CLO5, CLOS,
- Vocabulary & grammar CLO7, CLO8
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Chuong N¢i dung Pap trng CLOs
- Layout 2: Letterhead, references, per pro, job CLO1, CLO?2,
title, enclosures CLO3, CLO4,

12| Practice CLO5, CLOS,
- Vocabulary & grammar CLO7,CLO3
- Layout 3: Private and confidential, subject title, | cLLO1, CLO2,
copies, addressing envelopes CLO3, CLO4,
130, Practice CLO5, CLOS,
- Vocabulary and grammar CLO7, CLO8
Emails
- Introduction, advantages, disadvantages, email
and other forms of correspondence, email
addresses.
- Layout: Header information, message text, CLO1, CLO2,
14 signature. CLO3, CLO4,
- Style, email abbreviations CLOS5, CLOS,
- Practice: Asking for an estimate, making CLO7, CLO8
arrangements for an estimate, asking for
information, request for goods on approval, reply
to request for goods on approval.
- Vocabulary & grammar
Chuong 2 Personnel appointments
Applying for a job
- Job advertisements, letters of application,
application forms and CVs, covering letters
Practice:
- Unsolicited letter CLO1, CLO2,
- Reply to unsolicited letter CLO3, CLOA4,
2.1. - Application form CLOS5, CLOS,
- Covering letter with CV CLO7,CLO8
- Curriculum Vitae (CV)1
- Curriculum Vitae (CV)2
- Invitation for an interview
- Vocabulary and grammar
Making a decision CLO1, CLOZ,
22 Turning down an applicant CLO3, CLO4,
CLO5, CLOS,
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Chuong N¢i dung Pap trng CLOs
- Offering a post CLO7,CLOS8
- Accepting a post
Practice:
- Making a job offer
- Confirming acceptance
- Vocabulary and grammar
Chwong 3 Memos and reports

Memos
- Layout, guide to contents, length,
Practice:
- Memo to department managers
- Visit of a customer gtgé gtgi

3.1. | - Retirement of a chief executive officer CLOS: CLO6:
- Industrial change CLO7, CLOS
- Redundancies
- Takeover of a company
- Memo about smoking
- Vocabulary and grammar
Reports
- Types of report, structure of a report, summary
Practice: CLOL, CLOZ,

3.2 | - Report on internet sales CLO3, CLO4,

CLOS5, CLOS6,
- Agent’s quarterly report CLO7, CLOS8
- Advertising agency’s report
- Vocabulary and grammar
Chwong 4 Enquiries

Making enquiries
- Opening, asking for catalogues, price list etc.,
asking for details, asking for samples, patterns, and | CLO1, CLO2,

41 demonstrations, suggesting terms, methods of CLO3, CLO4,
payment, and discounts. asking for goods on CLO5, CLOS,
approval, or on sale or return, asking for an CLO7,CLO8
estimate or tender, closing
- Vocabulary and grammar

4.2. | Practice: CLO1, CLO2,
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Chuong N¢i dung Pap trng CLOs
- Request for a catalogue and price list CLO3, CLO4,
- Request for a prospectus CLOs5, CLOS,
- Request for general information CLO7,CLO8
- Reply to an advertisement
- Enquiry from a buying agent
- Enquiry from a retailer to a foreign manufacturer
- Vocabulary and grammar
Chwong 5 Replies and quotations

Replying to enquiries
Joun procuck suggesing s, rforing the | C-O% CLO2

5.1. | customer to another place, sending catalogues, CLO3, CLO4,
price lists, prospectuses and samples, arranging CLOS, CLOG,
demonstrations and visits, closing. CLO7, CLO8
- Vocabulary and grammar
Giving quotations
- Prices, transport and insurance costs, discounts,
methods of payment, quoting delivery date, fixed
terms and negotiable terms, giving an estimate
Practice:
- Reply to a request for a catalogue and price list CLOL, CLO2,
- Reply to a request for a prospectus CLO3, CLOA4,

521 Reply to a request for general information CLOS5, CLOS,
- Catalogues and samples CLO7, CLO8
- ‘Selling’ the product
- Offering an alternative
- Quotation of terms
- An estimate
- Vocabulary and grammar

Chwong 6 Orders

Placing an order
- Opening, payment, discounts, delivery, methods CLOL CLO?,
of payment, packing, closing CLO3, CLO4,

6.1 Acknowledging an order CLOS, CLOS,

CLO7, CLOS8

Advice of dispatch
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Chuong N¢i dung Pap trng CLOs
Practice:
- Placing an order covering letter
- Order form
- Acknowledging an order
- Advice of dispatch
- Placing an order
- Advice of dispatch
- Advice note
- Vocabulary and grammar
Delays in delivery
Refusing an order
- Out of stock, bad reputation, unfavourable terms, | cLO1, CLO2,
size of order CLO3, CLOA4,
6.2 Practice CLO5, CLO6,
- Delay in delivery CLO7, CLO8
- Refusing an order
- Vocabulary and grammar
6.2. Thuc hanh
Noi dung Pap ing CLOs
6.2.1. | Bai tip c4 nhén
CLO1, CLO2,
- Nguoi hoc viét mdt loai thu theo chu dé trong bai hoc | CLO3, CLO4,
CLO7, CLOS8
6.2.2. | Bai tip nhom
CLO1, CLO2,
- Lam bai tdp nhom bao cao trude 16p CLO3, CLO4,

CLOS, CLO6, CLO8

7. Phan bd thoi gian theo tiét va diéu kién thwe hién:

SO tiét tin chi

Chwong Tén chwong Ly Bai | Thue | Tuw < Ghi chu
£ A - * | Tong
thuyet | tap | hanh | hoc
1 | Letters, emails 6 12 18
2 | Personnel 7 1 16 | 24
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S6 tiét tin chi

Chuwong Tén chwong L)'/, Bai | Thuc | Tuw Tf‘)ng Ghi chu
thuyet | tap | hanh | hoc
appointments
Memos and reports 6 12 18
Enquiries 2 18 27
5 Replie§ and y 14 21
quotations
6 | Orders 7 2 18 27
Tong 40 5 90 | 135
CAC CHU PE THAO LUAN VA TIEU LUAN
1. Layouts of letters and emails
2. Applying for a job and making a decision
3. Contents of memos and structure of a report
4. Making enquiries
5. Replying to enquiries and giving quotations
6. Placing an order
8. Phwong phap giang day:
Giang vién giang day véi su két hop cia mot s phuong phap sau:
- Phét van
- Hoi lai hodc van dap
- Doc va tom luge ndi dung tai licu
- Bbodng nao nhanh (bai tp tu duy cé nhan)
- Giao bai doc vé nha
- Huong dan tu hoc
- Thao luan nhom
Ma tran lién két gitra Chuan dau ra véi phwong phap giing day
—i AN (9] < Lo (e} N~ o)
Phwong phap giang day 919191919 9] 99
O]l Ol O] Ol O] Ol O] ©
- Phat van X X | X | X | X | X
- Hoi lai hodc van dap X | X | X | X | X | X | X ]| X
- Poc va tom tit noi dung tai liéu X | X | X | X X
;] rgs;lg ndo nhanh (bai tap tu duy ca X X X X X
- Giao bai doc vé nha X | X | X X | X
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Phwong phap giang day

X1 CcLO2
CLO5
CLO6

X | CLO7

- Huéng dan tu hoc

X | X cLo1
X | X | CcLO3
X1 X | CcLO4
X | X|CcLOS

X
X

- Thao luan nhém

9. Phwong phap hoc tap
Sinh vién hoc tap v6i su két hop ciia mot sé phwong phéap sau:
- Lam viéc nhém
- Tu hoc, ty nghién ciru
Ma trén lién két gitra Chuan diu ra véi phuwong phap hoc tip

o|l o| 3| &| 8| 6| o| &

Phuong phap hoc tip | — e = | _1 — —
®) O O ®) ®) O O ®)

- Lam viéc nhém X X X X X X
- Ty hoc, tu nghién ctru X X X X X X

10. Nhiém vu cta sinh vién
- Chu dong t6 chire thyc hién gio tu hoc.
- Tham gia day du cac gid 1én 16p.
- Tham gia tich cuc cac hoat dong trong gi¢ hoc va trong nhém.
- Poc tai liéu tham khao bt budc va bo tro do giang vién gi6i thiéu.
- Hoan thanh day du cac bai tip ca nhan, bai tap nhom.
- Tham gia bai kiém tra giita ky.
- Tham gia ky thi két thuc hoc phan.
11. Thang diém danh gia: Piém danh gia qua trinh va diém thi két thic hoc phan
dugc cham theo thang diém 10 (tir 0 dén 10), 1am tron dén 1 chir s6 thap phan.
12. Phwong phap kiém tra, danh gia két qua hoc tip
Sinh vién dugc danh gia két qua hoc tap trén co so ba diém thanh phan nhu sau:
1. Piém danh gid qud trinh: trong sé 40% bao gom:
a. Diém chuyén can: 10 trong s6 10 %
b. Piém kiém tra giira ky: 10, trong s6 15%
c. Diém tham gia phat biéu trong qua trinh hoc: 10, trong s6 15%
Giadng vién linh hoat phan chia ty trong nay nay tuy theo tinh hinh 16p.
2. Diém thi két thiic hoc phan: trong s6 60%
Hinh thuc thi: Tréc nghiém va ty luan

Ma trin quan hé giita Chuin diu ra va phwong phap kiém tra, danh gia
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i N (9] < Lo (o] N~ [ee]

Hinh thire danh gi4 S 9191 9191 9] 9] 9

O O @) O @) O @) @)

- Tham gia thao ludn nhom X X X X X X

- Trac nghiém + tu luan X | X X X X X X | X

- Du 16p X X X X X

- Tharp gia phat bi€u trong X X X X X X X X
qua trinh hoc

13.Tai liéu phuc vu cho hoc phin

13.1. Tai liéu chinh

Ashley, A. (2017). Oxford handbook of Commercial Correspondence (new edition).
Oxford University Press.

13.2. Tai liéu tham khao
Azar, B.S., & Hagen, S.A. (2017). Understanding and Using English Grammar
(Volum A & B - Fifth edition). Pearson Education ESL.

Dan, N.T. (2017). The language of Business Correspondence in English. Van hoa
théng tin.

TP.H6 Chi Minh, ngay ... thang ... ndm ...

Duyét Truwdéng Bo mon Giang vién bién soan

(Ky va ghi r0 ho tén) (Ky va ghi r6 ho tén)

Th.s. Lé Thi Phwong
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