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NOi dung thtr 5:
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Muc tieu

Sau bai hoc, sinh vién c6 thé:
vé kién thirc:

Trinh bay dwgc mot sO ndi dung co ban
cla ky nang giao tiép bang van ban khai
niém, 1o ich, b cuc va cac bwdc viét.

Vé k¥ ning:

Viét va trinh bay khoa hoc mot sO van ban
thong dung trong hoc tap va lam viéc
(don thw, email...)
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Vé ndi dung:

1. Khai niém giao ti€p bang vin ban

2. Loi ich cla giao tiép bang vin ban

3. BO cuc trong giao tiép bang vin ban

4. Cac bwdc trong giao tiép bang vin ban
5. MOt sO hinh thirc giao ti€p bang vin ban

6. MOt sO lwu y vé chon tlr nglr va van phong
phu hop
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1.1. Khai niém

Giao tiép bang vin ban 13 hinh thirc trong
dod cac chu thé giao tiép st dung ngdn ngi¥,
ky twr dé viét va trao dOi thong tin.
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2. Lovi ich clia giao tiép bang vin ban

¢ L3 cOng cu truyén tai théng tin
¢ Tao co hdi cho chl thé:
- Trong dung, thing tién
- Vo't qua doi tha
- Dwoc danh gia la ngwo'i c6 trinh dO
¢ GT béng VB cé wu thé vurot trdi nhu:
- Thong tin dwoc lwu gily
- Théng tin can dwoc kiém soéat
- C4c théng tin can gilr bi mat
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3. BO cuc trong GT bang vin ban

¢ M@ bai: Néu van dé, muc dich, Iy do thuc
hién.

¢ Than bai: Gidi quyét nhirng luan diém Két

ludn d3 néu @ m®& bai kem theo nhirng sO
lieu, dan chtrng dé chtrng minh.

¢ Két ludn: Tém tat nhirng ludn diém, noi
dung da trinh bay.
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4. Cac bwdc trong giao tiép bang VB

Buwdc 1: Phan tich ngwdi doc VB can g
va VB cd thé giup ich gi dwoc cho ho.

Buwdc 2: Xac dinh rd muc tiéu bai viét.

Buwdc 3: Phac thao

Buwdc 4: Ra soat va

nai Viét

Kiém tra

Bwdc 5: Hoan chinh van

ngwoi doc.

ban thao

ban va glri dén
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5. MOt sO hinh thipc giao tiép
bang van ban

5.1. Thw dién tw (email)

¢ Khai niém: Thw dién t& 1a mot hinh thirc gii
thw, tai liéu (dang file dir li€u) qua hOp thw
dién tur.
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¢ Ky thuat trinh bay email:
- Dong tiéu dé (chu dé): néu théng tin chinh
cUa blrc thu.
- N&i dung chi tiét:
+ Di vao truc tiép ndi dung
+ DAm bao muc tiéu cla ngwdi viét

+ C6 thé dwa thém dia chi, sO dién thoai cla
ngwo'i viet
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5.2. Don thw trinh bay nguyén vong

¢ Khai niém: |a loai van ban do cac ca nhan gwi
cho céc tO chilrc hodc ca nhan glri cho cé nhan
khi cé ndi dung céng viéc can gidi quyét hodc
trinh bay, dé dat nguyén vong.

VD: Don xin cap thé thw vién
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¢ NOi dung ctia dorn thw g6m 3 phan co’ ban:
- Phan m& dau:

+ Kinh gwi: ... (tén ngw®i nhan VB)
+ Gi®i thiéu thong tin ngw i glri

- Gidi quyét van dé: Pé cap truc tiép t&i van dé can gidi
quyét nhw:

+ Xin phép nghi hoc vi ly do strc khoe
+ Xin dwoc bao Iwu két qua hoc tap vi hoan canh
gia dinh.
- Két thic don thw: mong mudn van dé dwoc gidi dap,
giai quyét; Loi htra hen, cam két hoac kinh chao (tuy
thubc vao ndi dung clia don thw).

ongThanCong.com https://fb.com/tailieudientucntt
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6. MOt sO lwu y vé chon tip ngir
va van phong phu hop

Nguyén tac: STARS

¢ S (Specific): chinh xac, cu thé

¢ T (Thoughtful):can trong

¢ A (affirmative): Khang dinh, qua quyét
¢ R (Respectful): kinh trong

® S (simple): don gian
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“Deé viet tot ngwdi viet phai cé sw tap trung
cao dO” (Snoopy Schulz — MY)
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