BO GIAO DUC VA PAO TAO
TRUONG PAI HOC MG TP. HCM

PE CUONG MON HQC
1. Théng tin chung vé mén hoc
1.1. Tén mon hoc: Ky thuat Xay dwng van ban - Ma mén hoc: BLAW?2204
1.2. Khoa phy trach: ~ Khoa Kinh té va Luat
1.3. S tin chi: 02 tin chi ly thuyét
2. MO0 ta mon hoc
Noi dung mon hoc bao gom 3 chuong:
- Chuong 1 gi6i thiéu khai quat vé van ban;
- Chuong 2 néu 1én nhiing y&u cau co ban trong nghiép vu Xay dung vin ban;

- Chuong 3 13 ndi dung chinh caa mén hoc — gitip ngudi hoc nim duoc ly thuyét va
thuc hanh soan thao mét s6 vian ban hanh chinh théng dung ciing nhu mot s6 don tir
thudng gap.

3. Muc tiéu mon hoc
3.1. Muc tiéu tong quat:

Hoc xong mén nay, sinh vién s& tu xac dinh dugc thé loai van ban va soan thao dugc

cac loai van ban hanh chinh thong dung.
3.2. Muc tiéu cu thé:

* Kién thirc: SV xac dinh dugc trong truong hop nao thi st dung thé loai van ban nao,
ddng thoi phan biét duoc su khac nhau gitra ban chét va quy trinh xay dung vin ban phap
luat véi van ban hanh chinh thong dung.

* K¢ nidng: Biét phan tich tinh hinh, xac dinh thé thirc va soan thao duoc céc loai vin
ban hanh chinh théng dung phil hop véi yéu cau cong tac.

* Thai d9: Nhan thac dung din vé vai tro cua van ban phép luat néi chung, vin ban
hanh chinh néi riéng dé ludn c6 y thirc xay dung nhimg vin ban mang tinh chinh xac, chuan
muc. Tich cuc trong viéc phat hién nhitng sai s6t (v& noi dung va hinh thirc) trén cac vin
ban hanh chinh thong dung dong thoi ludn cé y thirc phan dau, hoan thién kién thic va ky
ning ctia ban than trong viéc soan thao vian ban, phuc vu cho thuc tién cudc séng, cong tac.



4. Noi dung chi tiét mén hoc

Tén Noi dung khai S6 tiét N
chuong M quat TC |LT| BT | TH Vel ligm e L
Chuong nzi{ 'iga'vai”t'fomﬂcﬁ a"ggfl - Panh gid dwoc vai |04 | 04| 0 | 0 |Gio trinh Xy
1 béng trd, chuc nang cua dung van ban
Nhiing 2. Phan biét Van ban | vin ban; phap lugt
vin 43 | auy pham phap luat voi | Ném duoc nhimng (Chuong 1, II,
+ | Van ban hanh chinh . o V1)
chung V€| 3 Hisy lue  va | Kién thic co ban
Vanban. | nguyén tic ap dung van | Nhdm  phan  biét
ban quy pham phép luat | dugc VB quy pham
phap luat voéi VB
hanh chinh.
1. Y8u ciu vé ndi|- Xac dinhdugccac |04 | 04| O | O |1. Gido trinh
Chuwrong dung va hinh thic cia | yéu cau co ban Xdy dung van
9- van ban trong nghiép vu xay ban phap ludt
Nhitng 2. Yéu cau vé phong dyng VB; (Chuong I,
yéU ciu co cach, ngbn ngir - Niam duoc cac V. V)
ban trong| 3. Yéu ciu vé thé budc  trong  quy 2. Thong tu
nghiép vu | thirc trinh bay vin ban | (NN Xay dung van 01/2011/TT-
XA 'du’n. ban HC. BNV
y oung |\ 4 Quy trinh Xay
van ban. < 12
dung van ban
Chuong |1 goyn thV“;'ll Xay dung | pan cho SV cach | 22 | 14| 08 | 0 |1 Gido trinh
3: 2. Ky %huét Xay dung trinh bay thé thic Xdy dung van
Ky thuat| Nohi quyét | van ban (theo dung ban phdp ludt
Xay duﬁ 3. Ky thuat Xay dung | huéng dan hién (Chuong VII)
WIS Chi thi hanh). )
Mot sO van 4. Ky thuat Xay dung 2. Thong tu
ban hanh Quyét dinh - Gilp SV phan biét 01/2011/TT-
chinh 5. Ky thuat Xay dung | dugc Cong vin (vian BNV
thong Bao CﬁOA . . |ban khong co tén
dung. 6. FY huae VIS BN ogi) v cac loai
7. KS’ thuat Xéy dung van ban HC khac
T& trinh (VB co tén loai);
8. Huéng dan soan - :
thaio mot s6 Pon tir |~ GIUF,) SV, nam
thuong gip duoc tinh chat, bo
cuc, cach thuc trinh
bay va cach dién dat
cua tung loai VB.
Tong cong 30 [ 22 ] 08 | 00

Ghi chi: TC: Tong sé tiét; LT:

Iy thuyét; BT: bai tdp, thdo ludn; TH: Thuc hanh.




5. Hocli¢u

5.1 Tai liéu bat bude
PGS. TS. GVC. Nguyén Canh Hop (Chu bién) — Giéo trinh Xay dung van ban
phap lugt - Nxb Hong buc, 2013;
[2] Théng tu 01/2011/TT-BNV cua Bo Noi vu ngay 19/01/2011 huéng dan vé thé
thurc va ki thuat trinh bay van ban hanh chinh.

[1]

5.2 Tai li¢u tham khao

[1]

[2]

[3]
[4]
[5]

[6]

Nguyén Thé Quyén — Gido trinh Xay dung van ban phap ludt — Nxb Céng an
nhan dan, 2012;

Nguyén Vin Hué - Huéng dan sogn thao va trinh bay vén ban - Nxb Hong Bic,

2010;

Luat ban hanh van ban quy pham phap luat (2008);
Luat ban hanh van ban quy pham phap luat caa HBDND va UBND (2004);

Théng tu 55/2005/TTLT-BNV-VPCP ngay 06/5/2005 hudng dan vé thé thic va
ky thuat trinh bay van ban.

Mot s6 mau Vin ban hanh chinh tham khao.

6. Danh gia két qua hoc tap

Thuc hién theo Quy ché hoc vu theo hoc ché tin chi ban hanh kém quyét dinh sb
561/Qb-bHM ngay 08/8/2013 cua Hiéu truong Truong Pai hoc Mo Tp.HCM.

Ghi chu:

(Piém kiém tra giita ky * 30% + Piém thi cudi ky * 70%)

STT Piém thanh phan Ti lé %
1 Kiém tra giita ky 30%
2 Thi kiém tra cudi ky 70%

Piém tong két mon hoc 100%

- Piém kiém tra Qiita ky: La tong diém cia diém kiém tra giita ky va nhitng diém thanh phan danh gid khdc.

- Piém thi kiém tra cudi ky: La diém cia 01 lan thi kiém tra tdp trung do Nha truong 16 chirc.

7. Té chirc giang day va hoc tip
Thuc hién theo Quy ché hoc vu theo hoc ché tin chi ban hanh kém quyét dinh sb
561/Qb-DHM ngay 08/8/2013 cua Hiu trudng Truong Pai hoc Mo Tp. HCM.

7.1. K& hoach giang day 16p ngay (4,5 tiét/budi)
STT | Budihoc Ngi dung Ghi chu
1 Buodi 1 Chuwong 1: Nhimng van dé chung vé Vin ban




STT | Budihoc Ngi dung Ghi chi
2 Budi 2 Chuwong 2: Nhirng yéu cau co ban trong nghiép vu Xay dung
van ban
Bai tdp: Stra 16i truc tiép trén 1 vin ban HC cho sin
3 Bu6i3 | Chwong 3: K¥ thuat Xdy dung mot sé van ban hanh chinh
thong dung
1. Ky thuat Xay dung Cong van
2. Ky thuat Xay dung Nghi quyét
Bai tdp: Thuc hanh soan thao mot Cong van
4 Buoi 4 3. Ky thuat Xay dung Chi thi
4. Ky thuat Xay dung Quyét dinh
- Bai tdp: Thuc hanh soan thao mot Quyét dinh
- Kiém tra giita ky
5 Bubi 5 5. Ky thuat Xay dung Béo céo
6. Ky thuat viét Bién ban
Bai tdp. Thuc hanh viét mot Bién ban
6 Budi 6 7. Ky thuat Xay dung To trinh
Bai tdp: Thuc hanh soan thao mot To trinh
7 Bubi 7 8. Hudng dan soan thio mot sé Pon tir thudng gip 3 tiét
9. On tap
7.2.  Ké hoach giang day 16p ti (3,5 tiét/budi)
STT | Budi hoc Noi dung Ghi chu
1 Budi 1 Chuwong 1: Nhimng van dé chung vé Vin ban
2 Bubi2 | Chwong 2: Nhitng yéu cau co ban trong nghiép vu Xay dung
van ban
Bai tdp: Stra 16i truc tiép trén 1 vin ban HC cho sin
3 Budi 3 Chuwong 3: Ky thuat Xay dung mot sé vin ban hanh chinh

théng dung
1. Ky thuat Xay dung Cong van




STT | Budi hoc Noi dung Ghi chu
Bai tdp: Thuc hanh soan thao mot Cong van
4 Budi 4 2. Ky thuat Xay dung Nghi quyét
Bai tdp: Thuc hanh soan thiao mot Nghi quyét
5 Bubi 5 3. Ky thuat Xay dung Chi thi
4. Ky thuat Xay dung Quyét dinh
Bai tdp: Thuc hanh soan thao mot Quyét dinh
6 Budi 6 5. Ky thuat X4y dung Bao cdo
6. Ky thuat viét Bién ban
Bai tdp. Thuc hanh viét mot Bién ban
7 Budi 7 7. Ky thuat Xay dung To trinh
Bai tdp: Thuc hanh soan thao mot To trinh
8 Buoi 8 8. Hudng din soan thiao mot so Pon tir thuong gip
9 Bubi 9 On tap 1 tiét
Thanh phé Ho Chi Minh, ngdy ~ thang  ndm 2014

TL. HIEU TRUONG

KT. TRUONG KHOA KINH TE VA LUAT

PHO TRUONG KHOA

Duw Ngoc Bich




