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I. Thong tin chung

BM-006

Tén hoc phan: | TIENG ANH VAN PHONG

M4 hoc phan: | 7AIELAN40222

S tin chi: | 2

M& nhom Iép hoc phan: | 232_71ELAN40222_01, 02

Hinh thac thi: Dw an Thoi gian lam bai: | 14 | Ngay
[0 Ca nhan Nhém
Ma SV_HovatenSV_.....cccoevviiiiennn,
I1. Céc yéu cau ciaa dé thi nham dap ing CLO
N £ La?iy dir
Ky Hinh 1 Trengsé | oo | bigm | li¢u do
2 - thirc CLO trong - £ X
hi¢u Noi dung CLO . - A héi i) lwong
danh thanh phan C x| e .
CLO iy . .. o, | thiso | toi da | mirc dat
gia danh gia (%) PLO/PI
(1) (2) 1 () (4) ®) | (6 ()
Su dung’ kién‘ thuc vé
cLo1 |Mhing van dé co ban | Duan 25% 1 | 104
trong mot cong ty va van | nhom
phong thuong mail.
Su dung kien thuc veé
mot so van ban, ching tu Du 4n
CLO 2 | va phuong tién giao dich i 25% 1 10d
A A « nhom
trong mot cong ty va van
phong thuong mail.
Xu 1y dugc mot s6 vin
CLO 3 | Pan, ching tir trong mot |- Du an 2504 1 | 104
cong ty va van phong | nhom
thuong mai.
St dung thanh thao
CLO 4 | [1ng Anh thuong mal | Duan 25% 1 | 104
trong mot cong ty va van |  nhom
phong thuong mail.
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I11. N§i dung dé bai
1. Bé bai

Each group needs to submit a portfolio of written business documents commonly used in an
office setting. This includes, but is not limited to, emails, letters, meeting minutes, reports,
and business plans. Your portfolio should include at least 5 written documents, each should
be relevant to your topic/context of choice.

Keep in mind that you should follow the topic/context chosen for your mid-term. Any changes
to topic/context should first be discussed with your lecturer. However, a change is not
encouraged. It is the intention of this course to provide continuity of experience working in
an office setting.

2. Hwéng din thé thire trinh bay dé bai

One member of each group will represent their group and submit ONE file only.
Submission should include a cover page, a group evaluation form, and be in PDF format.

3. Rubric va thang diém

Tiéu ;rgng Tot Kha Trung binh Kém
chi (%) Twe8-10d Tw6—-duwdi8d | Trd—dwéib6d | dwoidd
Mirc - Hoan thanh va | - Hoan thanh va | - Chi dap ung | - Cac van ban
do dap ung day du | dap ung 2/3 céc | 1/2 cac thé loai | cung cap
. 40% , 2 S 2 S e 1. < , A L
hoan cac thé loai van | th¢ loai van ban | van ban duoc | khong dap (ng
thanh ban dugc yéu cau | dugc yéu cau yéu cau yéu cau
- Tat ca cic vian |- Chi motvaichi |- Mot s6 van |- Phan  noi
ban déu cO lién | tiét khong lién | ban khong lién | dung it/ khong
quan dén chi dé | quan dén chu dé | quan dén chu dé | lién quan dén
Noi da chon di chon di chon cht @& da chon
30% . £ . . . ,
dung - Noi dung thong | - No6i dung co | - Noi dung cua
nhét giita cac van | tinh théng nhat | cic  van  ban
ban nhung chua cao | khéng co0 su
théng nhat
- St dung chinh | - Str dung chinh | - St dung da |- Chi st dung
xac va linh hoat | xac cau don phan 1a cdu tric | ciu trc don
Ngt | o, cau trac don gian | - CO sir dung cau | don gian. gian va hau
phap va phuec tap trac phac tap |- CO su dung | nhu cac cau
- Hau nhu khong | nhitng van con | cau tric phtc | déu co 15i vé
c6 181 vé ngit phép | sai tap, nhung mac | ngit phap
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- Méic moét s6 13i
vé ngit phap
nhung khong
anh huong dén
viéc truyén dat y

nhiéu 13i vé ngix
phap

Tu
vung

15%

- Luong tu vung
da dang, phu hop
véi cha dé bai viét
- Hau nhu khong
méc 16i vé chinh
ta

- Luong tur vung
vira du dé dién
daty.

- Mot sb tur
khéng phu hop
va van co 16i vé
chinh ta

- Luong tur vung
co ban nhung
dién dat duoc y.
- Mot sd tur
khéng phu hop
hoac lap tur qua
nhiéu

- Méc nhiéu 15i
chinh ta

- Chi str dung
mot sb tir co
ban hoac
khéng phu hop
Vi chi dé bai
viét

- L&i chinh ta
qué nhiéu anh
huong dén
viéc truyén dat
y

Trwéng bo mén

Nguyén Hai Long

TP. Hé Chi Minh, ngay 22 thang 02 nam 2024
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