PE CUONG HQC PHAN

THU TIN THUONG MAI TRONG KINH DOANH

1. THONG TIN TONG QUAT
Tén hoc phan (tiéng Viét): Thu tin thwong mai trong kinh doanh
Tén hoc phan (tiéng Anh): Commercial Correspondence
Trinh dg: Dai hoc
Ma hoc phin: 0101101051 Ma tu quan: 13202047
Thudc khéi kién thirc: Co s¢ nganh Loai hoc phian: Ty chon
Pon vi phu trach: Quan tri — Khoa Quan tri kinh doanh
Sé tin chi: 2 (1,1)
Phén bd thoi gian:

— 86 tiét Iy thuyét : 15 tiét

— 86 tiét thi nghiém/thuc hanh (TN/TH) : 30 tiét

— 86 gio tu hoc : 45 gioy
Piéu kién tham gia hoc tip hoc phin:

— Hoc phan tién quyét: Khéng

— Hoc phan hoc trude: khdng

— Hoc phan song hanh: Khéng
Hinh thire giang day: (] Truc tiép [OTruc tuyén (online) X Thay d6i theo HK
2. THONG TIN GIANG VIEN

TT Ho va tén Email Pon vi cong tac

1. | TS. Lé Thi Thanh Ha haltt@huit.edu.vn Khoa QTKD — HUIT
ThS. Tran Thi Xuan Khoa QTKD — HUIT
Vién
3. | ThS. Lé Thi Bién Thuy thuyltb@huit.edu.vn Khoa QTKD — HUIT

2. vienttx@huit.edu.vn

3. MO TA HQC PHAN

Hoc phan “Thu tin thwong mai trong kinh doanh” thudc khéi kién thtrc chuyén nganh,
1a hoc phan tu chon trong cic moén nhu Quan tri da vin hoa hay Bao hiém trong kinh
doanh. Hoc phan ndy cung cap va hé thong héa cac loai thu thuong mai dugc st dung
trong giao dich quéc té. Ap dung céc thu tin thvong mai dé thuc hién cac giao dich ngoai
thuong hay kinh doanh xuat nhap khau. Thiét ké quy trinh giao dich ¢ddm phan bang thur.
So sanh cac hinh thitc dam phan, phan biét cac loai thu thuong mai. Két hop hiéu qua


mailto:haltt@huit.edu.vn
mailto:vienttx@huit.edu.vn

v6i cac hinh thirc ddm phéan khéc trong céc giao dich quc té.
4. CHUAN PAU RA HQC PHAN
Chuan dau ra (CDR) chi tiét caa hoc phan nhu sau:

C]?R A M&b ta CPR (Sau khi hoc xong hoc phan Mirc do
cua CDR hoc phan nay, nguoi hoc co kha nang) niing lu
CTPT Y, NGUOT 1¢ g ang luc
PLO2.1 CLO1 Minh hoa dugc kién thirc chuyén nganh dé¢ |  C3
ql}én ly, diéu he‘tnh’ cég hoat dong lién quan
dén kinh doanh qudc té
PLO4 CLO2 Ap dung chinh xac k¥ ning tu hoc, nghién P3
ctru va kham pha tri thirc trong linh vuc kinh
doanh, va kinh doanh quoc té
PLOG6 CLO3 Ap dung chinh xac k¥ nang hop tac, t6 chiic P3
va lam viéc theo nhom trong hoat dong kinh
doanh, va kinh doanh quoc té

5. NOI DUNG HQC PHAN

5.1. Phan bé thoi gian tong quat

STT Tén chwong/bai Chuin diu ra cia|  PhAn bd thoi gian (tiér/gio)
hoc phéan Ly thuyét | TN/TH | Tuw hoc
1 Téng quan vé thu tin| CLO1, CLO2, 3 3 6
" | thwong mai CLO3
Thu hoi gid va Thu traloi | CLO1, CLOZ2, 3 6 9
2. | hoi gia (Inquiries and CLO3
Replies)
Thu chao hang (Offers) | CLO1, CLOZ2, 3 6 9
3. |va thu thuong luong CLO3
(Counter-Offer)
4 Thu dat hang (Orders) CLO1, CLO2, 3 6 9
' CLO3
¢ | Thu khiéu nai | CLO1, CLO2, 3 6 9
" | (Complaints and Claims) CLOs3
5 Thu xa giao CLO1, CLO2, 0 3 3
' CLO3
Tong 15 30 45

5.2. Ngi dung chi tiét

Chuwong 1. Tong quan vé thu tin thwong mai




1.1. Thu thwong mai

1.1.1. Khai niém

1.1.2. Vai tro

1.2. Céc thanh phan chinh cta thu thuong mai

1.2.1. Ngon ngir (Language)

1.2.2. Ngtr diéu (Tone)

1.2.3. B¢ dai cua thu (Length)

1.3. Céu tric ctia thu thuong mai

1.3.1. Dateline

1.3.2. Reference Line

1.3.3. Personal or Confidential Note

1.3.4. Inside Address

1.3.5. Attention Note

1.3.6. Salutation

1.3.7. Subject Line

1.3.8. Paragraphs

1.3.9. Complimentary Close

1.3.10. Signature Block

1.3.11. Enclosure and Attachment Notations

1.4. Hinh thic cta thu thuong mai

1.4.1. Full Block

1.4.2. Block

1.4.3. Semiblock

1.4.4. Simplified Letter

1.4.5. Official Style

Chuong 2. Thu héi gia va Thu tra 101 hoi gia (Inquiries and Replies)
2.1. Thu hoi gia Inquiries

2.1.1. Thu héi gia chung (sau khi xem trién 1dm/ hoi cho/ tap chi)
2.1.2. Thu héi gid yéu cau giri catalogue hay bang gia (Pricelist)
2.2 Thu tra 101 Replies

2.2.1. Thu tra 161 cho thu hoi gia chung

2.2.2 Thu tra 16i cho yéu cau giri catalogue hay bang gia



Chwong 3. Thu chao hang (Offers) va thu thwong lwgng (Counter-Offer)

3.1. Thu chao hang (Offers)

3.1.1. Thu chao gia tra 161 thu hdi gia

3.1.2. Thu chao gia gi6i thiéu san pham moi

3.2. Thu thuong lugng (Counter Offers)

Chuong 4. Thu dat hang (Orders)

4.1. Thu dat hang (Orders)

4.2. Thu xac nhan dat hang (Order confirmation)

4.3. Thu huy dat hang (Order Cancellation)

4.4. Thu dat mua hang thir (Trial Orders)

Chuwong 5. Thw khiéu nai (Complaints and Claims)

5.1. Thu khiéu nai hang khong giéng véi hang mau

5.2. Thu khiéu nai vé chat lugng/s6 luong hang hoa

5.3. Thu khiéu nai vé viéc gt hang cham

5.4. Thu khiéu nai thanh toan cham

5.5. Thu khiéu nai vi giri khong dung hang

Chuong 6. Thu xa giao

6.1. Thu chao don nhan vién mai (Letter Welcoming New Employee)

6.2. Thu thong bdo thang chirc (Promotion Letter)

6.3. Thu thay d6i nhan sy (Letter Announcing Staff Changes)
6.4. Thu chia tay nhan vién (Farewell Letter to Employee)
6. PHUONG PHAP DAY VA HQC

Nhém CPBR ciia hoc phin
<X Ify Ky nang | Nang luc
Phuong phap Kién | nang tuwon thwe hanh
.Y Phwong phap hoc tip | thirc ca , g Y o
giang day ~ _ ftac/nhom |nghé nghiép
nhan
CLO1 | CLO2 | CLO3
Lo Lang nghe, ghi chép,
Thuyéttrinh | 7 he va dat cau hoi | %
Minh hoa Quan sat,A ghi wc'hep, dat X
cau hoi




Nhém CPR ciia hoc phin
<X I§y Ky nang | Nang luc
Phwong phap . A Kién | nang twong thue hanh
» Phwong phap hoc tap | thirc ca ) ; h o
giang day ~ [t&c/nhom |nghe nghiép
nhan ;
CLO1 | CLO2 | CLO3
IS Lang nghe, ghi chép, ghi X X X
Thuyettrinh |7 /04 dit cau hoi
Minh hoa Quan sat,A ghi vc‘hep, dat X X X
i cau hoi
Van dap Van dap X X X
Bai tap DPoc tai li€u, thao luan, X X X
trinh bay.
Hudng dan X X X
nguoi hoc tim | Toém tat, dat cau hoi
hiéu cac thu lam r@, va lam bai
trong giao dich tap, kiém tra
kinh doanh

7. PANH GIA HQC PHAN
— Thang diém danh gia: 10/10

— K& hoach danh gia hoc phﬁn cu thé nhu sau:

Hoat dong danh gia Thoi diém | Chuén diu ra [Ti 1 (%)| Thang diém/
Rubrics
QUA TRINH 50
£ . Khong danh
Chuyén can Suot qua gi4 chuén dau 5
trinh hoc ”
Bai tap
Suét qua | CLO1, CLO2, Theo thang
Bai tap ca nhan trinh hoc CLO3 30 diém cua cau
hoi
Bai tip nhém Sudt qua | CLO1, CLO2, 15 Theo thang
trinh hoc CLO3 diém cua dé tai
THI CUOI KY/PANH GIA CUOI KY 50
Sau khi két
Thi tric nghiém thuic hoc CLO1 .'Rl'heovthark\g .
phan diém cua dé thi




8. NGUON HOQC LIEU

8.1. Sach, gido trinh chinh

[1] Trinh Ngoc Thanh, Thuw tin thieong mai quéc té, NXB Hong Pic, 2019.
8.2. Tai liéu tham khao

[1] Nguyén Thanh Lan (2013). International Business Correspondence. Truong Pai hoc
Ngoai Thuong Co s¢ II Tp. HCM.

[2] Nguyén Thanh Yén (2010). Thu tin thwong mai. NXB Tong hgp TP HCM

[3] Nguyén Trong Pan (2006). Thu tin kinh doanh qudc té bang tiéng Anh. NXB Lao
dong — Xa hoi.

[4] Jeffrey L. Seglin & Edward Coleman (2012). The AMA Handbook of Business
Letters 4th ed, ISBN 978-0-8144-2012-6.

[5] M§ Duy (2019). S6 Tay Thu Tin Thuong Mai Qudc Té (Handbook Of Business,
Letters, Emails And Other Business Documents). Nha Xuat Ban Thanh Nién

[6] Nguyén Thanh Yén (2019). Easy Email Writing - Viét Email That D& Dang. Nha
Xuat Ban Tong hop TP.HCM.

8.3. Phan mém
[1] MS Office
9. QUY PINH CUA HQC PHAN
Nguoi hoc c6 nhiém vu:
— “Tham du trén 75% gid hoc 1y thuyét” hodc “Tham du 100% gid thuc hanh- thi
nghiém”;
— Chu dong 1én ké hoach hoc tap:

+ Tich cuc khai thac cac tai nguyén trong thu vién cta trudng va trén mang dé
phuc vu cho viéc tu hoc, tu nghién ciru va cac hoat dong thao luan;

+ Doc trudce tai liu do gidng vién cung cap hoac yéu cau;

+ On tap cac ndi dung da hoc; tu kiém tra kién thirc béng cach 1am cac bai tric
nghiém kiém tra hodc bai tap dugc giang vién cung cap.

— Tich cuc tham gia cac hoat dong thao luan, trinh bay, van dap trén 16p va hoat dong
nhém;

— Chu dong hoan thanh day du, trung thyc cac bai tap ca nhan, bai tip nhom theo yéu
cau;

— Du kiém tra trén 16p (néu c6) va thi cudi ky.
10. HUONG DAN THUC HIEN

— Pham vi ap dung: Dé cuong nay duoc dp dung cho chuong trinh ddo tao dai hoc



nganh Quan tri kinh doanh thuc phém tir khoa 15DH, nam hoc 2024 - 2025;

— Giang vién: str dung dé cuong nay dé 1am co so cho viée chudn bi bai giang, 1én
ké hoach giang day va danh gia két qua hoc tap cta ngudi hoc;

— Luu y: Trude khi giang day, giang vién can néu 1 cac ndi dung chinh cta dé cuong
hoc phan cho ngudi hoc — bao gdm chuan dau ra, ndi dung, phuong phap day va hoc
chu yéu, phuong phap dénh gia va tai liéu tham khao ding cho hoc phan;

— Nguoi hoc: st dung dé cuong nay 1am co s¢ dé naim duoc cac thong tin chi tiét vé
hoc phan, tir 46 xac dinh dugc phuong phap hoc tap phu hop dé dat duoc két qua mong
doi.

11. PHE DUYET

[XI Phé duyét lan dau O Ban cap nhat lan thu: ...
Ngay phé duyét: 12/08/2024 Ngay cAp nhat: ..............
Truong khoa Truwong bp mon/Truong nganh Chii nhiém hoc phan

Huynh Quang Linh Tran Thi Ngoc Lan L& Thi Thanh Ha
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