PE CUONG CHI TIET HQC PHAN

(Kém theo QP sb...... ngay ....... cia Hiéu truwéng treong PH Ngoai thuwong)
Tén hoc phan: Tiéng Anh chuyén nganh 4 (Thu tin)

English for Specific Purpose 4 (Business Correspondence)

Mai hoc phan: .
Khoa: Tiéng Anh Chuyén nganh
B6 mén phu trach: Tiéng Anh Chuyén nganh
S6 tin chi: 03

Piéu Kién tién quyét: Hoan thanh Hoc phén Tiéng Anh chuyén nganh 3, két
qua Dat

Thoi diém thiét ké/ban hanh 1an diu:
Diéu chinh, stra déi, b6 sung:

1. THONG TIN VE GIANG VIEN

STT | Tén gidang vién Email DPién thoai Pon vi
cong tac
1. ThS Phan Kim phankimthoa@ftu.edu.vn 0982393689 | Truong
Thoa DPHNT
2. ThS Pham Nguyén | chaupmn@ftu.edu.vn 0936184080 | Truong
Minh Chéau DHNT
3. ThSPham Thi Thu | giangptt@ftu.edu.vn 0942468468 | Truwong
Giang DHNT
4. ThS Hoang Thu gianght@ftu.edu.vn 0913078990 | Truong
Giang DHNT
5. ThSMai Hiru Hanh | hanh.mh@ftu.edu.vn 0915344158 | Truong
DHNT




6. ThS Pham Minh phamminhhien@ftu.edu.vn 0948108101 | Truong
Hién DHNT

7. ThS Pau Thu huongdt@ftu.edu.vn 01668863546 | Truong
Hwong DHNT

8. ThS Nguyén Thu huongant@ftu.edu.vn 0915343063 | Truong
Hwong A DHNT

9. ThS Tréan Thi phuongtt.tacn@ftu.edu.vn 0936351070 | Truong
Phuong DHNT

10 ThS Vii Thi Ngoc thuyvtn@ftu.edu.vn 0982176868 | Truong
Thuy DHNT

11. ThS Dwong Thi thuydtt@ftu.edu.vn 0903401414 | Truong
Thanh Thuy DHNT

12. ThS. Nguyén Thanh nguyenthanhduong.cs2@ftu.edu | 0908243738 CSII-TP.HC
Duwong .vn M

13. ThS. Phan Chi Hiéu phanchihieu.cs2@ftu.edu.vn 0396880630 CSII-TP.HC

M

14. TS. Nguyén Thanh nguyenthanhlan.cs2@ftu.edu.vn | 0914440116 CSII-TP.HC
Lan M

15. TS. Lé H(“)ng Linh lehonglinh.cs2@ftu.edu.vn 0903978552 CSII-TP.HC

M

16. TS. Trinh Ngoc trinhngocthanh.cs2@ftu.edu.vn | 0918978976 CSII-TP.HC
Thanh M

17. ThS. Lé Hitu Phuéc lehuuphuoc.cs2@ftu.edu.vn 0903789431 CSII-TP.HC

M




18. ThS. Nguyén Thi Hai | nguyenthihaithuy.cs2@ftu.edu.v | 0983046260 CSII-TP.HC
Thuy n M

19. ThS. Téo Thuy Trang | tothuytrang.cs2@ftu.edu.vn 0909792466 CSII-TP.HC
M

20. ThS. Nguyén Vii nguyenvuthanhtuyen.cs2@ftu.ed | 0917351359 CSII-TP.HC
Thanh Tuyén u.vn M

21. ThS. P6 Anh Thu doanhthu.cs2@ftu.edu.vn 0988649811 CSII-TP.HC
M

22. ThS. Diang Thi My dangthimydung.cs2@ftu.edu.vn | 0917106920 CSII-TP.HC
Dung M

2. MUC TIEU CUA HQC PHAN
Hoc phin cung cip cho sinh vién kién thirc:

-Vé chuyén mén: vién kién thirc chuyén mén trong linh virc Tiéng Anh Thwong Mai,
ky ning viét thw, phong cach viét thw tin thwong mai va viét mét so loai thw pho
bién trong giao dich budén ban nhw: thw héi hang, thw chao hang, bdo gid, thuw dit
hang, thuw thanh todn, thuw khiéu nai, so yéu Iy lich va thw xin vigc bang Tiéng Anh

- Cac k¥ ning Nghe, Noi, Poc, Viét Tiéng Anh thanh thao gitp sinh vién c6 thé giao
tiép bang thw tin trong giao tiép va dam phan cac tinh hudng khac nhau trong cong
viéc.

3. CHUAN PAU RA CUA HQC PHAN

3.1. Chuan dau ra ve kien thire, ky nang va mirc do tu chu, trach nhi¢m:

3.1.1. Vé kién thirc



Sau khi hoc xong hoc phin Tiéng Anh chuyén nganh 4 (Thu tin), sinh vién cé thé:
CLO 1: C6 kién thirc vé thw tin kinh doanh va cac hinh thirc trao doi
thong tin bang vin ban trong kinh doanh.

CLO 2: Hiéu ré ban chit, muc tiéu va cdu tric chung ciia mét bic thu
thwong mai; nhé dwge diic trung vé ciu tric cdc vin ban thw tin nhu: héi
hang, chao hang c¢6 dinh, chao hang tw do, bao gia, dit hang, khiéu nai, van
chuyén hang ho4, so yéu Iy lich va thw xin vigc.

CLO 3: Nim dugc vin phong cac loai thw tin trao doi giira cic bén trong
kinh doanh va mét so truwong hop dic biét.

CLO 4: Van dung dwgc cic ngdn ngir chuin xéc trong cac tinh hudng cu
thé ciia thu tin kinh doanh phii hgp véi cac cong ty ddi tac khac nhau.

3.1.2. V& Ki niing

Sau khi hoc xong hoc phian Tiéng Anh chuyén nganh 4 (Thu tin), sinh vién c6 thé:
CLO 5: Tu tra ciru cac thuat ngir chuyén nganh, hiéu va vin dung dwoc
cac kién thirc chuyén nganh tir cic mén hoc khac.

CLO 6: Tu doc va bd sung ciu triic, cum tir thwong dwoge sir dung trong
van phong thw tin.

CLO 7: C6 ki niing soan thio vin ban thu tin nhw: héi hang, chao hang cb
dinh, chao hang tw do, bio gia, dit hang, khiéu nai, van chuyén hang hoa, so
yéu Iy lich va thw xin viéc.

CLO 8: Sir dung ngdn ngir dé soan thio cic dang thw tin thwong mai bing
Tiéng Anh mét cach linh hoat, hop phap nham giam thiéu rii ro, tranh chép
6 thé phat sinh, mang lai loi ich cao nhit cho cong ty.

3.1.3. Vé mirc @9 tu chii va trach nhiém
CLO 9: Puoc gido duc vé thai d9 nghiém tic, lich sy va chuyén nghiép
trong giao tiép bing vin ban phuc vu cho cdng viéc trong twong lai; ting tinh
tu chii trong viéc xay dung ké hoach hoc tip, dinh hwéng va tinh than trach
nhiém khi lam viéc ddc 1ap ciing nhw khi lam vi¢éc theo nhom.

3.2. Ma trin déng gop ciia CPR hoc phin téi CPR ciia Chwong trinh dao tao



CDR Chuén diu ra cia Chwong trinh dao tao

cua
:lllgiil PLO1 PLO2 PLO3 PLO4 PLOS [PLO6 PLO7 [PLO8 PLO9 [PLO10 PLO11 PLO12
[LO1 | X X X X
CLO2 X X
[LO3 | X X X X X
[LO4 | X X X
CLOS | X X X X X
CLOG6 X X X X
CLO7 | X X X X
CLOS X X X
CLOY9 | X X X
IQF 1 5 1 2 2
han
4. HQC LIEU

4.1. Giao trinh

1. A. Ashley, Oxford Handbook of Commercial Correspondence, 2™ Edition, Oxford
University Press.




4.2. Tai liéu tham khao bit budc

2.A. Ashley, Oxford Handbook of Commercial Correspondence — Workbook, 2"
Edition, Oxford University Press.

3. Nguyén Trong Pan, The Language of Business Correspondence in English.
4.3. Tai li€éu tham khéo tu chon

4. Paul Emmersion, Email English 2" edition, 2004, Macmillan.

5. Rebecca Chapman, English for Emails, 2003, Oxford Business English.
4.4. Websites

6. Job applications:

https://courses.edx.org/courses/course-vl:HKPolyUx+EWA1.1x+3T2017/course/

7. Job interviews:

https://courses.edx.org/courses/course-vl :HKPolvUx+EWA1.2x+3T2017/course/

5. NOI DUNG HQC PHAN VA KE HOACH GIANG DAY

5.1. Ndi dung hoc phan

Buoi Noi dung Phén bo thoi gian Dong gop
vao CLO
Ly Thye | Tiéu | Tw hoc
thuyét | hanh, luan, co
) thao | baitip | hwdéng
(thuyet | 1yap 16n, dan
giang) thue té
1 Bai 1: Letter 0 3 0 1.5 1,5,6,9
structure and layout



https://courses.edx.org/courses/course-v1:HKPolyUx+EWA1.1x+3T2017/course/
https://courses.edx.org/courses/course-v1:HKPolyUx+EWA1.2x+3T2017/course/

2 Bai 2: Content and 1.5 1,5,6,9
style

3 Bai 3: Enquiries 1.5 1,5,6,9

4 Bai 3: Practice 1.5 1,5,6,9

5 Bai 4: Replies 1.5 1,5,6,9
andQuotations

6 Bai 4: Practice 1.5 2,5,6,9

7 Bai 5: Orders 1.5 2,5,6,9

8 Bai 5: Practice 1.5 2,5,6,9

9 Bai 6: Payments 1.5 2,5,6,9

10 Bai 6: Practice 1.5 1, 2,5,6,9

11 Bai 7: Complaints 1.5 3,7,8,9
and Adjustments

12 Bai 7: Practice 1.5 3,7,8,9

13 Revision and 1.5 3,7,8,9
Mid-term test

14 Bai 13: Job search, 1.5 3,7,8,9
CV,

15 Bai 13: Application 1.5 3,7,8,9

letter




16 Bai 13: Practice 3 0 1.5 4,7,8,9
17 Job interviews 3 0 1.5 4,7,8,9
18 Practice 3 0 1.5 3,4,5,6,7,8,9
19 Practice 3 0 1.5 3,4,5,6,7,8,9
20 Consultation week 3 0 1.5 3,4,5,6,7,8,9
Tong cong (gio) 60 0 30
5.2. Ké hoach giang day
Budi | Hoat dong day va hoc S6 Noi dung chinh Pong gép
gio vao CLO
) ) - Course introduction
1 Ly thuyét (thuyet 0 - Emails 1,5,6,9
giang) - Letter layout
- Samples
Thuc hanh, thiao luan 3
Tiéu ludn, bai tap 16m, 0
thuc té
Tw hoc ¢6 huwéng din 1.5
Kiém tra, danh gia Compose an informal email
) ) - Letters
2 Ly thuyet (thuyeét 0 . 1,5,6,9
o - Emails
giang)
- Faxes
Thue hanh, thio luian 3




Tiéu lun, bai tap 16m, 0
thuc té
Tuw hoc ¢6 huwéng din 1.5
Kiém tra, danh gia Correct homework of class 1
Ly thuyét (thuyét 0 - Structure of an inquiry 1,5,6,9
giang)
- Essential language
Thuc hanh, thio luan 3
Tiéu ludn, bai tap 1én, 0
thue té
Tu hoc c¢6 huwéng din 1.5
Kiém tra, danh gia Correct homework of class 2
Ly thuyét (thuyét 0 Practice: Letters/ Emails of 1,5,6,9
giang) Enquiry
Thuc hanh, thao luin 3
Tiéu luén, bai tip 16n, 0
thure té
Tu hoc ¢6 huwéng din 1.5

Kiém tra, danh gia

Correct homework of class 3
Compose an enquiry letter




Ly thuyét (thuyét 0 - Structure of a reply 1,5,6,9
giang)
- Essential language

Thuce hanh, thio luidn 3
Tiéu luén, bai tip 1n, 0
thue té
Tu hoc ¢6 huwéng din 1.5

X - Correct homework of class 4
Kiém tra, danh gia
Ly thuyét (thuyét 0 | Practice: Replies and quotations 2,5,6,9
giang)
Thuc hanh, thao luin 3
Tiéu luén, bai tap 16n, 0
thue té
Tu hoc ¢6 huwéng din 1.5

X - Correct homework of class 5
Kiém tra, danh gia - Compose a reply, giving quotations
Ly thuyét (thuyét 0 - Structure of an order 2,5,6,9
giang)

- Essential language

Thuc hanh, thao luin 3
Tiéu lun, bai tap 16m, 0
thure té
Tuw hoc c¢6 hwéng dian 1.5




Kiém tra, danh gia

Correct homework of class 6

8 Ly thuyét (thuyét 0 Practice: Orders 2,5,6,9
giang)
Thuce hanh, thio luidn 3
Tiéu luin, bai tip 1n, 0
thue té
Tu hoc ¢6 huwéng din 1.5
X - Correct homework of class 7
Kiém tra, danh gia - Compose a letter of order
9 Ly thuyét (thuyét 0 - Structure of a letter relating to 3,7,8,9
gidng) payment
Thuc hanh, thio luian 3 - Essential language
Tiéu luin, bai tip 1n, 0
thue té
Tu hoc ¢6 huwéng din 1.5
X - Correct homework of class 8
Kiém tra, danh gia
10 | Ly thuyét (thuyét 0 | Unit 6 Practice: Payments 3,7,8,9
giang)
Thuc hanh, thao luan 3




Tiéu lun, bai tap 16m, 0
thuc té
Tuw hoc ¢6 huwéng din 1.5
) - Correct homework of class 9
Kiém tra, danh gia - Compose a letter of payment
11 | Ly thuyét (thuyét 0 |- Structure: Complaints and 3,7,8,9
gidng) Adjustments
Thuwe hanh, thiao luan 3 - Essential language
Tiéu lun, bai tap 16m, 0
thuc té
Tw hoc ¢6 huwéng din 1.5
Kiém tra, danh gia Correct homework of class 10
12 | Ly thuyét (thuyét 0 Unit 7 Practice: Complaints and 3,7,8,9
giang) Adjustments
Thuc hanh, thio luan 3
Tiéu luin, bai tip 1én, 0
thue té
Tuw hoc ¢6 huwéng din 1.5

Kiém tra, danh gia

- Correct homework of class 11

- Compose a letter of complaint and a letter of

adjustment




13 | Ly thuyét (thuyét 0 |Kiém tra gitra ky 3,7,8,9
giang)
Thuce hanh, thio luidn 0
Tiéu luin, bai tip 1n, 0
thue té
Tu hoc ¢6 huwéng din 1.5
Kiém tra, danh gia 3
14 | Ly thuyét (thuyét 0 | Unit 13: Job vacancy, job 3,7,8,9
giang) description and specifications
Thuc hanh, thao luan 3
Tiéu luén, bai tap 16n, 0
thue té
Tu hoc ¢6 huwéng din 1.5
X - Understanding job description and
Kiém tra, danh gia specifications.
15 | Ly thuyét (thuyét 0 | Unit 13: Job application letter 3,7,8,9
giang) and CV
Thuc hanh, thao luin 3
Tiéu luén, bai tap 16n, 0

thue té




Tuw hoc ¢6 huwéng din 1.5
i - Discuss the dos and donts in job application
Kiém tra, danh gia
16 | Ly thuyét (thuyét 0 | Unit 13 Practice: Job 4,7,8,9
giang) application letter and CV
Thuce hanh, thio luidn 3
Tiéu luén, bai tip 1n, 0
thue té
Tuw hoc ¢6 huwéng din 1.5
X - Peer review of application letter and CV
Kiém tra, danh gia
17 | Ly thuyét (thuyét 0 | Preparing for job interviews 4,7,8,9
giang)
Thuc hanh, thio luan 3
Tiéu ludn, bai tap 16n, 0
thue té
Tu hoc c¢6 huéng dian 1.5
i - Discuss the dos and donts in job interviews
Kiém tra, danh gia
18 Ly thuyét (thuyét 0 Different interview questions 3,4,5,6,7,8,9
giang)
Thuc hanh, thao luin 3




Tiéu lun, bai tap 16m, 0
thuc té
Tuw hoc ¢6 huwéng din 1.5
X - Mock interviews: individual and panel
Kiém tra, danh gia interviews
19 | Ly thuyét (thuyét 0 Dealing with difficult interview 3,4,5,6,7,8,9
giang) questions
Thuc hanh, thiao luan 3
Tiéu lun, bai tap 16m, 0
thuc té
Tw hoc ¢6 huwéng din 1.5
X - Mock interviews: individual and panel
Kiém tra, danh gia interviews
20 |Ly thuyét (thuyét 0 | Consultation in class 3,4,5,6,7,8,9
giang)
Q&A
Thuc hanh, thiao luan 3
Tiéu ludn, bai tap 16m, 0
thuc té
Tuw hoc ¢6 huwéng din 1.5
- Sample final test paper

Kiém tra, danh gia




6. QUY PINH DOI VOI HQC PHAN

6.1. Nhiém vu cta sinh vién:
- Nghién ctu tai liéu va chuin bi cho m&i budi hoc trwéc khi dw 16p.
- Hoan thanh cac bai tap dwgc giao.
- Chuan bi ndi dung thio luin ciia hoc phan.

6.2. Quy dinh v& thi cir, hoc vu
- Viéc hoan thanh bai tip vé nha la bit budc

- Bai tap giong nhau dén 50% trir 1/2 s6 diém; bai tap giong nhau trén 50% bi diém
khong

- Nhirng hoc vién khong nhin BT, khong nop hodc ngp cham qua quy dinh
déu bi diém 0

7. PHUONG PHAP, HINH THUC KIEM TRA PANH GIA

Hinh thac Noi dung danh gia Tiéu chi danh CLO Trong
gia s0
- Tham gia .
¢ bubi h - Pi hoc day da | 1,2,3,4,5,6,7,
Panh gid cac buot A1 10 bubi hoc va 8,9
qua Chuyén trén 16p  va| tich cwc tham 10%
trinh can hoan thanh cac | gia cac hoat
dong trén 16p.

bai tap.
- Sinh vién | - Hoan thanh t6i
thidu 70% sb

ving mit qua .. .
g mat q bai dwgc giao

25% s6 budi
hoc khong
duwgc phép du
thi cudi ky.




Kiém
tra
thuong
xuyén,
giira ky

Bai thi

viét 60
phut,

khong s
dung tai
liu, bao
gom 3
phan: 3
cau dich
Viét- Anh
(3 diém) va
mot bai
dién 8 tr
vao  chd
trong (2
diém) viét
thw  theo

yéu cau (5
diém)

- 3 cau dich
Viét- Anh:
dung dung cac
cidu tric céu
cua thu thuwong
mai, dung ngir

phap, van
phong, chinh ta
(3 diém)

- Bai dién 8 tir
vao chd trong:
dién dung tir (2
diém)

- Viét thu theo
yéu cau: Viét
thu thwong mai
dam bdo thw
diy da vé noi
dung va phu
hop V& vin
phong va hinh
thire (5 diém)

Téng : 10 diém

192,394,596,79
8,9

30%




] - Bai thi| - 3 cau dich
Dz’ml} Thi het vidt 60 | Viét- Anh: 1,2,3,4,5,6,7, 60%
gif‘ tong hgi phut, dung dung cac 8,9
ket phan khong sit| cAu tric céu
dung tai [ cua thu thwong
liu, bao | mai, ding ngir
gom 3| phap, van
phan: 3 | phong, chinh ta
ciu dich | (3 diém)
Viét- Anh .
G diém)va | - Bai dfén 8 tir
mét  baj | Vae cho trong:
didn 8 tir | di€én dung tir (2
vio  chj | diem)
trbng 2| - Viet ‘thu’ the'o
diém) vibt yéu cau: Viet
thwy  theo | thu thwong mai
yéu ciu (5 dz‘"im bﬁO‘ thu
diém) day da vé néi
dung va phu
(Theo QP s6| hop vé vin
1212/0D-DHNT phong va hinh
ngiy  25/05/2018 | thirc (5 diém)
cua Hiéu truong
truong Pai  hoc | Tong:10 diém
Ngoai thuwong)
Tong: | 100%
TRUONG KHOA TRUONG BQ MON







