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NANG SOAN THAO
BAO CAO LOGIC

Ban cém théy buc minh vi cép trén yéu céu chinh sida di chinh

sta lai, va ban khéng hiéu tom lai cap trén can mét bao cao

nhw thé nao?

+ Cép trén khéng bi thuyét phuc béi d‘iéu, ban trinh bay trong
bao cao, trong khi ban can tim cach thuyét phuc cap trén.

+ DG6i khi cép trén héi lai “Téi khéng hiéu diéu ban mudn ndi la
gi” khi ban c6 gang giai thich théat chi tiét.

Khoa hoc sé gitup ban nam dwoc céc loai bdo cao, ddc diém

va muc dich cua tung loai bao cao, biét cach thiét ké bao

cdo, céu truc néi dung, va trinh bay cau chi dé cé6 mét bao MUC TIEU @

cao logic, dé hiéu va thuyét phuc. = Hiéu duoc céch viét béo céo
- . va nhirng yéu céu’quan trong

NOI DUNG CHUONG TRINH dé c6 1 bao céo tot.
A 4 A — . <y . . = C6 thé trinh bay bao céo mot
Phan 1: Cac loai van ban va bao cao céch ngdn gon, 6 rang va dé

¢ Céc loai van ban thuwong dung hiéu cho nguoi doc.

# Céc loai bao cdo va dac diém, yéu cau co ban dbi
V@i tirng loai bao cao
¢ Lwuy trude khi lam bao cao (5W1H)
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@Nhé” vién @Quén ly c&p trung
Phén 2: Céu trac m6t bai bao cao thuyét phuc @Quén ly so cap QQuén ly cAp cao
¢ Trinh tw dé két cu cau chuyén

o (Png dung tw duy logic khi két c&u cau chuyén
(Logic tam giac, Logic tree, MECE) PHUONG PHAP 9
& Cac két cau chung cho tirng loai bao céo 30% ly thuyét, 70% thurc hanh thong
qua thao luan nhém, trinh bay, bai
tap tinh huéng, déng vai, trd choi v.v.
Phan 3: Trinh bay néi dung bao cao thanh van ban
# Yéu ciu co ban khi trinh bay bao cao: Chinh xac,
cu the, dé hieu
# Cac yéu cau dbi voi bao céo siv dung MS.Word
+ CA&c yéu cau dbi voi bao céo str dung MS.

Powerpoint
¢ M0 rong (rng dung soan thao cac van ban nai Aﬁ,g XT
chung (Email..) ion Training &..
TRU SO CHINH HO CHi MINH
Toa nha qu Giao, 261 - 263 Phan Xich Long,
A . z < wn X < ~ Phuwong Cau Kiéu, Tp.H6 Chi Minh
Phan 4: Tom tat va lap ke hoach hanh déng VAN PHONG DAI DIEN HA NOI
, N . Toa nha Sao Mai, 1 9Lé \./én Lu’o'ng: Phuong
* Trinh tw chi tiét va ndi dung cd thé thay doi Thanh Xuan, Ha Noi
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