Ke N T BO LAO BONG - THUONG BINH VA XA HOI
TRUONG CAO PANG QUOC TE KENT

INTERNATIONAL COLLEGE

HUONG DAN VIET BAO CAO THUC TAP TOT NGHIEP

I. CAu tric Béo céo: gom cac thanh phan:

1. Trang bia (xem mAu, khong danh sé trang)

2. Trang “Loi cam doan” (xem mAu, khong danh sé trang)

3. Trang “Loi cam on” (xem mau, khong danh s trang)

4. Trang “Nhan xét caa Pon vi thyc tap” (xem mau, khong danh s trang)
5. Trang “Nhan xét cua giang vién huéng dan” (xem mau, khong danh s trang)
6. Trang “Ké hoach & Nhat ky thuc tap” (xem mau, khdng danh s trang)
7. Trang “Muc luc” (khong danh s trang)

8. Céc trang Noi dung (danh sb trang).

9. Trang “Tai liéu tham khao” (néu co)

10. Céc trang Phu luc (néu c9)

I1. Quy céach trinh bay Bao cao

- Kho gidy A4. S6 trang tir 20 tro Ién. Viét bang ngon ngir tiéng Viét.

- Bia la loai gidy ctng, kho glay A4, mau vang

- Viét theo chuong, muc, cac tieu muc

- Méi trang duoc trinh bay theo quy dinh (xem mau kém theo)

- Chir viét & cac trang cua Bao céo la size: 13, Font: Times New Roman, khong dugc ding cac
kiéu chir dang thu phap.

- Canh I¢: trai — left: 3.0 cm; phai — right: 2.0 cm; trén — top: 2.5 cm; dudi — bottom: 2.0cm.

- In mot mat

- Bit dau danh sb trang tir sau phan Muc Luc

- Panh s6 tha ty cac bang, hinh anh, ban do/so d6 va ghi tén bang & dau mdi bang.

- Khéng dugc trich cac cau tuc ngir, thanh ngit, sir dung cac hoa vin, hinh vé& dé trang tri hoic
lam dé dan ¢ d¢au mdi trang, mdi chuong, muc,...,

- Chit in mau den; hinh v&, d6 thi, logo cta truong ...co thé in mau.

- Céc chu thich phai danh s va viét ghi chi & cubi mdi trang.

- Han ché viét tat, néu phai viét tat phai mo ngodc va dong ngoic (...) dé giai nghia ngay tir Cac
chir viét tat dau tién, sau d6 liét ké thanh trang, dua vao sau cac trang Danh muc cac Bang biéu,
so d6, hinh,...

- Cach danh s cac chuong muc, tiéu muc phai theo quy dinh (xem mau kém theo).

- Thyc hién danh sé Muc Luyc tu dong.

I11. Ni dung ciia cac Phan/Muc trong Béo céo
(Bo cuc noi dung duoi day mang tinh huwong dan goei y, sinh vién can trao doi cu thé voi GVHD
vé bé cuc Béo céo thuc tdp)



PHAN 1: TONG QUAN
1. Gidi thiéu khai quat vé don vi thuc tap
2. Khai quat vé qué trinh thuc tap cua ban than (c6 bang ké hoach/ cham cong dinh kém)
3. Ly do chon dé tai (van dé/quy trinh) béo céo tdt nghiép.

PHAN 2: GIAI QUYET VAN DE

1. Lién hé dé tai vai noi dung thuc tap

2. Co so ly thuyét va thyc té caia cong viéc/ quy trinh can bao céo (Su viée gi; quy dinh &
dau; ai quy dinh/ hiéu luc phap ly)

3. Céac cong viéc cu thé da lam lién quan dén cdng viéc/ quy trinh can bao cao (khi nao thuc
hién; thuc hién nhu thé nao; két hop vai ai; tai vi tri cdng viéc nao)

4. Két qua cong viéc va cac vuedng mic (mirc dd hoan thanh cua c& nhan; cac vuéng mac
cua sinh vién vé ly thuyét; quy dinh va cach thuc hién cong viéc ...)

PHAN 3: KET LUAN & PE XUAT

T6m tat lai toan bd cong viéc da thuc hién.

Cam nghi ca nhan vé cong viéc da lam

Dé xuat y kién va kién nghi (néu co)

Nhitng vin dé can khac phuc trong qua trinh thuc tap

s

IV. Tai liéu tham khao.
Danh muc tai liéu tham khao 1a mot phan khong thé thiéu trong cac bao céo thuc tap.
Phan tai liéu tham khao c6 thé trinh bay theo mau hoic theo huéng dan cia GVHD.

V. Tém tat va thuyét trinh bso cao truéc Hoi dong danh gia (Po6i véi hé Cir nhan thuc
hanh Quéc té - NCFE)

( Phan nay bdt bugc viét bang tiéng Anh)

Assessment of the Internship / Final Project

The Internship / Final Project are formally assessed through:
» A 2,000 Word Report reflecting their Experience of the Internship
« A 10 Minute Presentation of their Report to a KIC Board

Points that you might include when preparing the Report.

- What did | learn that will be helpful for my personal development and future career?
- Have | understood the requirements of my Internship?

- What problems did I experience and how did | overcome any uncertainties?

- What interpretations and connections did | make between the Internship and my

academic Study?
- What were my Strengths and Weaknesses of the Internship and how can | use this to

support my personal development and future career?
- What experiences have changed my view of the world and my future career?



- What strategies could | implement to take advantage of what | have learnt from
combining the Internship and my Academic Study?

Presentation Guidelines: Planning a 10 — 15 minute Presentation
1. What is the purpose and the aim and objectives of my presentation?

2. Who is my audience and how will | capture and maintain the attention of the audience?

Do | have to apply highly academic terminology, business jargon or would it be
appropriate to include colloquial language?

3. How will I structure my presentation and what are the key points for each section?

Structure Key Points for each section.

4. How can | best summarise my presentation?



BO LAO PONG - THUONG BINH VA XA HOI
TRUONG CAO PANG QUOC TE KENT

Khoa; <TEN KHOA>

KENT

INTERNATIONAL COLLEGE

<TEN m?: TAI
BAO CAO TOT NGHIEP>

Nganh: <TEN NGANH>

Giang vién huéng dan  : <HQ TEN GVHD>
Sinh vién thuc hién : <HQ TEN SV>
Lop

M4 sb sinh vién




Ke N T BO LAO BONG - THUONG BINH VA XA HOI
TRUONG CAO PANG QUOC TE KENT

INTERNATIONAL COLLEGE

LOI CAM DOAN

TOL tN..eicviciiciecieeeeeeeee xin cam doan cac sd liéu, théng tin sir dung trong bai
Béo c4o tbt nghiép nay duoc thu thap tir ngudn thuc té tai Doanh nghiép, trén céc sach bao khoa
hoc chuyén nganh (c6 trich dan day du va theo dang qui dinh); Noi dung trong béo céo nay do
kinh nghiém cua ban than dwgc rGt ra tr qua trinh nghién cau va thuc té
BBttt KHONG SAO CHEP tir cac ngudn tai liéu, bao cao khac.

Néu sai sot, tdi xin hoan toan chiu trach nhiém theo qui dinh cua Nha Truong va Phap

luat.

Tp.HCM, ngay ....... thang......... nam 20....
Sinh vién
(Ky tén, ghi day du ho tén)



Ke N T BO LAO BONG - THUGNG BINH VA XA HO
TRUONG CAO PANG QUOC TE KENT

INTERNATIONAL COLLEGE

LOI CAM ON

Tp.HCM, ngay ....... thang......... nam 20....
Sinh vién
(Ky tén, ghi day du ho tén)



NHAN XET CUA DOANH NGHIEP

HO VA TEN SINN VIBN 1o e e
MSSV TSRS

Lop 1
Nganh ettt e eeeeeiteeeeateeeiieeeeaitteeeiteeeaateeeatreeaateeeanrreeeareeeaarreeas

1. Doanh NghigP thUC LaP:. ..ot
2. Thoi gian thuc tap: Tu............... ben...............

3. Can bo hudng dan tai Doanh nghiép:...........cccceevnee... ChiC VU ..o,

Tp.HCM, ngay ..... thang ...... nam 20.....
Doanh nghiép thuc tap
(Ky, ghi 18 ho tén va dong dau)



Ke N T BO LAO BONG - THUGNG BINH VA XA HO
TRUONG CAO PANG QUOC TE KENT

INTERNATIONAL COLLEGE

NHAN XET CUA GIANG VIEN HUONG DAN

HO VA TEN SINN VIBN 1o e e

MSSV PP OP PP
Lop PP PPUTTTROPPPPPPRPR
Nganh ettt e eeeeeiteeeeateeeiieeeeaitteeeiteeeaateeeatreeaateeeanrreeeareeeaarreeas

Nhan xét chung

Tp.HCM, ngay ..... thang ...... nam 20.....
Giang vién huéng dan

(Ky, ghi rd ho tén)



Ke N T BO LAO BONG - THUGNG BINH VA XA HO
TRUONG CAO PANG QUOC TE KENT

INTERNATIONAL COLLEGE

KE HOACH & NHAT KY THUC TAP

Hoténsinhvién: ..................... MSSV: ..
LOP: oo Noganh: .....................
Doanh nghi¢p thuc tap: ..........oooiiiiiiiiiii
Théi gian Ndi dung thye tip Két qua Ghi cha
] (Ké hoach) thuc hién
Tuan 1
(Tir ... Pén........... )
Tuén 2
(Tir.......... Pén........... )
Tuén 12
(T ... Pén......... )

C4n b huwéng din Giing vién Sinh vién
thue tap tai DN hwéng dan thue tap
(Ky, ghi rd ho tén) (Ky, ghi r6 ho tén) (Ky, ghi 10 ho tén)




MUC LUC



