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I.  GIOI THIEU KHAI QUAT VE PON VI THUC TAP
Tuy theo déc thu cia tirng don vi thuc tap hay vi tri thuc tap thuc té, sinh vién thuc tap co
thé c6 cac ndi dung gidi thidu vé co quan thuc tap khac nhau, hodc theo goi v sau:
- Tém lugc qua trinh hinh thanh va phat trién.
- Chuc nang va linh vuc hoat dong.
- Té chirc san xuét, kinh doanh, dich vu, thuong mai.
- Tb chirc quan Iy hanh chinh, nhan sy.
- Chién luge va phuong hudng phat trién cia don vi trong twong lai.
- Cac ndi dung khac...
II. BAO CAO NOQI DUNG CONG VIEC THUC TAP
1. Gi6i thiéu tom tét cac hoat dong/cong viée tai Pon vi/Doanh nghiép thuc tap.
2. M0 ta cac cong viéc dugc phan cong thuc hién hodc dugc tham gia tai Pon
vi/Doanh nghiép.
Céng viéc HSSV cin quan tim trong qua trinh thuc tip bao gdm:
v'Tim hiéu thyc té hoat dong san xuét kinh doanh tai don vi.
v Tim hiéu céc hoat déng lién quan dén cong tic quan 1y, diéu hanh doanh nghiép/td

chirc.
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v'H} trg, tham gia cic cong tac lién quan dén linh vuc hoat dong tai don vi: nghién
clru, phat trién thi treong, ban hang, hoach dinh chién luge, ké hoach phat trién
doanh nghiép (tuy thudc vao tinh chdt va nhu cdu cong viéc tai don vi).

v Hoc tap cac k¥ nang cin thiét trong cong viéc: giao tiép, chim séc khach hang, dam
phén, xir Iy tinh huéng,...

v'Tim hiéu cong tic vin phong, lap bao cdo, lap ké hoach, xir Iy thong tin, luu trix,
soan thao van ban, cach sir dung cac may moc thiét bi van phong,...

Quan sat moi truong 1lam viée (quan sat kho hang, phong ban,...)
Cong viéc don vi thuc tap phan cong.

v
v
v" Thu thap s6 liéu (v chi sd tai chinh, chi sb v& céc chi tiéu c6 lién quan,...)
v Xirly sb liéu...

3.

Bio c4o cong tac hang tudn (Theo biéu miu)

BUOI THU HAI | THUBA | THUTU | THUNAM | THU SAU | THU BAY

A. CONG VIEC TUAN 1 (TU DAY «.eevvvvnnnnnn.... dén ... )

Sang /

Chiéu /

B. CONG VIEC TUAN 2 ( TUNEAY ....coeeean... dén ...l )

Sang /

Chiéu /

4. Trinh bay nhitng két quéa dat dugc trong thoi gian thuc tap

v’ Nhimng ndi dung kién thtc 1y thuyét nao da dugc cing cb.

v" Nhiing k¥ ning thuc hanh nao da hoc hoi duge.

v Nhiing kinh nghiém thuc tién nao d tich luy dugc.

v Chi tiét cac két qua cong viéc ma minh da dong gop cho co quan noi thyc tap.
5. Nhitng diéu chua thyc hién duoc

6. Cac van dé cin tiép tyc tim hiéu, phat trién
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7. Nhan xét chung, nhitng thuan lgi, kho khén trong subt qua trinh thyce tap

I1l.  PE XUAT - KIEN NGHI VOI PON VI THU'C TAP
Pua ra cic ¥ kién trong qué trinh thuc hién céng viéc nhdm ning cao hiéu qua cong

viéc (ca nhan hodc don vi)
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NHAN XET CUA PON VI/ DOANH NGHIEP

*Kkk

1. Uu diém:

4. Piém danh gia (Chim diém theo thang diém tir 1 dén 10, diém cao nhét 13 10)
- Thai d, ¥ thitc chip hanh néi quy, quy dinh cia cong ty: .......diém
- Két qua cong viéc:...... diém
e Két luan:
I:l Pat

I:l Khoéng dat

TP.HCM, ngay....thang......nam.......
Pai dién don vi/doanh nghiép thuc tap
(Ky tén & dong déu)
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