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Muc dich cua tai liéu huéng dan nay 1a cung cip kién thirc va hudng dan hoc vién cach
trinh bay mdt bai bao cao trong qua trinh thuc hi¢n cac bao cao, dé an nghién ctru hodc thuc
tap. Khi tién hanh thuc hién mét bai bao céo, hoc vién can xéac dinh o chu dé, thu thap cac
thong tin lién quan, thuc hi¢n bai nghién cuu, viét va guri ban thao, va cudi cung la bao v¢ pé
an tot nghiép. Pay 1a mot qua trinh 1am viéc doi hoi nhiéu thoi gian va cong sirc. Ngoai ra, hoc

vién phai dam bao rang day 1a cong trinh nghién ctru do chinh ban than thyc hién.

Dé thdng nhét cach trinh bay mot bai bao cao, Vién SDH&LD quy dinh, huéng dan

cach viét va trinh bay van ban nhu sau dua theo mot phan ctia chuan APA (4n ban thir 7).

Huodng dan nay dugc thiét ké nham hd tro hoc vién trong qué trinh viét bao cdo, tiéu
luan, Dé an tt nghiép. Pinh kém hudéng dan nay 1 cdc mau trinh bay theo quy dinh, hoc vién
nén doc toan bo hudng din trudc khi bat dau viét bao cdo dé nam rd cac quy dinh vé cach trinh

bay va yéu cau vé ndi dung cua ting loai tai liu.
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CHUONG 2. QUY PINH CHUNG

Phén nay trinh bay cic quy dinh chung vé thé thirc va ki thuat trinh bay mot vin ban

bao cao.

2.1.

Kiéu chir, c¢& chir

bé théng nhét, toan b ndi dung van ban can duoc trinh bay nhu sau:

Kiéu chit (Font): Times New Roman

Cd chir (Font Size): 12

Khoang cach dong (Line spacing): 1.5

Céch doan (Spacing): 6 pt (Before & After)

Vao dau dong (Indent): 1.27 ecm ( chi 4p dung khi bat dau doan vin ban)

chit in nghiéng c6 thé st dung khi: muon nhan manh, st dung cac tir nudc ngoai, thuat

ngtt chuyén mon, tir khoa, biéu thirc toan hoc, tua dé sach va tap chi.

2.2

Can le

Tt ca cac trang trong van ban phai théng nhat sir dung mot dinh dang cin 18 sau (xem
thém hudng dan ¢ Phu luc F):

Cin l1é Khoang cach
Trai (Left) 3.81 cm
Phai (Right) 2.54 cm
Trén (Top) 2.54 cm
Dudi (Bottom) 2.54 cm
Pau trang (Header) 1.5 cm
Chan trang (Footer) 1.5cm

2.3.

Panh s6 trang

- Panh sb trang & bén goéc phai duéi cung, cach mép dudi cing ciia mdi trang 1.27 cm.

Céc myc m¢ dau (Loi cam on, Nhan xét cua GVHD, Trich yéu, Muc luc, Danh muc cac tir viét

tat, Danh muc bang, Danh muc hinh) dung s6 La M4 thuong (i, ii, iii) dé danh s6 trang.

- No6i dung chinh (4p dung dbi v6i Noi dung cua Bao cdo, Tiéu luan, Dé an tot nghiép,

2
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Phu luc, Danh muc tai liéu tham khao) dung s6 A rap (1,2,3,...) dé danh sd trang.
2.4. Tiéu dé/ Pé muc

Pinh dang dé muc duoc liét ké nhu sau:

5 Co A
Pé muc Ky hiéu (z Kiéu
chir
Tiéudécap 1 | CHUONG 1. | 13 | Viét hoa, in dam, cin sat 1& trai
1.1.
Tiéu dé cép 2 1.2. 12 | Viét thuong, in ddm, cén sat 18 trai
2.1.
1.1.1.
Tiéu dé cap 3 1.1.2. 12 | Viét thuong, in dam, can sat 18 trai
2.1.1.
L.I1L Viét thuong, cén 1€ trai, in nghiéng, cach 1€ tréi
Tiéu dé cp 4 1112, 2 | em og§ ey ghiens,
2.1.1.1. ' '
Van ban 12 Viét thuong, can déu (Justify), dau van ban vao
(body text) dau dong 1.27 cm (0.5 inch)
Tén bing/ 9 Vjét pilia trén (ddi v6i bang/biéu d6) in dam,
bidu do/ Bang 1.2:... |y | can gia.
hinllll anh Bang 2.1:... V.i~é't phia duéi (d6i voi hinh anh) in ¢am, can
gitra.

3 A Viét thuong, in nghiéng, nam phia dudi va bén

Nguo N; e 11 . 2
suon gHon trai cua bang/biéu/hinh anh
Luu y:

- Thir ty cac chuong muc duge danh theo chit s A Rap (1,2,3,.), khong sir dung s La
Ma (I, 11, I11,.) va chi danh s6 toi da dén cap do 3.

- Theo chudn APA (dn ban thir 7), & muc s& khong duoc danh sé hodc chuong. Tuy
nhién, tiy theo yéu cau ctia GVHD, hoc vién c6 thé ap dung theo quy chuan trén va danh sb
thém dé muc.

2.5.  Cach trinh bay bang, hinh anh minh hoa (Biéu @6, hinh vé, luu do)

- Bang va hinh anh minh hoa nhu biéu d6, hinh v&, luu d6 chtra cac dir lidu sé dung dé
truyén dat thong tin mot cach ngin gon. Bang va hinh anh minh hoa c¢é cing dinh dang, duoc
danh sb thir ty nhat quan xuyén sudt bai bao cao va phai can 1& giéng vé6i cac phan con lai cia
van ban.

- Bang va hinh anh minh hoa phai dugc danh sb theo tung loai va co6 bao gém sb tht tu
3
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cua chuong (Xem thém Phu luc A).

- D61 voi so ligu tir cac nguon khac theo dang bang (tap chi, bao céo, website, so li€u tur

cac phﬁn SPSS v.v..), hoc vién tuyét dvi khong dwoc st dung hinh anh dang chyp ma phai tao

bang va dién thong tin sd liéu theo quy dinh cung trich din ngudn theo quy dinh.

- Pbi voi két qua chay dir liéu tir cac phan mém chuyén dung, hoc vién chi trinh bay két

qua téng hop s lidu trong phan Néi dung chinh cia Bao céo. Trudng hop mudn liét ké két qua

chay s liéu, hoc vién tao bang trong phan Phu lyc caa Dé an t6t nghiép.

- S6 liéu trong biéu dd, hinh v&, luu d6 phai duoc phan cach hang ngan bang ddu chim

(.) va phan cach dau thap phan bang diu phay (,) (Vi du: 1.007.845,25).

- S6 phai dugc can phai, khong can giita va khong can trai.

-S6 trong cung mot biéu dd, hinh v&, luu dd phai c6 cung ) lugng thap phan. Tic la néu

lay 2 sb thap phan, toan b s trong ciing mot bang déu phai ¢6 2 s thap phan.

- Khéng dugc dé mot bicu do, hinh vé, Iuu do cling nhu tén va nguon cua biéu do, hinh

v€, luu d6 ndm & hai trang khéc nhau.

- Biéu d9, hinh v&, luu d6 dugc trinh bay theo chiéu dung cia gidy, tén dat phia trén.

Truong hop biéu @6, hinh v&, luu do dugc trinh bay theo chiéu ngang cta gidy, phan dau cua

biéu do, hinh v&, luu do phai quay veé gay cia cudn bao cao.

Vi du:

Hinh 1.1, Hinh 1.2,...(trong d6, sé dau tién 1a sb thir tu ciia chuong, s6 tiép theo 1a s6

thtr ty cta hinh trong chuong do).

Vi du:

Bang 2.1, Bang 2.2,...( trong d0, s6 dau tién 1a s6 thir tu ciia chuong, s6 tiép theo 1a sd

thtr tu cua bang trong chuong do).

- Bang va hinh anh minh hoa phai dugc dat tén, in dam, can gitra. Tén bang nam trén

bang, tén hinh nim dwéi hinh.

- Bang va hinh dnh minh hoa c6 nguén dugc in nghiéng, cach 18 trai 1.27 cm (0.5 inch).

- Bang phai ¢ don vi tinh (Vi du: PVT: Triéu dong), ghi sat 1& phai, in nghiéng, c¢& chi

11.
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Bang 1.1: Hiéu qua kinh doanh phong (RevPAR) 6 thang dau nim 2019
Doi thi

canh tranh Thang 1 | Thang 2 | Thang 3 | Thang 4 | Thang 5 | Thang 6
Liberty Saigon 103 93 105 95 95 94
Lotte Hotel 135 135 135 124 124 124
Renaissance 118 118 118 104 104 104
Caravelle 165 165 165 160 160 160
Le Meridien 139 139 139 131 131 131

DVT: USD
Neuon: Phong kinh doanh khdach san Liberty, 2019

B\

-
Hinh 2.1. Céc nhu clu tir thiip 1én cao trong thuyét nhu chu ciia Maslow.

2.6.  Cach liét ké, tao ky tw dau dong (bullet point)
- Liét ké chi nén dung tir 5 ¥ tro 1én. Cac y liét ké nén ngan gon tir 1 dén 2 dong va chi
nén ding dong nhat ky hiéu liét ké trong toan bai bao cao.
- Ky hiéu lié¢t ké chi nén dung “-” va “” .

- Ky hiéu liét ké cach 18 trai 1.27 cm (0.5 inch), chir cach 1& trai 1.9 cm (0.7 inch).

Vi du: Hodc
- Widul e Vidul
- Widu?2 s Vidu2
- Widu3 e Vidu3
- WVidu4 e Vidu4
- WVidus e Vidus



m PAIHOC HUONG DAN QUY CHUAN VIET

BAO CAO, TIEU LUAN, PE AN TOT
HOASEN | NGHIEP CHO HOC VIEN THAC ST TAI
TRUONG PAI HOC HOA SEN

Ma hiéu:
HD-LVTN/1123/HSU-SbH

Ngay ban hanh: 12/11/2024

LAn ban hanh: 03

CHUONG 3. NHUNG MUC MO PAU

Céc muc m& dau nén duoc trinh bay theo thtr tu sau:

1. Bia kinh

2. Trang bia chinh (In trén gidy bia cimg trén 100 gsm)

3. Trang bia phu (Péi vdi cdc bdo cdo dé cwong, dé an tot nghiép)

4. Loi cam on/ Acknowledgements

5. Loi cam doan vé tinh liém chinh hoc thuat (Bdt buéc cho bdo cdo Nghién ciru khoa

hoc hodc Dé an tot nghiép)

6. Nhan xét cia giang vién hudng dan/ Mentor’s Comment (Poi voi cdc bao cao dé

cwong, dé an tot nghiép)

7. Trich yéu/ Abstract (Bcft budc cho bdo cdo Nghién cvu khoa hoc hodc Pé an tot

nghiép)

8. Muc luc/ Index (Gioi han trong 2 trang)

9. Danh muc cac tir viét tit/ List of abbreviations (néu co)

10. Danh myc bang biéu/ List of tables (néu co)

11. Danh muc biéu d6/ List of figures (néu co)

12. Danh myc hinh anh/ List of images (néu c6)

13. Noi dung chinh/ Content

14. Tai liéu tham khao/ References

15. Phu lyc/ List of appendices (néu co)..

Luu y:

Mbi muyc trinh bay trén mot trang riéng, in mot mit, giéy A4 dinh lugng 80 gsm. Hoc

vién dong gay khi ndp ban gdc.

3.1. Trang bia chinh

- Trang bia ngoai dugc in trén gidy bia cing mau trang (dinh luong trén 100 gsm) va st

dung ding theo mau bia cia Vién SDPH&LD yéu cau ddi véi timg loai tai lidu.

- Pbi phién ban Dé an tot nghiép ndp luu chiéu sau khi hoan tit qué trinh bao vé, chinh

stra, hoc vién s€ in trén bia cung mau dé sam, chit vang, phdn gdy Pé dn (xem thém hinh minh

hoa bén duéi) in cac thong tin:

TEN HQC VIEN
(viét hoa)

NGANH PAO TAO
(viét hoa)

NAM BAO VE




Ma3 hiéu:

DAIHOC | HUONGDANQUY CHUAN VIET
; : BAO CAO, TIEU LUAN, BE AN TOT HD-LVTN/1123/HSU-SBH
HOASEN | NGHIEP CHO HOC VIEN THAC STTAI | Ngiy ban hanh: 12/11/2024

: :
TRUONG PAI HOC HOA SEN Dhm ban T 03

3.2. Trang bia phu

Trang bia phu c6 noi dung va hinh thuc trinh bay theo huéng dan tai Phu luc I (chi 4p

dung d6i v6i Bao cao dé cuong va Dé an) va dugc in trén gidy dinh luong 80 gsm.
3.3. Loicamon

Trang nay thé hién sy biét on cia hoc vién dbi véi nhitng nguoi di hd trg hoc vién trong
sudt qua trinh nghién ctru va thyuc hién béo cdo, co thé bao gdm phan thé hién sir dung ban
quyén cac vin ban trudc do ciia cac tac gia khac. Vi thé, 1oi cam on can duoc viét v6i van phong
nghiém tic va trang trong.

3.4. Loicam doan vé tinh liém chinh hoc thuét

Tinh 1iém chinh hoc thuét khong chi 1a mt yéu cAu bt budc ma con 1a nén tang cua sy
tin cdy va ton trong trong cong dong hoc thuat. Pay 1 phan bat budc phai co d6i voi hoc vién

khi thyc hién bao cdo Nghién ctru khoa hoc hodc Pé an tét nghiép.
3.5. Nhin xét ciia giang vién hwong dian

Phan nay s€ bao gom cac y kién ctia giang vién dén qua trinh thyc hién bao cao (thai do,
tinh than, kha nang hoc hdi nghién ctru v.v.). Bén canh do, Giang vién c6 theé dua ra mot so

nhan xét, phan tich vé D¢ an tot nghiép ma hoc vién thyc hién.
3.6. Trich yéu

- Trich yéu (abstract) 1a ndi dung tom luoc ngin gon vé hoat dong nghién ctru duoc dé
cap dén trong bai bao cao. Noi dung tom luge bao gdm cac ciu hoi nghién ciru, phuong phap
nghién ciru va két luan. Trich yéu can ngan gon va stc tich dé nguoi doc dé dang nam bat dugc
n6i dung va két qua nghién ciru cia bai bao céo.

- Trich yéu duogc viét trong khoang 250 - 300 tir.

3.7. Mucluc

- Muc lyc cung cép cai nhin tong quat ctia bai bao cdo, gitip ngudi doc c6 thé tim thiy
timg phan trong bai bio cio mot cach nhanh chong (Xem tai Chuong 2 - Muc 2.4).
- Bang muyc luc liét ké céc tiéu dé cép 1, cép 2va cép 3 (Dé muc 1,2,3) ciia ngi dung chinh

bai viét, bat dau tir chuong mé dau.
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3.8. Danh muc viét tit, Bang, Biéu d6 va Hinh anh

Hoc vién tham khao Phy Luc A trong hudng dan dé tao Danh muc tu dong cho Bang,
Biéu db va Hinh anh tuong tmg.

3.9. N¢i dung chinh

Noi dung chinh cua tai liéu dugc can cir theo cAu tric cta loai tai liéu (xem thém ¢ Phy
luc 1) théng thudng s& bt dau tir Phan Md dau hodc Chuong L. Trong d6 dé dam bao chat luong

dao tao, Vién quy dinh cu thé phﬁn Noi dung can phai dap g theo diéu kién sau:

STT Loai tai liéu/ bao cao Quy dinh
Tiéu luan/ Béo céo trong | Tir 10 — 20 trang hodc theo yéu cau cia GV
: hoc phan phu trach
5 Bio céo thuc tap tot Tir 30 - 40 trang

nghiép

B4o cao dé cuong/ Béo
3 . Tu 30 — 40 trang
cdo chuyén dé

4 Pé an tot nghiép Tir 50 — 70 trang

3.10. Tai liéu tham khdo

Hoc vién thuc hién theo chudn APA (4n ban tht 7) va tham khao huéng dan & Phu luc
C trong huéng dan nay.

3.11. Phuluc

Ghi cac nodi dung c6 lién quan dén bao céo hodc cac tai liéu gbc dugce dung dé 1am bao
c40. Néu c6 nhiéu hon 2 phu luc, phu luc phai dugc phan biét bang s6 (Phu luc 1, Phu luc 2,...)
hoac béng chit cai (Phu luc A, Phu luc B,...) va phdi c6 tén. Hinh anh khong quan trong hoéc

mang tinh tham khao, giéi thiéu nén dé vao phan phu lyc.
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CHUONG 4. HUONG DAN NOQI DUNG CHiNH TRONG BAO CAO
THU'C TAP, TIEU LUAN, PE AN TOT NGHIEP
4.1. Bao cao thue tap

Cau truc cia bao cao thyc tdp gom nhitng phan sau:

CHUONG 1. MO DAU
[1] Téng quan cong ty thuc tdp: Lich sir cong ty, thong tin lién hé, hinh thirc sé hiru,
nganh hoat dong, td chire cong ty va bd phan thuc tap.

[2] Thuc trang hoat dong: Tinh hinh van hanh kinh doanh trong thoi gian gan day, doanh
s6, thi trudng, loi nhuan, ...

[3] Phan tich SWOT, vi md, vi md vé doanh nghiép

CHUONG 2. CAC CONG VIEC TAI DOANH NGHIEP

[1]: M6 ta cac cong viéc, trach nhiém tai doanh nghiép

[2]: Két qua dat dugc

CHUONG 3. NGHIEN CUU CAC VAN PE CUA DOANH NGHIEP
[1]: Cac van dé dang gap phai (s6 lidu, hién trang, kho khin)

[2]: Co s6 1y luan

[3]: Cac dé xuit

[4]: Panh gia cac dé xut

CHUONG 4. PANH GIA QUA TRINH PHAT TRIEN CUA HQC VIEN TRONG
PQT THU'C TAP

[1]: Hoc vién néu cac kién thirc dugc ing dung trong qua trinh thyc tap.

CHUONG 5. KET LUAN

TAI LIEU THAM KHAO

4.2. Tieu luan
Tuy vao tung loai ti€u luan va yéu cau cua giang vién hudng dan, nhung dan y pho bién

thuong dugce su dung c6 cau tric nhu sau:
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MO PAU

CHUONG 1. COSO LY LUAN/ LY THUYET
CHUONG 2. THUC TRANG

CHUONG 3. GIAI PHAP

KET LUAN

4.3. D¢ 4n tot nghiép

4.3.1. Ciu tric Pé an tot nghi¢p dinh hwéong ving dung cho 1 cong ty/ doanh

nghiép cu thé

1.1. Giéi thiéu so lwgc vé to chirc

1.2. Xac dinh van dé to chirc

1.3. Muc tiéu nghién ciru

1.4. Cau héi nghién ctru

1.5. Pham vi nghién ctru

1.6. Y nghia du Kién ciia dé tai nghién ciru

Tém tit chwong

2.1. Co s& ly thuyét
(Cac khai niém lién quan)

2.2. Tong quan cic nghién ciru truée

quan t&i dé tai cua tac gia, khoang tréng nghién ctu ...)

2.3. Phuong phap tiép can

CHUONG 1. GIOI THIEU & XAC PINH VAN PE NGHIEN CUU

CHUONG 2. COSOLY THUYET VA PHUONG PHAP TIEP CAN

(Tom tit cac dé tai nghién ctru ma mot phan ndi dung nghién ctru ¢6 tring lp hay lién

Lua chon phuong phép tiép can cho timg muc tiéu nghién ciru. C6 thé két hop phuong
phap dinh tinh va phuong phap dinh lugng dong thoi trinh bay dif liéu nghién ctru trong
thoi gian nghién ctru, két qua khao sat, diéu tra.

Luan vin c6 thé sir dung phuong phap thong ké mé ta dé phan tich van dé ciing nhu mot
sO phuong phap khac

Tém tit chwong

CHUONG 3. PHAN TiCH DU LIEU VA THAO LUAN PE XUAT

3.1. Phan tich dir li€éu doanh nghiép

10
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3.2. X4c dinh céc gidi phap cho doanh nghiép

3.3. Théao luin cac giai phap déng gép cho doanh nghiép
3.3.1. Xay dung ké hoach thic hién

3.3.2. Cac bwéc thye hién va nhirng van dé lwu y

3.4. Danh gia tinh kha thi

KET LUAN

Han ché cua d¢é tai va huéng nghién ciru tiép theo.

Két luan

4.3.2. Cau triic P¢ an tot nghiép Pinh hwéng nghién ciru chuyén siu
CHUONG 1. GIOI THIEU

1.1. Boi cianh & su can thiét cia nghién ciru

1.2. Poi twong nghién ciru

1.3. Muc tiéu nghién ciru

1.4. Cau héi nghién ctru

1.5. Pham vi nghién ctru

1.6. Y nghia du Kién ciia dé tai nghién ciru

Tém tit chwong

CHUONG 2. CO SO LY THUYET VA MO HINH NGHIEN CUU
2.1. Co sé Iy thuyét

(Céc khai niém lién quan)

2.2. Tong quan cac nghién ciru truéc

(Tom tat cac dé tai nghién ciru ma mot phan ndi dung nghién ciru ¢ tring 1ap hay lién
quan t6i d8 tai ctia tac gia, khoang trong nghién ctu ...)

2.3. Gia thuyét va mé hinh nghién ciru

2.3.1. Lap luin gia thuyét nghién ciru

2.3.2. M6 hinh nghién ctru

CHUONG 3. PHUONG PHAP NGHIEN CUU & KET QUA

3.1. Phuong phap nghién ctru

Néu céc hinh thirc tién hanh thyc hién dé tai nghién ciru:
- Nghién ctru, tong hop Iy thuyét trong chuyén khao, cac bai bao khoa hoc,...
- Tién hanh thu thap thong tin thir cap tir ngudn nao, bang cach nao. ..

11
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- Tién hanh thu thap dir lidu so cap bang hinh thirc phong van, khao sat,... nhu thé nao
3.2. Cac phwong phap nghién ciru

Dy kién sir dung phwong phap phén tich dinh tinh/dinh lvong nao dé 1am rd van dé can
nghién ctru...

3.3. Két qua nghién ciru

3.3.1. M6 ta két qua thu thap dir liéu
3.3.2. Két qua phan tich

3.4. Thio luin két qua nghién ciru
3.5. Pong gop cua nghién ciru

3.5.1. Ham y ly thuyét

3.5.2. Ham y quan tri

KET LUAN

Han ché va hudng nghién ctru tiép theo

Két luan

4.3.3. Cau triic D¢ an tot nghiép cho chuyén nganh Ngén ngir Anh
CHAPTER 1. INTRODUCTION

1.1. Background & Statement of the problem

1.2. Aims and objectives of the study

1.3. Research questions

1.4. Scope of the study

1.5. Organization of study

CHAPTER 2. LITERATURE REVIEW & HYPOTHESIS
2.1. Concept

2.2. Previous studies

2.3. Hypothesis

2.4. Overview of the research

CHAPTER 3. METHOLOGY & RESULTS

3.1. Research design

Research site, Participants, samples and sampling process
3.2. Data collection method

3.2.1. Classroom observation

12
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3.2.2. In-depth interviews

3.3. Data analysis & results

3.4. Findings & Recomendations
Significan of the study, recommendations
CONCLUSIONS

Limitation of the study & conclusion
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PHU LUC
PHU LUC A: Huéng din 1ap danh muc bang biéu/ hinh anh

Viéc 1ap danh muc bang biéu/hinh anh ty dong cAn thyc hién qua hai budc: ghi cha

thich cho timg bang biéu/hinh anh va lap danh muc bang biéu/hinh anh.

A.1 Ghi chu thich cho bang biéu/hinh anh

Gia st can ghi ch thich cho bang sau:

ca?lflitt'l;f:lh Thang 1 | Thang 2 | Thang 3 | Thang 4 | Thang S | Thang 6
Liberty Saigon 103 93 105 95 95 94
Lotte Hotel 135 135 135 124 124 124
Renaissance 118 118 118 104 104 104
Caravelle 165 165 165 160 160 160
Le Meridien 139 139 139 131 131 131

(1) Nhép chudt vao bang can chii thich

(2) Chon References/ Insert Caption

CEOCICULCEN  Mailings  Review  View Picture Format

AR, Next Footnote v g - O Undo (2] Insent BitNography i APA
o~ -,
o Refresh m Cpen Mendeley S
Show Notes Insert or Merge = Smart nsert Citations . Bibliography v Insert sert Table
Edit Citation Citations # Exportas~ Style: v Lookup Citation Caption

......

(3) Word s¢€ hi¢n ra bang sau

Caption:
Figure Z,/
Options
Label: Figure <]
New Label.

Numbering:  Format

Exclude label from caption

AutoCaption.. cancel

(4) Nhip chudt vao 6 New Label dé diéu chinh chu thich cho phil hop nhu bang sau.
Sau d6 chon OK

14
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HD-LVTN/1123/HSU-SBH
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. ’ Lan ban hanh: 03
New Label
Label:
|Bén§ |
cancel (LTSN

(5) Dién chu thich cho bang nhu hinh sau

Caption
Caption:
Bdng 1: Hiéu quad kinh doanh phong (RevPAR) 6 thdng ¢
Options
Label: Bang B
New Label... Delete Label
Numbering:  Format...

Exclude label from caption

AutoCaption... Cancel m

(6) Nhap OK. Sau d6 bdi den chu thich dé chinh phong chit va cin 1& cho phu hop.

Khi hoan tat, chu thich s& hién thi nhu sau:

Bang 1.1: Hiéu qua kinh doanh phéng (RevPAR) 6 thang dau nim 2019

Doi thu

Thang 1 | Thang 2 | Thang 3 | Thang 4 | Thang 5 | Thang 6

canh tranh
Liberty Saigon 103 93 105 95 95 94
Lotte Hotel 135 135 135 124 124 124
Renaissance 118 118 118 104 104 104
Caravelle 165 165 165 160 160 160
Le Meridien 139 139 139 131 131 131

DVT: USD
Ngudn: Phong kinh doanh khéch san Liberty, 2019

A.2 Lap danh muc bang biéu/hinh dnh

(1) Trén thanh tiéu dé chon References/ Insert Table of Figures.

CUUGILE  Mailings  Review  View
AR} Next Footnate * W gr O = raply A i L2 aea v
o :
: 2 orefresh [ OpenMendeley - -
" Show Notes Insertor  Merge . Smat inset Citations [ Bibiography insert| insert Table
A Edit Citation Citations + Exportas~ Style: +  lookup Citaion Captiod of Figures

(2) Word s€ hién ra bang sau:
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Table o Figures

Table of Figures

Caption label:

(mone) Bing 1: Text ..o 1
Bdng .

Equation Bing 2: Text .. .3
F 2

L1 Béng 3: Text.... e

Formats:

From template Bang 4: Text... il
Classic Bing 5: TeX! cceverrrecememer 10
Digtinctive

Centered

,,,,,,

Include label and number
Show page numbers Tab leader: ... <]
Right align page numbers

Use hyperlinks instead of page nunbers

Modify... Options...

ot (D

(3) Chon OK. Sau khi hoan tat, danh muc bang s& hién thi nhu vi du sau:

DANH MUC BANG BIEU

Bang 2.1 BA0D ¥ BONG T KROE. i s B
Bang 2.2: Bang ¥ tuomg tir khoa (tip theo)......ccccvvvvverresuesevreersssssssssssssesssssssssees 5

Bang 2.3: Bang s0 liéu nghién clu CAc tir KhOA............oovoereercerscnmnssennsnenresesssssneee 6
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PHU LUC B: Tinh chinh truc trong hoc thuat

PAO VAN
1. Khai niém dao van

Pao van 1a hanh vi sir dung y tudng, ngdn tur, dir liéu, san phém hoc thuat hoac sang tao
ctia nguoi khac ma khong ghi nhan ngudn gdc mét cach day du, chinh xac va minh bach, khién

nguoi doc hieu nham d6 1a san pham cta chinh ngudi ndp bai.

Theo Merriam-Webster Dictionary, dao van 1a mot hinh thtrc gian trd hoc thuat, bao

gdm viéc chiém doat cong trinh ciia nguoi khac va trinh bay nhu ciia minh.
2. Cac hinh thirc dao vin phd bién:
Dao vin c6 thé xuat hién dudi nhiéu hinh thirc, bao gdm nhung khong gidi han:
- Sao chép, dién giai hodc dich ndi dung clia ngudi khac ma khong trich dan ngudn phu
hop;
- Str dung bai 1am cua sinh vién khéc (toan phan hodc mot phan);

- St dung hinh anh, biéu do, dir li¢u, thi€t ké, sdin pham sang tao cua nguoi khic ma

khong ghi 18 ngudn;
- Sao chép nguyén viin ma khong dit trong ngoic kép va khong trich dan;

- Ty dao van: sir dung lai qua 15% ndi dung cta bai d ndp trudc d6 cho hoc phan khac

hodc dung bai tap nhom lam bai ca nhan ma khong duoc phép.
3. Kiém tra dao van:

Tt ca bao céo tiéu luan (tiiy theo yéu ciu cua Giang vién) va dé an tot nghiép phai duoc
ndp qua hé théng Turnitin. Ngudng Similarity Index (SI) duoc str dung nhu cong cu hd trg danh

gia, khong phai 1a can ctr duy nhét dé két luan dao van:

- SI>25%, va c6 hon 15 tir lién tyc tring khdp hoan toan véi mot ngudn (ddi véi dé an

khéi nganh Quan tri);

- SI>15% va c6 hon 15 tir lién tuc tring khop hoan toan véi mot ngudn (ddi véi dé an

nganh Ngon ngir Anh).
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Viéc két luan vi pham dao van con dua trén ban chit noi dung trung lap, murc d6 trich dan va

giai trinh cua hoc vién.

Dé tranh viéc dao van, hoc vién can co kién thirc vé trich dan tai liéu tham khao, cach
ghi trich dan va cach 1ap danh muc tham khéo khi viét vé dé tai. Do do, trong qua trinh viét bao
cdo, ticu ludn va B¢ an tot nghiép, hoc vién can tham khao hudng dan cach trich dan tai li¢u

tham khao tai Phu luc C.
LIEM CHINH HQC THUAT VA TRi TUE NHAN TAO (AI)
1. Nguyén tic chung:

Tri tu€ nhan tao (Artificial Intelligence — Al) ngay cang dugc sir dung rong rai trong hoc tap va
nghién ctru. Nha truong khuyén khich hoc vién tiép can va sir dung Al mot cach cé trach nhiém,

phu hop véi chuin muc liém chinh hoc thuat.

Al chi duoc xem 13 cong cu hd tro, khong phai 1a tac gia, khong thay thé tu duy, phan tich va

trach nhiém hoc thuat ctia hoc vién.
2. Quy dinh chung vé viéc sir dung Al

Viéc str dung Al phai tuan thil yéu ciu ctia hoc phan, chwong trinh dio tao va hudng

dan cua giang vién;

- Hoc vién khong dugc str dung Al dé tao toan bd hodc phﬁn cdt 161 cta nodi dung hoc

thudt ma khong c6 su cho phép;

- Moi hinh thirc str dung Al vugt qua pham vi cho phép déu c6 thé bj xem 13 vi pham liém

chinh hoc thuat;

- Nha trudng ¢ thé sir dung cac cong cu ki thuat dé hd trg phat hién viée sir dung Al

khong phu hop.
3. Céc truong hop dugc phép su dung Al
Hoc vién duoc phép st dung Al véi vai trod hd tro, bao gom:
- Lam 13 cach hiéu tai li¢u hoc thuat;

- Kiém tra mirc d¢ hiéu cac khai niém, mo hinh, phuong phap;
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- Goi y cau trac bao cdo, thuat nglr chuyén mon hodc huong ti€p can nghién curu;

- HO tro chinh stra ngdn ngit (ngit phap, dién dat), khong thay d6i ndi dung hoc thuat cdt

161.
4. Cac truong hop khong duoc phép sur dung Al:
Hoc vién khong duoc phép:

Dung Al dé viet toan b bai bao céo, ti€u luan hoac dé an;

Sao chép truc tiép nodi dung do Al tao ra va ndp nhu san pham ca nhén;

Str dung Al dé tao dit liéu, két qua phan tich, két luan nghién ctru gid mao;

- Che gidu hodc khong khai bao viéc st dung Al khi dugc yéu cau.
5. Trich dan va minh bach viéc st dung Al:

- Moi ndi dung, y twéng hodc phan tich c¢6 sy hd tro dang ké tir Al phai dugc khai bao

minh bach;
- Al khéng dugc xem 13 ngudn hoc thuat chinh thong;

- Viéc khong khai bdo hodc ¢d tinh che gifiu viéc st dung Al co thé bi xem 1a dao van

hodc gian 1an hoc thuat;

- Cong cu Al da sir dung phai dwoc mo ta rd (tén cong cu, muc dich st dung) trong phan

phuong phép hodc phu luc (khi phu hop).
6. Trach nhi€ém cua hoc vién
Hoc vién c6 trach nhiém:
- Tu duy phan bién dbi voi moi ndi dung do Al cung cip;
- Kiém chimg thong tin bang cic ngudn hoc thuat dang tin cay;
- Chiu trach nhiém hoan toan vé tinh chinh xac, trung thyc va hoc thuat ctia bai np.
Trong truong hop chua rd pham vi hoac cach thirc s dung Al hoc vién phai chu dong trao

doi véi giang vién huéng dan hoic Giam doc Chuong trinh.
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PHU LUC C: Huwéng din trich din tai li¢u tham khao tranh dao viin

C.1 Pham vi ap dung

Phu luc nay ap dung bit budc cho tit ca:

Béo cao

Tiéu luan

Dé cuong nghién ctru (Research Proposal)
Pé an tot nghiép

Pé 4an Thac si

Céc san pham nghién ctru twong duong & bac Thac si

Moi tai liéu hoc thuat phai duoc trich din theo chuian APA 4n ban thir 7 mot cach

nhit quan trong toan b dé an.

C.2 Khii niém trich din tai li¢u tham khio

Trich dén tai liéu tham khao 1a phuong phap hoc thuat nhiam ghi nhan chinh x4c nguén

glc cua:

Y tudng
Ly thuyét
M6 hinh
Dir liéu

Phat hién nghién ctru dugc su dung trong qua trinh thuc hién dé an.

O bac Thac si, trich dan khong chi nham tranh dao vin ma con thé hién nang lwe

nghién ctru doc 1ap va tinh liém chinh hoc thuét ctua hoc vién.

C.3 Nguyén tic trich din

Hoc vién phai dam bao:

Moi néi dung khong phai do ban than tao ra déu phai trich dan;

Trich dan trong bai va danh muc tai liéu tham khao phai twong ng tuyét doi;
Chi st dung cac ngudn c6 gia tri hoc thuit va kha niing truy vét rd rang;
Khong sir dung cac ngudn khong rd tac gia, khong nam xuat ban, khong t6 chirc

chiu trach nhiém.

C.4 Cach trich din tai liéu tham khio theo chuin APA (4n ban thit 7)
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Phong cach APA (American Psychological Association - Hi€p hoi Tam ly Hoa Ky)

duoc str dung phé bién nhét dé trich dan céac nguén trong linh vuc khoa hoc xa hdi.

1. Dang chuin

APA 7 th 1a mot hé thdng 'tac gia/ngdy thang', do dé, tai liéu tham khao trong van ban

cho tat ca cac dinh dang (sach, bai bao, tai liéu web) bao gom ho cua (cac) tac gid va nadm xuat

ban theo dinh dang sau:

Ho (cac) tac gia (Nam xuat ban)

Author’s surname(s)(Year)

Céc trich dan tai li€u trong bai viét can dam bao cac yéu cau sau:

- Nim trong ndi dung chinh cua bai viét, ¢ thé 1a trich dan truc tiép hodc gian tiép

- Tuong g véi céc tai liu trong danh muyc tai liéu tham khao

- Bao gom: ho tac gid + nam xuat ban

o Trich dan tryc tiép: Thém thong tin trang. Vi du: (Mitchell, 2017, pp. 24-25)

o Trich dan gian tiép: Bo qua thong tin vé trang. Vi du: (Smith & Bruce, 2018)

2. Theo sb luong tac gia

e (Cong trinh c6 1 tac gia:

(Nguyen, 2021)

 Cong trinh co6 hai dong tac gia: Bao gdm ho ctia ca 2 tac gia, tich biét nhau boi “and”

hoac ki tu &:

(Nguyen & Tran, 2020)

 Cong trinh c6 3-5 ddng tac gia: Lan trich ddn dau tién, din day du cac tac gia; lan

trich dan tiép theo chi néu tén tac gia thir nhat, theo sau 14 et al

(Mitchel, Smith, & Thomson, 2017)
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 Cong trinh co tir 6 ddng tac gia trd 1én: Chi dan tac gia dau tién, theo sau 1a “et al.”
(Nguyen et al., 2019)

* Cong trinh khong r6 tac gid: Dan ra mot vai tir dau tién cta tén cong trinh hoac dung

Anonymous thay cho tén tac gia.

“Barcelona to Ban Burga” (2010) contends that the move is aimed at all dress that

impedes identification

Luu y: Trong trudng hop nay tidu dé bai bao duge dung thay cho tén tac gia trong

danh muc Tai liéu tham khao.

» Céc cong trinh c6 cung tac gid va cung nam xuat ban: Thém cac chir cdi a, b, c... sau

nam xuét ban. Cac chir cai nay cling da dugc dat trong danh muc tai liéu tham khao.
Garret & Mello (2019a) state that...
Garret & Mello (2019b, March 15) state that...
Garret & Mello (2019c, August 26) state that...
3. Trich dan truc tiép
Bit budc ghi s6 trang:
“Research integrity is central to postgraduate education” (Smith, 2020, p. 87).
4. Trich dan dién gidi
Khuyén khich st dung trong luan van/ dé an:
Prior studies emphasize the role of academic integrity in postgraduate research (Smith, 2020).
V. Danh muc tai liéu tham khao (Reference list)
1. Nguyén tic trinh bay

Danh muc tai liéu tham khao duge bd tri & cudi bai, duoc dat tén danh muc Tai liéu tham
khao. Hoc vién chi liét ké tai liéu da trich dan. Thir tu muc trong danh muyc: Muc dugc sép
xép theo trinh ty alphabet (trinh tu abc) boi ho cua gia dau (first author):

- Vi céc tai licu cung mot tac gid, sap xép chung theo ndm xuat ban.
22




m DPATHOC
HOA SEN

HUONG DAN QUY CHUAN VIET
BAO CAO, TIEU LUAN, PE AN TOT
NGHIEP CHO HQC VIEN THAC SI TAI
TRUONG PAI HQC HOA SEN

Ma hiéu:
HD-LVTN/1123/HSU-SbH

Ngay ban hanh: 12/11/2024

LAn ban hanh: 03

- Vi cac tai liéu cung mot tac gid va cung nam xuat ban, sap xép chung theo trinh tu

abc cua tén tai liéu. Pang sau nam xuat ban, 1an lugt thém vao cac chir cai a,b,c...

- Nguyén tac sap x&p chir-theo-chir va nguyén tac “cai khong c6 dung trude cai cd”

duoc tuan thd. Vi du Brown, J. R, dugc xép trudc Browning, A. R.

- Néu khong rd tén tac gia thi tén tai liu duoc sir dung & vi tri tén tac gia. Trong trudong

hop nay, bo qua cac mao tu

€C.%% <¢
a

li¢u trudce khi sap xep.

, “an” hodc “the” trudc danh tir ding dau cua tén tai

Cau trac ti€u chuan cia mgt muc trong danh muc Tai li¢u tham khao bao gom:

Téc gia (cac tac gia), Nam xuat ban, Tiéu dé tai liéu, Nha xuét ban, (va cac théng tin khac)

- Téc gia

o Ho tac gia duoc viét day du. Tén tac gia dugc viét tit.

o

Céc chir viét tat tén tac gia dugc viét cach biét boi du chdm (.). Vidu:

Mitchell, J.A

Céc dong tac gia dugc viét cach biét boi dau phay (,) va ki ty &. Vi du:

Mitchell, J.A., Thomson, M., & Coyne,R

Céc dong tac gia c6 ho va chir viét tit cia tén gidng nhau thi viét thém tén day

du trong ngodc vudng ([ ]). Vi du, Mendeley, J. [James]

- Nam xuat ban

o Pay la thoi gian xuat ban tai liéu ghi theo nim xuat ban.

o Néu khong rd thoi gian xuat ban, viét (n.d.). Vi du: Mendeley, J.A. (n.d.)

- Tiéudé

o Tiéu dé€ néu tén cua tai licu. Pinh dang cua tén phu thudc vao nguodn tai li¢u.

- Nha xuat ban

o Trong nudc My: viét tén thanh phd va tén viét tit cac bang va ving lanh tho

gom hai chir céi. Vi du: San Francisco, CA
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o Ngoai nudc My: viét tén thanh phd va tén qudc gia. Vi du: Sydney, Australia
- Puong dan internet
o Can c6 duong dan internet khi din ngudn tai liéu online

o Sir dung Retrieved from + duong dan dé khai bao thoi gian truy cép lan cudi

(lac ma tai liu van nguyén ven vé ndi dung va c6 thé xem duoc)
2. Vi du chuin APA 7
- Bai bao khoa hgc

Nguyen, T. H., & Tran, M. Q. (2021). Academic integrity in postgraduate education. Journal
of Higher Education, 15(2), 45—60. https://doi.org/xxxxx

- Sach hgc thuat

Creswell, J. W. (2018). Research design: Qualitative, quantitative, and mixed methods
approaches (5th ed.). SAGE Publications.

- Bao cao to chire

OECD. (2022). Education at a glance. https://www.oecd.org
VL. Trich dan va str dung Al trong luan van/ dé an thac si

Al khéng phai 12 ngudn hoc thuit;

Al khong duoc trich dan nhu tac gia hay tai liéu khoa hoc;

Nbi dung c6 Al hd tro (goi ¥ ciu tric, chinh ngdn ngir, 1am rd khai niém) phai duoc

khai bao minh bach;

« Hoc vién chiju trach nhiém hoan toan vé ndi dung hoc thuat cta dé an.
VII. Céc 13i trich dn nghiém trong can tranh

e Trich din khong nhét quan trong ciing mot dé an;

e Sir dung ngudn khong hoc thuét cho phan co so 1y thuyét;

e Sao chép ndi dung Al tao ra ma khong khai béo;
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e Trich dan hinh thtrc nhung khéng thuc su doc ngudn gdc;

o Coi trich dan 13 “déi pho” thay vi 1a mot phan cia nghién ctru.
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PHU LUC D: Huéng din sir dung Microsoft Word 2010 dé trich dén tai liéu

tham khio va trich din tai li¢u trong bai viét

D.1 Trich dén trong bai viét

Gia st hoc vién can trich dan doan van: “Quan h¢ gitra ngudi voi nguoi can phai hét

sttc chan thanh. Chan thanh, thiang thin, linh hoat 1 nhiing cach thirc quan trong va quy bau

nhét. Néu ban van dung chung mdt cach thich hop, khéng chi co thé danh bat moi trd ngai, ma

con c6 thé bay t6 duge thanh ¥ chan that ciia minh, tré thanh vii khi loi hai gitp ta c6 duoc sy

thanh cong trong su nghiép va cudc song.” Véi cac thong tin nhu sau:

- Téc gia: Ton Khai Thai

- Tén sach: Nhiing cau chuyén nho mang triét 1y 16n

- Nam xuét ban: 2008

- Nha xuat ban: NXB Hai Phong.

Cac budc can thuc hién:

(1) Nhap chudt vao cudi doan vin can trich dan.

(2) Trén thanh tiéu d¢, chon muc References nhu hinh sau:

References
AB,’, Next Footnote *

Show Notes

Mailings Review View

h, Undo || Insert Bibliograph R = 3 <
\~.'. s O = o s i L APA .
: 2 Refresh Open Mendeley -
Insertor  Merge 7 Smart Inserd Citations Bibliography ~
Edit Citation Citations *+ Exportas~ Style: v Lookup Citatid

(3) O 6 Style chon APA Seven Edition.

E‘ i 2 apa .

Insert Citations l_Bibliography'
Citation

B

(4) Nhap vao 6 Insert Citation, chon Add New Source, sé thiy bang sau:
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Type of Source Book E Language: Default B

Bibliography Fields for ARA
Author: | Thai, Khai Ton ) Edit...
Corporate Author:
Title:  Mhitng cdu chuydn nhd mang tridt Iy 1dn
City:
Publisher: MXB Hai Phéng

Year: 2008

Example: Dickens, Charles; Hemingway, Ernest

Show all bibliography fields

Type of Source: Tha0s cancel | [

(5) Pién day du thong tin theo yéu cau (Luu y: d6i voi tén tac gia Viét Nam, phai dao

nguoc vi tri ho va tén)

(6) Sau d6 chon OK. Poan vin ban s& duoc thé hién nhu sau:

“Quan hé giita ngudi véi ngudd can phai hét sire chéan thanh.Chéan thanh, thing thin,
linh hoat 13 nhitng céch thitc quan trong va quy bau nhit Néu ban vén dung ching mét cach
thich hop thi khéng chi ¢ thé danh bit moi tré ngai, ma con cé thé bay t6 dwge thanh ¥ chan
thét cia minh, trér thanh vi khi loi hai giup ta ¢6 dege su thanh cong trong s nghiép va cude
séng.” (Thai, 2008)

D.2 Lap danh muc tai liéu tham khao
bé 1ap danh muc tai liéu tham khao:
(1) Nhap chudt vao trang cudi ciing ctia bai bao cao.

(2) Trén thanh tiéu d¢, chon References, & 6 Bibliography chon Bibliography

. t

Citations . Bibliography * Insert  Insect Table — Mark

Camtinn Al Eiwae Entre ¢
Built-in
Ethograshy
DIBLIOGRAFMY
Chen, 1. (2005). Coasionr and Referemoex. New York: Contose Prom

Haas, 1, (2005), Croating o Foarmal Publication Boses: Proscwses, lac
Krumser, ). 10, (2006). Mow 8o Write Siboprapihien Chicape: Advesture Works Press

Works Ceed

WORKS CTTED

Chon, 1.(2005). Coaskons and Referemcer. New York: Connoso Pros
Haas, 1 (2005), Croating @ Farmal Pudlicarson Bomes: Prosrwaey, 1
Krnencr, ). . (2006). How bs Write Siblhographien. Chicape: Advestare Works Press
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(3) Noi dung xuét hién tai danh muc tai liéu tham khao nhu sau:

Akiyoshi, M., & Komoda, N. (2005). An analysis framework of enterprise documents

for business strategy design. Infernational Conference on Intelligent Agents,

Web Technologies and Internet Commerce, 65-69.

Bardi, J. A. (2017). Hotel Front Office Management. John Wiley & Sons.
Boonyarat, P., Richard, M., C., & Gary. B. (2014). Importance-Performance Analysis

based SWOT Analysis. Southampton: University of Southampton.
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PHU LUC E: Chu thich (Footnote)

Trong qua trinh viét bai, dé giai thich nhimg tir chuyén nganh, hoc vién can ghi trong

phan chu thich cudi trang.

(1) Nhap chuét phia sau tir can trich dan. Trong tab References chon Insert Footnote

References l
[ﬁ AB_‘, Next Footnote
g N

Insert Insert 1 Show Notes
Footnote Endnote

(2) Sau do, tur can trich dan s& dugc thé hién nhu vi du sau:

bing giita céc vi sao di dugc hinh thanh nén tir thé hé cua céc vi sao truée. Thoi gian trdi qua,
dam may bui va khi bang cham vao nhau, lién két lai v6i nhau hinh thanh nén céc hanh tinh, cac
sao chdi va cac hanh tinh nhé nhu ching ta biét dén ngay nay” (Khoa, 2013).3

(3) Pong thoi gb ndi dung can chu thich, phan cudi trang s& nhu hinh

3 Khi thyc hién trich din. Du “.” (chim) phai dit sau trich dan.
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PHU LUC F: Hu6ng din dinh dang vin bén

bé van ban bao cdo co6 tinh tham my, giap dé doc dé hiéu, va c¢6 bod cuc ndi dung rd

rang, bdo cdo nén dugc can chinh I, gach dau dong theo chuan.

Phéan biét 1€ van ban va ria trang giay

vy

101012 131 14 IQIS' 16 | 17

Lé trén

Gioi thlgn sd lwgc vé td chirc

Toa lac tas 56 8 Nguyén Vian Trang, Phuong Bén Thanh, Quén 1, Thanh pho Ho
‘Chi Minh (TP. HCM), trii qua hon 30 nam hinh thanh va phit trién, Truong Dai hoe
Hoa Sen luén 1a mét dia chi dao 120 ¢6 vy tin, dwoc nhiéu the hé sinh vién va phu huynh
\@anh gia cao vé chit lvong dio tao. i 254cem

| Vi dinh hudng tré thanh tromg dai hoc quéc té chuyén biét vé quan tri kinh,
‘doanh, du lich va thiét ké nghé thudt danh cho sinh vién Viét Nam va khu vye, HSU!
cung cip méi treong hoc tip quéc té nang déng, sang tao, ludn gan lién voi thyc!
tién doi song trong thoi dai 4.0 lién tuc thay d6i. Treong Pai hoc Hoa Sen mang|
dén cho sinh vién trai nghiém nam gia trj cot 151 dé lam chu va khing dinh ban thin
trong qua trinh hoc tip va khi ra truong: Tiéu chuan quéc té, Tén trong khac biét,.
Tinh thian doanh chu, Tinh thin khai phéng, Thuc hoc — Thye lam, Trai nghiém
song dong.
1.1.1. Chirc nang va nhi¢m vy

1111 Cocéutd chie va nhin s
4P Ban giam hiéu
* Cac Phong Ban
* Cac Khoa
1.1.1.2. So 6 t6 chirc

~e

D e s ik Shog Tristmg

. e =3 T ) - QP l z o |
o e )
e
s
-ﬂlﬂ
Oowe Mgl Whaa AL A "'
| SR
S Phbing T4
R
S
. hfnaulaid pla m

[ <3< 2on vi thude Trutmg Das hoc Hoa Sen
Cac 1 Bdng chuydn mbn

Hinh inh 1.1. S¢ 6 t5 chirc

\guén Website trudmg Dal hoc Hoa Sen

1.1.2. Tim nhin va st mang
Hop tic quoc té va Nghién ciru khoa hoc
Cac co s& dao tqo

Lé duéi
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Chinh 1& (Margins) van ban

(1) Chon muc thé Layout chon muc Margins

Insert Design Layout References Mailings

Last Custom Setting
Bottom: 2.54

Top: 2.54 crv

v i ] Line Numbers ~

cm, Left: 2.54 cm, Right: 2.54 cm

i Normal
| 1f Top: 2.54 cm, Bottom; 2.54 cm, Lef1: 2.54 cm, Right: 2.54 cm

Narrow
Top: 1.27 cm, Bottom: 1.27 cm, Left: 1.27 cm, Right: 1.27 cm

’ Moderate

p: 2.54 cm, Bottom: 2.54 ¢m, Left: 1.91 cm, Right: 1.91 cm

Custom Margins...

(2) Trong Custom Margins diéu chinh cac thong s6 theo yéu cau trinh bay tai thé

Margins va Layout

Document Document

Layout  Document Grid Marging [EETEE Document Grid
Top: [254cm | - Section —
. — Section start:  Continuous %] I —

Bottom: 264cm ° —_— -
Left: 3 cm —— ——
Right: 264cm  © = Headers and Footers —
Gutter: 0cm —_— Different odd and even  Se——

Gutter Position:  Left [

From edge:

Dxfferany %

Header: |126cm | ©

Pages Footer: 1.25 cm
Multiple Pages:  Normal B

Page

Vertical alignment:  Top B

Apply to:  Thi Numbers... Borders...
Applyto:  Selected sections [ to:  This section B ne s ers
Default._. Page Sotup... Cancel “ Default.., Page Setup... Cancel “

Tay chinh ky hiéu liét ké

(1) Chon th¢ Home nhép chuot chon ky hi¢u liét ké nhép dong Define New Bullet
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Recently Used Bullets

Bullet Library

Hone @ ® ® (o]

Document Bullets

IDefine New Bullet... I

+
Il
&
lul
>
«
N>
-
=

(2) Chon ky hiéu liét ké phu hop, dién thong s6 Bullet Position (khoang cach tir 1 trai dén

ky hiéu liét k&), va thong s Text Position (khoang cach tir 1& trai dén chir).

Customize Bulleted list

Bullet Character

Font... Bullet... Picture...

Bullet Position
Indentat: |1.27cm | 2

Text Position

Indent at: 1.9 cm v Add tab stop at:  1.27 cm

cancel (TSN
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PHU LUC G: Huéng din dinh dang miu trinh bay (Template)

Mau trinh bay (Template) 13 trang c¢6 bd cuc va dinh dang dugc thiét ké sin, nhdm giup

hoc vién tiét kiém dugc thoi gian va cong stic trong qua trinh viét bdo cdo. Ngoai ra, mau trinh

bay con giup hoc vién tu dong hda viéc tao muc luc cia van ban.

Dinh dang:

(1) Trong thé Home cic mau template dinh dang da duoc chia sin va phan theo dé muc

Heading 1,2,3,4,5,6.

-
Heading 3

AaBbCeDdE | AaBbCeDdE  AaBbCeDdEe  AABBCCD)  AaBbCeDdl  AaBbCeDdE
List Paragraph Normal No Spacing Heading 1 Heading 2
AIBCCDME | AaBBCEDAE  AabbGeOdle JAABBCCDI  AaBbCcDd]
Lt Paiagraph Nermal No Spating Headag 1 Meadeg 2
ABOCDME  AsBNCcDME.  AsBSCDAE: « | AaBb(
Mesarg 3 ety & Measng $ Tase
AMBBCCDAlr  AaBMCcDdfe  AoBDCcDdEe  AoBbCcDdfe  AaBMCANE
Sante Skt [mph (monans wievie (mp Cvote
CoNE: . ABaCeDolt MBsCcDolt  AaBbCcDdle LN
Intense Qucte  Subtie Reder Interne Refer Poca Tee Caghon
AABBOCDOL
TOC Heacing
@ Clear Formatting

(2) Bam chudt phai vao Heading 1 chon Modify

AaBSCCDIE | AaBbCcDdE

Lint Paragraph

AaBSCDLE  AaBDCDIE

Headeg 3 Headrg 4

AaBbCcDal

AcBbCeDate

Sudtite Sute (mph_

$aRSCIME: ANBCCOOE

tenie Quote

AABBCCDOE

TOC Meading

@ Clear Formatting

A2BCcDat e

No Spacing

AaBbCelDdE,
MHeadrg S

A28 cOcfte

(woraus

ArBaCcDokx

AABBCCDI | AaBbCebdl
» Update Heading 1 to Match Selection

Ay Select All 9 Instance(s)

Rename...

A3

tense [~ CGurte
AcBbCeDMe
Dook Tite Coapton

(3) Pinh dang kiéu trinh bay theo yéu ciu

Remove from Style Gallery
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Propecties
et | ]
Sty based o Y Nermad o
$2yte for fohowing Dar sy a0 I Normat 0]
: Tasteafomw. « 0« Ml ¢ v oo o 9]
= —

SAMILE VOUT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TENY

SAMILE TEXT SAMPLE TEXT SAMPLE TENT SMAMPLE TEXT SAMPLE TENT

AAMILE YT AAMPLE TEUT SAMPLE FEUT SAMPLE TEXE SAMPLE TRXY

AAMILE TEXT SAMPLE TEXNT SAMPLE FENT SAMPLE TEXT SAMFLE TENY
SAMFLE TN

Font (Jaan) +14eadngs Asan (Derg X Lt (Defaut) Temes New
Roman Boid, Bold, Fort color: Tewt 1, Al Caps, Cortared
Line acing 18 fren, Space

A 10 temphate
1 284 10 Quich Style Sat
Astomatcaly update

rome coce EEE

(4) Quét khdi dong, doan can dinh dang va chon Style trinh bay.
Chuwong I Livi gigi thitu ==  CHUONG I: LOT GIOI THIEU

(5) Riéng cac muc ndi dung vin ban thong thudng can luu y chinh vao dau dong 1.27 cm

(0.5 inch) cho cac doan van duoc dinh dang tai Format chon Paragraph

Fcrmat

Font...

[ Paragraph...
Tabs...
Border...
Language...
Frame...
Numbering...
Shortcut key...

(6) Chon Indentation Left 1a 1.27 cm (0.5 inch)

Paragrach
WSS e s Pago bresks  Askan Typograchy
Genaral
Algrment:  Let %]
Outioe Levet 8oy Tent [

Indentation

¥ CE

.. U - 7
RGhE Ocem .

Muror Indents

8 Asomatcally adkust right Indent when Gocument grid s Gefined

Spacing

Bafore: Opt <

Une spacieg: 156 kees [ A
After: Opt .

Don't #dd 5pace between Paragraphs of the same style
3 Seap to grid when document grid is defined

s
T e
s

e conce
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Céap nhat bang muc luc

Trong thé References chon Table of Content, chon kiéu muc luc.

AB; 1)) oy - -
(1) Word sé& hién thi:
CHUONG I: LOT MO DAU.......... I
CHUONG 2: QUI BINH CHUNG. 2
21 Kifu chif, o chi. 2
22 Canh 1 2
23 Dinh sé trang 2
24 Titu diide myc 3
(2) Néu mudn cap nhat
i Table of Contents ¥
Update Table...
Remove Table of Contents
Services =

(3) Chon hinh thtrc cap nhat va bAm OK
it Taig of Corsents

St oo of thep foloming opteaany:

1D uextate Bage rumben oty
Usdite erleg Lalie
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TAI TRUONG PAI HQC HOA SEN

Ma3 hiéu:
BAO CAO, TIEU LUAN, LUAN VAN

HUC DA Y CHUAN VIET
[A‘SDAIHOC UONG DAN QUY CHUAN V HD-LVTN/1123/HSU-SPH

HOASEN | 16T NGHIEP CHO HQC VIEN THAC ST | Ngay ban hanh: 12/11/2024

LAn ban hanh: 02

PHU LUC H: Huéng din chia phén trong viin ban (Section break)

- Section break trong vin ban: Section breaks trong thé Layout ngin giita cac phan
khac nhau cua tai liéu, cho phép dinh dang ting phan riéng biét. Vi du, ngudi soan thao mudn
mot phén dugc chia l[am 2 ¢t ma khong can ké thém cot vao tai liéu. Word cung cép mot vai
dang cua section breaks.

- Next Page: Tuy chinh ndy chén mot section break va bat dau phan méi & trang tiép theo
cua van ban.

- Continuous: Chén section break va cho phép tiép tuc phan mai trén ciing mot trang.

- Even Page va Odd Page: Nhiing tiiy chon nay thém section break va chuyén vin ban
vao trang 1¢ hodc chén tiép theo. Cac tiry chon nay c6 thé hiru ich khi ban can bat ddu méot phan

moi trén mot trang chan hodc 1¢.

Indent Spacing
9= left:  Ocm .+ L= Before:

Page Breaks
)

Page

Column

Section Breaks
|
[P Inserta

{ onthe r

Continuous
2 Even Page
4L Inserta section break ar

1 Odd Page

- Xo0a section break (thu cong)
(1) Nhap chon Home, trong phan Paragraph cac ban Nhap chon biéu twong Show/ Hide
trong van ban, s& hién thi Page Break

I Home Insert Design Layout References Mailings Review View

@
- Times NewR.. ~ 12 v A~ Av Ahc A/ > A

= =4
Paste B I UvveeXa X2/ A-Z-AVH @ [El= == &35S~
A

(2) Quét khdi vao cum Page break va badm Delete

Page Break 5
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HUGNG DAN QUY CHUAN VIET
BAO CAO, TIEU LUAN, LUAN VAN

DATHOC

Ma3 hiéu:
HD-LVTN/1123/HSU-SPBH

[A‘S HOA SEN

TOT NGHIEP CHO HQC VIEN THAC Si

Ngay ban hanh: 12/11/2024

TAI TRUONG PAI HOC HOA SEN

LAn ban hanh: 02

PHU LUC I: Miu bia sir dung cho cac tai liéu

- Logo truong Pai hoc Hoa Sen (Cap nhat nam 2025)
o Chiéu cao (Height): 2.4 cm
o Chiéu rong (Width): 5.0 cm

DAITHOC

HOA SEN

- Page Setup: Left (3.81 cm); Right (2.54 cm); Top (1.78 cm); Bottom (2.54 cm).

- Font chir: Times new Roman ;

- Str dung Cover Page trong Word Office: tai thanh Menu chon nhém 1énh Design =>

Chon Page Borders sé& hién thi bang nhu hinh bén duéi:

Borders and Shading ? X
Borders Page Border Shading
Setting: Style: Preview
____________________ Click on diagram below or use
None buttons to apply borders
(e—| I
Box
== =
Shadow I Q
color T
3-D
Automatic v
= width B g
g Custom 3pt o
nam Apply to:
Art: Whole document

(none) Whole document
This section

This section - First page only

This section - All except first page
p Ur pag I

Cancel

- Chon Page Border, tai phan Setting chon Box, chon Style phu hop.

- Luu ¥: Khi chon pham vi ap dung “Apply to” nén tao phan Section riéng cho cac trang

bia dé 4p dung.
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