TRUONG PAI HOC
TAI CHINH — MARKETING
KHOA QUAN LY CONG — BAT PONG SAN

PHU LUC
HUONG DAN TRINH BAY CO BAN BAI VIET KHOA LUAN TOT NGHIEP
HE PAI HOC CHINH QUY

DPé hudng dan sinh vién thuc hién théng nhat vé hinh thac trinh bay bai bao cao
Khoa luan tét nghiép, Khoa Quan ly cong — Bat dong san ban hanh Phu luc Huéng dan
trinh bay co ban bai viét Khoa luan tét nghiép (KLTN) nhu sau:
Huéng dan nay gom 3 noi dung:
o Két cau cna bai viét KLTN
o Céc quy dinh vé trinh bay bai viét KLTN
o Cac quy dinh khéc.

1. KET CAUBAI VIET KLTN

Hinh thirc trinh bay theo thi tw sau:

1) Trang bia chinh

2) Phu bia

3) Loicamon

4) Nhan xét cua don vi thuc tap

5) Ban nhan xét va danh gia KLTN cia GVHD

6) Ban nhan xét va danh gia KLTN cua GVPB

7) Nhat ky theo di tién d6 thuc hién KLTN cua GVHD

8) Nhat ky thyc tap tot nghiép tai don vi thuc tap

9) Muc luc

10) Danh muc cac ky hiéu, chit viét tit (néu co)

11) Danh muc bang biéu (néu c6)

12) Danh muc so do, mé hinh (néu co)

13) Noi dung KLTN, c6 thé tham khao nhu sau:
Phan Mé dau (2 — 4 trang)
Chirong 1: Co sé Iy lugn chung (khung Iy thuyét tir 12 — 15 trang)
Chirong 2: Gigi thiéu tong quan vé doanh nghiép, don vi nghién cizu (5 — 7 trang)
Chuong 3: Phan tich thyc tragng (30 — 35 trang)
Chirong 4: Gidi phap, Kién ngh; (5 — 7 trang)
Phan Két lugn (2 — 4 trang)



14) Tai li¢u tham khao
15) Phu luc (néu co)

Sé trang bai viét KLTN tir 60 — 80 trang (khong tinh cac trang muc luc, phu luc,
tai ligu tham khdo, loi cam on, cac phan ghi chu ...). Bai viet KLTN phdi cé dau xac
nhdn cia doanh nghiép, don vi thuc tap.

2. YEU CAU TRINH BAY BAI VIET KLTN

e Bai viét KLTN phai trinh bay ngan gon, rd rang, mach lac, sach s&, khong duoc tay
x04, c6 danh sb trang, danh s thir ty bang biéu, hinh v&, d6 thi. Bai viét KLTN thyc
hién theo: Phong chir (Font): Time New Roman

e Trinh bay va in ra trén gidy tring A4 (c6 thé in 1 mat hoac 2 mat nhung phai tach biét
ting phan, ting chuong) va dong kim, khong dong 16 xo.

e Tuan theo quy dinh trinh bay cho timg chuong, phan chinh, phan phu caa noi dung bai
viét, c6 thé tham khao nhu sau:
a. Soan thao van ban:

Kich co chir (Font Size)

Tiéu dé cip 1 cd ¢ chir 16 (danh cho tiéu dé Chuong, Phan m& dau, Muc Luc,

Phu luc, Tai liéu tham khao)

e Tiéu dé cip 2 c6 ¢ chir 1a 14 (danh cho tiéu dé cua 1, 2, ...)

e Tiéu dé cip 3 c6 ¢& chit 1a 13 (danh cho tiéu dé cua 1.1., 1.2. hogc 2.1., 2.2, ....)
e Tiéu dé cip 4 c6 ¢ chit 1a 13 (danh cho tiéu dé cua 1.1.1., 1.1.2., .....

e Tiéu dé thip nhit c6 ¢& chix 1a 13 (danh cho tiéu dé cua a., b., c.,...)

o Bai viét theo c& chir 13.

Khoang cach gitra cac dong (line spacing) la 1.5

Quy dinh trang giay

e Lé trén (top margin): 2,5 cm

e L& dudi (bottom margin): 2,5 cm

o L& tréi (left margin): 3,5 cm (da tinh khoang che cua gay sach)
e L& phai (right margin): 2,5 cm
e Header: 1,5cm
e Fooder: 1,5cm

Quy dinh vé header/footer cho phan bai viét chinh ciia bao cao/ khoa luan tét
nghiép
e Header: khong ghi théng tin

e Footer: danh sé trang ngay giira



Quy dinh danh sé trang

e Danh so trang “1” tinh tir trang dau tién cua phan mo dau cho dén hét phan két
luan.

Quy dinh vé doan viin (paragraph)

e Khoang céch gitra 2 doan van 1a 10 pts.

e Dong dau tién cua mdi doan thut dau dong 1.2 cm.

e Mot doan van thuong phai trén 1 dong. Khong dé mot dong don cua doan vin &
trén cung hodc dudi clng cua 1 trang gidy.

Quy dinh cac chuong

e Cic chuong bat dau tir mot trang méi. Tiéu dé cta chuong in hoa, chir dam va
canh gitra trang.

e Khoang trang giira tén chuong va doan dau tién Ia 20 pts.

Quy dinh thut diu dong cho cac tiéu dé

e Tiéu dé cp 1: sb thir tu dit cach 18 trai 3.5cm

e Tiéu dé cap 2: s6 thir ty canh thang dung vai chir dau tién cua tiéu dé cép 1

e Tiéu dé cp 3: sb thir tu canh thang dung vai chir dau tién cua tiéu dé cép 1

e CAc tiéu dé con lai danh s6 thut dau dong twong tu nhu trén

e Chir dau tién cua cac tiéu dé cach sb tha tw 0.5 cm

Vi du:

1. Phan loai hang hoa

1.1abcde

1.2 abcde

b. Bang biéu/hinh vé:

e Bang biéu, hinh vé& nén trinh bay theo chiéu dung. Cac bang sé liéu, hinh v& kich
c& nho nén dat clng vai bai viét chit trén cing maot trang giay. Truong hop bang
sb liéu 16n c6 thé trinh bay riéng mot trang giay.

e Bang sd liéu trinh bay rd rang, sé liéu ngan gon, so liéu canh phai. Ghi ré nguon
c6 s6 ligu.

e Trén bang s liéu phai c6 so thir ty Bang biéu, tén goi bang biéu (in dam), va don
vi tinh canh phai (néu cac chi tiéu c6 chung don vi tinh). S6 thir ty bang biéu di

cung Vi tén goi va canh gitra.



Vi du:

Bang 1: Két qua hoat dong kinh doanh ciia Cong ty TNHH Hoa Cat trong 3 nim
gan day 2020 -2022

Chi tiéu

Nam 2020 Nam 2021 Nam 2022

Pon vi tinh: triéu dong

Muc tang/giam (%)

Doanh thu

1.222

2021/2020 | 2022/2021
1.985 2.474

Nguon: Phong Tai chinh — Ké toan

e Panh sb tha t hinh v& (gach dudi), t8n goi hinh vé& (in dam) dat bén dudi hinh vé

Vi du: cach trinh bay Hinh vé

Hinh 1: Méi quan hé giira ....

A

»
»

Nguon: Cuc théng ké

Hinh 2: Co cAu ting truéng GDP cia Viét Nam nam 20xx

8,00%

7,20%
6,23% 6,33%
6,00%
3,79%
4,00%
0,00% T T T
Tangtrudng Nong, Lam Cong Dichwvuy
GDP 2008 nghiép, Thay nghiép, xay
haisan dung

Nguon: Téng cuc thong ké Viéet Nam




c. Viét tat:

Khéng lam dung viéc viét tit trong KLTN. Chi viét tit nhiing tir, cum tir hoic
thuat ngit dugc st dung nhiéu lan trong Khéa luan TN. Khéng viét tit nhitng cum tur
dai, nhitng ménh dé; khéng viét tit nhitng cum tur it xuat hién trong KLTN. Néu can
viét tit nhirng tir, thuat ngit, tén co quan, t6 chic, ... thi duoc viét tit sau lan viét thir
nhat c6 kém theo chir viét tat trong ngoiac don. Néu KLTN c6 nhiéu chir viét tat thi
phai c6 bang danh muc cac chir viét tit (xép theo thi tw ABC) & phan dau KLTN. Viét
tat cac thuat ngit va cum tir nuéc ngodi phai theo quy dinh qudc té.

d. Tai liéu tham khao:

Viéc trich dan phai theo sé tht tu cua tai liéu & danh muc Tai liéu tham khao va
dugc dat trong ngodc vudng, khi can co ca s trang, vi du [16, tr.314-315]. Di Voi
phan duoc trich dan tir nhiéu tai liéu khac nhau, sé cua céc tai lidu d6 duoc dat trong
cling mot ngoac vudng, theo thir tu tang dan, vi du [5, 21, 49]. B4i véi céc tai liéu lién
tiép, dung gach ndi gitta cac s6 thir tu cua tai lidu trich dan, vi du [7-11].

3. YEU CAU KHAC
« Nop Khoa luan tét nghiép:

o 1 quyén déng kim bia ciang va chen mau theo nganh/hé dao tao, yéu cau nop
dang han (nop truc tiép GVHD hoic theo yéu cau caa GVHD). Khi nop bai sinh vién
lwu ¥ can Ky tén vao bang diém dé xac nhan nop bai.

= Chuyén nganh Hai quan: mau xanh dwong, gay keo mau xanh dwong

= Chuyén nganh Thué: mau héng, gay keo mau héng

= Chuyén nganh Tai chinh cong: mau vang, gay keo mau vang

= Chuyén nganh Kinh doanh bit ddng san va chuyén nganh Thim dinh gia: mau
xanh 14, gay keo mau xanh la.

o 1 File mém chira ndi dung KLTN. Sinh vién nop file cho GVHD, dit tén file nhu
sau: KLTN_TENLOP_MSSV_HO TEN.pdf
Vidu: KLTN 21DTX 123456 NGUYEN VAN A.pdf

o GVHD tap hop céc file caa sinh vién thuoc nhom minh huéng dan va giri vé Khoa
quan ly qua email: khoaglc-bds@ufm.edu.vn va dat tén file nén/folder nhu sau:
NAM_KLTN_TEN CHUYEN NGANH/KHOA_GVHD
Vidu: 2024 KLTN _21DTX NGUYEN VAN A

e Phong chit trén trang bia chinh theo chuan quy dinh (mau bia)

e Trang bia phu: gidy tring A4 ghi rd tén dé tai, thong tin SV va GVHD theo chuan quy
dinh nhu trang bia chinh
e Muc luc: Sinh vién bit bugc phai ding chirc ning Insert + Index and Tables of

Contents ciia phan mém MS. Word dé tao bang muc luc.


mailto:khoaqlc-bds@ufm.edu.vn

MAU TRANG BIA CHINH, MAU BIA CUNG VA GAY KEO THEO MAU CHUYEN NGANH
BO TAI CHINH
TRUONG DAI HOC TAI CHINH - MARKETING
KHOA QUAN LY CONG - BAT PONG SAN

(Time new roman _ cd chit 14)

HOQ VA TEN SINH VIEN
(Time new roman _ bold c& chir 14)
MSSV: 12345678
Lo6p:....Chuyén nganh: ........

(Time new roman, c& chit 12)

TEN PE TAI CUA KHOA LUAN TOT NGHIEP

(Tuy theo d6 dai cta tén dé tai, sinh vién tiy chon ¢& chit cho phu hop,

Time new roman _ bold, c¢& chit ti thiéu 16)

KHOA LUAN TOT NGHIEP

(Time new roman_bold_c& chir 20)

GIANG VIEN HUONG DAN: cooveeeeeeenenenennns

(Time new roman_bold_c& chir 14)

TP. HO CHi MINH, THANG....NAM....202..

(Time new roman, 12)




MAU TRANG BIA PHU. BIA MONG

BO TAI CHINH

TRUONG DAI HOC TAI CHINH - MARKETING
KHOA QUAN LY CONG - BAT PONG SAN

= ) g

(Time new roman _ c& chir 14)

HOQ VA TEN SINH VIEN
(Time new roman _ bold c& chit 14)
TEN PE TAI CUA KHOA LUAN TOT NGHIEP
(Tuy theo d6 dai cua tén d8 tai, sinh vién tuy chon ¢& chit cho phi hop,

Time new roman _ bold, c¢& chit ti thiéu 16)

Lop: ool
Chuyén nganh: ............

Chuong trinh Chuan/CLC: ......
Khoéa hoc: ..........

(Time new roman, c& chir 12)

KHOA LUAN TOT NGHIEP

(Time new roman_bold_c& chir 20)

GIANG VIEN HUONG DAN: coveeeeeneeenenenannnn

(Time new roman_bold_c& chir 14)

TP. HO CHI MINH, THANG.....NAM....202..

(Time new roman, 12)




~ TRUONG PAI HOC CONG HOA XA HOI CHU NGHIA VIET NAM
TAI CHINH — MARKETING Poc lap — Tu do — Hanh phc
KHOA QUAN LY CONG - BAT PONG SAN

LOlI CAM ON

Tp. HO Chi Minh, ngay .....thang .....ndm ...
(SV Ky va ghi r6 ho tén)



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phac

BAN NHAN XET VA PANH GIA CUA PON VI THUC TAP

HO VA TEN © .o MSSV ..o,
CHUYEN NGANH oo e, LOP. oo
DI T AL & oo e,
PON VI THUGC TAP: ..ottt

NHAN XET CUA PON VI THUC TAP:

Tp. Hé Chi Minh, ngay thang Y P

PON VITHUC TAP
(Ky, ghi rd ho tén va dong dau)

Lueu Y Sinh vién dién day di théng tin ¢ cac hang chera trong 6 trén va déng vao KLTN



TRUONG DAI HOC CONG HOA XA HOI CHU NGHIA VIET NAM

TAI CHINH — MARKETING DPoc 1ap — Tw do — Hanh phuc
KHOA QUAN LY CONG - BAT PONG SAN

BAN NHAN XET VA PANH GIA KHOA LUAN TOT NGHIEP
(DANH CHO GIANG VIEN HUONG DAN)

HO VA TEN ©ooeeeeeeeee e MSSV ..o,
CHUYEN NGANH oo LOP.oooooeoeeeeeeeeeeeeeens
DI T A L oo e e
GIANG VIEN HUONG DAN-: ..o,

1. NOI DUNG KHOA LUAN TOT NGHIEP:

% Diém danh gi4 qua trinh:....... / 10 (diém)
< Piém Bai viét KLTN:.......... / 10 (diém)
Tp. Hé Chi Minh, ngay thang Y R

GIANG VIEN HUONG DAN
(Ky va ghi rd ho tén)



~ TRUONG DAI HQC CONG HOA XA HOI CHU NGHIA VIET NAM
TAI CHINH — MARKETING Poc lap — Tu do — Hanh phc
KHOA QUAN LY CONG - BAT PONG SAN

BAN NHAN XET VA PANH GIA KHOA LUAN TOT NGHIEP
(DANH CHO GIANG VIEN PHAN BIEN)

HO VA TEN oo MSSV ..o,
NGANH © oo, 0 = R
5 O 7Y OO
GIANG VIEN PHAN BIEN: ....ooooiiiiicceeeecee et nee s

1. NOI DUNG KHOA LUAN NGHIEP:

< Piém Bai viét KLTN:....... /10 (diém)
Tp. Hé Chi Minh, ngay thang Y R

GIANG VIEN PHAN BIEN
(Ky va ghi rd ho tén)



DANH MUC TU VIET TAT

Chir viét tat Nguyén nghia

DANH MUC SO PO, MO HINH
SO A0 L.2: oottt ettt ettt ettt 10 (s trang)

MO NINN 2.0 e e 15

DANH MUC BANG BIEU

BANG L. L e 15 (s trang)

TRUONG PAI HOC




TAI CHINH - MARKETING
KHOA QUAN LY CONG - BAT PONG SAN

NHAT KY THEO DOI TIEN PQ THUC TAP TOT NGHIEP

Ho VA tén Sinh VIBN: ......cooiiiiiiee e MSSV:..iiii LOp: v,
NGANN: .. Chuyén nganh:..........cccoocevvrinennnnn.
Ho va tén giang vien huONG GAN: .......c.cvoveieeieeeeee ettt

Lan Ngay

Néi dung yéu cau SV thuc hién

Pia diém gip
sinh vién

SV ky tén nhan
nhiém vu

Lueu y: Sinh vién déng phiéu nay vao bai Khoa ludn tot nghiép. Trieong hop sinh vién bi nging lam
bai KLTN thi gidng vién hwéng dan gii Phiéu nay vé Van phong Khoa tai thoi diém dé nghi tam

ngung lam KLTN.

Tp. Ho Chi Minh, ngay thang nam 202
Gidng vién hwéng dan

TRUONG PAI HOC




TAI CHINH - MARKETING
KHOA QUAN LY CONG - BAT PONG SAN

NHAT KY THUC TAP TAI PON VI THUC TAP

Ho VA tén Sinh VIBN: ......ccooiiiiii e MSSV: ., LOp: v
NGANN: e Chuyén nganh:..........cccoceveinennnnn,
8D 07y T I 1 1F (o 1 ST RROTPR

| Tienea Pon vi tiép nhan sinh
Tuln | 2F P8y Noi dung cdng viéc vién thuc tap ky tén
dén ngay... wac nhan

1

2

3

4

5

Luew y: Sinh vién dién ddy du thong tin cia minh va déng phiéu nay vao bai KLTN

Tp. Ho Chi Minh, ngay  thang ndam 202
DPon vi thuc tgp/Ngwoi hwéng dan

MUC LUC Trang



PHAN MO DAU oo oo e, 1

[0 & L0020 L C N TR 8
1. KRAQUAL ... 9
2. ...

CHUONG 2: oot 10
L
CHUONG 3: ...t 20
CHUONG 4: ...t 35
PHAN KET LUAN ..ottt ten st en s 55
TAI LIEU THAM KHAO .....cocoiiciieceteeeeeeeeeee e,
PHU LUC

TAI LIEU THAM KHAO



Tiéng Viét (theo ABC)
1. Ho6 Ngoc Can, (1999) Hoi dap vé thué gia tri gia ting, NXB TPHCM,

2. Nguyén Hong Thang, (1998) Thué, NXB: Théng Ké

3. Poan Thi Hong Van (2001), Mét sé gidi phdp day manh qud trinh héi nhdp cua
Hdi quan Viét Nam véi Hdi quan cdc nwéc, Cong trinh NCKH cap Bo, Truong Dai
hoc kinh t¢ TPHCM, TPHCM.

Tiéng Anh

1. IFAC: Cash Basis IPSAS Issued (January 2003 Updated 2006 and 2007), Financial
Reporting Under the Cash Basis of Accounting

2. Asean (2003), E-Asean framework agreement - Preamble (Signed by Countries

leaders), Thailand.
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