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KY NANG VIET BAO CAO VA THUYET TRINH
Viét email

Vién Cong nghé théng tin va Truyén thong
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Noi dung ly thuyeét
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Gigi thiéu Vién CNTT va CTDT
Gidi thiéu chung vé CNTT

Ky nang lam viéc nhém

Ky nang nghién ctu

K{ nang viét bao céo va thuyét trinh
Phan clrng va mang may tinh

Phan mém may tinh

Internet va rng dung

Lap trinh va ngon ngtr 1ap trinh

. Co s& dir liéu va Hé thong thong tin
. Pao dirc may tinh

. Co hoi nghé nghiép

. Twong lai va tam nhin

. Demo quan tri duw an

. Téng két
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Mot so 16i khi gri email

= Khéng ¢ tiéu dé

= Khong gid¢i thi€éu ban than
= Mail chwa viét xong da guri
= Quén file dinh kem
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Tén emall

= Tén email thé hién tinh chuyé&n nghiép cda ban
= Néu g email quan trong, khong dung email la:
= tén nwdc ngoai: AH3PAN HryeH i &

= Tén khong lién quan dén tén that: cobemongmo@...,
nguoixala@...

= Tén khong co0 y nghia: abc@...
= Tén dé bj coi la spam
= Néu glri email quan trong, nén dung email gan
v&i co quan, tb chire
= Tao email gan v&i tén ban
* ten.hodem@...
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Cac bwéc viét 1 email

= Gan file

= DAt tiéu dé

= Viét ndi dung

= Kiém tra lai ndi dung va file dinh kém
= Nhap dia chi ngwdi nhan

= G emall
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= Nén gti nhirng file cé ndi dung dé mo
nhw pdf, doc

= Hoan thién xong file m¢&i dinh kem

= Pat tén file dinh kem:
= Tén day du, rd rang
= Khéng dung ky hiéu la trong tén file

Nhap mon CNTT&TT 6



Tiéu dé email

= Tiéu dé mail s& mé& dau hodc két thic cau chuyén cla
ban ngay lap twc.
= Quén tiéu dé khéng nhirng gay kho chiu cho ngudi doc
vi chang biét email dé néi vé céi gi, ma con gay kho
khan khi tim kiém
= Tiéu dété: G chi
= Tiéu dé tét: Gri chi tai lieu ABC
= Vai tro cla tiéu dé:
= Tém tat lai ndi dung Email
= Gilp nguwdi doc nhan biét mirc dd quan trong ciia Email
= Gilp viéc tim kiém lai Email sau nay tr& nén dé dang
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No6i dung email

= Khi nao nén dung email:
= Gui tai liéu
= Pat lich hen
= Bién ban hop

= Noi dung dé hiéu, in dm thong tin quan
trong

= Ngon tw lich sw, ton trong ngwoi nhan

= Néu trao dbi cdng viéc > Chat truc tiép
sé nhanh hon.
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No6i dung email

KHONG NEN:

= Tam sw trong mail

= Viét qua dai

= Viét tiéng Viét khdng dau

= Viét sai chinh ta

= Viét tat, viét 1an tiéng Viét va tiéng nwdc ngoai

= DuUng nhiéu icon, emoticon

= Viét toan bd bang chir hoa > cam giac gian di
hoac ra lénh

= Viét font khédng déu, in dam in nghiéng bira bai
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Loi chao trong mail

= L&i chao:
= Gwi chi Hanh,
= Dear anh Phuc,
= Lich su:
= Xin chao Nam,
= Dear Phuong,

= Than thién:
= Hi Hoang,
= GUi Hau,
= Khac biét:
= Con thé khéng Susu?
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Két thic email

= Théng thwdng: Mong tin tot lanh!

= Lich sw: Tran trong,

= Than thién: Than ai, thAn mén

= Chir ky: dée ngwo’l khac tim hiéu thém vé

ban, dé tao an twong. Va:

= 1 cau cham ngon ban yéu thich/ 1 cau hai la.
Vd. “Sé ra sao néu khéng ai biét dém?”

= Link mdt vai website hay dw an cua ban
= Thong tin lién lac khac cua ban (ngoai dién
thoai, mail)
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Mot s6 quy tac khi glri email

Quy tac 48h: Tra I&i e-mail trong vong 48h tw
khi ban nhan dwoc e-mail cua moét ai do.

Khong gtri last minute e-mail: Vi du, ban gui e-
mail ltc 14h, yéu cau 16h phai xong

Khéng bao gi& giri spam.

Tao ché dé thu hdi mail dé thu hoi khi da 1& g
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Mot s6 quy tac khi glri email

Khi forward mot e-mail nao do, ban can phai co
s ddng y cua nguwdi chu email do.

Pirng gii bat ctr e-mail ndo ban khéng mudn
cong khal.

K
K

nOng bao gid gwi e-mail khi ban dang gian di.

nOng s dung e-mail cdng viéc/co quan cho

muc dich ca nhan.
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