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® 1. PAC PIEM CUA VAN BAN BAO CAO
1. Poc cac van ban sau:
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Bic Ninh, ngay 28 thang 11 nam 2003.
| BAO CAO
Ve két qua hoat dong chao ming ngay 20 - 11
Kinh guri : Ban Giam hiéu Truong THCS Tran Quoc Toan.

bé thiét thyc chag mung Ngay Nha giao Viét Nam 20 - 11, huong img dot phat dong thi
dua 1am nhiéu viéc tot cia Ban Giam hiéu nha trudng, trong thang 11 vua qua, 16p 7B da co
nhiéu hoat dong dat két qua t6t, cy thé 14 :
1, Vé hoc tap : Ca 16p da c6 86 tiét hoc dugc xep loai t6t, Ca 16p dugc 16 diém 10, 25 diém
trong d6 ban Lé Vin 1a ngudi dat nhidu diém 9 va 10 nhat. Trong sb 45 ban chi con 2 ban bi
diém duéi trung binh.
2, Vé ki luat : Ca 16p khong ban nao di hoc muon, khong ban nao bi thay, c6 gido nhic nho
trong gid hoc, khong xay ra diéu gi anh hufO’ng t61 viéc hoc tap cua lop
3, Vé lao dong Lop da tham gia lao dong tap thé 3 budi theo lich cta nha truong : don v¢
smh cham soc va bao vé cay. Két qua cac budi lao dong déu tot, 4 ban nghi co li do.
4, Cac hoat dong khac : Lop da tham g1a 2 tiét muc trong budi bidu dién vin ngh¢ cua nha
truO’ng, lam dugc mot to bao tudng véi chu dé chao mung ngay 20 - 11.
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Thay mat |6p 7B
Lop trwéng
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Van ban 2

CONG HOA XA HOI CHU NGHIA VIET NAM
Padc lap - Tw do - Hanh phuc.

Nam Dinh, ngay 08 thang 09 nam 2003.

BAO CAO
Ve két qua quyén gop ung ho cac ban hoc sinh vung li lut.

L Yo i e

) Kinh gti : Téng phu trach Béi Trwdng THCS Nguyén Van Trbi.

Hwéng (rng phong trao quyén gop gitp d& dong bao vung ld lut vwot qua nhirng kho khan
thién tai gay ra, I&p 7C da tién hanh quyén gop dwoc mdt sd qua glri cac ban hoc sinh ving
10 lut nhw sau :
; 1, Quan 40 : 6 bd

2, Sach vé : 12 bd sach gido khoa cii (I6p 6 ) va 30 quyén vé hoc sinh.

3,Tién: 100.000 ddng.
Téat ca cac ban déu dong gop, tng hd. Trong dé ban Hoang Ha 1a ngwdi ting hd nhiéu nhat :
1 b6 quan 4o va 20.000 dong.

Thay mat Iép 7C
Lép trwdng
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PAC PIEM CUA VAN BAN BAO CAQ
1. Poc cac van ban sau:
2. Nhan xét :

- Muc dich: dé trinh bay vé tinh hinh, su viéc va cac két qua dz:
dugc cia mot ca nhan hay tap thé.

+ Noi dung :




Bao cdo vaii ai? ]

,——“[ Ai hao cao? ]

NoOi dung van ban
bao cao

[Bau cao van de gi? )

| Bao cao dé lam gi? ]
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PAC PIEM CUA VAN BAN BAO CAQ
1. Poc cac van ban sau:
2. Nhan xét :

- Pé trinh bay vé tinh hinh, su viéc va cac két qua dat duoc cu
mot

ca nhan hay tap thé.
+ Noi dung :

+ Hinh thic: trinh bay trang trong, ro rang va sang sua.




tlay dan ra mét s6 truong hop can viét bao cao
ﬁ trong sinh hoat va hoc tap o truong, 16p em.
J



II. CACH LAM VAN
BAN BAO CAO

1. Tim hiéu cach lam van ban

bao cao:

- Quéc hiéu, tiéu ngir

- Dia danh, ngay, thang, nam;

- Tén van ban bao cao;

- Noi guvi;

- Li do, dién bién, két qua;

-Ki tén, ghi ré ho tén, chirc vu.
- Muc quan trong:Bao cao cua
ai? Bao cao vai ai? Bao cao vé
viéc gi? Két qua cu thé ntn?

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

Nam Dinh, ngay 8 thang 9 nam 2003

BAO CAO
Vé két qua quyén gop ung hé cdc ban hoc sinh ving Ii
lut

Kinh gti: Téng phu trach déi truéng THCS
Nguyén Van Troi

Hwéng rng phong trao quyén gop giup d& déng
bao vung |U lut viwet qua hirvng khd khan do thién tai
gay ra, I&p 7C da tién hanh quyén gop dwoc mot sb
qua gl cac ban hoc sinh vung Il lut nhw sau:

1) Quan 4o: 6 bd

2) Sach vé: 12 b sach giao khoa cii(lép 06) va
quyén v& hoc sinh

3) Tién: 100 000 déng

Tat ca cac ban déu dong gop, ung hd.

Trong do ban Hoang Ha la nguoi ing hé nhiéu rki
1 b6 quan 4o va 20 000 déng
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Dan muc moét van ban bao cao

Mot van ban bao cao can phai ¢6 cac muc sau: 7 muc







*Luu v:
- Tén van ban can phai viét chit in hoa, kho chif to

ngit , tén van bdn, noi nhdn va néi dung, moi phan cdch nhau 2 — 3

§ Trinh bay van ban can sang sua, can doi: cdc phdn quoc hiéu va tiéu
gong, khong viét sat 1€ gidy, khong dé phan trén va phan dudi trang

iay c6 khoang trong qua 1én.

* Cdc muc can chii y:
- Tén ca nhan hay to chic bao cao

- No1 nhan bao cao

% - No1 duﬁg bao cao



Bai tap:

Viét mot van ban bao (chi ra cac noi dung, hinh
thirc,phan, muc duoc trinh bay trong van ban
do.



IV.Hudéng dan hoc ¢ nha:

-Viét hoan chinh mot van ban bao cao.
-Hoc thudc long ghi nho.

-Soan tiét luyén tap vé van ban dé nghi va
bao cao.
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