SO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap — Tu do — Hanh phiic
TRUNG TAM GDTX LE QUY PON

S 135/KH-GDTX LQP Thanh phé Ho Chi Minh, ngay 05 thang 6 ndam 2024
KE HOACH
Té chirc 16p pho cap Tin hoc cho Trung tAm hoc tip cong dong dia phwong
Nam 2024

Can ctt K& hoach hoat dong hé nam 2024 cua Trung tdm Giéo duc thuong
xuyén Lé Quy Don;

Cin ctr dieu kién thyc té vé co so vat chat va doi ngii gido vién cua don vi,
Trung tam Giao duc thuong xuyén Lé Quy Don xay dung ke hoach t6 chic 16p
pho cap Tin hoc cho cac Trung tdm hoc tap cong dong trén dia ban quan 1 nhu sau:
I. MUC PiCH, YEU CAU:

- Phoi hop vai cc Trung tam hoc tap cong dong trén dia ban quén 1, to chuc
16p pho cap Tin hoc cho ngudi dan cu ngu trén dia ban quan.

- Giup nguoi hoc biét va thuc hién dugc viéc soan thao van ban va sir dung
bang tinh Excel. ’

- Hinh thanh cho ngudi hoc mot so k§ néng str dung cong cu, ky néng thuc
hanh tin hoc dé tao ra san pham phuc vu cho cudc song hang ngay.

- Dép (ing nhu cau van dung kién thirc, k§ ning da hoc vao thyc tién doi song,
san xuat, kinh doanh va nhu cau chuyén doi so...

I1. POI TUQNG, NOI DUNG VA TAI LIEU
1. Péi tuong: ’
Nguoi dan dia phuong sinh song trén dia ban quan 1.
2. Noi dung: ‘
Kien thic, k§ nang tin hoc vé soan thao van ban nang cao va su dung bang
tinh Excel co ban.
3. Tai liéu: ,
Giao trinh ly thuyét va thuc hanh do gido vién Trung tdm Giao duc thuong
xuyén Lé Quy Pon bién soan.
I11. TO CHU'C LOP HOC:
1. Thoi gian hoc, s luong hoc vién:

- Thoi gian hoc: tur ngay 01/7/2024 dén ngay 31/7/2024,

- 2 budi/ tuan, tir 9 gio 00 den 11 gio 00, thur Ba va tha Nam

- S6 lugng hoc vién: tir 05 hoc vién dén 20 hoc vién/ 16p.



2. Pang ky:

- Nop danh sach ngudi hoc (theo mau dinh kém) vé Trung tam Giéo duc

thuong xuyén Lé Quy Don.
- Han chot: ngay 30/6/2024.

- Lién hé: Phong Hanh chanh 39105132; thay Tran Minh Luan 0983665493

3. Pia diém hoc:

Trung tdm Gido duc thudng xuyén Lé Quy Pén, sé 92 Nguyén Pinh Chiéu,

phuong Pa Kao, quan 1.
4. Giao vién phu tréach:

Giao vién Trinh do Dién thoai, email
A Ctr nhéan 0931151677
Vuong Tran Minh Phuong Su Pham Tin hoc vtmphuong82@gmail.com

IV. CONG TAC PHOI HQP

1. Trung tdm Giao duc Thuong xuyén Lé Quy Pon

- Xay dung ké hoach va t6 chirc 10p phd cap Tin hoc cho c4c Trung tim hoc
tap cong dong dia phuong trén dia ban quan 1.

- Phan c6ng gido vién, chuan bi co so vat chat, tai liéu.

- Bao c4o két qua to chirc 16p cho So Gido duc va Pao tao.

2. UBND phuong, Trung tdm hoc tip cong dong phudng

- HO tro thong tin to chirc 16p hoc dén ngudi dan trén dia ban.
- Trung tam hoc tap cong dong 1ap danh sach nguoi hoc giri vé Trung tdm

Giao duc Thuong xuyén L& Quy DPon.

Trén day la Ké hoach to chue 1op phd cap Tin hoc cho cac Trung tdm hoc
tap cong dong tai dia phuong, rat ‘mong dugc su hd tro cua quy lanh dao, cua
quy Ban nganh doan thé dé c6 thé thyc hién hiéu qua viéc dap tmg nhu cau hoc

tap cua nguoi dan ./.

Noi nhan:

- Phong GDTXCNDH,;

- UBND phuong;

- Trung tdm hoc tip cong dong phuong;
- Luu VT.

Lam Minh Xuan Trudng
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(7 budi — 1 bai/ 1 budi)

Buoi

Tén bai

Phén 1. Céc cong cu hd tro soan thao vin ban Word (3 budi)

Budi 1 Bai 1 Mot s cong cu hd trg soan thao vin ban nang cao
Bubi 2 Bai 2 Thuc hanh soan thao van ban nang cao
Bu6i3 |Bai3 Thue hanh soan thao vin ban ning cao (tiép theo)

Phin 2. Sir dung bang tinh Excel co ban (4 budi)

Buoi4 |Bai4 Thiét 1ap cac phép toan co ban trong Excel
Budi 5 Bai 5 Thyc hanh tinh toan co ban trong Excel
Budi6 | Bai6 Cac ham thong dung trong Excel

Buoi 7 Bai 7 Thyc hanh sir dung Ham trong Excel
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