TRUONG PAI HOC HONG PUC CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA NGOAI NGU DPoc lap - Tw do - Hanh phic

Thanh Hoéa, ngay 10 thang 9 nam 2021

QUY PINH
NQI DUNG THUC TAP NGANH NGON NGU ANH

Thyc hién muc tiéu, chuong trinh va ké hoach dao tao nganh Ngén ngit Anh; sau
khi két thic phan hoc Iy thuyét, sinh vién hoc nganh Ngon ngir Anh s& duoc sap xép di
thuc tap trong thoi gian 2 thang (theo thoi gian quy dinh cta nha truong) tai cac co sé
thuc tap. Hoc vién d3 c6 bang cao ding, dai hoc, theo hoc lién thong chuong trinh
Ngon ngit Anh, thuc tap thoi gian bang %2 sinh vién chinh quy.

1. Muc dich thuc tap

- Thong qua dot thuc tap, sinh vién hiéu biét tinh hinh thyuc té vé cong viéc cua
mot bién - phién dich vién, chuyén vién tiéng Anh tai cac co s& thuc tap, nham gan
lien kién thirc 1y luan, ky ning nghé nghiép vai thyc tién dé cung cb kién thire da hoc;

- Gilip cho sinh vién van dung kha nang 1ap luan, phan tich va giai quyét van dé
trong thuc tién 1am viéc tai cac don vi; phan tich muc tiéu cong viéc, trién khai cac giai
phap va khuyén nghi trong qué trinh thuc hién nhiém vu chuyén mén;

- Trén co s& di chiéu, so sanh gitta Iy luan voi thuc tién nham bd sung, hoan
chinh kién thirc da duoc trang bi trong nha truong;

- Tir co so Iy luan va thyc tién cong tac bién-phién dich vién, chuyén vién tiéng
Anh dé phét hién cac han ché bat cap trong thuc tién, tir d6 hinh thanh y tudng, cac dé
xuat phuc vu cho viéc viét bao cao thuc tap.

2. Co s6 thuc tap

Sinh vién c6 thé ty tim noi thuc tap phd hop cho minh. Trong trudng hop sinh
vién khong tim duoc noi thuc tap, nha truong, khoa sé két ndi voi cac doanh nghiép,
cac don vi ¢6 lién quan dén linh vuc bién, phién dich, giai quyét cong viéc bang tiéng
Anh dé giéi thiéu sinh vién di thyc tap. Cu thé, sinh vién c6 thé lién hé thuc tap &
nhiéu vj tri lién quan dén chuyén nganh Ngén ngit Anh, nhu:

e Bién dich vién, phién dich vién trong cac cong ty, co quan ngoai giao, co quan
truyén théng, cac s& ban nganh, cac to chic kinh té, xa hoi cua Viét Nam va qudc té;
dich thuat cho cac nha xuat ban, trung tam phat hanh sach, béo, tap chi, dai truyén
hinh,...

e Tham gia cdng tac truyén thdng, té chuc sy kién, thu ky, tro 1y, ... trong céc
cong ty ¢ yéu td nudc ngoai;



e Tham gia huéng dan, tu van tai cac cong ty du lich, Iir hanh, nha hang khach
san, cac diém van hoa du lich ¢6 sir dung tiéng Anh trong giao tiép véi khach hang,
doi tac nudc ngoai;

Va nhitng co s& khac dap ung da diéu kién, duoc sy chap thuan cua nha truong.

3. Nhiém vu thue tap

Noi dung 1: Lap ké hoach thue tip

Sinh vién/hoc vién lap ké hoach thuc tap (Phu luc 3) vao tudn dau tién cua
chuong trinh thyc tap, c6 tham khao y kién ctua gido vién hudng dan, ké hoach thuc
tap phai c6 xac nhan cua don vi thyc tap. K€ hoach thyc tap dugce trinh bay bang tiéng
Viét.

Noi dung 2: Thyc tip tong hop

béi v6i nodi dung nay, sinh vién phai thyc hién cadc nhi¢ém vu chu yéu sau:

2.1. Tim hiéu tinh hinh chung ciia don vi thue tap:

- Tim hiéu vé co cau to chac, nganh nghé caa co sé thuc tap;

- Tim hiéu vé noi quy quy dinh, chtrc nang nhiém vu cua cac phong ban tai co so
thuc tap;

- Lam quen véi cac cdng Viéc van phong;

- Phu gilip mot sb cdng viéc vin phong dugc giao;

- Tim hiéu cac cong viéc ctia don vi can dén tiéng Anh va cong tic bién-phién
dich tiéng Anh.

2.2. Thue hién cac nhiém vu ciia bién - phién dich, chuyén vién tiéng Anh:

- Phu trach sap xép, quan Iy hd so ctua phong (H6 so nhan vién, cong vin di, cong
van dén, hd so trinh ky... bang tiéng Anh);

- Nghién ctru cac van ban bang tiéng Anh;

- Bién dich céc tai liéu lién quan dén cac hoat dong cua don vi thuc tap (Anh-
Viét, Viét- Anh);

- DBanh gia 04 ban dich Anh — Viét hoac Viét — Anh trong linh vyc van phong,
kinh doanh, xa hoi (1) dang van hanh tai cong ty thuc tap, (2) cac van ban thuoc giao
dich tai cong ty thuc tap; (3) cac van ban/hop ddng. Mdi ban dich c6 do dai t6i thiéu
300 tir, mdi ban danh gia c6 d6 dai téi thiéu 250 tir. (Hoc vién phai dinh kém ca ban
dich va van ban goc trong bao cao khi danh gia).

- banh may van ban, photo tai liéu;

- Phién dich cho céac budi phong van, hop, hoi nghi, ...

- Hoc tap téc phong, (g xtr ciia mot bién - phién dich, chuyén vién tiéng Anh;

- Tham gia tiép don khach nuéc ngoai;



Noi dung 3: Viét bao cdo giai doan 1 va deé cwong giai doan 2

B4o c4o Giai doan 1 va dé cuong giai doan 2 dugc viét sau % thoi gian thuc tap,
c6 do dai tir 2-3 trang. Bdo cdo tom tit ndi dung da thyuc hién duoc, va dua ra giai phap
dé thuc hién dot thuc tap tdt hon & giai doan con lai. Bdo cdo duoc viét béng tiéng
Anh va trinh bay theo quy cach cua bao cao thuc tdp. Bao cao phai c6 xac nhan va
chdm diém cua gido vién hudéng dan.

Noi dung 4: Viét nhat ki thwe tap

Trong qué trinh thuc tap, sinh vién/hoc vién phai viét nhat ky thuc tap (Phu luc
4), bao gdbm viéc ghi chép cac noi dung thuc tap hang ngay, va ghi vin tit ban thu
hoach c4 nhan nhan xét nhirng van dé chung cua don vi thuc tap va tu nhan xét danh
gia sau dot thyc tap. Nhat ky thuc tap duoc trinh bay bang tiéng Viét.

Noi dung 5: Viét bao cdo thue tap tot nghiép

Trude va trong khi thuc tap, sinh vién/hoc vién phai lién hé vdi gido vién hudng
dan thuc tap, dé xac dinh cac noi dung viét bao céo thuc tap. Tén bao cdo thuc tap phai
duoc gido vién hudng dan phé duyét trude. Bao cdo thuc tip duoc thuc hién trong subt
qua trinh thyc tap va duoc in thanh 02 ban (c6 chit ki cua gido vién hudng dan, chir ki
va dau cta co so thuc tap) ndp vé Tro ly gido vu khoa, mudn nhét 13 03 ngay sau khi
két thuc dot thuc tap theo lich.

Hinh thuc va yéu cau ctia bao cdo thuc tap, xem Phu luc 5.

4. To chirc thue hién

4.1. D6i v6i khoa va giang vién

- Khoa lap danh sach dé ghi giang vién hudng dan thyc tap.

- C6 van hoc tap 1ap danh sach cac nhom thuc tap, ctr truang va phé nhom.

- Khoa phdi hop vé6i co so noi sinh vién thuc tip huéng dan va kiém tra qua trinh
thuc tap cua sinh vién.

- Giang vién huéng dan thyuc tap chiu trach nhiém trudc khoa va nha trudng vé
viéc quan 1y va huéng dan sinh vién trong qua trinh thyc tap, danh gia sinh vién & céac
noi dung theo quy dinh.

- Giang vién chdm Béo cao thyc tip theo sy phan cong cta lanh dao khoa.

4.2. P6i véi sinh vién

- Chu dong lién hé co so thuc tap, trong treong hop khong lién hé duoc co sé
thuc tap, thi bao céo lai cé van hoc tap muon nhat 12 04 tuan trude thoi gian di thyc tap
theo ké hoach.

- Nop lai Phiéu dang ky tén bao céo thyuc tap cho gido vién hudéng dan trong tuan thuc
tap dau tién.

- Thyc hién céc noi dung thyc tap theo Piéu 3 ciia Quy dinh nay.



- B40 c4o tién d6 thuc tap cho giang vién hudng dan hang tuan, ndi dung trao doi
véi gidng vién hudng dan duoc ghi chép tai nhat ki thuc tap.

- Nghiém chinh chip hanh ké hoach, néi dung thuc tap cua nha trudng va quy
dinh cua don vi noi thuc tap.

- Nop day du ho so, phiéu danh gia vv...vé khoa theo quy dinh.

3. Panh gia két qua thwe tap

Két qua thyc tap cta sinh vién dugc danh gia theo trong sé nhu sau:

3.1. Danh gid ciia co so dao tao (80%)

1. Piém ho so thyc tap (20%): bao gdom:

- Ké hoach thyc tap: (Xem phu luc 3)

- Bao céo Giai doan 1:

- Pé cuong béo c4o Giai doan 2

- Nhat ky thuc tap: (Xem phu luc 4)

2. Piém bao cdo thyuc tap (60%) (Xem phu luc 6.1 va 6.2 - Phiéu cham diém bao
cdo thyc tap). Bao cédo thuc tap do hai giang vién cham, trong d6 c6 mot gidng vién 1a
nguodi hudng dan. Piém cua bao cao thuc tap 1a di€m trung binh cong di€ém cham cua
hai giang vién.

3.2. Danh gid cia co so thwe tip (20%)

Phiéu diém va danh gia ciia co sé thuc tap: (Xem Phu luc 7).

Luu y:

- Tat ca diém duoc cham theo thang diém 10. Diém thyc tap tt nghiép 1a diém
trung binh cong theo trong s cua cac con diém trén.

Trwéong khoa

=FZ _

Nguyén Thi Quyét



Phu luc 1 — Pang ky lién hé co sé thuc tap

TRUONG PAI HOC HONG PUC  CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA: NGOAI NGU Poc lap — Tw do — Hanh phdc

Thanh Hoa, ngay thang nam 20......

DANH SACH SINH VIEN PANG KY LIEN HE CO SO THUC TAP
K...- NGANH NGON NGU ANH, NAM HOQC 20.....-20.....

Cin ctr quy dinh noi dung thyc tap va ké hoach chuong trinh thuc tap tét nghiép
cua Khoa Ngoai ngit déi véi sinh vién chuyén nganh Ngon ngir Anh, Khoa dé nghi
Sinh vién chii dong lién hé co so thuc tap va bao cdo theo danh sach 16p vé Khoa trudc
10T \VARTTTT dé Khoa hoan thién ké hoach lién hé co s& thuc tap cho sinh
vién va tién hanh phan cong Giao vién hudng dan thuc tap dé ky thuc tap tét nghiep
ctia sinh vién dién ra dung thoi gian quy dinh cta nha truong.

STT| Hova | MA&SV Tén Co s& Pia S6 dién Vi tri
tén thuc tap (CSTT) chi thoai thuc tap
CSTT lién hé
01 | Lé Van | 1867020048 | Phong Hop tac S6 | 0915174055 | Chuyén vién
A qudc té - Truong du hoc quéc
Pai hoc Hong té
buc
Truwéng Khoa C6 van hoc tap Ngudi 1ap danh sach
(Ky, ghi rd ho tén) (Ky, ghi rd ho tén) (Ky, ghi rd ho tén)




Phu luc 2 — Gidy giéi thiéu thuc tap

UBND TINH THANH HOA ) CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAl HQC HONG PUC Poc 1ap — Tuw do — Hanh phuc

GIAY GIOI THIEU
Kinh gui:
Truong Pai hoc Hong Buc gidi thiéu anh/chi:
M4 sé sinh vién:

Lasinhviénlop: ..o, , Khoa Ngoai Ngir.

Dé lién hé dia diém thuc tap tot nganh Ngon Ngit Anh.

Dotthuctap tungay ................oceeel. AENNEAY ...
Mong quy don vi gitip d& sinh vién duoc tiép nhan dén thuc tap tai co so.
Gidy nay co gia tri dén hétngdy .....................

S6TT: / DSGT-TT

Ngay thang nam 20 Ngay thang nam 20
Y KIEN TIEP NHAN KT. HIEU TRUONG
CUA CO SO THUC TAP PHO HIEU TRUONG

Hoang Thi Mai

Ghi ch: Sinh vién chi diroc dung gidy ndy cho muc dich lién hé dot thuc tap. Gidy c6 gia tri (khi dwoc co so tiép nhdn)
dé sinh vién bao cao y kién tiép nhdn ciia co sé thuc tdp véi khoa va sir dung d@é dén thuc hién ngi dung thuc tdp tai don vi
cho dén hét dot thuc tap. Két thiic dot thuc tap, gidy gidi thiéu nay diroc luu vio hoé so thuc tap cua sinh vién./.
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Phu luc 3: Ké hoach thue tip

TRUONG PAI HOC HONG PUC

KHOA NGOAI NGU

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

Thanh Hoéa, ngay thang nam 20

KE HOACH THUC TAP CA NHAN TOAN PO T

Thai gian Cong viéc can thuc hién Ketquady | Ghicht/Luu
kien y
Tuan 1
Biét dugc vi tri
ngay/thang/nam | Nhan co so thuc tap co so thuc
tap,...
Tuén 2
X4c nhan cua don vi thue tap Nguoi lap ké hoach




Phu luc 4: Nhat ky thuce tap (dong bia xanh)

TRUONG PAI HOC HONG PUC
KHOA NGOAI NGU

SO NHAT KY
THUC TAP

SINh ViMoo e
0 Khoéahoc: .c.oovvviiii
NANK QA0 120: .. it it e e
Bia AEM tUC TAD: <ottt

Thoi gian thuc tap: ... tudn; tor ngay ... /oo /20..... dén ngay
veeeid e 12000

Tiéu d& BA0 CAO thUC tAD: . ..ove oot

....................................................................................................

Giang vien huong JAN: ...

Nam hoc 20...... —20......




UBND TINH THANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAl HOC HONG PUC Poc 1ap — Tw do — Hanh phdc

NOI QUY THUC TAP
Piéu I: Thuc hién ché da chinh sach va ngi quy, quy ché:

Tat ca hoc sinh, sinh vién phai chip hanh va nhic nhé moi ngudi chap hanh
nghiém chinh moi ché d6 chinh sach cua Pang va Nha nuéc, nhitng ndi quy, quyét
dinh cua hiéu trudng, caa ban chi dao thuc tap. Noi quy thuc tap cua nha truong, noi
quy ciia co quan va cua dija phuong noi thuc tap. Thuc hién dang ndi dung ké hoach
thuc tap da duoc hiéu truong duyét.

biéu I1: Gii vitng dgo dirc, tac phong ciia nguwoi hec sinh, sinh vién:

1- Xung phong guong mau trong moi cong viéc duoc giao.

2- Tan tuy trong thuc tap, thuong yéu va tén trong moi nguoi ¢ co quan va dia
phuong noi thuc tap.

3- Khiém tén, 18 46, hoa nha, kinh gia yéu tra. Quan hé nam nit 1anh manh, dtng
dan c6 cu chi lich sy gitta hoc sinh, sinh vién vai nhau, véi thanh nién, can bo cong
nhéan vién va nhan dan dia phuong noi thuc tap. Tac phong sinh hoat dung muc, khéng
say ruou bia, khdng tiém chich céc chét kich thich (Heroin,...), Khong danh bai, danh
Co,... ¢4 cugc, ...dé an tién. Pau toc, quan &o, gudc dép, ... phai gon gang sach sg.
Khong lam on a0 mat trat ty & nha riéng va noi cong cong. Ton trong phong tuc tap
quén, tin ngudng cua nhan dan dia phuong.

4- Gir gin trat tu vé sinh, bao vé mdi truong ¢ moi noi, moi lic.

biéu l11: Giir vitng doan két nhat tri:

1- Giir gin doan két nhat tri noi bo, bao vé danh dy cta nha truong, cia doan thuc
tap va ctia mdi c& nhan. Sin sang giup d& ban, khiém tén hoc hoi, thang thin phé binh
va ty phé binh dé cting nhau tién bo.

2- Thuc hién tot cong tac dan van. Trong quan hé ddi xir phai thuc hién cho
dugc: “Di dan nhd, ¢ dan thuong”.

3- Khi xay ra nhitng van d& vudng mac trong ndi bo ciing nhu ngoai xa hoi can
phai xtr su, giai quyét binh tinh va cé t chic, c6 Iy, cé tinh.

Piéu 1V: Pam bdo y thirc té chire ky ludt:

1- Hoc sinh, sinh vién khong duoc phép nghi trong dot thuc tap. Truong hop dac
biét c6 1y do chinh dang phai xin phép thi theo quy dinh sau:

- Nghi mét budi tré 18n phai dugc phép cua truong doan hudng dan thyc tap va
cua ban chi dao thyc tap cta nha truong. Ban chi dao thuc tap nha truong khéng co
quyén cho hoc sinh, sinh vién nghi qué bon ngay thuc tap.

- Hoc sinh sinh vién nghi thyuc tap tir 1/4 tong thoi gian thuc tap ddi véi hé cao
dang va dai hoc va tir 1/3 tong thoi gian thuc tap ddi véi hé trung hoc tré 18n thi khdng



du diéu kien xét két qua thyc tap. Truong hop c6 1y do chinh dang va két qua thuc tap
chuyén mon dat loai kha tré 18n, ban chi dao thuc tap dé nghi hiéu truong xét.

2- Hoc sinh, sinh vién phai thuc hién nghiém tGc su huéng dan, quan ly cua
truong doan thuc tap va lanh dao co so thuc tap. Pi ra khoi dia ban thuc tap phai duoc
su dong y cua trudng doan thuc tap va phai bao c&o can bo tryc tiép gitp d& cia co so
thuc tap biét.

3- Hang tuan, cac nhom, t thuc tap hop mét lan dudi sy chu tri cua td truong
(nhom truang) thuc tap dé kiém diém viéc thuc hién ban noi quy nay va tién do thuc
hién noi dung, ké hoach thyc tap da duoc duyét.

Diéu V: Khen thwéng, ky ludt:

Noi dung dé ra nham dam bao chat lwong thuc tap, ky luat va quyén lgi chung
cua hoc sinh, sinh vién, do d6 hoc sinh, sinh vién phai tu giac chap hanh. Nguoi thyuc
hién tét s& duoc biéu duong, khen thuong. Nguoi vi pham sé bi ky luat, tdy theo muc
dd nang nhe.

Hiéu trwéng

(Da ky)



PHAN I
GHI CHEP HANG NGAY

Ghi chép cac ngi dung cong viéc thuc hién trong ngay tai don vi thuc tap (thuc
tap tong hep) va nhirng trao ddi véi gido vién hwéng din:
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PHAN II
BAN THU HOACH CA NHAN

I. Nhitng véan dé chung
1. Pac diém, tinh hinh dot thyc tap (thuan loi, khé khin trong dot thuc tap vé cac mit:
noi dung, thoi gian, tién do, cach thirc té chirc va van hanh dot thuc tap,...)



Il. Tw nhan xét, danh gia sau dot thuc tap:
1. Két qua dot thuc tap (su trueong thanh, nang cao nang luc vé mat ly luan, kha nang
van dung ly luan vao thyc tién cua ban than)

2. Nhitng dé xuat, kién nghi (vé& noi dung, thoi gian, dia diém thuc tap, cach thic to
chuc thuc hién dot thyc tap, co so vat chat phuc vu thuc tap)



3. Nhitng bai hoc kinh nghiém thu dugc két qua dot thuc tap:

Thanh héa, ngay thang nam 202
NGUOI THUC TAP
(Ky, ghi rd ho tén)

4.Y kién, xac nhan cua Co s thuc tap:

Thanh hoa, ngay thang nram 20
PAI DIEN CO SO THUC TAP
(Ky, ghi rd ho tén)
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PHAN I11
Nhan xét ciia gido vién hwéng dan

(Vé thuc hién noi quy thuc tap, thuc hién ndi dung thuc tap, thai do tiép thu trong qué
trinh thuc tap, nhitng van dé ton tai vv...)

Thanh Hoéa, ngay thang  nam 20
Giang vién hwéng dan
(Ky, ghi rd ho tén)

15



Phu luc 5: Quy cach va yéu ciu Bao cdo thue tip
I. Yéu ciu vé hinh thirc viin ban

Béo cdo thuc tap dugc trinh bay bang tiéng Anh, danh may vi tinh, in thanh 02
(hai) ban, kho gidy A4, phong chit Times New Roman, c¢& chit: 13, gidn dong: 1,2; 1&
trén: 2,5 cm, 1& dudi: 2,5 cm; 1& trai: 3,0 cm, 1& phai: 2,0 cm. Sd trang: Tu 12 - 15
trang; dong bia xanh, khdng can bong kinh. Bao cdo phai co chit ki cua gido vién
hudng dan, xac nhan va con déu cua co s& thuc tap thuc tap o cudi bao cho.

I1. N§i dung béo cio thue tap

Bao céo thuc tip gdm cac phan sau:

PHAN MO PAU

1.Y nghia cua viéc thuc tap

2. Noi dung cua bao céo thuc tap

3. Két cAu cua bao céo thuc tap

PHAN NOI DUNG

Chuwong 1: Tong quan vé don vi thue tip

1.1. Lich sir hinh thanh va phat trién cta co sé thuc tap

1.2. Co ciu td chirc cua co sé thue tap

1.3. Chirc nang, nhiém vy va tam nhin cta co s& thuc tap

1.4. Nhirng hoat dong chinh ctia co s& thuc tap

1.5. Piac diém to chirc cong tac bién-phién dich ctia don vi TTTN.

Chuwong 2: Cong tac thuc tap cu thé tai co sé thuc tap

('[rinh bay ré nhirng cong viéc va nhiém vu duoc giao tai co s& thuc tap lién
quan den céc linh vuc thudc chuyén nganh hoc nhu bién phién dich; du lich, nha hang,
khach san; tiep thi, quang cao; d@ch vu, bér) hang; nghiép vu thu ki; nghiép vu xuat
nhap khau; trg giang, giang day tieng Anh; t6 chac sy kién...)

Chuwong 3: Chuyén dé nghién ciru thue tip

banh gia 04 ban dich Anh — Viét hoac Viét — Anh trong linh vuc van phong, kinh
doanh, xa hoi (1) dang van hanh tai cong ty thuc tap, (2) cac van ban thugc giao dich
tai cong ty thuc tap; (3) cac van ban/hop dong. Mai ban dich c6 do dai tdi thiéu 300 tu,
mdi ban danh gia c6 do dai téi thiéu 250 tir. (Hoc vién phai dinh kém ca ban dich va
van ban goc trong bao cao khi danh gia).

PHAN KET LUAN

1. Bai hgc rit ra tir chwong trinh thue tap

2. Mt s gidi phap doi méi/ cai tién/ hoan thi¢n cdng tic bién-phién dich,
cong viéc lién quan dén nhiém vu dwgc giao tai don vi thue tap

- Banh gia thuén g1, kho khan ctuia cong tac bién/phién dich dugc giao;

- Rut ra bai hoc cho ban than trong qua trinh thuc hanh bién/phién dich tai co sé
thyc tap;

- Pé xut cac giai phap cai tién hoat dong bién/phién dich dugc giao.
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1.1. History and development of ... (name of the company/ organization)

1.2. Organizational structure of ... (name of the company/ organization)
1.3. Functions and missions of ... (name of the company/ organization)

1.4. Major activities of ... (name of the company/ organization)

1.5. Characteristics of the translating and interpreting work in... (name of the
company/ organization)

Chapter 2. Description of the internship in... (name of the company/
organization)

(Describe in details all the works assigned related to translation and interpretation in
the intern place: tourism, hotel, restaurant/ marketing, advertising/ service, sales/
secretarial profession/ import and export business/ English teaching and English
teaching assistance, ...)

(Trinh bay r nhitng céng viéc va nhiém vu duoc giao tai co so thuc tap lién quan dén
cac linh vuc thugc chuyén nganh hoc nhu bién phién dich; du lich, nha hang, khach
san; tiép thi, quang céo; dich vy, ban hang; nghiép vu thu ki; nghiép vu xuat nhap
khau; tro giang, giang day tiéng Anh; to chic su kién...)

Chapter 3. Research topic for internship

banh gia 04 ban dich Anh — Viét hoac Viét — Anh trong linh vuc van phong, kinh
doanh, x& hoi (1) dang van hanh tai cong ty thuc tap, (2) cac van ban thuoc giao dich
tai cong ty thuc tap; (3) cac van ban/hop dong. Mai ban dich c6 do dai téi thiéu 300 tu,
mdi ban danh gia co6 do dai téi thiéu 250 tir. (Hoc vién phai dinh kém ca ban dich va
van ban gdc trong bao cdo khi danh gid).

Céc van ban danh gia can ghi rd 1a dich Anh — Viét hay Viét — Anh; loai van ban (vi
du: hop ddng/ thu tir/ vin ban thuan tdy) va tén van ban. Tuy tinh chat vin ban co thé
dinh kém ban gdc va ban dich theo hinh thuc ké bang hoic dan trang hoic dinh kém
anh chup.



Vi du:
Paper 1 (English — Vietnamese): An extract of the contract between ......
Source text Translated text

Evaluation of paper 1: ...

Paper 2 (Vietnamese - English): A plan of the volunteer program...
Source text. ...

Translated text: ...

Evaluation of paper 2: ...

PART I1l. CONCLUSION
3.1. Experiences learnt from the internship

3.2. Recommendations on translating and interpreting work in... (name of the
company/ organization)

Academic supervisor On site supervisor Reporter
(signature with full name)  (signature with full name and seal)  (signature with full name)



Phu luc 6.1 - Phiéu chdm hd so va bao cdo thwe tip danh cho giang vién hwéng din

TRUONG PAI HOC HONG BUC CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA NGOAI NGU Pac 1ap - Tw do - Hanh phuc
Thanh Hoa, ngay thang  nam 20

PHIEU CHAM HO SO VA BAO CAO THUC TAP TOT NGHIEP
(Danh cho giang vién hwong din)
I. Thong tin chung

[ (Y T IS T ] TR Z <] o ST
LOp:e i : Khoa Ngoai Ngit, Trudng Pai hoc Hong Birc
IMI& STNN VIBINT L.ttt b b bbbttt b bbb bbbt b b nn s
Ti8U A8 DAO CAO TNUC TAD: .ottt ettt s s en s s st en s et eneeeons
Ho VA t&N gIang VIEN NUIONG UAN: ....oveieieceeice ettt ettt en ettt en sttt en e,
(@8 1 (oY VI o] T Lo
I1. Panh gia, cho diém hd so thuc tap tét nghiép
pié¢m biem ,
TT Noi dung danh gia X GVHD Panh gia, nhan xét
toi da A
cham
1 | Ké hoach thyc tap 2.0
2 | Bao cao Giai doan 1 2.5
3 | Bé cuong bao céo Giai doan 2 2.5
4 | Nhat ky thuc tap 3.0
Tong diém 10

Piém chdm ho so thuC tdp: DANG SO... ... eeeeee; BANG CAE: oo e oot
I11. Panh gia, cho diém bao céo thuc tap tét nghiép

TT Noi dung danh gia biem biem Panh gia, nhan xét
téida | GVHD
cham
1 | Phan m¢ diu 0,5
2 | Chuong 1: Tong quan vé 3,0
don vi thyc tap
3 | Chuong 2: Cong tac thuc 3,0
tap cu thé tai co s& thuc tap
4 | Chuong 3: Chuyén dé 3,0
nghién clru thuc tap
5 | Phan két luan 0,5
Tong diém 10

Piém chdm bao c&o thuc tdp: DANG S6.........ccevee; BANG CNEE: oo,

Thanh Hoéa, ngay thang nam 20
Giang vién hwéng dan
(Ky, ghi rd ho tén)



Phu luc 6.2: Phiéu chim diém danh cho giang vién ddc lap

TRUONG DAl HOC HONG BUC CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA NGOAI NGU Poc lap - Tw do - Hanh phic

Thanh Hoa, ngay thang nam 20

PHIEU CHAM BAO CAO THUC TAP TOT NGHIEP
(Danh cho cdn bg chim déc lip)

I. Thong tin chung

[ (Y IS T ] TR Z <] o S
Lop: i ; Khoa Ngoai Ngit, Trudong Pai hoc Hong Bic

Y L] IR =] o LSRR

TiEU A8 DA0 CAO TNIC TAP: ....veveeeceeeeeeeeeeeeet ettt n ettt es ettt s st en e

(OF 014 (ol 3 ol [ 1 - oSSR

I1. Phan danh gi4, cho diém cia can by cham daoc lap

A C piém Piém cham L
TT Noi dung danh gia t6i da ciia CBC Ghi chu
1 | Phan mg dau 0,5
Chuong 1: Téng quan vé don vi
2 « 3,0
thuc tap
Chuong 2: Cong téc thuc tap
3 AP A 3,0
cu thé tai co s¢ thuc tap
4 | Chuong3: Chuyén dé nghién 30
ctru thyc tap ’
5 | Phan két luan 0,5
Tong diém 10
Piém cham béo céo thuc tap: biang sb............... sbang chii: ..o

Thanh Hoéa, ngay th:gmg nam 202
Céan by cham
(Ky, ghi rd ho tén)



Phu luc 7: Phiéu danh gia sinh vién thwe tap danh cho don vi thuc tip

(TEN BON V) CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

Thanh Hbéa, ngay thang nam 202

PANH GIA, NHAN XET CUA PON VI THUC TAP

LOp:ie i : Khoa Ngoai Ngit, Trudng Pai hoc Hong Birc
Thuec tap tot nghiép tai don vi:......... tuan; tir ngay ...... thang...... nam...... , d&én

(0811 (O Y 10 e ¥ T OSSP

I1. N§i dung danh gia, nhan xét
1.Vé y thuc to chire ky luat (02 diém)
N AN XL L

DM M. L e
2. Vé tinh chu dong trong cong tac, tinh than cau thi (02 diém)
N AN Xt i

DIEM ChAM: ...
3. Vé kha nang xur ly cac van dé chuyén mén (02 diém)
N AN Xt ot

DIEM ChAM: ..o

4. B4o c4o thyc tap. (02 diém)

(B&o cdo két qud thuc tdp da phan dnh diing thuc trang vé thdng tin, di lidu cia don vi)
N g <



DN G, e
5. Nhat ki thuc tap (02 diém)

(B&o cdo két qud thuec tdp da phan &nh chinh xac nhing ngi dung ma sinh vién thyc hién
tai don vi)

N AN Xt e e

DN G e,
6. Nhan xét khac (Nhing diém ddc biét hogc vén dé can khac phuc vé sinh vién thuc tap
ma co so thuC tap can luu y toi nha truong).

Tong diém bang s6.............. 5 diM DANG CHTE: vvvvvveneinneiineerieeeneeneerneeran e
Xac nhan caa don vi Nguwoi danh gia

(ky va ghi rd ho tén)



Phu luc 8: Tiéu chi danh gia ban dich tham khio

Chép nhan

Chuan Khé duoc Co sai s6t | Toi thiéu
(9 -10 diem) | (7-8 diem) (5-6 diém) (3- 4 diem) | (1-2 diem)
Ban dich Ban dich Ban dich Ban dich
hoan hao so | truyén tai truyéntai | truyéntai | Ban dich
véi muc dich | dugc y nghia | duocy duocy khong nhat
datra truéc | theo cach nghia theo | nghia twong | quan vai
lac dich. Y | thtrc nhét cach thac | ddi nhat muc dich
nghia va cam | quan véi muc | nhat quan | quan Véi dit ra trude
nhan van ban | dich dat ra VGi muc muc dich I0c dich.
ngudn duoc | trude llc dich datra | datratruéc | Ban dich co
B hitu truyérj tai dich. Ban truge lic ldc dich. 15i thuang
dling/ hop lysang | dich co |At dich. B,;é,n Ban dich co xuyen,
Chuyén van ban dich. hgag _khgngr dich co it I6,i tuong hoaglva
tai thong co IQ!, va neu hgég _d()i\khi doi Ehu:(‘yrjg nghiém )
tin co loi thi anh | co loi, va xuyen, gay | trong, gay
huong ratit | néu co loi toi nghia toi nghia
dé y nghia thi anh hoac thay | hoic thay
van ban dich. | huong it d6idény | doi y nghia
hoac thay nghia cua Cua van ban
d6i khdng | van ban dich.
nhiéu &ény | dich.
nghia cua
van ban
dich.
Thuat ngtr Ban dichc6 | Bandich Ban dich Ban dich co
phl hop v&i | it hoac khong | d6i khico | thuong 15i nhiéu
ngit canh. c6 thuat ngir | 16i hodc/va | xuyén cd 15i | hosc/va
Phong cach | hoac phong | thuat ngir hoac/va thuat ngt
va van phong | cach/van hoac phong | thuat ngir hoac phong
Thuat pht hop voi phgng khong | cach/van hoac phong | cach/van
ngfrf chudé trong | phu hqp.N_ phong cach/van phong
Phong ngon ngtr Néu co loi thi | khéng phu | phong khdng phu
cach dich va doi gay anh hop. khong phu | hop.
tuong doc cu | huong ratit | Nhitng loi | hop. Nhirng 16i
thé. d6i véi y nay gay anh | Nhiig I6i | nay gay toi
nghia. huong it d6i | nay co thé | nghia hoic
véi y nghia. | gay anh thay doi y
hudéng d6i | nghia.
V61 y nghia
S dung Ban dich troi I—!éu hét ban | Ban dich Ban dich Ban dich
ng()n.ngfr chay. V!éc sur dggh sur dung th1{c‘yng thu’(‘{ng hél} nhu
tw nhién dung thanh thgnh ngu \ khong S}”r xuyen khong S}i’
(fhanh ngt thanh thanh thao’\_/a dung thanh | khong su dung thanh
ngi) thao va phu | phu hop d6i | ngir hodc dung thanh | ng&r hodc
hop doi véi | vai nglr canh | cach sap ng hoac cach sap




ngit canh trong ngdn | xép tur cach sap Xép tur
trong ngon ngt dich khong pht | xép tur khong phu
ngit dichva | .Néuco1di | hop. Nhitng | khéng phii | hop. Nhitng
ngudi doc. thi gay anh 16i nay gay | hop. Nhitng | 16i nay gay
huong ratit | anh huong | 16i ndy c6 | tdi nghia
dbi voi y itddivsiy |thégaytdi | hoic thay
nghia. nghia. nghia hoic | d6i y nghia.
thay doi y
nghia
Ban dich Ban dich Ban dich Ban dich Ban dich
hoan toan gom rat it d6i khicod | thuong goém nhirng
theo nguyén | hoac khéng | 16i ki thuat | xuyén co 16i | 16i ki thuat
tac va luat I | co 161 ki thuat | trong ngdn | ki thuét trong ngdn
Ki thuat cua ngbn ngir | trong ngon ngtr dich. trong ngbn | ngit dich &
dich (chinh ngtr dich. ngtr dich. murc
ta, ngtr phap, nghiémt
cham cau trong.
VV...)
Ban dich Ban dichcd | Van ban Vian ban Ban dich
khdng can thé xuat ban | dich c6thé |dichcothé | khong thé
bién tap lai duoc hoac sur | duoc st duoc su st dung cho
hoac néucd | dung cho cac | dung cho dung cho muc dich
thirtitdé | muc dich muc dich | muc dich | dat ra cho
Panh gia | dat dwoc myc | nghé nghiép | datracho |datracho | ban dich.
chung dich datra sau khi da ban dich ban dich
trudce lac duoc bién tap | sau khi da | sau khi da
dich lai it. duoc bién duoc bién
tap lai & tap lai
murc vira nhiéu.
phai.

(Theo ATA Guidelines, 2011)




ATA CERTIFICATION PROGRAM

FRAMEWORK FOR STANDARDIZED ERROR MARKING

Exam No.:

Passage No.:
Version 2017
1 | 2 | 4 8 | 16 | Code | Reason
Errors that concern the form of the exam
Treat missing material within the passage as an omission. UNF Unfinished (If a passage is substantially unfinished, do not
grade the exam.)
ILL | Illegibility
IND | Indecision, gave more than one option
Meaning transfer or strategic errors: Negative impact on clarity or usefulness of target text.
Use one of the categories below whenever possible. If none are applicable, use OTH-MT
A Addition
AMB | Ambiguity
COH | Cohesion
F Faithfulness (translation strays too far from ST meaning)
FA | Faux ami (false friend)
L Literalness
MU | Misunderstanding of source text (if identifiable)
0 Omission
T Terminology, word choice
T ’l‘e?(t type (failure to follow Traqslation Instructions)
T'his category also covers register and style.
VT | Verb Tense (grammar correct, but conveys wrong meaning)
Other (describe; use a separate page if needed)
OTH-
MT

Mechanical errors: Negative impact on overall quality of target text. Poi

nts may vary by language. Maximum 4 points.

Use one of the categories below whenever possible. If none are applicable, use OTH-ME

_X2=

Grammar (use one of next two sub-categories if applicable)

— Syntax (phrase/clause/sentence structure)

—Word form /Part of speech

Punctuation

Spelling/Character (usually 1 point, maximum 2;
if more than 2 points, another category must apply)

— Diacritical marks/Accents

— Capitalization

Usage

Other (describe; use a separate page if needed)

Column totals

A grader may stop marking errors
when score reaches 46 error points
(mark such exams 46+)

A grader may award a quality point
for each of up to three instances of
exceptional translation.

Quality points are subtracted from the error point total to
yield a final score. A passage with a score of 18 or more
points receives a grade of Fail.

Total error points
(add column totals):

Quality points
(maximum 3):

Final passage score

(subtract quality points from error points):

10




