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Ba giao ti€p co’ ban trong kinh doanh
HO-REN-SO

Bao cao - Chia sé - Thao luan
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E Report — Bao cdo

Ba giao tiép co’ ban trong kinh doanh

BAO CAO
La mdt phan
cGa nhiém vu

Nhan |énh, sau dé
thuc hién nhiém vy,
ti€p theo la bdo céo

Cung cép théng tin, sy
kién cho nhirng nguoi
lién quan, bao gém
ngudi quan ly khac,
khach hang...

Colleague
Other
related

LIEN HE

Xin 1oi khuyén, c6
duwoc tw van vé
nhirng gi t6i chiu
trach nhiém,

THAO LUAN
Tham van

Colleague
Other
related
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Chia sé thong tin

Why — Tai sao?

What — Bao bao
gi?

Who — Bao cao
cho ai?

How - Bao cao
thé nao?
When - Khi

nao?

Remark — Chu y

1.L4 m6t phan cha chi thi, nhiém vu, bdo céo viéc hoan thanh
2.Nhan dugc phan héi cho cai tién tiép theo

1.Bd0 cdo két qua cudi cling trudc, sau d6 la qui trinh, viéc thuc hién

2.Bdo ngay tin xau néu co
3. B4o cdo ngan gon theo 5W 1 H

Bdo cdo truc ti€p cho ngudi ra chi thi, déng thoi cho sép

1. Ngén gon (tiéu dé khoang 20 chir)

2. Thudng xuyén

3. B4t k& ngai hay khéng ngai déu phai bao cdo

1. Ngay sau khi hoan thanh

2. Khi (D Thay d6i diéu kién (2) kéo dai thoi gian(3) truong hop
phan céng lai nhiém vu)

3. Can c6 ké hoach va lich bdo cdo dinh ky

N&u dé sép hodi  Cong viec dén dau rdi?=1a do ban da quén béo céo
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% Lich trinh bao cdo

a

Vidu: Dé xuat ban hang

Bat dau

Béo céo ngay lap
tlre

Béo céo chi tiét

Béo céo ngay lap
tlre

Béo céo chi tiét

Két thac

Contact - lién lac (chia sé thong tin)

Tiép can congty A

Trinh bay dé xuat 1an #1
§ 3

Phan hdi tlr khach hang
E g

Trinh bay trinh bay 1an #2
< g

Xéc nhén tlr khach hang

Ky hop dong
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Why — Tai 1. Pay |a mot phan clia cdng viéc (Chia sé théng tin)
sao? 2. Cho phdi hop hanh ddng t6t hon, cé y kién tir nguwdi khac

What-Cai  1.Di kién(hinh anh, s& liéu, y kién)~ D kién chua 13 khdng
gi? dinh

2. Di¥ kién cé thé dnh hudng dén ngudi khac

3. Di¥ kién c6 thé thic ddy ngudi khac

Who—Cho Dbng nghiép, dong nghiép tir phong ban/ bé phan khac,

ai? khach hang
How — Nhw 1. Tém tdt, rit gon trudc khilién la, chia sé
thé nao? 2. Xac nhan théng tin duoc cho la quan trong

3.Dé lai ban ghi nhé, chu thich

When — Khi 1. Ngay lap tic
nao? 2. T4t ca moi thi lién quan cling mot thoi diém
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%r Consultation — Thdo ludn, tham van S

Why —Taisao?  1.Giup giai quyét van dé (Dodng thoi c6 duoc ki€n thirc va sy két
ndi)
What —Céigi? 1. Lacéchtét nhat, 1a goiy, kénh dé gidi quyét van dé.
2. Nho tro gilp dé gidi quyét van dé
Who — Véi ai? 1.Boss — véi Sép
2. Nhitng nguoi cé kinh nghiém tuong ty
3. Nhi*ng ngudi cé kién thirc va kinh nghiém vé viéc nay

How — Nhw thé 1. Trao d&i nhitng viéc minh dang ky vong/ can thiét truwéc
nao? 2. Lam rd tirng van dé mot
(Chl dé >Chi tiét K&t luan)
3. Trinh bay y kién riéng clia minh
4. Hay trung thyc néu 6 15i
When — Khi ndo? 1. Hay trao d6i tham van ngay tir giai doan dau, dirng dé€ phut chét
2. Hoi ngay lap turc khi thdy can
3. Gi6i han thoi gian (khodng 30 phut), hodc &n dinh thoi gian két
thuc
Remark—Lwuy Bdo cdo ngudi da cho y kién, sau khi gidi quyét van dé
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Cach viét mot email ngan gon
Tiéu d@ Viét ngdn gon trong khoang 7 tir
Tranh “Re:Re:Re:Re: Hallo from Tokyo”

Than bai 1. Viét ndi dung quan trong nhat trong 5 dong dau tién.
2. M6t dong khoang 10 tir
3. Nh&n manh chi tiét quan trong nhu: con s6, dit kién
4. Viét khdng qua 25 dong hodc t6i da 1a gap 2 lan
5. Ngit doan khong qua 5 phan

Nguoiglri  Tén, dia chi lién hé

Tra 10 ngay lap tirc! Reply immediately !

1.Co/Yes,

2.Khéng/No,

3. Toi s& tra |oi sau/ Answer later

4.Cam on anh chij d3 glri mail, téi sé doc va tra |&i sau. Thanks for your
mail, | will read and revert you later.
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Céch viét mot email ngan gon

Tiéu d@ Viét ngdn gon trong khoang 7 tir
Tranh “Re:Re:Re:Re: Hallo from Tokyo”

Than bai 1. Viét ndi dung quan trong nhat trong 5 dong dau tién.
2. Mot dong khoang 10 tir
3. Nhan manh chi tiét quan trong nhu: con s6, dit kién, thoi
gian, dia diém
4. Viét khong qua 25 dong hoac t6i da la gap 2 lan
5. Ngit doan khong qua 5 phan

Ngudiglri  Tén, dia chi lién hé
Tra 1o ngay lap tirc! Reply immediately !
1. Co/Yes,
2. Khéng/No,
3. Téi s& tra |oi sau/ Answer later

4.Cam on anh chj d3 glri mail, téi sé doc va tra |&i sau. Thanks for your
mail, | will read and revert you later.
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