TRUNG TAM TAP HUAN Al CONG VU

( Nguy&n Manh Cudng | Zalo: 0917183656 | 0777744478 )

UBND XA/PHUONG CONG HOA XA HOI CHU NGHIA VIET NAM
BAN TO CHUC LOP TAP HUAN Poc lap - Tw do - Hanh phuc
S6: ...... IPC-BTC [Pia danh], ngay thang nam20_

PE CUONG

CHUONG TRINH TAP HUAN Al CONG VU
CAP XAIPHUONG 02 NGAY

I. TEN CHUONG TRINH

Tén chwong trinh: TAP HUAN Al CONG VU CAP XA/PHUONG.

Chu deé trong tam: U'ng dung tri tué nhan tao trong xt ly cong viéc hanh chinh, hd tro can bo tiép
nhan, téng hop, soan thao, phan loai yéu cau, ho tro nghiép vu M6t clra va nang cao chét lvong
phuc vu ngu¢i dan.

Khau hiéu dinh huéng: Doan két - Ky cwong - Boi méi - Phuc vu.

1. Binh vi b6 sung theo m6 hinh “Trung tdm tap huan Al cong vu”

B6 hinh m&i mé& rong dé cuong tir mot chuwong trinh gidi thiéu 07 chuyén dé thanh md hinh “Trung
tam tap huan Al cong vu”, gdm: pham vi dao tao, chuan dau ra, thw vién hoc liéu, hanh trinh nguoi
hoc, quy trinh déng ngudn an toan, biéu mau thwe hanh va tinh huéng luyén tap.

Truc trung tam van la rng dung Al vao xt ly cdng viéc hanh chinh, diéu hanh noi bd, hé tro Bd phan
Mot clra, tong hop bao cédo, chudn hda van ban va phuc vu nguoi dan; khong bién Al thanh céng cu
thay thé thdm quyén hanh chinh.

2. Pham vi bao phu 13 nhém cap xa/lphwéong

m Nhém nghiép vuldon vi Trong tam Al c6 thé hé tro

Ti€p nhan, phan loai yéu cau, kiém tra so bd hd so, soan phiéu

01 M@t cira & Dich vu cang hwéng dan, bao céo trang thai.

02 Vin phong HDND & UBND Sogn thAao, lich lam viéc, téng hop chi dao, théng b&o, bao céo,
nhac viéc.

03 Tw phép - Ho tich - Chirng thuc T(?m tgt quy trllnh,Atao checklist ho so, soan hwéng dan nhap, canh
bao di¥ liéu ca nhan.

04 Tiép cong dan - PAKN ;I;grrb’?at phén anh, phéan loai néi dung, goi y chuyén xt ly, theo doi

05 Kinh & / Ha tang / D6 thi Tgng _rlc_yp §o liéu, bdo cao hién trang, l1ap checklist kiém tra, chuan
hoa bién ban.

06 Tai chinh - K& hoach T6ng hop ké hoach, duw toén, bao céo, bang theo dai ti€n do.

07 DAt dai - Nong nghiép - Méi trudng ToRm tat hg so, phan loai phan anh, canh bao hé so nhay cam/vuot
tham quyén.

08 Xay dung - Céng thuong )?3:?; nhap bao cao, checklist kiém tra, téng hop kién nghi, theo doi

09 Van hoéa - Xa hoi Soan tin bai, théng bao, ké hoach tuyén truyén, bao céo hoat dong.

10 NGi vu - CCHC Tong hop nhan sw, quy ché, phan cong, cai cach hanh chinh, theo

doi nhiém vu.
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Téng hop danh sach, bao céo chinh sach, hwdng dan nhap, canh

11 Gido duc - Y té - An sinh S 2 -
bao di¥ lieu nhay cam.

12 Pang - MTTQ - Doan thé SoAan kemhoAach, chwong trinh, bao cao, tong hop y kién, truyén
théng ndi bod.

13 Dich vu téng hop / BQLDA Theo ddi du &n, téng hop tién dd, bao céo, nhac viéc va luu vét.

Goi y phan tang té chirc: 04 dau moi UBND, 03 khéi phéi hop va 13 nhém pht cap xa/phwong; can
tuy chinh theo co céu thuwc té tirng dia phwong.

3. Chuan dau ra tong hoa 08 nang lwc sau toan bé chwong trinh

Nang Iwc dau ra Biéu hién can dat sau tap huan

Hiéu Al 1a gi, Al hd tro viéc gi, gi¢i han ctia Al trong co
quan nha nwéc va nguyén tac lay nguwdi dan lam trung tam.

Nén tang Al & tw duy cong vu s6

Biét tra ctru, tom tat, hdi dap theo tai liéu da nap, déi chiu

(Sraili) & N selda quy dinh va chuén bi ndi dung hop/bao cao/lép tap huén.

Thuc hanh prompt, soan thao, chinh stra van ban, t6 chirc
ChatGPT & khdng gian Project Project theo nghiép vu va tao cau tra 10i nhat quan theo
nguon.

Brainstorm phwong an, phan tich wu nhwoc diém, 1ap ké
Claude cho phan tich & lap ké hoach hoach hanh déng, checklist trién khai, ma tran wu tién va

nhan dién rui ro.

Nhan dién viéc 13p lai, thiét k& ludng nh&c ngudn - phan
Workflow - Automation - Al Agents loai - nhac viéc - bao céo, nhung ludn cé ngudi phé duyét

va ghi log.

Ung dung Al dé phan loai yéu cau, kiém tra thanh phan hd
Mot ctra & Dich vu cong so, soan phiéu hwdng dan bd sung, béo céo cudi ngay va

canh bao rui ro.

An danh di¥ liu nhay cam, khéng dua théng tin ca nhan
An toan ngudn & dir liéu cong dan that 1én cong cu, khdng dé Al thay quyét dinh va luén kiém

tra dau ra.

T nhan thire, tap huan, thi di€ém hep, chuan héa nguon,
L0 trinh trién khai x&/phuong danh gia, cai tién dén van hanh c6 kiém soat va nhan rong

phu hop.

4. Théng di€p van hanh xuyén suét
— Hoc dé dung dwoc ngay vao viéc that.

— Dung Al c6 ngudn, c6 kiém soat.

— Chuan hoéa quy trinh va giam sai sot.

— Phuc vu ngu@i dan nhanh, ding, minh bach.

— Al chi hd tro, can bd kiém tra va chiu trach nhiém cudi cung.

Il. CO' SO’ XAY DUNG PE CUONG

DPé cuwong duoc chuan héa trén co s& hé thong 07 chuyén dé trirc quan ctia chwong trinh tap huén
Al cong vu, gdm: Tong quan Al & Tw duy céng vu s6; Gemini & NotebookLM; ChatGPT & Hé sinh
thai Project; Claude cho Brainstorm & Lap k& hoach; Workflow - Automation - Al Agents; Project 01 -
Mot ctra & Dich vu cong; Lo trinh trién khai Al cong vu.
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NOi dung duoc thiét ké theo dinh hwéng thwe hanh, phu hop véi can bo cap xa/phudng, trong dé
nhdn manh yéu cau kiém soat ngudn, bao mat di¢ liéu, trach nhiém cla can bd va nguyén tac Al
khong thay thé quyét dinh hanh chinh.

Luu y: B6i v&i ndi dung phéap ly, tha tuc, thanh phan ho so, thoi han, phi/lé phi hoac két luan nghiép
vu cu thé, can kiém tra theo van ban, danh muc tht tuc va quy trinh ndi bé chinh thirc dang ap dung
tai dia phuwong.

5. Khung phap ly va can cur trién khai (cap nhat 2026)

Dé cuong duoc xay dwng trén co s& khung phap ly hién hanh vé chuyén déi s6 quéc gia, bao vé
di¥ liéu ca nhan va huwdng dan sir dung tri tué nhan tao trong khu virc cong, ap dung dén thoi diém
t0 chirc tap huan.

STT Van ban

NGi dung lién quan dén chwong trinh

Nghi quyét s6 57-NQ/TW ngay

22/12/2024 ctia B6 Chinh tri vé dot
pha phat trién khoa hoc, cong nghé,
d6i méi sang tao va chuyén déi s6
guéc gia

Luéat Bao vé di¥ liéu ca nhan 2025
(Luat s6 91/2025/QH15)

Nghi dinh s6 356/2025/ND-CP ngay
31/12/2025 cta Chinh phd huéng
dan Luat Bao vé di¥ liéu ca nhan
2025

Cong van s6 557/BKHCN-CBSQG

ngay 31/3/2025 cta Bo Khoa hoc va
Coéng nghé

Xéac dinh chuyén déi s6 la dot pha quan trong hang dau, déng lwc
chinh phat trién dat nwdc trong ky nguyén mdi. La can c chinh tri
cho chuong trinh tap huén Al cong vu cdp xa/phwong.

Qudc hoi thdng qua ngay 26/6/2025; chinh thirc cé hiéu luwc ti
ngay 01/01/2026. La cin ct phap ly cao nhat cho nguyén tac bao
mat di liéu cong dan khi str dung Al. Nghiém cam mua ban dit liéu
ca nhan; quy dinh quyén clia cht thé dit liéu.

C6 hiéu I tlr 01/01/2026, thay thé Nghi dinh 13/2023/ND-CP.
Quy dinh chi tiét vé nhan sy bao vé di liéu ca nhan, quy trinh x& ly
dir liéu trong co quan, t6 chirc.

Hudng dan nguyén téc chung khi céng chire, vién chirc va ngudi
lao dong trong co quan nha nuwéc str dung chatbot Al phuc vu cong
viéc. La khung nghiép vu truc ti€p nhéat cho chwong trinh tap huan.

Van ban chuyén nganh vé cai cach
hanh chinh, dich vu céng, m6 hinh

5 chinh quyén dia phwong 2 céap va
b6 tha tuc hanh chinh cép
xa/phuong

La can cr nghiép vu cho phan trng dung Al vao 13 linh virc
phuwong/xa.

Lwu y quan trong: Khung phap ly cé thé dwgc bd sung, stra d6i sau thoi di€ém soan thao dé cwong.
Khi trién khai thuc t€, don vi td chirc can ra soat va cap nhat van ban phap ly méi nhat, dac biét cac
van ban hudéng dan cla dia phwong vé bao vé dit liéu ca nhan va trng dung Al trong cong vu.

lll. MUC TIEU CHU'ONG TRINH

1. Muc tiéu tong quat

Trang bi cho can b9, cdng chtrc, vién chirc va lanh dao cap xa/phuong nang Iwc nhan thic, k§ nang
str dung va tw duy trién khai Al trong céng vu theo hudng hi€u ding, ding ddng, kiém soat ding va
trién khai dwoc vao cong viéc thuec té.

— Hiéu ding vé Al va gi¢i han clia Al trong méi trirong hanh chinh céng.

— Biét str dung mot s6 cong cu Al phé bién dé ho trg cong viéc, nhing khong thay thé vai tro can
bé.

— Biét (rng dung Al trong soan thao, téng hop, tra ctru, 1ap ké hoach, bao cao, phan loai yéu cau va
ho tror xtr Iy hd so.

— Biét t6 chrc cong viéc bang ChatGPT Project, ngudn tai liéu, prompt va quy trinh chuan.
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— Biét kiém soat rui ro vé di¥ liéu ca nhan, thong tin nhay cam, nguodn phap ly va tham quyén xt ly.

— Hinh thanh [ trinh thi diém, chuan héa va nhan rong Al cong vu tai dia phwong.

2. Muc tiéu cu thé sau tap huan

Nhoém néang lwc Két qua can dat

Phan biét dwoc Al dw doan, Al tao sinh, Al Agent; hiéu Al

Nhan thire Al hd trg nhung khong thay thé can bo.

Biét str dung Gemini, NotebookLM, ChatGPT, Claude &

R ) G E murc co ban va dung muc dich.

Bi€t d&t yéu cau ré muc tiéu, boi canh, di liéu dau vao, dau

Ky nang prompt ra mong mudn va rang budc an toan.

Biét diing Al d& soan van ban nhap, tém tat tai liéu, tdng

Ky nang cong vu so hop bao céo, xay dwng checklist.

Hiéu ChatGPT Project la khong gian lam viéc theo ngudn,

Ky nang Project theo nhiém vu va theo Iinh vic.

Hiéu ludng workflow, automation, Al Agent va nguyén tac

Y G et s ki€ém soat con ngui.

Biét duing Al hd tro phan loai yéu cau, kiém tra so bd thanh

Ky nang Mot ctra phan hd so, soan phiéu hwéng dan nhap.

Biét &n/mask di? liéu ca nhan, ki€m tra ngudn, tranh ding

Ky nang an toan Al thay quyét dinh hanh chinh.

Co0 ban ké hoach thi di€ém Al céng vu tai don vi sau tap

K§ nang trién khai huan.

IV. POI TUONG, YEU CAU PAU VAO

1. Poi twong tham gia

— Cén b0, cong chtrc, vién chirc cap xa/phudng.

— Can bd Bo phan Mot ctra.

— Can b van phong - théng ké.

— Can bo tw phap - ho tich.

— Can b van hoéa - xa hoi.

— Can b dia chinh - xay dwng - mdi trwong.

— Céan b0 ndi vu, tai chinh, ti€p cong dan, lao dong - thwong binh va xa hoi.
— Lanh dao UBND céap xa/phuong.

— Can b6 phu trach chuyén doi s6, cai cach hanh chinh, kiém soét thu tuc hanh chinh.
2. Yéu cau dau vao

— Khong bét budc c6 nén tang ky thuat hoac 1ap trinh.

— C0 tai khoan email dang st dung.

— C6 thiét bi ca nhan nhw laptop hodc dién thoai thdng minh.

— C6 kh& nang thao tac co ban véi trinh duyét web.

— Chuan bi mot so tinh huéng cong viéc thuc té dé thue hanh trong 16p.
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— CO y thirc bdo méat dir liéu céng dan va dir liéu ndi bo.
3. Hoc liéu trwéc budi tap huan

Nguwoi hoc co thé doc tredc ndi dung chinh, tai tai liéu vé may, xem nhanh cac phién tap huan va
chuan bi bai thire hanh tredc khi vao I&p. Hoc liéu nén dwoc cung cap triwée t6i thi€u 01 - 03 ngay.

Nh‘;i'guh‘-’c Muc dich Hinh thirc goi y

Tailiéu tdng  Nam muc tiéu I16p hoc, nguyén tac

quan Al dung Al an toan, pham vi h trg PDF/Word doc truéec.

cbng vu cong viéc va cac bwéc chuén bi.

Bai thuc Chuan bi tinh hudng, ngudn, phiéu

hanh & bai tap va bang kiém dé thuwc hanh Phiéu bai tap, CSV/bang mau.
checklist theo tirng buwérc.

Tai liéu chinh thirc dung offline hodc

B? ta',“eu in phat cho hoc vién khi can xem PDF/Word ban day da.
day du P N N
tron bd ndi dung tap huan.
Video nadn Giup hoc vién xem nhanh ndi dung
& ban ing hwéng dan ngén va c6 ban in d€ ghi  Video ngan, ban in A4.

chu.

V. NGUYEN TAC VAN HANH CHUONG TRINH

1. Nguyén tac vai tro cua Al

Al chi dugc stir dung dé ho tro soan nhap, tom tét, phan loai so bd, kiém tra theo checklist, goi y
phwong an, nhéc viéc, téng hop, bao cao, chuén hoa biéu mau, quy trinh va ndi dung huéng dan.

Al khoéng duoc str dung dé tw ra quyét dinh hanh chinh, tw két luan hd so hop Ié cubi cung, tw phé
duyét, ky, ban hanh hoac tra két qud, tw xac nhan can ctr phap ly néu chua c6 nguén chinh thirc,
hoac xtr ly di¥ liéu ca nhan day da khi khong can thiét.

2. Nguyén tac div liéu

— Khéng nhap day du CCCD, s6 dién thoai, dia chi chi ti€t néu khéng can thiét.

— An/mask théng tin c& nhan truéc khi dwa vao Al.

— Khéng nhap bi mat nha nwéc, thdng tin ndi bd nhay cdm hoac tai liéu chwa duoc phép chia sé.
— Khodng dua toan van ho so ca nhan Ién cong cu Al bén ngoai néu chwa duoc phép.

— Chi dung di¥ lieu mau hoac dit liéu da dwoc lam sach khi tap huén.

3. Nguyén tic ngudn

Dai v&i ndi dung phép ly, thu tuc, thanh phan ho so, phi, 1€ phi, thdi han x ly, ndi dung phai can c
vao van ban, quy trinh, danh muc thu tuc hodc nguon chinh thirc da duoc co quan phé duyét.

Néu chwa cé ngudn, can ghi rd: “Hién chwa cé du can clr nguon dé két luan chinh xac. Can kiém tra
van ban phap ly hodc quy trinh néi bd truwée khi s&r dung.”

4. Nguyén tic ngwei duyét cudi

Moi dau ra do Al tao ra déu la ban nhap. Can bd phu trach phai ki€ém tra, chinh sira, x4c minh ngudn
va chiu tradch nhiém cudi cung treede khi str dung.

5. Quy trinh déng ngu6n an toan trwéc khi thwc hanh
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Quy trinh nay gitp nguwdi hoc chi ding tai lieu dwgc phép, an danh di¥ liéu nhay cam, ghi ré can ctr
va luén kiém tra dau ra ctia Al trwée khi ap dung vao cong viéc that.

Buwéc Tén bwéc Yéu cau thwc hién

Chon v&n ban, hd so mau, cau héi ngudi dan hodc bao céo ngén

01 Chon tinh hugng cang vige dé thurc hanh ding nghiép vu dang lam.
« S Dung tai liéu 1&p hoc, biéu mau céng khai, quy trinh da duyét hoic
o2 Ehem MEn LB R ) dor Iigéu mAu dé%u’dc cho phép. ’ W g
. oA s Loai bo ho tén, s6 gidy to, s6 dién thoai, dia chi, thdong tin strc khoe
03 An danh dr liéu nhay cam hosc diF lbu 04 nhan that ’
g - . Chia ngudn thanh quy dinh, biéu mau, cau héi thuéng gap,
04 Sap x€p nguon theo nhom checklist d& Al d& bam can c khi h tro.
05 Ghi 16 can o Ghi tén tai liéu, phién ban, ngay cap nhat va nguén tham chiéu dé
biét cau tra loi Al dwa trén dau.
06 Chon c6na cu phil ho NotebookLM/Gemini dé hoi theo tai liéu; ChatGPT dé soan nhap;
on €ONg e pnti nop Claude dé phan tich va lap k& hoach.
07 Thue hanh trén tinh huén Yéu cau Al tém tét, soan nhap, lap checklist, phan loai hd so hoac
; 9 goi y cau trd 10 theo ngudn da chon.
08 Kidm tra dau ra Dai chiéu ngudn chinh thike, stra 16i dién dat, loai bd théng tin chua
¢6 can clr va khong dung cau tra I&i mo ho.
09 Rut kinh nghiém 4p dung Ghi lai prompt hiru ich, tinh huéng phu hop, rdi ro can tranh va viéc

can hai lanh dao hoac can bd phu trach.

VI. CAU TRUC TONG THE CHUONG TRINH 02 NGAY

Chuong trinh gitr nguyén truc 07 chuyén dé chuyén mon, dong thoi duoc t6 chirc thanh 06 phién
hoc trong 02 ngay dé nguwdi hoc dé theo doi, dé thic hanh va dé &p dung vao cong viéc that.

01/07 T6ng quan Al & Tw duy cong vu s6  Dat nén nhan thire.
02/07 Gemini & NotebookLM Tra ctu, tong hop, lam viéc voi tai liéu.
03/07 ChatGPT & Hé sinh thai Project Dbiéu ph6i cong viéc, ngudn va tac vu Al.

Claude cho Brainstorm & Lap ké

04/07 hoach Tuw duy chién lwgc, phan rad van dé, xay dwng phuong an.
05/07 Workflow - Automation - Al Agents Tw dong hoéa quy trinh, gidm thao tac lap.

06/07 Project 01 - Mdt clra & Dich vu cong  'ng dung vao nghiép vu thiec té.

07/07 L0 trinh trién khai Al cdng vu Thi diém, chuén héa, danh gia, nhan réng.

Mach logic téng thé clia chwong trinh:

Nhan thirc —~ Cong cu — Project - Lap ké hoach — Workflow - U'ng dung Mot cita — Trién khai
thuc té.

1. Quy doi gitka 07 chuyén dé va 06 phién hoc trong 02 ngay

Ban téng hop gilr lai toan bo chiéu sau ctia 07 chuyén dé trong dé cwong trwdc, dong thoi dong goi
thanh 06 phién hoc dé bam séat bo hinh méi va thuan tién trién khai trén 16p.

Phién 1 Nhéan thirc Al cong vu an toan. Chuyén dé 01/07. B6 quy tdc dung Al an toan.
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Phién 2

Phién 3

Phién 4

Phién 5

Phién 6
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Gemini + NotebookLM.

ChatGPT cho soan thdo cong vu
va khéng gian Project.

Claude cho phan tich va ké
hoach.

Workflow / Automation / Agents.

Thwc hanh nghiép vu x&/phuwong
va 16 trinh trién khai.

Chuyén dé 02/07.

Chuyén dé 03/07.

Chuyén dé 04/07.

Chuyén dé 05/07.

Chuyén dé 06/07 + 07/07.

Bo ngudn hoc tap mau, prompt
héi theo tai liéu.

MA&u prompt va ban nhap céng
Vu.

Ké& hoach xtr ly mét tinh huéng.

Mot workflow dwoc phac thao cé
kiém soat.

Bai thuwc hanh, danh sach viéc
c6 thé ap dung va ké hoach 30
ngay.

2. Hanh trinh ngwoi hoc 04 bwéc

Coe | e e

01

02

03

04

07:30 -
08:00

08:00 -
08:30

08:30 -
10:00

10:00 -
10:15

10:15 -
11:30

11:30 -
13:30

13:30 -
15:00

15:00 -
15:15

15:15 -
16:30

16:30 -
17:00
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Chuén bi trwée 16p

Tham gia tap huén

Lam bai thwc hanh

Ung dung sau tap huén

Doc tai lieu tng quan, xem tridc ndi dung chinh, chuan bi cau hoi
hoac tinh huéng thuc té ctia don vi.

Theo doi tirng chuyén dé, thwc hanh truee ti€p v&i cong cu Al, dat
cau héi va trao d6i viedng mac trong 16p.

Hoan thanh bai tap theo nhém nghiép vu, thtr soan thao, tra ctru,
tom tat, kiém tra ngudn va ghi lai di€ém can ho tro.

Ap dung Al vao viéc hang ngay co kiém soéat ding ngudn chinh
thirc, bado mat di¥ liéu cdng dan va kiém tra dau ra trwdc khi dung.

VII. LICH TRINH CHI TIET 02 NGAY

1. Ngay 01: Nhan thirc - Céng cu - Hé sinh thai lam viéc Al

On dinh 16p, gidi thiéu muc tiéu.
Khai mac, dinh hwéng Al cong vu.

Chuyén dé 01: Téng quan Al & Tw
duy cong vu s6.

Nghi gidi lao.

Chuyén dé 02: Gemini &
NotebookLM.

Nghi trua.

Chuyén dé 03: ChatGPT & Hé sinh
thai Project.

Nghi gidi lao.

Chuyén dé 04: Claude cho
Brainstorm & Lap k& hoach.

Tong két ngay 01.

Danh séach hoc vién.

Théng nhét nguyén tac.

Bang nhan dién viéc cé thé ding Al.

Prompt tra ctru, tom tat tai liéu.

M6 hinh Project cong vu.

Ké& hoach mini hodc SOP mau.

Checklist k§ nang ngay 01.
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2. Ngay 02: Workflow - 'ng dung Mét ctra - Trién khai thuc té

Corgmn | oy

07:30 -

08:00 On tap ngay 01, giai dap. Danh sach cau héi.
08:00 - Chuyén dé 05: Workflow - " i
09:45 Automation - Al Agents. S (0 WIS Aty
09:45 - L
10:00 Nghi giai lao.
10:00 - Chuyén dé 06: Project 01 - M6t ctra X ~ I
11:30 & Dich vu cong. Mau xtr ly tinh huéng Mot ctra.
11:30 - 5
13:30 Nghi trua.
13:30 - N . . o . B TR a
15-00 Thwce hanh Project 01 theo nhom. Phi€u huwdng dan/béao cao nhap.
15:00 - .
1515 Nghi gidi lao.
15515 - Cpuyen dé 07: L6 trinh trién khai Al K& hoach thf diém 30 ngay.
16:15 cong vu.
16:15 - N N 2 ) P N N

: Trinh bay san pham nhom. Gop y, hoan thién.
16:45
16:45 - 2 o 3 R R S = 5
17:00 Tong két, danh gié, bé mac. Cam két stir dung Al an toan.

VIIl. NOI DUNG CHUYEN PE 01/07: TONG QUAN Al & TV
DUY CONG VU SO

1. Muc tiéu chuyén dé

Gilp hoc vién hiéu dang vé Al, co hdi ting dung Al trong céng vu va nguyén tac st dung Al an toan,
ding vai tro.

2. NGOi dung trién khai super step-by-step

Buwéc 1. Lam rd bdi canh

— Cong viéc hanh chinh ngay cang nhiéu di liéu, nhiéu van ban, nhiéu biéu mau.

— Can bd can xr ly nhanh hon nhwng van phai chinh xac, dang quy dinh.

— Al c6 thé ho tro giam viéc 13p lai, tAng toc tra ctru, tdng hop va soan nhap.

— Al khdng thay thé can b, khdng thay tham quyén, khong thay can cr phap ly.

Buwéc 2. Gidi thich Al la gi

— Al la hé th6ng may tinh cé kha nang thwc hién mét s6 nhiém vu thwdng can tri tué con nguoi.

— Céc nang lic phé bién gdbm hiéu ngdn ngir, tom tit van ban, phan loai thong tin, goi y phwong an,
tao ndi dung va nhan dién mau trong di liéu.

Buwdc 3. Phan biét 3 loai Al phd bién
— Predictive Al: Al dw doan dua trén dir liéu.

— Generative Al: Al tao sinh néi dung m&i nhw van ban, bang, ké hoach.
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— Agentic Al: Al dang tac nhan c6 thé thwc hién nhiéu bwéc theo muc tiéu da dwoc gidi han.
Buwdc 4. Gigi thiéu (rng dung Al trong cong vu — kém 3 vi du thyc t€ tai Viét Nam

Al da duoec trién khai trén thire té tai nhiéu co quan nha nwéc Viét Nam, khong chi la khai niém
twong lai. M6t s6 vi du tiéu biéu:

Ra méat 1/7/2025, hd trg khoang
BO TT&TT (nay la BO KH&CN) phdi 1,5 triéu can b xa/phuong tra
hop cac don vi cong nghé clru thdm quyén trong mé hinh

chinh quyén dia phuong 2 cap

1 Trg ly 4o can b cdng chirc

Tiép nhan va giai dap thac méac
vé thl tuc hanh chinh, du lich,

Pa Nang, Quang Nam, TP HCM ndéng nghiép va nhiéu linh vuc
khac, str dung Callbot Al dé xtr
ly s lwong 1&n cudc goi

T6ng dai 1022 tich hgp Chatbot
Al

Buwa Al dén gan hon véi nguoi
Trung tdm I0C Ba N&ng (Téng dai  dan, hudng dan st dung cac
1022 ba N&ng) cong cu Al thuc tién trén nhidu
[inh vuc

3 Chuyén muc “Binh dan hoc Al”

Pham vi viéc Al c6 thé ho tro can bd cép xa/phuong:

— Soan th&o van ban, tom tat ndi dung hop, tom tét ho so.

— Tra ctru nhanh thong tin, phan loai phan anh, chuan hoéa cau tra I&i cho cong dan.

— Lap k& hoach cong viéc, ho tro béo céo dinh ky, nhac viéc va theo ddi trang thai xtr 1y.

— Hb tro tiép nhan hd so Mot cira, kiém tra so bd thanh phan hd so, soan phiéu hwdng dan b6
sung.

Ghi nh&: Al 1a cong cu ho trg. Quyét dinh hanh chinh, két luan phap ly va tra két qua cho céng dan
van thudc tham quyén can bd co chirc nang theo quy dinh.

Buwdc 5. Chuyén tlr tw duy thi cong sang tw duy céng vu so

— Tl lam tha c6ng sang chuan héa quy trinh.

— T kinh nghiém ca& nhan sang td chirc ngudn di¥ liéu dung chung.
— T soan tlr dau sang dung Al tao ban nhap va can bo kiém tra.

— Tir mdi ngudi mot kiu sang prompt, checklist va biéu mau chuén.
Budc 6. Chét nguyén téc dung Al trong cng vu

— Al la céng cu hd tre, khéng thay quyét dinh.

— D{ liéu cong dan phai duwoc bado mat.

— Dau ra Al phai dwoc kiém tra.

— Noi dung phép ly phai cé ngudn chinh thirc.

— Cén bo chiu trach nhiém cudi cung.

Zed'CtNe Al dv doan dwa trén dir liéu. Du bao s6 lvgng ho so, xu hwédng phan anh.
f‘leneratlve Al tao sinh ndi dung mai. Soan nhap van ban, bao céo, phiéu hwéng dan.
. Al dang tac nhan co6 thé thwc hién Tuw phan loai yéu cau, tao nhap, lvu log, nhic han xt Iy & mic hd
Agentic Al . .
nhiéu buoc. tro.
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3. Ba diéu can bo can nh& ngay trwéc khi vao thwe hanh

Trudc khi hoc vién bat dau thiee hanh véi Al, gidng vién chét 3 nguyén tac bét bién ma moi can bd
phai nho:

n Nguyén tac Dién giai

Moi quyét dinh phap ly, hanh chinh thudc thAm quyén can bd. Al

Al la cong cu — khong thay quyét

1 dinh chi hé tro soan nhap, tom tat, phan loai so bd, goi y — khdng thay
: vai trd ngudi cé tham quyén.
Dt liéu c6ng dan phai duoc bao Khong nhap thong tin ca nhan that (CCCD, s6 dién thoai, dia chi
2 =U cong dan p : chi tiét, di¥ liéu nhay cam) vao chatbot cong khai. Phai an/mask dir

mat lidu trwéc khi st dung. Tuan thi Luat Bao vé dit liéu ca nhan 2025.

Al ¢6 thé sai, c6 thé “ao giac” (hallucination), c6 thé bd sét. Can bo

3 Ludn kiém tra dau ra Al phai d6i chiéu ngudn chinh thire, kiém tra logic, stra I6i dién dat
truvée khi str dung. Can b6 chiu trdch nhiém cubi cung.

Khung phéap ly tham chiéu: Cong van s6 557/BKHCN-CBSQG ngay 31/3/2025 ctia B6 Khoa hoc va
Cong nghé; Luat Bao vé dir lieu ca nhan 2025 (Luat s6 91/2025/QH15), hiéu Ilyc tir 01/01/2026.
4. Hoat déng thwc hanh

Bai thuc hanh 1: Nhan dién viéc cé thé dung Al. Hoc vién liét ké 10 cong viéc hang ngay va phan
loai theo bang sau:

Soan thong c6 Tao ban nhéap, kiém tra cach dién Can kiém tra thé thirc, n6i dung
bao hop dat. va tham quyén.
Kiem tr_a ho Co6, & muirc hbd tro Tao checklist so bd néu cé ngudn. Phi qO' ChA".au guon D [ v
so khai sinh quy trinh ndi bd.
Két luan ho Khon Khoéng giao Al quyét dinh Vuot tham quyén, rdi ro phap Iy
so hop 18 9 g9 quyet dinh. 0 quyen, phap ly.

5. Két qua dau ra chuyén dé
— Bang nhan dién viéc c6 thé dung Al.
— Danh sach viéc khéng duoc giao cho Al.

— B6 nguyén tic an toan khi ding Al trong cong vu.

IX. NOI DUNG CHUYEN PE 02/07: GEMINI &
NOTEBOOKLM

1. Muc tiéu chuyén dé

Gjl:lp hoc vién biét str dung Gemini va NotebookLM dé tim kiém, téng hop, hoi dap theo tai liéu va
ho tro chuén bi thdng tin phuc vu céng viéc.

2. NOi dung trién khai super step-by-step

Buéc 1. Ph&n vai Gemini va NotebookLM

— Gemini phu hgp tim ki€ém, hdi dap, phan tich nhanh, so sanh thong tin.

— NotebookLM phti hop nap tai liéu, hdi dap theo ngudn, tom tat tai liéu dai, tao ghi chu.
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Buéc 2. Khi nao dung Gemini

— Tim théng tin nhanh, so sanh phuong an, goi y y twéng, tom tit thong tin phé thong.

— Chu&n bi ndi dung thuyét trinh, phan tich bang dir liéu don gian, goi y cach dién dat dé hiéu.
Buéc 3. Khi nao dung NotebookLM

— Lam viéc v@i tai liéu da nap, héi dap theo nguon tai liéu.

— Tém tét van ban dai, tao ghi chd theo chi d&, tdng hop cau hi tir tai lieu.

Buéc 4. Cach dat cau hdi cho Gemini

— Dung cbng thirc: Muc tiéu + BG6i canh + D liéu + Yéu cau dau ra + Rang budc.

— Vi du: “Hay tom tat ndi dung sau thanh 5 y chinh, ding ngén ngtr dé hiéu cho can b cap xa,
khong tu thém can c& phap ly ngoai ndi dung tdi cung cap.”

Buéc 5. Cach dat cau hoi cho NotebookLM

— Dung cbng thire: “Duwa trén cac tai liéu da nap, hay tra [oi cau hoi sau. Chi s&r dung théng tin c6
trong nguon. Néu ngudn chwa du, hay néi ré chua da can c.”

Buwéc 6. Canh bao str dung

— Khong dung dé két luan phap Iy cudi cling.

— Khong xtr ly di¥ liéu c& nhan chwa dwoc an.

— Khong thay van ban chinh thirc.

— Khong trd 1&i cong dan vé phi, 1& phi, thoi han néu chwa ki€ém tra ngudn chinh thirc.

Codng cu Vai tré chinh Két qua phu hop

Tim kiém, héi dap, phan tich nhanh,

s0 sanh thong tin. Danh séch y twdng, ban tom tat, goi y phwong an.

Gemini

NotebookL Nap tai liéu, hdi dap theo nguon,
M tom tat tai liéu dai.

Toém tét theo ngudn, ghi cha, checklist tir tai liéu.
3. Hoat déng thwc hanh

— Bai thwc hanh 2: Dung van ban mau khong chira di¥ liéu ca nhan dé tém tét 5 y chinh, chuyén
thanh checklist va tao cau tra 1&i ngén cho cong dan.

— Bai thire hanh 3: Nap tai liéu mau vao NotebookLM va héi dap theo ngudn; yéu cau Al chi ra ni
dung chwa du r6 can kiém tra thém.

4. Két qua dau ra chuyén dé
— B0 prompt Gemini dung nhanh.
— B0 prompt NotebookLM dung nhanh.

— Checklist kiEm tra ngudn treéc khi str dung két qua Al.

X. NOI DUNG CHUYEN PE 03/07: CHATGPT & HE SINH
THAI PROJECT

1. Muc tiéu chuyén dé

Gilp hoc vién hiéu ChatGPT khong chi la cong cu hoi dap, ma cé thé tré thanh khdng gian lam viéc
chuyén biét theo tirng Iinh vire, tlPng ngudn tai liéu va tirng quy trinh nghiép vu.
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2. NOi dung trién khai super step-by-step
Budc 1. Xac dinh ChatGPT ho tro gi trong cong vu
— Soan nhap van ban, tom tét thong tin, phan tich ndi dung, lap ké hoach cong viéc.

— Tao bang checklist, chudn héa cau tra |, tao phiéu hwéng dan nhap, soan bao cao
ngay/tuan/thang.

Bwéc 2. Hi€u Project la gi

— Project la khéng gian lam viéc chuyén biét gdom nguodn tai liéu, hwéng dan riéng, cac doan chat
theo nghiép vu, bd prompt dung nhanh, quy trinh thao tac va quy tac bao mat.

Buéc 3. Vi sao cong vu can Project

— Project gitp lam viéc theo Iinh vire, gith ngudn tap trung, chuan héa cach héi va cach tra loi.
— Project gilp giam sai léch, dé dao tao can bd mai, dé kiém tra va cap nhat.

Budc 4. Thiét ké cdu tric Project cong vu mau

— Co6 quy trinh st¥ dung hang ngay, phan loai yéu cau, kiém tra hd so, phiéu hwdng dan bé sung,
bao céo theo déi, canh bao rui ro, cap nhat ngudn, kiém thtr nghiém thu.

Buw&c 5. Chon Project dung Iinh vuc

— Project 01: M6t clra & Dich vu cong.

— Project 02: Van héa - Xa hoi.

— Project 03: Noi vu - T6 chtrc.

— Project 04: Biéu hanh - Téng hop.

Budéc 6. Cach dung ChatGPT Project dung

— Chon dung Project, chon ding doan chat nghiép vu, nhap di¥ liéu da an thong tin nhay cam, néu
rd muc tiéu can Al hd trg, yéu cau Al chi tao ban nhap, can bd kiém tra truéc khi ding.

Thanh phan Project No6i dung chuan héa
01. Quy trinh st dung hang ngay Hwéng dan can bd dung Al theo tirng thdi diém lam viéc.
02. Phan loai yéu cau Hb tro dinh tuyén yéu cau theo Iinh virc.
03. Kiém tra ho so Hb tro kiém tra thanh phan hd so theo checklist ngudn.
04. Phiéu hwéng dan bd sung Soan nhap phiéu b6 sung hd s cho cong dan.
05. B4o céao va theo doi Téng hop s6 liéu, trang thai, nhac han.
06. Canh bao rui ro Bao mat, vurgt tham quyén, thi€u ngudn.
07. Cap nhat ngudn Quan Iy van ban, biéu mau, quy trinh ma&i.
08. Kiém thir va nghiém thu Kiém tra chat lwong Project tride khi dung that.

3. Hoat déng thwc hanh

— Bai thuc hanh 4: Tao prompt trong Project dé phan loai yéu cau cong dan & murc so bd, khong két
luan thay cén bo.

— Bai thire hanh 5: Soan nhap ndi dung tra 1o cong dan theo van phong ngan gon, dé hiéu va co
canh bao kiém tra ngudn.

4. Két qua dau ra chuyén dé
— M6 hinh ChatGPT Project céng vu.
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— B6 prompt dung nhanh trong Project.

— Nguyén tac chon ding Project trede khi hoi Al.

XI. NOI DUNG CHUYEN PE 04/07: CLAUDE CHO
BRAINSTORM & LAP KE HOACH

1. Muc tiéu chuyén dé

Gilp hoc vién biét str dung Claude dé phan tich van dé, xay dwng ké hoach, thiét ké phwong an
trién khai va tao khung cong viéc c6 cau tric.

2. NOi dung trién khai super step-by-step

Buéc 1. Xac dinh khi nao nén dung Claude

— Dung khi can brainstorm y twéng, lap dé an, xay dwng ké hoach tap huén, thiét ké SOP, phan ra
cong viéc phtrc tap, xay dwng RACI, checklist, kich ban trién khai, phwong an A/B/C.

Budéc 2. Bat bai toan theo 5 thanh phan

— Muc tiéu can dat.

— B6i canh hién tai.

— Rang budc vé thoi gian, nhan lyc, nguon Iwc.
— boi twong ap dung.

— bau ra mong mudn.

Buéc 3. Tao prompt 1ap ké hoach

— Vi du: “Ban la chuyén gia lap ké hoach cong vu cap xa/phuwong. Hay gilp toi xay dung ké hoach
trién khai (rng dung Al trong xtr ly bdo céo dinh ky...”

Budc 4. Kiém tra mau dau ra tét

— bé cuwong r6 rang, 16 trinh theo giai doan, bang céng viéc, nguwdi phu trach, thai han, rdi ro, bién
phéap kiém soat, checklist hanh dong, phwong an A/B/C néu cé.

Buéc 5. Canh bao sir dung

— Khong dung Claude dé thay quyét dinh cta lanh dao, ban hanh ké hoach chinh thirc khi chwa
duwoc duyét, tao can clr phap ly néu chwa cé ngudn, danh gia tinh hop 1€ hd so thay can bd chuyén
mon.

3. Hoat déng thwc hanh

Bai thire hanh 6: M&i nhém chon mdt bai toan nhw chudn hoa bao céo cudi ngay, tiép nhan phan
anh, checklist hd so Mot ctra, k& hoach tap huédn ndi bd hodc quy trinh nhac han xt Iy hd so. Sau
dé dung Claude hoac ChatGPT dé tao muc tiéu, pham vi, bwéc trién khai, bang phan cong, rui ro va
chi s6 danh gia.

4. Két qua dau ra chuyén dé

— 01 ban ké hoach mini.

— 01 bang cbng viéc.

— 01 checklist trién khai.

— 01 danh séach rii ro can kiém soat.
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XIl. NOI DUNG CHUYEN PE 05/07: WORKFLOW -
AUTOMATION - Al AGENTS

1. Muc tiéu chuyén dé

Gilp hoc vién hiéu cach chuyén tir dung Al thi cong sang t6 chirc quy trinh lam viéc c6 cau trac, co
tw dong hoéa tlrng phan va cé ki€ém soat con nguoi.

2. NOi dung trién khai super step-by-step

Bwéc 1. Lam rd 3 khai niém

— Workflow la lubng cbng viéc gdm cac buéc cé trinh ty rd rang.

— Automation 1a ti ddng hoa tac vu 13p lai theo quy tac.

— Al Agent la tac nhan Al c6 kha nang hiéu ngtr canh, thuc hién nhiéu buédc va hd tro hanh dong
trong pham vi dugc gidi han.

Budéc 2. M6 td workflow céng vu don gian

— Ti€ép nhan d lieu - kiém tra dau vao - phan loai yéu cau - gan nhan linh vic - tao dau ra
nhap - lwulog — chuyén nguoi duyét — can bo kiém tra — cap nhat trang thai — bao céo két qua.

Buwdc 3. Xac dinh cong cu c6 thé str dung

— Google Forms dé thu thap di liéu.

— Google Sheets dé€ Iwu trir va theo doi.

— Google Docs dé tao van ban, phi€u, bao céo.

— Email dé gtri thong béao.

— APl va webhook dé két ndi hé théng.

— Nén tang workflow dé tao lubng tw dong hoa.

— Al Agent dé hd tro phan tich, phan loai, tao nhap.
Buéc 4. Thiét ké workflow an toan

— CO di lieu dau vao r8, quy tac kiém tra rd, trang thai xtr Iy rd, ngudi phu trach rd, log hanh dong
rd, bwdc phé duyét ciia con nguwdi va co ché canh bao thi€éu ngudn/vurgt tham quyén.

Buéc 5. M6 hinh workflow Mot clra goi y

— Cong dan glri yéu cau - can bo ti€p nhan nhap thong tin t6i thi€u — Al phan loai so bd — Al goi
y Iinh vie/Project — Al tao checklist — can bd doi chi€u ngudn - néu thi€u ho so, Al soan phiéu
hwéng dan nhap — céan bd kiém tra — Iwu trang thai — béo céo cudi ngay.

Buwéc 6. Kiém soat Al Agent

— X&c dinh Agent dwgc phép lam gi, khéng duoc phép lam gi, l[dy nguon tlr dau, ai duyét dau ra
cudi va log duoc lwu & dau.

Ngwei thwe hién | Dir liéu dau vao Al hé tro gi Nguwoi duyét

Yéu cau cong dan

Tom tét, phan loai Sai linh vuc néu

1 Can bo ti€p nhan  da an dir liéu A Can b0 ti€p nhan. PP
N so bo. mo ta thiéu.
nhay cam.
5 Ca}n b6 chuyén Checklist ngudn. So s:i\nh’ so bd h? Ce}n bd chuyén Thlgu nquon hoac
mon so da cé/chwa c6. mon. nguon cd.
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Ngoén nglr chua

3 Cén b Mbt cira Dgph séch gidy to Soafm phlsu ) Can“bo c6 thdm phil hop hosic
thiéu. hwéng dan nhdp.  quyén. e e
thiéu can ctr.
o s D@ liéu trang thai  T6ng hop bao L&nh dao/dau Sai s6 liéu néu dir
4 T6 tdng hop = . e o .
ho so. céo. mai. liéu vao sai.

3. Hoat déng thwc hanh

— Bai thyc hanh 7: V& workflow nghiép vu cho mcf)t~trong cac quy trinh: bao céo cudi ngay, ti€p nhan
phan anh, theo déi han xtr ly, soan phiéu hwéng dan bé sung, tong hop cau hoi cong dan.

4. Két qua dau ra chuyén dé

— 01 so do workflow nghiép vu.

— 01 bang kiém soat ri ro.

— 01 danh s&ch viéc c6 thé ty dong hoa.

— 01 danh séch viéc bat budc con nguwdi duyét.

Xlill. NOI DUNG CHUYEN BE 06/07: PROJECT 01 - MOT
CUA & DICH VU CONG

1. Muc tiéu chuyén dé

Giup hoc vién thire hanh ting dung Al vao nghiép vu Mot clra va Dich vu cdng & mirc ho tro: tiép
nhan, phan loai, kiém tra so bd, hwdng dan bd sung, bao céo va canh bao rui ro.

2. Nguyén tac riéng cla Project 01

Project 01 chi hd trg nghiép vu, khdng thay can bo ra quyét dinh. Al dwoc phép hd trg phan loai yéu
cau, goi y Iinh vue lién quan, goi y Project chuy&n mon can chuyén, kiém tra so bo thanh phan ho
so theo checklist ngudn, phat hién hd so c6 dau hiéu thiéu gidy tdr, soan nhap phiéu hvdng dan b6
sung, soan cau tra I dé hiéu cho cdng dan, tom tét hd so cho can bd chuyén mon, nhac thoi han
Xt ly néu cé di¥ liéu, 1ap bao cado ngay/tuan/thang va canh béo rui ro.

Al khdng dwoc phép tw két luan hod so hop Ié cudi cung, tw phé duyét ho so, tu tra két qua hanh
chinh, tw xac dinh phi/lé phi néu chwa c6 ngudn, ty quyét dinh chuyén xt ly thay can bo, tw ky,
dong dau hoac ban hanh van ban.

3. Cau truc 6 chirc nang trong tam

N6i dung hd tro Nguyén tic kiém soat

1. Quy trinh  DAu ngay, ti€p nhan, kiém tra,
str dung chuyén chuyén mén, lap phiéu, cuéi  Can b6 chon ding thoi di€ém va ding doan chat nghiép vu.
hdng ngdy  ngay.

2 (FE ()| P [E6Y S o iam (i wize i) Khong két luan thay can bd; canh bao vwot tham quyén.

yéu cau tuc hanh chinh.

3. Kiém tra . . . oA

thanh phan S? s\anh Vol ChSCkhft nguon, neu da Phai cé ngudn va can b6 chuy&n mon kiém tra lai.
hb SO co/con thi€u/diém can xac minh.

4. Soan )

phieu - Taoban nhap phi€u huong danbo 4, s vigm tra trwe khi infgi.

hwéng dan  sung ho so cho cong dan.

b6 sung
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5. Bao cao < . Lo

cudi ngay Tong th SO Iu?u, trang thai, ton Khong tw thém s6 liéu ngoai di¥ liéu cung céap.
N e dong, kién nghi.

va theo déi

6. Canh bao Phat hién di liéu ca nhan, thiéu
rdiro-bao  ngudn, vuot thdm quyén, hd so Yéu cau an/mask va chuyén can bd cé tham quyén.
mat nhay cdm.

4. Quy trinh xtr ly tinh huéng M6t ctra super step-by-step

— Bwéc 1: Nhan mo ta yéu cau clia cong dan.

— Budc 2: An/mask dit liéu ca nhan khéng can thiét.

— Buéc 3: Yéu cau Al phan loai so bd Iinh viee lién quan.

— Budc 4: Al goi y Project/linh virc chuyén mon can chuyén.

— Budc 5: Kiém tra ngudn chinh thirc da cé trong Project hay chua.

— Buéc 6: Nhap danh sach hd so cong dan da nop.

— Buéc 7: Yéu cau Al so sanh v@i checklist nguon.

— Bwéc 8: Al néu hd so da co, ho so con thi€u va diém can xac minh.

— Budce 9: Néu thiéu hd so, yéu cau Al soan phiéu hwdng dan bé sung ban nhap.
— Bwdc 10: Can bd kiém tra, chinh slra, d6i chi€u quy dinh.

— Bwéc 11: Can bd c6 tham quyén st dung ban hoan thién theo quy trinh ndi bo.

— Bwéc 12: Lwu trang thai xt ly, theo doi han va tong hop bao céo cudi ngay.

5. Nhém linh vwc goii y

HO tich; Chirng thue; Bat dai; Ti€p cong dan; Lao dong - Thwong binh va Xa hoi; Van hoa - Xa hoi;
Y t€; Gido duc; Tai chinh; Méi trid'ng; Xay dwng; NOi vu; Khac.

6. Hoat dong thwc hanh

— Bai thuc hanh 8: M6 phoang ti€p nhan ho so, an di liéu ca nhan, phan loai so b, goi y linh vuec,
kiém tra hd so, soan phiéu huwdng dan bd sung va canh béao rui ro.

— Bai thuc hanh 9: Tir bang di¥ liéu mau, ding Al tao bao cao cudi ngay, bang phan loai hd so,
danh sach hd so can nhic va kién nghi xtr ly.

7. Két qua dau ra chuyén dé

— 01 quy trinh str dung Project 01 hang ngay.

— 01 prompt phan loai yéu cau.

— 01 prompt kiém tra ho so.

— 01 mAu phiéu huéng dan bé sung.

— 01 mAu béo céo cudi ngay.

— 01 checklist canh bao rui ro.

XIV. NOI DUNG CHUYEN PE 07/07: LO TRINH TRIEN
KHAI Al CONG VU
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1. Muc tiéu chuyén dé
Gilp don vi chuyén tlr tap huén sang trién khai thuc té theo 16 trinh c6 kiém soat, co thi diém, co6
chuan hoa, cé danh gia va cé cai tién lién tuc.

2. LO trinh 4 giai doan

Giai doan Muc tiéu Viéc can lam

1. Nhan A x ar N el s o LA x TN x s 1 A

A Céan bd hiéu dang vé Al, biét dung To chire tép huén, cung cép tai liéu, prompt mau, quy tac bao mat,
thirc va tap N N N . N « . o N A o
huan an toan, hinh thanh nhdm nong c6t.  nhém ho tro va can bé dau maoi.
2. Thi diém PO < SV, s DB+ et . ¥
nghiép vu Chonﬁmot s6 nghiép vu it rai ro dé Soan nhap bao céo, tom tat van ban, chuan hoa cau tra |oi, tdng

A thi diém va do hiéu qua. hop hop, bao céo cudi ngay.
wu tién
3 Chuan s phu thube cach hdi c& nhan, . e . e
héa nguon, < K Ko n bz oo A Tap hop ngudn, phén loai ngudn, chuan héa prompt, biéu mau dau
tang théng nhat va kh& nang nhan e . ~

prompt, on ra, workflow, nguoi ki€m tra cudi, lwu vét.
workflow ong.
4. banh gia, - . s (e F o B R AR f . < . NP
Cai tién Do hiéu qud, phét hién rui ro, cai Do chi sb thoi gian, chét lwgng, nang suat, phuc vu nguoi dan, rui
nhan rf)’ng tién quy trinh, m@& réng linh vc. ro, mirc do str dung va cai tién.

3. Nguyén tic cét 18i khi trién khai

— Bung ngudn: sir dung ngudn chinh thirc, dang tin cay, dwoc cap nhat.

— Pang vai tro: Al hd trg, con ngudi quyét dinh.

— Co6 kiém tra nguwi that: moi dau ra quan trong phai dwoc can bd ki€m tra.

— B&o mat di¥ liéu: khéng dwa di¥ lieu ca& nhan, nhay cam Ién Al khi khéng can.

— Lwu vét va cdi tién: ghi nhan qua trinh, do hiéu qua va cap nhat thuong xuyén.

4. Bai thwc hanh cudi khéa

M6i nhém xay dwng mét “Ké& hoach thi diém Al cong vu 30 ngay” tai don vi, gdm: tén nghiép vu thi
diém, ly do chon nghiép vu, muc tiéu, doi twgng tham gia, di¥ liéu dau vao, cong cu Al str dung,
prompt mau, quy trinh thuwe hién, ngudi kiém tra cudi, rai ro va bién phap kiém soat, chi s6 danh gia,
ké hoach cai ti€n sau 30 ngay.

Ngwei phu trach San pham dau ra RUi ro/Cach kiém soat

~ Chon nghiép vu, chuén Danh muc ngudn, pham  Thi€u ngudn; yéu cau ra
Tuan 1 . ~ S e PR p .
héa nguon. vi thi diém. soat van ban chinh thire.
5 n B MR Pau ra chuwa 6n dinh; can
Tuan 2 Th nghlepw prompt, Prqmpt mau, bi€éu mau Kiém thie nhidu finh
tao mau dau ra. nhap.

hudng.

Tuan 3 Ap dung ¢c6 kiém soét. Ban nhap dugc can bd D liéu nhay cdm; phai

kiém tra. an/mask.
- DPanh gia, diéu chinh, Bao cao két qua thi diém  Chi s chwa da; can bo
Tuan 4 o b 5 = [Fa S
bao céao. 30 ngay. sung dit liéu do lwong.

5. Két qua dau ra cudi khéa
— 01 bang nhan dién viéc cé thé dung Al.

— 01 bd prompt ca nhan dung trong cong viéc.
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— 01 workflow nghiép vu don gian.

— 01 mau &ng dung Project 01 vao Mét clra.
— 01 checklist bAo mat di¥ liéu.

— 01 ké hoach thi diém Al cong vu 30 ngay.

— 01 cam két nguyén tic str dung Al an toan, ding vai tro.

XV. PHUWONG PHAP TO CHUC TAP HUAN
1. Phwong phap giang day

— Giang giai ngan, tap trung khai niém cét 16i.

— Minh hoa truc ti€p bang tinh huéng cong vu.

— Thwc hanh theo tinh hudng cla cap xa/phuwdong.

— Lam viéc nhém, chia sé két qua, phan bién va chinh stra.

— Tong két thanh quy trinh, checklist va prompt dung dwgc ngay.

2. Nguyén téc t6 chirc moi chuyén dé
— Néu muc tiéu chuyén dé.

— Gidi thich khai niém cot 16i.

— Minh hoa bang tinh huéng céng vu.

— Giang vién trinh dién céng cu.

— Hoc vién thwc hanh theo mau.

— Chét checklist va 16i can tranh.

3. Phwong phap kiém tra két qua

— Bai thuc hanh ca nhan.

— San pham nhém.

— Checklist an toan.

— Bai test tinh hudng.

— Thuyét trinh ké hoach thi diém 30 ngay.

— DPanh gia mic dod hi€u nguyén tic Al khéng thay quyét dinh hanh chinh.

4. BO Test danh gia hoc vién (dau vao va cudi khéa)

B0 Test gom 2 phan: Test dau vao 10 cau (do nhan thirc ban dau, khéng tinh diém) va Test cudi
khoa 15 cau (do két qua sau tap huan, chiém 20% téng diém danh gia hoc vién).

4.1. Test dau vao (10 cau, 15 phut, khong tinh diém)
Muc dich: do baseline nhan thirc vé Al dé giang vién diéu chinh trong tdm néi dung phd hop. Hoc
vién khoanh dap an dung (a, b, c hoac d).

Cau 1. Al (tri tué nhan tao) trong cong vu dwoc hi€éu ding nhat la gi?
a) Phan mém tw ra quyét dinh thay can bo.
b) Hé théng may tinh hoé tr con ngudi thuee hién mot sé cong viéc can tri tué.

¢) Robot vat ly lam viéc trong co quan.
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d) Ung dung chi ding dwoc trén may tinh siéu manh.

Cau 2. Loai Al nao tao ra ndi dung méi (van ban, hinh anh, ké hoach)?
a) Predictive Al (Al dy doan).

b) Generative Al (Al tao sinh).

¢) Agentic Al (Al tAc nhan).

d) Ca 3 déu tao ndi dung mai.

Céau 3. ChatGPT, Gemini, Claude la cac cong cu thudc loai nao?

a) Hé diéu hanh may tinh.

b) Phan mém van phong truyén théng.

¢) M6 hinh ngbn ng I&n (Generative Al).

d) Trinh duyét web.

Cau 4. Cong cu Al nao phu hop nhat dé nap tai liéu va hoi dap theo ngudn tai liéu da nap?
a) ChatGPT ban mién phi.

b) NotebookLM.

¢) Google Search.

d) Microsoft Word.

Cau 5. Cong cu Al nao duoc gidi thiéu trong chwong trinh dé hé tro brainstorm va lap ké hoach?
a) Excel.

b) Claude.

c) Photoshop.

d) Zoom.

Cau 6. “Prompt” trong Al la gi?

a) Tén mot (rng dung.

b) Cau Iénh, yéu cau ma nguoi dung dua cho Al.

¢) Loai pin m&i cho may tinh.

d) Mot dang van ban hanh chinh.

Cau 7. Khi tiép nhan hd so ctia cong dan va muén ding Al ho trg kiém tra so bd, can bd nén lam gi
TRUOC?

a) Chup nguyén hd so va dua thang lén Al.

b) An/mask théng tin ca nhan nhay cam truéec.

¢) bang ho so 1én Facebook nho Al.

d) Khéng can lam gi, Al tw xtr ly.

Cau 8. Al c6 dwagc quyén tu ra quyét dinh “hd so hop Ié — khong hop 1€” thay can bd khong?
a) Co, néu Al tin cay cao.

b) Co, dé giam tai cho can bo.

c) Khong, Al chi ho tro; can bd la nguwdi chiu trach nhiém cudi ciing.

d) C6, mién lwu vét qua trinh.
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Cau 9. Theo Luat Bao vé di¥ liéu ca nhan 2025 c6 hiéu luc tir 1/1/2026, hanh vi nao sau day bi
NGHIEM CAM?

a) Str dung Al dé soan nhap van ban.

b) Mua ban dir liéu ca nhan.

c¢) Luu vét hanh dong Al.

d) Bat cau héi cho Al.

Cau 10. Khi Al tra Ik mot cau héi phap ly ma can bd khéng chéc ngudn, nén lam gi?
a) Tin Al va dung ludn.

b) In ra va déong dau.

c¢) Kiém tra lai van ban phap ly chinh thirc trieére khi str dung.

d) Goi dién hoi dong nghiép xac nhan thay vi kiém tra van ban.

Dap an Test dau vao: 1-b; 2-b; 3-c; 4-b; 5-b; 6-b; 7-b; 8-c; 9-b; 10-c.

4.2. Test cudi khéa (15 cau, 20 phut, chiém 20% diém danh gia)

Muc dich: do nhan thirc va k§ nang sau 2 ngay tap huan. Bat yéu cau khi dung tlr 10/15 cau tré [én
(twvong duwong 70%).

Cau 1. Trong 3 loai Al (Predictive, Generative, Agentic), loai nao phu hop nhat dé dy bao lwvgng ho
so ti€p nhan tuan t&i dya trén di¥ liéu cac tuan truéc?

a) Predictive Al.

b) Generative Al.

c) Agentic Al.

d) Khéng loai nao.

Cau 2. So sanh Gemini va NotebookLM — phat biéu nao BPUNG?

a) Ca hai déu gidng nhau hoan toan.

b) Gemini manh tim kiém pho théng; NotebookLM manh khi can hai theo tai liéu da nap.
c) NotebookLM chi hd tro ti€ng Anh.

d) Gemini khong phai san pham ctia Google.

Cau 3. Trong ChatGPT Project, dac diém quan trong nhét la gi?

a) Téc dd phan hoi nhanh hon.

b) C6 thé nap ngudn tai liéu riéng, tao huéng dan riéng theo nghiép vu.

c) Co6 giao dién dep hon.

d) Mién phi hoan toan.

Cau 4. Cong thirc prompt tét cho cdng vu gobm 5 thanh phan, dé la:

a) Tén + Tubi + Qué + Hoc van + Chtrc danh.

b) Muc tiéu + B6i canh + D{¥ liéu + BDau ra mong mudn + Rang budc.

¢) Lwong + Thudng + Phu cap + Bao hiém + Nghi phép.

d) BPau + Than + Két + Ky + DAau.

Cau 5. Khi mudn Al khong tw suy dién ngoai tai liéu, prompt nén c6 cau nao?

a) “Hay sang tao thoai mai”.
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b) “Chi str dung théng tin c6 trong ngudn da cung cap. Néu chwa du, hay néi ré chwa dd can cu”.
c) “Tra I ngan gon”.

d) “Dung tiéng Anh”.

Cau 6. Khi soan prompt dé Al tao ban nhap van ban hanh chinh, KHONG nén yéu cau Al lam gi?
a) Soan theo van phong hanh chinh.

b) Ty thém can cir phap ly ma can bd chwa cung cap.

c) Tém tét ngan gon.

d) Bé xuét b6 cuc.

Cau 7. Theo Cong van 557/BKHCN-CBSQG (31/3/2025), khi can bd dung chatbot Al phai tuan thu
nguyén tic nao?

a) Phu hgp dao dirc, van hoa, truyén théng Viét Nam; tuan thd phap luat an toan thong tin.
b) Chi dung Al Viét Nam.

c) Chi ding Al mién phi.

d) Phai xin phép lanh dao tirng lan dung.

Cau 8. Trong “3 diéu can nhé ngay khi dung Al”, dieu nao BUNG?

a) Al thay quyét dinh phap ly cta can bé.

b) D liéu cong dan cé thé nhap tw do vao chatbot cong khai.

c) Al c6 thé sai — can bd phai kiém tra dau ra trwée khi str dung.

d) Al ludn dang, khéng can kiém tra.

Cau 9. Luat Bao vé dir liéu ca nhan 2025 (Luat s6 91/2025/QH15) c6 hiéu lyc tr ngay nao?
a) 01/7/2023.

b) 22/12/2024.

c) 01/01/2026.

d) 31/3/2025.

Cau 10. Mt cdng dan dén ndp hd so khai sinh. Can bd mudn ding Al hd tro kiém tra thanh phan hd
so. Quy trinh DUNG la:

a) Chup &nh nguyén CCCD, gidy chirng sinh va dua thdng I1&én ChatGPT.

b) An di¥ li&u ca nhan, mé t& thanh phan hd so chung, yéu cau Al so sanh va&i checklist ngudn, can
bd kiém tra cudi.

c) bwa Al tw quyét dinh hd so hop 1.

d) Khéng can kiém tra, glri ludn Ién cap trén.

Cau 11. Workflow tw ddng héa nghiép vu Mot ctra phai c6 BUGC nao 1a BAT BUOC?
a) Buoc lvu trir dir liéu trén cloud nwdc ngoai.

b) Budc ngudi duyét cubi cung do can bd thue hién.

¢) Buée glri thdng bao qua Facebook.

d) Buéc cho Al tw quyét dinh.

Cau 12. Khi Al gép tinh hudng thiéu can ctr phap ly dé tra I¢i, Al nén (can bd can huan luyén prompt
nhw vay):

a) Ty suy doan.
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b) Tra |oi theo cam tinh.

c) NG6i rd “Hién chwa du can ctr ngudn dé két luan chinh xac. Can ki€m tra van ban phap ly”.
d) Bé qua cau hai.

Cau 13. Trong quy trinh 9 buéc “déng ngudn an toan”, buéc dau tién la:

a) Yéu cau Al tao nhap.

b) Chon tinh hudng cong viéc cu thé can xt ly.

c) Bang ky tai khoan Al mai.

d) Tai toan bd ho so 1én.

Cau 14. Téng dai 1022 (ba Nang, Quang Nam, TP HCM) da trng dung Al cho muc dich gi?
a) Ban hang online.

b) Ti€p nhan, phan loai va giai dap tha tuc hanh chinh ctia ngu¢i dan.

c) To chirc sw kién.

d) Quang cao du lich.

Cau 15. Sau khda tap huén, hoc vién cam két nguyén tic nao sau day la SAI?

a) Str dung Al diing muc dich, dang vai tro ho tro.

b) Céan bo chiu trach nhiém cubi cung vé dau ra.

c) C6 thé nhap day du thong tin cong dan vao Al dé tiét kieém thi gian.

d) Kiém tra nguodn trwée khi str dung ndi dung phap ly.

Dap an Test cudi khoa: 1-a; 2-b; 3-b; 4-b; 5-b; 6-b; 7-a; 8-c; 9-c; 10-b; 11-b; 12-c; 13-b; 14-b; 15-c.

Thang danh gia: 14-15 cau ding — xuét sic; 12—-13 cau — khéa; 10-11 cau — dat; dwdi 10 cau —
can hoc bo sung.

XVI. BO CHECKLIST AN TOAN KHI DUNG Al CONG VU

Trwéc khi dwa ndi dung vao Al, can bo kiém tra theo béng sau:

D lieu ca nhan da
dwoc dn/mask chua?

Cé6 nhap CCCD, s6
dién thoai, dia chi chi
tiét khong can thiét
khong?

NOi dung c6 thudc ho
so nhay cdm khong?

Co¢ lién quan bi mat
nha nuwéc hodc tai liéu
ndi bd chwa duoc phép
chia sé khéng?

C6 yéu cau Al két luan
thay can bd khong?

Co yéu cau Al tao can

6 ct phap ly khi chua co
nguon khong?
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C6 yéu cau Al quyét

7 dinh ho so hop
|&/khdng hop 1é khdng?
Pau ra cb can can bo

8 chuy&n mon kiém tra
khéng?

C6 can lwu vét qua

9 tinh x& Iy khong?
C6 can xin y kién lanh
10 dao truwée khi str dung

khéng?

XVIl. BO PROMPT MAU DUNG NHANH SAU TAP HUAN

1. Prompt tom tét van ban

“Hay tom tt ndi dung sau thanh céc y chinh, trinh bay ngén gon, dé hiéu cho can bd cap
xd/phwong. Khéng tw thém thong tin ngoai ndi dung dwoc cung cap. Néu cé phan can kiém tra
ngudn chinh thic, hay ghi ro.”

2. Prompt soan nhap van ban

“H&y soan ban nhap van ban theo van phong hanh chinh, rd rang, lich sw, dé hiéu. Noi dung chi la
ban nhap dé can bd kiém tra, chinh slra va phé duyét trwée khi stv dung.”

3. Prompt tao checklist

“Hay chuyén ndi dung sau thanh checklist kiém tra céng viéc. Mdi muc checklist can ngén gon, ¢
thé danh dau Pat/Chua dat. Khong tw thém yéu cau phap ly néu chwa cé trong ngudn.”

4. Prompt phan loai yéu cau céng dan

“Hay hd tro phan loai so bd yéu cau sau vao linh vire phi hop. Khong két luan thay can bd. Néu co
dau hiéu vurot thdm quyén cap xa/phurong hodc thi€u can civr ngudn, hdy canh bao.”

5. Prompt bao cao cudi ngay

“Hay téng hop di¥ liéu sau thanh bao cao cudi ngay cho Ianh dao. Chi st dung so liéu dwoc cung
cap. Trinh bay theo cac muc: tinh hinh ti€p nhan, két qua xt ly, ho so ton, rdi ro, ki€n nghi.”

6. Prompt ki€ém tra rui ro div liéu

“Hay ra soat ndi dung sau va chi ra cac rui ro lién quan dén di liéu ca nhan, théng tin nhay cam,
thi€u nguodn, virot tham quyén hoac nguy co Al két luan thay can bd.”

7. Prompt kiém tra thanh phan ho so

“Dwa trén checklist ngudn da c6 trong Project, hay ho trg kiém tra so bd thanh phan hd so sau. Hay
chia thanh: hd so da cé, hd so con thi€u, diém can can bo xac minh, canh bao rui ro. Khong két luan
ho so hop Ié cubi cung.”

8. Prompt soan phiéu hwéng dan b6 sung

“H&y soan ban nhap phiéu huéng dan bé sung hd so cho céng dan theo van phong hanh chinh, dé
hi€u, lich swr. N6i dung gém: théng tin chung, tha tuc/linh vire, ho so da cd, ho so con thié€u, Iy do
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can b6 sung, Ivu y cho cdng dan, lwu y bao vé dir liéu ca nhan, can bd hwdng dan. Ghi rd day 1a
ban nhap dé can bo kiém tra.”

XVIII. SAN PHAM SAU TAP HUAN

— B0 slide tap huan Al cong vu cap xa/phuong.

— Tai liéu hwéng dan str dung Al an toan trong cong vu.

— B0 prompt dung nhanh cho can bd.

— B0 checklist bAo méat di¥ liéu.

— MA&u quy trinh str dung Al trong Bd phan Mét clra.

— Mau phiéu huwdng dan bé sung hd so do Al ho trg soan nhap.
— Mau béo céo cudi ngay.

— Mau workflow nghiép vu.

— K& hoach thi diém Al cong vu 30 ngay.

— Danh muc ngudn can chuan héa dé duwa vao Project.
XIX. PHAN CONG VAI TRO TRONG LOP TAP HUAN

Lanh dao don vi Pinh huéng, quan triét nguyén tac, lva chon nghiép vu thi

diém.
Giang vién tap huan Trinh bay, hwdng dan thiee hanh, kiém soat ndi dung.
Can bd dau méi chuyén doi so Hb tro k§ thuat, tdng hop san pham sau tap huén.

Cén bo Mét civa :sl'guc hanh tinh huéng ti€p nhan, phéan loai, hwéng dan ho
Céan bd chuyén moén Kiém tra tinh phd hgp nghiép vu va nguon.

Ghi nhan cau héi, téng hop san pham, lap bao céo tap

T6 thw ky huan.

XX. MAU CAM KET NGUYEN TAC SU’ DUNG Al CONG
VU

Cén bd tham gia tap huén th8ng nhat cac nguyén téc sau:

— Str dung Al ding muc dich, ding vai trd ho tro.

— Khéng giao Al tw quyét dinh ndi dung thudc tham quyén hanh chinh.

— Khéng nhap di¥ liéu ca nhan, di liéu nhay cdm khi khéng can thiét.

— Kiém tra nguon trwére khi str dung ndi dung lién quan phap ly, thu tuc, phi, 1& phi, thei han.
— Xem moi dau ra Al la ban nhap.

— Céan bd ki€ém tra, chinh stra va chiu trach nhiém cudi cung.

— St dung Al nham nang cao chét lwvong phuc vu ngudi dan, ting tinh minh bach, hiéu qua va ky
cuwong trong cong vu.
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XXI. BO SUNG BO BIEU MAU VA TINH HUONG LUYEN
TAP

Muc nay téng hgp phan hoc liéu thuc hanh trong bé hinh méi, bdo ddm chwong trinh khdng chi cé
dé cuong ly thuy&t ma cé da phiéu, checklist, prompt mau va tinh huéng luyén tap treée khi dung Al
vao cong viéc that.

1. BO phiéu gitp ngwei hoc thwe hanh va ghi lai két qua

Muc dich st dung

Ghi muc tiéu ca nhan, nghiép vu dang can hé trg va cau héi mudn

BM-01 Phiéu doc trwdc bai hoc a as . R
gidi dap trwde khi vao 1op.

BM-02 Checklist an toan dif lidu ll;lérl\;a/%sgchfgééhgg%ﬂgé(g?‘ngaiﬁa vao Al va danh dau ho so/van

) x - Khung viét yéu cau cho Al gdm vai trd, ngudn can ct, nhiém vy,

BM-03 Mau prompt cong vu dinh dang dau ra va buéc kiém tra.

BM-04 Phi&u thirc hanh tinh hudng Ghi tlnr] hucgng,ﬂnguon (_1a dung, prompt da thir, két qua Al trd vé va
phén can b kiém tra lai.

BM-05 Nhat ky &p dung sau 16p Theo doi viéc da thir, hiéu qua dat duoc, rai ro gap phai va ndi

dung can hd trg thém.

2. Mwe&i tinh huéng luyén tap trwéc khi dung Al vao cong viéc that

STT Tinh huéng Yéu cau luyén tap

Kiém tra Al c6 bam ddng tai liéu da cung cép, tra Idi gon va néu rd

01 Thu tuc c6 du nguén can ci hay khong.

02 Thigu can et phap Iy Al pha}l biét néi th'leu nguon, dé xuat kiém tra van ban chinh thirc
thay vi tw suy doan.

03 Hb so thiéu thanh phan L.u“yen.i:ach yéu cau~AI lap checklist thi€u/khéng két luén hé so du
diéu kién khi chuwa réo.

A S Al can canh bao khi tinh hudng vwrot thdm quyén, khac dia ban

04 Ngoai pham vi xtr Iy . o 2 A A«
hoac phai chuyén chuyén mon.

05 Khéng quyét dinh thay c4n bd Al (ihl ho tr\(_y_ goi y, soan rlhap, tém tat; quyét dinh nghiép vu van
thudc nguoi c6 thdm quyén.

06 Di¥ liul ¢4 nhan chura &n danh Dfrng thaAo tac,Ache thong tin nhay cam roi moi dung Al dé tranh 16
dir liéu cong dan.

. A x Yéu cau Al chi ra diém khac nhau, wu tién ngudn mai/ngudn duoc

07 Hai nguén mau thuan POR -
duyét va nhac can kiém chirng.

08 Soan huéng dan cho ngudi dan T?O b,an nrlap d(_e hJeu, lich sw, ding quy trinh; can bd phai doc lai
can ct trwdc khi dung.

09 Tinh hudng can chuy&n chuyén mon Luyeg phe}n |0aJ nolAdung, to[n tat thdng tin chinh va dé xuat
chuyén dung bo phén phu trach.

10 Ty danh gid sau phién hoc Ghi lai viéc co thé ap dung ngay, rdi ro can tranh va cau hoi can

dwoc hé tro thém.

3. Checklist gitr lai ndi dung tot cta ban trwéc khi chinh stra

— Gilr nguyén trang dau theo thé thirc hanh chinh: tén co quan, qudc hiéu - tiéu ng, dia danh ngay
thang, tiéu dé dé cwong va lwu y ban nhap.
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— Gilr nguyén truc 07 chuyén dé, vi day la mach sw pham sau va day du cdia chwong trinh.
— Gilr nguyén phan nguyén tic van hanh Al, bao mat dit liéu, kiém tra ngudn va ngudi duyét cudi.

— Gitr nguyén ndi dung chi tiét tirng chuyén dé, lich trinh 02 ngay, bai thic hanh, san pham dau ra,
checklist, prompt mau va cam két str dung Al.

— B0 sung bd hinh méi vao diing vai tro: m@ réng pham vi, chuan dau ra, hoc liéu trwdc I6p, hanh
trinh nguoi hoc, quy trinh an toan, biéu mau va tinh hudng luyén tap.

XXIl. HO TRO HAU KHOA VA PO LUONG HIEU QUA

Chuong trinh khong két thac khi hoc vién roi khoi I&p tap hudn. D€ bao dam nang Iwc vira hoc duoc
&p dung vao cong viéc thuc té, chuong trinh duy tri cac kénh hd tror thwdng trwe va bd chi s6 do
lwdng hiéu quéa sau khoa.

1. Kénh hé tro’ thwérng trwe sau khéa

MOi hoc vién sau khi hoan thanh khoa tap huén dwoc cdp quyén truy cap cac kénh sau:

— Group Zalo ho tro thwedrng true: Moi khéa cé mot nhém Zalo riéng, dovi séng téi thiu 6 thang. Hoc
vién hoi dap vé nghiép vu Al hdng ngay; giang vién tra 1 trong vong 24 gid cho cau hoi quan trong.
— Cong tai liéu Trung tam Tap hudn Al Coéng vu: Hoc Vvién c6 tai khoan truy cap 7 phan (Tong quan,
L0 trinh, Tap huan, Thu ngudn, Test tw ki€m tra, Tai liéu tra ctru, An toan) dé xem lai slide, video va
mau prompt.

— Budi Q&A trurc tuyén dinh ky: 01 budi/thang, 60 phut, qua nén tang hop truwc tuyén. Tong hop cau
héi tlr cong dong, giadi dap va cap nhat céng cu Al mai.

— Puong day ho tro trire ti€p: S6 Zalo va dién thoai clia Trung tm Tap hudn Al Cong vu luén san
sang tiép nhan khi don vi gap tinh hudéng can hé tro.

2. BO chi s6 do lwdong hiéu qua sau khéa

Sau 30 ngay, 60 ngay va 90 ngay ke tlr khi két thiic khoa, don vi té chirc va don vi chi tri cing do
lwdng cac chi sé sau dé danh gia hiéu qua thwc va lam co s@ nhan rong:

Khao sat qua Google Forms: % hoc vién da dung Al vao it nhat 1
viéc that. Muc tiéu sau 30 ngay: t6i thi€u 60%; sau 90 ngay: t6i
thi€u 80%.

Ty Ié hoc vién &p dung Al vao viéc
that

Mtrc giam thoi gian x( Iy nghiép vu  So sanh thoi gian xt ly 1 nghiép vu tiéu biéu trivéc va sau tap
tiéu bi€u huédn. Muc tiéu: giam t6i thi€u 30% sau 60 ngay.

) DEm s prompt mau, san ph&m van ban, checklist do Al hd trg tao
3 S6 san pham Al moi hoc vién tao ra  nhap da dwgc can bd str dung vao viéc that. Muc tiéu: tdi thiéu 10
san pham trong 90 ngay.

MUrc hai 1ong clia 1&nh dao va ngudi Phéan héi dinh tinh cta lanh dao cép xa/phwong va phiéu khao sat

4 dan mUrc hai long nguoi dan. Muc tiéu: da s6 phan hoi tich cuc sau 90
ngay.
5 Murc d6 tuan thii nguyén t4c an toan SO sy ¢O 16 di¥ liéu hodac dung Al sai vai tro dwgc ghi nhan. Muc

tiéu: bang 0 trong suét 90 ngay dau sau khoa.
3. Quy trinh danh gia theo méc 30 - 60 - 90 ngay

— Sau 30 ngay: Khao sat nhanh qua Google Forms vé mirc do ap dung va khoé khan gap phai. Tong
hop 10 tinh hudng tiéu bi€u dé giai dap & bubi Q&A truc tuyén.
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— Sau 60 ngay: Po lvong mirc giam thoi gian xtr ly 1 nghiép vu tiéu bi€u so véi trede khoa. Lap bao
cao so két glri lanh dao don vi chu tri.

— Sau 90 ngay: Tong két toan dién 5 chi s6 trén. Bao cao két qua, rat kinh nghiém va dé xuéat
phwong an nhan rong sang phuwong/xa khac hoac cac linh vuc nghiép vu chwa dwoc ap dung Al.

Lwu y: Toan bd bd chi s6 trén la khung tham kh&o. Bon vi cht tri ¢6 thé diéu chinh trong s6, muc
tiéu cu thé va phuwong thirc do phl hop véi dac tha dia phwong va quy mo 16p tap huan.

XXII. KET LUAN

Chuwong trinh tap hudn Al cong vu cap xa/phuwong 02 ngay duogc thiét ké theo 10 trinh: Nhan thirc -
Céng cu — Project — Lap k& hoach — Workflow — Ung dung Mot clra — Trién khai thuc té.

Trong tam clia chwong trinh khéng phai la chay theo cong cu, ma la xay dwng nang lwc céng vu s6
cho can bd, gitp can bé lam viéc nhanh hon, chuan hon, cé hé théng hon va phuc vu ngwoi dan tét
hon.

Moi ndi dung do Al ho tro tao ra chi la ban nhap. Khi &p dung trong thirc t€, can bd phai ki€ém tra
ngudn, bao mat di¥ liéu, d6i chiéu quy dinh va chiu trach nhiém cu6i ciing theo tham quyén.

LANH BDAO PON VI
(Ky, ghi rd ho tén, déng dau néu

co)

NGUOI LAP BE CUONG TO THAM PINH/ITHU KY

Nguyén Manh Cwong  .cceeeveverererenenes
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