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Tém tat: Van ban la phuong tién, la cong cu cta hoat ddng quan ly. V&n ban hanh chinh Ia van ban

gitip cho cac co quan hanh chinh Nha nwéc ghi lai va truyén dat cac quyét dinh quan ly hodc phan anh
nhi*ng théng tin can thiét cho hoat déng quan Iy [1, tr.343]. Thé thirc va k§ thuat trinh bay van ban hanh
chinh la tap hop céc thanh phan van ban dwoc thiét lap va trinh bay theo ding nhirng quy dinh cia Nha

nwéc dé dam bao gia tri phap ly cho van ban. Trinh bay ddng thé thirc v&n ban la thé hién tinh nghiém

tdc, ton trong quy dinh Nha nwéc cla cac co quan hanh chinh. Bai viét nay chi ra nhiing 16i thwerng gép

dbi voi thé thirc va ky thuat trinh bay van ban cta Trwdng Pai hoc Ngoai ng, Dai hoc Ba N&ng nham
gitip Nha trwéng quan ly t6t hon cong tac soan thao van ban.

Tir khéa: van ban hanh chinh; thé thirc; ky thuat trinh bay van ban; 16i thueng gap; quan ly

1. D4t van de

Viéc soan thao van ban hanh chinh dugc thuc hién
theo Thong tu sé 01/2011/TT-BNV ngay 19 thang 01
niam 2011 cua Bo Noi vu vé hudng dan thé thic va ky
thuét trinh bay van ban hanh chinh [2]. Trong thoi gian
qua, Trudong Pai hoc Ngoai ngit - Dai hoc Pa Ning da
t6 chuc cac budi tap huén cong tic vin ban va phép ché
cho lanh dao cac don vi, chuyén vién va thu ky cia cac
khoa/phong, trong d6 ¢6 hudng dan cy thé vé thé thirc
va k§ thuat trinh bay vin ban theo huéng dan ciia Théng
tu nay. Tuy nhién trén thuc té van con ton tai rat nhiéu
16i trong cac van ban cia Nha truong. Trong pham vi
bai béo nay, ching t6i xin chi ra nhiing 15i thuong gap
vé thé thic va ky thuat trinh bay van ban & cac vin ban
di ctia Nha truong tir nim 2013 dén nay va dé xuat mot
s6 giai phap nham nang cao chat lugng cong tac soan
thao van ban.

* Lién hé tac gia

Nguyén Thi Kim Yén

Trwong Pai hoc Ngoai ngi - Pai hoc Da Ndng
Email: ntkyen@ufl.udn.vn

2.2. Nhirng 16i thwéng gap trong cac van ban di
2.1. Quéc hiéu

- Quéc hiéu ghi trén van ban bao gém 2 dong chir

“CONG HOA XA HOI CHU NGHIA VIET NAM”
va “Poc 1ap - Tu do - Hanh phuc”, chiém Y% trang gidy
theo chiéu ngang, & phia trén, bén phai.

- Dong tht nhat dugc trinh bay bang kiéu chit in
hoa, dtng, dam, ¢& chir 12 dén 13.

- Dong tht hai dugc trinh bay bang kiéu chi in
thuong, dung, dam, ¢& chir tir 13 dén 14, dat canh giia
dong thir nhat.

- Puong ké ngang c6 do dai bang do dai cua dong
chit, sir dung Iénh Draw, khong dung lénh Underline.

* Mau ding:

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

Mau khéng ding:

*
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poe lip = Tur do - Hanh phiic

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Twdo - Hanh phic

2.2. Tén, co’ quan, t6 chirc:

Tén co quan, t6 chirc ban hanh vin ban duogc trinh
bay chiém khoang % trang gidy theo chiéu ngang, ¢
phia trén, bén trai.

- Co quan, t6 chirc chu quan cap trén tryc tiép duoc
trinh bay bang chit in hoa, ding, ¢ chit 12-13.

- Co quan, to chirc ban hanh vin ban dugc trinh bay
bang kiéu chir in hoa, dimg, dam, ¢& chir 12-13, dat
canh gitra dudi tén co quan chu quan.

- Dong ké bén dudi nét lién, co do dai ca tir 1/3 dén
1/2 @d dai dong chit.

* Mau ding (vi duy):

DAI HOC DA NANG
TRUONG DAl HQC NGOAI NGU
* Mau khong ding:

DAl HOC DA NANG
TRUONG DAl HOC NGOAI NG

DAL HOC DA NANG
TRUONG DAL HOC NGOAINGL

DALHOQC DANANG
TRUONG DALHOC NGOAI NGU
So: 8K /DHDN-HTQT

2.3. bia danh va ngay, thang, nam ban hanh
van ban
- Puoc trinh bay trén cling mot dong, bang chi in
thuong, nghiéng, ¢& cht 13-14, duoc dat canh gita
quéc hiéu.
* Méu dung (vi dy):
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc
Pa Nang, ngay 20 thang 10 ndam 2015

*

Mau khong ding:

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phuc

Pa Néng, ngay3() thang Ao ndm 2015

CONG HOA XA HQI CHU NGHIA VIET NAM
Bic lip - Tw do - Hanh phic
Pa Ning, ngay 3 thing@nim 2014

2.4. Tén loai va trich yéu néi dung ctia vin ban
2.4.1. Béi véi van ban khéng cé tén (cha yéu la
cdng van)

Trich yéu néi dung dugc trinh bay sau chit “V/v”
biang kiéu chit in thuong, ding, ¢& chir 12-13, dat dudi
s6 cua cong van.

Mau dtng (vi du):
DAl HOC DA NANG
TRUONG DAl HOC NGOAI NGU

S6: 130/DHNN
V/v néng bac lvong nam 2015

* Mau khong dung:

*

y A -] Y

86 A%,/ DHNN-HTQT
Viv trién khai ngi dung Thoa thudn hyp tde ky két
vat Cong ty TNHH Human Crest, Nidt Ban

S6: 244 /DHNN-DT
V/v: xdc minh bang tot nghiép Pai hoc

§664). /CV- DHNN

Vv dé xudt thém doi tegmg di hoc lop
boi dwimg NLNN

2.4.2. B6i véi vdn béan cé tén (Chi thi, T trinh,
Théng bdo, Quyét dinh, Bién ban...)
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Kinh giti: - Lanh dao Vu Gido duc Trung hoc, B) GDDT;
- Lanh dao thuomg trwe Dé in NNQG 2020;
- Lanh dao Dé 4n NNQG 2020 Pai hoc Pa Ning.

Tén loai van ban duoc dit canh giita bang chir in hoa,
c& chir 14, kiéu chir dimg, dam.

- Trich yéu noi dung vin ban duoc trinh bay kiéu
chir in thuong, dimg, dam, c& chir 14, dugc dat canh
gitra ngay dudi tén cta van ban.

- Bén duéi trich yéu co duong ké ngang, nét lién, co
do6 dai tir 1/3 dén 1/2 d6 dai caa dong chir va dat can ddi
S0 vai dong chi.

* Mau dung (vi du):
TO TRINH
Ve viéc diang ky chi tiéu tuyen sinh dai hoc
hé chinh quy nam 2015

* Mau khong dung:

~ THONG BAO

Vé viéc thi lgi hoc phan cua lgp I3LTONAMOI hé wea lam viea hoe

TO TRINH .
Vé vige dé cir cdn b tham gia cOng tac tuyén sinh
hinh thire vira lam vira hoc dot 2 ndim 2015

2.5. Noii nhan
2.5.1. Tir “Kinh gti” va tén co’ quan t6 chirc, cé nhan

- Tir “Kinh giri” duoc trinh bay bang chit in thuong,
dang, cd chix tur 13-14.

- B6i voi giri mot noi, thi “Kinh gui” va tén co
quan, t6 chirc hay c4 nhan duoc trinh bay trén ciing mot
dong.

Dbi véi giri nhiéu noi, “Kinh gui” va tén co quan,
t6 chirc hay ca nhan duogc trinh bay thanh nhidu dong,
dau dong c6 gach dau dong, cudi dong cé diu cham
phy (;), cudi dong cudi cung c6 dau cham (.), cac gach
dau dong thang hang véi nhau dudi dau hai cham ().

* Mau dtng (vi duy):
Kinh giri: Giam déc Pai hoc Pa Ning
Kinh gtri:

40

- Giam d6c Pai hoc Pa Ning;
- Ban Do tao Pai hoc Pa Nang.
* Miu khong dung:

Kinh gtri BAN CHU NHIEM CAC KHOA

2.5.2. Phan “Noi nhan”

- Tur “Noi nhan” dugc trinh bay biang kiéu chit in
thuong, nghiéng, dam, c& chr 12, ngang hang véi
“quyén han va chirc vu cia nguoi ky”.

Tén co quan, to chiic, ca nhan nhan van ban, ban
sao dugc trinh bay bang chir in thuong, dimg, ¢& chir
11, mdi co quan td chic nhan van ban duoc trinh bay
trén mot dong riéng, dau dong c6 gach dau dong, cudi
dong ¢ diu cham phay, riéng dong cudi cung bao gom
chit “Luu” sau c¢6 dau hai cham, cudi cung la diu cham.

* Mau dtng (vi du):

Noi nhan:

- Nhu trén;

- Luu: VT, TTr-PC.

HIEU TRUONG

(chi ky, dau)
TS. Tran Hiru Phic

*

Mau khong ding:
Nori giri:
- Nhir trén;
- Luwu: HC-TH, BT,
Nord gued:
«INhat kinh giri;
Liu VT, DT
2.6. NGi dung van ban
Noi dung van ban phai bao dam nhiing yéu cau co
ban: trinh bay ngan gon, rd rang, chinh xéac; sir dung
ngén ngir viét, cach didn dat don gian, d& hiéu; chi duoc
viét tat nhiing tir, cum tir thong dung, thuéc ngdn ngir
tiéng Viét d& hiéu. D4i vé6i nhirng tir, cum tir duoc sir
dung nhiéu Ian thi c6 thé viét tit, nhung cac chir viét tit
lan dau cua tir, cum tir phai dwoc dat trong ddu ngoic
don ngay sau tir, cum tir d6 [2]. Tuy nhién, qua kiém tra
van ban di luu trit tai Truong, ching ti nhan thay con
nhiing 18i sau day: viét tat khong c6 quy dinh; cau cut,
cau khong day du; cau thiéu dau hozc dung sai dau; cau
lung cung, dai dong...
Mot sb vi du sau day:
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PAIHOC DA NANG CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG DAT HQC NGOAI NGU Dic lip - Tur do— Hanh phiic
86:4S8 /DHNN

D Ning, ngay oS thng 02 nim 2015

V/v xin h trg thiét bi thu vién

Kint giri: - Trung tam Thong tin Hoc ligu Dai'hoc Da Ning.

Thuc hién chi truong ciia Giam ddc Dai hoe Pa Ning va cdng van 56 81/TTHL ngay
12 thang 12 nm 2014 cla Trung tim Thong tin Hoc liu Pai hoc Da Néng vé vige h trg

nguén Tai nguyén Thong tin cho céc don vi thanh vién Pai hoc Da Ning,

CONG HOA XA HOICHU NGHIA VIET NAM
Dic kip -Tw do - Hanh phic

DALHOC DA NANG
TRUONG DAIHOC NGOAI NGT

e '-,:'c_(' e;;.j;r—,./..;j ndm 20/ 4
Kinh giri:  The truomg cic don vi.

g luc tiéng Anh cho can b

g theo hang myc duzgc phin

ngd quic gia 2020, ndm 2014

Thoag tin ve Khoa bei duimg:

Thin gran hoe: Tir gy 02/ 10:2014 dén ngdy 07/122014

3. Két qua nghién ciru va khao sat

Qua viéc thu thap minh ching tor cac van ban di
dugc luu trir tai Truong, kiém tra va dbi chiéu véi quy
dinh ctiia Nha nudc vé thé thie va cach trinh bay van
ban, chung t6i da thdng ké dwoc sé lugng cac van ban di
d4 ban hanh, murc do sai sot vé thé thuc va ky thuat trinh
bay van ban cuia Truong, cu thé nhu sau:
Bdng 1. S6 heong van ban di ciia Truong PHNN - PHPN

(Tir nam 2013 dén 30/10/2015)

R . Nam | Nam | Nam
st Tén loai 2013 | 2014 | 2015
1 |Céng vin 635 | 466 | 1115
2 |Quyét dinh 474 | 730 | 850
3 |Théng béo 100 102 | 295
4 |To trinh 25 30 56
5 |Ké hoach 14 8 35
6 |Gidy dé nghi 1 1 2
7 |Bién ban 1 2 10
8 |Giay gidgi thiéu 1 3 0
9 |Bdao cao 5 18 17
10 |Thu moi 0 1 1
11 [Quy dinh 1 1 2
12 |Gidy xéc nhan 0 2 0
13 |Quy trinh 1 1 0
14 |Téng sb 1258 | 1365 | 2383

Bdng 2. Mic dg sai s6t vé thé thic va ky thugt trinh bay
van ban tai Truong Dai hoc Ngogi ngir - DHDN

Chi tiét __TyI¢ %0 saisot
trinh bay Nam Nam Nam
2013 2014 2015
- bia danh, ngay thang ban hanh
van ban 18,84 14,28 15,77
- Tén loai va trich yéu néi dung
dbi véi van ban c6 tén (TB, TTr,
BB...) 29,09 24,54 28,70
- Trich yéu noi dung ddi véi van
ban khéng c6 tén (céng vian) 41,96 40,21 37,80
- Tu "kinh gui" va tén co quan
t6 chirc, ca nhan 49,87 | 4351 | 44,23
+ Goi mot noi 18,11 15,60 12,63
+ Goi nhiéu noi 30,28 | 37,50 | 32,43
T " noi nhan" 35,69 29,08 25,26

Bdng 3. S6 lwong vin ban di cé sai sét vé ngi dung
cua Truwong PHNN — DHDN

Y Nam|(Nam|/Nam

i Noi dung 2013/2014)2015
1 |Viét tat khong theo quy dinh| 52 | 45 | 66
2 |Cau cut, cau khong dﬁy do | 48| 67| 79
3 |Céu thiéu dau, ding sai dau | 74 | 86 | 151
4 |Cau lung cung, dai dong 39 | 27| 56

Ngoai ra, dé diéu tra thém vé tinh hinh soan thao
vin ban hién nay cua Truong, chung t6i da tién hanh
phét phiéu khao sat trén 40 chuyén vién, thu ky cua cac
phong/khoa, t6 truc thudc caa Truong. Két qua nhu sau:

Khi dugc hoi: “Ai 1a nguoi thuong xuyén soan thao
vin ban & don vi anh/chi?”, 18/40 y kién cho ring
chuyén vién phu trach cdng viéc nao thi soan thao van
ban lién quan dén cong viéc d6. 13/40 ¥ kién cho ring
thu ky don vi 1a nguoi thuong xuyén soan thao van ban,
con lai 9/40 y kién cho ring lanh dao don vi thuong
xuyén thuc hién viéc nay.

Vé cau hoi: “Anh/chi c¢6 dwoc tap huan thuong
xuyén vé soan thao va quan 1y vin ban khong?”, 20/40
kién cho rang hiém khi dwoc tap huin, 10/40 y kién cho
rang thuong xuyén, 8/40 y kién cho rang thinh thoang
méi dwoc tap huan.

Thuc té tir nam 2011 dén nay, nha trudong cé td
chuc 02 dot tap huan vé soan thao vin ban cho lanh dao
va chuyén vién cac don vi, tuy nhién van chua dat hiéu
qua nhu mong mudn.

Déi vai cau hoi: “Khi soan thao van ban, anh/chi cé
&p dung miu nao khong?”, 22/40 y kién ddng y soan
vin ban theo mau quy dinh chung ctiia Nha nuéce va Pai
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hoc Pa Néng, 14/40 y kién cho rang ldy cac van ban di
ban hanh cac nam trudc va chinh sira lai ndi dung cho
pht hop, 4/40 y kién cho rang khdng dung biéu mau nao
ca khi soan thao van ban.

Khi tra loi cAu hoi: “Lanh dao don vi anh/chi cé
thuong xuyén kiém tra noi dung, hinh thic vin ban
truge khi trinh ky hodc ky ban hanh khéng?”, 35/40 ¢
kién dong y 1a lanh dao don vi thuong xuyén kiém tra
noi dung trude khi trinh ky nhung it quan tam dén hinh
thirc, thé thirc van ban.

4. Mot s6 giai phap dé xuat

Tir tinh hinh thyc té trén, ching t6i xin dé& xuat mot
s6 giai phap nham nang cao chat lwong cong tac soan
thao van ban nhu sau:
4.1. Nang cao trinh d nghiép vu soan thao van ban

+ Doi Véi Nha truwong: Thuong xuyén xay dung ké
hoach tap huan, bdi dudng cho chuyén vién, thu ky don
vi, cir can bo di dao tao vé& chuyén mén, nghiép vu cong
tac van ban véi tinh than hiéu qua, tiét kiém nham dap
g yéu cau cua hoat dong soan thao va quan 1y van ban
cua don vi. Phong TC-HC can xay dung bé mau chuan
cho tat ca céc loai van ban dé sir dung trong toan truong.

+ DOi VGi chuyén vién, thie ky don vi: CAn cap nhat
thuong xuyén thong tin, quy dinh mai nhit vé cong tac
soan thao va quan 1y van ban cua Nha nudc, tuan thu
c4c nguyén tic va quy dinh caa phép luat hién hanh.
4.2. Xay dwng quy trinh ban hanh van ban

Dai hoc Pa Ning da ban hanh “Quy trinh ban hanh
vin ban cap Dai hoc Pa Ning” kém theo Quyét dinh sb
7010/QD-DHDN ngay 04/12/2014. Phong Td chuc -
Hanh chinh cin ctt Quy trinh trén, can thiét tham muu
xay dung Quy trinh ban hanh van ban cho Truong Pai
hoc Ngoai ngir trong thoi gian dén.

4.3. Tang cwong cong tac kiém tra, ra soat
cong tac soan thao va quan ly van ban & cac
don vi

Phong Thanh tra - Phap ché phdi hop véi Phong To
chirc - Hanh chinh can thuong xuyén to chic kiém tra
viéc soan thao va quan ly van ban, ra soat cac loai van
ban di va dén cua Trudng va cac don vi, dac biét chi y
ky thuat trinh bay, thé thirc va noi dung van ban, cong
tac luu trir, thiét 1ap cach sip xép hd so luu trit mot cach
khoa hoc.

5. Két luan

Hinh thic van ban duoc tap hop nhiéu yéu t thé
thire cau thanh. Chinh cac yéu té thé thire van ban duoc
trinh bay theo ding quy dinh ctiia Nha nudc tao nén hinh
thirc van ban, phan 4nh dung tinh chat va dic diém cua
van ban Nha nuéc s& gép phan dam bao gié tri phép ly
cho vin ban. Chi ra dwgc nhitng 16i thuong gap trong
cbng tac soan thao van ban hanh chinh cua Truong Dai
hoc Ngoai ngir la viéc lam hét suc can thiét. Pay sé& la
co s& quan trong giup Nha truong xay dung va ban hanh
quy trinh soan thao van ban trong thoi gian sém nhat.

Tai liéu tham khao

[1] Tai liéu bdi dudng kién thuc v& Quan ly hanh
chinh Nha nuéc phan II (Chuwong trinh chuyén
vién chinh), Hoc vién Hanh chinh, Nha xudt ban
Khoa hoc va Ky thugt, 2012.

[2] Théong tu sé 01/2011/TT-BNV cua Bo Noi vu
ngay 19/01/2011 vé viéc Hudéng dan thé thic va
k¥ thuat trinh bay van ban hanh chinh.

COMMON MISTAKES IN FORMALITIES AND TECHNIQUES USED IN SHAPING
ADMINISTRATIVE TEXTS AT UNIVERSITY OF FOREIGN LANGUAGE STUDIES
- THE UNIVERSITY OF DANANG: STATUS QUO AND SOLUTIONS

Abstract: Texts are means and tools of managerial activities. Administrative texts help state administrative bodies to record and
transmit managerial decisions or reflect necessary information for managerial activities. Formalities and techniques used in shaping
administrative texts constitute a collection of textual elements arranged and presented in accordance with the stipulations of the State
to ensure legal validity for texts. Proper use of textual formalities is the manifestation of seriousness and respect for the State
stiputations of administrative bodies. This article points out common mistakes made in the formalities and techniques in shaping texts
by the University of Foreign Languages Studies (UFL) for the purpose of improving UFL’s mamagement of text compilation.

Key words: administrative texts; formalities; techniques for shaping texts; common mistakes; management.
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