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LOI GIGI THIEU

Gido trinh Quan trj hanh chanh vin phong da duoc xuit ban
14n d4u tién vao ndm 2005, t4i bin 1in thi nhat nim 2007, Pén
nay d& c6 mt sb vin ban méi ban hanh, dic biét Ia céc van ban
quy pham phép luit vé cong tic vin thy, luu tri va soan thao
vian ban, can duoc bd sung va sira dbi dé cap nhép hoa.

Quan tri hanh chanh van phong 1a viéc hoach dinh, té chire,
phéi hop, tiéu chuan hoa va kiém sodt c4c hoat dong xit 1y thong
tin trong cac co quan, doanh nghiép.

Gido trinh Quén trj hanh chanh vin phong gém c6 9 chuong:

Chuong 1 va 2: Gi6i thiéu tong quat v& van phong. Gitip
chiing ta hiéu tai sao phai quan tri van phong? Ai la ngudi quan
tri van phong hién dai; Vai tro cua thu ky trong cac co quan,
doanh nghiép.

Tu chuong 3 dén chuong 6: Nghiép vu hanh chinh vin
phong. Cung cip céc k§ nang van phong (office skills) tir cong
tac thong tin, hoach dinh, t6 chirc va kiém tra cdng viéc hanh
chinh van phong dén cong tac 1& tan; cc cudc hop, hoi nghi, hdi
thao; chuyén di cong tac ctia lnh dao. _

Céc chuong 7, 8, 9: T chitc, quan 1y va giai quyét van ban.
Cung cip co sé phép 1y va k¥ ning cén thiét coa cdng tac vin
thur, cong tac luu trit va soan thao mdt sb vin ban hanh chinh.

Gido trinh Quén tri hanh chanh van phong duge viét cho
sinh vién dang theo hoc ngénh Quén tri kinh doanh, c4c nganh
Kinh té, K& toan, Du lich... va céc khéa bdi dudng kién thic,
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nghiép vu cua céc chuyén vién vin phong dang lam viéc tai cac
co quan, doanh nghiép thudc céc thanh phan kinh t& khéc nhaw.
Gigo trinh ndy cfing dugc st dung cho sinh vién theo hoc
chuong trinh Dao tao tir xa, nganh Quan trj kinh doanh, trudng
Dai hoc Binh Duong, dang phat séng trén Dai Truyén hinh Binh
Duong, cac Dai Truyén thanh va trén mang internet.

Gido trinh bién soan theo phong cach mai, hién dai nhur:
- LAy ngudi hoc 1am trung tam. |
- CAm tay chi viéc.
- Nghe - nhin - théd luén - thuc tdp dong vai.
~ Cung véi sy hd trg ctia phuong phép giang day méi, sir dung
mdy chiéu Projectoc, theo chuong trinh Powerpomt dang duoc
ap dung phd bién tai cac trudmg dai hoc.

‘Trong qua trinh bi€n soan ching t61 khong tranh khéi nhing
khiém khuyét. R4t mong va xin cam on cac ddng nghiép, céc
ban sinh vién va cac hoc vién ¢6 nhiing déng gop @& gido trinh
ngay cang hoan thién.

Trong gido trinh nay ching t61 c6 str dung mot s tai lidu cua
PGS.TSKH Nguyén Van Tham, TS Nghiém Ky Hong, Hoc
vién Hanh chinh Quéc gia; TS Lé Vin In, trudng Cdn bd
TP.HS Chi Minh; GS.TS Nguyén Thanh D9, Truong Pai hoc
Kinh t& Quéc dan; TS.Nguyén Hiru Than, giang vién trudong Pai
hoc M& TP.HCM va céc tac gia khac.

Xin chan thanh cam on.

: Céc téc gia
GS.TS.Pong Thi Thanh Phuong
. ' ThS.Nguy&n Thi Ngoc An
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Chuong 1

GIGI THIEU TONG QUAT Vi
QUAN TRI VAN PHONG

1.1. VAN PHONG |
1.1.1. Khdi niém vin phong

Vin phong 13 m6t phong 1am viée cu thé clia lanh dao.
Ngudi ta c6 thé goi 1a: Vin phong Gidm déc, van phong Nghi
sy.... ‘

~ Vin phong dugc hiu 12 try s& lam viéc cda cd quan, don
vi, la dia di€m ma moi cdn bo, cong chitc hang ngay dén d6 d&
lam vi€c.Vi du: Vin phdng B6, Vin phong Uy ban nhan dan....

Vin phong duge hi€u 13 mot loai hoat djng trong cdc co
quan, doanh nghié€p. Vin phong thién vé viéc thu nhin, bio
quén, luu trit cdc loai cdng vin gidy t3 trong cg quan, doanh
nghiép. N6i dén vin phong ngudi ta thudng nghi dén mot bd
phén chi 1am nhiing cong viéc lién quan dén cOng tdc van thu.
= Nhu viy: Vin phong la bd mdy diéu hanh téng hop ctia
¢d quan, doanh nghiép; 1a nei thu thap, xi¥ I théng tin hd
tr¢g cho hoat dong quédn ly; 1a ndi chim lo mei Iinh vuc
dich vu hau can ddm bdo cic diéu kién vat chat cho hoat
déng cia mdi ¢ quan, doanh nghiép,t§ chdc.

1.1.2. Chdc niing cda vin phong
Vién phong ¢6 hai nhém chifc ning:
- Nhém chife ning tham muu va t8ng hop ;
11




- Nhém chifc ning dich vu hiu can.
(1).Nhém chic néing tham muu va téng hgp
Noi dung ctia cong tac tham muru 1a céc hoat dong tham vén coa
cong tac vdn phong.
Nbi dung cta cong tac tbng hop la cac hoat dong théng ké, xtt 1y
thong tin dit liéu phuc vu thi€t thuc cho hoat déng quan ly.
(2).Nhém chife niing dich vu hdu can

Hoat dong cua co quan, doanh nghiép khong thé thidu cac diéu
kién vt chét nhu nha cira, , phuong tién, thiét bi, dung cu. Van
phong 1a bd phén cung chp, bd tri, quan 1y cac phuong tién,
dung cu do dé dam bao st dung c6 hiéu qua

1.1.3.Nhiém vu ctia vin phong

Van phéng c6 nhiing nhiém vy chii yéu sau day:

- Xay dung chuong trinh, ké hoach céng tdc cia co quan, doanh
nghiép.

- Thu thdp, xit Iy, qudn Iy va sit dl,mg thong tin.

- Tu vdn van ban cho thii trrudng.

- Xay dung, ciing c6 t8 chitc bé mdy vén phong.

- T8 chitc giao tiép, di néi, d6i ngoai.

- Duy tri hoat dong thuong xuyén, lién tuc ciia van phong.

- Bdo ddm nhu cdu hdu cdn, kinh phi chi tiéu, qudn Iy vat tw tai
sdn cia co quan, doanh nghiép.

(1).Xdy dung chuong trinh, ke hoach cong tdc cia co quan,

" doanh nghiép

Mbi co quan, doanh nghzep co nhleu ké hoach do cdc bj phdn
khdc nhau xdy dung. Vin phong la don vi t6ng hop ké hoach
16ng thé ciia cdc don.viva don dbc cdc bo phdn khdc thuc hién.
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Mt khdc, vin phong phdi truc tiép xdy dung chwang trinh, ké
hoach céng tdc hang quy, hang thang, hang tudn cua lanh dao.
Givp lanh dao trién khai thuc hién cdc ké hoach dé.

(2).Thu thip, xit Iy, qudn Iy va sit dung théng tin.

Théng tin la nguon, 1d cdn cir dé lanh dao dua ra nhiing quyet
dinh kip thoi, chinh xdc. Thong tin bao gom nhiéu logi, tir nhiéu
nguon khac nhau. Nguoi lanh dao khong thé tir thu thap, xi ly
tat cé moi théng tin ma cdn phdi co b phan tro givip-dé chinh
la van phong. Vin phong 1 cira s6, 1a b loc théng tin vi tdt ca
cdc théng tin dén hay di déu duoc thu thdp, xir Iy, chuyén phdt

tai van phong.
(3)-Thyic hién nhi¢m vy tw van vin ban cho thii trrudng.

Van ban la phuong tién ghi tin, chuyén tin hitu hiéu va chinh
xdc.Thong tin trong vin ban Ia nhitng théng tin chinh tri, kinh
16, xa hoi, phdp Iy, qudn Iy....Cdc co quan, doanh nghiép sir
dung van ban nhu m@t phwong tién hitu hiéu dé thue hién va
truyén dat cdc quyét dinh quan Iy, Tuy vdy viéc soan thao, ban
hanh, xit Iy va luu trit van ban trong nhiéu co quan, doanh
nghiép con béc 16 nhiéu sai s6t ca vé néi dung va hinh thic.
Hién nay da c6 Ludt Ban hanh van ban quy pham phdp ludt ndm
1996, da dwoc sira déi, bo sung nam 2002 va cdc van ban dudi
Tudt, hudng dén théng nhdt viéc soan thao va ban hanh van bén.
Vin phong phai 1a bo phdn chiu trdch nhiém chinh trong viéc
 tro gitip lanh dao vé cong tdc 6 chire gidi quyet va quan ly vin
ban ; soan thdo va ban hanh vin ban ding tham quyén, ding
trinh ty thil tuc, dat duoc cdc yéu cdu vé nji dung va thé thik
vin ban. .

(4).Xdy dung, ciing cé'td chiic by mdy vin phong.

Van phong phdi xdy dung dirge mot co cdu 16 chirc thich hop, -
ndng dong va hiéu qud, hudng 167 muc tiéu hién dai héa cong
tdc van phong. Viéc cham Zo boi dudng cho cdn bé van phong
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-6 nang luc, trinh do, am hiéu ky thudt va nghiép vu hanh chinh
1& nhiém vu cdp bdch d6i v6i cdc co quan, doanh nghiép.

(5). T4 chitc giao tiép, d6i ndi, doi ngoai

Van phong la b mdt cia co quan, doanh nghiép. Vi vdy viéc 16
chikc cdc phong lam viéc, tiép khdch va sap xép ting nguoi phu
hop véi ting loai cong viée la rdt quan trong.

(6).Duy tri hoat dpng thuong xuyén, lién tuc cila vdn phong

Khdc véi hoat djng chuyén mén trong doanh nghiép, van phong
phdi hoat dong thuong xuyén, lién tuc trong cdc linh vuc doi
néi, doi ngoai, an ninh trdt tw va bdo qudn tdi san ciia co quan,
doanh nghiép. Vin phong phdi ¢6 mot bg phdn lam viée lién tuc
(24/24 gio) ngay ca khi doanh nghiép nging hoat dong hodc
trong nhiing ngay nghi cuoz tudn, &, tét dé dam bao trét tw, an
ninh va thong tin thong suot.

(7). Bdo ddm nhu cdu hdu cdn, kinh phi chi tiéu, qudn Iy
vét tu tai sdn ciia co quan, doanh nghiép

Dady la nhiém vy mang tinh ddc thi cia van phong. Vin phong
Iap ké hoach nhu cau, dw trii kinh phi, 16 chirc mua sdm cdc

trang thiét bi hién dai, phit hop, cap phdt, theo doi sir dung
nham quadn Iy chdt ché cdc chi phi van phong.

1.1.4. Hién dai héa cong tac vin phong
Hoagt déng ciia van phong rdt da dang, phong phi va

phiic tap. T6 chitc khoa hoc cong tdc van phong co y nghia thiét
thuc tao diéu kién cho co quan, doanh nghiép hoan thanh 16t
muc tiéu dé tén tai va phdt trién. Hién dai hod cong tdc van
phong la mdt doi héi bifc xiic cia thoi dai.
THEO HUGNG: |

-“Vin phong dién ti” ;

-“Vin phong khong gidy”
14



.....

-“Vian phong tw ddng hod” ;
-“Vin phong ctia th€ ky 217,

PHUONG PHAP :

1. T8 chifc bd mady vin phong khoa hoc, tinh gon, hiéu lwe,
dung chirc ning.
2. Ting bugc tin hoc hod cong tdc vin phong

- M4y tinh va viin phong “khéng gidy ”

Ngay nay nhd ¢é mdy vi tinh va ndi mang vi tinh dé xu
ly thong tin ndi bd va bén ngoai, ngudi ta khong can phéi sao
chép, nhén, in cong vin va phin phat cho céc bd phin. C4c
vin bdn s€ duge x& 1y va truyén trén mang. P& lwu trit vin
bdn, ngoai viéc luu tri¥ theo cdch truyén thdng nhu cdc cip hd
s, phim, microphim, bang tlr, dia oY, ngudi ta di tao ra cac dia
mém d€ sao chép cdc dif lieu cin thiét. Pic biét su xuit hién
cdc dia cing, cong nghé x& 1y ghi nhin va doc cdc thong tin

Tuu tri bdng bd phan quang hoc di lam cho céc dia cung CD

ROM luu trit duge mot lugng thong tin ting hang triéu 14n.
- Mang vi tinh vdi hé thong thong tin
D€ nhanh chéng x& 1y cdc thong tin ddu vao, ddu ra,
ngudi ta thudng néi cdc may vi tinh thinh mang. C6 ba loai
mang ph§ bién:

@.Mang don gidan: Gom cdc mdy vi tinh cla nhitng ngudi
cing lam viéc véi nhau trong cung mot don vi.

@.Mang néi bé: Gdm mot mdy chii va cdc mdy khdch. Mdy
chd ti€p nhén, xif Ij va cung c4p thong tin theo yéu ciu ciia
cic mdy khdch. Loai mang nay dudc si dung trong co
quan doanh nghiép c¢6 nhiéu cap quin 1y, cin cé su phan
cap quan 1y théng tin.
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@.Mang mé rong: Néu co quan, doanh nghiép muén xi 1y
thong tin ddu ra v6i mot s8 ¢d quan, doanh nghiép khic &
bén ngoai thi van phong phdi ding ky ndi mang ndi bd véi
mang rong & bén ngoai.Mdi mang rdng tudng tng c6 cdc
ngon ngit, ky hi€u thich hagp. '

- Hé thong thong tin toan ciu véi chuong trinh World

Wide Web (goi la cong nghé Web)

Nhiim khai thdc toan cAu mang internet. Thong tin trén
mang Web dya trén md hinh khdch—chi. Web chd 1a mot
chuong trinh dugc cai dat trén mdt mdy chd dé cung cip thong
tin, tai liéu cho cdc mdy khdch khi cdc mdy tinh gdi yéu cau
t6i mdy chi.Web khdch 12 mot chuong trinh mdy tinh cho
phép ngudi diung cé thé yéu ciu cung cdp thong tin tif phia
méy chii. Ngay nay cong nghé Web dang dugc phdt tri€n rong
rdi trén pham vi toan cau.

-Vin thy dién td
La phuong tién truyén thong bing dién tff céc loai vén bén,

dit kién, hinh anh, tiéng néi qua mdy dién bdo, mdy fax, tram

truyén tai vin bdn, mdy vi tinh hogc cd man hinh phuc vu hoi
nghi tir xa. Cdc thiét bi néi trén cé thé dung dudng diy dién
thoai, qua céc vé tinh, qua hé thong viba hodc cdp quang.

¢ Thu dién tw (E.mail)

E.mail 12 mot hé théng gdi thong tin qua dudng day dién

thoai truc ti€p tif mét mdy vi tinh nay sang mdt may vi

tinh khac.Trong pham vi mét cd quan, doanh nghi€p (mang

ndi bd-mang LAN) hodc ¢6 thé qua mang rong, mang intenet,
truyén khip th€ gidi qua vé tinh (mang WAN). Ngay nay thu
dién t& c6 thé gdi kém theo hinh dnh, 4m ghanh. Ngudi ta ¢
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thé nghe dugc ti€ng néi, nhin thdy hinh &nh, ddng diéu, thdi do
clia ngudi néi.
3. Trang bi cic thi€t bi viin phong phi1 hgp
V§i sy phdt trién cda cong nghé thdng tin, van phong
s& dugc phat trién theo hudng “Vin phong dién tit héa”. Do
do, khi mua sam céc trang thiét bi, bd tri noi lam viéc, cung
thiét bi cho mdi nhan vién phéi dugc ti€n hanh cho phit hgp
vGi xu huéng hién dai héa cong tdc vin phong.
4. Khong ngirmg phit trién k§ thuit va nghiép vu hanh chinh
Nhiing ngudi lam cdng tdc van phong ngoai k§ ning va
nghi€p vu chuyéri mon, phdi lién tuc duge dao tao va dao tao
lai cac k¥ néng, k¥ xao clia cdng nghé théng tin. St dung thanh
thao cdc trang thiét bi hién dai d€ phan tich, x& 1y thong tin
mot cdch khoa hoc. Pay 1a van dé buc xtic trong cong tac tuyén

chon, d2o tao, boi dutng doi ngfi quan tri vién van phong & céc
¢o quan, doanh nghiép hién nay.

1.2. QUAN TRI

1.2.1.Khai niém quan tri

Quaén tri 12 sy phé’i hop tat cd cdc tai nguyén thong qua
tién trinh hoach dinh , t8 chic, lanh dao va kiém tra nhim dat
dudc cac muc tleu da déra.

1.2.2.Chifc niing cia quan tri
Quaén trj ¢6 4 chifc ning:

- Chtic ndng hoat dinh;

- Chifc niing t8 chuc;

- Chtic ning 13nh dao;
17




- Chifc ning kiém tra.

a. Chdc ning hoach dinh (Planning)

Hoach dinh 13 dé ra cdc muc tiéu cho tuwong lai va sy
lua chon céc gidi phap thich hgp dé€ hoan thanh cdc myc ti€u
dé.

b. Chifc niing td chifc (Organizing)

T8 chic bao gdm viéc thanh lap nén cdc bd phin trong
doanh nghiép d€ ddm nhiém nhitng hoat ddng can thiét va xic
dinh cdc md&i quan hé vé& nhiém vu, quyén hanh va trach
nhiém gitta cdc bd phén d6.
c¢. Chifc ning lanh dao (Leading)

Linh dao nhan vién biang cdch phan cong nhi€ém vu cu
thé dé dat dugc muc tiéu cia t§ chric.

d. Chic niing ki€m so4t(Controlling)

Phai thudng xuyén kiém tra dé kip thdi d€ udn nin cdc

saj trdi di 1éch v6i muc tiéu .

~ 1.3. QUAN TRI HANH CHANH VAN PHONG
1.3.1. Kh4i niém quan tri hanh chanh vin phong
Quén tri hanh chdnh vin phong 12 viéc hoach dinh, to
chiic, phdi hgp, tiéu chuin héa va kiém so4t cdc hoat dong
X 1y thong tin.
1.3.2. Chifc ning cia quan tri hanh chanh vin
phong |
Quadn tri hanh chdnh vdn phong c6 5 chirc nang:

- Hoach dinh cdng Vié’c‘hénh chdnh vén phong;

18



- T8 chitc cong viéc hanh chdnh van phong;

- Lanh dao cdng viéc hanh chdnh vin phong;
- Kiém sodt cOng viéc hanh chdnh van phong;
- Dich vu hanh chdnh van phong .

Hinh 1.1: Hoat dong clia doanh nghiép vi nhu mot chiéc
xe O6td, cac chdc ning dich vu HCVP 1A 4 banh xe

MANAGEMENT

l"ﬂl}“dﬂw

PERSONNEL

AR ) .
N _,_,——o;ﬂcs""&\\
DFFICE SERVICES EXPENSES

SERVICES

Nguon: tai liéu (7), trang 55

1.4. TO CHUC VAN PHONG

14.1. Co cAu td chire vin ph(‘)ng

Co chu t6 chirc vin phong la tong hop céc bo phén khac nhau
clia vin phong duge bd tri d& dam nhan nhitng nhiém vu cua
cong tac vén phong.

Céc bd phan chi yéu trong co ciu td chite vin phong thuong c6:
(1). Bo phdn hanh chinh vin thu

C6 nhiém vy qudn Iy, diéu hanh céng tdc tiép nhdn, xit ly, bdo
qudn, chuyén giao van bdn trong va ngoai co quan, doanh
nghiép; T& chifc cong tdc 1€ tan, khdnh tiét, bdo mat; Quan Iy,
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st dung c6 hidu qud cdc trang thiét bi k§ thudt phuc vy cho
hoat dong cua van thu.
(2). Bé phén tong hop
Gom mot s6 chuyén vién cé trinh do, cé nhiém vy nghién citu
chii truong, duomg 18I, chinh sdch ciia cdp trén, cdc linh viyc
chuyén mon cé lién quan; Tu vén cho thil trudng trong cong tdc
lanh dao, diéu hanh hoat dong; Theo déi, tong hop tinh hinh
hoat déng cila co quan, doanh nghiép dé bdo cdo kip thoi cho
thil trudng va dé xudt phuong dn gidi quyét.
(3). B6 phédn quin tri
Cung cdp kip thoi, ddy di cdc phuong tién, diéu kién vdt chdt
cho hoat dong ciia co quan, doanh nghiép; Qudn Iy, siia chita,
theo ddi, sit dung cdc phuong tién vdt chdt A6, nham s dung
tiét kiém, cd hiéu qud.
(4). Bo phdn luu trit
Suu tém nhitng tai liéu cd lién quan dén ho_at déng ciia co quan,
doanh nghiép; Phén logi, ddnh gid, chinh Iy tai liéu va thuc
hién luu trit cdc tai lidu theo quy dinh cia nganh va yéu cdu
ciia co quan; 18 chitc hudng dan cong tdc luu triZ, khai thdc, sit
dung tai liéu luu trit cho cdc b phdn ciia co quan, doanh
nghiép. ‘ '
(5). B6 phdn bdo vé
T& chic cong tdc bdo vé, trdt tu tri an cho hoat déng cua co
quan, doanh nghiép; Bdo vé mdi truong, cdnh quan ciia don vi;
Kiém tra, don déc cdc bd phdn chdp hanh quy dinh vé bdo Ve,
an ninh, trdt tu trong pham vi co quan, doanh nghiép.
e Phu trdch vin phong la chdnh vdn phong. Chdnh van
phong chiu trdch nhiém trudc thii truéng co quan vé
diéu hanh va két qud hoat dong ciia van phong.
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» MJbi b6 phdn ciia van phong cé mdt ngudi phu trach,
chiu trdch nhiém trudc chdnh vin phong vé diéu hanh
va két qud thic hién hoat dong ciia bo phan dé.
1.4.2. B6 tri viin phong
1.4.2.1. Yéu cdu:
- Tén dung 16i wu mdt bdng, 1iét kigm va sit dung co djng dién
tich vdn phong. \
- Gidm thi€u thoi gian va chi phi cho viéc di chuyén giita cdc
b phdn ciia van phong.
- Tao moi truong thich hgp cho cong viéc ciia nhén vién, giup
ho hoan thanh cong viéc vdi ndng sudt cao nha:.
- Tao diéu kién thudn lgi nhdt cho cong tdc thu thdp, xit Iy
thong tin.
- Tiét kiém chi phi ldp dat.
- Tudn thil cdc quy tdc vé an toan kY thudt va an toan lao déng.
1.4.2.2. Cdc phuong phdp bé tri vin phong
a. Cin cit vao sy lién két vé khong gian gifta cdc by phin
B4 tri van phong theo hudng:

-Vin phong bé tri theo khong gian dong;

-Véin phong bé tri theo khéng gian mé.
@.Vdn phong bo’ tri theo khéng gian déng (vin phong chia
nhd)
bay la cdch bé' tri truyén thdng, theo kiu tdch bach ting

phong, ting bo phan vdi twong xdy ngdn cdch, ¢é cita ra vao cé
thé dong kin.

Uu diém:

- Ddm bdo y&u & an toan, bi mit ciia cong viéc.
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- Pdm bjo tinh riéng tu cia mdi nhan vién trong van phong

- Pht hgp véi cong viéc tdp trung cao.

Nhu’o’c di¢m:

- Phong riéng chi€m tir 2-10 14n dién tich danh cho mét nhan
vién lam viéc

- Lam cho cong ty ting chi phi nhiu hon dé tr3 tién dién,
trang thiét bi vin phong...

- Phong riéng it uyén chuyén trong viéc thay ddi cong viéc,
thay ddi vi tri ,

- Kh6 kiém tra va 1am tri tré ludng cong viéc .

@.Viin phong bé tri theo khéng gian mé

Hién nay cdc cd quan, doanh nghiép thudng c6 xu huéng sip
x€p hé théng vin phong “ms”. Céc phong ban dugc ngidn cdach
bdi cdc vdch ngan kinh, mica trong sudt, khung nhom, hoic
vét liéu nhe cich 4m, c6 mdi ldp ghép cdc & vudng cao
khodng 2 m. :

Uu diém:

- Tiét kiém chi phi, dién tich.
- Dé& gidm sit quin ly.

- Thuén tién trong viéc giao ti€p gita cdc nhan vién va cdng
viéc. |
- Dé tap trung cdc hoat ddng trong vin phong. :

- Dé thay ddi khi cn thiét.

P& tin dung wu diém va han ché nhuge diém clia hai cich bo
tri trén, ching ta c6 thé dp dung cdch b6 tri hdn hop c3 hai loai
hinh trén.
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Ngudn: Tai liéu (7), trang 176

b. Can cit vao trinh dj tap trung héa cong tic vin phong
B&'tri viin phong theo hudng:
Viin phong bé tri theo hudng phdn tan,
Véin phong b6 tri theo hudng tdp trung.
@.Vdn phong b6 'tri theo huéng phén tin
Phén tdn nghia 12 c6ng viéc hanh chanh vin phong ciia

mbi bd phin phong ban déu do bd phan dé quan 1y mdt cich
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doc 14p va vi th€ thi€u hin sy phdi hop. Hau qud 13 cong viéc
hanh chdnh vin phong sé& triing 1dp nhau, hao t6n van phong
pham va sifc lyc.Vi vdy, can phai tap trung cong viéc hanh
chanh vén phong sao cho thdng nhat.
@.Viin phong bé tri theo huéng tap trung
C6 hai hinh thic tip trung:
- B6 tri van phong theo huéng tap trung theo dia ban;
- Bé tri vin phong theo huéng tip trung theo chic ning.
e Viin phong tap trung theo dia ban:
(Physicalcentralization) '
Céc hoat dong ho so, vin thu déu phai tap trung vao mot
dia di€m duy nhit dé 1a phong hanh chinh, duéi quyén
quan Iy cda nha quan tri hanh chinh.

Hinh 1.3.Hanh chdnh viin phong tap trung theo dia ban

Nha quén tri hanh chdnh

A\ 4

Moi c¢bng viéc hanh chdanh cho cdc bd
phin A B,C..

Uu diém :
- D& b4 tri va sép x€p nhén su;
- Dé& kiém tra; .
- T4p trung tr'arivg‘.thié't bis
- Pon gian thd tué...
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'Nhugc diém:.

- Khé chuyén mén héa;

- Cong viéc thi€u chinh x4c do thi€u quan tim dén tim

quan trong cta titng loai cong viéc;

- Tri tré do chuyén giao cong viéc..
Vi vay chi nén dp dﬁng loai hinh nay déi véi cdc doanh nghiép
nhé hoic c4 thé.

* Vin phong tip trung theo chic nang:(fuctional

decentranlization)
Cic hoat dong hanh chinh vin djt tai dia diém cda cdc b
phin chuyén mén cia né nhung phii dugc dit dusi quyén
phéi hdp , tiéu chuin hod va gidm sdt céia nha quin tri
hanh chanh.

Hinh1.4.Hanh chanh vin phong tap trung theo chifc nang

B§ phian A
Cong viéc hanh chdnh

Nha quén tri
hanh chdnh

Bo phin B
Co6ng viéc hanh chanh

B6 phan C
Cobng viéc hanh chdnh

Uu diém:
Thu hiit dugc nhi€u chuyén vién vio cong tdc quédn ly.Cdc

- . chuyén vién ndy s& tham muu (¢ vém) cho nha quédn tri hanh =~
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chinh vé céc hoat déng hanh chinh van phong cho ting bd
phén chuyén mon.

Nhuec diém:

D& vi pham ch& @ mot thi tru'dng nghia 14 14n quyén céc cap
quan tri chuyén mon.

Loai hinh nay 4p dung cho hiu hét c4c doanh nghiép.

1.4.3. Trang thiét bi vin phong
1.4.3.1. Cdc thiét bi viin phong
Cdc thiét bi van phong ngay cang phong phii va hién dai:
* (1). Mdy tinh dign tit
‘Ngay cang co nhzeu loaz mdy vi tinh vdi tinh ndng tdc dung
khdc nhau gidp cho thu ky va nhdn vién van phong tinh todn s&
lieu dé 1dp cdc biéu bdng bdo cdo.
(2). Mdy photocopy
La loai mdy duoc st dung dé sao chup tdi liéu, van ban.
(3). Mdy in |
Thutc hién cong doan in vdi cong nghé laze dang dugc phé bién
rong rai.
(4). Mdy dién thoai
La phutong tién thong tin phé bién nhdt hién nay.
(5). Mdy fax
La logi thiét bi ding dé chuyén bdn géc tai lidu dén nhidu noi
mot cdch nhanh chong, chinh xdc.
(6). Mdy ghi ém
Ding d€ ghi lai dién bién ciia cdc hdi nghi, cdc cudc héi dam,
cdc 101 nkdn khi ra khdi phong. ’
(7). Thiét bi hoi nghi
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Tiry diéu ki¢n va yéu cdu ciia cong viéc hdi nghi ma ngudi ta
bé' tri, trang bi phuc vu cho héi nghz nhu: Mdy diéu hoa; quat
gio, quat mdy, mdy gidm '

on, den chiéu sdng, thong gid.
1.4.3.2.Cdc do ditng vin phong
(1). Ban ghé& _

C6 nhiéu logi nhu ban ghé ding cho gidm déc, thu ky va rhan
vién van phong. Tity theo cong viéc ciia mdi nguoi chiing ta bo’
tri cdc loai ban ghé thich hgp vé kiéu ddng va chdt liéu.

(2).Ti dung hé so

La cdc loai ti d€ chita hé so tai liéu. Tiry theo sé lugng va ddc
tinh cia ting logi hé so chiing ta sit dung cdc loai ti khdc
nhau.

(3). Gid dvng tai lieu

Néu van phong sit dung nhiéu loai tai lidu, sdch bdo tham khdo
thi cdn phdi trang bi cdc gid dé trung bay, luu trip. .

(4). Tit hodic méc do

Diing d€ dung, treo do, mii ciia nhdn vién vdn phong va khdch
dén lam viéc
(5).Cdc do vit khdc

Cdc db vat dimg cho cong viéc hang ngay ciia nhdn vién van
phong rdt da dang va ngay cang dugc cdi tién theo hudng bén,
dep, da ndng,’ thudn tién nhu: cdp, kep, gim, biit...

- 1.5. XAY DUNG QUY CHE TO CHUC VA HOAT
PONG CUA VAN PHONG

Mdi co quan, doanh nghiép déu phai x@y dung cho minh quy
ché t4 chirc hoat dong. Noi dung thudng co6 cac phén :
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Phin I: Nhitng quy dinh chung

Thuong néu cac vén d@é:

- Vitri, vai trd ciia vin phong trong co quan, doanh nghiép.

- Quan h¢ ctia van phong véi lanh dao cao nhét va cic bo phén
khac trong co quan, doanh nghiép. Vin phong chiu su lanh dao
truc ti€p cua thu trudng co quan, doanh nghiép va nhiing quy
dinh chung ctia phép luit. Vin phong phdi hop véi tat ca cac bo
phan khéc trong doanh nghi€p dé thuc hién tét chic ning ,
nhiém vu cia minh. Vin phong ¢6 quan hé chit ché véi cic co
quan bén ngoai trong cong tac thu thép théng tin va giai quyét
c4c van @€ lién quan dén hoat dong ciia co quan, doanh nghiép.

Phén II:Chitc niing, nhiém vu ciia vin phong
- Chtc nang ciia van phong;
- Cé4c nhiém vy clia van phong.

Phén I1I: Quyén han va trich nhiém ciia vian phong
1.Quyén han ciia vin phong:

Thudng c6 nhing quyén han chi yéu sau day:

- Puoc thu trudng co quan, doanh nghiép ty quyén trong tung
truong hop cu thé dé don tiép dai dién cua co quan trong va
ngoai nuéce dén lién hé cong tac.

- Puoc quyén don déc céac bd phén khac trong co quan thuc hién
céc quyét dinh cia lanh dao theo dung yéu cin va thoi gian.
Kién nghi v6i Thu trudng v& vise khen thuéng, ky lut cac c4
_ nhén, don vi trong viéc thuc hién cdc quyét dinh caa lanh dao.

- Duge quyén yéu cin cac don vi cung cép kip thoi, day da cac
thong tin, tai liéu cin thiét lién quan dén viéc thuc hién céac chic
ndng, nhiém vu cta vin phong. ,
- Puge quyén tham duy céc cudc hop cia thi trudng véi cac don
vi , tb chirc trong va ngoai co quan, doanh nghiép dé ghi bién
ban va theo ddi cong viéc.
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- Theo iy quyén cua thi trirdng van phong duoc quyén trao ddi
bang vin ban véi cac co quan bén ngoal va cac don vi, by phin
- trong doanh nghlep -

- Pugc quyén tham gia vao cong tac tuyen chon cén b, nhan
vién vin phong; kién nghi véi 1anh dao vé cdng tac dao tao, b01
dudng, ky luét nhén vién, dong gop y kién vé6i 1anh dao trong t6
chitc cac van d& c6 lién quan chic nang, nhiém vu cia vin
phong.

2.Trach nhiém ciia van phong:

- Chiu trach nhiém trudc thu trudng vé ket qua hoat d6ng cua
van phong

- Khong ngimg 4p dung céc bién phap nhin cai tién, hoan thién
t chirc hoat dong cla van phong va ning cao hiéu qua cong tac
cua ting cd nhén.

- Pén bu vat chit dbi voi nhitng thiét hai vat chit do van phong
'~ gay ra néu khong x4c dinh duoc ly do khéch quan.

Phin IV: T6 chirc b§ may va cong tac td chirc quan ly
- Co céu t§ chirc vin phong gdm c¢6 bao nhiéu bd phén phai

duge xac dinh cu thé, pha hop v6i hoan eanh cla timg co quan,
doanh ngh1ep
- Cong tac td chirc quan ly van phong do chanh van phong dam
nhan theo ché @ mot thu truong. Chanh vin phong c6 cac
quyén han sau day:
+ Kién nghi vé6i lanh dao vé quy ché t6 chirc cua timg bd
phan;
+ Phé duyét chuong trinh, ké hoach cOng tac cha ’a‘mg bd
phén;
+Phén cong bb tri cbng viéc cho timg bd phén, c4 nhan;
tién hanh kiém tra don ddc chép hanh cac quy dinh.
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- Giup viéc cho chéanh vin phong c6 thé ¢6 mot hoic nhiéu pho
van phbng. Phé vén phong 1a ngudi dugc chanh van phong luc
chon va dé nghi tha truéng bd nhiém.

- Ngoai chanh vén phong va cac phé van phong, m3i bd phén s&
¢6 mdt nguoi phu trach (truong pgong, hoic t truéng hoic
truong ban) chiu trich nhiém truée chénh van phong v& t3 chirc,
hoat déng phan viéc ma minh phu trach.

- Céc can bg, nhan vién & cdc bd phan cta vin phong ciing phai
dugc quy dinh rd nhiém wvu, trach nhiém, quyén loi cia mdi
chirc danh.

Phin V: Lé 16i lam viéc va mdi quan hé cong tic

Hoat dong cua vin phong cin phai c6 né nép, c6 quy ché 1am
viéc va quan h¢ crig tac véi cac ndi dung nhur:

- Ché d6 hoi hop, giao ban.

- Tham muu, tng hop cac loai bao cdo.

- Quy dinh viéc giam sat, d6n dc va kidm tra thuc hién chuong
trinh cong tac & cac bd phan.

- Quy dinh 1& 161 1am viéc va quy trinh phéi hop cong tac véi cac

'bd phén trong co quan, doanh nghiép.

Phin VI: Quy dinh vé t§ chirc va hoat dong cho tirng bé
phén trong vian phong :

Thudng bao gdm: |

- Sb Tugng, chirc danh cia timg bd phan. |

- Nhiém vu cu thé va trach nhiém coa tirng can b, nhan vién.

- Quyén han, quyén loi cia tung by phan va timg ca nhén.

- Méi quan hé cOng tac gilta cic bd phan.

Phan VII: Piéu khoan cuébi ciung
30



A Gom co:

- Hiéu Iuc thi hanh: Ké tir khi th truéng ra quyét dinh ban hanh.
- Xir ly céc quy dinh cii: Cac quy dinh trudc déy trai véi quy ché
nay déu bai bo.

- Quy dinh vé viéc stra dbi, bd _sung khi can thiét: Tuy theo tinh
hinhcu thé quy ché nay c6 thé duoc sira dbi, bd sung khi cin
thiét bang quyét dinh cua thit truéng co quan, doanh nghiép.

CAUHOI ON TAP

1. Khdi niém vin phong, chifc ning, nhiém vy ciia vin phong?
Hién dai hoéa cong tic van phong & thé ky 21? Cac khuynh
hudng va giai phap?

2. Khdi niém qudn tri, quan tri hanh chdnh vin phong, chiic
nang, nhiém vu clia quan trj hanh chdnh vin phong.

3. Hay phén tich véi loai hinh doanh nghiép nao vin phong nén

b6 tri theo hudng khong gian dong, khdng gian mé, van phong
tap trung theo dia ban, theo chirc ning ?

4. Tai sao cac co quan, doanh nghiép déu pha1 xdy dung quy ché
va t& chirc hoat ddng ciia minh? Nbi dung, y nghia ctia quy ché
do?
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Chuong 2

TO CHU'C LAO PONG VAN PHONG

2.1. THU KYVAN PHONG

2.1.1. Khai niém thu ky

Thu ky (secretary) 1a mot tir rat thdng dung trén thé
gidi, chi mét loai cong viée, mot loai nghé nghiép phé bién va
quan trong trong xa hdi, dac biét 1a trong mdi quan hé vdi hoat
déng quén ly. _

Theo IPS (International Professional Secretaries) Hiép héi thw
ky chuyén nghiép qudc té&:

“Thu ky la ngudi trg 1y cia cap quén tri, 1a ngudi
nim vitng cdc nghiép vu hanh chinh vin phong (office
skills), c6 kha ning chiu trach nhiém ma khéng cin kiém
tra tryc ti€p, c6 6¢ phan dodn, éc sing kién va dua ra cdc
quy&t dinh trong pham vi quyén han ctia minh”.

2.1.2. Phan loai thu ky

a. Thu ky hdi nghi _
Bao gdm viéc ghi chép, soan thdo cdc vin ban, gidy to trong
mot cude hop, cude hodi nghi.

b. Thu ky vin phong

Bao gdm cdc cong viéc lién quan dén

- - Nghiép vy vén thu nhu: soan thdo vin ban, ding ky, quan Iy,
Iuu trit, va t6 chifc phuc vu viée sit dung, khai thdc van bén.
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- Cong téc thong tin nhu: thu thap, xit Iy, luu tri¥, t§ chitc phuc
vu viéc khai th4c thong tin. ,

- Cong tdc giao ti€p ciing nhit mdt s8 thd tuc hanh chénh khic,
Ngudi ta goi nhitng ngudi thuc hién cic loai nhiém vu nay la
thu ky van phong.

c. Thu ky lanh dao ,

La hoat dong trd 1y, gitip viéc tryc ti€p cho mot cap
qudn 1y nao d6, thudng 1a thl trudng cip cao nhat trong co
quan, doanh nghiép. Cong viéc thu ky trong truéng hdp nay
lién quan dén toan bo nhiing cong viéc k& tit nhin, chuyén
cOng vin, gidy t3 lién quan tryc tiép dén thit trudng ; dén thuc
hién viéc giao ti€p, lién lac, bd tri, sip x&p chuong trinh 1am
viéc hang ngay cho thi trudng. Thu k¥ con dir thio, soan thio
céc van bdn cho thi trdrig d€ givip ho quén ly co quan, doanh
nghi€p. Nhitng ngudi ddm nhiém cong viéc nay chinh 12 thu
ky gidm déc, thu ky lanh dao.

d. Thu ky 1a nha quan ly

Ho la nhiing ngudi di€u hanh cong viéc cda mdt t§
chife, xa hoi nhu : Tng thu ky Lién hiép qudc, Tong thu ky
Hoi nha vén ... Trong trudng hgp nay , hoat dong ctia thu ky
mang ddy dd tinh chat lao dong cdia thi trudng.

2.1.3. Chidc niing ciia thu ky
C6 hai nhém chic ning:

- Nhom chifc ning lién quan dén cOng tdc van ban nhu: soan
théo vén ban, quan ly, gidi quyét cac vin ban di, dén, 14p hd so,
lwu trit ho so, tra ciru tai lidu; dén déc kiém tra viéc thi hanh cac
quyét dinh, chi thi cia lanh dao..
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- Nhom chic ning thudc quén 1y cong viéc nhw: tiép khéch,
dién thoai; hoach dinh va t§ chic cdc cude hop, hdi nghi, céc
chuyén di cong tic cho nha lanh dao ..

2.1.4. Nhiém vu ctia thu ky

a. Nhiém vu cta thu ky vin phong

C6 bon nhém nhiém vu:

- Thu thdp, x& 1y va cung cap thong tin vé cdc linh vuc ma
minh dugdc giao phu tréch d& phuc vu cho hoat déng quan ly
cda doanh nghiép. "

- Bién tap vin ban va t8 chic sdp x&p , quén 1y vin ban, hd sd
tai ligu. ‘

- T8 chifc sdp x&p cdc hoat dong hanh chinh cla doanh
nghiép.

- Gidi quyét c4c thd tuc hanh chinh d€ ddm bao kinh phi va cd
s& vat chat cho hoat dong ciia doanh nghiép.

b. Nhiém vu ciia thu ky Gidm doc

(1). Nhitng nhiém vu thudc vé quan hé nhan sy

- Ti€p khdch dén lién hé cdng tdc v6i thi trudng.

- Chuén bi cdc chuyén di cong tdc cho thii trudng va gift lién
lac v6i thi trudng trong thoi gian di cOng tac.

- Lam khau trung gian trong quan hé dién thoai cda thd
trudng. '

(2). Nhitng nhiém vu thudc vé quan hé vin ban:

- Thuc hién viéc giao va luan chuyén c4c vin ban dén, di cho
céc bd phan thudc quyén thd trudng va giita cdc bd phan vdi
nhau.
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- V20 s8 cdc vin ban dén, di.

- Soan thdo cdc vin ban.

- Kiém tra hinh thifc va nhiing sy viéc gidi quyét déi vdi nhitng
van ban trinh thd trudng ky, gidp viéc gii vin ban di.

(3). Nhitng nhién vu t8 chifc cong viéc:

- Lén k€& hoach cOng tdc hang ngay, tudn, thng.cla thd
truéng.

- Thong ké va ki€m tra viéc thyc hién céc nhiém vu, chi thi
ctia thd trudng.

- Chim lo sd3p x&p phong lam viéc ctia thd tridng.

(4). Nhitng nhi€ém vu khac:

- Sip x€p bdo quén nhitng hd so nguyén tic.

- Bdo cdo mdt cach tdng quat nhitng cudc hdi ¥, nhitng lan di
lién hé cOng tdc, nhiing sy kién quan trong trong doanh
nghiép.

- T8 chifc mot s& coéng viée thudc hanh chinh, su vu co tinh
chdt cd nhan (cla nhitng bo phan ctda thid trudng) nhu:

+ Cdc vdn dé thudc vé giao thong (néu thi trudng dudgc
cung cip phuong tién ).

+ Cdc van dé sy vu thudc linh vuc kinh t& (theo doi cdc
thi€t bj vin phong va d6 ding cin thiét trong b6 phan
cong tdc cda thd trudng ).

+ Gidp d3 trong cdc nhiém vu c6 tinh chit dai dién cla
thd trudng.

- Chidm lo mot s6 cdng viéc can thiét khic do yéu ciu cin
thiét thii trudng giao cho.
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2.1.5. Pac diém lao dong ciia ngudi thu ky

C6 bon dic diém:

- Ban chat lao dong clia thu ky 1a hd trg, gitp viéc.

- K&t qué lao dong clia thu ky dugc do théng qua sy déng g0p
ctia thu k¥ vao vao két qua lao dong cia Tha trudng.

- Hoat dong cia thu k¥ dugc xdc dinh trong pham vi méi quan
hé tryc ti€p va thudng xuyén véi nha quan tri va cdc dong
nghiép.

- Théch thic dét ra doi véi thu ky 14 nhiing ap luc vé cong
viéc, thdi gian, vadoi khi 1a van dé tinh cdm.

2.1.6. Ti¢u chuin ctia thu ky

A. TIEU CHUAN VE K¥ NANG

- K§ néng t8 chifc cdng viéc mdt cach khoa hoc;

- K¥ ndng st dung thanh thao, sdng tao céc thiét bj vin phong
nhu: cdc mdy dién thoai, dién tin, photocopy, computer...

- K3 ndng giao tiép tét: doc, nghe, ndi, viét.

- K)7 ndng ghi chép nhanh va chinh xdc.

- K9 ndng soan thdo va bién tdp van bdn.

- Ky ndng luu trit vdan bdn.

K9 ndng diéu hanh cong viéc...

b.Tiéu chudn vé kién thiic co bin

- C6 kién thidc vé quan tri.

- C6 kién thifc vé luit kinh doanh va cdc vin ban quy pham
phap luit cla nha nudc.

- Cé kién thiic vé kinh t&€ hoc.

- Kié'n thifc vé todn hoc va ké& todn.

- Kién thitc quan tri ‘hanh chdnh van phong

"~ Kién thifc t5ng quat
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- Biét ngoai ngit...
Tiéu chudn dao difc nghé nghiép
Tinh thing thin: ci m3 trong cong tic;

- Chén thanh: chu ddo véi moi ngudi;

- Trung thyc: vitng vang;

- Nhanh nhen: kién quyét, cong biing

- Kip thai: ky luat;

- Bén bi: chinh xdc, nhanh chéng;

—>Tém lai:Thu ky phdi duge thd trudng tin cdy va xing dang
vdi sy tin cdy do.

2.2.CAC QUAN TRI VIEN VAN PHONG

2.2.1. Khai niém

Ngoai thu ky védn phong/thu ky giam ddc, cac quén tri vién van
phong gbém c6: chanh, phé vin phong, nhan vién vin phong
2.2.2. Tiéu chuzin ciia nha quan tri hanh chanh vin phong
Nha qudn tri hanh chdnh cdn c6 dii 12 tiéu chudn sau: v
- La mét nha trf thifc duge dao tao ¢6 trinh do tong qudt va dude
dao tao chuyén vé hoat dong quan tri hanh chdnh vin phong.

- C6 kha ndng gdnh vdc cong viéc hanh chdnh vin phong....

- C6 kha nidng gidng day cho cdc nhén vién hanh chdnh vin
phong va toan thé€ cdn b cong nhén vién trong toan cong ty.

- C6 quan di€m khoa hoc d€ ti€p nhan nhu’n g yéu td va nhiing
phuong phdp lam viéc méi.

- C6 tinh gn giii, bi€t hoa minh, hoa ddng v6i nhiing ¥ twdng
va nhiing van d€ ciia nhan vién,

- C6 6¢ khdi hai, gitp lam viéc va lam diu di nhleu tinh hudng
khé khién. ' '
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- Phong céch lich sur .

- Kiém sodt cm xtc.

- C6 6¢ sdng kién.

- Ty tin.

- C6 6¢ phdn dodn.

- C6 khd ning néi dé thuyét phuc cap trén , déng nghiép va
cap dudi. :

2.2.3.Cédc chiic vu cta edp quan tri hanh chdnh

- Trg ly hanh chéanh.

- Pho/Tru'dng phong hanh chdnh hodc Pho/Truorng phono xu’ ly
vdn bdn hodc Phé/Trudng phong quan 1y hd so.

- Phé gidm d6c/Gidm d6c hanh chdnh.
- Phé Tdng Gidm d6c hanh chdnh.

CAUHOI ON TAP
1.Khdi niém nguoi thu ky? Thu ky vin phéng ? Thu ky gidm v
déc ? Tai sao cdn phdi cd thu ky gidm déc ?

2. Hay trinh bay chic ndng, nhiém vu cia nguo’z thu kv vdn
phong, thu ky gidm doc?

3.Tiéu chudn dé lya chon thu ky vin phong, thu ky gidm déc ?
4.Khdi niém nhaqudn tri? Nha qudn tri hanh chdnh van phong?
5.Hay trinh bay chic ning, nhiém vu, tiéu chue“fn va chtc vu
cda nha qudn tri hanh chanh vin phong?
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- Chuong 3
THU THAP, XU LY VA CUNG CAP
'THONG TIN TRONG NGHIEP VU
VAN PHONG

- 2, A g ) Vd
3.1.GIOI THIEU TONG QUAT
3.1.1.Khai niém thoéng tin

Théng tin 13 qud trinh trao ddi giita ngudi gii va
ngudi nhén, 1a sy truyén tin hi¢u, truyén tin titc vé nhitng
su kién, hoat dong da, dang va s& xdy ra cho nhiéu ngudi
cling biét. ‘ ’

. Trong hoat dong qudn ly, thong tin 12 sy phdn dnh ndi

dung va hinh thifc vdn dong lién lac gitta cdc d61 tugng, yéu t6
ctia hé thong d6 va gitta hé thong d6 v6i mdi trudng.

3.1.2.Vai tro caa thong tin

- Thong tin 13 phuong tién dé thong nhat moi hoat ddng cta
cdc ¢o quan, doanh nghiép nham dat muc tiéu chung.

- Thong tin 12 ¢o s& d€ ra cdc quyét dinh clia céc nha quan 1y,

- Thong tin la phuong tién dac trung cta hoat dong quénly.

- Thong tin vira 1a ddi tugng vira 1a cdng cu dic luc cda nha
qudn tri. Thé hién: |

- XAy dung va phd bién cdc muc tiéu.

- Lap k& hoach.

- TG chifc va quan 1y cdc ngudn luc.
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- Lua chon, ddnh gid bd nhlem cdn bd.
- Lanh dao, chi dao, diéu hanh hu‘dng dan thyc hién k& hoach.
- Klem tra hoat dong

Thong tin-1a mot dang txem nang cling quan trong nhu cédc
tiém ning khic. R

Thong tin 13 nhu cdu ter(‘ﬁig Xuyén trong cudc sdng va cla
cdc ¢d quan, doanh nghiép.

Thong tin 1a cta cdi quy va dat trong quan 1y kinh t€-x3 h01

- Thong tin lam phdt trién dan tri.

3.1.3.Phén loai thong tin
3.1.3.1.Phén loqi theo cdp quadn Iy
- Thong tin tir trén xudng, day 1a dong théng tin di ti nhitng
ngudi & cdp cao hon xudng cip thip hon trong t8 chie ¢6 phén
¢8p.Vi du nhu: Cdc chi thi, cdc vin bin clia cip trén, cdc bai
phdt biéu...
- Théng tin tir dudi 1€n 1a thong tin di tit cAp dudi 1én cap trén.
- Thong tin chéo.
3.1.3.2.Phén logi theo linh viic hoat djng

- Thong tin chinh tri.
Thoéng tin kinh t€.

Théng tin vdn héa, xa hoi.

Thong tin khoa hoc, k¥ thuit.

Thong tin an ninh, qudc phong.
3.1.3.3.Phén logi theo tinh chdt, dic diém si dung

- Thong tin tra ctiu.
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- Théng tin théng bdo.
3.1.3.4.Phdn loai theo tinh chdt phdp Iy
- Théng tin chinh thic.
- Thong tin khdéng chinh thitc.
3.1.3.5.Phédn loai theo hinh thiic truyen tin
- Thong tin bing vin ban.
- Thong tin st dung bang 161.
- Thong tin khéng 10i.
3.1.3.6.Phén loai theo thi gian
- Théng tin qud khut.
- Thong tin hién tai.
- Thong tin tiong lai.

3. 2 TO CHUC CONG TAC THONG TIN TRONG
NGHIEP VU VAN PHONG

3.2.1. Yéu ciu
3.2.1.1.Thong tin phdi pha hop

Théng tin rat phong phd, phic tap va duge tao ra twr
nhi€u ngudn, nhiéu loai hinh thic khdc nhau. Do dé cin bdo
ddm sy phit hgp clia cdc thong tin véi yéu ciu thu thip, phuc
vu cho cong tdc qudn ly cda tiing t8 chiic.
3.2.1.2.Thong tin phai chinh xdc

Thoéng tin 1a chat liéu d€ cdc nha quan 1y phan tich,
danh gid tinh hinh do dé phdi bdo ddm tinh chinh xdc clia
thong tin. N€u thong tin sai 1éch s& 1am cho két qua phan tich
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khong chinh xdc, tir d6 quyét dinh c6 thé sai 1Am, gay hau qua
xau. '
3.2.1.3.Théong tin phdi ddy dii

Théng tin ddy dd méi mé ta tron ven dugc sy vat, hién
tugng, qud trinh.N&u thong tin khong ddy di s& lam cho nha
qudn ly nh4n biét sai hién tuong, sy vat.
3.2.1.4.Théng tin phdi kip thoi

Thong tin khong kip thdi thi s€ khong ¢6 gid tri trong
viéc ra quyé€t dinh, nhat 12 trong thdi dai ngay nay cac don vi
déu chay dua d€ tim ki€m thong tin thi tinh kip thdi lai cang
quan trong.
3.2.1.5.Théng tin phdi cé tinh hé théng va tong hop

Thong tin khong chi ddi hdi ddy di vé lugng ma con
phdi dugc x4y dung theo hé thong ¢6 logic. Cung cap thong tin
c6 hé thong, mang tinh téng hop, gitp cho nhin vién vin
phong tiét ki€m thoi gian, chi phi.
3.2.1.6.Théng tin don gidn, dé hiéu |

P& tranh hiéu sai, hiéu 1dm, din dén 1am sai, thong tin
phdi don gidn, d& hi€u, o rang, mach lac, d& nhd.Trong
trudng hop st dung cdc thong tin chuyén mén, k§ thuit can
phai gidi thich rd rang, ghi chu ddy di.
3.2.1.7.Thong tin phai dam bdo yéu cau bi mdt

Dai vdi nhiing tai liéu mat, theo quy dinh cta nha nudc.
3.2.1.8.Thong tin dim bdo tinh hiéu qua

Yéu cdu nay doi hdi khong phéi t8 chite cong tac thong
tin véi bat ky gid ndo ma phai dwa vao yéu cdu can thiét dé
khai thdc vé s6 lugng, chat lugng, ching loai va thdi gian.
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Vigc trang bi mdy mdc, thiét bi hién dai cho cong tdc thong tin
phdi dugc can nhdc gilta nhu ciu véi khd ning st dung , gilta
k&t qud mang lai va chi phi bé ra d€ tranh lang phi.

3.2.2. QUY TRINH TO CHUC CONG TAC
THONG TIN
Cong tac thong tin trong nghiép vu van phong duoc thuc hién
theo cac budc: :
Bugcl:Xdc dinh nhu cdu théng tin trong co quan,
doanh nghiép

Pé tién hanh thu thdp thong tin, trude hét can xdc dinh
nhu cau thong tin. SG lugng cdc loai théng tin rit phong phu va
da dang, nhung khong phéi tdt ¢4 cdc thong tin déu ¢6 gid tri
nht nhau. Vi vdy can xdc dinh 15 s6 lugng, cdc loai thong tin
nao can thu thip. Pay 1a van dé cot 161 trong quan Iy thong tin.
N6 1a cd s cho viéc hinh thanh thong tin ndi bd, né gitp gidm
nhe tinh trang thi€u thong tin ‘hodce thong tin khong thich hgp
cho viéc ra quyét dinh trong 18 chife.

Buidc 2: Xdy dung va 10 chitc nguén thong tin

Cac ngudn thong tin chi y&u 1a:

a. Théng tin so cip

La cdc thong tin thu dugc tir cdc nghién citu, khéo sdat ban déu.
Thong tin so cdp lai chia ra thanh:

- Théng tin so cdp ndi bé: la cdc thong tin thu thdp dugc tiy cdc
cdn bo nhdn vién & ting bg phdn trong co quan, doanh nghiép.

- Thong tin so cdp bén ngodi: La cdc thong tin thu thdp duoc ti

cdc nguon khdc nhau bén ngoai nhu khdch hang, nguoi cung
cap, doi thii canh tranh.
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b.Théng tin thit cdp

La cdc théng tin thu thdp dugc theo mot muc dich nao do.
Thong tin thit cdp lai chia thanh:

- Thong tin thit cdp néi bg: La cdc théng tin rdt phong phii
dugc thu thdp qua cdc bdn bdo cdo, cdc bién lai, ching nz két
qud khdo sdt trudc day.

- Théng tin thit cdp bén ngodi: C6 thé thu thdp duge qua cdc tai
liéu nghién citu trong sdch bdo, tap chi van bdn hodc cdc c¢ong
trinh.nghién citu cia cdc nha khoa hoc.

Cdc ngudn thong tin thit cdp ndi b cdn dvge diéu tra trude vi
khong tén kém qud nhiéu chi phi. Sau dé mdi khai thdc dén
thong tin thit cdp bén ngoai. Ké tiép la cdc théng tin so cdp ndi
bé. Cudi cing la théng tin so cdp bén ngodi.

Buéc 3: Thu thdp thong tin

Céc co quan, doanh nghiép phdi x4y dung md hinh thu thap
thong tin. C6 cac mo hinh :

- Mo hinh dinh ky: Pudc si dung khi can ¢6 nghién citu dic
biét, su kién dic biét.

- Mo hinh lién tyc : D€ thu thip rong rdi cdc thong tin phuc vu
cho diéu hanh qu4 trinh sin xuit.

Van dé chd yé€u cla viéc xay dung moé hinh thong tin 1a
xac dinh rd trdch nhi€m, nhiém vu clia tirng bo phén, cd nhan
trong d6 c6 trach nhiém chid yé&u 1a cdc bd phin chic ning va
van phong.

Phong hanh chdnh dugc coi 12 ca s6 ciia cdc ludng
thong tin, 12 bd loc thong tin. Hau hét cdc thong tin bén ngoai
va thong tin ndi bd déu phadi qua phong hanh chdnh dé thu
thap, xi 1y, phdi hop. D€ tién hanh hoat dong nay phong hanh
chanh phai phéi hgp céc loai hinh théng tin. Loai hinh thdong
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tin 12 cdc hinh thic truyén dat théng tin. Vi du nhu: théng tin
dugc truyén dat bing cdc hinh thic nhu vin bdn, 18i ndi,
thong tin dugc ghi nhan qua du ludn, théng tin du dodn dugc
hinh thanh trén co s3 tr duy clia cdc nha khoa hoc, cdc nha
quan 1y, chuyén gia.

Hinh 3.1. Su vdn dgng ciia cdc logi hinh théng tin

% Truyén dat bling I Vin phong tdng cong ty | Dvluln, tintae

Vn bin bi l T Bén  vanban

Quan
chiing

Nghx Quyst | Muc [Theng| Cong Bio | k& |6 To | Cong
' doh | téu | bfo | van|| |ctoMhoach | &0 |tioh | van

~Bénl Bi:

- <& - I‘_—_—'
"1 Vin phong tong cong ty Du ludn, tin tdc

Ban nh aa0 cong ty |4 p| Cedmvinibe | T | Lwtd

Truyén dat blng loi

Ghi chii; «eceorepp Dong thong tin phan héi
——» Doing thong tin

Budc 4: Phén tich , xi lj thong tin
bay 1a cong viéc doi héi ngudi thur ky pha1 st dung sy
hi€u biét cia minh d& phén tich, ddnh gid ngudn tai liéu, s6
lugng thong tin da rhu nhén d€ sin xuit ra céc thong tin diu
ra, cung cp cho céc cdn bd lanh dao. Yéu cau cda budc nay 1a
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phéi- tdng hop duge tinh hinh , phan anh ding ban chit ctia sy
vat, su viéc.. Mudn vdy phal ki€m tra tinh chinh xac, hdp ly
cua tai li€u, hé thdng chinh 1y, téng- hdp, phdn tich s& liéu.
biéu d6 doi héi ngudi thu ky phai cé nang luc, trinh d9, tinh
than trach nhiém.

Budc 5: Cung cdp, phd bién thong tin

Céc thong tin dau vao sau khi duge phan tich, xit 1y,
cho cdc thong tin du ra, cin dudc cung cdp phd bién nhanh
chéng, kip thdi dén cdc doi tugng can thiét thdng qua cdc hinh
thitc thich hgp nhu: Vin ban, hoi nghi, phé bién trao di qua
dién thoai, truc tiép... -

Budc 6: Luu trit, bao qudn thong tin

Thong tin-dudc st dung khong phai chi ¢6 mot 1dn hodc
mot vai 1dn ma cén duge luu trit bio quan d€ si dung lau dai.
Do vay théng phai dugc bdo quﬁn luu tr theo cdc phuong
phdp khoa hoc va theo cdc yeu cau ctia nghiép vu lnu tri¥, bio
quan thong tin. : :

Hinh 3.2. Hoat djng ciia vin phong vé c¢ong tdc théng tin

»

San xudt
-Thu nhan

- Phan tich -
- Xuly

- Dénh miy

Khai thac

Cung cip

- Sap xép . .
- Luu trit Vin phong - Phan phoi
- Tim ki€m - Trao d8i

- Poc i ligu
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3.2.3. Hoan thi¢n hé thdéng thong tin trong co
quan, doanh nghiép

Heé thdng thong tin trong ndi bd cd quan, doanh nghiép
1a tdp hop cédc quy tdc, k¥ ning va phuong phdp dugc quy dinh
rd rang ma nhd dé con ngudi va thi€t bi thuc hién viéc thu
thdp va phan tich dir liéu nhim tao ra cdc thong tin cin thi&t
cho cdc nha qudn ly. X3 hoi cang phdt trién, quan hé qudc t&
ngay cang dugc mdé rong doi héi hé thong tin trong cdc cd
quan, doanh nghi€p ngay cang dugc hoan thién d€ ning cao
chat lugng cla cdng tac thong tin. Sau day 1a nhitng bién phdp
cd bdn d€ hoan thién cong tdc thong tin trong ndi bd ¢d quan,
doanh nghiép.

3.2.3.1.Thiét lgp kénh théng tin ro rang

D€ trdnh s qud tdi thong tin ddi héi cdc nha quén ly
phdi quy dinh, sdp dat dong thong tin bing viéc thiét 1ap cac
kénh thong tin 3 rang. Céc kénh thong tin dugc thiét 14p theo
nguyén tic:"Céu thong tin"trong viéc truyén tin cho cﬁ’p dudi.
Cac nha qudn tri phdi trd 131 cau héi:"Cap dusi c6 cin théng

tin ndy dé€ thyc hién nhiém vu cda ho mét cdch ¢ hiéu qui
khéng?”.

' 3.2.3.2.81 dung nhiéu kénh thong tin

Céc nha qudn trj clia cdc t6 chic c6 thé si dung nhiéu
kenh thong tin bing viéc giao nhiém vu cho nhiftng ngudi hodc
cic bo phén khic nhau c6 trach nhiém thu thip va phén tich
cdc khia canh hoic bo phan thong tin nhét dinh. Pay 1a biéu
hién cta phuong phép phan cip trong x1 1y thong tin.
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3.2.3.3.Tdng cudng thong tin phdn héi

Thong tin phdn hoi phéi dugc thiét 14p d€ cdc nha quan
tri bi€t dudc nhitng thoéng diép cda ho ¢6 dugc hiéu, chip nhin
va thi hanh hay kh6ng ? N&u ngudi dua tin hiu duge ring
thong tin ma ho truyén di dugc nhan thé nao thi ho ¢6 thé sita
chifa nhiing sai sot.

3.2.3.4. Bao dim théong tin phdi diing liic

Moi bién phédp c6 hiéu qua trong thong tin 12 ki€m so4t
thdi di€ém thong tin sao cho thong di€p nhin dugc ding lic.
Bdi vi, s€ kém hiéu quéd khi ngudi néi bit dau néi trude, khi
ngudi nghe sin sang d€ nghe. D€ khic phuc finh trang nay
cdch don gidn la phdi sip x€p thoi gian bi€u trong cdc cude
hop, sdp xé&p codng vin gidy t8 mot cdch khoa hoc.

3.2.3.5.8% dung ngon ngit don gidn

St dung ngdn nif phuc tap, thuat ngtt chuyén moén va
day an ¥ s& 1am ngudi nghe khé hiéu va hiéu sai l&ch. Do vay
ngudi thong tin phai ciAn nhic s dung tr ngit 15 rang, dé hiéu.
Céch t6t nhit d€ don gidn héa la dua ra vi du minh hoa.
Nhitng tu tudng phitc tap khong chi khé hi€u ma con khé nhd,

3.2.3.6.Pdu tu xay du'ng o' sG vt chat cho hoat dong
thong tin ‘

MBbi cd quan, doanh nOhlep phai can (.u’ vao-tinh chat
hoat dong, di€u kién cu thé cia minh d& xay dLrng va lua chon
phuong 4n dau tu cho phu hop. P€ dam bdo nguyén tac hé
thong, dong b0, hi€u qua.
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3.2.3.7.Dao tao, boi dudng cdn bp nhéan vién daé ho co
khd nang qudn Iy, vdn hanh cdc phitong tién k¥ thudgt.

Can trang bi cho ho nhiing k§ ning vé: ,

- Nghi€p vy thu nhén, xi Iy, Iuu trit, chuyén phdt thong tin.

- Nghiép vu str dung cdc phuong tién ky thuit va cdng nghé
thdng tin.

- Phudng phdp dénh gid hiéu qué cia hoat dong thong tin.

- Kiém tra, gidm sdt, don dSc hoat ddong théng tin.

CAUHOI ON TAP

1.Khai niém thong tin, vai trd thong tin trong qua trinh hoat
ddng cda doanh nghiép?

2.Phén loai thong tin? Yéu cAu thong tin d6i vdi cOng tac khai
thdc tin tic? Theo ban yéu ciu nao .Ia quan trong nhat? Tai
sao.

3.Trinh bay cdc budc trong quy trinh xir Iy théng tin?

4.Cdc cbng viéc can thuc hién d€ hoan thanh hé thong thong
tin trong cdc ¢o quan, doanh nghiép la gi?
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Chuwong 4

HOA CH PINH VA KIEM TRA CONG
' VIEC HANH CHANH VAN PHONG

4.1.HOACH PINH CONG VIEC HANH CHANH
VAN PHONG

4.1.1.TAm quan trong ctia hoach dinh

“Trong kinh doanh néu ban khong lép k& hoach, thi cé
nghia la ban dang chudn bi moét k& hoach dé that
bai.” (Crawford H.Greenewalt).

Tuc ngit Viét Nam c¢6 cdu:” Mot ngudi hay lo bing mot
kho ngudi hay lam”. Viéc hay lo & d@y mudn néi sy suy nghi, sy
tinh todn trude, sau mot cdch dav di, lién tuc cho cong viéc.
Chinh nh& su hay lo ma mébi cong viéc duge xdc dinh ré muc
tiéu, nhiém vu, cdch thiic, thoi gian thuc hién...

Hoach dinh quyét dinh ké& hoach t8i wu nhat. Gitp cho:

- Giam t3i thi€u lang phi lao dong, thdi gian, tién bac.

- Tranh cho cong viéc khdi bi tring 1&p va gidm chéin Ién
nhau.

- Gitip cho ngudi 1am viéc thdy rd muc tiéu, huéng di cu thé
Bat ky cdp qudn tri nao cling phdi lam cong tic hoach
dinh.Cap quan trj cang thap hoach dinh c6 tinh cdch tdc vu/tdc
nghiép, cip quén tri cang cao hoach dinh cé tinh cich chién
Iugc.
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4.1.2.Khai niém hoach dinh va hoach dinh hanh
chinh van phong
4.1.2.1.Khdi nié¢m hoach dinh

Hoach dinh la mét chiic ning ciia qudin tri bao gé)zz
cdc hoat dong xdc dinh ra cic muc tiéu cho tuong lai va sy
lva chon cdc gidi phdp 61 vu dé hoan thanh cdc muc tiéu
dé. Két qud ciia hoach dinh la mét ban ké hoach - nghia la
mot tai liéu dvuge viét ra xdc dinh ré rang cdc chudi hoat
dong ma céng ty hay t6 chitc sé thuc hién .

N6i mot cdch khdc : Hoach dinh 12 mot loai chuong
trinh cong tdc, 1a phuong dn 6 chic cdc cong viée trong qui
trinh hoat dong cla cd quan, doanh nghiép:
4.1.2.2. Khdi niém hoach dinh hanh chinh vin
phong .

Hogch dinh hanh chinh vin phong bao gém viéc thu
thdp cdc théng tin, xit ly thong tin, sit dung clhiing va trién
khai cho cdc budc hanh dong.

MG@i quan hé ciia muc tiéu va ké hoach
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- Hinh 4.1: Cac mic d) muc tiéu & k& hoach

K& hoach

Muyctiéu  [*
chié’r*u luge chién %u’qo
Muc tiéu K& hoach

chién thujt
A

\ 4

chién thuat

l

[

Muc ti€u
tdc vu

A

K¢& hoach
tdc vu

4.1.3. Phan loai hoach dinh ,
4.1.3.1.Hoach dinh chién lijoc (Strategic planning)

La x4c dinh nhitng myc ti€u cd bdn cho toan cdng ty va
céch thic t6i wu d€ dat dugc muc tiéu d6. C6 tinh chat dai han,
thdi gian thyc hién trén 5 ndm. Do cdc nha qudn tri cao cap
thuc hién.
4.1.3.2.Hoach dinh chién thudt (Tactical planning)

La dé ra k& hoach cho c4c bd phan chuyén mén (Vi du
nhu bd phin san xudt, kinh doanh, tai chinh, nhan su...) ¢6 tinh
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chit trung han. Thai gian thyc hién trén 1 nim, duéi 5 nam.
Do cdc cdp quan tri trung cap thyc hién.

4.1.3.3.Hoach dinh tic vu/ tdc nghtep (Operational
planning)

La dé ra cdc ke hoach cuy thé cta moi hoat dong sin
xuit kinh doanh, dich vy, trong d6 ¢6 hoach dinh hanh chinh
vdn phong. Do cédc cdp quén tri tuyén cd sé thuc hién. Thoi
gian thuc hién dudi 1 nam.

4.1.4. Cic cin cit d€ hoach dinh

- Chu truong, dudng 161, chinh sich cda Nhi nudc, cdc quyét
dinh cta cdp trén truc ti€p.

- Chic ndng, nhiém vy cda co quan, doanh nghiép.

- - Chu’dng trinh, k€ hoach da1 han trung han, ngdn han cta co
quan, doanh nghiép.

- Tinh hinh thyc t€ cia ting giai doan va xu th€ phat trién ciia
thoi dai.

-Muc tiéu va quyét tim thuc hién muc tiéu di dé ra.

4.1.5. Quy trinh hoach dinh

Cé 8 budc sau day:

BuGc 1: Tim hi€u va nhan thit van dé;

Budc 2: Thiét 14p cdc muc tiéu;

Bude 3: Xem xét nhﬁ'hg ti€n dé va co sd khach quan;
Budc 4: Xdc dinh cdc phuong ¢6 kha nang thuc hién;
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Budc 5: Pédnh gid va so sdnh cdc phuong 4n;

Budc 6: Lua chon phuong 4n t8i uu;

Budc 7: Lap k€ hoach hd trg;

Budc 8: Lap ngédn quy, cdc chi phi thuc hién.

Hoach dinh cong viéc hanh chinh vin phong bao gom cdc
van dé sau:

a.Hoach dinh t6 chbic;

b.Hoach dinh phdn cong;

¢.Hoach dinh cong tdc: tdp trung vao cdc van dé nhu:
-Sdp xép, bé'tri noi lam viéc ciia nhdn vién.

-Sdp x&p lich tiép khdch cho gidm déc.

-Hoach dinh cdc cudc hop, hdi nghi, hoi théo.

-Hoach dinh chuyén di cong tdc cia lanh dao...

4.1.6. Cac cong cu hoach dinh |
Codng cu hoach dinh hanh chdnh vin phong bao gdm cdc du dn
16n, du 4n nho khdc nhau. Trong pham vi phﬁﬁ nay ching t6i
trinh bay mot s§ ¢ong cu ai cling phdi thuc hién dé lén ké
hoach va lich cdng tdc hang ngay. Do la:

- Lich thdi gian biéu cong tdc.

- S8 tay hay sé nhit ky.

- Bia hd s6 hay thé ho so nhat ky.

- Lich dé ban.

- Lich treo tuong...

4.1.6.1. Lich thoi gian biéu hang ngay
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DATE: COMPLETED
Lo e L]
e e ]
B e 1]
Ber e —1
LY o SUR ST o, Y =Y
6. - X AL L AN AR N\ L 1
e e S
8 e ]
e e, -
10 e .

Ngudn:tai liéu(7), trang72

4.1.5.2.Bdng danh sdch céng viéc phéi lam hom nay

Bang 4.3: Things I need to do today
DATE:
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Bang 4.3 : Things I need to do today

~ THINGS I NEED
TO - DO
TODAY

Lo, 1]
2o s L]
3 s L]
Ao ot L]
S e, ]
s L]
LR N TR ]
8. vt f K R\ [
9 e L]
10, 1]

SCHEDULED
APPOINTMENT

NOTES:

Nguén: Tai liéu (7), trang 73
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Bang 4.4: DAILY TIME LOG

Name Day Date
Importance Interruptions
Time | Activity (= ll?i‘:ht)o 3= (phone Personal | Other

- °2 5 calls,visits, etc.)
1
2
3
4
5
6
7
8
9
10
i1
12

Today was:
lj Typical

(] Busier than usual

] Slow

Ngudn: Tai liéu (7), trang 76

Comments:
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4.1.6.2.Bdng danh sdich céng viéc phdi lam trong
tudn , ,

- X€p theo thit ty tim quan trong va cac 6 cin phai Jam ngay
( must do) va nén léim”(nice to do)

Bang 4.5: Bang danh sdch céng viéc trong tuin

JOB TASK LIST
Priority T‘avsk‘ Must do o V_Ni..ce t(; ‘do' . _}
» . :
2
4
S .
6
7
18
9
10

Ngudn: Tai liéu(7), trang74
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Béng 4.6: THIS WEEKS ACTION PLAN

Uu tién | K& hoach hoat déng tuin nay | Ngay hét han
1
2
3
4
5
6
7
8
9
10

Ngudn: Tai liéu (7), trang 75

59




Bang 4.7: lich thoi gian biéu cong tac cho'giém déc va thu
ky (schedule shet for director and secretary)

8:00 - 8:15 Gidm dbc Thuky
Pdnh gid muyc tiéu va dé ra muc tiéu mdi, lam
k& hoach trong ngay

8:15 - 8:45 | Cudc hop nhan vién budi sdng

8:45- 10:15| Lam cdc bdn tudng trinh | Thu ky md thu va
thdi gian khong bi lam | soan thdo thu hoi
gidn doan am '

10:15- 11:15| Thong tin dién thoai
11:15- 12:00{ - Cédc cudc gdp khong | Cong viéc HCVP
chinh thitc ndi bo

- bi tham quan nha may.

- O van phong.

12:00- 13:00| Nghi trua
13:00-14:00 | Thu tin
14:00- 15:00] Thong tin dién thoai

15:00 - 16:30] Cac cudc hen -Cdng viéc VP
16:30- 17:00| - Pdnh gia va xem xét két qud cong viéc trong
ngay

- Soan thdo lich trinh cong tdc cho ngay hém
sau.

~ Ngudn: Tai liu (7), trang 76
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4.1.7. Nghiép vu t6 chirc mjt ngay lam viéc
4.1.7.1. Lén lich 1am v1ec(cua c4 nhin, vin phong,
thu tru’o’ng)
a. Lich lam viéc cta lanh dao: gdm lich cong tac hang tuin,
hang ngay cta gidm doc, phé gidm ddc, do thu ky ddm nhi€ém.
b.Lich lam viéc ciéia vin phong: hing tuan:, hang ngay do
chdnh van phong thyc hién, cin cf vao k& hoach ctia phong.
c.Lich 1am viéc cda ¢4 nhan: do mi nhan vién tr sdp x&p,
bd tri cong viéc ctia minh sao cho lam viéc nhiéu nhat €6 hiéu
qué cao nhat trong ngay. ’
4.1.7.2. Mudi mot cong viéc clia mot ngay lam viéc
cua thu ky
(1. Khéi dau ngay lam viéc
- Céc thu ky, nhén vién vin phong déu phai dén diing gid, 16t
nhat 12 dén s6m vai phiit dé: ‘
+ M3 khéa cdc ban 1am viéc, cdc td hd so, kiém tra
dién thoai. ,
+ Kiém tra phong lam viéc cla lanh dao: nhiét do, quat
mdy,mdy lanh, d&n, dong hd, sdp x&p ban lam viéc, xé
tdm lich ngay hom qua,md tdm lich ngay cho phu hdp.
Dung gid gidm ddc 1én ,lam viéc duge ngay.
- Thu’ ky véan thu khan truong gidi quyet cong viéc cong van
dén, di.

- Khi lanh dao xem va cho y klen gidi quyét cdc cdng vin, thu’
tit dén, thu ky chuyen giao cho cdc cd nhén, céc don V1 6
trdch nhiém thi hanh, dong thai phai ghi ludn vao sd tay cla

minh nhifng c6ng viéc: mdi dudc giao.
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(2). Lén k& hoach lich lam viéc trong ngay

a.Lén ké& hoach cong tac trong ngay

_Thu’ ky thudng phai @ng phé véi ba loai lich lam vi€c trong
ngay:

- Lich lam viéc hang ngay cla ngudi thu ky.

- Lich lam viéc himg ngay dé trén ban lanh dao.

- Lich bé tdi clia ngu’dl lanh dao.

Ngudi thu ky phéi khéo 1€o sip x€p sao cho 3 loa1 hch ngay
. phai thdng nhat vdi nhau.

Céng viéc dudc bit dau ngay tir chiéu hém trudc, thu ky xém
lai cdc lich tuan, lich thdng, sd tay dé 1én k& hoach cong tdc
cho ngay hom sau. Cong viéc trudc tién ciia budi sang 1a do lai
ba lich, kip thdi bd sung nhitng diéu chinh, lam cho ba lich
ngay dudc thdng nhat.

b.Lén lich ti&€p khdch hang ngay

Theo biéu mau. ,

c.Céac cudc hop mang tinh chit hoat dong x3 hoi hoic
doanh thuong '

Can ghi chinh xdc ngay, git hop, cdc chi ti€t va trang phuc,
dinh keém gidy mdi hop, t& ghi chuong trinh cudc hop.

d.Khéo léo x&p lich trong mdt ngay ‘

Tranh t8 chic vao diu gid, dé danh cho lanh dao doc vin ban
va ky céc gidy t3.

- e.Né&u dia diém hop ¢ mot nei khdc

Thu ky phdi tinh thoi gian tu’dng dsi rong dé linh dao den dia
diém cudc hop ¢6 thdl gian ngh1 ngdi.
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- Khi ¢6 cudc hen gip, bdo qua dién thoai, thu ky phal ghi
ngay ngay hen vao tip lich lam vi€c. :

- Cudi cing vao lidc thich hgp trong ngay, thu ky so sdnh lich
lam viéc ctia minh véi lich lam viéc cda thd trudng d€ cap
nhit hda c4 hai.
3. Cac cudc héi hop trong ngay
- Gii chuong trinh cude hop cho nhitng ngudi cé.1ién quan.
' "+ Chudn bi sin mot s& chudng trinh cho nhitng ngu’dl 15
quén. _
+ Chudn bi mot s6 tai liéu can thiét kém theo chuong
trinh nhu cdc bdo céo, de 4n, cdc tai liéu tham khdo.
- Md hd's6 (12 1 t3 bia; 1 bia kep) danh cho mdi cudc hop. Tap
hgp day dd cdc tai lidu c6 lién quan va b3 sung nhitng tai li€u
m&i phét sinh. Tap hd so cdc cude hop nay phai duge dit trén
ban gidm d6c vao diu gid 1am viéc mdi ngay.
(4).Thyc hién vai tro trg ly tham gia qua trmh ra quyét
dinh cia lanh dao
Thu ky phai khan tru’dng thu thép, lu’a chon, xtt ly thong tin kip
- thdi, chinh xdc,cung cdp nhiéu chon lya dé thii trudng ra quyét
dinh t6i uu.
Khi d3 c6 quyét dinh cda thd trudng, thi ky hd trg viée truyen
dat, t8 chuc thuc hién , 1ap hd s theo déi.
(5).T4 chic soan thdo vin ban
Paiy 1a nhiém vu quan trong hang dau, thudng ngay ciia thu ky
(c6 phan danh riéng).
(6).Cédc tinh hudng dét xuit xay ra
Vi du: Sy du d3 dit doi cita mot ddm nhan vién tré, cdi chét do
tai nan lao dong ctia mot dong nghiép, thdng tin vé mdt su ric
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101 sdp x3y ra... Ngudi thu ky c6 vai tro quan trong xem Xét cdc

van dé va ¢6 cdch ing xit khéo 1éo bing su t& nhi, sic txuyen'

cam dé bdo cdo vdi gidm ddc ¢6 bién phap X ly k1p thdi, lam
xoay chuyén tinh hinh, hodc khic phuc hau qua.

. Sap x€ép cong viéc vu tién oo
- Cong viéc don dap dén, vugt khdi tim-quan 1y lich 1am viée
hang ngay. Van dé sdp x&p wu tién duge dit ra va hiu nhu

thudng xuyé€n ngdy nao cling phai di€u chinh lich 1am viéc -

ngay cho phi hgp vdi cdc viéc vu tién.

- Vi€c xem x€t thif tf wu tién duge cin ¢ trude hét vao ¥ kién

chi dao cla glam déc.

(8).Bit tay vao cong viée quan ly ho so, xay dung bd nhé

Cin c‘ﬁ’ sy phén loai tai liéu thu ky ghi 1én phia trén i liéu,

g6c phdi, nhitng ky hiéu phan loai dé lap hé s0.

baoi v3i mot sO tai lidu, cong viéc doi hdi lap ngay thanh hé so
“chd gidi quyét” thi ghi s6 ho sd vao sG dgng ky ho sd chd glaxl

_quyet.

(9).Tranh thu ti€t kiém thoi gian )

Thu ky phdi biét tranh thii ti€t kiém thdi gian sao cho danh

dugc 5-3 phiit trong 1 gid, sao cho danh duge khodng 1-2 giy

trong mot ngay va st dung quang thdi gian dé thit ¢é ich. Vi

du nhu: .

- Tim hi€u k§ hon vé chinh c¢6ng ty cda minh.

- Lam ngay nhitng viéc thudng gy un tic vao gidf cao diém.

- Tinh todn sao cho céng vi€éc minh lam dugce nhanh hon, chat

lugng hon.

- Thu don ban lam viéc, ch1 dé€ lai nhitng thit that cAn thlet
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- Giip d6 céc ban ddng nghlep dang un tic, du phai lam them
ngoai gi¢ mét chuit.

(10). Tréch nhiém cda thu ky déi véi nhu’ng hoat dong
mang tinh chat xa hoi-cla ngudi lanh dao

Ngudi lanh dao d6i khi con tham gia vao cdc hoat dong xa h01
Thu ky- c6 trach nhiém gitp lanh dao nhim bio dam cho cdng
vi€c ctia doanh nghiép va bén ngoai-dudc ti€n trién tot. Hoat
dong bén ngoai ¢6 thé lam thay d6i nhip d6 hoat dong hang
ngdy nhung né gitip cho ngudi thr ky c¢6 diéu kién md rong
quan hé giao tiép, c¢6 dugc nhitng kinh nghiém b8 ich.

(11).K&t thiic ngay 1am viéc
Khi mot ngay lam viéc sdp két thic, doi héi ngudi thu ky pha1
ti€n hanh mot s8 hoat dong tiép theo nhu:
- Hoan chinh c4c thu tit, dwa cho 1anh dao ky.
- Lép danh sdch khdch hen gép vao ngay hom sau.
+ Panh mdy danh muc cdc cude hop va hen gip ngay
hom sau va dit1én ban gidm dac.
+ Khi Ianh dao ¢6 cudc hop & ngoai doanh nghiép vao
ngdy hom sau, cin chudn bi nhitng thit cin’ thlet nhu:
tai li€u, cdc ban bdo cdo, cdc ban chi din du’dng di, dia
diém...
* -Tinh todn sém nhitng cOng viéc cla ngay hdm sau nhu: chudn
bi ho so gidy 9, ghi ra gidy nhiing yéu cdu cda linh dao doi
vdi cdc bo phan. '
- Kiém tra lai cong vin, gidy o chd gidi quyét ngay hdm sau
dé trinh lanh dao ngay dau gij. '
- Thu x€p ban 1am viéc,sdp x&p ngin ndp hd so tai lidu va ra vé
v6i niém tin moi viée da s&n sang cho ngay lam viéc hom sau.
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4.2. KIEM TRA CONG VIEC HANH CHINHk
VAN PHONG

4.2.1. Nhu’ng van de chung
a. Khal niém klem tra

Kiém tra la mot tlen trinh do lu'o’ng két qua thuc
’ hlen, so sanh véi nhu’ng diéu da dugc hoach dinh , dong
thai su’a chira nhitng sai 1am dé& dam bdo viéc dat dugc muc
tiéu theo nhu k& hoach. '

b.Muc tieu ki€m tra

- -Kiém tra d€ phét hién c4c sai sét.

-Dé& dinh gi4 k&t qua thuc t&: so sdnh, xem xét qud trinh thyc
hién cdc nhiém vy cu thé theo k& hoach, ti€n do gidi quyést dé
di€u chinh cdch tién hanh cong viéc.

c.Cdc nguyén tic ki€m tra )

Gido su Koontz va ODonnell cia dal hoc Califolia,
trong tic pham:“"Nhitng van dé cdt y&u ciia quan 1y 7 da liét ké
7 nguyén tdc gitip cdc nha quén tri xay dung co ché kiém tra.
-Nguyén tic 1: Kiém tra phai dugc thiét k& cin cf trén k&
~ hoach hoat ddng ctia t6 chifc va cin cif theo cdp béac cia ddi
tugng dudc kiém tra.

-Nguyén tdc 2: Cong viéc kién tra phai du’dc thi€t k& theo dac
di€m c4 nhin cdc nha quin tri :

-Nguyén tic 3: Sy kiém tra phai dugc thuc hién tai nhlrng
 diém trong yeu
--Nguyén tic 4: Kiém tra phai khach quan.

-Nguyén tdc 5:Hé thong ki€m tra phai phit hop vdi bau khong
khi ctia doanh nghiép.
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-Nguyén tdc 6: Viéc kiém tra cin phal ti€t kiém va bao dam
tinh hiéu qua kinh t€. ' ‘
-Nguyen tdc 7:Viéc kiém tra phdi dua d&€n hanh-dong.
d.Phan loai kiém tra hanh chinh -
-Kiém tra hanh chinh (administrative control):La

kiém tra-cdc cong vin, gidy t& dugc hinh thanh trong qué trinh
hoat dong cda doanh nghiép. o

- -Kiém tra cong viéc tac vy / tdc nghiép (operatlve
control) La ki€m tra cdc nghiép vu chuyén moén nhu : Sap

'xep ho s0, luu trl, thong tin lién lac va cdc hoat dong hanh
chinh tr ong cd quan ¢6 diing theo tiéu chuin va thi tuc khong.

€.Ngi dung ki€m tra céng v1ec hanh chmh
Bao gdm céc van dé: :
-Kiém tra chat lu'dng X4 ly thong tin.
-Kiém tra tai chinh vin phong.’
‘Kiém tra cdc phuong tién lam viéc.
-Kiém tra qud trinh gidi quyet cong viéce hano ngay
theo muc tiéu, k& hoach da thong qua.
-Kiém tra su thi cGia nhan Vlen trong viéc lam.

-Kiém tra vé khd ning chuyén mén hoic kién thic...

4.2.2.Ti€n trinh kiém tra .

Tién trmh kiém tra cd ban, du & noi nao va di né klem sodt .
céi gi cling gom 3 budc: -

-Xay dung céc ti€u chusn va chon phu’dng phap do lu’dng,

-DPo ludng viéc thyc hién; '

-biéu chinh céc sai 1&ch.
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Hinh 4.9: Céc budc trong tién trinh kiém tra

Buéce 1 o Buéce 2 Buée 3
Xay dung cac | Do ludng | Diéu chinh
tiéu chuén va viéc thue ~ | sai léch
ch_Qn phuong . > hiénva > (néu co)
phap do luong d6i chibu véi

' tiéu chudn’

Budcl: Xay dyng cdc tiéu chuin va .ch()n-,'phu’o'ng
phap do ludng ' |
@.X4y dung cic tiéu chudn
Tiéu chudn 1a nhiing chi tiéu clia nhiém vu cin duoc thic
hién. Trong hoat dong ctia mot doanh nghiép, ¢6 thé ¢6 nhiéu
loai tiéu chudn. C6 tiéu chudn dinh tinh nhu : khd ning giao
tiép, long hing hdi, su trung thanh...C6 tiéu chuin dinh lugng
nhu:

- Chét lugng (quality).

- SG lugng (quantity).

- Thai gian hoan thz‘iﬁh cong viéc (Time). _
Pé kiém tra cong viéc 6 hiéu qui thi cdc tiéu chudn dé ra
phai hgp 1y va ¢6 tinh kha thi.
@.Chon phuong phap do luong
Cdc phuong phdp kiém-tra hanh chinh thudng c6 11 phuong
phép:
(1). Thanh tra: 1a xem xét, nghién cttu, ddnh gid tinh hinh.
(2). Kiém tra ngan sach: [a mot cong cu tot nhit cho viéc ki€m tra.
(3). Kiém tra tap trung.
(4). Kiém tra biéu miu.
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(5). Kiém tra bing mdy mdc.

(6). Ki€ém tra chinh sach.

(7). Kiém tra thi tué. |

(8). Kiém tra hd so vin ban.

(9). Kiém tra cdc ban tudng trinh, bio co.

(10). Kiém tra bing tiéu chuin.

(11). Kiém tra biing lich cong tdc.

Chﬁhg ta ¢6 thé linh hoat chon cdc phuong phdp kiém tra,
nhung phuong phdp do ludng viéc thuc hién dodi hdi phadi chinh
xdc.

Budc2: Do ludng viéc thuc hién cong viéc hanh
chinh viin phong h

~ Néu ching ta 4n dinh tiéu chufn mot cdch thich hop va
c6 phuong tién dé€ nhan dinh xem thuc sy cap dudi dang lam gi
thi viéc ddnh gid thanh tich nhin vién twong d6i d& dang.
Nhung trén thyc t€ c6 nhiéu cong viéc rat khé ¢6 thé 4p dung
cdc tiéu chuidn cu thé va khé do ludng duge két qui. Vi dy
muén ki€m sodt cong viée ctia mot gidm doc trong linh vuc
giao t€, ching ta chf c¢6 thé ddnh gid gidn ti€p thong qua tidu
chi hai 1ong khdch hang...

BuGe3: Diéu chinh cic sai léch

Trudng hop, sau khi kiém tra cdc tiéu chuin dit ra
khong dat yéu cu chiing ta ti€n hanh sita chita. Sy khic phuc
nhifng sai 1dm trong céng viée 1a cdc nha quén tri ¢6 thé diéu
chinh sai 1éch bang cdch biing cdch t§ chife lai bd m4y trong
doanh nghi€p, phan cong lai cdc bd phan, dio tao lai nhin
vién, tuyén thém lao dong mdi, thay ddi tdc phong linh dao
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cla gizim ddc hodc 6 thé phii diéu chinh muc tiéu. .

4.2.3.Cac cong cu kiém soat cua cap quan tl‘l

a.Bang chia théi gian biéu
Hinh 4.10: Lich cong tac

KE HOACH
Hoat dong | Ky | Phan | Ngay Ngay | Thoi
han |cbng | khdi hoan | gian tréi
cOng tat qua.
A -
B
C
D
{E

'Nguon Tai liéu (7) trang 116.

b. Bang treo tu’ong ‘
"~ Hinh4.12: S0 dé Gantt

HOAT | KE HOACH
‘PONG
1 /2 (3|4 ]|5{6|7 |89 |10 |11 {12 |13
—
B
C.
LD

Nguon: Tai liéu (7), trang 118.
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4.24.Cac phu’o’ng tién kiém soat cha cap quan tri
a.C4c ban bso cio twong trinh

_ Cdc bédn bdo cao tudng trinh trén gidy 12 cd s& dé theo ddi hoic
ki€m tra dinh ky.

Cac loai bao c4o tudng trinh:

- Loai bao céo tudng trinh ki€m tra hé théng vin thu va litu triy
hdso.

- Loai bdo cdo tudng trinh phan tich chi ti€t nhitng cong viéc
hanh chinh nhu : Thu ti, fax...

.- Cédc bao cdo hang ngay, tudn, thang, quy , nam cda cdc tru’dn<y
bd phan.

- Céc ban béo céo vé tinh trang cac chu’dng trinh hu#n luyén, cung
cdp viin phong phim, dénh gid cOng tac quan tri luong bong...

b.C4m nang

Cim nang 12 mot tAp ho sd dudi dang t6 r0i dugc déng lai
bang cdch duc 18.C4m nang rat pho bién tai cdc nude cong.
nghiép mdi va cong nghiép phat trién, nhat 13 tai My

- Cdc loai. ¢&m nang kinh doanh;
- C4c loai cdm nang hanh chénh. ‘
@.C4m nang kinh doanh:
- C4m nang vé chinh séch. -
- C4m nang cd c4u t3 chic.
- C&m nang vé& quan tri. ,
- C4m nang lich st cong ty va cic sén phdm.
- Cam nang thyc hanh vé& cdc tiéu chudn hod hbac thi
tuc Iwu ¥, vi€t tho, phan tich cdc phwong phdp, cdch
v& sd db ludng hd so, cong van.
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- C4m nang vé quy phic lgi. _
- Cim nang vé hoi nhap vao moi tru‘dng lam viéc.
- C4&m nang vé chi din cdc cOng viéc.

- C4m nang cda timg bd- phén: hanh chanh ke todn,
kinh doanh sdn xuat, marketmg...

@.Cam nang hanh chanh:
- Giéi thiéu lich su’ cua cOng ty.
- S¢ db toan bd td chifc cong ty. , ,
- Liét ké muc tiéu cia mi don vi trong hanh chénh.
- Thong tin vé mdi don vi hanh chdnh ¢6 riéng 50 dd 6
chic (né€u mdi don vi rong 16n).
- Céc chinh sdch cia cong ty mot cdch tdng quat va céc
quy phuc lgi.

-L& 16i 1am viéc va thdi d6 ma nhéan vién canphai cd.

CAUHOIONTAP |

1.Khai niém hoach dinh?Hoach dinh hanh chanh van phong?
2.Phan biét hoach dinh chién lu’dc chién thuit va tdc n0hlep/
tdc vu.

3.Céc can ctr dé xay dung cac loai hoach dinh ?

“4.Kh4i niém kiém tra, ki€m tra hanh chanh va kiém tra tdc vu

/ tic nghiép ?

5.Cé4c budc co ban trong tién trinh klem tra tong quat va ki€m
tra hanh chinh ?

6.Cac cong cu-va phu’dng tién ki€m tra hanh chinh ctia cdc (,dp
quén tri ? : . r '
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Chwong 5 |
CONG TAC GIAO TIEP

5.1. GIOI THIEU TONG QUAT VE CONG TAC
GIAO TIEP -
5.1.1.Khdi niém giao tiép
Giaotiépla:

| -Su trao déi thong tin ; |

-Viéc truyén tdi y tudng tif ngui nay sang ngudi khac ;

-Vié€c chia sé thong tin va tao dL_mg‘czic mdi quan hé ;

-Gi6i thiéu minh véi nguoi khdc :

-Hudng din ngudi khac 1am mét viée gi do... _

@ Khai niém giao ti€p theo nghia hep:la truyén di mot
thong diép. _ . ,
l@.Khéi niém giao ti€p theo nghia rong: 1a sy tdc dong qua
lai gitfa hai bén, din dén qu4 trinh hinh thanh hinh 4nh vé doi
tgng giao tiép. ‘

Trong cong s3, trong doanh nghiép, giao ti&p trong
hanh chinh 1a hoat dong thi€t 14p m&i quan hé va sU ti€p xdc
gifta con ngudi véi nhau nhiim thda man nhitng nhu ciu nhat
dinh cda qudn Iy hanh chinh.
5.1.2.Nguyén tic giao ti€p S

Dé€ hai bén giao ti€p déu cim thdy t6t hon, déu cing
nhau hdp-tdc gidi quy€t moi van dé quan tim, trong giao ti€p
phdi ton trong cic nguyén tic sau diy:
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-Tén trong déi tdc giao tlep

_ Nguyén tic nay gift vi trf quan trong, gitp ching ta
“thém ban bdt.tha”. Mudn viy hay ton trong ¢dc ddi tic giao
tlep, khong xiic pham, khong néi xdu, khong phan biét giai
cap dan tdc, giau nghéo, khong to mo tim hiéu chuyen r1eng o
‘cla ngudi khic. e -

-Hay ling nghe

Nghe dé€ ndm b3t tim tu, nguyén vong, quan di€m cda
d6i téc. Tir 46 mdi c¢6 diy dd thong tin dé khuyén bio hoic
thuyé&t phuc ho. Trong giao ti€p ngudi ta ding 42% quy thdi
gian cho nghe, con lai 58% thoi glan cho viéc noi, doc va viét.
-Hay théng cam véi nhau

Cin dat minh vao vi trf clia d6i tdc d€ c6 thé thong cdm
v6i hoan cdnh, khd ning cla ho.
-Hiy kién nhin, biét chd dgi 1An nhau

Né&u ¢6 mau thuin trong quan hé gido tiép, cin c6 thoi
gian d€ hai bén suy nghi trudc khi di d&n ¥ ki€n thong nhat,
Do viy, cAn phdi biét thong cdm va chd doi l1dn nhau. Kién
nhin va chd ddi s& dem-lai Igi ich hon 12 néng voi. ‘
-Hay bi€t chap nhin

~Khéng phdi bao gid ban ciing gip su nhu y trbng quan

hé giao ti€p. Phéo biét chdp nhan nhige di€m ciia ngudi khic,
biét hoan cénh giao tlep, tr do s€ co cach déi xit tot hdn véi
moi ngudi. ' :
-K&t hgp hai hoa céc lgi ich

Trong giao ti€p can két hop hai hoa lgi ich giifa hai bén
sao cho hai bén cing ¢6 1¢i, n€u chi nghi dén 1gi ich clia mot
bén thi khé 1ong dat dugc thod thuin. '
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5.1.3.Céac phudng thic giao ti&p

-Giao ti€p bang ngdn ngir;

-Giao ti€p phi ngdn ngu.

5.1.3.1.Giao tiép bang ngon ngit

a.Khai niém

Giao ti€p bing ngdn ngir 1a dung tiéng ndi va chiy viét

dé trao ddi thdng tin. Ngudi phdt phii dva ra mot ban thong

diép chuin xdc dudi dang dm thanh hodc ky w. Cdc nhan vat

tham gia giao ti€p can tuin thi nhiing quy luit Lhuno vé luit

phdt Am va luit chit viét.

b.Chifc nang cia ngoén ngi

-Thong bdo: truyén dat thong tin.
-Tdc dong: khuyén khich, ngdn cdn, gidi th1ch bay té.

-Dién cdm: thé hién tinh cdm, thdi do, cdm xic

c.C4u tric cda ngén ngit

-Cu triic bé mit (hinh thic) 1dp ghép cic chit cdi.
-Cau triic ngi¥ nghia(ndi dung) mang thong tin clia ngén
ngir.

d.Dic trung co ban cia ngén ngit

-Ngén ngit mang dic trung van hod ctia mdi qudc gia,
mdi din tdc.

-Ngon nglt mang dic trung tim 1y cia mdi cd nhan, thé
hién tinh khi va nhin cdch clia ngudi sit dung, tic dong
truc ti€p dén tam ly ngudi nghe.
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5.1.3.2.Giao tiép phi ngén ngit- . -

Cdc nha nghién cu da chi ra ring: giao ti€pngdn ngit
chi chi€m tir 30-40%, c¢on lai 1a-do cdch-dién dat bing ngdn
ngl khong 101 thong qua: 4
@.Trang phuc , S

"Ngudi dep nhd lua, lda t6t nho phan”. Trang phuc thé
hlen viin héa doanh nvhlep Theo ching loai va chifc ning,
trang phuc gdm c6 quin 4o va cdc loai phuc trang nhu mi,
khan, tdi xdch, gidy, dép va dd trang sic. Tay theo moi t1u’0’ng
Jam viéc ma chung ta nén lua chon st dung trang phuc sao cho
phu hgp.

Can lya chon quin 4o, mau sic. phu hdp vdl tu’no mua
pht hgp vdi gidi tinh, tudi tac va moi tru‘o’ng

@.Nu cudi ‘

Mot trong sdu cdch gy thién cim cda cudn sich: "Pic
nhin tdm”la gilf ny cudi trén mdi. Ny cudi-biu thi tinh cdm,
thai d6 clia ngudi giao tiép. - | '

@A nh mit

“Pdi mit 1a clfa s6 tim hon”. Anh mit phdn 4nh trang

thdi cdm xuc, boc 10 tinh cant, tim trang, Gc mudn clia con

ngudi ra bén ngoal.
@Tu the&

C6 lién quan mit thiét vdi vai trd vi tri cda cd nhan. Vi
du: o thé ngdi thodi mdi, dau hoi nga ra phia sau la t thé clia
bé trén, cla linh dao. Tu thé ngdi hdi cti dau vé phia trude
tva nhu ldng nghe 12 w0 thé clia cap dudi.
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@C1t chi, hanh vi

Ctt chi gdm cdc chuyén dong:

-Clia dau nhu git dau biéu hién sy ddng ¥ hoic lac dau khong
dong y...

-Ciia tay: vay, chao, khua tay..thé hlen 161 mdl sy tir ch01
chdng dsi hay van xin... :

@Khoang cich: , _
Khodng cdch trong giao ti€p thé hién méi quan hé.'Teréng ¢6
4 ]oai ving giao ti€p cd ban: |
-Ving than mat: tir 0-0.5m; -
-Vung riéng t: tir 0.5- 1.5m;
-Ving x3 giao: tit 1.5-3.5m;

-Viing cong cong: trén 3.5m.

5.2. CONG TAC DPON, TIEP KHACH TAI co
QUAN DOANH NGHIEP
5.2.1. Phan loai khach
5.2.1.1.Khdch ngoai doanh nghi¢gp - -
Gém c¢6 khich hang, khich dén lién hé cOng tdc, khdach

quen, nhdn vién ngan hang, ngudi dén xin viéc, ngudi than
phlen
5.2.1.2. Khach ngi bo doanh nghzep

) GOm c¢6 cén bd phu trich cdc ‘don vi, nhin vién cac
phong ban khdc dén lién hé cong tdc, congnhan xin gip Gidm

déc...
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Thu ky phiii bi€t Wng x1& vé6i cdc loai khach
a. Péi véi khach hang mua hang hién c6 va khach mua hang
tudng lai bao giv cling dugc ti€p bat ¢t lic nao.
- Khdch dén bén hang, khach dén chiao hang ch1 dugc ti€p vao
gid nhat dinh.
b. P4i véi khach dén than phién

Thudng 1a than phién vé cung cdch lam in, vé céch
lam viéc clia nhan vién nao dé, vé chat Iugng hang hod.... Thu
ky phdi bi€t 1ing nghe, théng cdm véi khach, giif thdi do binh
tinh, trdnh tranh luan va phai khon ngoan dirmg ty gin minh
hay doanh nghiép ctia minh vio sy than phién ctia khdch
c. P& véi khach néi bd

C6 nhiéu cdch gidi quy&t, tot nhat néu 1a cong sy than
can thi ¢6 thé gap gidm doc bat ky lic nao. Con cdn bd nhan
vién khdc muén gip Giam doc phdi dugc su sip xép cla thu
ky.
Luu y Trong cdc truong hdgp trén deu pha1 chu y den nhlmu
ngoai 1& nhat dinh.

5.2.2. Té chirc d6n khach tai co quan, doanh nghiép

- Chao héi khdch;

- Bay t6 sy quan tim ;

- Phdi biét tén,noi 1am viéc, muc dich dén thim ciia
khach ; '

- Khong nén ngidt quing hay két thic sém cudc dam
thoai cda cap trén ;

- Phong dgi ;
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- Thudng tryc tai ndi lam viéc ;
- Ghi bién bén c4c budi ban bac
(1). Chao héi khich
Khi khdch t6i, ching ta phai  chao va dén khich véi
thdi d6 vui vé, niém nd, lich su. Neu 6 thé blet ten nén chao
dén khdch bing tén cla ho ‘
Trudng hop 1
'~ Khich .dén lan dau, ngudi thu ky phdi gidi thleu tén
minh trude, sau dé khéo 1éo héi tén khach hang. Né&u khach
dua danh thiép, thu ky pha1 trinh cho gidm ddc khi bdo cdo vé
ngudi dé. ‘
Truong hop 2
Khach cap trén, hoac khach danh dy quan trong cta
doanh nghiép, khi dén va lic ra ve ngudi thu ky pha1 ding
day, vui vé chao dén khéch. '
Trudng hop 3
* Khich dén, thi ky dang ban dién thoai hoic lam viéc
khdc, khong thé dimg lai duge, thu ky van phdi chao hdi
khéch, d€ khach biét Ia thu ky s& tiép minh ngay sau kh1 xong
viéc.
Truong hop 4 o _ |
Mbi budi sing, va méi budi chidu, dau gio lam viéc,
kh1 Gidm doc di ngang qua ban thu ky dé vao phong lam viéc,
n0u'0'1 thu ky phai du’ng day, chio Thd tru’dng
(2) Bay t6 su quan tAm

Thu ky phdi bay t8 thdl dd quan tim dén khdch hang,
hay trd 181 day dd cdc cau h01 cla khach Thu ky nao ludn sét
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sang, tich cyc trong cOng viéc s€ gdy dudc 4 an tu'dng 6t dep khi -
khdch hang tdi doanh nghiép.

(3).Phai biét tén, noi lam v1ec, muc dich den thim cda
khéch : . :

~ Tai hau hét céc doa'nh n'gh_iép, tat cd khéch dén lién hé
déu phai ghi tén khach vao s§ (bao gdm: tén khéach, nghé
nghiép, dia chi, Iy do va quyét dinh sau cudc gap) |
). Khong nén ngit quang hay két. thuac so’m cufc dam-
thoai clia c4p trén
Trong lic cap tren dang tiép khach chiing ta nén cd tranh hét
sic dung pha ngang cudc dam thoai, néi chuyén clia cip trén,
' ngoai trilf trudng hgp: , }
- Trudng hop gidm doc phéi trd 181 cdc cude dién thoai quan
trong, thu k¥ phai xin 16i khach va thong bao cho glam doc la
giam doc phai tra 15i dién thoai ngay.
- Trudng hop gidm dbc phdi du cdc cudc hop quan trong hoic
phai két thic tiép khach d€ gidi quyét cdc cong viéc cin thiét,
thw ky phéi xin 18i khdch, hodc c6 thé ghi phi€u nhidn tin,
thong béo cho gidm doc blet va gidm ddc ty két thic cudce néi
chuyen '

Dé6i véi nhitng vi khach hay ngdi qué lau hodc qua gid quy
dinh, thu ky phai gidp gidm doc mdi khéo khdch ra vé.

‘Thu’ ky c6 thé thod thuén trudc V@i gidm d6c mot phu'dn phap
nao d6 d€ khi hét gid quy dinh hoac c6 dleu gi quan trong thu
ky c6 thé théng bdo cho gidm dsc biét ma khong gay ra sy
phéty cho khach
(5). Phong doi

Tru'dng hdp khdch phal ngdi doi, thu' ky pha1 neu r0 ly
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do va lich su mdi khdch vé phong dgi dé chd dén luot vao gap
gidm ddc. Thu ky phéi ¢ 1am thé nao. dé€ khdch khong cam
thay khé chiu. Phong dgi phdi sdng stia va thodng mat, phai
dugc trang hoang dep. C6 nudc tra, nudc sudi.. va ¢6 nhidu
sdch, bdo, tap chi, cataloge..cho khdch xem. ‘
Sau khi khdch da di ra, thu ky phai sip xep lai tai lleu va ban
tra cho trat ty, ngan nip. '
(6). Thuong tru’c tai noi lam viéc‘ o

' Khong bao gid thu ky nén rdi ndi lam viéc ma khong
nhd ngudi khdc thay th€. Pic biét khi gidm déc dang tiép .
khach thu ky khong nénrdi khdi phong. Cong viéc ti€p khich
rat quan trong va chi ¢6 luong tdim nghé nghiép méi c6 the |
hoan thanh céng viéc ciia minh mot cdch m§ man.
(7). Ghi bién ban cdc bum ban bac

Khi Gidm déc yéu cau.

5.2.3. T(‘f chite tiép khich & co quan, doanh nghiép
= Dat chuong trinh cho cdc budi xin hen ;
- Thu x€p cdc budi xin hen ;

Céch ghi cdc budi xin hen ;

- Huy bd cédc budi xin hen';

Phuong phép ti chdi cdc budi xin hen ;
- Tiét kiém thoi gian cho doanh nghiép.
(1). Pt chudng trinh cho cic budi xin hen

Khi khach hang Xin t1ep kién hoac Xin cudc hen (.hung
ta phdi sdp xep mot cach khoa hoc G mot vai doanh nghlep,
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gidm doc khong ti€p khach néu khong xin hen trude: C6 ndi
khdc, gidm ddc chi tiép khach khi nao tién va ¢ noi gidm déc
chi gianh riéng it gid mbi ngay dé ti€p khach. Nhit vdy, thu ky
va gidm doc phai thong nhat quy thoi gian danh cho viéc tlep
khéch. ' '
(2). Thu x&p cic budi xin hen

Khéch dung nhi€u phuong tién khdc nhau d€ xin hen.
C6 ngudi dén tan noi dé xin hen, c6 ngirc‘fi xin hen qua dién
thoai va ¢6 ngudi gdi thu xin hen... '

Né&u khdch den tan vdn phong xin hen, ban s€ 0h1 vao
s6 tlep khich ngay va 01(5 clia budi ti€p klen dé khéch an tim.
Né&u khach xin hen bing dién thoai, . ma11 - khich phdi cho
ban biét diy du chi tiét vé€ budi hen. Nhlem Vu cuia ban la thu
x&p cdc cude hen va trd 13i thu xin ‘hen, ban phdl trmh bdy
day dt cdc thong tin clia budi hen.

(3). Céch thifc ghi cdc budi xin hen
Phai ghi chép ddy dii ho, tén, dia chi, s& dién thoai,
chic vu , ngay gid cho budi hen, t€n ngudi ma khach can gap.

Bang 5.1. Mau lich hen

STT| Tén [Chilc | Cong | Thdi | Ngudi | Phong | N6i | Ghi
khach | vu |ty/Don | gian | tiép ban |dung |chu
\ gap | khach
1| 2 3 4 5 | 6 7 8 | 9

Nguodn: Tai liéu (6), | trang 31.
Céc bu01 xin hen ¢6 thé du’dc ¢hi ngay vao lich de ban

néu cé it cude t1ep xtc. Trudng hdp viin phong ¢6 nhiéu khdch
82



thi ban di‘l_n.g lo;fli s8 ghi cdc budi xin hen. Ban phiii ghi vao
lich cong téc clia minh tat c4 nhing budi xin hen va dit trén
ban lam viéc dé tién cho viéc theo dai.
(4). Huy bé cdc budi xin hen

'Doi khi gidm d6c cin phfﬁ hidy bd cdc cude hen vi phdi
di xa dot xuat va khong v€ kip diing gld hen. Ngay khi ban
biét du’dc budi ti€p kién phai hdy bg, ban phai bdo ngay cho
khach biét dé tranh nhitng khé khin ¢6 thé gay nén cho khdch.

Trudng hgp khach dd dén van phong rdi méi dugc bist
cudc hen da bi hug bd vi Iy do dot xuat, ban phai xin 13i khach
mdt céch t€ nhi va khéo Iéo.
(5).. Phu’o’ng cach tu’ ch01 cac cuoc xm hen

Khi can pha1 oy ch01 ban nén kheo 1€0, t€ nh1 va trlnh
bay moét cich ngan gon 1y do tir chdi cudc hen d€ nhan duge a
su thong cdm. Trudng hop khdch nhat dinh xin hen ban de |
nghi khdch Vlet lai thu xin hen va néu Iy do cu the

Bang 5.2. Phi€u xin hen

PHIEU XIN HEN

v Phiéu xin hen s0:. ..ngay...thang...nam...
Ho va tén )
Nghé nghiép
Co quan/don vi
SO i8N thoal =t
Muc dich hen gép e tamaceors masssienees e rmsss e sreematne
Ngu(‘yi.cén gap

Chi ky ciia nguwdixinhen ~ Chivky cita thwky
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Viéc tif ch6i khach khong ¢6 khudn miu nhat dinh, thu ky phai
tuy-tiing hoan cdnh ma wng xit khéo 160, tuyét ddi tranh gy
khong khi cang thing hay hi€u 1dm ctia khach.

(6). Ti€t kiém thoi gian cda doanh nghiép

La thu ky, hay tiép tan, hodc trg 1y, ban phdi tiét kiém thoi
gian cho cdp trén bang cdch cung cip thong tin cho khéch
trong pham vi quyén han cda minh, dimg dé cho c4p trén phéi
ti€p khdch chi d€ cung cap thong tin ma ban, hodc cdc bd phan

phdng ban khéc ¢6 thé giai quyét dugc.

5.2.4. Nhiing tinh hudng thu’o’ng gap khi ti€p xic
véi khach

- Khach tir chéi khong chiu néi 16 ho, tén, noi lam v1ec va muc
dich cudc tiép xic. } '

- Khéch hang phan nan vé chat lugng san phim.

- Khéch ¢6 thai d6 ngang ngudc hay hdch dich. . -

- Thu ky da néi r6: gidm ddc ban, hodc di cong tdc nhung
khach van khing khing doi gdp gidm doc va khong chiu ra di...
Trong cdc tinh hudng trén ngudi thu ky cén tuy’c'd ling bién,
khong ¢6 mot khudn miu cing nhic, , song nén gh1 nhé nhitng
phuong cham chung dudi day:

PHUONG CHAM UNG XU KHI TIEP KHACH
1. Binh tinh ;.
2. Kién nhan ; o
3. Mém méng nha nhin, lich su';
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4. An cin, chu ddo ;

5. Linh hoat ;

6. Khong ty 4i ;

7. Khong hach dich véi ngudi c6 dia vi thap;

8. Khdng qua ha minh véi nguvi cé dia vi cao ;

9. Lay viéc bao vé 1¢i ich va uy tin cia doanh nghiép
lam muc tiéu xuyén suét ;

10. Can chdm dit cic vu viéc giy cin cang sém
cang tdt ma khéng nh4t thiét phaii phan ro ‘ding
sai ngay tifc khic.

5.3.TIEP KHACH QUA DIEN THOAI
5.3.1. Déc di€m va myc dich cda giao tiép qua dién
thoai
a. Piac diém
bi€n thoai 1a mdt phuong tién ky thujt diing thudng

xuyén d€ lién lac hitu ich gilta hai cd quan, don vi hoic gitra
hai cd nhan.

bién thoai dang dugc xem la cbng cu giao ti€p hang
dau vé mtc do tién Igi (thdng dung, nhanh chéng, dé st dung,
dugc phdn héi ngay). ‘

Phong cdch giao ti€p qua dién thoai phdn dnh nhan
cdch clia ngudi giao ti€p.
b. Muc dl’ch

Trong ¢o quan, doanh nghiép dién thoai dugc ding dé thong
tin, lién lac trong céc tru’dng hdp sau: '
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- Thong bdo gip nhing tin tic quan-trong ;
- Xin y ki€n cdp trén ;
- Trd 10 yéu cdu cita khdch hang, d6i tic ;
- Piing ky hen ngay, gid tiép xiic, Iilfn viéc ;
- M&i hop d6t xuat..
M3i 14n giao tiép dién thoai la mot lan tao co hoi quan hé lam

vi€c tot hen cho doanh nghlep

5.3.2. Giong néi qua dién thoai phal the nao ?
- Néi cho rd rang . :

- Néi giong binh thudng ;

N6i véi toc do vira phai ;

- Chon ding chir ;

-- N6i thap giong xudng ;

- Nhin manh mdt vai chif ;

- Giong ndi ¢an ¢6 am diéu ;

- Lich sy: mim cudi trong lic néi chuyén.
| (1). Néi cho ro rang-

Diéu nay rit quan trong vi ngudi nghe khong tréng
thdy ban va ciing khong thdy cdch dién td clia ban. Ban phdi
néi thé nao d€ cho ngudi nghe chi qua giong néi cda ban ma
c6 thé hiéu dugc ¥ ban.

. (2). oi glong blnh thu’o’ng
| Glong néi binh thu’dng, khong to qud cung khong nho

qud 12 giong néi tSt nhat truyén qua diy dién thoai.
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(3). Néi véi toc do vira phai

Ban ndi vdi toc do vira phéi s& lam cho ngudi nghe d&
hi€u. Tuy nhién t6¢ do nay con tiy thudc vao y nghi ma ban
muon trao d6i nita. Ban nén ndi véi mot tde d6 chim hon binh
thudng mdt chit trong trudng hop ngudi nghe can phii ghi chi
nhitng di€u ban néi. nhat 1a vé& nhiing con s3, vé tén, ti€ng
ngoai ngi, hodc nhitng chit dic biét, nén 1ap lai nhitng con s8.
(4). Chon dting chit |

Ykién dién t4 mot cich gidn di vdi nhitng danh tr
tugng hinh dé ngudi nghe dé hiéu. Nhitng danh tir qud chuyén
mon, nhitng chif la, hodc nhitng cau qud dai chi lam cho ngudi
nghe thém khé hi€u va ban lai phdi cdt nghia lai va ¢6 khi con
dua dén sy hiéu 1Am nita.
(5). Néi thap giong xudng

n Khi ban hdi thip giong xudng, giong noi cta ban khién

ngudi nghe dau day bén kia nghe dé chiu hon, d6 ciing 12 cdch
té ra lich su.
(6). Nhdn manh mét vai chi |

Nhan manh mot vai chit s& lam thay ddi hin y nghTa
ma ban dinh ndi, vi vy phdi suy nghi xem nén nhin chif nao
thi s& gilp ich rat nhiéu.
(7). Giong néi can cé am diéu

Khi ban hai 1€n cao giong hay xudng giong con phan
dnh ¢4 tinh clia ban, giy thich thd cho ngudi nghe.

(8). Lich sy
Mim cudi trong lic néi chuyén.
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5.3.3. Ngh¢ thuat d@ng xii khi nghe dién thoai

Khi nghe dién thoai ban phdi rén luyén ky ning nghe.
Ban hdy c6 gdng dimg cit ngang 15i néi clia ngudi dsi thoai
ma hay cham chid nghe. Néu nghe khong 13, ban ¢é thé xin 15
réi yéu cdu ngudi néi chdm lai. Néu nghe khong hiu, ¢6 thé
yéu cdu nhic lai. N&u gip tén ngudi nudc ngoai, yéu ciu
ngudi néi ddnh van chim lai d€ ghi cho ding. -

Ban hdy danh thoi gian cho ngudi d6i thoai c¢di md va
bdc 16 hét y kién clia minh, ditng voi va, ditng té ¥ ring ban
khong mudn nghe. C8 ging nghe ngudi néi néi hét y, bdi vi
khong phdi tdt cd moi ngudi déu c¢6 khad ning trinh bay quan
diém cda minh mot cah ngdn gon, rd rang, chinh x4c.

Hiy dién dat lai nhitng diém chi y&u da nghe mdt cich
ngin gon va héi ngudi d6i thoai c6 ding nhw vdy khong, dé
tranh sy hi€u 1am vé sau. o

Khong nén chi y dén nhitng dic diém hoic théi quen
ctia ngudi ddi thoai Iic n6i. Can chit loc nhitng thong tin d€ bd
sung kién thifc va kinh nghiém cho ban thin minh.

Cin c6 sy phan tng binh finh d&i véi bat ky 101 phat
bifu ndo clia ngudi doi thoai. Ngudi biét nghe ludn 1a ngudi
bi€t kém ché cdm xidc, khéng dé cho nhitng chi tiét vun vit
1am 4nh hudng dé ludn tim ra gidi phdp. ’

Khéng dé cho cdc yéu & bén ngoai thu hiit sy chd y
clia ban nhu tiéng On a0 trén dudng phd, ti€ng chudng dién
thoai, tiéng ngudi qua lai. Chon tu thé vi trf ngdi va tap trung
ling nghe. Hiy lam cho su suy nghi thich tng vdi toc do clia
cudc néi chuyén. Téc dd suy nghi nhanh hon to¢ do néi it 3 —
4 1an. Néu khong tip trung ma I¢ ding, thu dong thi hiéu qua
ti€p thu thong tin s& gidm st dang ké.
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Sau day 1a mét s&’ nguyén tic khi nghe dién thoai:
- Trd 161 ngay ; ’
- Tu xung danh ; _
- Ghi s3 dién thoai va tén khach hang ;
- Biét cdch trd 15 trong cac trudng hop dac biét :
+ Trudng hgp Gidm ddc ban ;
+ Trudng hop cho ngudi goi biét tin tuc ;
+ Trudng hop dé lai 1 nhin :
+ Chuyén dudng day.
Ket thuc cudc dién dam.

 Nhiing tinh huéhg thudng gap khi dang dién dam.

(1). Tra 10i ngay
Khi nghe chudng dién thoai reo, ban hiy nhic ong
nghe 1én va trd 101 ngay, t6t nhat lasau hdi chudng s& 1.
(2). Ty xung danh
Khi nhén dién thoai cau dau tién‘ban'bhéi noi la thong
bdo cho ngudi goi bi€t noi dang nhén dién thoai. -
' Trudng hop nhin dién thoai tir bén ngoai goi tdl ban
can gidi thiu day du ghi thic .
Vi du: , :
- Cong ty ABC kinh chao quy khéch.
- Da, Céﬁg ty Song My xin nghe.
- Good morning, May I help you ?
- Good morning,Operater Z speaking, MayI help you ?

| Trudng hdp nhin dién thoai ndi bd, ban khong phdi chd y
nhi€u dén ghi thifc, chi cin gidi thiéu ngdn, gon. Vi du:
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- Vian phong gidm ddc xin nghe.

- Phong ti€p tin nghe diy a.
(3). Ghi s6 dién thoai va tén khdch hang

Thudng thi khach hing goi dién thoai t6i doanh nghiép
vaty xung danh, nhung ciing ¢6 khach khong thich xung tén va
cling khong cho biét 1y do tai sao ho goi dén. La thu ky clia
doanh nghiép, ban phdi biét ai goi va Iy do ho goi téi. Ban hay
c6 ging khai thdc thong tin noi khach hang. Sau diy 12 mot
vai vi du:
- Ong gidm doéc dang c6 khach. Xin 6ng cho biét quy danh va
sO dién thoai, t0i s& thua véi dng glam déc goi lai ong ngay
sau khi khach ra vé.
- Ong gidm d6c khong ¢6 & vin phong. Ong ¢6 diéu gi cdn din
lai khong ?
-Ong gidm ddc dang ban.Téi ¢ thé gitp éng dude gi khong?
(4). Bi€'t cach tra 10i trong cdc trudng hop dic biét
a. Trudng hgp gidm déc ban

Thu ky phdi ¢6 nhiém vu trd 151 tit ¢ cdc cudc dién
thoai goi cho gidm ddc. Trudng hgp gidm doc ban thu ky phai
cdt nghia that khéo léo cho ngudi goi tdi la tai sao gidm doc
khong trad 16i dugc, va néu ¢6 thé dé nghi mot sd gidi phdp
sau:
- Thua 6ng, giam doc dan0 ban hop, t6i co the gxup ong dugc
g1 khéng ?

- Hodc thua Ong, gidm doc dano ban hop. Ong ¢6 thé néi
chuyén véi 6ng phé gidm doc khong 7
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Hinh 5.3: Nhitng diéu nén néi va khéng nén néi

Nén néi Khéng nén néi

- Ong gidm d6c khong c6 | - Ong gidm d6c mic ban
& ddy. Téi c6 thé thua lai | di Ha Noi ky hop dong.
véi Ong gidm déc goi lai
Ong dugc khong?

- Liic nay ong gidm ddc |- Ong giam déc dang ¢6
khéng ¢6 mit & vin|cuée hop dé ban vé van
phong. Ong ¢6 diéu gi|dé ting lwong cho nhén
can din lai khéng? vién.

A

-:Ong gidm d6c¢ khong c6 | - Ong gidm d6c vira di ra
¢ ddy. T6i c6 thé thua | phd c¢6 viée riéng.
v8i 6ng gidm dbc goi lai
6ng dudc khong?

Nguén: Tai lidu (10), trang 13.

b. Trudng hgp cho ngudi goi bi€t mét sd thong tin cin thist
Khi gidm doc ving mit, the ky ¢6 thé cung cdp cho
ngudi goi biét mot s tin tic can thi€t nhung phai than trong,
trong pham vi cho phép. '
c. Trudng hep d€ lai 16i nhin
Thut ky phdi lu6n d€ sin cdc phi€u ghi 13i nhin canh
mdy dién thoai dé ghi nhing 15i dan cla ngudi goi. Thu ky
phai ghi ddy dd, chinh xdc, néu chd nao chua 1 phdi héi lai dé

ghi cho ding. Céc ndi dung quan trong thu ky phax doc lai cho
ngudi nghe de Xdc nhan.
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Hinh 5.4: MAu nhén tin tai mdt s6 c¢ quan ¢ Sai Gon -

PHONE CALL
Date............ Time.............
TO . e s e e

WHILE YOU WERE OUT

Mr/Mrs .. ... ... 0 0 oL,

of v

Phone............ ... . ... ...

Urgent - s -« - -Please call ‘

Called to sec you Will call again

Wants to see you " Returned your call
IMESSAGE ................ T o

Operator...... .. .. ... . .o viiy.

Ngudn: Tai lidu (7), trang 474.

d. Truong hop chuyén duong day .
Khi phdi chuyén dudng diy, ban phai giz’ﬁ thich 1y do dé ngudi
goi biét rd. Chi chuyén -dudng day trong cdc trudng hdp sau
day: ' P , . .
- Ngudi goi nhim s& phu trong co quan.
- Ngudi goi mudn hdi mot viée gi ¢é lién quan tdi mot
trong nhitng bd phan nao dé trong ¢d quan.
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e.Trudng h¢p méi dong nghiép dén nghe dién thoai
Thu ky phdi lich su yéu ciu khdch dgi va dat dién
thoai xudng & trang thdi che dé 201 ngudi can gap.

Trénh biéu hién quan h€ cd nhan lanh ling véi dong
nghiép cia minh bang giong. ndi kho khan, coi thudng nguoi
goi dén, thu’dng la ngusi khon<7 quen b1et

Khoéng nén goi dong nghiép dén nghe dién thoai ma
néi truc ti€p bing & ong nghe.
(5). K&t thic cuoc dién dam |

Két thic cudc dién dam phéi lich sy va thin mat.Khi

ngudi goi mudn két thiic, thu ky phdi cdm on nguéi goi trude
khi ¢6 13i chao.

‘Khoéng bao git ket thiic cudc. goi- mét cach dot ngot,
cip mdy ma khong bdo trudc.

Sau khi chao, thu ky dé Ong nghe xuong mot cdch nhe
nhang. N&u thu ky Ia ngudi nhin dién thoai, thi phai chd ngudi
goi dit Ong nghe trude dé 6 ra minh quan tdm dén cudc néi
chuyén nay. = B , .

(6). Nhitng tlnh huéng thudng giip khi dang dién dam.
a. Ngui goi khdng cho biét tén va Iy do goi dén

Trong trudng hop nay ban can khéo léo, lich su, nhe
nhang yéu cau ngIIdl £01 no6i tén. '
Vi du:

- Xin 6ng/ba vui long cho bit quy danh ?

- Xin dng/ba cho ba Ngoc Mai biét tén ?

Néu tha trudng khong mubn tra 1% dién thoai khi ngudi goi

khong xung tén, thi ban chi con cdch tir chdi khéo 1éo va hdi
Xem ngudi goi ¢6 can nhin gi khong. Ban va thi trudng clia
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ban nén ban thdng nhat véi nhau trude cach trd 131 thé nao cho
on.

b. Giam déc khong muén gip, nhung ngu‘01 goi cu khiing
khing doi gap

c. Vdn dé nam trong quyén han c@a thu ky di tra 15i
nhung ngudi goi khong hai long va cit doi giip cap trén.
d. Hai may trong vin phong cung d6 chudng hoic dang
dam thoai ¢ may nay, mdy kia dé chudng

Néu c4 hai mdy cing d8 chudng, ban cin néi véi nguosi
dau tién v6i ndi dung sau: C6 mdy dién thoai nita dd chuodng,
xin 16i 161 ngung gidy lat d€ trd 151 bén dé. Rdi quay sang may
thit hai: T6i dang néi véi mét mdy khdc, dng c6 thé chd mdy
hodc toi s€ goi lai. Ban phdi ghi rd s& dién thoai cta khdch va
uGc ching thai gian goi lai.

Néu mdy thif 2 tir bén ngoai goi den ban phai danh sy
wu tién cho may thd 2 va xin 16i mdy thit nhat.

e. Ngudi goi c6 thai do hach dich, bat nha. ,

Hién nay trong xa hoi con rit nhiéu nhitng miu ngudi
hdch dich khi goi dién-thoai. Thu ky vin phdi binh tinh, 1&
phép, gidp cho cudc goi dat yéu cau.

Vi du: ‘

Ngu@i nhin dién thoai Ngudi goi dén

- S& Xy dung xin nghe - C6 goi anh Ba Binh dén cho t6i
- Thua 6ng, anh Ba Binh = - bi dau, bao gid vé

vira di cOng tac a! ,
- Thua Oong,anh Bavitadi - Ai ¢6 thé thay thé anh Ba

cOng tac a! noi chuyén vdi tdi
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- Xin 161, 6ng vui lb‘ng cho - (Khéach buc minh, chan chi,

biét quy danh va 6ng néi miéng I4m bim: quy qudi-
v& viéc gi dé 16i im ngudi that nhung rdi khéng con
tra 16i : ‘ - cdch nao khdc).Cit néi 1aBay

Ngoc,viéc budn 1au thudc 14.
- Cam dn, t6i s€ mdi anh - Pugc
Nam, trudng phong Kinh o
doanh, tra 151 Ong.

5.3.4. Nghe thuat \ing xi khi goi dién thoai
Khi goi dién thoai ra ngoai ban hoan toan chui dong
du’dc quy thdi gian va ndi dung cudc goi. :

Néu khodng c¢6 viéc gip thi khong nén dlen thoai vao
dau gio lam viéc hoic sip hét gid 1am viéc. Khong nén goi
dién thoai trong gid 4n hodc gi nghi trwa. Khong dién thoai
qud mudn hodc qud sém dén nha riéng. Khi cé viéc khin cip
budc phai goi vao nhitng gid trén thi phdi néi 151 xin 161 trudc
khi vao néi dung chinh.

Né&u goi ra nudc ngoai ban phai tmh k¥ mdi gld chenh
Jéch @€ tranh lam phién ngudi déi thoai va tiét kiém thdi gian
néi chuyén dé gidm cudc phi.

Sau diy 13 mét s6 nguyén tic khi goi dién thoai:

- Chuén bj trude ndi dung;

- Tim s6 dlen thoai ghi nhanh ra glay,

Bam- sp dién. thoai can__,'than_;
Tu xung danh;

Trinh bay rd6 muc dich cudc goi;
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- Két thiic cude goi.
(1). Chuin bi truéc ndi dung
Truge khi goi dién thoai ra ngoai phdi chudn bi trude
ndi dung cin néi. Sdp dat nhitng didu phai néi, ghi vin it
nhitng ¥ chinh hodc nhiing s6 liéu cin thong bio ra gidy (néu
thay can).
(2).Tim s¢ dién thoai ghi nhanh ra gidy
Trudce khi goi cho ai hdy ki€m tra cin than s6 iméy.
(3). BAm s6 dién thoai c4n than
Sau khi quay s, hiy ché cho ngudt duge goi kip tra 16i
Néu goi nhidm s6 phai xin 15i rdi nhe nhang cip mdy.
(4).Ty xung danh '

Sau khi ddu diy bén kia nhac mdy, ban nhé xung danh ngay
va dé nghi duge néi chuyén v6i ngudi minh can gip.

(5) .Trinh bay ro muc dich cuédc goi
Trinh bay ngén, gon, xuc tich ndi dung cudc goi. Khong néi
thira, khong néi dai dong...
(6). K&t thidc cudce goi
Khoéng dot ngdt ciip mdy ma pha1 ¢6 tin hi€u bdo trudc.
Vi du:
- T6i xin phép clip mdy.
- Xin chao 6ng.

- Sau d6 cam on va vui vé cip mdy.

5.3.5. Nhiing diéu can ghi nhé cda ngu’dl thu ky khi
st dung dién thoai

- Khong ding dién thoai vao viée riéng. ~
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- Khong trao ddi nhitng thong tin cAn bio mat qua dién thoai.
- Khi chua chon dugc s6 va chua rd ¥ dinh néi gi thi khong
dudc nhic dng nghe. :

- Khi cAm mdy nghe phadi ¢6 théi quen cam theo biit va phleu
nhén tin.

- Phai biét tif chéi nhing cudc dam thoai ma gidm doc khong
muon co.

- Ludn ¢6 thdi d§ hitu nghi, sdn sang mang lai 1gi ich cho
ngudi ndi chuyén.

Hinh 5.5: Nhitng 16i khuyén khi sit dung dién thoai

Ngudn: Tai lidu (7). trang 479
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L PHAI TRAU DOI GIONG
_NOITHE NAO

IV.VIEC CAN LAM KHI NHAN
PIEN THOAI

1. Trinh bay nhanh nhen
2. N6i dé hiéu

5. Phdn dng vui v&

1. Tra 16i ngay

2. Ty xung danh

3. b6i dép lich su

4. Ghi nhing di€u lién hé

5. Kiém diém nhitng chi ti&t
quan trong K

6. Gilt 151 hifa -

IL. HAY NHU LICH SU LA
PIEUDANG KE

V. KHI TRA LOI THAY NGUOT|
. KHAC

1. Vui vé& chao ngu’dl doi thoai
2. S&n sang gidip dd moi viéc
3. Cham chi nghe

4. Goi tén ngudi doi thoai

5. Xin 161 vé su chidm tré va
16i Iam

1. Tra 16i le lang

2. Ty xung danh

3. Cho biét nén lam gi néu

- ngudi dude goi vang mat

4. San sang giip d3 hay
chuyén dudng day

5. Ghi s6 dién thoai va tén
ngudi doi thoai

6. Ghi 101 ddn cho ding

IIL. SAP XEP KHI GOI PIEN
THOAI

VL. PHAN UNG KHI GAP
NHUNG SU PHAN NAN

1. X&p dat nhitng di€u phai
noi

2. Tim s& dién thoai — Ghi
nhanh ra gidy

3. Quay s0 c4n thin

4. Tu xung danh

5. Trinh bay rd rang muc
dich

6. Vui vé cham dut dién dam

1. Ling nghe — Hay dé€ ngudi
g0i ndi V
2. Té ¥ quan tdm va thong

cam
3. Tranh “d6 thira”
4. Ghi chii cdn than
5. Giif thdi d6 binh tinh

6. Thuc hién nhitng yéu cau
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CAUHOI ON TAP

1.Kh4i niém, vai trd, cdc nguyén tic giao tiép?

2.Hay trinh bay nhitng viéc cin phai lam khi khdch dén vin
phong. ‘ » »
3.Nguyén tic sdp xé&p cdc cudc hen gap va cdc cudc tié€p kién.
4.Ban hay phan loai khdch gip cAp trén clia ban, va cich x{t ly
d6i vdi mdi loai khdch. .

5.Ngh¢ thuat tmg x1r khi goi va nhan di€n thoai.

6.Trinh bay cach cham dift dién dam sao cho t& nhi.
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Chu’o’ng 6

HOACH DINH TO CHUC CAC
CUOC HOP HOI NGHI HOI THAO

6.1. NHUNG VAN PE CHUNGVE HOI HQP
6.1.1. Muc dlch y nghla cua h01 hop, h01 nghi

Hoi hop, hoi ngh1 la mot yéu © quan trong> trono cudc
song cta doanh nghiép. Pay la phuong phédp t3t nhat dé 1ay
dugc t twdng cla nhiéu ngudi cling mot hic. La co héi cho cdc
thanh vién thdo ludn cdc van d€ chung va cling tham gia tién
trinh ra quyét dinh.
6.1.2. Khai niém hdi hop, hoi nghi
a. Kh&i niém hoi hop
Hop 1a sy tdp hdp cla mdt s6 ngudi, dé€ gidi quyét cdc van dé,
t d6 dua ra nhitng hanh ddng can phdi thuc hién.
b. Khdi niém héi nghi
Hoi nghi la cudc hop mat cta nhi€u ngudi d€ ban vé mot van
dé quan trong, dién ra theo quy trinh, thii tuc nhat dinh.
6.1.3. Cac phuong phdp t6 chifc héi nghi
- Phuong phdp truyén théng : Mdi dai biéu hop tai cdc phong
hop hodc trén hoi trudng.
- Céc cudc hop truc tuyén trén online, thdng qua vi tinh néi
mang.
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- Phucng. phép. st dung cdp quang-nhu ciu truyén hinh, hoi
nghi tirxa. o R
6.1.4. Cach sip x&p chd ngdi trong hoi hop, hoi
nghi, héi thao

' Sdp Xép chd ngdi trong cudc hop, hoi nghi, hoi
thdo rdt quan trong vi né thé hién trinh d6 cda nha
quan 1y ddng thdi gdy &n tuong 6t hodc x&u d6i véi
ngudi tham du. Chon va bé tri chd ngdi xem hinh 6.1.
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Hinh 6.1: Sip xé’p chd ngoi theo céc loai hinh

BAN HINH CHU NHAT
HOI TU

BAN GHEP KIEU HINH
CHU NHAT

hop, héi thdo ¢é
tinh cdch d6i ngii
-Chd toa c6 thé tu
ki€fm tra phia
trudc can phong
-Khuyén  khich
thdo luan

-Tao vi tri cha chui
toa

-Cho phép dudgc
nhiéu ngudi hon
ban chif nhat
-Can bing trang
thdi clia cdc thanh
vién

-Dé thay moi ngudi

CO CAU LOAI BAN THUAN TIEN KHONG THUAN
TIEN
BAN HINH TRON -Thdn mat, nhiét | - Khé chon vi tri
tinh doi véi moi | cia ngudi chid
ngudsi toa '
| -Khuy&€n  khich
|m& cudc thio | Gigi han s6
BAN HINH CHU NHAT | Jyap ngudi a8 véi
-T6t cho budi | kich thudc ciia

loai ban nay

-Taokhodng
cach gifta chad
toa va s6 ngudi
tham du

-Giéi han s§
lugng ngudi doi
vdi loai ban nay

-Sir dung nhiéu
tai cac doanh
nghiép c6 cudc
hop khoang 10-

20 nguoi

Nguén: Tai liéu (6), trang 50.
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6.2.HOACH PINH VA TO CHUC CAC CUOC
HOP, HOI NGHI, HOI THAO

6.2.1.Hoach dinh cic cudc hop noi bd ‘

Céc cudc hop ndi bo, binh thudng, khong nghi thL’rC la
cudc hop giao »ban, hop nhin vién, cdc cudc hop ty ban, cdc
cudc hop thong bdo, va cdc cudc hop gidi quyét van dé...Hau
hét cdc cude hop nay do cdc cdp quan tri trong ¢d quan, doanh
nghiép triéu tip.

Nha qudn tri phéi huan luy€n thu ky chiu trach nhiém cdc viéc
sau day: '

- Dang ky phong hop;

- Thong bdo cho ngudi tham du;

- Chuan bi tai lidu;

Chugn bi dung cu nghe nhin;
Chudn bi nude giai khat;
Ghi bién ban;
‘Theo ddi.
(1). biang ky phong hop

Thong thudng cdc cudc hop dugc 18 chifc tai vin phong
cua cap qudn tri hodc tai phong hop chung cla c¢d quan, doanh
nghiép. Thu ky phai ddno ky trudc va chuan b1 phong hop cho
sach sé€.

(2). Thong bao cho ngudi tham dy

M&i nhiing ngudi tham du théng'qu'a'lich cOng tic, dién

thoai, thong bdo truc ti€p, Fax hoic E.mail.”
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Thong bdo cho-cédc thanh 1 vién biét lich trinh cudc hop
va yéu cau ho mdng theo bdn tuong . trinh, hudng ddn (,uoc
thdo luin, cung cap thong tin.. de cho ho chuan b1 '

(3). Chu#n bi tai licu va phu'ong tlen nghe nhin *
-Ta1 liéu phat tai cho

-Dung cu nghe nhin ner mdy (,hleu prOJector V1de0
bang viét, so dd...

(4). Chu#n bi nuéc gidi khét _ '

Phuc vu nudc tra, nude sudi néu cude hop ngdn gon.
Dai véi cdc cude hop kéo dai, thu ky phai tuy ngh'i theo sy chi
dao ctlia c4p trén, hodc gid gidi lao méi phuc vu nudc gidi khit, !
hodc dé€ trén ban sin cho ngudi tham du.
(5). Ghi bién ban

Thu’dng trong cdc cudc hop khono can nOhl thu’c bi€n
ban chi cin ghi ¥ chinh va tom tat. V

(6).Theo doi ‘

Sau cudc hop, thudng cdc ¢dp quan tri yéu ciu thu ky
soan thdo ban tém tit trich tir bién ban, ddi khi cdn gi’l’i cho cidc
thanh vién tham dy. Thu ky luu ¥ giif lai-bdn chinh dé luu.*

6.2.2.Hoach dinh va té chu’c cac hoi nghi trang
trong theo nghi thifc
Hoi nghi trang trong, theo nghi thie la:

- Céc cude hop 16n; |

- Céc cudc hop ¢6 tinh ¢hat quan tlong,
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- Tap thé cin dua ra cde quyét dinh ¢6 tinh cdch phap
1y ma tat cd cdc thanh vién déu phal bi rang budc tuin
. theo

Hoach dmh va @ chu’c h01 nghl trang, nong theo nghl thu’c (,l’lla
lam bd giai doan:

- Gm1 doan chuan b1 _
- G1a1 doan tién hanh;
- Giai doan két thic hoi nghi: -
6.2.2.1. Giai doan chudn bi S
a.Trich nhiém ciia lanh dao:
Phai tra 101 5 cdu hoi sau:
- Xdc dmh muc tiéu cda cudc hop (trd 161 ciu hoi
Why?) '
- Xdc dinh nhu’m ndi dung can phai gidi quyet (What")
- Xdc dinh thanh phan tham ¢ gla (Who?) -

- Xdc dinh noay, thano va thol gian tién hanh cudc hop
(When?) :

- Xdc dinh dla diém cude hop (Where ?).
(1).X4c dinh muc tiéu cia cudchop: V

Theo nguyén tic:

- Ho1 nghi s& thao luén vé van dé gi?

- Nhitng yéu té nao c¢é thégitip hoi nghi thanh ééng?

- Nhitng kho khin gi ¢6 thé xay ra?

- C6 thé c¢6 nhimng phu‘cmo 4n giai quyét nao?

“+Néu gap khé khan can giai quyét phan nao cua vén' de‘7 '

(2).X4c dinh nhitng ndi dung can phai gidi quyét ~
Nhiing van dé chinh ¢6 thé bao gdm nhitng néi dung gi?

t*b
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(3).X4c dinh thanh phan tham gia
Céc thanh phin tham gia ké ca chi tich doan va thu ky doan.
(4).Xdc dinh ngay, thang va thoi gian ti€n hanh cudc hop
Th6ng thudng cdc cudc hop trang trong theo hghi thitc
dugc an dinh trudc vai thang hodc ¢d nim nhim dim bio céc
cudc hop dudc t§ chifc tai cde trung tan thuong mai, giao dich
hodc cdc phong hop cda khdch san theo diing lich.
(5)X4c dinh dia di€m cuéc hop
Ngoai ra cin phdi xem xét cdc van dé cin phdi gidi quyét
khédc nhu:
- Chuong trinh nghi su;
- Kiém tra phong hop va trang thiét bi;

- Xét duyét ngudi ghi bién ban...

b.Trach nhiém ctdia thu ky va ban td chic

-Lép ké hoach chi ti&t va noi dung cudc hop:

-Chuan bj chuong trinh nghi su;

- Pé cir chi tich doan va thu ky doan;

- Chuén bj cac vin kién, tai liéu;

- Chuin bi dung cu nghe nhin;

- Chuén bi gidy moi va moi dai bidu.

-Chuan bj kinh phi,qua tang, tiéc chiéu dai...

- Dén va bé tri khéch;

-Theo ddi hi nghi. |
(1.) Lap ké hoach chi ti€t va néi dung cudc hop (planning
schedule)
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~ Lich trinh. k€ hoach 12 m6t cong cu gitip hoach dinh va
phdi hdp cudce hop N6 12 ban danh sdch ki€m tra nhu’ng diéu
phai 1am bao gdm:
- Pia diém;
- - Théng bao moi hop;
- S luong thanh vién tham gia;
- Lich trinh nghj su;
- Tai liéu;
- Trang thiét bi;
- Chd an, & cho khach;
- Phuong tién di chuyén;
- Trién lam;
-Giao té...
(2).Dé cir chii tich doan va thw ky doan
(3).Chuan bi chwong trinh nghi su (agenda) 7
Lich trinh nghi sy 12 mdt bang danh sdch cdc d& muc
nghi sy theo thi ty. Thu ky phdi thdo ludn véi cdp quin tri
chép thuin bdn thdo cudi ciing trudc khi in. '
Thoéng thudng chuong trinh nghl su’ cua cac cong ty kmh doanh
theo thit ty sau day: L
-Thong bdo va gldl thleu thanh v1en mdl Va quan
khéch; ' S -
- Poc va phé chuin bién ban cdc cudc hop trude:
- Céc ban bdo cdo tudng trinh; o
- Thio luéin v& tinh hinh kinh doanh d& qua;
- Thdo'lugn v& tinh hinh kinh doanh sip t6i.
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C6 th€ gifi ban lich trinh nghi sy chinh thic bing thu hoic
phéan phot lich trinh nghi sy cing céc tai liéu khdc ngay bit
dau cudc hop.

(4).Chuin bj cic vin kién, tai liéu

Chuéan bi cic vin kién, tai liéu cd lién quan t6i hoi nghi, hoi
thao.

~ Chudn bi bia hd so d€ dung thu tr giao dich, cdc bdn tuong
trinh, cdc hgp ddng, danh sich va cdc tai liéu khdc lién quan
dén cudc hop. :

Sdp x€p cdc tai liéu can thi€t biing cdch déng hay ghim cdc &
roi theo thi tr chuong trinh. Tat cd i liéu dude dung trong
mot bia hd so hoic cip hd so bao gdm:

- Phi€u dé tén ngudi tham du hdi nghi;
- Gidy viét;
- Chuong trinh nghi su;
- Cdc bédn tudng trinh, bdo cdo dic biét;
- Danh sdch cdc thanh vién tham du;
- Phi€u an. |
(5).Chuén bi dung cu nghe nhin
Phai chudn bi trude cdc dung cu nghe nhin nhu:
- Mdy chiéu prozector;
- May video;
- Bang viét;
- Cdc s0 do...
Khong chudn bi cdc dung cu nghe nhin chu ddo sé lam xdo
trdn mat tinh trang trong clia cudc hop.

(6).Chuén bi gidy méi va moi dai biéu
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Thong bédo trude cho cdc _thz‘l_nh vién tat cd thong tin can thiét
-vé cude hop.

D61 khi phdi gdi kém theo chuong trinh nghi sy va cdce tai lidu
khdc d€ ho tham khdo trudc. : 7

Trong truding hop cin thiét phii gii bdn dd cda noi s& dién ra
cudc hop doi vai nhitng vi khdch & xa.

(7).Chuin bi kinh phi, cac diéu ki¢n vit chit khic nhu: qua
tang, tiéc chiéu dii...

- Phéi dat phong chiéu dai trudc:
Tuy thude vao tinh chat cla-cude hop va s6 ngudi hop dé
quyét dinh nén chon phong & dau. ‘

Sau khi chon phong phdi g thu xdc nhan de tranh ¢6 sy thay
ddi vao 016 pht chot. -

Khi cudc hop ké can gt thu hodc goi dlcn thoa1 de xdc nhdn
va ki€ém tra lai. ‘

-Sdp xé&p dich vu in u(fngf
N&u cudc hop duge t(;‘chﬁc"tai nha hang, khdch san hodc trung
tam thuong mai, phdi sdp dat va chuén bi trudc nhitng cong
viéc sau day: C

- Cho in;

- Loai dich vu;

- Thoi gian phuc vu;

- Thye don;

- Sip xep ban ghe _

- Mau sdc va trang tri(néu can). .
(8)-D6n va bé tri khich
(9).Theo déi hdi nghi
Vi du:
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MAU CHUGNG TRINH MOT CUQC HOI THAO UNG DUNG
MAY VI TINH VAO VIEC QUAN TRI DOANH NGHIEP
Thd nim, 03/8/200...

Thoi gian Néi dung | Nguoi thu’c hién |

8:00-8:30  Ghi danh ngudi thamdy ~ ~ Ban 8 chitc |

8:30-9:00  Gidi thiéu khich thamdy ~ MC
Dién vin khai mac | Giém,d(fc’c.ty :

9:00-10:00 Ung dung TT trong quin 1y - O.Hoang Phi
10:00-11.00  Gidi thiéu 1 s6 phAn mém  O.Thanh Son
11:00-12:00 Phat bi€u clia khach hang
12:00-12:30 Dién vin tong két Giam doc
12:30-13:30 Dung com trua -
c.Trach nhiém ctia ngudi tham dy |
- Phan hoi vé kha ning tham gia;
- Nghién citu chuong trinh ngh1 su;
- Nghién cu cdc tai Liéu; v
- Chuan bi thong tin dé thuyé’f trinh, cdc ¥ kién ,cdc ciu
héi...
6.2.2.2.Giai doan tién hanh
(1). Pén ti€p dai bidu: Dam bao cac nguyén tac xa giao.
(2). Phan phat viin kién, tai liéu,vin phong pham.
(3). Quy&t dinh chi tich doan va thu ky doan.
(4). Khai mac cudc hop: - '
- Tién hanh cic nghi thic nha nude (néu can),

- Gidi thiéu cht dé cude hop;
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- Gi6i thleu thanh phin tham dy va cédc: dal biéu;.

- Dién vin khai mac cta chd toa. "‘
(5).Ti€n hanh hoi nghl
Chu toa: nhlem vu ctia chi toa 1a c‘heu khlen cude hop

(6). Nhu‘ng tha phap tién hanh cuoc hop

6.2.2.3. Giai doan ket thuc hoz nghl
(1). K&t luan

- Thong qua cdc nghi Quyét hoi nghj;

- Dién vin tong két cua chi toa:

o+ Két- luan van de L
+Keéu g01 moi ngudoi cung thuc hién ngh1 quyet

-B€ mac Thuce hlen cac ngh1 thuc nha nLrorc( neu can)
(2). Sau cudc hop ' B
- Hoan thién cdc vin ban; ol
- Tang qua, chiéu.di va tién khach;
- Thanh quyét todn cac chi phi;
- TG chc thyc hién cdc nghi quyét.
_ Rut kinh nghiém héi nghi:

-+ Thanh tu'u dat duogc;

+ Tén dong‘ve‘izng.u"yén nhén;
- +Nhimg bai h(jc cho tuong lai.

6.2. 3 Ho1i nghi tu xa (Teleconpherence)

La cdc cudc hop ma cdc thanh vién van § tai dla dlem cia
minh, khdng phai di xa. Theo ddi cdc bai thuyet trinh qua
phuong tién nghe nhin tai phong hop.
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- Uu di€m : Gidm bdt chi phi di chuyén, thdi gian di chuyén,
ti€t kiém cong stic. T o

- Nhug'e diém: Ngui trinh bay chi thay nhitng nguoi dang hop
¢ trong phong cda minh. Ciing nhu ngudi tham dy chi thiy
ngudi trinh bay trén man hinh va nhitng ngudi chung quanh.

Hinh 6.3.Hdi nghi tif xa bing cAu truyén hinh

Ngudn: Tai lidu (7), trang 353. N
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6.3.TO CHUC CAC CHUYEN DI CONG TAC
CUA LANH PAO I
6.3.1.Muc dich, phan loai chuyé&n di cong tac
a.Muc dich:
- Muc dich cdc chuyén di cong tdc phdi rd rang, cic chuyén di
khong chdng chéo nhau vé muc dich. '
- Thuc hién nhitng nhiém vu dit ra nhu:
+ Nam bit tinh hinh thyc t€ § co sd.

+ Hoc t3p kinh n0h1em clia cdc ddi tdc trong nudc va
nudc ngoai. ‘

+ Tim ki€ém cdc cd hdi hop tdc va thuc hién cdc.thod
thuan hoic ky két duge cic hdp ddng trong linh vuc san
xuat, kinh doanh, quan ly

- Pam bdo tiét kiém.

~ b.Phéan loai :
- Céc chuyén di cong tac thudng ky & trong tinh, thanh
phd hoidc ngoai tinh, thanh pho.
- Cdc chuyén di cdng tic nudc ngoai.
- Céc chuyén di cong tdc dot xuat.
6 3.2.Hoach dinh va t§ chifc chuyé&n di cong tac
6.3.2.1.Lap ke hoach chuyén di cong tac.

Céc chuyén di cdng tac cua lanh dao can phai duge dua vao ké
hoach (tra truong hopp dot xuat)

Ke hocu,h chuyen di cOng tdc oom cdc hoat ddng sau:
- Muc tiéu chuyén di cong tac;
- No1 dung cong tac;
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- Thoi gian cong tac o RS
- Can b di cung; o o

- Phuong tién giao théng;

- Tai liéu can thiét;

- Kinh phi.
6.3.2.2. Chuan bi cu thé cho chuyen di cong tac
- Lién hé véi ndi cdng tac;:

- Chuan bi noi dung cOng tac, tai liéu nghién cfm va phuong
ti€n nghe nhin; ST L

- Chuén bi gidy to va cdc phuong tién vt chit;

- Chuén bj phuong tién giaovth()ng;.

- Chuan bi kinh phi; - -

- Lén k& hoach ddm nhn trach nhiém & nha

- Ki€m tra chuyén di phiit chot. ’

(1).Lién hé véi noi doan dén cong tac

Thu ky phdi dién thoai dén cdc noi doan dén cong tic dé
thong bdo ndi dung; hen ngay, gid lam viécva diang ky noi an,
ndi &. - v

Béi vdi cdc chuyén di.cong tdc nde ngoai:

-Can bdo cdo bing vin ban cho cd quan c¢6 thim quyén
trong nudc x€t duyét va dam phan VvGi nu’dc se dén hoac gui
cOng ham cho nude dé. - y _

-Déi véi cdc nude chua ¢é quan hé'ng(;i‘ii' giao, chua ¢é
Dai st quan tai Viét Nam vigc cap thi thuc nhdp cdnhac -

Sau khi da thoa thuan vé& cdc chuyén di cong tac, tride
thdi gian di cin phéi thong bdo cu thé cho cd quan tiép nhan
v€ thdi diém dén, danh sich ngudi dén va dang ky chd & bing
Fax hodc E.mail, ¢6 xin xdc nhin. :

114



(2).Chudn bi ngi dung cong tic, tai lidu nghién ciu va
phuong tién nghe nhin

Tuy theo muc dich cia ting chuyen di; ndi dung cOng
tdc can chuin bj s& khac nhau. Céc tai liéu thu‘dng la:

-Tai liéu quy pham phap lut h1en hanh thude lmh vu’c :
chuyen mon.

-Tai li€u hu’dng din 1’1°h16p vu cac sa(,h tham khao co
lien quan. '

-Cdc dir liéu hen quan nén du’dc sao chep trong dia
CD-ROM va mang theo mdy vi tinh x4ch tay.

-N&u ¢6 thé dudc nén mang theo dién thozﬁ di dong c6
khd ning k&t ndi- mang véi mdy tinh xdch tay d€ ¢6 thé gti
Fax, E.mail, truy cip internet, chat, hoi thoai vé6i cdc bd phin
can lién hé hoic nhin va xi ly thong tin. tr doanh nghiép
chuyén dén.

(3).Chuin bj.gidy to - _
Cdc gidy t& can thi€t cho chuyén di cong tic bao gdm:

- Gidy.gidi thiéu di cong tic;

- Gidy di dudng ;

- Gidy phep xut cdnh, ho chleu(neu d1 cong tac nudc

" ngoai); - P ' :

- Ching minh nhéan dan;

- Cac 01ay t khdc vé chitc danh khoa hoc, (,hll’lh tr1
(4).Chuén bi phlr(rng tién giao thong
Tuy theo dia diém va thdi gian cOng tdc lua chon cdc phuong
tién giao thong cho phi hgp va tiét kiém.

Thu ky phdi ndm dugc day di va chinh xdc cdc thdng tin, cdc
phudng ti€n giao thdng noi doan dén cong tic nhu:
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- Bdng ¢id di, dén cla tiing loai phu’(m0 tién;

- Gid vé;

- D6 dai quing dudng;

- Ch€ do, tiéu chuan thu turdno du’dc su duxw.
(5). Chuan bi kinh phi ,
Duya vao k& hoach cong tic clia doan thu ky 1ap du trd kinh
phi. Trong bdn dv tri cdn ¢6 cdc khodn chi phi ¢6 bin sau day:
' - Tién vé mdy bay, tau hoa, 6t0... » ,

" - Tién an, nehi tai khdch san trong sudt chuyén di;

- Tién 1& phi khi gidi quyét cdc th tuc-hanh chinh;

- Tién déng gop cho hdi thdo hodc hdi nghi(néu t§ chie

yéu cau) L .

- MOt s0 chi phi khdc nhu: thude men, md tiéc chiéu

- dai, kinh phi du phong...

(6).L.&n k& hoach dim nhén trach nhiém ¢ nha
- Thong bdo vé thai gian thi trudng ving mat;
- Thi trudng phdi uy thdc quyén han va trdch nhiém cho ngudt
&' nha; ’
- Nhitng viéc khdc can phdi thyc hién nhu: huy bé va 1én lich
lai cdc cudc hop dd 4n dinh trong sudt thdi gian thd trudng
ving mit...
| (7). Ki€m tra chuyén di phut chot - :
Hinh 6.4: Bang danh sich kiém tra chuyen di vao phut
chot
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Have You Packed These Items

{ V€ mdy bay, tau thuy, xe bus (Arline rail, steamshlp, or
bus tickets) :

{ ] X4dc nhén vé ding ky khach san va cic bién nhin dit chd
(Hotel or motel reservation confirmations and/or deposit
receipts)

[ ] Passport ( if traveling abroad)

[ ] Visas (if traveling abroad)

[ ] Ngidn quy du lich (Travel funds: expense account, cash,
checkbook, travelers checks, letters of credit)

{ '] Xdc nhan phong ngira y t& (Certificate vaccinations and

- inoculations (if traveling abrozid)

[ ] Thé tin dung (Credit cards plus- separate list of credit
card numbers)

| | | Thugisi thiéu (Letters of mtroductlon)

[ ] Tinh cdch nhiing ngudi quan trong. can gap (Bios of key
people to meet ) i

[ ] Cdc loai bdo hiém (Insurace:personal and luggage)

[ 1 S6 tay dia chi (Address book)

[ 1Gidy phép ldi xe qudc t&(Intrnational driver’s license ( if
traveling abroad) ‘

[ 1 Thong tin chuyén bay thay thé€ hodc.cic chuyén chd khéc
(Information on alternative tlights or other transportation)

[ ] Toa thudc (Medical prescriptions) |

[Mat , mit kinh sJ cua va toa trong kinh (EyeOIashess plus

' spare glashess and lens prescription) _

| ] Phong bi ¢6 dia chi dé gui thu ky cda minh (Envelopes
addressed to your secreatary) |

[ | Danh sdch cdc nha cung cip (Supplies)
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(Copies of
documents)

[] Bén dd di duong (Road maps) FET
[ 1 Hudng din chia khdch san (Hotel/ motel Ouldes)
[ ] Céc tai liéu dé doc ( Reading materials)

[] Lo trinh chuyén di (Itinerary) . . - -

reports,

angi

other, .

[ ] Bdn sao bai dién vin, bdo. cdo, cdc.tai liéu cin. thiét
- speeches,

required

Bang 6.5. Bi€u miu lich trinh cong tdc

Thoi
diém

Gig |

: N&i défn‘ -

Noi dung

Ghi chii

Thit hai
10/02

6:00 ‘

Xe cd quan dua

di

12:00

Nha Trang -

. | Khdch san Haéi -
Yén
| S6..Pudng... |

| Nghi ngai.

‘ba dang
kigit
| phong .

14:00

Cdng ty Hoa Ha -
S6....Pudng...

Liénhé
cOng tac

Thit ba
11/02

8:00

Vin phong dai
dién cong ty

"TAMEXCO

S6... Pudng ...

1 14:00

Pi bi Lat

' 19:00

ba Lat

Khdch san Tung
Lim

S6.. Pudng ...

| Nghi ngoi

P ding
| ki phong
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“Thitw. |8:00 | Téngcongty | Liénhé
12/02 thuong mai Pa | cong tdc
. Lat .
S6..Pudng ... | ,
14:00 | S& thuong mai Liénhé
| PaLat | cong tdc
S6..Pudng .. -
Thtt ndm| 6:00 | V& thanh phd
1302 | H6 Chi Minh -
11:00 | Dén thanh ph&
H Chi Minh

Ngudn: Ta1 liéu- (6) trang 49

6.3.3.Trdch nhlem clia thu’ ky trong thoi gian thu
trudng vang mat

Trong trudng hop thu ky khong di cong tdc v6i th trudng can
g1a1 quyet cac COl’lg v1ec nhu’ SdU

a.Trdch nhiém caa thu ky trude khi Thu tru’ong di cong tac
- Thu ky thyc hién lam c6ng viéc hoach dinh va sdp xép
chuyén di. |

- Dy budi hop ban giao cla thi tru’6ng cho nguoi dudc uy
nhiém(thudng 1a c4p phé). Nim vﬁ'ng_n@i: dpng cong viéc cla
thd trudng giao lai cho cap phd.

- Ghi lai nhitng c6ng viéc thi trudng ufl quyén‘ C.h(_)' thu ky gidi
quyet va muc do thdm quyen gidi quyet :

b.Trach nhiém cia thu ky trong khi Thu trudng di cong tac

- Lam viéc viéc voi ngudi duge uy nhiém xem cong viéc da
dugc thuc hién chura.
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- béi véi cong tdc thu tin, hay phan loai thu’ tin theo tdm quan
trong nhu:

+ Hd sd khin;

+ Hé so nhitng viéc can lém;'

+H3 50 d€ thong bdo... |
Sau d6 chuyén cic vin thu trén cho cdc cd nhan di duge uy
quyén x1t 1y hodc chinh ban gldl quyet

Cong cu dé€ theo ddi nhing cong viée phdi lam d6i vdi thu tin
12 s6 tém tit thu tin va s8 nhat ky cdc hoat dong cin hru y.

Hinh 6.6: S6 tém tit thy tin, van-thu" dién thoai

SAP XEP YEU CAU PHAT SINH TRONG THOI GIAN
~ ...VANG MAT '

Hoat ddng " | Hoat dong can
Ngay |Nguén/Mot |dathye ) thuc hién/ Ngay
hién/ Ngudi | hét han

thdng
: gidi quy&t

Ghi chid : M6
t3 cu thé thu
tin, dién thoai,
ban tudng trinh
hodc cudc
thdm viéng -

Ngudn: Tai liéu (6), trang 50.
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Hinh 6.7: MAu nhat k¥ cdc hoat dong hanh chdnh cin luu y

CAC HOAT PONG HANH CHANH CAN LUU Y

Ngay thdng = | Mo td

Ngudn: Tai lidu (6), trang 51.

c.Trach nhiém cua thu kykhi thd trudng tré vé

- B4o cdo tém tit nhitng dién bién trong doanh nghiép

- Trinh bay nhitng c¢6ng vian, sich bdo, thu tr cho thi trudng.
Bdo cdo s6 tém tdt thy tin,s6 nhat ky cdc hoat dong hanh
chinh.

- Nhén gidy 3, chiing tit chi phi cong tdc d€ 1am thd tuc thanh
todn.

- Soan thdo cdc thu cdm on nhiing ngudi da ti€p xic va gip gd
trong chuyén di.

- Luu trit cdc tai liéu hd sd trong chuyén di.
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CAUHOI ON TAP

1.Phéan biét hoi hop, hdi nghi, hoi thio?

2. Hay trinh bay trdch nhiém ctia thu ky trong vi€c hoach dinh,
tS chifc cudc hop ndi b, hoi ngh1 hoi thio. ‘
3.Lich trinh k& hoach 1 gi? Lich trinh nghi su la gi?

4.Phan tich viéc Iua chon cach sdp x€p chd ngdi trong céac hoi
nghi, héi thio.

5.Nhitng thuén 1gi va khé khin cia cudc hop, hoi nghi truc
tuyén trén mang (online) va trén ciu truyén hinh?

6.TAm quan trong cta chuyén di cong tic ciia lanh dao? ML_]Cb
dich, nhiém vu chuyén di cong tac?

7.Khi thit trudng di cong tdc, thu ky ¢ trdch nhiém lap k&
hoach chuyén di cong tdc va cdc chudn bi cu thé. Cho vi du vé
chuyén di cong tdc nude ngoai cta thii trudng noi ¢o quan ban
dang lam viéc.

8.Trdch nhiém cda thu ky khi thd trudng di cdng tac?
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- Chuong 7
CONG TAC VAN THU VA
LAP HO SG

CAC VAN BAN CUA NHA NUGC VE CONG TAC VAN

THU 7 o .

1. Luat ban hanh vin ban quy pham phdp ludt ngay
12/11/1996. Stta d6i b8 sung nam 2002.

2. Nghi dinh $8:110/2004/NP-CP ngay 08/4/2004 cla Chinh

- phi vé& ¢6ng tac vin thu.

3. Théng tr lién tich sd: 55/2005/TTLT-BNV-VPCP ngay

06/5/2005 ctia B ndi vu va Vian phong Chinh phi

7.1. NHONG VAN DE CHUNG VE CONG TAC
VAN THU

7.1.1. Khdi niém cong tac van thu’

Cong tac van thu 1a toan bd cdc cong viée vé xay dung,
ban hanh vin ban, t3 chic gidi quyét va quén 1y vin ban
trong cdc ¢d quan, doanh nghiép.

7.1.2. N¢i dung cong tac Van thu’
- Xay du’ng, ban hanh Van ban
. To chifc gidi quyét, quan Iy vin bz’mi
- Quﬁn ly va s dljng cc;h dau;

- Lap va qudn 1y hd so.
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7.1.3. Yéu cau ciia cong tdc viin thu
- Nhanh chéng; z -
- Chihh X4c;
- Bdo mat;
- Bung phdp luit.
7.1.4. Ynghia ctia cong tdc viin thu
- Gidi quyé’t cbng viéc cla co quan ding ché d6, nguyén tic.
- G6p phin ti€t kiém cong stc, tién clia.
- Gép phan gift gin bi mAt.

- Gilt gin dugc nhitng tai liéu, thong tin phuc vu lanh dao, quan
ly, Iuu trit vin bdn.

7.2. TO CHUC QUAN LY, GIAI QUYET VAN BAN
7.2.1. Quan Iy vin ban dén
7.2.1.1. Khai niém vin ban dén A n

Tat cd cdc van ban, k€ cd don, thu do cd nhdn gui dén
¢d quan, doanh n0hlep dugc goi chuno 14 vin ban CIen )
7.2.1.2. Nguyen tdc quan Iy viin ban dén |

- Cdc vdn ban dén phdi qua vin thu ding ky; -

- Trudce khi vin ban duge giao gidi quyet phdi qua Thd
trudng cd quan hodc Chinh véan phono xem xet

- Ngudi nhin van bdn dé€n phai ky vao sé;
- Vian bdn dén phdi dudc t8 chifc g1a1 quyet klp thdl

7.2.1.3. Quy trinh van ban dén -
Thyc hi€n theo 8 budc sau diy: '
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- Kiém tra, phan loai, m& phong bi vin ban;

- Péng dau dén;

- Déng ky van ban dén;

- Trinh vin bdn dén;

- Giao tréch nhiém gidi quyét;

- Chuyén dén don vi gidi quyét;

- Tim phuong 4n gidi quyét; _

- Theo ddi viéc gidi quyét cong vin dén
Buéc 1: Kiém tra, phén loai, mé phong bi vin ban
Kiém tra vin ban dén, néu khéng thudc doanh nghiép minh
thi phdi giii trd lai ndi giti. N&u phong bi bi rach, bi béc hoic
bi mat bi thi pha1 13p bién ban vdi sy chu’ng kién clia ngudi
dua cong vin.

Phin loai so bd vin ban:

- Vin ban thuoc loai phéi vao s6 ding ky La nhtrng cdng vin,
gidy to glii cd quan, thd trudng hodc nhitng ngudi cé cthc vy
lanh dao trong cd quan.

- Vién ban thudc 10a1 khoéng phdi vao s6 ding ky: Thu rleng,
sdch, bdo, ban tin... _ P
- Vién bén thugc loai béc bi: Cdc vin ban ngoai bi dé tén cd
. quan, chic danh thii trudng co quan, khéng c6 ddu mat.

- Vién bédn thudc loai khong dugec béc bi: Chi vao sd nhu’ng
khong dugc bée bi va chuyén cd bi gom nhitng céng vin gLrl ..
Pdang uy, cdc doan the va cbng vin ngoa1 bi ghi G tén ngu’dl
nhén. '

M& phong bi céc viin ban (dugc phép)
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Cong doan nay dudc ti€n hanh tity thudc quy dinh cda
mbi ¢ quan, song van phai ddm bdo mot s6 ndi dung sau day:

- Vin bédn c¢6 diu “hod tdc”, “thugng khdn”, “khdn”
can dugc bée bi trude.

- P&i v6i vin ban dén tif cdc co quan Pang, Poan cin
Iuu ¥: phong hanh chinh khéng md nhiing tai liéu ghi rd tén
ngudi nhan va cé ddu “Riéng ngudi ¢6 tén mG bi” , ma chi vao
s6 theo bi va chuyén ngay vin bdn d6 dén ngudi cé tén.
Nhitng bi tai liéu c6 ddu “Tuyét mat” do Chdnh van phong
ho#ic ngudi dudc uy quyén truc ti€p m& bi.

- Khi bée bi khong duge 1am réach van bén, khong lam
mat dia chi ndi giii va d4u buu dién. Can sodt lai bi xem da 18y
hét vin ban ra chua d€ tranh trudng hdp bi s6t .

A - P61 chiéu s6, ky hiéu, s6 lugng van ban ghi ngoai bi
v6i cdc thanh phin tuong @ng cla vin ban cit trong bi ra, néu
‘ dlem nao sai thi phdi ghi lai de hédi ¢d quan gi .

- Néu ¢6 phleu gdi kém theo cong vin, sau khi nhin di
tai liéu, phai ky xdc nhan, déng ddu vio phi€u gii rdi tr lai
phi€u d6 cho cd quan gl vin ban.

- D61 v6i nhitng thu tir khi€u nai, t§ céo, thu nic danh
hodc vin ban cin kiém tra ,x4c minh diém gi d6 thi can giit lai
ca phong bi, dinh kém véi vin bin de Iuu hé so gidi quyét sau
nay. | . -

Doi véi cong vﬁh c6 diu “MAT”

- Khéng dugc boc b1 va chuyen ngay cho ngu’dl co

trach nhiém gidi quyét.

- T4t c4 tai liéu mat, bat ctt o ngudn nio gl den déu
phdi qua vin thu vao s5 “Tai liéu m4t dén” dé€ theo doi.
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- Trudng hop tai liéu m4t dén ma bi trong ¢6 dau “Chi
ngudi ¢ tén mdi dudc béc bi”, chi vao s§ ghi ngoai bi va

. chuyén ngay dén ngudi cé tén nhan.

- Tai liéu mat giii dén khong ding thd tyc theo quy
dinh, chuyen ngay dén ngudi nhin, dong th&i nhanh chong tim
cach héi lai noi gui. ,

- Thu hdi tai liéu mat:

Theo ddi thu hdi hodc trd lai noi gli ding ky han
nhitng tai li€u mat c6 déng dau thu hoi: Khi nhan cling nhu khi
tra phai kiém tra, doi chiu va x4a sé.

Bu’o’c 2: Péng “diu d&n”

- D4u dén c6 muc dich xdc nhan vin ban da qua vén
thu, ghi nhin ngay, thing, s6 vin ban dén.

Hinh 7.1: MAu déng dia ngay gid va sd cong vin
dén (kich thudc 30 . 50 mm)

TEN CO QUAN CHU QUAN
TEN CO QUAN

d

DEN : Sc‘;, deﬁ :

- -Ddu dén dugc déng 16 rang va thdng nhét vao khodng tréng

dudi s& va ky hiéu, trich y&u (ctia cong vin) hoic khodng
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trong glu'a tac gi4 va qudc hiéu. Néu 1a cong vin mat doéng
d&u dén 1én bi thu. ‘

- S6 dén ghi vao dau dén phéi khdp véi s6 thit ty trong s6 ghi
vin ban dén. Ngay dén 1a ngay vin the nhan vin bin. S§ dén
ghi lién tuc tir s¢ 01 b4t ddu ngay 01thdng01 dén hét ngay
31thdng12 mdi nim. C6 thé ghi s& dén theo ting loai vin ban.

Buéc 3: Diang ky viin ban dén

Vin bén dén tix bat ky ngudn gdc nao déu phai dugc
tdp trung tai van thu cd quan, doanh nghiép d€ dugc 1am thd
tuc ti€p nhin, ding ky. Nhifng vin bin dén khong dugc diang
ky tai van thu, cdc don vi, cd nhin khong c6 trach nhiém gii
quyét. - -

-Tuy theo chifc ndng, nhiém vu, quy md hoat dong cda cd
quan, ¢6 thé 14p nhiéu s theo cac loai vin ban khdc nhau.

+ Néu s0 lugng cong viin gidy t5 dén hang ngay, hang
nam nhiéu thi 1p cdc s§ ding ky : cong vin cdp trén, cong
van cdp dudi va cdc don vi trirc thude, cong van “mat”, cac
don, thu,... o

+ Néu s3 lugng cong vin gidy tJ it chi cin lap cdc s
diang ky: cong van chung, c6ng vian mat,cac don, thu,.

- Viéc vao sd phdi dam bdo:

Ghi rd rang, chinh xdc, dﬁy du, khc‘)nvg viét biit chi, dap
xod, hodc viét tdt nhing chit chua thong dung. Tranh trang s&
hodc bd s6t s5. Cdc yé€u t6 ndi dung cin phdi ghi nhu sau:
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Hinh 7.2. Bia sé diing ky “cong viin dén”

- TEN COG QUAN CHU QUAN -
. TENPONVI

SO PANG KY ” CONG VAN PEN”

Tt s6 dén s6.
Tw ngay......... dén ngay.......
Quyén so
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Hinh 7.3: MAu ndi dung diing ky “céng vin d&n”(d6i. véi
_cong vin thugng) L

S6 | Ngay | Noi | SO | Ngdy | Trich | Ngudi Ky

TT dén | gti va. .| thing | y&€u | nhan | nhan

dén cong | ky cda | ndi
vin | hiéu | CV | dung
cOng cv
van
1 2 3 4 5 6 7 8

Ngudn: Tai liéu (6), trang 8.
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Hinh 7.4. Miu néi dung ding ky “céng vian d&n”(doi véi
don, thu) S : .

S6 | Ngay [Ho tén| Ngay | Trich | Luu |Ndi nhdn | N6i | Ghi

dén| dén |va dia{thdang| y€u |hdso| (ngudi. | dung | chi-

chi | don | néi | nhén) gidi
ngudi| thu |{dung| gidi.  |quyét
gi | quyét

1| 2 |3 | 4516 7 |89,

Nguon: Tai liéu (6), trang 9.
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BuGc 4: Trinh vin bandén. _

- Sau khi thuc hién cdc budc wén, trinh vin ban cho Thé
trudng cd quan hodc Chédnh vin phonO(Tru’dn phong Hanh
chdnh) xem xét, cho y-kién.

Buéc 5: Giao trach nhlem giai quyet

- Ngudi ding dau ¢0 quan, t& chu’c ¢O trach nhlem chi dao gidi
quyét kip thdi vin bin dén.

- Can ¢t van ban dén, ngudi ding diu co quan, t& chic giao
cho don vi hodc ¢4 nhan giai quyé't bon vi hodc cd nhan ¢6
trach nhiém nghién cidu, gidi quy€t viin ban dén theo thdi han
dugc phdp ludt quy dinh hodc theo quy dinh cda co guan, to‘
chuc.

- Ngudi ditng dau o quan, t8 chic ¢6 thé giao cho Chanh viin
phong hodc Trudng phong Hanh chinh. Ngudi duge giao triach
nhi€m thyc hién nhitng cong viéc sau:

+ Xem xét toan bd vin bdn dé€n va bdo cdo vé nhing

vin bdn quan trong, khan ¢ap.

+ Phan vin bdn dén cho cdc don vi, cd nhan gidi quyét.

+ Theo ddi, don doc gidi quyét vin ban dén.

Budc 6: Chuyén dén don vi giai quyét

- Vin badn dén phdi dugc giao trong ngay, dén ding va
truc ti€p cho ddi tugng chiu trach nhiém gidi quyét va doi
tugng dé phdi ky xdc nhin viao phan ky nhin” trong so
“Ping ky cdng vin dén” hodc vao “s6 chuyén giao vin ban”
cla vin thu.

- Néu cong vin ¢6 diu “khin” phadi duge wu tién
chuyén ngay, t0t nhat 12 trong vong 30 phit trong g¢id hanh
chinh va 1 gid ngoai gid hanh chinh.
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tai liéu.cia nguf(‘ji khic.. .

- Khong d€ ngudi khong ¢6 trach nhiém xem cong vin,

Hinh 7.5. Miu so chuyen glao van ban den_cho cac don vi
trong doanh nghlep

Ngudn: Tai liéu (6), trang 9.

S| Ngay | S6vaky'| SSlugng | Ponvi.| Ky | Ghi
T | thing | hi€uvin | vinbdn | hodc |nhdn | chd
T | chuyén | ban (hoic | hodcsd | nguwdi | |
vin ban | sophiéu ‘| lugngbi | nhin
gii) vin bdn VB
1 2 3 4 5 6 7

Nhitng van ban phdi chuyén qua nhiéu don vi hodc nhiéu
“Phi€u luin

ngudi cing tham gia gidi quyét phidi dinh keém

chuyén tai liéu” d€ quan ly dugc chit ché.
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Hinh.7.6. Phi€u chuyén tai liéu . -

Xin vui long doc tai liéu dinh kem nay va chuyen no cho
nguoi ké tiép :

Chuyén cho Ngay nhin | Neaychuyén ti€p theo

- Ong Thiét
-BaYén
- Ong Thién.
- C6 Duyén Lan

Budc 7: Tim phuong 4n gidi quyét

Budc 8: Theo dbi viéc gidi quyét cong vin dén

- C4n b vin thu cin theo ddi va bdo cdo thudng xuyén viée
gidi quyét cong vin cla cdc b phan cho ngudi phu trach vin
phong dé€ trinh ldnh dao cd quan biét va dén doc gidi quyét
khéan truong cong viéc.

- Nhitng cdng vin ¢6 thdi han hoan thanh cin ghi 1o & cot ghi
chu.
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Hinh 7.7. Sé theo déi giai quyet cong van dén

-

S| Téc | S6, Ngay | Trich Ngu’dl Th6i Noi | So/ | Ghi
T|gid | ki | ki yeu nhin | han |dung| ki |chd
T|cong | hiéu |cong | néi | gidi | gidi | gidi |hiéu|
vin [cong| van |dung | quyét | quyét | quyét VB |
vin CV e | tra
(n€u

s,

.‘ CO)‘, -

Ngudn: Tai liéu (6), trang 10.

Sau khi vidn ban dugc gidi quyét xonU can dugc chuyen lai
van thu d€ 1ap hd sova dira vao luu tru‘
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7.2.2. Quan ly-vinban di
7 2 2 1. Khadi mem van ban dt

Tat c3 cac 10a1 van ban do co quan tS chifc phat hanh
dé quan 1y, diéu hanh’ cong V1ec theo chiic ndng, nhiém vu,
quyén han cda doanh nghi€p dugc gu’l dén céc 601 tu’dng co
lién quan goi 1a vin ban di.

- Thu nhat 12 nhém vin ban quy pham du’c’if luat nhu:
- Nghi dinh, Nghi quyét clia Chinh phi; Chi thi, Quyét dinh ciia
Thi twéng; Chi thi, quyét dinh,Théng tu vaThéng tu lién bd
cia Bo tru‘dng, Thi trudng ¢d quan ngang by, cd quan truc
thude Chinh phii; Chi thi, Quyét dinh ciia Uy ban nhan dan,..

- Thit hai la nhém vidn bdn hanh chinh thong thu’dng
nhu: d€ 4n, k&€ hoach, thong bdo, bdo cdo, cong van,...
7.2.2.2. Nguyén tdc qudn ly vin ban di

- TAt ¢& vin ban di phdi dugc dang ky vao s6 quéan 1y
vén ban di § vin thu

- T4t ca viin ban di phai dudc kiém tra vé noi dung va
thé thitc trudc khi gii di
7.2.2.3. Quy trinh quan Iy véin ban di

Diéu 17. Nghi dinh 110/2004/ND-CP vé coéng tac van thu
quy dinh trinh ty quan Iy van ban di cé 5 buéc:
- Kiém tra hinh thifc, thé thitc va k¥ thuat trinh bay; ghi
s6, ky hiéu va ngay, thing, nim ctia vin ban;
- Péng ddu co quan va dz“fu‘mlj’c do l(_hffn? mat(néu ¢6);
- Pang ky van ban di; " ,
- Lam tht tuc chuyén phat va theo doi Vl€( Lhuyen
phdt vin bdn di;
- Luu vin ban di.
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Buédc 1: Kiém tra hinh thiic, thé thdc va k§ thuat trinh
bay; ghi so, ky hleu va ngay, thang, niam cda vian ban: Néu
phat hi€n sai sot thl bdo vdl ngu’dl ¢6 trach nhlem stia chira,
b3 sung. ‘ Sl

Budc 2: Dong dau co’ quan va dau mifc do khan, mat(neu

co); ’ . .

Buéc 3::Dﬁng k,y vin bﬁn di »

- Can ghi dy du, chinh xdc, gon, 15 vao tiing ¢dt, muc trong sO
nhitng di€ém can thlet vé ‘mot-van bdn nhu: s0, ky hleu ngay

thdng, trich yéu noi dung, noi ou’l noi nhan »

- Khong viét bing biit chi, khong dap xo0a, hoac V1et tdt nhu’n0

chit chua thong dung.

- Khon0 nén lam nhleu 6, ma chi 1am mot s3 vin ban di. Tuy

nhién, néu khdi lu’dno vin bdn nhleu 6 thé lap s6 riéng Lhoi
ting loai vin ban. :

Hinh 7.8. Mu va0 s3 cong vian di .

Gh

S6 va Ngay Trich Noi | Bdnvi
ky hiéu | thing | yéundi | nhian | hoac | chd
cv cv | dumg | cv | nguwi
CvV nhin
2 | 3 4 5| 6

Ngudn: Tai liéu (6), trang 11.
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Tuy theo yéu. cau cua tiing ¢ quan cé the thém cdt;
ngudi ky van bdn, don v1 ky van bén, "don vi soan thao s&
lugng soan thdo,. R
D€ tranh nhim 14n trong viéc gm vin ban vin thu’ can e vao
nhitng noi ma cd.quan thudng . xuyen ¢6 quan hé gii van ban
di, 18y bia déng thanh mot hodc hai cip ¢6 nhiéu ngin dun0 dé
chia van bdn. Khi phin chia hé&t vin ban vio titng 6 & cdp bia,
mdi 6 k&m mot phong bi, van thu cho vin ban vao'bi va viét
bi. ’ S

Budc 4:Lam tha tuc chuyen phat va theo déi Vlec
chuyen phdt vin ban dl

Chu#n bi bi thu DT .
- Bl dung vidn ban ¢6 thé ding nhiéu loai khdc nhau song
khong vugt qud cdc kich thudc do buu dién quy dinh. Gidy. lam
bia 12 loai bén, dai, nhin ngoai khong rd chir trong van ban
néu bi udt khdng miin.
- Ngoai bao thu nén ghi 1o rang, khonv v1et tdt va pha1 klem
tra ky cac chi tlet sau: : : o
+ Bi: bén gbc trdi bi ghi ddy dd tén co quan (thudng dugc
in sdn), ghi cu thé timg s6 va ky hiéu cda ting cong vin dudi
t€n co quan. _ ' o o
+ Chir “Kinh g8i” va tén ndi nhan cOng vin phdl ghi 1o
1ang, chinh xdc, gidng nhu tén va dia chi ngudi nhan duge ¢hi
trong cdng van. ‘ :

+ Tem: thuGng dudc ddn & gdc trén, bén phai cta bao bi.
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Hinh 7.9. MAu ghi bi vin ban -

(TENCOQUANGU) | Tem -
(S8, ky hiéu va s6 luogng vin bdn)

Kmh gu'l (ten cd quan, cd nhan nhin vin bdn )
Piachi: - S

; Sau khi vi€t bi xong, gdp vin bin cho vao bi, kiém tra
50 ghi v6i s§ viin ban, noi nhan ghi trong vin ban va noi nhan
ngoai bi vin ban dé tranh nhim 1an. Khong d€ vin ban vao by
qué day, chit qud, khong sat mép bi dé ndi nhan khi béc bi
khdi lam rach vin ban. Khi ddn bi hoic ddn tem tranh lam day
hd vao vin ban. S

Cong vin ¢6 dau “khan™, “thugng khin”, “hod toc” ,
ngoai viéc dong vao cOng vin , cdn phdi déng dau 1én bi cong
van (chd y mdc d6 ngoa1 bi phal phu hop véi mu’c dugc dong
d4u trong vin ban). ' ,

--Nhﬁ’ng-»vén bédn-quan trong cling nht vin bdn mat (du
chuyén ra ngoai hay trong ndi b) co quan) can kém theo
phiu gtti d€ tién kiém tra, theo ddi. Trén phiéu om cin dé
tén ngudi hodc don vi nhin, trich y&u ndi dung, s& lugng bén,
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muc d](,h gii van ban, 151 ghi chu (nhu’ ‘Xem xong: can tra
“Xem xong tiéu huy ngay”,.). Phleu gui cling danh so

lai

thu’ tw va ngoai bi ghi $6 phiél gii chi khong ghi'sd van ban.

Khi c,huyen cong vian di, phéi gilt 1a1 ban <,h1nh de dua

vao luu triy.

Hinh 7.10. MAu phiéu giti cong vin

TEN CO QUAN  CONG HOA XA HOI CHU NGHIA VIET NAM

St : DPéc lap ~Ty do — Hanh phiic
' PR
PHIEU GUI

~~Kinh gfl'l“ o

“Tén tar héu.i il

Ngay...thdng..ndm... . - Ngay .thang... nam...

Tén cd quan
Ngudi nhén ky Chu’¢ vu

" "Hovatén

D& nghi tra lai phi€u nay sau khi nhén tii liéu.

Ngudn: Tai fi¢u (6), trang 12.
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Khi chuyé’n phat vin ban di: , B
~-Vin bin phdi dugc chuyén ngay trong nvay, hoac

chim nhat la sdng ngay hom sau ngay. vao so va dano ky phat
hanh

—Van ban c6 thé gu’1 qua buu dlen hoac van: thu dtra den
noi nhin, nhung deu phéi vao s& chuyén- vén bdn.va ngudi
nhan vin ban phdi ky nhén vio s8.

Hinh 7. 11 Mau 0 chuyen vin ban qua bu’u dlen hoac den
caccoquan

-

Ngay | Sovaki| S6 Noi | Kinhan | Ghichi
- thang | -hi€u - | lugng | nhin" | va déng -
gli VB | vinbdn | bivin | vin ban dau
- ban
1 2 3 4 5 6

Nguén: Tai liéu (6), trang 13.
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BuGc 5 : Luu viin ban di

M01 vin ban di déu pha1 lu'u it nhat 2 ban. Mot ban dé
lap hé s va theo ddi cong viée & don vi thira hanh mot ban
luu & vin thu d€ tra tim, phuc vu khi cdn thiét. Nhitng ban luru
& van thu phdi sdp xép theo titng loai, van ban cda ngin nao
d€ riéng ngan 4y. Ban luu phai 1a ban chinh.

TRUGNG HOP GUI VAN BAN bl QUA BUU DIEN

Gtti vin ban qua buu dlen trdch nhlem ctia ban phdl
ki€m tra k§ cong vin, theo tién trinh 4 bu’dc

Budce 1: Klem tra

Trude khi bd vidn thu vao phong bi phdi ki€m tra k§ nhitng
diém: -

- Vin thu da dé ngéy thang chua?
- Pia chi ¢6 chinh xdc khong?
-bia chi bén trong c6 phu hop vdi dia chi bén ngoai
khong ?
- Vin thu da ky tén chua?
- Phan dinh kém ¢6 bd vao bao thu chua?
Budc 2 : Gap va bd vao bao thu;
Budce 3 : Can va dan tem;
BuSc 4 : Vao s6 cong vin di;
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Hinh 7.12. Céch g4p thu ﬂﬁng tiéu chudn quéc t&

=
=
=

!

i

7N

tog haek

Ngudn: Tai li€u (7), trang 274.
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7.2.3. QUAN LY VAN BAN NOI'BO
7.2.3.1. Khai niém viin ban ndi b

Vin bdn ndi bo 1a nhitng vin bén, gidy tJ, s6 sach sit dung
trong ndi bd cd quan, doanh nghlep, ~do chmh cd quan, doanh
'nOhlep ban hanh '

Vin bdn noi bo du’dc o chu’c 01211 quyet nhu 601 véivin ban di
va van bdnden o o L ,
Vin bdn ndi bo bao gdm: cdc quyét dmh nhan su, chi thi,

thong bdo, gidy cong tdc, gidy gidi thiéu, s6 sao vin bin,.

 M&di loai vin bdn ndi bd phdi ¢6 s6 ding ky riéng,
trong d6 néu ro: s6, ky hiéu, ngay thing ky, ngudi ky, trich
yé&u ndi dung, ngudi nhin, noi nhin, ky. nhin,..tuong tv nhu
-doi le quan Iy cdc vin bcm den va di. 3

* Vin ban ndi bd trong qud trmh chuyen giao ciling phai

vao's6 chuyén vin ban. Cdn bd cdc don vi trong co quan khi
nhdn vin ban ndi by déu phai ky nhan vio sd.chuyén giao vin
ban. ’ '

Vin ban ndi b ciing duge luu nhu cde vin ban khic.
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Hinh 7.13. MAu s6 chuyén céng viin cho cdc cd nhan va bo

phén phong ban
Ngay | S6vakihiéu | 'S6luong DPon vi Ky
thing | congvdn hodc | cbng vin, | hodc ngudi ‘nhén
chuyén | phi€u chuyén | s& lugng bi nhin
cOng van ’ :
1 2 3 4 5

Ngudn: Tai liéu (6), trang 14. -
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7.2.4. QUAN LY VAN BAN MAT

Cac vdn mat dugec quén ly theo quy dinh cta Nha nudc. Cu
thé:

- Xéc dinh ding din mdc do : MAT, TOI MAT, TUYET
MAT trong c4c vin ban;

- Thyc hién ding cdc quy dinh phd bién, luu hanh, tim hiéu, st
dung, Van chuyén, giao nhdn, tiéu huy i liéu mat;

- Thuc h1en dung cdc quy dinh v€ bdo cdo, thong ké, ki€ém tra
viéc quén 1y tai liéu mit;

- Chon nhéin vién, cdn bo quédn 1y tai heu mat theo quy dinh
ctia Nha nude. Thuc hién khen-thudng, ky luit kip thoi.

Hinh 7.14: M&u s8 cong vin dén - loai mat

s

S6 | Ngay | Nai | Ngay | Trich | Midc | Ngudi | Ky | Ghi
TT | dén | gt |thdng | yéu | d6 | nhan | nhdn | chd
cbng | ¢cOng | nd1 | mat
vian | vin | dung
cong
van A
1 |2 3 |4 5 6 |7 8 |9

Ngudn: Tai lidu (6), trang 15.
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GUI TAILIEUMAT PI

- Vao s8: vao s6 “Tai liéu mat di” neng de theo ddi.
S()° y phdi ghi day dd céc cot, muc nhu sau: so th tu (ciing
a sO tai liéu gii di), ngay gti, noi nhén, trich y&u noi dung, do
é d6 khan, ngudi ky, ghi chd (vin badn kém theo néu co).

- Tru’dng hdp tai liu “tuyét mat” , ngudi chuin bi van
bén phal 18y s& cong vin di va ding ky theo diing cdc ¢0t muc
trong 6, riéng cot trich y&u ndi dung bd tréng (ghi sau néu
- ngudi ¢6 thdm quyén ddng ¥) cho vao bi dén kin va lam céc
- yéu cau bdo mat trude khi dwa d&n vin thu dé 1am bi gui di.

)-—A

Hinh 7.15. MAiu s6 cong viin di - loai mat

-,

Ngay| S6 | Tén | Mic | Ngudi | Noi | Pon | S§ | Ghi
thing| va |loai | d6 | ky |nhn vi |lugng| chd
ky | va | mit hodc
 hiéu | trich ‘ ngudi
yéu _ nhin
bén
Iru

Ngudn: Taj liéu (6), trang 15.
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- Lap phi€u gifi va kém theo véi tai liéu. Phicu gui phdi c6
ddu déng d6 mat, do khdn theo nhu trong tai lidu vao géc phai,
phia trén ciia t5 phi€u.
- Tai liéu “M4t” ngoai bi déng dau ky hiéu chit “C” in hoa nét
dam (khong déng dau mat). '
- Lam bi: tai liéu mat gii riéng vdi tai li€u thudng. Gidy 1am
bi phdi dai,khé bdc, khong thAim nudc, khong nhm thau qua
dugc.
Tai liéu “Tuyét mat”, “T6i mat” gﬁ'i,bi'mg hai bi.

| + Trong bi: ghi r& s6, ky hiéu cda tai liéu, tén ngudi
nh4n, déng ddu do mat. N&u 1a tai liéu “Tuyét mat” ghi dich
danh cho ngudi c6 trach nhiém gidi quyét, thi dong dau “chi
ngu’dl ¢4 tén mdi dudc boc bi”.

+ Bi 'ngoal: ‘ghi nhu gii tai liéu thlI(‘)'rig, déng dau ky
' hiéu d6 matr, chit “A” in hoa nét dim la “Tuyét mat” ,chi
“B” in hoa nét ddm 12 “T6i mat”

+ Niém phong: bi trong cla tai liéu “Tuyét mat ” va
“T&i m4t” sau khi ddn bing hd, phii ddn bing keo d& 1én cdc
mép dan hd va niém phong biing chi hodc si, hoic bing gidy
méng khé bée, niém 1én giao diém cdc ndi chéo phia sau
phong bi, déng d4u niém phong & cic géc gidy niém, mot nita
trén bi gidy. Muc ddu niém phong dung loai myc dd qudc k3.
- Giao nhén i liéu m4t: moi trudng hop giao, nhan tai lidu
mat glu'a cac khau (ngu‘dl dy thdo, ddnh mdy, in, vin thu, giao
lién, ngudi c6 trach nhlen g1a1 quyét, ngudi cat gur bao
quan,.. ) déu phai vio sG , ¢6 ky nhan giita 2 bén giao nhén - |
tryc nep, tai phong Iarn VleC theo quy dinh cda thi trudng co.

quan doanh nghlep '
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- Van chuyén tai liéu mat: Phai cin c6 phuong tién mang git
t6t (hom sit, cdp c¢6 khod chdc chdn) . Khoéng dudc giao cho
ngudi c6 trach nhiém gilt ho va khong dugc dé 3 bat ¢t ndi
nao khong ¢6 ngudi cé trach nhiém coi giit cin than.

7.2.5.VAN THU PIEN TU

Vin thu dién tf 12 phuong tién truyén thong bing dién
t céc loai vin ban, sy kién, hinh 4nh, tiéng néi,.... Viée truyén
thdng duge thyc hién truyén ti¥ mdy nay qua mdy khic. Cic
mdy d6 cé thé 12 médy dién bio(teleprinter), mdy fax
(facsimile), tram truyén dat vin ban (communicating word
propcessor), mdy vi tinh (microcomputer), hodc mdy computer
chinh (mainframecomputer) va k€ cd man hinh phuc vy trong
cdc hoi nghi tir xa (teleconference).

Céc thiét bi néu trén ¢6 thé truyén qua dudng diy dién
thoai, qua cdc vé tinh, qua hé théng vi ba(microwave
systems:séng ngin), hodc sgi ddy quang hoc (optical fiber/
fiber optics).
7.2.5.1.Thu dién tg (E.mail)

Ngay nay ngudi ta déng hod thu dién t truyén qua
. computer 12 E.mail. Thu dién t¥ (E.mail) 124 mot hé thdng gti
- thong tin tryc ti€p tY mdy computer nay sang mdy computer
khdc thong qua hé thdng dudng truyén ADSL (hoic hé thong
Wifi). Cdc mdy computer c6 thé nim trong pham vi mot co
quan, doanh nghiép, dugc goi 1a hé thong mang noi bo, mang
LAN(local area network hoidc inside network), hoic c6 thé
~ truyén di khdp th€ gidi qua mang internet, goi 12 hé thong
mang qudc t€ (international network). Hé théng mang quéc &
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con duge goi hé thong mamg rong, mang WAN (wide area
netword).

V6i hé théng thu dién ti, may cdmputer nhin (receiving
computer) s& nhan va luu trit thdng tin ty d6ng. Mdi nhan vién
c6 mot hop thu dién ¥ (electronic mail box). Ngudi gii truyén
tryc tiép thong tin cho hdp thu clia nigudi nhan va théng tin
dudgc hiru trit tai day. |

Thu dién tir d& gidp cho cdc cd quan trao d6i thu t véi
nhau chi trong gidy lat, ngdy cling nhuv dém. Viéc truyén va
nhan thu di€n tf gidp cho c¢d quan, doanh nghiép ti€t kiém
dugc hang tan gidy, chi phi rat thdp va nhanh gap bdi lan.
7.2.5.2.X1¢ Iy vin thu dién td |
o Khdc v6i vin thu thudng, bing gidy 3, mbi ngay phat
1-2 1an. Vin thu dién t&¥ phai luu chuyén theo tu'ng gid. Cu thé,
trong qud trinh lam viéc, ngudi nhan phdi thudng xuyén kiém
tra hé thdng thu dién ti dé 14y thong tin. Thong tin nay ¢4 thé
doc dugc trén man hinh, hoZc dugc in ra, hodc gii chuyén ti€p
cho mét hop thu dién tiy khac.

Ldi diém clia E mail 12 ngudi nhin thong tin nhanh
chéng va héi 4m vao hop thu dién tf ca ngudi giti. Piu nay
_gidp céc hhé'quén tn ddy nhanh tién trinh ra quyét dinh.

7.3. QUANLY VA SUDUNG CON DAU
Diéu 25 Nghi dinh 110/2004/NP-CP vé céng tdc viin thu
quy dinh quan Iy va s dung con diu nhu sau:

7.3.1. Quéan Iy con ddu
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Con déu ciia cd quan, t§ chifc phai dudc giao cho nhan vién
vén thu giit va déng dau. Nhan vién vin thy ¢6 trdch nhiém
thue hién nhitng quy dinh sau: , ‘ '
- Khong giao con ddu cho ngudi khdc khi chua dugc phép
bing vin ban clia ngudi c6 thdm quyén; '

- Phdi uf tay déng ddu cdc van ban, gidy & cda cd quan, t3
chic;

- Chi dugc dong dau vao céc van bén, gidy t3 sau khi ¢6 chit
ky ctia ngudi c6 thim quyén;

- Khong duge déng dau khong chi.

7.3.2. S\ dung con dau |

* Viéc sit dung con d&u cita cg quan, t6 chifc va con d&u cia vin
phong hay cda don vi co quan, t6 chifc dugc quy dinh nhu sau:
- Nhiing vén ban do cd quan, t6 chic ban hanh phéi déng diu
clia ¢d quan, 6 chic; _ , ; :

- Nhitng van ban do vin phong hay don vi ban hanh trong:
pham vi quyén han dugc giao phdi déng diu cda vin phong
hay dau ctia don vi dé. -
7.3.3.P6ng dau

- Péng dau phii 16 rang, ngay ngin, ding chiéu va ding ding
muc ddu quy dinh; ' v '

- Khi déng dau 1én chit ky, ddu déng phai chim Ién 1/3 chit
' ky, 1éch vé phia bén tr4i; S

- Viéc d6ng déu 1én cdc phy Tuc kém theo vin bin chinh(dau
treo) do ngudi ky van ban quyét dinh va dfu dudc déng 1én
trang dau, trim 1én mot phin tén cd quan, t8 chitc hoic tén
- ctia phu luc. '
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- Viéc déng ddu gidp lai, déng dau ndi 1én vin ban, tai lidu
chuyén nganh dugc thuc hién theo quy dinh cda Bo trlrdng,
Thi tru’dng cd quan quan ly nganh.

CO 3 PIEU KHONG:
| - Khong déng dau khong chi;
- Khéng déng nham 14n con diu;

- - Khong déng triim 1én con d&u déng trudec bi mo.

7.4.CONG TAC LAP HO SO HIEN HANH CUA
Cd QUAN O CHUC

7.4. 1 Ho s¢

7.4.1.1.Khdi hitm ho so:

Hb6 so 1a mot tdp cong vin, gidy t§ c6 lién quan véi
nhau vé mét viéc, mot van dé (hodc mot ngudi) hinh thanh
‘trong qud trinh gidi quyét cdng viéc dé
7.4.1.2.Cdc logi hé so

© - Hd sd cong vu (cong viéc)
- H6 so nguyén tic;

- Ho s0 trinh duyét;

- Hé s nhan sy.

7.4.2. Cong tac 1ap hd so hién hanh & cdc ¢d quan
7.4.2.1. Khdi nigm ldp ho so
| Lap ho s0 hi€én hanh 1a 1dp cdc ho sd phan dnh qud

: trmh nghlen cttu theo ddi va gidi quyét cdng viéce hang ngay
* ¢lia mbi c4n bd vin phong.
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7.4.2.2. Vai tro cia céng tic lgp hé so
- Lap hé so 1a khau cusi cing, quan trong cda céng tic vin
thur.
- G6p phan giit gin bi mat thong tin.
- Han ch€ Iuu cong vin gidy v6 dung, bd s6t vin ban c6 gid
tr1.
7.4.2.3.Yéu cdu ciia cong tic Igp hé so

-Hb sg phén anh ding chic ning, nhiém vu ¢d quan.

- Gid tri vin bdn tuong d6i déng déu.

- H 50 phan dnh hoat dong chinh yé&u.

- Vian bédn c6 quan hé 1ogic.

- H6 s0 phai duoc bién muc.

- Thuén Igi cho bdo quin, si durig._
7.4.2.4. N¢i dung cong tdc Igp hé so hitn hanh & co
quan |
Cuc Luu tri¥ qudc gia ban hanh: "Bin huéng dan cong tic lap
hé so hién hanh tai cdc co quan” vé noi dung gdm céc budc
sau day:

-Lap bén danh muc hd so;

-M§ ho sa;

-Thu th3p cong van, gidy t5 duta vao hé so:

-Sdp x€p cong vin, gidy t trong hd so;

-K& thiic hd so; |

~Viét bia hé s0. |
Bugcl: Lap ban danh muc hé sg
a.Khdi niém danh muc hé s¢
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Danh muc hé s 12 ban liét k& c6 hé thong tén goi céc
hé so ma cd quan, doanh nghiép can phdi 14p trong nam, du'dc
duyét theo mot ché€ d6 nhat dinh. '

b.Céc loai danh muc hé s¢

- Danh muc hd so tong hdp;

- Danh muc hd sd theo don vi t8 chc.
¢.Cdc buédc 1ap danh muyc ho sé

-Xdc dinh loai danh muc ho so;

-Xay dung dé cuong phﬁh loai;

-Du kién tiéu dé ho so;

-Pit ky hiéu hd sd;

-Ngudi 1ap hd so;

_Thdi han bdo quan.

Cu6i nam, mbi cdn bd, nhan vién(lam cong tdc cong
van, gidy t) du kién nhitng hd sd minh phdi I4p trong nim
méi, dua phu trach b phin tham gia ¥ kién, r6i dua cho phu
trach don vi tAp hop cdc bdn dy kién clia cdc phong, ban va
1ap thanh ban danh muc hd sd clia ¢o quan, doanh nghiép.

Theo quy dinh ctia Cuc luu trif nha nuéc mau ban danh
muc hd sd dugc trinh bay nhu sau:
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Hinh 7.16.Mau ban danh muc hé s¢

CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CG QUAN Poc lap - Ty do — Hanh phic
A 2
DANH MUC HO SO CUA.....
Nam...........
SHOI%’I‘;‘ gg TIEUPE | THOI GIAN | NGUOT LAP GHI CHO
so HO SO | BAO QUAN HO SO
@ 2) 3) C))] S)

Bén danh muc hé sd nay c6..............hd sd, bao gdm:

euemrennn10 80 €6 thdsi han bdo quan vinh vidn.
SN o Yo ReloR1:1o31 han bdo qudn l4u dai.
e 10 80 €6 thi han bdo quan tam thdi,

DUYET
Dia danh,ngay..thding..ndm... - , ‘
THU TRUGNG CO QUAN (HOAC CHANH VAN PHONG)
' (Ky tén, déng dau)

Ngudn:Tai liéu (8), trang 49.
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Ghi chid: :
Cot (1) : Ghi s6 va ky hiéu hd so:

S6 ciia hd so dude ghi lién tuc cho toan ban danh muc.
Bit dau tir s6 01. Cudi mdi muc( twong duong véi mdi don vi
t8 chifc phong ban hodc mét mat hoat dong cia doanh nghiép)
can dung vai ba s thit ty dy phong d€ ghi s& cho nhitng hd s
s& dudc bd sung thém vao ban danh muc trong nim dé.

Ky hiéu hd so 1a chil viét t4t tén don vi t§ chic phong
ban ¢6 hd sd hodc tén goi mot mit hoat dong, mot linh vyc
cong tac.Vi du: HC (phong hanh chinh), KT (phong k¥
thuat),...

Cot (2): Ghi tén don vi c6 hé so |

Pon vi ¢6 hd so dugc ghi s8 thd ty bing chi
s6LaMa(LILIIL,..),tén don vi viét chif in hoa.Céc tiéu don vi
dudc ghi s& thif ty bing chit s6 Ardp (1,2 3,,,) va dugc viét
bing chit thudng.

Tiéu dé 12 tén goi cda hd sd, 1a mdt cdu ngin gon, khdi
quat dugc ndi dung, thanh phan vin ban trong hd sd.

Thuat ngit “Hb s¢” dudc dung trong tiéu dé cla nhitng
hd so phdn 4nh mét sy viéc, mot sy kién cu thé ¢6 trinh tu gidi
quyét lién tuc.

Vi du: HO so hoi nghi tdng két cudc van dong xod déi
gidn nghéo ndm 2004 cia Tp.HCM. ‘

Thuat ngit “Tap tai liéu” dudc dung trong tiéu dé cta
nhitng hd sd tdp hop cdc loai vin ban cling thuéc mot van dé
nhung khdng c6 trinh tu gidi quyét lién tuc.

Vi du: Tap tai liéu cia B Gido duc va dao tao vé cong
tdc tuyén sinh trung hoc chuyén nghiép va day nghé nim
2003.
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Cot (3) :Ghi thdi han bdo quén cla hé so

Thdi han bdo qudn cda hd so dugc xdc dinh theo 3
mifc: vinh vién, 14u dai, tam thdi hoic x4c dinh rd s6 nim cén
bdo quén ctia tirng hd so.
Cin ctt d€ x4c dinh thdi han bao quan 1a:
-Bén thdi han bdo qudn miu do Cuc luu trit Nha nudc ban
hanh. |
-Cdc ban thoi han bdo quén tai liéu cla cdc nganh hodc cd
.-quan chd quan.
-Gid trj nghién citu cda hé so
Cét (4): Ghi ho, t&n ngudi 1ap hd so
Cot (5) :Ghi chu nhiing diéu can thi€t nhv hd so chuyén tiép
sang nim sau, hd so mat,...

Buéc 2: M& ho so
M4 hé s0 12 céng viéc md ddu cho viéc hinh thanh mot
h s0. M8 hé so dudc thyc hién & hai trudng hop sau day:

_ - B&i v6i co quan, doanh nghiép dd c6 danh muc hd sg,
viéc md hd so dugc tién hanh thudn Igi va don gidn hon. Pau
nim, dya vao bin danh muyc hd so d dugc thi trudng co quan
duyét va dua vé cdc phong, ban, t§ hay cdc bo phin...M5i cdn
bd, nhan vién cin ci vao s6 ho s6 dugc giao trach nhiém lap
1dy mot s8 bia, mbi bia diing cho 1 hé sd. Cin cif vao s5, ky
hiéu va tiéu dé ghi trong bang danh muc, cdn bo ghi nhiing
di€m d6 vao bia hd so.

- b6i véi co quan, doanh nghiép chua c6 danh muc ho
sd, viéc m& hd sd ¢6 khé khan hon. Ngudi 14p hd so phai dua
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. chic ning, nhlem vu cda doanh nghlep va mot sd dic
trung 14p hé sg de md hd sd.

Dic trung 1ap ho so 1a nhitng ddu hiéu phd b1en gidng
nhau cda van bin ma ngudi 1ap hd sd dua vao d6 dé tap hop
van ban thanh hd sd.

Cé 6 diic trung lap ho so:
(1). Pac trung “tén goi “

Tén goi 1a tén loai cdc van ban nhu: quyet dinh, chi thi,
thong tu, bdo cdo,.

Lap hé so theo dic trung nay la tip hop cdc vin ban cé
cung tén goi vao mdt hd so :

~ Vi du: Tap bdo cdo clda Uy ban nhan dan thanh phd-HCM .

nam 2004( do b6 phén vin thu cia Van phong Uy ban 14p)
(2). Pic trung “vin dé”
Vé&n dé & day chi n6i dung vin ban néi vé van dé gi, su viéc
gl.
Lap hd sd theo dac trung nay 1a tép hdp c4c vin ban ciing dé
cip dén mot van dé, mot sy vi€c nao d6 vao mot hd so.

Vi du: Tap tai liéu clia Thii tuéng Chinh phi vé cong tc
chong budn ldu ndm 2000.
(3).Pic trung “tac gia ”?
Téc gid § day-1a co quan doanh nghiép hay c4 nhian soan thdo
van bén.

Lap hd so theo dic trung nay 1a tip hop céc vin ban cia cung
mot tac gid vao mot ho so. ‘

Vi du: Tap Quyet dinh cia UBND quén 1,TP.HCM, nim
2004.

158



(4). Pic trung co quan giao dich

Co quan giao dich & ddy chi 2 ¢d quan c6 trao ddi vin ban qua
lai v6i nhau.

Lap hé sd theo dic trung nay 1a tap hdp cdc vin ban trao 601

qua lai gifta hai co quan vé mot van dé nao dé vao mot hd so,
~ thudng két hgp véi dic trung van d8.

Vi du: Tép vin ban giao dich giita UBND tinh Pdng Nai
v6i UBND TP.HCM v/v phéi hop khai thic c4t trén sdng Sai
GoOn, ndm 2004.

(5). Péc trung “dia du”

bia du § day chi mét dia phuwong, mot khu vuc hanh chinh.
Lap ho sd theo ddc trung nay 13 tdp hop cdc vin ban clia cdc
¢d quan c6 try s& trong cing mot dia phuong, mot khu vuc
hanh chinh vio mot hé so hoic cdc vin ban phdn 4nh vé mdt

sy viéc, mot van dé dién ra trén cung mot khu vuc hanh chinh

vao mot hd so.

Vi du: Tép Bdo cdo ciia UBND cdc tinh dong bing sdng
Citu Long v€ tinh hinh thiét hai sau con bdo s§ 5, nim 2003.
(6). Biac tru’ng thoi gian
Thoi gian & day la chi thdi gian ban hanh vin ban hoac thoi
gian ma ndi dung vin ban dé cap dén. :

Lap hd so theo dic trung nay la tdp hgp cdc van ban dudc ban
hanh trong mot khodng thdi gian nhat dinh hoic tip hop nhitng
van bdn ¢6 ndi dung cing dé cap dén mot khodng thoi gian
vao trong mot hd so.

Vi du: T4p Quyét dmh cla Bo trudng Bo Tai chinh 6 thang‘
d4u nim 2005.
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Khi 1ap ho sd phai Ivra chon diing va két hdp cdc dac trung (it
nhat 3 dic trung) dé gidi han pham vi cdc vin badn dua vao hd
sd va viéc dua vin bdn vao hd so dugc hop 1y, 16 rang, phu
hgp véi dic diém hoat dong cla co quan, doanh nghiép.

Céc dic trung “tén goi”, “vdn dé€”, “tdc gid”,va “thdi gian”
dugc dp dung tuong d6i phé bién. Riéng dic trung “van d”’
du’dc st dung nhiéu nhat. '

BuGc 3:Thu thip cong vin, gidy t& dua vao hd s¢
Thu thap cong vén, gidy 10 dua vao hd so 1a khau quan trong,
quyét dinh hinh thanh hd so.

Khi thu thap vin ban dua vao hd sd can luu y cdc di€m sau:

-Vin ban thudc van d€ nao dua vao ding hd so van dé
d6. Tai liéu 1a phim 4anh, bang ghi 4m, ghi hinh cling thuge hd
so nhung can dugc bido quin riéng va c6 ghi chd trong hd 50 1a
tai liéu nay d€ & dau khi cin c6 thé tim ki€m d& ring.

-Vin ban thudc hd so gidi quy&t nim nao x&p vao nim
d6, trir nhitng cdng viéc phéi gidi quyét nhiéu nim.K& hoach,
dy todn, bdo cdo hang nim dudc x&p. vio nim ma ndi dung
vin ban dé cip dén, khong k€ ching dugc 14p vao thdi gian
nao va 1ap dén ngay, thang,nim nao. K& hoach cdng tic nhiéu
ndm dudc xep vao niam diu, bdo cdo tdng két cong tdc nhiéu -
nim dudc xEp vao nim cudi.

Vi du: K& hoach 5 nam(2000-2005)dudc x€p vao nim 2000.

- Mdi vin bdn chi dua vao hd sd mdt ban 13 ban
chinh,cé chat lugng tot nhat. Trudng hgp khong ¢6 ban chinh
thi dugc thay bang ban sao ¢6 gid tri nhu ban chinh.
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- Khi két thiic hd s6.cong viéc can loai bd nhitng vin
bén tring thita, bdn thdo khi di c6 ban chinh(trir nhitng bdn
thdo quan trong). Céc vin ban c6 thdi han bio quin vinh vién,
1au dai, tam thdi can dugce sép x&p hop 1y, khong d€ 13n 16n.

BuGc 4: Sdp x&p cong viin, gidy t& trong hé s¢

Sép x€p thit ty cong van, gidy t§ trong hd sd nhiim c&
dinh th ty vin bdn c6 trong hd sd dé ddm bdo méi lién hé
gilta cdc vin ban va gidp cho viéc tra tim, quan Iy van ban
trong mot hd sd duge thuén tién.

Van bén trong ho so thudng dugc sip x&p theo céc cdch sau:

- Sip x€p theo qud trinh gidi quyet cong viéc: 1a sdp
x€p vin ban theo trinh tu phdt sinh, phat trién va két thic cong
viéc. Cach nay thudng dp dung dé sdp xep van ban trong hd sg
v€ mot sy viée, mot vu an,. :

-Sap x€p theo thi ty thoi gian cla vin bén: 1a sip xep |
vin badn c6 ngay thdng ban hanh sém 1én truSc, ban hanh
mudn x€p sau. C4ch nay thudng 4p dung d€ sdp xé&p vin ban
trong c4c hd so dude 1ap theo cdc déc trung “vdn d€”,”co quan
giao dich”, “tén goi”.

- Sdp x&p theo van chif cdi (a,b,c,.) : 1a sdp x&p vin
bdn mang tén ngudi (hodc dia phudng) . Cach nay thudng 4p -
dung cho cdc tap don t, tdp ban khai c4 nhin, cic tap bao cdo
cla céc dia phuodng, ban nganh,..

- Sap x€&p theo sO tht ty clia vin ban: 12 sdp x€&p vin
bin ¢6 s6 nhd trude rdi dén s6 16n. Céch. nay thudng 4p dung
dé sdp x€p cdc tap luu vin ban & céic co quan ban hanh (tap
Iuu quyét dinh, chi thi, bao cdo,...).
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- Ngoai ra con c6 nhiing cdch sip x&p khac nhu: x&p
theo miic d quan trong clia cdc'loai vin ban (nhu quyét dinh,
chi thi, thdng bdo,...), theo miic d6 quan trong cla tdc gid vin
ban nhu Chinh phi r6i dén cic BS,....

Buces: Két thiic hé so
Khi viéc da gidi quyét xong hoic hét ndm hanh chinh 13 két
thtic hod so.
Céc khau nghi€p vu thuc hién:

-P4nh s6 3 vin ban;

-Ghi muc luc vin ban;

-Viét td két thdc.
a.Pdnh s6 t¥ viin ban:
| ‘Phu’dng phdp ddnh s3 & : m3i tJ trong vin ban, tai liéu
trong don vi bdo quin dd 16n hay nhd déu dugc danh MOT
- SO VAO GOC BEN PHAL phia trén t3 vdn bén, bang chit s&

~ Arap ( 1,2,3,..), biang biit chi den, mém (loai. 2B, 4B). Khéng

dugc ddnh bing bit myc, bt bi, ¢ thé diing mdy dap s6 dé
danh s6 t3.

Khi ddnh s6 tJ can luu ¥ mot s6 diém sau:

- Pénh s6 theo t3, khong dénh s theo trang;

- Mot hd-s0 ¢6 thé chia thanh nhiéu tap(con goi 1a don vi bdo
quén) thi van ban cia mdi tip dugc ddnh s6 riéng;

- Khi ddnh s& cho mét hd so xong, néu c6 st mot s§ to thi cdc
t3 s6t, 1 b sung dugc dudc ddnh s& tring vdi s6 trude d6 va
kém theo chﬁ' a,b,c,..(Vidu: 10a,10b,10c,..);
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- Néu c6 4nh di kém hd so thi bd anh vao phong bi va ddnh s&
ngoai bi hodc ghi s& vao mit sau cda dnh. Mot 3 gidy dan

nhiéu dnh dugc ddnh s& nhu mdt t& vin ban.

b.Ghi muc luc vin bdn '

Muc luc van ban 1a ban thong ké c6 hé thdng cac vin
bén trong mot hd so y theo miu'in s&n ngay trén cdc trang bia
cda ho sd. ‘

Muc luc vdn bédn chi 14p cho nhitng hd so ¢6 thdi han
bdo quén vinh vién va lau dai.

Muc lyc védn ban duge Cuc luu trit Nha nudc quy dinh nhu sau:

Hinh 7.18.Muc luc vin ban

MUC LUC VAN BAN

, TRICH
SO-KY | NGAY, | TAC YEU G GHI
STT | HIEU | THANG | GIA NOI1 6 | cno
VB VB VB | DUNG
VB
@ @ 3 @ O] (6) (7

Ngay.....thdng....ndm 2005
Nguvi lgp
Ngudn: Tai liéu (8), trang 58.
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¢.Viét t& két thiic cho nhitng hd s¢ quan trong theo mau:

TG KET THUC

HO 5O 58..c tap S i

HO sd nay gdm......t13.

Ngay...thdng....ndm........
Ngudi lap -
Vi€t rd ho tén va Ky tén

Budc 6:Viét bia hd so
MBbi hd sd can c¢6 mot bia dé tién cho viéc tra tim va
bdo quén. Bia dudc lam bing loai gidy mau sdng, cing, dai,
~ nhén va vi€t khong bi nhoé myc.
~ Bia hd s6 ¢6 kich thudc 320 X 500 mm. Bia dugc gap
dbi, hai nita biing nhau. Bia dugc trinh bay theo Quyét dinh
~ 50:42/KHKT ngay 8/6/1992 ciia Cuc luu trit Nha nudc’ ban
hanhtiéu chudn c4p nganh ‘
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Hinh 8.17. Miu trinh bay bia hé so7

TEN CU QUAN CHU QUAN
" TEN PON VI

"HO SO

(T ngéy..-.;.-.-.,.dé'n ngay...)
......... to '
Phéng so........ Thei han bdo quan:.........
Muc luc sé......
| Ho 50 58..........

Ngudn : Tai liéu (8), trang 60.
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Trang 1: trinh bay mit ngoaij cda bia. Pudng vién d€ 18 cho 4
chiéu 12:tr4i 40 mm, phai 20 mm, trén 30 mm, duéi 25 mm.
Cach ghi :

-Tén ¢o quan: Ghi ding tén trong vin ban thanh l4p, chi to,
nét dam

-Pon vi t6 chifc: Ghi tén don vi t8 chic ¢6 hd sd, chit nhd hon.
Vidu:

CUC LUU TRU NHA NUGC

Phong t6 chiic lao déng tién luong

-Tur« H6 SO “ dugc in sdn trén bia,phia dudi d€ ghi tiéu dé
hé so

Dudi tiéu dé hd so ghi ngay thdng bdt dau va ngay thing két
thiic cda hd so.

-Vin ban trong hd so duge sdp x&p theo thif ty thdi gian b
ngay thang bit dau (tir ngdy...) 1a ngay thdng clia vin bin diu -
tién trong ho sd, ngly thdng k€t thic (d&n ngay..) 13 ngay
thdng cda vin bin x&p cubi ciing trong hd sa.

-S06 lugng t&: Ghi s0 tO vin ban trong muc luc van ban.

-Phan “Phéng s8..” , “Muc luc s6..” , “H s s6...”s& do phong
luu trit co quan, doanh nghiép ghi khi hd s¢ dudc giao ndp vao
luu trix.

-Thdi han bdo quan: Cin cif vao thdi han bdo quin trong danhv
muc hd sd de ghi: vinh vién, 14u dai, tam thdi.

7.4.2.5. Giao nop tai liéu vao luu trit hzen hanh cia
- c0 quan, to chitc

- Trach nhiém cda don vi, ¢4 nhan trong cd quan, to chuc:
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+ Céc don vi, c4 nhn trong cd quan, t6 chic phai giao ndp
nhitng hé sd, tai liéu c6 gid tri Iwu trif vao luu trit hién hanh -
cla cd quan theo théi han quy dinh. ‘

+ Trudng hgp cdc don vi cd nhan cin nhitng hd sd, tai liéu da
dén han ndp Iuu thi phai 14p danh muc gi&i v& cho luu trit hién
hanh cilia cd quan, 6 chic nhung thay d6i thdi han ndp luu it
phai khong qu4 2 nim. '
+ Moi cédn bg, cong chuc, vién chdc trude khi nghi huu thoi
viéc hay chuyén cong tdc ddu phai giao lai hd so, tai liéu cho
don vi hay ngudi k€ nhiém.

-Thdi gian giao ndp tai liéu vao Iuu trit hién hanh dude quy
dinh nhv sau: _ '
+ Tai liéu hanh chinh: sau 1 nam k& tir khi cong viéc két thiic; -
+ Tai liéu nghién cttu khoa hoc, éng dung khoa hoc va cong
nghé: sau 1 ndm ké tir ndm cong trinh dugc nghiém thu chinh
thidc; '

+ Tai liéu xay dung co ban: sau 3 thdng ké tir khi cong trinh
dudc quyét todn;

+ Tai liéu dnh, phim dién 4nh; micro phim; tai liéu ghi 4m, ghi
hinh va tai li€u khdc: sau 3 thang tir khi cong viéc két thiic.
-Thi tuc giao ndp: _ ‘ .

Khi giao ndp tai liéu phdi 14p 2 bdn “Muc ghi hd so, tai liéu
ndp lwu” va 2 ban “Bién bdn giao nhan tai liéu” don vi hodc
cd ' . ‘

nhin giao nop tai li€u luu trit hién hénﬁ clia cd quan, t8 chic
git mbi loai 1 ban.
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Hinh 7.19.Muc luc hé s¢ nop luu trié

TEN CG QUAN CHU QUAN CONG HOA XA -HOI CHU NGHIAVIET NAM

TEN CG QUAN Doc lap — Ty do ~ Hanh phiic
S6 s...../ML

Nim:.......
- Ngay

So' va . Tiéu thang - .

STT | ky hiéu S;;‘g’gg aéhé | bitadu | So " glh,‘

- | hésc _ s¢ vakét ong u

thiic

Téng cong ban muc luc nay COrrnrnnen hd sd (bao gbm:.......

don vi bdo qudn) trong d6 c6............. hd sd (....don vi bdo quan)

c6 thdi han bdo qudn vinh vién, ......hd s0 (....don vi bdo
qudn) c6 thai han bdo quén 1au dai.

Ngay..thing.nim... " Ngay..thing..nam...

Ho tén, chic vy, chi ky cda ngudi ~ Ho tén, chifc vy, chi¥ ky cia
phy trach LTCQ nhan HS nép Ivu  ngudi phu tréch don vi ¢6 hd so

Ngudn: Tai liéu (8), trang 68.
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CAU HOI ON TAP
1. C4c van ban quy pham phép ludt vé cong tic vin thu 7.
2. Khdi mem cOng tdc Van thu’ ? Yéu cdu, ¥ nghia cla cdng tac
- vanthu?
3. Qudn 1y vdn bdn dén, van ban di? Nguyén tic, quy trinh ?
4. Quén 1y va st dung con ddu? Nguyén tic déng dau ?
5. Cong téc 14p hé so: Khdi niém hé so, phan loai hé sd, nhing
yéu cau khi 14p hd 50 ? :

6. Cédc budc cn tién hanh khi 1ap danh muc hd so va 1ap hd so
hién hanh ?
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Chuong8
KY THUAT SOAN THAO VAN BAN
HANH CHINH

8.1.LKHAI NIEM CO BAN VE VAN BAN
8.1.1.Kh&i niém vin ban
@.Kh4i niém viin ban theo nghia hep

Vin ban l1a cdc tai liéu, gidy t§..duge hinh thanh
trong qud trinh hoat dong cda c¢ quan, doanh nghiép. Bao
gdm céc chi thi, théng tw, nghi quyét, nghi dinh, dé 4n cong .
tac, bdo cdo, don tir... Ngay nay khdi niém nay dugc ding mot
cdch rong rdi trong hoat ddng quin ly,diéu hanh & cic co
quan, doanh nghiép..
@.Khai niém vin ban theo nghia rong

Vién ban la vat mang tin dugc ghi biing ky hiéu hay
ghi biing ngdn ngit. Vi du bia d4, cAu d6i & dinh chuia, chiic
thy, tdc phdm vin hoc nghé thudt, céng trinh khoa hoc k§
thudt, cdng vin, gidy t3, khdu hiéu, bing ghi 4m..& cic co
quan, doanh nghiép.

8.2.HINH THUC VAN BAN

Piéu 4 Nghi dinh clia Chinh pht s8: 110/2004/ND-CP
v€ cOng tdc vin the cho biét: cdc hinh thiic vin ban hinh thinh
trong céc hoat dong ciia co quan, t8 chifc bao gdm:

- Vén ban quy pham phap luit;
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- Van badn hanh chinh;

- Vin ban chuyén nganh;

- Vin bén cla t8 chitc chinh tri, t8 chiic chinh tri-xa
héi;

8.2.1.Viin ban quy pham phap luat

Vin bidn quy pham phdp Iuat la nhu’ng Van ban do

- cdc ¢o quan nha nudc ¢ thim quyén ban hanh theo thi tuc,
trinh ty, ludt dinh, trong d6 ¢é cdc quy tic xd su chung nhim
diéu chinh cdc quan hé x4 hoi theo dinh hudng x3 hoi chi

nghia”.

Vin ban quy pham phap luat theo Thong tu lién tich s& -

55/2005/TTLT-BNV- VPCP ngay 06 thdng 5 nim 2005 12 mot
hé théng bao gdm:

1.
. Phép 1&énh (PL);

.Lénh (L);

- Nghi quyét (NQ);

. Nghi quyét lién tich (NQLT);
. Nghi dinh (ND); "
. Quyét dinh (QD);

. Chi thi (CT);

. Thong te (TT);

O 0 1 A UL bW

Luat (Lt); :

10. Thong tu lién tich (TTLT).

(1). Lugt: La van ban dugc ban hanh d€ cy thé héa Hién phép
nham muc dich diéu chinh cdc quan hé xi hoi trong cac linh
vuc dd1 ndi, d6i ngoai, nhiém vu kinh t& x4 hoi, an ninh qudc
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phong. Quy dinh nhitng van dé quan trong vé 8 chiic bd may
va ¢d quan nha nudc, nhiing van dé thudc. thdm quyén Quéc
hoi. Ludt duge Quéc h01 thdong qua va Chu tich nudc ky Lénh
cong bo.

(2). Phap lénh: La van ban c6 gid tri phdp 1y nhu Luat, cu thé
héa nhiing nguyén tic dugc quy dinh trong Hi€n phép, quy-
dinh nhiing vén-dé dugc Qudc hoi giao, sau mot thdi- gian thyc
hién trinh Qudc hoi xem xét quyédt dinh ban hanh thanh luat.
Phdp 1énh do Uy ban thudng vu Quoc hdi thdng qua va Cht
tich nuéc ky 1énh cdng bé.

(3). Lénh: Lavin bdn dung dé cong bd Hién phdp, Luat, Phap
1énh @€ téng ddng vién hoic dong vién cuc bo tinh trang khan
c4p trong ca nudc hoic titng dia phudng. P& cong bd Lénh dic »'
x4 hoidc an xd; D€ phong ca“fp ham ngoai giao hodc quin su
cap cao. Lénh do Chd tich nu6c ban hanh.

(4). Nghi quyet La van bdn ding dé quyét dtnh chii tru’ong,
chinh sdch ciia Chinh phii, thong qua dy dn ké hoach va ngdn
sdch nha nudc, phé duyét diéu udc qudc t& nhdn danh Chinh
phii; cu thé héa cde chuong trinh hoat déng ciia Qudc hoi, Hpi
dbéng nhdn dén va Uy ban nhén dan; thong qua ¥ kién két luén
tai cdc ky hop cia cdc co quan qudn Iy nha nude. Nghi quyét do
Quéc héi, Chinh phii, Hpi ddng nhan ddn cdc cdp ban hanh.
(5). Nghi quyét lién tich: La Nghi quyét do cdc ¢d quan nha
nuéc c6 thdm quyén k&t hop ban hanh, théng nhét ¥ kién trong
qud trinh tham gia quin 1y nha nudc. Thdm quyén ban hanh
cic vin ban lién tich gém c6: Thi trudng céc B9, co quan
ngang Bo, Cic t8 chu’c chinh tri- xa hoi cdp trung uong cé
thim quyén . Lo

- (6). Nghi dinh: La vén bdn quy dinh chi 1iét thi hanh Lugt,
Nghi quyet cia Quoc hoi, Phap lénh, Nghi quyet cia Uv ban
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thuomg vie Quoc hgi, Lénh, Quyét dinh ciia Chii tich nudc;. quy
dinh nhiém vu quyén han, 18 chitc bé mdy cia cdc co quan nha
nudc & cdp trung uong; quy dinh nhiing van dé cdp thiét nhung
chua xGy dung thanh Ludt, Phdp lénh. Nghz dinh do Chinh phii
ban hanh.

(7). Quyét dinh: La vin ban ding dé quy dinh hay dinh ra ch&
dd chinh sach trong pham vi clia ¢cd quan ¢6 thim quyén(
Chinh phii, B, Uy ban nhan dan tinh, thanh pho quin, huyén)
diéu chinh nhitng cong viéc vé t8 chitc nhan st thude thim
quyén cla cd quan hanh phdp. v
(8). Chi thi: La van bdn ding dé€ truyén dat chid truong, quy
dinh cdc bién phdp chi dao, dén ddc, phdi hop va kiém tra
hoat déng ciia cdc bo phén. ‘ . ,
(9). Thong tu: Lavin ban ding dé€ hudng din, gidi thich cdc
Nghi quyét, Nghi dinh cia Chinh pht, Quyé&t dinh, Chi thi ciia
Thi twung Chinh phd hoidc hudng dan thyc hién nhing quy
dinh v€ quan 1y thudc nganh, linh v1_fc do B9, cd quan ngang
B§ phu trach. : -
(10). Thong tu lién tich: Trong trudng hdp Céc Bg, co quan
ngang BO, ¢ quan thudc Chinh phu ciing phéi hgp véi nhau
hodc phdi hgp véi médt co quan trung uong ctia doan th€ nhan
dan d€ quy dinh chi ti€t hodc huéng din thuc hlen cdc quy
dinh ctia Chinh phd, Thi twong Chinh phu

8.2.2.Viin ban hanh chinh

La nhitng van ban dugc hinh thanh trong qua ‘trinh hoat
dong hanh chinh ctia co quan, doanh nghiép.

bay la nhitng vin bdn mang tinh thong tin quy pham
" nhim thyc thi c4c vin ban quy pham phdp luit, hoic ding dé
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thu’c hlen cac tac nghi€p hanh chinh trong hoat déng cla cac
€O quan quan Iy hanh chinh nha nuéc, cdc t8 chiic khac.

Hé thdng viin ban hanh chinh bao gom cdc loa1
- Vién bdn hanh chinh c4 biét;
- Vin ban hanh chinh thong thudng c6 tén goi;
- Vin bdn hanh chinh thong thudng khong cé ten g0i.

Theo Thoéng tr lién tich s6 55/2005/TTLT- BNV VPCP ngay
- 06/5/2005 vin ban hanh chinh gém cé:

1. Quyét dinh (c4 biét) (QD);
. Chi thi (cd biét) ( CT);

. Théng cdo (TC);

. Théng bdo (TB);

. Chuong trinh (CT); -

. K& Hoach (KH); |

. Phuong én (PA);

. D¢ 4n (DA);

.Bédo cdo (BC);

10. Bién ban (BB);

11. TS trinh (TTr);

12. Hgp déng (HD);

13. Céng dién (CD);

14. Gidy chitng nhin (CN);
15. Gidy tiy nhiém (UN);
16. Gidy mdi (GM);

17. Gidy gi6i thiéu (GT);
18. Gidy nghi phép (NP);

O 00 N N L AW
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19. Gidy di duong (DD);.
20. Giy bién nhan (BN);
21. Phiu gtii (PG);

22. Phi€u chuyén (PC); .

a.Vin ban hanh chinh c4 biét

C6 mot s6 van ban c6 hinh thic nht cdc vin ban quy pham
phap ludt nhung chi d€ gidi quy&t mot van dé c4 biét, mot dsi
tugng ca biét thi dudc goi 1 vin ban quy pham c4 biét hay vian
bdn c4 biét.

(1).Quyét dinh (cd biét): La loai vin bin dung d& quy dinh
cdc van dé vé ché dg, chinh séch, 8 chiic bo m4y, nhan sy va
gidi quy€t nhitng van dé khac dusi hinh thifc 4p dung céc vin
ban quy pham phdp luat. Viéc 4p dung nay chi dugc thyc hién
mot 1an cho mét c4 nhan, mot s viéc hay mot van dé cu thé.
Chu thé ban hanh quyét dinh 1a Thi trudng cdc cd quan quan
1y nha nudc (Thi twéng, BS trudng, hodc Thi trudng cd quan
ngang by, UBND cidc cip), Thii trudng cic cd quan hanh chmh
su nghlep, Thi trudng cédc doanh nghiép.

(2).Chi thi (c4 biét): La loai vin ban dung dé gidi quyét
nhifng cong viéc mang tinh chit c4 biét clia céc ¢d quan quén
1y nha nudc. Chi thi c4 biét do Thi tuéng, Bo trudng, va Thd
trudng cd quan ngang bd ban hanh.

b.Vin ban hanh chinh théng thudng cé tén goi

(3)-Théng cdo: La hinh thitc vén bén ciia co quan nha nude cao
nhdt ding dé cong b6 véi nhan dan vé mot quyét dinh, mot sy
kién quan trong.
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(4).Thong bdo: La hinh thic vin ban ctia mét t8 chic hoiccd
quan dung dé€ théng tin cho cd quan, t8 chic cap duéi hodc
ngang cip vé tinh hinh hoat dong hodc mot van de khidc @&
biét, dé thuc hién. _
(5).Chudng trinh: La hinh thifc vin ban ding d€ trinh bay du
kién v€ nhiing hoat dong trong thdi gian nhat dinh.

(6).K& hoach cong tdc (dé 4n cong tdc): La hinh thifc vin
ban nham trinh bay c6 hé thdng dy kién vé viée 3 chic thuc
hién nhi€ém vu c6ng tac hoac mot cong viée trong mot thdi
gian nhat dinh. ‘

(7).Phiiong dn: La logi van bdn néu dy kién vé cdch thic, trinh
ty tién hanh cong viéc trong hoan cdnh, diéu kién nhdt dinh.
(8).P¢€ 4n: L2 hinh thifc vin ban ding dé€ trinh bay hé théng y
ki€n vé mot viéc can lam, cin néu ra dé thdo ludn, thong qua,
Xin y kién. -

(9).Bdo cdo: La hinh thdc vin bén gili cho cip trén d€ tudng
trinh hodc xin y klen vé€ mot (mot s8) van dé, vu viéc nhat
dinh d€ so két, tong két cong tic d3 qua hodc du ki€n sdp t6i
clia mdt ¢S quan, t6 chic hoic dé€ trinh bay mot van dé, su
viéc, mdt dé tai trude hdi nghi, trudc mot (hay nhiéu) cd quan
¢4 trach nhiém:. . ,
(10).Bién ban: La hinh thic vin ban d€ ghi lai mot phan hay
day dii dién bién, két qud cda hoi nghi, mdt cude hop hodc ghi
lai nhitng vu viéc xdy ra c¢é xdc nhén cliia dudng sy va cla
ngudi lam ching lién quan dén vu viéc do.

(11).T¢ trinh: La hinh thdc vin ban dé xuit véi cap trén phé
chudn mot chd truong, phuong 4n cong tac, mot chinh sdch,ché
do, tiéu chudn, dinh muc, hodc sta ddi, b3 sung ch& db chinh
sach. ' ’
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(12).Hop déng: La hinh thic vin ban dung d€ ghi lai két qua
da dugc thda thuan giita cdc cg quan v6i nhau, gifta ¢d quan.
véi cd nhan vé mot viée nao do, trong d6 ghi rd quyén Igi va

nghia vu ciia cdc bén ky hop ddng phai thue hién va céc bién

phdp xit Iy khi cdc bén khong thyc hién hop dong.

(13).Cong dién: La hinh thic vin bin ding d€ théng tin hoic
truyén dat ménh 1énh cla t§ chic hoic cla ngudi-cé thin

quyén trong nhiing trudng hgp khan cap. |
(14).Gidy ching nhan: La hinh thiic van bin ding dé€ cap cho
cdn by cong nhan vién di lién hé, giao dich d€ thuc hién
nhiém vu_dudc giao hoic giai quyét cic cong viéc can thiét
clia bdn than. _

(15).Gidy iy nhiém: Lavin bin ding dé ghi nhén sy théa
thudn gitta ngudi cé quyén (hodc nguoi dai dién theo phdp ludt)
va nguoi dugc iy nhiém. Theo dé nguoi dugc 1y nhiém thyc
hién quyén hodc nghia vy thay cho ngUoL c6 quyén.

(16).Gidy mdi: LA hinh thic vin ban ding d€ moi dai dién
clia co quan, hodc c4 nhan tham du mot cong viée nao dé. '
(17).Gidy gidi thi¢u: Lalogi van bdn ding d€ cdp cho cdn bo,
nhdn vién lién hé giao dich, gidi quyét cdc nhiém vu duoc giao
khi di cong tdc.

(18).Gidy nghi phép: La hinh thifc vin ban diing d€ csp cho
cdn b0 cong nhan vién khi dugc nghi phép xa ndi cong tic,
ding d€ thay gidy di dudng va lam cin ct @€ thanh téan tién
di dudng. '
(19).Giay di dud'ng: La hinh thitc viin b3n cﬁ/p cho c’é’lc cd nhan
khi dugc ctt di cong tic ding d€ tinh tidn phu cép trong thsi
gian di cong tic. -
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(20).Gidy bién nhdn hoé so: La logi van bén diing dé xdc nhan
s6 lugng va logi hé so, gidy t& do co quan hodc cd nhdn khdc
giti dén. |
(21).Phi¢u gti: La hinh thic vin bin kém theo vin ban di
(cOong van di). Ngudi nhdn vin ban cé nhiém vu k¥ xdc nhan
vao phi€u glii va glii trd lai cho ¢d quan glii. Pay la bing
chitng cho viéc gii vin bén di.

(22).Phiéu chuyén: La logi van bdn ding dé chuyén hé so, tai
liéu ciia co quan, t6 chifc, don vi, cd nhan dén bo phan khdc dé¢
1iép tuc gidi quyét.

c.Vin ban hanh chinh théng thuong khéng cé tén goi
(Cong viin)

La loai vin ban ding d€ lam phuong tién giao dich
hanh chinh gilta cdc cd quan, doanh nghi€p, hodc gifta co
quan, doanh nghi¢p vdi cdng din. Pham vi st ding clia cong
van rat rong, lién quan dén cdc linh vyc, hoat dong thudng
xuyén cua cd quan, doanh nghiép.

Dua vao ndi dung cong vén chiing ta c6 cdc loai sau:
- Codng van mdi hop;
- Cong vin chat vdn, yéu cAu, kién nghi, dé nghi;
. - Cong van tré 13i (phic d4p);
- Cong vin huéng din;
- Cong vin giai thich;
- Cong vin don déc, nhic nhd;
- Cong van chi dao;

- Cdng védn cam on,...
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8.2.3.Vin ban chuyén nganh

Céc hinh thic cda vin ban chuyén nganh do B6 trudng,
Thi trudng cd quan quan 1y ngianh quy dinh sau khi thda
thudn, théng nhit v6i Bo trudng Bo Noi vu.

8.2.4.Viin ban cia té chiic chinh tri, t6 chic chinh
tri-xa hoi

~ Céc hinh thic vin ban cta 8 chic chinh tri, t6 chic
chinh tri-xd hdi do ngudi diing dau cd quan Trung uong cda t3
chiic chinh tri -xa h6i quy dinh.

8.3.YEU CAU VE THE THUC CUA VAN BAN
8.3.1.Khdi ni¢m thé thifc viin ban |

Thé thifc cda vin ban 12 nhitng y&u t6 hinh thic va ndi-
dung c¢6 tinh b6 cuc dd dugc thé ché héa. Cdc yéu 5 thé thic
tuy theo tinh chat cia mdi loai vin ban ma 6 thé dude bs tri
theo nhitng md hinh k&t cdu khdc nhau tao thanh co ciu vin
béan. |

Cd cdu vin ban duge hidu 12 b8 cuc cdc phan, céc ¥,
cdc cau va cdc yéu t§ hinh thic lién két v6i nhau theo chd dé
nhat dinh nham tao nén chinh thé thong nhat ctia vin ban.
8.3.2.Cac yeu t6 thé thdc viin ban

8.3.2.1.Thé thitc ciia vin bén quy pham phdp luat va
vdn ban hanh chinh

biéu 5 Nghi Pinh ciia Chinh'phﬁ $0:110/2004/ND-CP
vé cong tdc vin thu cho biét: thé thic vin ban quy pham phdp
Iuit va vin ban hanh chinh bao gdém c4c thanh phan sau:
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- Qudc hiéu;

- Tén cd quan, t3 chic ban hanh véan ban;

- S6, ky hi€u cda vin bén;

- Dia danh va ngay, thdng, nim ban hanh vin ban;

- Tén loai va trich y&u noi dung cda vin ban;

- N¢i dung van bén;

- Chiic vy, ho tén va chif ky cia ngudi c6 thdm quyén;

- D& clia co quan, t6 chic;

‘- Noi nhén;

- D4u chi mifc d6 mit, do khan mat(dm véi nhitng van

badn mat, khan). )

D&i v6i cong vin, cong dién, gidy gidi thiéu, gidy moi,
phi€u ghi, phi€u chuyén, ngoai c4c thanh phin dugc quy dinh
trén, c6 thé bé sung dia chi cd quan, t§ chic; dia chi E-mail, s6
dién thoai, s6 Telex, s Fax.

8.3.2.2.T h ' thite va ky thudt trmh bay cua vdn bdn
chuyén nganh

Do B$ trudng quén Iy nganh quy dinh sau khi thoa
thudn, théng nhat véi BO trudng B6 Noi vu.

8.3.2.3.Thé thitc vin ban cia to chu‘c chink tri, to
chic chinh tri-xa hoi

Do ngudi diing dau co quan Trung UGng clia t8 chic
chinh tri-xa hoi quy dinh.
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8.3.2.4.Thé thitc va kj thudt trinh bay vin ban trao
déi véi cdc co quan, 16 chitc hodc cd nhan nuéc
ngoai '

- Thyc hién theo thdng 16 quéc t&.

8.3.3. K¥ thuit trinh bay vin ban

Nhiing quy dinh cu thé vé thé thic va k§ thudt trinh
bay vin ban dugc hudng din theo Théng tu lién tich s6:
55/2005/TTLT/BNV-VPCP cia Bd No6i vu va Vin phong
Chinh phd.

K thuit trinh béy vén bdn bao gdm: Khd gidy, ki€u
trinh bay, dinh 1€, ddnh s& trang, phong chif trinh bay vin ban

a.Khd gidy

- Vin ban quy pham phép ludt va vin bdn hanh chinh dugc
trinh bay trén khé gidy A4 (210mm 297mm)

- Cdc loai vin ban nhu’ Glay gidi thiéu, gidy bién nhén hd so,
phi€u giii, phi€u chuyen ¢ th€ dugc trinh bay trén khd gidy
AS (148mm . 210mm) hodc trén gidy miu in sin.

b.Kié€u trinh bay

- Vén bdn quy pham phdp luit va vin bin hanh chmh dugc
trinh bay theo chleu dai cda trang gidy khd A4

- Trudng hop ndi dung cda vin bin c6 cdc bang, biéu nhung
khong dugc lam thanh cic phu luc riéng thi vin ban c6 thé
dugc trinh bay theo chiéu rong cia trang gidy.

c.Dinh 1é trang van ban (d6i véi khd gidy Ad)
- Trang mdt trudc:
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+ Lé trén (top): = cdchmép trént 20 ~25mm.

+ Lé dudi (bottom):cdch mép dudi tix 20 — 25mm.

+ L2 trdi (insize): cdch mép trdi tix 30 -35mm.

+ Lé phdi (outsize): cdch mép phdi tix '15-20 mm.
- Trang mdt sau: |

+ Lé trén (top):  cdch mép trén tix 20 —25mm.

+ Lé dudi (bottom):cdch mép dudi tic 20 -25mm.

+ Lé trdi (insize): cdch mép trdi tix  15-20mm.

+ Lé phdi (outsize): cdch mép phdi tic 30 —35mm.
4.P4nh s6 trang vin ban
- Né&u vin ban c6 mot trang thi khdng cin ddnh s6.
- Né&u vin ban c6 tir hai trang tr3 1én, phdi ddnh so trang vin
ban. Cédch trinh bay dudc quy dinh nhu sau:

+ Kiéu s6: st dung s6 Arép (1, 2, 3,..).

+ Vi tri d4nh s8 trang: ngay chinh giita 1€ trén cla vin

ban(phan header), hodc tai géc phdi, § cudi trang

gidy(phan footer) bing véi ¢ chi trinh bay ndi dung,

kiéu chit ding. \
e.Phong chit trinh bay vin ban
| Phong chit stt dung dé trinh bay vdn bén phdi 1a céc
phong chif ti€ng Viét véi ki€u chit chan phuong, ddm béo tinh
trang trong, nghiém tic cla van ban. P41 vdi nhiing van bin
ding d€ trao ddi thong tin dién t gifta cdc cd quan, t6 chifc
phai st dung phdng chit cda bo ma ky ty ti€ng Viéi(phong chit
tiéng Viét Unicode) theo tiéu chuin Viét Nam TCVN
6909:2001.
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8.3.4. Noi dung va k¥ thuit trinh bay cac thanh
phan thé thifc ctia viin ban
(1). QUOC HIEU

Qudc hiéu 12 tén nuSc va ché dd chinh tri ca Nha
nuSe. Qudc hiéu gdbm 2 dong chit:"Cong hda xa hdi chid nghia
Viét Nam” va “Dgc 14p-Ty do-Hanh phic”.
Quéc hiéu dugc trinh bay tai 6 s 1 (phu luc II Théng tw
lién tich s6: 55/2005/TTLT-BNV-VPCP).
-Dong trén: chit in hoa, ¢& chit 12-13, kiéu chit ddng, in dam.
-Dong duGi:chit in thudng, c& chi¥ 13-14, kifu chi¥ ding, in
dam. - _
Phia du6i c¢6 dudng ké ngang, nét lién, c6 dd dai bing do dai
ctia dong chit.

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap — Tu do — Hanh phic

(2). TEN CO QUAN, TO CHUC BAN HANH VAN BAN
Tén clia co quan, t6 chifc ban hanh vin bin va tén

cia ¢d quan, td chiic chl quin cip trén tryc ti€p (néu cé),

trinh bay tai 6 s6 2 . E

- Tén clia c¢d quan, t6 chic chl quin cdp trén, truc ti€p dugc

trinh bay bing chit in hoa, ¢8 chif tlr 12-13, kiéu chit ding.

- Tén ciia cd quan, t§ chiic ban hinh vin ban phai dugc ghi

diy dd tén goi chinh thifc nhu trong quyét dinh thanh 14p; dugc

trinh bay béang chif in hoa, ¢& chit tir 12-13, kiéu chir ding, in
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dim, phia dudi c¢6 dudng ké ngang, nét lién, ¢ do dai bing tir
1/3 dén 1/2 d6 dai cia dong chit va ddt can d6i so véi dong

- chi.

Vidu: Tén cd quan, t8 chifc ban hinh vin ban:

QUOCHOI BONOLVU
UYBANNHANDAN ~ UYBANNHANDAN
'THANH PHO HO CHi MINH QUAN BA PINH

-Tén clia cd quan, t5 chic ban hanh van ban(trudng hdp c6 co
quan, t6 chifc chi quén c4p trén tryc G&p ):

BO GIAO DUC VA PAO TAO
TRUONG PAI HOC KINH TE TP.HCM

SG GIAO DUC VA PAO TAO
~ THANH PHO HO CHI MINH
TRUONG PTTH LE HONG PHONG
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UY BAN NHAN DAN
THANH PHO HO CHI MINH
- S6 KE HOACH VA PAUTU

(3. 80, KY HIEU CUA VAN BAN

S6 va k¢ hiéu van ban gitp cho viéc vio s0, tim ki€m vin ban
dugc dé dang. ‘ .

a. 6, ky hiéu cda viin ban quy pham phdp luat

- 86 cia vin ban quy pham phép luit: Bao gém s6 thit tw
dang ky, dudc dinh theo tiing loai van bdn do co quan ban
hanh trong 1 ndm va nim ban hanh vin ban dé. S dudgc ghi
bing chit s6 Arap; dugc danh tht ty lién tuc tir s§ 01 bat ddu
tr ngay 01 thdng 01 ddu niam, két thic vio ngay ngay 31
thing 12 m&i ndm. Ndm ban hanh phai ghi day du cdc s6. Vi
du: 2008, 2009.

- - Ky hiéu cda vin ban quy pham phdp ludt: Bao gbm chir
viét tdt tén loai vin ban theo Bédng chir vi€t tdt tén loai vin
bdn va bdn sao - phu luc I-Thong tr lién tich s6:
55/2005/TTLT-BNV-VPCP va chit viét tit tén cg quan hoic
chic danh nha nuéc(Chi tich nudc, Tha tuéng chinh phi) ban
hanh vin ban.

S8, ky hiéu cda vin bin quy pham phdp luat do Hoi dong
nhén dén, Uy ban nhan dan ban hanh dugc thyc hién theo quy
dinh tai Piéu 7 cda Luat Ban hanh vin ban quy pham phap
lugt cla HOi ddng nhan dan, Uy ban nhin din s
31/2004/QH11 ngay 03 thdng 12 nim 2004.
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b. S6, ky hiéu ctia viin ban hanh chinh
- S8’ ctia vin ban hanh chinh la: s8 thi ty ding ky vin ban do
co quan, t§ chiic ban hanh trong 1 nim. Tiy theo tdng s8 vin
ban va s luong mdi loai vin ban hanh chinh dugc ban hanh
cdc cd quan, t8 chic quy dinh cu thé viéc ding ky va ddnh s&
vin ban. S8 dugc ghi bing chit s& Arap; duge ddnh thit tu lién
tuc tf s6 01 bt diu tir ngay 01 thiang 01 dau nim, k&t thic
vao ngay ngay 31 thang 12 mdi nim.
- Ky hiéu ctia viin ban hanh chinh:
+ Ky hiéu clia quyét dinh(cd biét), chi thi(c4 biét) va cla cic
hinh thi#c vin ban c6 tén loai khic bao gém chit viét tit tén
loai vin ban theo Bang chit viét tit tén loai vin ban va ban
sao—phu luc I-Thong tu lién tich s0: 55/2005/TTLT-BNV-
VPCP vi chit viét tit tén co quan, t8 chifc hodc chic danh nha
nudc ban hanh vin ban.
+ Ky hiéu ctia céng vin bao goém chit viét tit tén cd quan, t8
chiic hoic chifc danh nha nudc ban hanh céng vin va chit viét
tit tén don vi soan thdo hodc chd tri soan thdo cong van do.
Vi du:
- Cong vin cda Chinh phi do Vu Hanh chinh Vin phong
Chinh phi soan thio: S8: ../CP-HC.
- Coéng véan clia Thd tudng Chinh phi do Vu Vin x& Vin
phong Chinh phi soan thdo: So: ../TTg-VX
- Cong vin cia Bd X4iy dung do Cuc Quan Iy nha B Xay
dung soan th3o: S&: ../BXD-QLN. ,

Chit viét tit tén co quan, t6 chifc ban hanh vin ban va
chit viét tit tén cdc don vi trong mdi ¢ quan, 5 chic phai
dugc quy dinh cu thé, bio ddm ngdn gon, d& hiu.
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S, ky hiéu ciia viin ban trinh bay tai 6 s6 3.
T “s6 ” dugc trinh bay bing chif in thudng, ky hiéu bing chir
in hoa, ¢& chit 13, kiéu chit ding; sau tit “s6” ¢6 ddu hai cham;
gifta s6, nim ban hanh va ky hiéu van ban c6 dau gach chéo
(0K glu’a cdc nhém chit viét tit trong ky hleu vin ban c6 dau
gach noi, khong c6 cach chit (-). '
Vi du: ' ,

- Vin ban s8: 110/2004/ND-CP;

. -Vin ban s6: 55/2005/TTLT-BNV-VPCP;
- Vin bén s6: 99/QD-FPT;
- Vin ban s6: 199/FPT-VP.

(4). PIA DANH VA NGAY, THANG, NAM BAN HANH
VAN BAN

a. Pia danh:

Dia danh ghi trén vin ban 12 tén goi chinh thic ctiia don
vi hanh chinh(tén riéng cda tinh, thanh phd truc thudc Trung
wong; huyén, quan, thi x4, thanh phd thudc tinh; x3, phudng,
thi tran) ndi c¢d quan, t8 chifc déng tru s&; ddi v6i nhitng don vi
hanh chinh dudc dit tén theo tén ngudi hodc bing chif s& thi
phdi ghi tén goi diy di clia don vi hanh chinh d6, cu thé:
- Dia danh ghi trén vin ban cda co quan, t6 chitc Trung wong 12
tén clia tinh, thanh phd thudc noi cd quan, t& chiic déng tru sd.
Vi du:Vin ban cla B Gido duc va dao tao ¢6 tru s4 tai thanh
* ph6 Ha Noi, dia danh 1a: Ha Nai. :
- Pia danh ghi trén vin ban cla cd quan, t6 chifc c4p tinh:
+ D361 vdi cdc thanh pho tryc thudc Trung uong: 13 tén clia
thanh phd truc thude Trung wong.
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Vi du:Vin ban cda Uy ban nhan dan thanh phd HS Chi Minh
va cua cdc s@, ban, nganh thudc thanh pho, dla danh 1a:Thanh
ph6 HS Chi Minh.

+ D061 v6i cdc tinh: 12 tén cia thi x&, thanh pho thuoc tinh hoic
ctia huyén noi cd quan, t8 chic déng tru s3.

Vidu: Vin ban ciia Uy ban nhan dan tinh Lim DPong va cda
" cdc s, ban, nganh thudc tinh(cé tru s3 tai thanh pho ba Lat),
dia danh 12:Pa Lat. ‘

+Dia danh ghi wén vin bén cia cdc cd quan, t§ chifc cap
huyén la t€n cda huyén, quén, thi x4, thanh phd thudc tinh.

Vi du: Vin bén cda Uy ban nhan dan quanl,(thanh phd H
Chi Minh) va cta cdc phong ban thudc quin cé dia danh la:
quan 1.

+Vian ban cda Uy ban nhan dan thi xd T4n An(6nh Long An)
va clia cdc phong ban thudc thi x3 ¢6 dia danh 1a: Tan An.
+Vén ban cda Uy ban nhan dan thanh phé Bién Hoa(tinh
Pdng Nai) va ciia cdc phong ban thuoc thanh phd cé dia danh
1a: Bién Hoa. ,

+Dia danh ghi trén vin ban cla Hoi déng nhan dﬁn, Uy ban
nhén dan va clia cdc t6 chifc cap x4 1a tén cda x4, phudng, thi
tran dé. X :

Vi du: Vén bdn cda Uy ban nhin dan x4 Kim Lién(huyén
Nam Pan, tinh Nghé An) c¢6 dja danh 1a: Kim lién '
" - Pia danh ghi trén vin ban clia céc»cd quan, 5 chifc va don vi
vii trang nhan din thudc pham vi quin 1y cta Bé Qudc phong
dugc thyc hién theo quy dinh clia phdp Iudt va quy dinh cu thé
cua B6 Qudc phong.

b.Ngay, thang, nim ban hanh vin ban
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-Ngay, thdng, ndm ban hanh vin bin quy pham phép luat do
Qudc hoi, Uy ban thudng vu Qudc hoi, Hoi dong nhén din ban
hanh 1a: ngay, thing, nim vin bin dugc thdong qua.

-Ngay, thdng, nam ban hanh vin bin quy pham phdp luat khéc
va van ban hanh chinh 14 ngay, thdng, nim vin bdn’ dugce ky
ban hanh.

-Ngay, thang, ném ban hanh van bdn phdi duge viét ddy da:
ngay - thdng .. ndm ..; cdc s chi ngay, thing, ndm ding chit
80 Arap, doi véi nhu’ng sO chi ngay nhé hon 10 va thdng 1, 2
phdi ghi thém s6 0 & trudc.

Dja danh va ngay, thiang, nim ban hanh vin ban: trinh bay

-tai & s0 4; bing chif in thudng, c§ chit tir 13-14, ki€u chit in
nghi€ng; sau dia danh c6 diu phdy. Vi du:

Tp.Ho Chi Minh, ngay 09 thing 02 nim 2009

(5).TEN LOAT VA TRICH YEU NOI DUNG VAN BAN

~

a.Tén loai vin ban:
' La tén cda ting loai vdn bdn do co quan, t8 chifc ban
hanh. Khi ban hanh vin ban quy pham phép luat va vin ban
hanh chinh, déu phai ghi tén loai, trir cong van.
b.Trich y&€u nji dung viin ban |

La mdt ciu ngdn gon, hodc mdt cum tit, phin dnh khdi
quat ndi dung chi y&u cda vin ban. / ;
-T€n loai va trich y&u néi dung cda cdc loai viin ban c¢é ghi
tén loai dugc trinh bay tai 6 sd 5a; tén loai vin bin (nghi
dinh, quyét dinh, k& hoach bdo cdo, t& trinh va cdc loai van
ban khéc) dudc dat can giira (can doi & gilra dong) bang chit in
" hoa, ¢3 chit tir 14- 15, kiéu chit ddng, in dim;
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Trich y&u n6i dung vin ban duge dit cin gilta, ngay dudi tén
loai vin béan, bing chit in thudng, ¢d chit 14, kiéu chir ding,.in
ddm; bén dudi trich yéu ¢6 dlf(‘jng ké ngang, nét lién , c6 dod
dai bang tir 1/3-1/2 d6 dai ctia dong chit va dit cin ddi so vdi
dong chit. Vi du:

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PATHQC
KINHTE TP.HCM Poc lap -Ty do -Hanh phic

S6: 77/QP-PHKTTP.HCM
Tp.Hb Chi Minh, ngay ... thdng ... nam 200...

QUYET PINH CUA HIEU TRUGNG
TRUGNG PAI HOC KINH TE TP.HCM
Vé viéc ting bac luong

-Trich y&u néi dung céng vin dugc trinh bay tai 6 sé 5b,
sau chit viét tit “V/v” (vé v1ec) bing chit in thudng, ¢& chif tir
12-13, kiéu chit ding.

Vi du:

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DATHQC .
KINH TE TP.HCM Péc lap -Ty do -Hanh phiic

Sﬁ" 88/DPHKTTP.HCM-VP

V/v thi chuyén ngach cong chic
- Ip. Hb Chi Minh, ngay ... thdng ... nam 200...

Kinh gii: Ban t6 chifc cdn bd bd gido duc va dao tao
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(6).NOI DUNG VAN BAN

a.N¢i dung viin ban: |
La thanh phan chd y&u clia mot vin ban, trong d6 céc

quy pham phép luit (d5i v6i van ban quy pham phdp luit), cac

quy dinh dudc dat ra; cdc van d&, sy viée duge trinh bay.

Noi dung van ban phii ddm bio cdc yéu ciu co ban sau:

- Phu hogp véi hinh thitc vin ban dugc st dung;

- Phu hop véi dudng 164, chit trlIdng, chinh sach cta Péng; phu

hdp véi quy dinh cia luat phip;

- Cédc quy pham phép luat, cdc quy dinh hay cdc van de su

viéc phdi dudc trinh bay ngén, gon, chinh Xdc;

- St dung ngdn ngit viét, cdch di&n dat don gidn, dé hiéu;

- Ding tif ngit pho thdéng, khong dung tit dia phuong va o ngi

nudc ngoai néu khong thuc sy can thidt. PSi v6i thut ngit

chuyén mon can xdc dinh 6 néi dung thi phai du‘dc gidi thich

trong vdn ban;

- Khong viét tit nhiing tir, cum tir khong théng dung. P6i vdi

nhiing t, cum tif dugc st dung nhiéu I1in trong van ban thi ¢6

thé viét tit nhung cdc chi viét tit 1an diu cda tu’ cum i phai

dugc dét trong ngodc don ngay sau ti, cum tu dé;

- Viéc viét hoa du’dc thuc hién theo quy tic chinh t3 ti€ng

Viét;

- Khi vién dn 14n ddu vin ban cé lién quan phdi ghi diy da
tén loai, trich y&u ndi dung vin ban; s6, ky hiéu vin ban;

- ngay, thdng, nim ban hanh vin ban vi tén cg quan, t8 chic

ban hanh vin ban (trir trudng hop d6i véi luat va phép 1énh);
trong d6 cdc 1an vién din tiép theo 6 thé ghi tén loai va s0;
ky hiéu cda vin ban dé.

191




b.B& cuc ciia viin ban
- Tuy theo thé€ loai va néi dung, vin ban ¢6 thé c6 phin cin cit
phap 1y d€ ban hanh. Phin mé diu va c6 thé dugc b cuc theo

phan chuong, muc, diéu, khoén, di€m hoidc dudc chia thanh
cdc phan tir 16n dén nhd theo mot trinh ty nhat dinh.

Vin ban quy pham phép luat cé thé dugc bé cuc nhu sau:

- B& cuc ctia lugt, phap lénh duoc thyc hién theo Didu 27 cita
luat Ban hanh vin ban quy pham phap luat nim 1996, sita ddi
bd sung nam 2002.

- Vén bdn quy pham phép luat khic nhu :

+ Nghi quyét: Theo diéu, khoan, di€m hoic theo khon, diém.
+Nghi dinh: Theo chuong, muc, diéu, khoan, diém; cdc quy
ché&(diéu 1¢) ban hanh kém theo nghi dinh; Theo chuong, muc,
diéu, khodn, diém.

+ Quyét dinh: Theo diéu, khoin, diém; cic quy ché&(quy dinh)
ban hanh kém theo quyét dinh: Theo chuong, muc, dleu
khodn, diém.

+ Chi thi: Theo khoan, diém.

+ Thong tu: Theo muc, khodn, diém. |

~Vin ban hanh chinh cé thé dugc bd cuc nhy sau:

+. Quyét dinh(cd biét): the\o diéu, khodn, diém; cdc quy
che(quy dinh)ban hanh kém theo quyét dinh; Theo chuong,
muc, diéu, khodn, diém.

+ Chi thi(cd biét): theo khoan, diém.

+ Cdc hinh thitc vin ban hanh chinh khdc: theo phan, chuong,
muc, khodn, diém. *

-~ Néi dung viin ban dugc trinh bay tai 6 sé 6.
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‘Phian noi dung(van ban)dugc trinh bay bing chit in
thudng, c§ chif tir 13-14; khi xudng ddng, chit diu dong c6 thé
lai vao wr 1-1.27cm(1defaulttab);khodng cdch giita cdc doan
védn (paragraph)dit t6i thi€u 6 pt; khodng cdch gilta cdc dong
hay cdch dong(line spacing)chon t8i thi€u tr cic dong
don(single line spacing) hodc tir 15 pt (exaclty line spacing)
trd 1én.

DaGi véi nhiing vin badn quy pham phép ludt va vin ban
hanh chinh c6 phfin cin cit phép 1y d€ ban hanh thi sau mdi
cdn ci phéi xuéng dong, cudi dong ¢6 dau cham phay, riéng
can cf cudi cung két thiic bing dau phiy. '

). CHUC VU, HO TEN VA CHU KY CUA NGUO'I Cco
THAM QUYEN ~
a. Quy dinh vé viéc ky vin ban

3 cdc co quan, t6 chifc 1am viéc theo ché d6 tha
trudng, ngudi ding dau cd quan, t§ chifc ¢6 thdm quyén ky tat
cd cdc vdn badn. Thong thudng, thl trudng cd quan, t8 chic
phdi ky cdc vin bdn ¢ ndi dung quan trong nhu: chinh séch,
ch& do, chuong trinh hanh dong, chd trudng k& hoach cong tic;

nhifng béo cdo, cong van xin chi thi cdp trén, thong tv, chi thi,

chi dao cong tdc gii cip dudi, cdc gidy 5 vé quan hé cong tdc
v6i cdc cd quan khdc c6 tinh chdt quan trong.

Tuy theo quy mo va phuong phdp qudn 1y clia nha 1anh
dao, thil trudng co quan ¢6 thé Gy quyén cho can bd phu trach
dudi minh mot cap ky nhitng vin ban ma phdp luat quy dinh
phdi do thd trudng co quan ky. Viéc dy quyén phéi 14p thanh
van bdn va quy dinh thdi han dy quyén. Ngudi duge Gy quyén
khong dugc dy quyén lai.
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e ‘Ngudi ky vin ban phai chiu trdch nhiém vé vin ban
minh d4 ky. Van ban do ngudi khong ¢6 thdm quyén ky khong
¢6-gid tri. Cd quan, c4 nhan dugc van ban loai nay cin gii tra
ngay cho ¢d quan phdt hanh van ban. Ngudi ky vin ban trdi
p'ha’ip luat thy theo miic d6 ning, nhe, c6 thé bi phé binh, khién
trach ky huat hoac bi truy td theo quy dinh cta phdp luat:

b. Quy dinh vé hinh thu’c aé ky:

-Ky tryc ti€p: La thd tru’dng hodc ngudi dai dién theo phdp
luat ctia co gan, t8 chifc tryc tlep ky vdn bén. Trong tru‘dng hop
~ nay phai ghi 15 chifc vu clia ngudi ky. :

-Tru’o’ng hop ky thay mit tdp thé thi phii ghi chit viét
t4t"TM. ” vao trudc tén tap thé lanh dao hoic tén co quan, t8
~ chuc. Vi du:

TM. HOI DONG CHU TICH
BO TRUGNG BO XAY DUNG
Nguyén Vin Anh

-Trudng hgp ki thay ngudi ding ddu cd quan, td chiic thi
- phai ghi chif viét tdt “KT.” vao trudc chifc vy ciia ngudi ditng
ddu. KT 12 hinh thic ky dudc dp dung khi ngudi ding diu co
quan, t3 chifc ¢6 thé giao cho cdp phé clia minh ky thay céc
vén ban thudc céc _Hﬁh vuc duge phan cong phu trach.Vi du:

'KT.HIEU TRUONG
PHO HIEU TRUGNG
Nguyén Thanh Danh
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-Trudng hgp k¥ thira 1énh thi phai ghi chit vi€t it “TL.” vao
trude chic vu clia ngudi ding dau ¢d quan, t8 chic. TL 13 hinh
thic ky dugc 4p dung trong trudng hop ngudi ding diu cd
quan, t8 chic c6 thé giao cho Chdnh Vin phong (hay Trudng
phong Hanh chinh), hodc Trudng mot s& don vi ky mét s loai
vin ban. Viéc giao ky TL phdi dugc quy dinh cu thé trong quy
ch€ hoat déng hodc quy ché cong téc van thu ciia cdc ¢ quan,

6 chite. Vi du: -

TL. GIAM DOC
TRUGNG PHONG HANH CHINH

-Truong hgp thira uy quyen thl phai ghl chu’ viet tit
“TUQ ” .

~ vao trude chifc vy cla ngudi ding dau co quan, t8 chitc. TUQ

13 hinh thifc ky 4p dung trong trudng hop dic biét, thd trudng
co quan, t8 chitc c6 thé Gy quyén cho cdn bd phu trach dusi
tht trudng mot cdp ky nhitng vin ban vé nhing van dé theo
phép ludt thi trudng cd quan phéi ky. Viéc giao ky TUQ phdi
dugc quy dinh biing vin bdn va gidi han trong mot thoi gian
nhat dinh. Ngudi duge dy quyén khong duoc dy quyén lai cho
ngudi khdc ky.Vidu: '

TUQ.GIAM POC
TRUGNG PHONG KINH DOANH

-Trudng hdp kj quyén“ Q.”: L4 hinh thifc ky dugc ap dung
cho trudng hgp mét cdp phé dugc cd quan c6 thdm quyén giao
cho thyc hién nhiém vu, quyén han cta thd trudng co quan khi
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thi trudng phédi ving mit trong thdi gian-dai hodc cap phé d6
chua ditge bd nhiém chinh thite khi khuyét thi trudng. Vi du:

Q.GIAM POC

¢. Quy dinh chic vu nguoiky:

Chuc vu ghi trong vin ban 1a chic danh l1anh dao chinh
thic clia ngudi ky vin ban trong cd quan, t8 chifc; chi ghi chic
danh nhu B0 trudng, Thit trudng, Chd tich, Phé chi tich, Gidm
déc, Phé giam doc... khong ghi lai tén cd quan, t8 chifc, trif cdc
vin ban lién tich, vdn ban do hai hay nhiéu cd quan, t8 chic
ban hanh; vin bidn ky thira 1énh, thita Gy quyén va nhing
trudng hop cdn thiét khdc do céc cd quan, t& chic quy dinh cu
thé. |
V& mit gid tri phdp 1y, khi mdt vin ban dugc ban hanh
thi du ky duéi chic danh thii trudng cd quan hay cap dudi ky
hodc ky thita 1énh déu ¢6 gia tri nhwr nhau. »

- Phdi ky ding thdm quyén, ky mot 1an & ban duy nhat.

- Khong ky trén gidy nén d€ in thanh nhiéu ban.

- Khéng dung biit chi, muc dé hay muc dé phai nhat dé ky. -

- Khodng céch tir yéu t6 chiic vu ngudi ky dén ho va tén ddy
dd 12 30 mm. |

- Thdm quyén ky ludn ludn 12 mdt khéi théng nhat, khong
dugc trinh bay tich rdi § hai trang khéc nhau.

- P&i véi vin ban c6 tit hai thim quyén ky trd 1én nhu vin bin
lién tich, hop ddng, bién ban,... thdm quyén ky dugc dan déu
sang hai bén, thim quyén ky ctia co quan, t5 chic chi tri soan
thdo, hodc clia thim quyén cao nhit dugc trinh bay trén cling,
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bén phédi. Pong thdi cin phdi nhdc lai co quan, t§ chiic ban
hanh.Vi du:

T.M HOI PONG QUAN TRI 7 T.M HOI PONG QUAN TRI
TONG CONG TY DET MAY TONG CONG TY THAN
VIET NAM VIET NAM
TONG GIAM DG C TONG GIAM POC
(k§ tén, déng diu) (ky tén, déng diu)
Pham Thi M Nguyén Vin A

- Ho va tén ngudi ky: bao gém ho, tén dém(néu c6)va tén
clia ngudi ky van ban. D6i vdi vin ban quy pham phdp luat va
van bdn hanh chinh, truSc ho tén ngudi ky, khéng ghi hoc
ham, hoc vi va cdc danh hiéu danh du kh4c, trif vin ban cia t8
chifc su nghiép gido duc, y t€, nghién ciu khoa hoc, trong
nhiing trudng hop can thiét, ¢6 thé ghi thém hoc ham, hoc vi.

- Quyén han, chifc vu ciia ngudi ky dugec trinh bay tai 6 s6
7a; chic vu khdc clia ngudi ky dugc trinh bay tai 6 s6 7c; céc
chit viét tit “TM.” , “KT.” ,”TL” , “TUQ.”, “Q.”, quyén
han va chic vy clia ngudi ky dugc trinh bay bing chif in hoa,
c3 chit tir 13-14, kiéu chit diing, dam. '
- Ho tén cta ngudi ky vin ban va hoc ham, hoc vi (néu cé)
dugc trinh bay tai 6 s 7b; bing chit in thudng, ¢d chit tir 13-
14, kiéu chit ding, dam. - |

-Chit ky cda ngudi c6 thdm quyén dugc trinh bay tai 6 s6
Te. - ' ’ :
(8).DAU CUA CO QUAN, 0 CHUC

- Dau cla ¢ quan, t§ chiic ban hanh vin ban dugc déng ngay
" ngdn, rd rang .
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- Bong trim 1&n 1/3 chit ky, léch vé& bén trai.

- Dau duge déng bing mau dd twoi, mau qudc ky.

- Khdng déng ddu khdng chi.

- Dau phéi diing tén cd quan, 3 chifc ban hanh vin ban.

D4u cia o quan, t6 chifc ban hanh viin ban dugc trinh bay
tai 6 so 8

(9).NOI NHAN VAN BAN
Noi nhin xdc nhdn nhiing co qvuan, t8 chifc, don vi va cd nhan
nhdn van ban v6i muc dich va trach nhiém cy thé nhu:
- D€ kiém tra, gidm sit;
- P& xem xét, gidi quyét;
- D& thi hanh;
- De trao ddi cong viéc;
- P& bso cdo; '
-Pé1luu. , |
Ndi nhén ghi ngang hang phén chit k}’f, 3 géce tréi vin ban.
Noi nhan dugc trinh bay tai 6 s6 9.
-Tit “noi nhin” dugc trinh bay trén 1 dong riéng, sau d6 c6

ddu hai chidm, bing chif in thudng, c& chit 12, ki€u chif in
NGHIENG, dam.

-Phin liét ké cac co quan, t8 chic, don vi va c4 nhan nhén vin
ban dugc trinh bay bing chit in thudng, ¢d chit 11, ki€u chit
diing; tén mdi cd quan, t8 chiic, don vi va cd nhin nhén vén
ban dudc trinh bay trén 1 dong riéng, ddu dong 6 gach ngang,
cudi dong ¢4 ddu chdm phdy; riéng dong cudi ciing bao gdm
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chit “lvu” sau d6 c6 d&u hai cham ti€p theo la chu’ viét tit-
“VT” (vdn thu). '

Vi duy;
Noi nhan:

-Lvu: VT.

(10). DAU CHi MUC PO MAT, KHAN

‘a. D& chi do mat:

C6 ba do mat: + TUYET MAT

’ +TOIMAT;

+MAT.

- Viéc xédc dinh va déng ddu do6 mat ddi véi van ban ¢6 ndi
dung bi mat nha nudc dugc thuc hién theo quy dinh cua phap
luit vé bdo vé bi mat nha nudc.
- D4u do mat dugc déng vao 6 s 10a.
- Myc dimg déng ddu d6 mat 1a myc dd woi.
b. Dau chi mic d6 khan '
Viéc x4c dinh mifc d6 khan cia vin ban dugc thiIC hién:
- Ty theo mifc do can dudc chuyén phdt nhanh, vin ban dudc
x4c dinh do khan theo ba muc : + H6A TOC;

+ THUGNG KHAN;
+KHAN.
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- Khi soan thdo van ban ¢6 tinh chat khan, don vi hodc cd nhan
soan thdo van bdn dé xudt mic do khan, trinh ngudi ky vin
ban quyét dinh.

- Dan d6 khén dugc déng vao 6 s 10b.

- Con d4u d6 khén c6 hinh chif nhat, trén d6, cdc tiY “hda toc”,
“thugng khan”, hodc “khdn” dudc trinh bay bing chi in hoa,
cd chif ti 13-14, kiéu chit ding, ddm va dugc dat can d6i trong
khung hinh chit nhat vién don, c6 kich thudc trong tdng 1a:
30mm x 8mm; 40mm x 8mm; 20mm X 8mm.

- Muc diing déng dau do khan 1a muc dd tuoi.

11. CAC THANH PHAN THE THUC KHAC

-Céc chi din pham vi luu hanh va thu héi dude trinh bay
tai 6 so 11.

Céc cum tU “trd lai sau khi hop”, “xem xong tra lai”, “luu
hanh noi b6” , “thu hoi” duge trinh bay can d6i trong mdt
khung hinh chif nhét vién don, bing chif in hoa, ¢& chit 13-14,
kleu chu‘ dung, dam.

-Chi din vé dv thio viin ban dugc trinh bay tai o s6 12.

T “du thdo” hodc cum it “dy thdo 1an...” dudc trlnh bay trong
mot khung hinh chi nyhét vién don, bing chit in hoa, ¢ chif 13-
14, kiéu chit ditng, dim.

-Ky hiéu nguoi danh mdy va so lugng vin ban phat hanh
duge trinh bay tai 6 so 13.

~ Ky hiéu bing chif in hoa; s& Iugng vin ban bling chif s& A rap,
¢ chit 11, kiéu chit ding.

-Pia chi c¢o quan t8 chic, dia chi E mail, dia chi trén
mang(Website), s6 dién thoai, sé6 fax dugc trinh bay trang
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dau ctia viin ban, tai 6 s6 14 bing chif in thudng, ¢5 chir 11-
12, ki€u chit ditng, dusi 1 dudng ké nét lién kéo dai hét bé
ngang cua vung trinh bay vin ban.

8.3. 5 So dd bo trl mau chir trmh bay cdc thanh
phan thé thifc ctia vin ban

(Theo phu luc II va IV Thoéng tu lién tich s&: 55/2005/TTLT-
BNV-VPCP) ngay 06/5/2005 cda BO Noi vu va Vin phong
Chinh phu
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_ | Phy Iyc IT
SO B0 BG TRi CAC THANH PHAN THE THUC VAN BAN
(Trén mot trang gidly khd A4: 210 mm x 297 mm)

(Kém theo Théng tu lién tich s6 55/2005/TTLT- BNV-VPCP ngay
06 thang 5 n&m 2005 clia Bd Noi vy va Van phong Chinh phi) 7

20-25 mm ‘ 11
i
Y.
v 1
3 4
5h
By

30-35 mm S 6

9h
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Ghi chu :

Ta, 7b, Tc:-

8

9a, 9b :

10a

10b :

11
12
13

14

Thanh phin thé thite vin ban

Quéc hidu '

Tén co quan, t8 chic ban hanh vin ban
56, ky hiéu cia vén ban

Dia danh va ﬁgéy, thdng, ‘n‘ém ban hanh vin ban
Tén loai va trich yé&u n.c“)ivdung vin ban

Trich yeu noi dung cong vin hanh chinh
Nai dung vin ban

Chiic vy, ho tén va chit ky ca ngudi ¢6 thd&m quyén
DA4u clia co quan, t8 chife - |

Noi nhan

Déu chi muc do mat

Dau chi miic d6 khdn

Dau thu hdi va chi din vé& pham vi luu hanh

_Ch1 dan vé du thio vin ban

Ky hiéu ngudi danh may va sb lu’o‘ng béan phat hanh

Dia chi co quan, t6 chiic, dia chi E-maxl, dia chi
Website; s dién thoai, s6 Telex, s§ Fax
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8.3.6. Yéu ve thé thiic ciia ban sao van ban
8.3.6.1.Thé thu’c ban sao

- Hinh thifc sao bao gdm mét trong cdc dong chii:
+ ”SAO Y BAN CHINH »
» TRICH SAO”
+ ”SAO LyC”~»

Pugc trinh bay tai 6 s6 1(Hinh), bang chit in hoa, ¢@ chi¥
13-14, kiéu chit ditng, dam.

Viéc xdc dinh hinh thic bdn sao dudc thuc hién theo quy dinh
tai cdc khodn 4, 5, 6 Piéu 2 ctia Nghi dinh 110/2002/ND-CP
ngay 08/4/2004 ctia Chinh phi vé cong tdc vin thu.

- Tén co quan, té chifc sao viin ban: 12 tén cd quan, t3 chiic
thuc hién viéc sao vin ban; dugc trinh bay tai 6 s6 2.

- S6, ky hiéu ban sao bao gdm s6 thif tv ding ky dude danh
chung cho céc loai ban sao do cd quan t8 chic thuc hién. Chit
vi€t tit tén loai bdn sao theo Bang chit viét tit tén loai vin
bdn va ban sao(theo phu luc I clia Thong tu lién tich so:
55/2005/TTLT-BNV-VPCP). S§ dugc ghi bing chit s& & rap,
bt dau tlf s6 01 vao ngay 01 thdng 01 diu nam va két thic
vao ngay 31 thang 12 hang nim; '

S&, ky hiéu ban sao dugc trinh bay tai 6 s& 3.

-Dia danh va ngay,thdng, nim sao dugc trinh bay tai 6s0 4.

- Chifc vy, ho tén va chit ky ciia ngudi c6 thdm quyén duge
trinh bay tai 6 5a, 5b, 5c¢. ‘ v

-D4u ciia cd quan, td chidc sao vin bdn dudc trinh bay tai 6
$0 6.

- Ndi nhan tai 6 56 7.
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T4t c4 cdc ban sao phai duoc thi thuc méi c6 gid tri phdp 1y va
hiéu Iyc thi hanh, néu khong n6 chi c¢6 gid tri nhu tai liéu tham
khdo. C6 thé thi thyc ban sao biing hai hinh thic :

- Sit dung dau phdp nhdn ciia co quan, t8 chifc dé thi thuc
nhdm muc dich x4c nhan tinh chén thyc va chinh xdc cda ban
sao. Ban sao dugc thi thyc theo hinh thitc nay dang dung trong
ndi bd cd quan hay mét nganh. , _

- Chitng thyc ban sao tai cdc Phong Cong chiing nha nudc, céc
Vian phong UBND cidc c¢dp. Céc ¢d quan nay c¢6 chifc nang thi
thuc mot s6 loai van ban theo quy dinh ciia phép luat.

8.3.6.2.Ky thudt trmh bay cdc thanh phan the thiic
bdn sao

Cédc thanh ph§n th€ thic badn sao dugc trinh bay trén
cing mot trang gidy, ngay sau phin cudi cing clia vin ban
dugc sao, dudi mdi dudng ké nét lién, kéo da1 hét chiéu ngang
cla vung trinh bay vin ban.

8.3.6.3.S0 do b6 tri cdc thanh phin thé thu’c va mau
bdn sao vdn bdn c6 Phy luc III, Thong tv lién tich s6: |
55/2005/TTLT-BNV-VPCP
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v Phu luc III
- SODO BO TR CAC THANH PHAN THE THUC BAN SAO VAN BAN
' (Trén mot trang gidy khd A4: 210 mm x 297 mm)

'(Kem theo Thong tu lién tich s8 55/2005/TTLT- BNV-VPCP ngay
06 thang 5 nam 2005 clia Bd Noi vu va Van phong Chinh phl)

1
20-25}'111 l

Ghi chi:

O0sd : Thanh phan thé thie ban sao
1 : Hinh thdc sao: Osao y ban chinhO, Eltrlch

saol hodc Osao lucO
2 Tén co quan, t§ chic sao vin bdn .
3 S8, ky hiéu ban sao
. 4 : Dia danh va ngay, thing, ndm sao
. ba, 5b, 5¢ : Chu’c vu, ho tén va chit ky cia ngu’in ¢6 thdm quyén
' 6 ~ : Dau cia co quan, t§ chic
7 Noi nhan
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84VAN PHONG NGON NGU HANH CHINH
CONG VU

8. 4 1.Khai niém:

- Vin phong ngon ng hanh chinh cong vu l1a khuon
miu thich hgp a& xay dyng I6p viin ban, trong d6 thé hién
- vai cla ngudi tham.gia giao ti€p trong linh vie hanh chinh

cong vu. _
Vi du: vai cia nha quén _tri, ngu’b’i 1am don, ngu’éii xin thi thue,
ngudi lam bi€n ban, ngudi ky hop d(“Srig .Tat c4 nhing ai tham
~gia vao gudng may t3 chic, quan 1y, di€u hanh cdc mit cla
: ddl séng x4 hoi.

8.4.2.Chiic niing
- Chitc 'nﬁng' thong: tin;
- Chuc nidng phép ly;
- Chic nang quanly; -
- Chic ning vin hod, x4 hoi;
- ChlIC nang khac nhu giao tlep, thong ké...
- 84. 3 Tlnh chat -
- Tinh chinh xdc, mlnh bach
- Tinh nghiém tdc, khach quan;
- Tinh khudn miu. -
8.4.4.Dic diém
- Cééh st dung tit ngi;
- Cichding cau; _
- Phu'dng phép luan dién g1a1 hoac quy nap
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8.4.5.Nhifng yéu cau vé hanh viin
Thuc hién theo nguyén tic “5 C™

RO rang( Clear);

Ngin gon( Consise);

Xéac dang( Crrect); -

Hoan chinh (Complete);

- Lich su (Courteous);
Nhu vdy ngudi viét cin cdn trong, lva chon tif ngi, giong diéu
can thi€t, phi hdp, tranh sit dung nhitng tif ngit ma chinh ban
thdn minh khon s& phdn dng nhu th€ nio tridc nhitng 15i 18
dugc doc. :

@. NHUNGYEU CAU VE NGON NGU PHAP LY
- Ngén gon;

Khéng binh luén;

Khong miéu t3, gidi thich;

Khong lap lai;
Khong dan chiing lich st;

Khong chiic tung, chia sé;

Khong lam dung chit viét tét.

8.5. KY THUAT SOAN THAO VAN BAN
8.5.1. Nguyén tdc soan thdo vin ban
Cé 5 nguyén tic:
-Nbi dung vin ban phai hdp hién , hop phdp;
-Vin ban phdi dlrc_ic‘soaln thdo dung thé thic;
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-Vin ban phdi dugc soan thdo ding thim quyén quy
dinh;

-Van ban phdi ddm bdo tinh kha thi;

-Vén bdn phdi dugc trinh bay bing phong cich ngén
ngit hanh chinh c6ng vu.

(1). Noi dung vin ban phai hgp hi€n , hgp phép

Véan bdn quy pham phédp luit dugc ban hinh phai c¢6
ndi dung phit hgp véi Hi€n phép va Luat phdp hién hanh.

Vin bdn clia cd quan nha nuéc cdp dusi ban hanh phai
phit hgp va khong trdi v6i quy dinh trong vin ban clia cdc ¢
quan nha nuéc cap trén.

Cdc van ban quy pham phdp luat trai v6i Hién phdp,
trdi v6i cdc vdn bdn Ludt va cdc vin ban cda cd quan nha nudc
cdp trén phdi dudc cd quan nha nudc c6 thim quyén bii b3,
dinh chi viéc thi hanh.

(2). Viin ban phai dugc soan thio ding thé thiic

- Vin bdn phdi ddm bdo ding thé thic nha nuéc quy
dinh, néu vin ban khong diing thé thic, vin ban s& khong cé
gid tri phap ly.-

Ciing phdi lwu y dén thé thic trinh bay ciia tirng loai
vin bdn nhat dinh vi mdi loai vin ban cu thé c6 hinh thic miu
quy dinh.

(3). Vin bin phai dugc soan thdo ding thdm quyén quy
dinh :

B3i v6i vin ban quy pham phap ludt, thin quyén saon
thdo va ban hanh cia cdc cd quan quén Iy nha nudc da dugc
phan dinh rd nhdm tranh viéc chdng chéo hay bd sét linh vire
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cin quan 137 va chifc ning cla tiing ¢o quan (Ludt ban,hz‘l_nh
vin ban quy pham phdp luit nim 1997, stra di nim 2002)

D6i vé6i vin ban hanh chinh théng thu’dng, céc co quan, '
doanh nghiép déu c6 thé ban hanh d€ phuc vu cho céng viéc

quan ly, diéu hanhv giao dich,...Can Iuu ¥ 13 mot co quan,
doanh nghiép khc“mg th€ soan thio va ban hanh mét vin ban

vugt qud thim quyén hodc khong dung chifc ndng clia cd quan

da dudc phap luat quy dinh.
(4) Van ban phai ddm bao tinh kha thi

Neu 1a van ban phdp luat thi phai phit hgp vdi noi dung
va van dé ma linh vuc vin ban d6 diéu chinh. = _
Mot vin ban chi dé cip dén nhitng van dé c6 lién quan
v6i nhau, con nhiing van dé khéc phai dugc soan thdo va trinh
bay & mdt van ban khic. »
(5). Vin ban phai dugc trinh bay biing phong cdch ngén
ngit hanh chinh céng vu |

~Daéy la phong céch ngon ngt dung trong Iinh vuc luit
-phdp va qudn ly nha nudc. Khi soan thdo vin bdn hanh chinh
n6i chung cin ddm bdo cédc yéu ciu cda phong cdch nay mdi
tao ra cdc vin ban hanh chinh hoan chinh.

8.5.2.Quy trinh soan thao viin ban hanh chinh
Quy trinh soan thio vin ban chinh gbm cé 5 bude:

- Buéc chudn bi;

Bude lam dan bai va dé cuong;

‘Budc viét thanh van

Budc duyét va ky van ban

Budc hoan chinh, ban hanh va trién khai vin ban.
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Buéc 1 : Buéc chuin bj
- Xdc dinh muc dich ciia vin ban: Khi dy dinh ban hanh mot
vin ban, can xdc dinh 16 vin ban ban- hanh can g1a1 quyet vin
dé gi. :
- Xdc dinh ndi dung va tén loai vin ban: Xéc. dinh van & cin
trinh bay, tir d6 xdc dinh bi€u miu trinh bay clia vin ban cin
soan thao. _'
- Xd4c dinh dugc d6i tugng nhin vin ban: Xac dinh dugc do1 :
tugng ma van ban sé tic dong dén
- Thu thap va x@ 1y thong tin: TAp hop thong tin, cin phai hra
chon-nhitng théng tin can thiét va chinh x4c; loai bd nhitng
thong tin khong cdn thiét, tring lap hodc ¢ d6 tin cdy thip.-
Buéc 2 : Budce lam dan bai va dé cuong

Duya trén cd s nhitng thong tin da thu thap dugc va
muyc dich clia vin bdn, ngudi soan thdo vin ban cin lya chon
cdc thong tin dé dua vao tiing phan trong céu tric clia mau van,
ban da Iva chon. Can chii y sdp x&p cédc thdng tin bang hmh'
thic t6m tdt nhitng ¥ chinh d€ tao thanh dé cuong. o

Budc 3 : Budc viét thanh vin -
Dua trén dé cuong theo miu, ngudi soan théo s& tién
hanh viét thanh vin tiing phan tf trinh bay tif thé thu’c dén ndi
dung vin ban.
- Vin bén hinh thanh & giai doan nay goi 1a ban tho.
Budc 4: Budc duyét va ky.vanban .
Khi vin bdn hoan chinh, ngudi soan thdo phai trinh vbéy
lai thanh bdn sach s& d€ trinh duyét. Bn thdo dugc duyét goi
12 ban gdc. Ban gdc 12 co s phdp 1y d€ hinh thanh ban chinh:
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Khi duyét ban thdo thd trudng hoic ngudi duge thi trudng uy
quyén sé& duyét cdc van dé sau:

- Thim quyén ban hanh;

- Thé thic cda vin ban;

- N&i dung vén bén.
Trong van bdn dugc duyét, ngudi duyét phai ghi ¥ kién 4 ndi
dung: duyét, s6 nhan ban d€ ban hanh, ngay duyét, chi ky
ngudi duyét. Vi tri ghi & phia 1€ trdi, dudi s& va ky hiéu cia
vin bén.
BudcS: BuGe hoan chinh, ban hanh va tri€n khai viin ban.

Céc cbng viéc § giai doan nay do nhin vién vin thu
thyc hién, ngudi soan thdo c6 thé phdi hgp d€ hoan thanh quy
trinh.
-Tir bdn gdc da duyét, hinh thanh ban trinh ky. Ban trinh ky
phdi tuyét doi trung thanh vdi bdn gbc. Tritde khi trinh ky phai
ki€m tra k§ vin ban vé thé thitc, vé ndi dung, vé 16i dién
dat(18i chinh t3, 16i ngit phap).
-Trinh bay vin ban cho trudng phong hodc thii trudng truc tiép
ki€ém tra va ky tit vé phia bén phai thanh phan thé thic ky
ctia ban trinh ky.
-Nhén bén, ban trinh ky.
-Trinh thi trudng hodc ngudi dugc thl trudng uy quyén ky
chinh thuc.
-Dong ddu Ién chit ky, ding ky vao sd cong vin di, ghi o, ky
hiéu va ngay, thdng, nim ban hanh vin bén.
-Chuyén vin bdn dén cdc cd nhan va phong ban c6 lién quan
trong ndi by va bén ngoai cd quan, doanh nghiép.
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-Sau khi van ban d4 dudgc trién khai, cin c¢6 k& hoach theo dGi
viéc 6 chic thuc hién clia cdc bo phan d€ kip thdi diéu chinh
cho phit hgp véi thyc t€, rit kinh nghiém trong viéc ban hanh
vin bidn mdi. |

8.6. SOAN THAO MOT SO LOAI VAN BAN
HANH CHINH THONG DUNG
8.6.1. Soan thio quyé&t dinh
8.6.1.1. Khdi nig¢m vé quyét dinh
- Quyé&t dinh 1a loai hinh viin ban diang d€ quy dinh

hay dinh ra ch& d9, chinh sach (quyét dinh quy pham phdp
luit) hoac 4p dung ch& dj chinh sich mét 1dn cho mot doi
tugng cu thé (quyé&t dinh hanh chinh ca biét).
8.6.1.2. Phan loai
C6 2 loat: :

- Quyét dinh quy pham phdp luat;

- Quyét dinh hanh chinh c4 biét.
a. Quyét dinh quy pham phap luat: _

La quyét dinh ban hanh nhitng quy dinh vé chi truong,
thé 1&, nhiém vy, quyén han 3 chitc bd m4y.
b. Quyét dinh hanh chinh c4 biét:

La quyét dinh ban hanh quy dinh vé 8 chifc va diéu
chinh hoat ddng clia cd quan, don vi trong viée chdp hanh luit.
Thudng dugc cd quan ban hanh trong cdc trudng hdp sau :

- Quyét dinh ban hanh cdc ch& do chinh sich trong cd quan,
don vi nhu ban hanh ché d6 cOng tac, ndi quy hoat dong,...
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’Quyé’t dinh vé cong téc t3 chiic nhan s, lao dong tién luong
bao gdm cédc quyét dinh ti€p nhan .tang luong, ky ludt cho th01
. viéc, b8 nhiém, diéu dong can- bd, nhan vién .. :

- Quyét dmh o v1ec thuc h1en cdc quy dinh trong quan ly sdn
xudt, kinh doanh,quan 1y tai sdn nhu thanh 1y, klem ké, cap
phat vat tu’ tai sdn... : :

8.6.1.3. Tham quyén ban hanh quyet dmh

- boi véi quyet dinh quy pham phap luat, tham quyen dudgc -
quy dinh cu thé trong Luit ban hanh vdn bin quy pham phép

luat nam 1996, stra dm nam 2002
- Dboi vo’1 quyet dmh ap dung quy pham phap luat tham quyén
ban hanh cin cu’ ur cach phap nhan cua cd quan doanh
nghiép.
8.6.1.4. Noi dung clia quyet dmh
Noi dung ctia quyét dmh ¢6 2 phan:
- Phan cac cdn cu ban hanh quyet dinh; =
- Phén n6i dung diéu chmh _ ‘
@. Phan cdc ciin cif ban. hanh quyét dinh :
GOm cin ci phap ly va.can c thu'c t€.
-Cén ci phap ly ' '
Dung dé ban hanh quyet dmh gom can cu’ tham quyen va can
cu ap dung : -

'+ Céan ctt tham quyen Can pha1 dua vao trong quyét
dinh nhu 1amot nguyén tic dé chu‘ng minh cho quyen chi thé
phdp nhan dugc ban hanh van ban nhim diéu chinh cdc moi
quan hé trong pham vi chu’c ning va quyen han-cida minh. Cin

cif thim quyen du’dc néu du’dl hinh thitc quyet dmh thanh l4p -

co quan, doanh nghlep
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+ Cén cff 4p dung: La phin néu cd sd phdp ly s& st
dung trong nodi dung diéu chinh. Mot quyét dinh néu trdi phap
luat s& khong c6 gid tri phdp 1¥.Vi thé, trong phan cin cif 4p
. dung clia quyét dinh phdi néu cdc vin ban quy-pham phép luit
vé ch& dd, chinh sdch c¢6 lién quan dén nodi dung diéu chinh
clia quyét dinh nhu cdc loai vdn bén Luat( Phéap 1€nh, Nghi
dinh ctia'Chinh phi), thong tw huéng din vé
quyét dinh ban hanh hodc quyét dinh ch€ do chinh sich cda
" ¢d quan cap bd, cdc vin ban khdc cla cdc ¢d quan qudn 1§ nha

nudc & cap dia phuong v€ nhitng van dé ¢6 lién quan.
- Ciin ctf thyc t& | -

La nhing didu kién hay tinh hinh thuc tin 1am cg s&
dé ban _hénh’quyét__‘dinh.Phﬁn nay thudng néu cdc vin ban nhu:
Cong vin, t3 trinh, dy 4n..clia cdc don vi true thude c6 lién
quan dén ndi dung diéu chinh céia quyét dinh. Ciing c6 thé
théng qua viéc xem xét tinh hinh thyc t€ (vé d6i tugng, nhu
cdu va tinh hinh hoat dbéng cia doanh nghiép) cé lién quan

~dén d6i tugng va hanh vi diéu chinh. Ddi khi quyét dinh ciing
¢6 thé da vao nhifing ¢ & thuc t& 6 tinh chat chung chung
dé 1am cén ot thyc t& (nhu cin ct ning luc, phdm chit clia cdn
bd, va nhu ciu cdng tdc cla co quan, doanh nghiép).
Luu §: M5i cin c phdp 1y va thuc t€ ¢6 thé din nhiu vin
'ban lién quan. Khi vién din, mdi vin bdn dugc trinh bay biang
- déu gach dau dong
@. Phan néi dung diéu chmh

Soan thanh cédc diéu khodn khdc nhau thé hién céc
ménh 1énh va cdc yéu ciu cla cd quan, doanh nghiép. S8
lugng céc diéu phu thudc vao ndi-dung va ddi tuong diéu
chinh. Tuy nhién m&i quyét dinh phii c6 it nhat 2 didu: mot
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di€u trinh bay ndi dung didu chinh va mét didu néu didu
khodn thi hanh. ,

Cdc diéu clia quyét dinh dugc trinh bay ngin, gon, cd
dong va sip x&p theo trinh ty logic nhat dinh, cu thé nhu sau:
Diéu 1. Phai néu bon ndi dung: |

- Hanhvi diéu chinh; ;
DGi tuong duge diéu chinh; |
- Miic d6 didu chinh;
Thoi gian diéu chinh.

Vi du:

Piéu 1. Nay ting luong/b3 nhiém cho dng/ba..eeeeo....
Tir..dén...k& tix NZAY..thANG. NAML..oocoeeeeeeesee e
Piéu 2. Néu nhitng van dé keém theo khi thuc hién diéu chinh.
Piéu 3. Néu diéu khoan thi hanh. Cu thé cin x4c dinh 16 cic
ddi tugng tric ti€p hodc lién quan ¢4 trdch nhiém thi hanh
quy€t dnh bing cdch liét ké chic danh clia cdc d6i tuong do.
Vi du:

Piéu 3. C4c 6ng/ba..(trudng phong hay trudng don vi dé nghi,
trudng cdc phong ban cé lién quan va ddi tugng duce diéu
~chinh) chiu trach nhiém thi hanh quyét dinh nay.

Vi dul: Mau Quyét dinh chung
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TEN COQUAN CHUQUAN  CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Péclap - Ty do - Hanh phiic

S il QP-...(1).... Dia danh, ngay ... thdang... nim...

QUYET PINH

Vé viée )

| THAM QUYEN BAN HANH (1)
S @71 1 13 ORI ( 5 TSROSO ON:

-Theo @& nghi ChA.....wrcremecemeerces
QUYET PINH:

153031 5 ORS¢} W
PitU 2

Piéu 3. Cdc........chiu trach nhiémthi hanh quy€t dinh nay.

Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
i (chi ky tén, dau)
-Luu: VT. Nguyén Vin A

.Ghi cha:

(1). Chit viét tén cd quan ban hanh quyét dinh.
(2). Trich y&u noi dung quyét dinh.

(3). Ciin cif trirc ti€p d€ ban hanh quyét dinh.
(4).N5i dung clia quyét dinh.
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~Vidu 2: Mau Quyet dinh thanh lap co quan, doanh- .
‘nghlep ‘

TENCO QUAN CHUQUAN - . 'CONG HOA XA HOI CHU NGHIAVIET NAM

' TEN CG‘QUAN R " Pjclap~ Ty do - Hanh phiic
86 1t QD- (1) ..... _ . Pia danh, ngay ... théng... nim...
QUYETPINH o |

V& vigc thinh 1ap co quan, doanh nghiép

o THAM QUYEN BAN HANH
 - Can cu’ Quy€t dinh s6./.ngay.. thing..ndm..cla..vé viéc thinh lap cd'
quan, to chic;
Cin cf .{vdn -bin  huéng dan clia c¢o quan c6 thim quyén)
$6.. ngay thang nam... - » Y |
.—Can cu’Td trinh s3..clia.. ngay thang nam...

- Xet theo de nghl cla...

QUYET PINH:
Diéu 1. Nay thanh 14p....tryc thudc...,tif ngay...thAng..n4Mm. e

Dleu 2. Chu’c ning nhxem vu cia.

Dleu 3.Cd cautd chu’c Vi nhan st.....

. Piéu 4. Cic Ong/BaTru’dng phong T& chitc cdn b, Trudng cdc phong ban

c6 lién quan va., chlu trach nhiém thi hanh quyet dmh nay

Noi nhén: . - | QUYEN HAN, CHUC VU CUA NGUUI KY

- - SRR (chﬂky,dau)
~Luwa:VT., - AR | ; .Nguyé'nv'inA
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Vi du 3: MAu Quyét dinh tuyén dung

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN.CO QUAN 'Poclap - Ty do ~ Hanh phiic
86 2o/ QD-..(1)... DPia danh, ngay .. thing...nam...
QUYET DPINH

Vé viéc tuyén dung va phan cong cong tac

GL&M POC CONG TY.........

- Cédn cu’quyet dmh s0../..ngay.. thang nam.. cua vé& viéc thinh ldp doanh

- nghiép;

- Cin cf vin ban s6./.ngay.. thang nam..clia... vé& viéc quy dmh phan
cong, phéin cdp vé quan 1y cdn bd; :

- Xét yéu cdu cong tic va kha ning cdn bd nhan vién;

- Xét dé nghi cia 6ng Trudng phong T4 chic cdn b,

QUYET PINH:

Piéu 1. Tuyén dung Ong/Ba sinh ngay..thdng..nam... que quan ve cong

' téc tai.. 'ké it ngay..thdng..nim...

Diéu 2. Ong/Ba dugc hudng ..% mic lu’Gng khdl dlem clia ngach.ma
$0..hé sb... va cic khodn phu cip thieo quy dinh cda phdp luat hién hanh.

Dleu 3. Céc Ong/BaTrudng phong T$ chic cdn b, Tru’dng phong K& toan
tai va, Trudng don vi (hodc bd phin ndi cdn bb nhin vién dang cong tac)
va Ong/Ba...chiu trach nhiém thi hanh quyét dmh nay

. Noi nhén: QUYEN HAN, CHUC VU CUA NGUGI KY
————. ' : (chﬁ' ky, dau)
-Luu: VT. : ' .. NguyénvinA
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Vi du 4: MAu Quyét dinh vé vige ning bic luong
cho can b cong nhan vién

TEN CG QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CG QUAN Péc lip - Ty do - Hanh phic
S s QP-...(1)..c.. Dia danh, ngay ... thdng... ndm...
QUYET PINH

Vé viéc nang bic luong cho cdn by CNV

GIAM POC CONG TY.......
-Cin cu’quyét dinh 56../...nge‘ly...théng...nz'tm...cﬁa.“vé\ viéc thanh l4p doanh
nghi€p; ,
-Cin ct quyét dinh s6./.ngdy..thing.nam..cla.. vé viéc quy dinh phin
cong, phan cp cin bd cdng nhin vién, '
-Cin cif vin bdn s6../.ngay..thing..ndm...cta...vé viéc ning lwong;
-Xét yéu cdu cong tdc va ning lyc ciia cdn bd cong nhan vién:

-Xét d& nghi ciia Hoi ddng xét luong,

QUYET PINH:
Piéul.Nay ning -bic lwong ds8i véi Ong/Ba.cin bd (nhin "vién)
phong..duge hudng mic wong méi [a..........co.vioeen et
Piéu2. Luong méi ctta Ong/Ba..dugc hudng ké ‘tx ngay..thing. .nim..va
day 1a muc luong thdi gian lam co s& d€ xét luong 1an sau.
Piéu3. Cic Ong Chdnh vin phong (Truéng phong Hanh chinh), Trudng
phong T8 chic cdn bd, Trudng phong K& todn tai vy va Ong/Ba..chiu trach
nhiém thi hanh quyé&t dinh nay.

Noi nhdn: /' QUYEN HAN,CHUC VU CUA NGUOI KY
_— ~ (chif ky, dau)
-Luu: VT, i Nguyén viin A



Vi du 5: Mau Quyet dinh xi& ly ky luat can bo '
nhan vién

TEN CG QUAN CHU QUAN " CONG HOA XA HOI CHU NGHIAVIET NAM |
TENCOQUAN ’ Poc lap - Tyf do - Hanh phiic
S0 i QP- (D). .. . DPiadanh, ngay ... thing... hdm...
QUYET DINH

Vé viée xit 1§ ky ludt can bé nhan vién

. GIAM DOC CONG TY ......... R
- Can cu”quyet dmh $5.1. noay th:;mt7 nim..clha..vé viéc “thanh lap doanh '
nghlep _ ]

-Cin cu’ (van ban quy dmh cla cg quan c6 thim quvcn) vé x1r ly ky luat
va trach nhiém vit chit d01 vdi cong chlrc( hoac nvu’dx lao dong)

- Xét tinh chat va mu’c \ do vi pham ciia - -Ong/Ba..vé

viéc

- Xét d& nghi cfia 6ng Trudng phong T6 chiic cin b,

 QUYET PINH:

Piéu 1. Nay thi hanh ky luit Ong/Ba . gitt trach nhlem bang hinh terc k&
i ngay...thdng..ndm... '

Piéu 2. Cic Ong/BaTru’dna phong T4 chic cdn bd, Trudng cic phonq ban
c6 lién quan vaOng/Ba.. chlu trach nhiém thi hanh quyet dinh nay

Noi nhdn: QUYEN HAN CHUC VU CUA NGUGI KY

s U R I © (ch@ ky, dau)
-Luw:VT. LT Nguyén vin A




Vi du 6: Mau Quyét dinh vé vigc cho cin bd cong
nhin vién thoi viéc

TEN CO'QUAN CHU QUAN. . CONG HOA XA HOI CHU NGHIAVIET NAM
TEN COQUAN - , - Dde 1ap - Ty do — Hanh phic
S6 :..o.d QP-.....(1)..... - Diadanh, ngay ... thdng... nim...
A )
QUYET PINH

V& viéc cho cdn bg ¢dng nhan vién thoi vice

GIAM POC CONG TY..,_.,,-..
- Ciin ' quyét dmh so.../...nzay thing. nidm..cla..vé viéc lhanh 1ap doanh
nghiép:; z : ' : '
- Cin ctf vin ban vé viéc quy dinh phan cong. phdn cap vé quan ly can bo
- Xét don xin nghl v1ec clia Ong/Ba .cdn bd cong nhan vién ddn Vi,
- Xét qud trinh tham gia cong tdc 1 ngdy thing.nim..;
- Xét dé nghj cia ong Trudng phong T8 chifc cdn bd. -

 QUYETPINH: . _

Piéu 1. Nay gidi quyét cho Ong/Ba..cdn bd cdng nhin vién thude don
vi..dugce thdi viéc k€ tir ngay.. thdng.nam..... -

Piéu 2. Ong/Ba..duoc’ hudng trg cdp thoi viée la.thing hiong v cdc khodn
phu cip, trg cap(néu ¢6) theo ch& dd hién hanh. . v
Piéu 3. Cic Ong/BaTrudng phong T§ chitc cdn bo, Tru’(”ing phong K& todn
Tai vu,Trudng don vithodc bo phin ndi cdn bd nhin vién dang cong tic) va
Ong/Ba..chiu trach nhiém thi hanh quyét dinh nay.

Noi :ilu_in.- - QUYEN HAN,CHU€ VU CUA NGUOI KY
S : . (chir ky, daw)
-Luu VT. - Nguyén viin A



8.6.2. Soan thdocong vin
8.6.2.1.Khdi niém cong vin
Cong vin la hinh thidc vin ban khong ¢6 tén loai cu
thé. La mdt loai vin bin hanh chinh dugc dung pho bién trong
cdc ¢d quan, doanh nghiép. Cong vin.1a phuong tién giao tlep
chinh thifc cia cdc cd quan, doanh nghiép, giita cic cd quan,
doanh nghiép véi cong dan Cong vdn ¢6 ndi dung bao qudt -
rong rii, bao gdm tat c3 cdc van dé hoat ddng thu’dng xuyen
 cda céc cd quan, doanh ngh1ep I
Noi dung céng van khong chita ‘dung quy pham phap
luat va nhitng quyét dinh phdp lujt.
'8.6.2.2.Cdc logi cong vin hanh chinh
Cin ¢ vao ndi dung cOng vén du‘dc ch1a thanh
- Cong vdn moi hop; ' .
- Cong van chat Van yeu ciu, kién ngh1 dé nghl
- Cong van trd 1Gi (phuc dap); '
- Cong vdn hudng dan
.- Céng vén gidi thich; -
- Cong van don doc; nhac nhd
- Cong van chi dao
- Coéng vin cdm an,.

8. 6 2.3. Bac dlem clia cong van hanh chmh ,

- Chu th€ ban hanh c6ng vin. 1a co. quan nha nude, cdc to chdc

doanh nghlep c6 phdp nhin, cdn. bo cong chu’c nha nu’dc co

tham quyen Do

- Cong vian hanh chmh pha1 tuan thu cdc quy dmh ve the thu’c .
nodi dung do nha niféc quy dinh. - :

- Cong van hanh chinh phai the hién dic trung cla- van phong
hanh chinh cong vu. oo
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- Cong vin cin viét ngdn, gon, 15 rang: M&i cong.vin thudng

chi néu mot van dé dé tao dleu klen cho viéc nghlen cu’u g1a1

quyet , :

8.6.2. 4 Noi dung ciia cong vdn hanh chmh

Thong thu’o’ng noi dung cong van c6 ba phan chinh -

- Phan mo‘ dau » ,
) Neu 15 1y do muc dxch clia v1ec ban hanh cong van

- Phén ndi dung :

- Pugc dién dat bang van xu01 vdl muc dlch thong bao
truyen tin.. Tuy theo van dé cong vin dé cip dén ma_ngudi
soan thio c6 thé viét. thanh mot doan van hay mét cau dai.
Néu ¢6 nhiéu vin aé can pha1 trao déi hoac trd ldl ngu‘dl s0an
thdo c6 thé trinh bay noi dung bang hé thong dé muc(danh sO
Arap 1,2,3..) o
-Phanketthuc'::' T & N

Trong nhiéu tru’(‘ing hop keét thic chi mang tinh hinh
thitc, nhung cling rat cin thi€t. Néu 1a cOng van mdl hop, phan
két thic thong thudng 1a: “Pé- nghl den du hop. day dad, ding
i dé budi hop thu nhleu két qui... Trong mot s6 cong viin
khdc, phan két thic thudng 1a 18i chio trdn trong hoac néu yéu
ciu néu c4 nhan, cd quan, to chuc nhan duoc van bén. Trong
phan ket thiic'cong vin, ngudi soan thio cin dic blet hru 'y
dén’ quan hé vai'ca cdc bén glao ti€p bing’ van ban: gii cho
co quan cap trén, gii’ cho céc ‘co quan ngang- hang hoac gu’1
cho cap du’dl de Iyra chon vin phong phu hdp :

8.6. 2 5 Ky thuat soan thao mot so cong vin.
8.6.2.5.1.Cong vin moi hop:

N6i dung cdng vin mdi hop c6 ba phz“in:
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_Phﬁirn%&dau—Neu ro ly -do, muc dich clia cudc ‘hop, hoi nghi.

- Phan n01 ‘dung: Néu ndi dung chinh cia-cudc hop, hoi ngh1
N Neu thanh phan tham du, thoi gian, dia diém.

=

. ->PhAn két thic: Ldi yéu cdu, dé nghi cdc dai biéu dén du’ ding

gid, ding thanh phdn hodc 15 mong doi sy c6 mat ca dai
biéu. S

Vidu: Miu soan thao cong viin moi hop

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM

TEN CG QUAN " Péclap- Ty do- Hanh phic
S8 teed 1., Dia danh, ngay ... thing... nam...
Viv.... . 2 g B .
Kinh gii:
Thira lénhl Gidm ddc cong ty kinh gii Ong/Ba.........tham d¢ cud¢ hop
vé: .

Thoi gian: Ti... gid...ngdy...thdng...nam

Pia diém:
Pé nghi

Yéu cdu dén hop diing thianh phin dugc mdi.

Néu khong tham dy duge dé nghi Onz/Ba bdo tru’dc .gid, ngay...thing..nim....
theo dia chi - '

Xin chidn thanh cdm on.

Noi nhén: ' a QUYEN HAN CHUC VU CUA NGUUI KY"
LN o (chit ky, dau) - -

-Lua VT. . Nguyén vin A

Ghi chi:

(1)V|et tat tén co quan ban hanh va ban
(2)Trich y€u ndi dung van ban.
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8.6.2.5.2.Cong vin chdt van, yéu cdu, kién nghi, dé nghi
Noi dung codng vin chit van, yéu cau kién nghi, dé nghi cé ba
phan: ‘

-Phan mé ddu Néu rd ly do muyc dich cia viéc chat van; yéu
- cdu, kién nghi, dé nghi. ’

-Phan ndi dung Néu thyc trang tinh hinh dan dén viéc phal dé
xudt, chat vén, yeu cau, ki€n ngh1 de nghi.Néu rd ndi dung cu
the va thdi han can du‘dc xem xet g1a1 quyet van dé.

-Phan két thiic: ‘Néu su mong méi du’dc quan tim glal quyet va
I5icdmon. '

Vi du: MAu soan thio céng viin dé nghi, kié€n nghi -

TEN CO QUAN CHU QUAN - - -CONG HOA XA -HOI CHU NGHIAVIET NAM

) TEN CO QUAN.. G D()cl{;p—.TlIdo-.Hanh phiic
So :..-.;./..-‘..‘(‘1) ......... ' . DBiadanh, ug;“zy'... 'thdug... !“.i’"-.--
/5 2SS ¢ Yo = ' -

(6111 I E— (R ) .
thm o diéukién thuan 10i cho chiing t6i tlong viéc...(4).....
Hién nay... (5)
Pé g1a1 quyet van de néu trén ... (6)..... du kié’n...(7);,.yé dé -

Vay..(6)..kinh dé nghi..(3)..xem xét va quan tdm gidi quyét ,
giip d3. N&u c6 khé khiin dé nghi quy cd quan cho chung £61
biét kip thdi.
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Xin chin thénh»cz’tmcm‘;

Noi nhén: QUYEN HAN, CHU(, VU CUA N(rUO[ KY
reeee R . (chﬁ' ky, dau) '
-Luu VT. -~ -~ - Nguyénvin A

Ghi chu:

(1)Viét tat tén cd quan,
(2)Trich yéu ndi dung.
(3)Tén co quan dugc dé nghi.
(4)Ly do dé nghi, yéu cau.
{5)Néu thyc trang clia vdn dé can dé nghi, yéu cau. Can viét 15 rang, cé '
chiing cu, luan giai nh&m tao tink thuét phuc cao. -
(6)Tén ca quan dé nghi; yéu cau.

(7)Ke hoach dinh thyc hién., :

(8)N6i dung cac dé nghi, yéu cdu cu'thé.

8.6.2.5.3.Cong vin trd loi(cong vdin phtic dép): )
NGi dung cdng vin tra ldl(cong vin phic dip) gdm ¢6 bd :
phan: ‘ :
-Phin mé dau: ghi ro tra 161 theo cong vin, s0, ky hiéu, ngay
thang, ndm, cia ai, vé van dé gl

--Phan ndi dung' Néu nhitng cu trd 15 tryc ti€p ting van dé
dugc yéu ciu. Néu phan nao hodc vin de nao chua trd 1di
dugc phai giai thich r& ly do vi sao. ‘

-Phan két thic: Thé hién su quan tam cua nou'dl tra ldl doi vdi
ngudi héi (mang tinh x& gxao)

231




Vi du: Mau soan thio ééng viin tra 18i(phic ddp) -

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM

TEN CO QUAN - - v - DPdclap - Ty do - Hanh phiic
(ST S N ¢ ) Y [ ) — , ngay ... thdng... nim...
Viv..... (23 I—

Kinh gii: 4)

" Tra 10i(hodc phiic ddp) cong vin s6..ngay...cla..(4). o
V& VD dé......(5)rmecrnrnn €O Y ki€ nE s0

o N,

Trén day 1a ¥ ki€n tra.13i chinh thic clia ching i vé cong vin

's6..ctia Quy cd quan. Néu ¢6 van dé gi chua rd dé nghi Quy co
quan vui 1ong bdo cho chung t61 dugc ro- bang van ban, chung
t6i s& ¢6 bién phdp gidi quyét kip thdi.- |

Xin chén thanh cam dn

Noi nhdn: . QUYFN HAN CHUC VU CUA NGU'GI KY

. (chi¥ ky, ddu)
“-Luu VT. - b."Nguyén vin A :
Ghi ch:

(1) Viét tat tén cd quan. -

(2) Trich y&u ndi dung.

(3) bia danh. .

(4) Tén co quan t6 ChUC ca nhan duoc phuc dap
. (6) Noi dung phuc dap. :
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8.6.2.5.4.Cong van don dbc, nhdc nhé

Nbi dung cong vin don ddc, nhic-nhd c6 ba phan::

-Phian md dau: Nhic lai mot chd-truong, mot chinh-sdch, mot
k& hoach, mot quyét dinh, mdt van bdn da du’dc chi dao dé
v'thufchlen s IR ‘
-Phan ndi dung: Tém tit tinh hinh thyc hién, dé ra bién phép .
ti€p tuc thuc hién, nhitng mit con tdn tai, giao trach nhiém.cho |
co quan don vi cap dudi- tlep tuc to chifc thyc hién va néu thdi
gian thyc hién. : : '

-Phin két thic: Yéu cAu'co quan, don vi cip du’dl khin tru‘dng
khai va bdo cdo két qua cho ban chi dao kiém tra.

Vi du: M4u soan thao céng viin dén déc, nhic nhé

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CG QUAN | DPoc lap - Tt do — Hanh phiic
T S A § W B T F— ), ngay ... thdng... ndm... .
A ) I
Kinh gﬁ’i‘ i (4).

Thuc hién chi truong cia... (5) ..... va chi th1 cua..:.-...(6)...‘
VE ViBCunry o N...... da trién khdl mdt'sd. cong tdc. nhu’ sau;

s (8 e e
Tuy nhién k&t qua dat dugc so véi tién do va yéu cau dit ra
CONTAL ChAM. PG 12 d0.(D).rmeioiis i it e eesivess o
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-Trudc tinh hinh dé, dé hoan thanh k& hoach dat ra,..(7)..nhic

nhd cdc..(4)..can tap trung lam mot s cong viée nhu sau:
+(10)....

Tu’ nay trédi, ..(4). dmh ky vao . ngay.. hang thdng bao cao tmh

hinh thuc hién k€& hoach vé..( 11)...Cdc..(4)..can khin tru’dng '

trién khai thuc hién cdc nhiém vu da duge giao.

Trong qud trinh thyc hién néu cé khé khin, dé nghi phﬁn zinh
kip thdi, truc ti€p cho..(7)..d€ c6 hudng chi dao va giai quyét .
Noi nhgn: QUYEN HAN,CHUC VU CUA NGUOTKY

- (chit ky, dau)”
Luu VT, Nguyén vin A

Ghi chu:

(1).Viét tat tén co quan.

(2) Trich y&u néi dung.

(3) Pia danh. -

(4) Ténco quan,té chic,ca nhan ¢é trach nhiém giai quyét chinh.

(5) C6 thé la van ban nao do khac cua cdp trén lién quan dén van dé
nhac nhé, don déc.

(6) Tén co quan, 18 chtic, doanh nghlep ban hanh céng van nay.

" (7) Tén doanh nghiép dugc dén.déc.

(8) N6i dung nhiing cong viéc da trién khai..- - ‘ o

(9) Nhiing nguyén nhan, Iy do lam han ché thuc hién nhCrng nhiém vy dat
ra .

(10) Nhiing n6i dung céng viéc phai thuc hién sau khi ¢6 cong van nay,

(11)Tén co quan, doanh nghiép cé trach nhiémrtc“;ng tht :
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8.6.2.5.5. Cong vdn hu'o’ng dan, gidithich
N01 dung cdng vin hu’dng din, giai thich ¢6 ba phan

'~Phan md diu: Phan tich so b6 ngudn gbc, xuit st cla chi
truong, chinh sdch, quyet dmh s€ du’dc hu’dng dan g1a1 tthh
trong cong van. : : : : :
-Phan ndi dung: Phan tich ¥ nghia tdc dung cla chi truong
chinh sdch d6 vé mat kinh' t&, x4 hoi, chinh tri. Néu 13 muc
dich clia chd truong, chinh sdch v cdch t8 chic thyc hién. - -
-Phén két thic: Thé hién sy quan tAm cla don vi minh d6i véi
* viéc hudng din va gidi thich cong vin. R

Vi du: Miu soan thdo cong vin huéng din, gidi thich

TEN CO QUAN CHU QUAN CONG HOA XA HQ1 CHU NGHIAVIFT NAM
TEN CCG QUAN , Doclap- Ty do & Hanh phuc
0T SRS A ¢ § W - a .....,.(3) s ngay thang ‘ndm..
VN (2) '
Kinh gii: 4)

-Thtrc hién...(5)..cta...(6). vé viee (T tron‘g'thc‘ii gian thuc
hién vira qua cho thay nhiu quy dinh dugc hiéu, khdc nhau va
dp dung khong thong nhit lam phat sinh nhu’ng hau qua dang
ti€c, do do6..(8)..gidi’ tthh cu the mot so quy dlnh t1ong van
ban néu tren nhu‘ sau ' :
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Trong qua trinh thyc hién. néu ¢6 dicu gicon chu'a 16 hodc con
vu’dng mic dé ngh1 cdc cd quan, don vi phan 4nh bang van ban
vé.. (8) theo dla ch1 sau de g1a1 quyet

Vin bénnéy thay thé vin bén giz’lib fhiéh sé’...nga;ly..;cAﬁa._..(S)‘..‘......._'.v»

Noinhgn: .. QUYENHAN,CHUC VU CUANGUSIKY
— T ~ (chit ky, dau)

-Luu VT. Nguyén vin A

Ghi chu:

(1)V|et tat ten co quan ‘
(2)Trich yeu n0| dung
(3)Tén cd quan, to_ chuc, ca nhan dudc phic dap.
(5)Tén loai, s& va ky hiéu vin ban dugc giai thich.
(6)Tac gia clia van ban dugc giai thich.
- (7)Trich yéu clia van ban dugé¢ giai thich.
(8)Tén co quan giai thich.
(9)N6i dung giai thich:

8.6.3. Soan thdo bo cdo
8 6.3. 1 Khal mem. ,'

Bao cdo la van ban dung de phan anh tmh hmh sy
v1ec, Vi viéc, qua trinh hoat dong cia co quan, don vi, ¢4
nhan trong mot khoang tho'l glan cu thé, gmp cho viéc
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d4nh gi tinh hinh thyc t& trong quin ly;linh dao va dé
xuét nhitng chi trueng méi cho thich hop. . :
8.6.3.2.Yéu cdu ciia bdo cdo
- Bdo cdo phdi trung thu’c khich quan chmh X4c;
- Bdo cdo phéi'cu the trong thm; - ¢
- Bao cdo pha1 klp thdl nhanh chong
8. 6 3.3.Phén loaz bdo cao

- Bdo cdo cong tic;

Bdo cdo chuyén dé;

Bdo cdo chuyén mon;

Bdo cdo'chung;
- Béo cdo thuc té.
8.6.3.4. Phuong phap soan ‘thao bdo cao =

Bao cao khong c6 miu trmh bay hay bé cuc nhat dmh Neu
bdo c4o dude viét theo miu quy dmh thi ngerl ‘doan thao chi
can thu thap dit liéu roi dién vao chd quy dinh. Néu bao cao
khong c6 mau thi pha1 tién hanh:cdc bu’dc sati:

a. Bu’dc chuan bi:

_ Xic dmh muc dlch ciia bao cio theo yeu cau cua cap tren
hoic do tinh chat clia cong viéc dang thuc hien quyét dinh

- Thu thap dit iéu can bdo cdo

- Sip xé&p tdng hop cdc dit liéu theo mot trat ty nhat dmhde
dua vao bdo cdo '

- Dy kién ddnh gid tinh hinh, rit kinh nghiém, dé xuit y ki€n
1én cap trén
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b: Budc viét bdo cdo - s
- Bdo cdo so két: Kiém diém viéc da lam dugc, chia lam
dugc, wu di€ém. Khuyét diém, nguyé€n. nhén, nhitng bién phdp
can c6 aé ti€p- tuc thyc hi€n nhitng nhiém vy con lai -

- Bdo cdo tong két: Yéu cau .cting nhu. de cao sq ket nhung
chi tiét hon, cu thé hon, tong hdp toan b sy v1ec nhlem vuda
hoan thanh hoac chu’a hoan thanh. Tren o 3 do de ra phu’dng
huéng, nhi€m vu cho cdng viéc sdp t4i. - '

@. Noi dung ctda bdo cdo: ‘

- Phin mé ddu: Néu nhiing diém chinh vé chi trudng, cong
tac, nhi€m vu dugc giao,néu hoan cfmh thuc hién ¢ nhﬁ’ng khé
khan, thuén lgi c6 dnh hudng chi phdi dén két qua thuc hién) -

- - Phan néi dung: Kiém dlem nhifng - viéc. da 1am dudgc, chua
lam dudgc, nouyen nhan danh g phu’dng hu’dng '

- Phan két lugn: Neu nhu’ng muc tiéu, nhlem vu mdi, nhng
- bién phap thu’c hlen nhu‘no kién nghl de nghx sy Olup 66 ho
trg cia cap tren . S S
Véi nhitng bdo cdo quan trong ngu’dl du’ thao cin dya vao dan
¥ trén d€ vié€t thanh dv thio bdo cdo , sau d6 t§ chu’c oop y dé
dleu chmh stra chita, bo sung, bién tap hoan chmh rdi trinh _
lanh dao phé duyet |
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Vi DU: BIEU MAU BAO CAO LEN PON VI CAP TREN

PON VI CHU QUAN CONG HOA XA HQI CHU NGHIAVIETNAM

TEN DOANH NGHIEP ~ Ddc lap - Ty do — Hanh phite
SO
Bia dunh, ngay...... tluing......ﬁdm .....
"BAO CAO .

VEé viéc

* Kinh gii:

- - Pic diém tinh hinh chinh, 1§ do bio'cdo
--Néu nhitng ndi dung bdo cdo ‘

- Néu nhitng thuén 1gi, khé khin

- Néu nhitnh ki€n nghi, dé xuat

- Trén trong bao cdo.

Noinhn: - TRUGNG DPON VI BAO CAO
- -Nhu trén e o
-Luu VT _ : ' ~ Ho tén nguvi k. _
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Vi DU :-BAO CAO TONG KET CONG TAC NAM CUA
MQT CO QUAN, PON VI

PONVICHUQUAN- . _ .- - CONGHOA XA HOI CHU NGHIAVIETNAM
TEN DOANH NGHIEP ] Poc 1dp - Ty do — Hanh phic
SGi. v Diu danh, ngay......thdng.....ndm....

BAO CAO

V& viéc tdng két cong tdc nim 200... -

I1.Mé dau S _
- Néu nhitng nhiém vy, k& hoach chinh duge dé ra phai thuc
hién trong nim trén cd sd chifc ning, nhi€ém.vy cla co quan,
don vi '
- Néu khé khin, thuan lgi trong viéc t8. chiic thyc hién nhiém.
vy trong ndm (chi néu khé khién, thuén 10i chi ph01 thu’c hi€n -
nhiém vu cong tdc di dé ra) -
IL.NGi dung ‘ ,
1. Kiém diém nhiing cong viéc da lam dlrdc

- Thong ké nhitng viéc di 1am dugc bang chu’ va sO

- Phan tich, so sdnh két qua da dat dudc so vdi nhi€m
vu dugc giao

2. Neu nhifng viéc ‘chira ‘thyc hién dugc (chu’a gidi quyét du’dc)
- Nhitng tn tai thleu s6t chinh
- Nguyen nhan '

3. P4nh gid két qud

- Pénh gid két qué cla nhitng viéc da 1am dugc, chua
lam dugc
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- Nhitng kih'h nghiém rit ra ‘
" - Néu dién hinh tién ti€n (t4p thé, cd nhan) va dé nghi

khen terc’i_ng,'.bié'u duong

III.Phucng hu’6’ng nhiém vu cila pim sau

' - Xéc dinh rd myc tiéu can dat dugc -
- Nhiing nhiém vu cu thé dé thuc hién muc tiéu da dé fa
- Céc bién phdp can du’dc 4o dung dé thyc hién cac
.nhi€m vu
IV.Ki&n nghi 1én cap tren

Nhim tao diéu kién hd trd cho viéc thu’c hién tot phucng
huéng va nhiém vu clia nim sau nhu:

- D€ nghi vé t5 chifc, nhan sy
- Pé nghi vé cd ché, chinh sdch
- P& nghi co sJ vat chat

V.Ké&t luan

Noi nhdn: . R GIAM POC

- " (Ky tén, déng diu)
-Luwu VT

Ho tén nguoiky -

8;6.4. Soan thao bién ban
8. 6 4.1.Khdi niém

Bién ban 12 vin ban hanh chinh dung dé ghi chep ‘
lai nhitng sy viéc di xdy ra hoic dang dién ra dé lam.-
chitng et phép Iy vé sau.
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8.6.4.2.Phédn loai
© Cin ci vao tinh chat, Bién:bé’m dugc chia thanh cdc loai sau:
- Bién ban hoi nghi, hdi hop:ding d& ghi chép lai ti€n trinh t&
‘chtic, thuc hi€n hdi nghi, hay héi -hop. A
- Bién bdn hanh chinh: ghi chép cdch tién hanh mot cdng viéc
theo-quy dinh hanh chinh nhu bién ban md dé thi, bién bin
giao nhan va ban giao, bién ban nghiém thu hop ddng..
- Bién bén éé tinh cdhﬁ’t phép ly: ghi chép nhﬁ’ng vu viéc ¢o lién
quan dén phép ludt nhu bién bdn phién toa, bién bin khdm
nghiém ti¥ thi, bi€n bdn tai nan giao thong,... '
8.6.4.3.Phuiong phdp ghi bién bin
*.Nbi dung clia bién bén thudng gom 3 phén:
@. Phin mé dau: ' ,

- Ghi 16 thoi gian , dia di€ém 14p bién bén;

- Thanh phan tham du.
@. Phan ndi dung :

- Né&u la bién ban hoi hop hodc vu viéc dang dién ra,
thi ghi theo ti€n-trinh ctia cudc hop, hdi nghi, vu viéc do. - .

- Né&u 1a bién ban vu viéc da xdy ra, thi mo ta lai hién
trudng, ghi chép lai 16i khai ctia nhdn ching, duong sy hodc
nhan dinh ctia nhitng ngudi ¢6 lién quan.

@. Phan két thic:

- Ghi thdi gian, dia diém két thic viéc 14ap bién bén.

- N&u bién ban dugc doc thdng qua nhifng ngudi tham
dur thi phai ghi ro rang, hoge né bién ban dugc l4p thanh nhiéu
ban thi phéi ghi 16 s6 bdn dugc 1ap.
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- Bi€n bdn phai ¢6 chit ky clia cdn bo 1ap bién ban va
chit ky cda chi toa(néu 1a bién ban hoi hop), hodc tuy theo
tinh chat clia vu viéc, bién ban phai c6 chit ky cta ngudi dai
dién t8 chitc vi pham, chit ky cda ngudi 1am chiing, va ngudi bi
hai. -~ |
ViDU: MAU BIEN BAN HOI HOP, HOI NGH]

DON VI CHU QUAN : CONG HOA XA HOI CHU NGHIAVIETNAM
TEN DOANH NGHIEP _ Péc 1ap - Ty do' - Hanh phic
S6.... Bia danh, ngay......thdng.....ndm....
BIEN BAN
o 3 (1) o NI
1.Théi gian hop

- Khai mac...gid..ngﬁy...théng..‘.nim....... '

= D2 GIEM 1.t
= NO1 dung BOp... et
2.Thanh phén dy hop

- Thanh vién..c6 mit.trén tdng s6............

- Téng s8 thanh vién thém dy hop
3. Chii toa ky hop

4.Thu ky cudce hop

5. Cac bao cao tai cude hop

6. Thdo luin tai cudc hop

7.Ké&t thic ky hop. ‘ . .
' THUKY. ' CHU TOA
Ky @én) (Ky tén, déng ddu)
Noi nhin: ' '
- T e Ho tén ngudi ky

-Luu:VT.
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Vi DU: MAU BIEN BAN BAN GIAO CONG VIEC

PON VI CHU QUAN . CONG HOA XA HOI CHU NGHIAVIETNAM
TEN DOANHNGHIEP ' Déclap - Ty do - Hanh phic '
S6....... . ‘ Diu danh (1), ngay-......thdng.....ndm....
A 4
BIEN.BAN

Vé viéc ban giao.......(2)....

-Cin cit quyét dinh s6.......k§/hiéu..ngdy..thing..ndm..cla

véviéc...

HOm nay, ngay..thing..nim. ldc...gid(3)chinh thifc ban giao cho........
I.Noi dung bam giao chinh thifc gém cdc muc sau day: ‘
1. V& chic ning, nhiém vu.. :
2. V& 13 chie.
3. Vé nhén sy.
4. V& cd s3 vit chit.
5. V€ ho'sd, tai liéu luu trit.
IL.Nhitng viéc khac
1
2

Bién bdn nay dudc lap thz‘mh...(5).(..bz'in dé giti dén cdc noi 6 lién quan nhu
sau: : :
1 :

Bién bdn ldp tai..ngay..gid..noi rén.

PAI DIEN BEN GIAO . DAI DIEN BEN NHAN
- (K¥ tén, ho va tén) ~ (Ky tén, ho va tén)
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Chli’né thu'c(xdc nhian)cda ¢d quan(cip) ra quyét dinh ban giao
Dia danh, ngﬁy...thénh...nﬁm...
«{6)...
(Ky tén, déng dau)

Ghl chu
(1). bia danh
(2). Trich yéu.
(3). Tén, bo phan, ca nhan ban giao.
(4.)Tén, bo phan ca nhan nhan ban giao.
(5). S8 lugng van ban.
(6). Thdm quyénky.

8.6.5. Soan thao hgp ddng
8.6.5.1.Khdi niém

Hogp dong 1a sy théa thuan gilta cdc c4 nhan, t8 chic dé
xdc 14p, thay déi hay chdm dit quyén va nghla vy cla cdc bén
trong mot quan hé nhat dinh.
8.6.5.2.Di¢u kién ciia hop dong
Hgp dong pha1 c6 4 diéu kién:

-Su ung thudn: co s cia hgp dong 1a'sy ddng y, bing long mot
cdch ty nguyen khong mot ai, mot cd quan, doanh nghiép nao
dugc quyén ép bude mot d61 téc khac phai ky két hgp dong vdi
minh.

-Néang lyc: Ngu’dl ky hgp dong pha1 co day du nang lu’c phap
ly.

-Déi tugng: cam két didu gi, viée gi dé€ 1am hoic ban giao.
-Nguyén do: hgp ddng phdi dua trén nhiing nguyen do hogp -
phdp, khong dugc trdi phdp luat, dao dic x4 h01
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8.6.5.3.Higu lc ciia hop dong

Hop déng 1a st mong mudhn clia hai bén giao udc, rang
- budc hai bén cho dén khi nao hai bén thdy khong con mong
mudn ti€p tuc duy tri hodc hgp ddng da duge thuc hién xong
_ Hop d6ng 1a quy udc cda hai bén, 13" luat” cla hai
bén. Do d6 néu c6 tranh chap thi phii dya vao céc dleu khoan
clia hgp ddng hoac theo luat de phin x1¥ . )

8.6.5.4.Phén logi hop dong !
& nude ta hién nay ton tai ba loai hgp dong:
-Hdp dbng dan su.

--Hgp dong kinh doanh thuong mal( hay hop dong kinh |
té).

- -Hop 6611g lao d(f)ng.

A.HQP PONG DAN SU

Nhing hop dong nhim dap ung nhu cau smh hoat tiéu dung
giita cd nhan hay tap thé cdc c4 nhan goi 1a hdp dopng dan su.
Pic diém cia hop ddng dén su:

| -Chathé la moi ¢4 nhén, t6 chic:

-Muc dich giao dich: khong c6 muc dich 101 nhuan(v1 du cé nhan
mua xe gan may dé lam phucmg tién di lai). ‘

Hinh thirc hop ddng dan sw: Co thé duge glao Kkét (thoa thuan)
bang 141 néi, bang vin ban. _

Phén loai h(jp _dongvdan su':
- H:gp.d(“\)ng mua bdn tai sin;
- Hop déng trao d6i tai sdn; -
- Hop dong vay tai 'éé_l_i;
- Hop déng thué tai sén;
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- Hop déng muon tai sdn; -

- Hop ddng dich vu;

- Hdp ddng van chuyén;

- - Hgp ddng gia cong;

- Hop ddng giit tai san;

- Hgp ddng bdo hiém;

- Hop dong dy quyén;

- Hop dong vé st di_mg dat,

- Hop ddng stt dung tdc pham;

- Hyp d6ng chuyén giao cdng nghé.
Noi dung chii yéu cia hop dong din su:
Moi hdp déng dan st dit dudi hinh thitc nao déu phdi ddm bio
¢6 nhitng ndi dung chu yeu cd ban (dugc Bo luat Dan su gquy
dinh tai diéu 402) bao gom:

- P61 tugng cla hgp dOng(tai san gi? Cong viée gi?);

- S8 lugng, chat lugng;

- Gid ¢4, phuong thic thanh todn; .

- Thoi han, dia diém, phuong thifc thuc hién hop ddng;
- Quyén va nghia vu cta cdc bén;

- Trich nhiém do vi p’hgm hgp dong;

- Phat vi pham hgp dong. |

B.HQOP PONG KINH DOANH-THUONG MAI
(con goi la ho'p dong kinh te)

Pic diém cda hgp dong kmh 18"

-Cht thé: C4 nhan, & Lhm co d;ang ky kinh doanh.
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-Muc dich giao dich: déu ¢6 muc dich Igi nhuan. -

Hinh thdc hgp ddng kinh t&: ¢6 thé duge giao k&t(thda
thudn) bing 151 néi, biing vin ban hoac bing mdt hanh vi cu
thé( trudc day Phdp 1énh hgp ddng kinh t&€ chi cho phep duy
nhat mot hinh thifc 12 hop ddng bang vin ban)

Cac loai hgp dong Kkinh té&: -

- Hgp dong mua bén hang héa; ,

- Hop ddng mua bdn ngo_éi thuong;

- Hgp dong dy thic xi;éft nhap khiu;

- Hop dong van chuyén hang héa;

- Hop dong kinh t€ dich vy; - -

- Hop déng giao nhén thau trong xdy du‘ng cd ban; |

- Hop « don0 gla cOng dat hang;

- Hop ddng nghién ctiu khoa hoc, trién khai k¥ thudt;

- Hop déng hop téc kinh doanh; :

- Hop dong lién doanh, lién két.

Néi dung chd y&u ciia hop ddng kinh t&:

V& cd ban ndi dung ctia hgp ddng kinh t& gidng nhu
hdp déng dan su. Tuy nhién do dic tha 1a hang héa ¢6 sO
lugng, khoi lugng 16n nén tinh chit phic tap hon doi héi ngoai
cdc ndi dung co ban thi cu thé héa chi tiét cdc thda thuin
thuding s& do hai bén ban bac va dua vao ndi dung clia hgp
dong nhiéu hon, ddi héi chit ché, chinh xdc hon.

Vi du ¢6 thé thém céc ndi dung sau:
- Chit lugng, ching loai, quy céch, tmh dong bd cua sdn
pham, hang héa hoic yéu cau ky thuat ciia cong viéc:

- Cé4c bién phdp bao ddm thu’c hién hop dong;
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- Thdi han ¢6 hiéu lyc ctia hop dong;

- Piéu kién nghiém thu, giao nhan.

C.HGP PONG LAO PONG ,

" Hop ddng lac dong 1a sy thda thuin giita ngudi lao
dong va ngudi su dung lao dong vé viéc 1am c6 trd cong, dicu
“kién lao dong, quyén Va nghia vy cla m01 bén trong quan hé
lao dong,

I-Iinh thic hgp dong lao dong

- V& hinh thic, gidng nhu hgp don0 dan sy. HOp dong lao dong
¢6 thé thuc hién bing vin ban, bing 13i néi'(hgp ddng miéng).
Ndi dung chi y&u ciia hgp dong lao dong:

.Hop dong lao dong khi thda thuin pha1 c6 nhitng ndi dung chi
yéu sau day: : :
-Vé cong viéc phai lam: ,

Phdi néu o cdc hang muc cong viéc cu thé, dic diém, tinh
chat cong viéc va nhing nhiém vy chd y&u, khdi lugng va chat
lugng phai dam béo.

-Vé thoi glo lam viéc, thoi gld nghi l’lgOl

Phdi néu rd s gidi lam viéc hang ngay, hang tuan theo gid
hanh chinh hay ca, kip..; ngay ngh1 hang tuan, hang ndm; ngay
nghi 1&; viéc 1am thém gid...

-Vé tién luong: . _

Phdi néu rd mic luong, cdc loai phu ca"p, hinh thidc trd hrong,‘
céc loai tién thudng, cdc loai trg cap, thoi gian trd luong, cic
loai phiic 1¢i tip thé, diéu kién nang bic luong, viéc gidi quyét
tién luong va tién tau xe trong nhUng ngay di dudng khi nghi
hang ndm. : :
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-Vé dia diém viéc lam: o

Phdi néu rd dia diém cinh thdc, 1am tai LhO di-lam Juu dong
- xa hay gan, phuong tién di lai, an, & trong thdi gian lvu dong.
-V€ thdi han hop ddng:

Phai néu rd loai hgp dong, noay bit dau, noay ket thic hdp
dong.

-Vé diéu kién an toan vé sinh lao dong:

Phdi néu 16 cdc tiéu chuin an toan v€ sinh lao déng, <,u thé
trong cdng vi€c phai Iam cac con0 viéc phoné ho lao ddng ma
ngudi lao dong tuan thd va ngudi si dung lao dong phdi ddm
bdo cung c#p, tao diéu kién.... - '

-V& b3o hiém x3 hdi:

Phdi néu r6 trdch nhi€ém ctia mdi bén trong viée déng gdp, thu
ndp bdo hi€m xa hoi, quyén, 1gi ich clia ngudi lao ddng vé bdo
hiém x3 hoi.

Cic loai hgp dong lao dong::

- Hgp dong lao dong khong xdc dinh k¥ han;

- Hop déng lao ddng xdc dinh ky han (tr 1-3 nim);

- Hgp déng lao déng theo mia vu (thi han dudi 1 1151ni).

8.6.5.5. Noi dung ctia hop dong
Hgp dong thudng c6 3 phan:
a. Phan cén cd phdp Iy va thyc t& )

- Néu nhitng van ban quy phdm phap luat lam ¢o s¢
phép ly cho hgp dong.

- Néu nhifng cén ctf thuc 1€ trao doi glu’a céc chu thé de
thiét lap giao két ¢6 tinh chitng cit phdp ly.
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b.Phdn xdc lap chii thé giao két ,
-Néu titng bén giao két, phan dinh vi trf giao két.
- Néu nhiing th6ng tin lién quan dé&n cht thé giao két
(dia chi, chifc vu, tai khodn, ma s& thué).
c.Phén ndi dung thod thuin giao k&t
Duge thé hién thong qua c4c didu, khodn.

8.6.5.6.K¥ thudt soan théo mot s6 logi hop dong
a.MAu hgp déng mua ban hang héa

~ CONG HOA XA HO1 CHU NGHIA VIET NAM
Péc lap — Ty do — Hanh phiic

HOP PONG MUA BAN HANG HOA
' S5 HDMB.... '

HOm nay ngay..thadng. nam... QL.
CRUNE (0] ZOM CO%romrrrrs et
Bén ban (goi 13 bén A):

= TN 0NN NZRIGD vt -
- Pia chi tri 83 Chinhi. . il s

- Dien thoal. TElEX..FaXe oo

-Tai khodn §G.........tai NZAN hANG....ceeiemrrerimrrernssenn

-M3 6 thué€ doanh NEhIEP.........wvewremesessssesssiesssneis
-Pai dién 12:0ng/BA....rrcrrrnio CHEC Vi

251




- Gidy iy quyén s({..ngéy...théng...ném;..do.’....Chl’rc viL...ky).
Bénmua (goilabénB): -
T8N AOANN NZRIGD i st
“Dia ChT T G CHINNL e
- -bién thoalTelexFax '

-Tai khodn $8+ ..o tai NEAN DANG oo
-M4 56 thu€ doanh NERIEP......weweweemeeemeesseee s
-Pai dién lé'f)ng/Bél .......................... Chfrc 12 IO

-(Gidy 4y quyén s6.....ngay..thang..nim..do....chic vu..ky).

Hai bén thong nhit thda thuin ndi dung hop dong nhu‘ sau:
Piéu 1: Néi dung cong viéc glao dich

1.Bén A bédn cho bén B sd hang héa sau day: |

STT |Tén | Pon vi|S§ | Pon Thanh | Ghi

hang |tinh |lwong |gid  |tén | chd

COMG.ore s s s s ons s s st s s s oo |
Tdng gid tri (bing chﬁ’) .
Didu 2: Gid ci | |
Pon gid mit hang trén 1a gid (theo vin ban ...(néu cé)..cla...)
Piéu 3: Chat lugng va quy cdch hang hod .

'1.Chat lugng mat hang ..theo quy dinh... .

Piéu 4: Bao bi va ky mi hiéu

252




1.Bao bi lam bang
- 2.Quy céch bao bi.. cd Kkich thudc
3. Cach déng g01

-Trong lu’dng ca b1 ,

-Trong lugng t1nh
Piéu 5 : Phuong thdc giao nhan’ |
1.Bén A giao hang cho bén B theo lich sau:

STT | Tén Pon vi | S& Thai bia. Ghi

hang | tinh lugng | gian diém | chd

2. Phuong tién van chuyén va chi phi van chuyén do bén...chiu.
3.Chi phi bc x&p(mbdi bén chlu mét dau hoic...)

4.Quy dinh lich giao nhan hang héa ma ben mua khong den
nh4n hang thi phdi chiu chi phi luu kho bii 1. .dong/ngay. Néu
phu‘dng tién van chuyén bén mua dén ma bén ban khéng c6
hang giao thi bén bdn phai chiu chi ph1 thuc t&€ cho viéc di€u
dong phuong tién . : .
5.Khi nhan hang bén mua c6 trach nhiém kiém tra phdm chat,
quy cdch hang héa tai chd. Né&u phdt hién hang thi€u hodc
khong diing tiéu chuén chat lugng,..thi 14p bién bén tai chd,
yéu cau bén bdn xdc nhin. Hang di ra khéi kho bén bin
khong chiu trach nhié,m (trtr loai hang cé quy dinh thdi han
b4o hanh). | o
: Tru’dng hdp giao nhan hang theo nguyén dai, nguyén
kién, néu bén mua sau khi chd vé& kho mdi phdt hién cé vi
pham thi phé’li 1ap bién ban va goi c¢o quan _kié}’m tra trung gian
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(VINACONTROL) dén xdc nhin va phéi' gii bién ban cho
bén bdn trong han.... ngay, tinh tr khi 14p bién bdn. Sau.....
ngay néu bén ban d4 nhan dugc bién bdn ma khong ¢6 ¥ ki€n
gi coi nhu da chiu trdch nhiém boi thudng 16 hang do.

M3i 16 hang khi giao nhan phai c6 x4c nhan chat lugng
bing phi€u hoic bién ban kiém nghlem ‘Khi dé&n nhin hang,
ngudi nhan hang phdi xuat trinh:: :

—Glay gidi thiéu cia cd quan bén mua;

-Phiéu xuit kho clia ¢d quan bén bdn;

" -Gidly chitng minh nhan dén.
Diéu 6: Bdo hanh va huéng din s dung hang héa
1.Bén bdn c6 trdch nhiém bdo hanh chat lugng va gid tri su
dung loai hang..cho bén mua trong thai gian la..thdng.
2.Bén bédn phdi cung cip dd mo1 ddn vi hang hoa mbt gidy
hudng dan st dung (néu can).
Piéu 7: Phuong thic thanh toan
1.Bén A thanh todn cho bén B bing hinh thuc...trong thdl gian...
Trong phan thanh todn ghi rd hinh thifc thanh todn: (bang tién
mit hay chuyén khodn qua ngin hang); vé€ lich thanh todn nén
dinh 13 thoi gian cu thé, trdnh ghi chung chung.
Piéu 8 : Cdc bién phap bdo ddm thuc hién hgp dong
Chi ghi ngdn gon cédch thic, hinh thifc bdo ddm va phal lap
vin ban rleng, cu thé vé hinh thic bdo dam dé. .
Piéu 9: Trach nhiém: vit chat trong viéc thyc hlen ho’p
dong
1.Hai’ bén cam két thu’c hién’ nghlem tic cac dleu khodn da

thda thuén trén, khong dude don phuong thay ddi hodc huy béd
hgp dong, bén nao khong thyc hién hodc don phuong dinh chi
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thyc hién hgp déng ma khong ¢6 1y do chinh ddng thi s& bi
phat....% gid tri phan hgp dong bi vi pham (cao nhat 13 12 %).
2.Bén nao vi pham cdc diéu khodn trén diy sé& phai chiu trach
nhiém vat chit theo quy dinh clia cdc vin ban phép luit ¢é
hiéu Iuc thi hanh v€ phat vi pham s& lutgng, chat luong, thdi
gian, dia diém, thanh todn, bdo hanh,...mdc phat cu the .do hai
bén thda thuan du’a trén khung phat do phdp luat quy dinh.
Piéu 10: Giai quyet tranh chip hgp dong ‘

1.Hai bén chd dong thong bdo cho nhau tién do thu’c hién hdp
ddng. N€éu c6 van dé gi bat 1oi phat sinh, cdc bén phdi kip thoi
bdo cho nhau bi&t va chil dong ban bac gidi quyét trén g s
thuong lugng dam bdo hal ben cung cé ldl (can Iap blen ban
ghi toan bd ndi dung dé). '

2.Trudng hdp c6 ndi-dung tranh chdp khong tv gidi quyét dude
thi hai bén thong nhat sé khleu nai tai Toa dn (ghi r6 Toa dn
nao) dé yéu cau gii quyet

3.Céc chi phi vé kiém tra, xdc ¢ minh va 4n phi Tda dn do bén
co 161 chiu. :

Dleu 11: Cac thoa thuan khac (neu can)

Cac didu kién va dleu khodn khic khong gh1 trong hdp
ddng nay sé& dugc céc bén thuc hién theo quy dinh hién hanh
clia cdc vin ban phdp ludt vé hgp dong kmh t€ va cdc vin ban
¢6 lién-quan. :

Piéu 12 : Hiéu lyc ctia hgp dong
Hop ddng nay c¢6 hiéu luc ngay..thing..nim...dén
ngay..thang..nim... } ‘

Hai bén s& t§ chic hop va Iap bién bdn thanh 1y hop
dong sau nay sau khi hét hiéu lyc khong qud.... ngay. Bén..c6
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‘trich nhiém t§ chic va-chudn bi thoi gian, 'dia diém hop thanh
ly' . B N

Hop dbng nay duge lam thanh.... ban, ¢6 gid tri- nhu’
nhau mbi bén glu ..... ban. X :
})a:dién_ bénA o ‘Dai dién bén B
 Chéeva = - A Chu’cvu o
(kytén, déng dau) - (ky ten, dong dau)

bM&u hgp déng mua bén nha &

" CONG HOA XA HOI CHU NGHIA VIETNAM .
Poc 1ap - Ty do - Hanh phiic

R ngay...thdng..ndm...
HQOP PONG MUA BAN NHA §
‘Cin ctt Luat nha & ngay 29 théng 11 nam 2005;

Chinh phti vé quy dmh Chl tlet va hu’dng din th1 hanh Luat nha 3.
Chiing t6i gbm: . '
BEN BAN NHA O (goi tit 12 Ben ban)

-Ong (ba)....

-Chitng minh nhan dan s§ (Ho chi€u):..cip ngéy............ta_ﬁ ......
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-Dia chi ¢0 quan (NhA FIENE)...uwwsumivmememesmmmemnerssssesssiimrinesees 7
-Pi1én thoai e FAX e e
-Tai khoéan........ ..tai Ngan hang

-Ma s ) thué....

BEN MUA NHA O (g01 tat la Bén mua) | | )
SONE(DA ) et sttt st
-Chiing minh nhan dan s6 (HO chi€u):..cap’ ngéy..::..:...;.'.tai ......
D1 10 RO
-Di’a chi co qua’ﬁ (nha r1éng)
-bién thoai... Fax
-Tai khoan......... ..tai Ngén hang

-M4 s8 thué....

Ha1 ben thong nhat ky ket hdp dong mua ban nha 8 dung cho
muyc dich dé & va smh hoat véi cdc n6i dung sau:

LDiic diém chinh ctia nha ¢ , ’ ;
1918 ChE DA 8o
2.C#p nha &

3.Téng dlen tich san nha &.......m>, trong vdo’- dién -tiéh chinh
13......m% dién tlchphu la...m" : ' o
4. Trang thi&t bi chi yeu gan lién le nha d (neu co) gom...........’.
3. Glay to vé nha d kem theo gom -

IL.Gia ban nha phu’o’ng thlrc thanh toan va tho’l han glao
nh
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1.Gid bén 1a:......oiienn..dODE.

'(bﬁng CRUT oo sssessssr e s o)
ZZ.Perdng thﬁ’c_thanh todn: bing(tién mit, chuyén khodn hodc
hinh thi¥c Khac). .., irONG d6:
-Tr4 14n dAu 135 dONg VRO DgAY....thANg.....NAM...

] '-Tra tiép 13 0ONE VRO NgAY....théng.... NAM...

Cac_ quy dinh khdc do hai bén théa thuén:..

“Thoi han £ia0 NHAN DAL

. III" Quyén.vé nghia vu ctia Bén bdn

1. Quyen cia Bén ban: |

'_‘—Yeu cau Bén mua tra du tlen mua nha ding thdl han gh1
. trong hdp ddng. '

_Yéu cAu Bén mua nhin nha dung thdi han ghi trong hop
- dong. :

2. Nghla vu ben bén:

- -G1ao nha & kem theo ban vé va ho sd néu tal hdp dong nay
..cho bén mua, trudng hop khong g1a0 hodc chim giao nha G thi
‘ pha1 b01 thuong thi¢t hai.

-Bdo quén nha & d3 bdn trong thdi gian chua giao nha cho
Bén mua. Thyc hién bao hanh d6i véi nha 3 duge xay dung
theo dy 4n quy dinh cda phdp luit vé nha § dén
- ngay...thdng...ndm...

_-Thong béo cho Bén mua cdc han ch&€ v& quyén sd hitu 601 véi
nha . Thong bdo cdc quy dinh vé& quan 1y, st dung nha & dsi
v6i trudng hgp bdn cdn hd cda nha chung cu va ca khodn 4
kinh phi ma Bén mua phi déng gép trong qud trinh st dung.
-Thu‘c hién dung tht tuc vé& mua bén nha & theo quy dinh cta
Iudt phap.
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-Cé trdch nhiém lam thi tuc dé€.Bén mua dugc cap gidy chiing
nhin quyén sd hitu nhd & (d6i vdi doanh nghiép ban nha &
dudgc xiy dung theo dy dn). -

IV.Quyén va nghia vy cda Bénmua

1.Quyén ctia Bén mua: '

-Nh4n nha & kém theo bin v& va hé so néu tai hop dong nay
theo dung thoi glan quy dinh tai khoan 3, muc II ctia hdp dong
nay; _

-Yéu cau Bénwbén tao diéu kién va cung cﬁ’p céc gidy td ¢6
lién quan dén viéc dé nghi cap Gidy chiing nhan quyén s& hifu
nha J;

-Yéu ciu bén b;in._.l.élm thll tuc véi cd quan ¢6 thim quyén dé
cip gidy chiing nhin quyén sd hitu nha &(trong trudng hop
mua nha & trong dy dn cta doanh nghi€p kinh doanh nha 4).
2.Nghfa vu ctia Bén mua: '

-Tr3 tién mua nha ding thdi han ghi trong hop dong.

-Nhan nha & va hd so dli'rig thdi han d4 thda thuan.

-Bio d&m .quyén, 10i ich clia ngudi thué nha trong trudng hop
mua nha & dang cho thué.

V.Céc théa thuén khac (néu c6)

VI.Cam két ciia hai bén

1.Hai bén cam két thyc hién ding ndi dung da két. Trudng hop
Co6 tranh chdp vé hgp ddng mua bdn nha &, hai bén ban bac
gidi quyét bing thuong lugng. Trong trudng hop khong gidi
quyét dugc bing thuong lugng thi viéc gidi quyét tranh chap
do Toa 4n gidi quyét theo quy dinh ctia phap luit.
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Trong qud trinh thuc hién hgp dong, néu phét hién thay
nhiing van dé cn théa thuin thi hai bén c6:thé 1ap thém phu
luc hop dong. Noi dung phu luc hgp ddng lap thém dudc hai
bén ky ket sé& ¢o gid tri phdp 1y nhu hop dong chinh.
2.Hogp déng nay dudc 1ap thanh 05 ban va c6 gia tri nhu nhau
M&i bén giit 01 bdn, 01 ban Iuu tai cd quan cdng ching hoic
chi’tng thuc, 01 ban luu tai co quanrce"(p gidy, 01 ban luu tai co
quan thu€. Hop ddng c6 hiéu Iuc ké tir ngay cé chitng nhan
cla cong chiing Nha nlIdc hoac chu’ng thu'c clia Uy ban nhan
dan cap huyen o

BENMUANHAG © ©" "BENBAN NHA &

(ky vaghirdhotén) -~ - . (ky va ghi rd ho tén) .

CHUNG NHAN CUA CONG CHUNG NHA NUGC

(hoiic ching thuc cia Uy ban nhan dan ¢ip ¢é thim quyén)
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c.Méu hgp dong lao dong:

(Ban hanh theo Thong tr s6: 21/2003/TT-BLDTBXH noay
22/9/2003 cia B6 Lao déng — Thu’ong binh - X3 hoi)- '

HoP Df)NG LA‘O DC)NG

Chiing t6i, mot bén 1a Ong/Ba ....'..Qno'c tlch
Chic vu.:. s

Pai dién cho:... .Dién thoal....;......
Dia chi:.
Va mot bén 1 Ong/Ba et ees QUOC HOR: e
Sinh’ ngay ..... thang ..... namta1
Nghé nghlep :
Dia chi thudng tru
SG CMND:.cooocvesimrsrivrmrsrmrsssneneCAD ngéy.‘..'.'/..'.‘../.....tal

S& s6 lao dong (néu ¢6 )..............CAp ngéy Jod o

Théa thuan ky két hop dong lao dong va cam ket lam dun,g,
nhu’ng diéukhdan sau diy: ‘

Piéu 1: Théi han va céng viéc hgp dong ‘

- Loai hop ddng lao dong:..........

- T ngay ....thang....nam......... den ngay..... thang narn

- Pia diém lam Vlec -

_ Chifc danh chuyén MO i Chu’c vu (neu (,dl] ) ......

- Cong viéc phdi lam:....
Piéu 2: Ché& do lam viéc e .
= THOE GIAN AN VIBC oo
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- Bugc cap phét nhitng dung cu lam viée gdm.......

Diéu 3: Nghia vu va quyén 1¢i ctia ngudi lao dong

1. Quyén Igi:

- Phuong tién di lai 1am VIGC et

- Miic luong chinh hodc tién CONG oot

- Hinh thic trd luong:....

- Phu cap gdm:.. et
-b ugc trd lu’dng vao céc ngay ' hang thang '
- Tién thu‘ong e " |

- Ché& do nang hrong' '

- Du’dc trang bi bdo hé lao dong gom i
- Ché& d6 nghi ngol (nghi hang tuan, phep nim, 1& tet...) .........
- B3o hiém x3 h01 va bao hiém y (& J
- Ché& do dao tao

- Nhng thoa thuan khc:..

2. Nghla vu |

- Hoan thanh nhtrng cong vi€c da cam ket trong hop. dong lao
dong

- Chiap hanh 1énh diéu hanh sin xuat klnh doanh ndi quy ky
luat lao ddng, an toan lao dong

- Bbi thudng vi pham va vat chat:...
Piéu 4: Nghla vu va quyen han caa ngu’o’l su dung lao dong
1. Nghia vg:

- Bdo dam viéc lam va thyc hién day di nhu’ng dleu da cam
két trong hgp ddng lao dong
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- Thanh todn day dd, ding thoi han cdc ch€ d6 va quyén 1gi
cho ngudi lao dong theo hop dong lao ddng, thda wdc lao
dong tap thé (néucé).

2. Quyén han:

- Piéu hanh ngu‘ol lao dong hoan thanh cong viéc theo hop
ddng (b& tri, di€u chuyén, tam ngiing vi€c...).

- Tam hodn, chdm dit hop dong lao dong, ky ludt ngudi lao
dong theo quy dinh cta phdp ludt, thda udc lao dong tap the
(néu ¢ ) va ndi quy cla doanh nghlep

Diéu 5: Piéu khoan thi hanh

- Nhu’ng van dé vé lao dong khong ghi trong hOp dong lao
dong nay thi dp dung quy dinh cila thda u'oc tap the Tru‘ong
hop chua c6 thda udc cla tap thé thi ap dung quy dinh clia
phap luit

- Hgp dong lao ddng dudc lam thanh 02 ban, c6 gid tri ngang
nhau, mdi bén gitt mdt bdn va cé hiéu ll_l’C tr ngay.....thang...
nim...Khi hai bén ky két phy luc hgp ddng lao dong thi ndi
dung ctda phu luc hgp ddng lao dong cling ¢6 gia tri nhu cdc
ndi dung cta ban hop dong lao dong nay.

'Hop dong 1am tai... ..ngay....thang...ndm.....
NGUGI LAO PONG ~ NGUOI SUDUNG LAO PONG
(Ky tén) : * (K¥ tén, déng dau)
Ghi 15 ho va tén _ Ghi 1 ho va tén
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.CAU HOI ON TAP

1. Cac vin ban quy pham phap luat vé cong tdc soan thao va
ban hanh vin ban ? '

2.Khdi niém vé vin ban, vin ban quy pham phép Juat, vin Bah
hanh chinh, phan cap phat hanh cdc vin ban quy pham phap
luét ?

3.Nhitng quy dinh v& thé thic ciia vin ban 2 _
4:Van phong ngdn ngit ha‘u_'lh' chinh cong vu: khdi niém; chic
nang, tinh chat, dic diém ngdn ngit'?

5.Nguyén tdc va quy trinh soan thdo van ban?

6.La thu ky anh/chi hay soan thdo cho Gidm déc mot cOng van
mdl hop, mot cong Van dé ngh1 va mot quyet dinh ti€p nhin
cong tac.

oss.



Chu’o’ng 9 ,
CONG TAC LUU TRU

CAC VAN BAN CUA NHA NUGC VE CONG TAC LUU
TRU

- Phdp lenh Luu trit Qudc gld s0: 34/2001/PL-UBTVQH10
ngay 04/4/2001. o

- Nghi dinh cta Chinh phi s8: 111/2004/ND-CP ngay
08/4/2004 quy dinh chi tiét thl hanh mot s6 dleu cla Phap lenh
Luu tru’ Qudc gia. - Do ;

1.NHONG VAN PE CHUNG VE CONG TAC,
LUU TRU

1.1.Khdi ni¢m vé ‘cong tac luu tru’

Cong tac Ivu trit 1a giit lai va t8 chic khoa hoc vin ban,
gidy t3 c6 gid tri, hinh thanh trong hoat dong clda’co quan cé
nhan dé Iam bing ching va tra ciu kh1 can thiét.

1.2.Chifc niing’

-T§ chitc béo quan hoan chmh phong luu tru’ quoc gla
phong luu trif co quan. ‘

~ -T& chifc sit dung.tal liéu luu trif c6 hiéu qua .
1.3.Noi dung
-Thuc hién cac khau nghiép vu luu tri;

-Xay du’ng hé thong 1y ludn khoa hoc vé cong tdc lu’u
tri;
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-Xay du'ng hé thong to chu’c thxch hdp.
1.4.Tinh chat - ’
-Tinh chat O mit;
-Tinh cha't khoa th;i
-Tinh chat nghiép vu.
1.5.Nguyén tic quan Iy

Nguyen tic quan ly con0 tac lu’u trit: theo nguyen tic
tap trung thong nhat..

2.TO CHUC TAI LIEU LUU TRU VA 'CONG
TAC LUU TRU

2.1.T6 _chli’_c tai liéu lvu triv
2.1.1.Tai lieu luu triv

Tai heu Iuu trir 13 i heu hinh ' thanh trong qud trmh
hoat dong ctia cdc co quan Nha nude, don vi vil trang, cdc td
chitc chinh tri, xa hoi, doanh nghi€p va cd nhan ¢6-y nghia
chinh tri, kinh t€, qudc phong,an ninh, vin hod; khoa hoc, lich
str,...dugc dura vao bio qudn trong cdc phong, kho iuu it d€ st
dung vao muc dich phuc vu xa héi, con nguoi.

2.1.2.Céc logi tai liéu luu trz?
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‘Bang 9.1: Phin loai tai lidu lvu tri

Tiéu chi phan loai: - Cdc loai tai liéu lvu triv

| , e Tai liéu cda cdc co quan, t3 chite clia
Noi dung tai liéu bang ' o
dé cap dén.

Tai liéu qudn 1y hanh chinh

Tai liéu cla cdc doanh nghiép.

T Tai liéu viét trén gidy.
K9 thuit ché tac

TN e Tai li€u nghe, nhin.
tai liéu _ i .

_ o Tai li€u khoa hoc, k§ thudt
Tdcgidtailiéu ~ |e Tai liéu cda Chinh phi |

o Tailiéucéa cdc Bo.
o Tai liéu-cia UBND Tinh, thanh phd...

e Tai liéu cia HPND Tinh, thanh phd...
Ngudn: Tai liéu (1), trang 223. I

2.2.Cong tac Ivu triv
2.2.1.Luu trit hi¢n hanh |

Luu tri¥ hién hanh 12 bo phén luu trit cla co quan, t8
chifc ¢6 nhiém vu thu thip, bdo quin va phuc vu s dung tai
liéu Iy trit dugc ti€p nhan it cdc don vi thude ¢d quan, 6 chifc
(Piéu 2 Phdp Iénh luu trit qudc gia); chi y&u phuc vy cho hoat
dong clia cg quan, don vi. TS chifc bdo quin va si dung theo
phong.
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2.2.2.Luu trit lich su’

N Lu‘u trit lich s& la cd quan luu trit ¢6 nhi€ém vu thu thap,
bio quan lau dai va phuc vu sit.dung tai liéu luu trir dugc tiép
‘nhén t fuu tri hién hanh va c4c ngudn tai liéu khac, phuc vu
cho hoat ddng chung ctia Nha nudc, toan xi hoi, cong déng. TS
chitc bdo qudn, st dung trong cac kho, c6 bd may thyc hién
céc khau nghlep V.

3.CAC KHAU NGHIEP VU LUUTRU
3.1.Phan loai tai liéu lvu trid¥
3.1.1.Khdi niém vé phéin loaz tai li¢u luu trit

Phén 10a1 3 liéu luu trif 1a sy phan chia tai liéu thanh
‘cdc khoi, cdc nhém, cdc don vi bao quan‘cu thé cin cif vao cédc
dic trung 'chung ctia ching nhim 5 chitc mét cdch khoa hoc
va st dung co hleu qua nhu’ng tai liéu do
+ 3.1.2.Cdc guu doan phén loal tai lleu Iuu triv
- Phén loai tai liéu phong luu trit qudc gia.
- Phén loai tai liéu trong céc kho vy trit.
- Phén loai tai liéu trong cdc phéng l\uf'ut trit cu thé.
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Bang 9.2: Bang cic dic trung cla cdc giai doan phan loai.

Vin dung thuc t&

Giai doan NI
o Pic trung dé phan loai PN .
phanioai | - v - dé phan loat
1. Dac trung thdi dai fich s~ |'Kho Iuu trit trudc CM Thang 8
. | 'Kho Iwu trir sau CM Thang 8
A 2. Dic trung ¥ nghia toan quoc, Kho uy trir Chinh phti .
PHONG LUU | . dja phuong. - 'Kho luu trif ting-dia phuong -
TRU 3. Dc trung lanh thé hanh chinh. | Kho,luu trlr Tinh, Thanh phé -
QuBC GIA Kho luu trit Huyén, Quén.
4. Pac trung nganh hoat dong. | Kho luu trir Bo tai chinh
, Kho {uu trir Bo glao duc PDao tao
5. Dc trung vét liéu, ky thuat - { Kho luu trix tai liéu nghe nhin;
phudng phap ché tac. Kho luu trir tai liéu ky thuét
1. Phéng luu trit cd quan. Phéng luu trir UBND Tinh
Phéng |u'u tru’ HDND Tinh
2 Phong wi trix ca nhan gla‘ Phong lu‘u trir Chu tich Ho Chl
TRONG CAC | - dinh, dong ho. FA B Minh
KHO LUU | Phong lin trir gia-dinh
TRU Pham Ngoc Thach
Phéng luu trit dong ho
| Nguydn Trai '
3. Suu tap luu trir L& tai liéu khdéng @G- thanh lap
mét phéng fuu trir,
Phén chia tai lidu thaph cac
TRONG CAC [nhém .
PHONG LUU |- Chon phudng an phan loai | Thdi gian - cd ¢4u t§ chiec.
TRU - Xay dung phubng 4n phan 'Ca ¢ 18 chitc - Thai gian

| loai

- Sap x&p theo nhom

-| Thdi gian - Nganh hoat dong

Nguon Ta1 heu (1) trang 225

Nganh hoat dong - Thdi gian.
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3.2. Xdc dinh gid tri tai li¢u lvu trif
~3.2.1.Khdi niém vé xdc dinh gid tri tai liéu luu triv ‘
X4c dinh gid tri tai lidu luu tri¥ 1z viéc nghién ciu dé
" quy dinh thsi han can bdo quan cho tirng loai tai liéu hinh
thanh trong qud trinh hoat dong cda cdc co quan va lya chon
dé dua vao bio quin trong cdac phong , kho luu trit nhitng tai
liéu c6 gid trj kinh t€, vin hod, khoa hoc,.. .Ddng thdi, loai ra,
huy bd nhitng tai li€u thuc sy hét ¥ nghia, nhim nang cao chat
lugng cda kho luu trir.
3.2.2.Nguyén tac
‘Xdc dinh gid tri tai liéu luu iy phcu diam bdo:

- Tinh chinh tri;

- Tmh lich stt;

- Tinh dong | bo toan dlen

3.2.3.Cdc tiéu chudn dé xdc dinh gid tri tai lzeu

- Tiéu chudn noi dung cda taj liéu; [

- Tiéu chuin don vi hinh thanh phong;

- Tiéu chuén tac gid;

~ - Tiéu chudn sy lap lai thong tin ;

-Céc tiéu chuén khéc.
a.Tiéu chudn ndi dung cia t.é'i lidu o
No6i dung 1 toan bd nhitng van de, sy kién, hién tu’(jn"g, sy VAt
hodc cd nhéin dugc ghi trong tai liéu. -
Tai liéu trong cdc doanh nghiép thudng bao gém cic loai:
-Tai liéu phan dnh chic nang, nhiém vy hoat-dong ctia doanh
nghiép Anhu’ﬁ tai liéu vé viéc thanh lap doanh nghiép, chic:
ning, nhiém vu, co cdu t8 chic, k& hoach, bdo cdo thue hién

k€& hoach..loai nay bdo quan vinh vién.
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-Tai liéu c6 tinh chat giao dich thdng thudng, cédc tai liéu vé
quan tri...Thdi han bdo quan cta loai tai li€u nay thudng
khong dong déu, c6 loai l3u, ¢6 loai nhanh.

~Tai liéu v& nhén su: ¢6 thdi han bao quan lau dai.

b.Tiéu chudn don vi hinh thanh phéong

Dbon vi hinh thanh phdng la nhu’ng cd quan hodc cd nhén.
c.Tiéu chudn tac gia

Téc gid 1a tén co quan, don vi lam ra tai heu

_d.Tiéu chudn sy lip lai thong tin |

Tinh ldp lai ctia thong tin thé hién & su lap lai ndi-dung cda tai
liéu nay trong tai liéu khic.

C4c trudng hdp trung lap théng tin thi sit Iy nhu sau:

-Trudng hdp van ban c¢6 cd ban chinh, bdn sao: hd sd cé thé
loa1 bd ban $20.

-Trudng hdp vin bdn quan ly trung (nhat 12 van ban quy pham
phdp luét): trong mdt don vi bdo quan chi can giff lai mdt ban
t6t nhat. ,
-Trudng hgp bdo cdo tdng két.ndm bao ham didy di ndi dung
ctia bdo cdo thdng, quy thi khong phéi giff lai bdo cdo thang,
quy. |

e.Cac tiéu chudn khac.

- Tiéu chuén thoi gian va dia diém hinh thanh i liéu;

-Tiéu chuin mifc d6 hoan chinh&kh6i lugng ctia phong luu
tr’

- Tiéu chuén hiéu lyc phdp 1y cia tai lidu;

- Tiéu chuén tinh trang vatly cta tai liéu;

- Tiéu chuidn ngdn ngit, k¥ thuit che tdc va dic di€ém hinh
thanh tai liu. '
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liéu

Bang 9.3: So'dé hé thong ¢

ac tiéu chudn xdc dinh gia tri tai

CACTIRUCHUAN XACBINI GIATRL TALLIEC |

l

Y

Nhém tiéu chudn
ngudn san sinh TL

“Cd quan hinh*
thanh phéng

2

iy Tacgid

Nhém tiéu chudn noi
dung TL

Nhém tiéu chun
hinh thitc bén ngoai

BN Hidu lye phép Iy ,

__»| Ynghiangidung [ | Tinhirangvatly |

| Sulap lai théng
4 tin

Ngén 'ngf'r, ky :

M d6-hoan -

_—b " chinh

| Thoi gian;dja iém

Ngudn: Tai liéu (1), trang 227.
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3.2.4.Hpi dong xdc dinh gia tri tai liéu

Khi tién hanh xdc dinh gia tri tai liéu, cdc cd quan, 6
chifc phai thanh 1dp Hoi dong xdc dinh gia tri tai li€u. HO1
dong ¢6 nhiém vu tu’ van cho ngu’dl du’ng dau cd quan t6 chu’c
vé viéc quyét dinh:

-Muc luc hé so, tai liéu glu’ la1 b4o quan
-Danh myc tai liéu hét gi tri.
Thanh phan H01 dong xdc dinh gia tri tai ligu gom

-Chanh van phong hoac cap pho cia ngu’dl du’ng dau cd
quan, t6 chifc lam Chi:tich hoi déng. '

"-Pai dién clia 1anh dao cdc don vi ¢d tai liéu :ﬁy Vién.
Hoi ddng 1am viéc theo phucong thic sau day: '
-Tlng thanh vién H6i déng xem xét céc vin ban dé
xac dinh gia trj tai liéu; S
-Hoi dong thdo luin tap the va bleu quyet theo. da so

-Théng qua bién ban trmh ngudi ding dau cd quan, to
5 chu’c quyet dlnh

3.3. Bfi’ sung tai lidu luu trii
3.3.1.Khdi ni¢m bo sung tai liéu luu trit

B3 sung tai lidu vio cdc kho hru trtr Ia cong ‘tdc suu
tam, thu thép, hoan chinh ‘thém tai heu Va0 cédc kho Iuu triy
theo nhitng phuong phép va nguyen tic thong nhat. -

3.3.2.Ngubn bé sung }
- Tai liéu hinh thanh trong hoat ddng:clia céc cd.quan nha
nuéc, don vi vii trang, t8 chic kinh t&;

- Tai liéu do céc cd quan thude chinh quyén cii d€ lai;
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- -Tai liéu dang dugc bdo quan trong thu'vién , vién bo téng; ‘
.',- Ta1 liéu cda c4 nhén, gia dlnh dong ho
- ‘Tai ligu dang dugc bao quan 3 céc v1en Iuu trit nudc ngoa1
3. 3 3.T8 chite cong tic b& sung tai lieu
- X4c dinh ndi dung cong tic b8 sung tai lidu:
+ X4c dinh ngudn b8 sung tai lidu;
-+ Quy dinh thanh phan, ndi dung ta1 liéu can bé sung;
- Dam bdo cac yeu ciu bd sung tai liéu :
+ Phai thudng Xuyén, thi€t thuc, kip thdi;

~+ Chu y kha ning dp dung trong pham vi rong, ap dung
cac phu’dng tién ky thuat

'3.4. Tho'ng ké tai liéu Ivu trit
~3.4.1.Khdi) ni¢m thong ké tai liéu luu trit
‘Thong ké tai liéu’ luu trit 2 sit dung cac cong cu,

. phuong tién chuyén mén, nghiép vu d€ nim dudc chinh x4c s&
Iugng, chat lugng, thanh phan, ndi dung, tinh hinh tai liéu, tinh
~hinh cdn bd, hé thong bdo quan
”.3 4.2.Nguyén tdc thong ké tai ligu lu trie
' - D4dm bdo sy toan ven ciia tai liéu luu trit;
- Toan d1en kip thd1 chinh x4c, triét dé;
- P4m bdo quan diém tap trung, thong nhat.
"'3 4 3.N¢i dung thong ké
- Thong ké s0 lugng, chat lu'dng, thanh phan ndi dung tai li€u
lu‘u triY; -
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- Théng ke hé théng cdng cu tra cifu, phu‘dng tién bdo quan tai
liéu luu u@.

3.4.4. Cdc cong cu thong ké tai lteu luu triv
-S8 nhap tai liéu luu tri¥ vao kho.
-Muc luc hd sa.
-S8 dang ky muc luc hd so.
-S6 thong ké phong. |
-Béo cdo tdng ho’p
-S6 xuat tai liéu luu trix.

3.5. Chinh Iy tai liéu hvu trit
3.5.1.Khdi niém chinh ly tai lieu luu tri e

Chinh 1y t2i liéu Iuu tri¥ 1a sy két hop chit ché va hop
Iy cdc khiu nghi€p vu clia cong tic luu trit dé 8 chiic khoa
hoc cdc phong luu: trit nhdm bdo quén va st dung chung toan
dién va hiéu qua.

3.5.2.Nguyén tic chi’nh ly
Nguyén tic chinh Iy theo phono

3.5.3.Ngi dung .

- Nghién ctiu bién soan tom tit lich st cd quan hinh thanh
phong va lich st phéng;

- Hoan thién hd s, ’

- Chon va x4y dung phuong 4n phan loai,

,' 3.5.4.Cdc bube tién hanh

Theo huéng dan cia Cuc Luu trit quoc gia: chinh ly tai liéu lun
trit ¢6 3 budc chii yéu: :
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- Xay dyng k& hoach chinh Iy; .~ ..
-Ti€n hanh chinh 1y;
-Téng két cong tic chinh Iy,
Budc 1 : Xay du’ng ké& hoach chinh ly'
a.Khdo sat tai lleu,
b.Thu thap b6 sung tai liéu;
¢.Viét lich s& don vi hinh thanh phéng va lich s& phong
@Néi dung co ban cia lich si¥ don vi hinh thanh pﬁﬁ-ng gém
c6:
-Tén co quan;
-Thoi gian thanh 13p;: -
-Chitc ning, nhiém vu, quyén han va ¢6'cau 18 chic ;.
-L.€ 161 lam viéc, quan hé cOng tdc va ché do vin thu
tap trung hay phén tan. - ’ :
@ Noi dung ¢o ban cia lich sit phong gdm c6:
-Thd&i gian hinh thanh tai liéu tr nam nao den nim nio; |
-S6 luong tai liéu clia toan phong, cda titng don v1 phong, ban
(s& lugng cip,bd, gbi), cdc thé loai tai liéu (tai. liéu hanh
chinh, khoa hoc k¥ thuit, ghi am...). =
-Tinh trang vat ly cta tai liéu: tdt, kém, moi xdng, 'mc‘)'c', md
chi¥... . .
-Thdi gian thu thdp tai li€u cda phdéng vao luu tri, v\czic;lén,dﬁ
chinh 1y (n€u c6), mic do thi€u di, chat lugng ho so. .
-Phén loai tai lidu; | | I
-Thanh phan tai liéu trong phong .
d. Chon va xay dyng phu’ong an phan loal o
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" M6t phong luu'trit ¢6 duge chinh 1y nhiéu dgt nhung chi
dp dung 1 phuong dn phén loai tai liéu thong nhat. Cé 4
phuong 4dn'phén loai sau day: :

-:Phuong 4n “Cd cau t& chifc-thdi gian™; -
-Phuong 4n “Thdi gian-cd ciu t3 chiic”;
- -Phueng dn “Mait hoat dong-thdi gian™;
-Phuong dn “Thoi gian-mét hoat dong™;
@.Phuong 4n phén loai tai lleu “Cg'cdu td chlfc-tho’l glan
dugc thyc hién nhu sau: R

Trudc hét tai liéu cta’ phon0 (hodc bd phan phonO) du’dc chia
thanh cdc don vi t8 chiic phong, ban.

Vi du: tai liéu phong luu trit cia S& Van hoa- thong tin du’dc
chia thanh:

-Vin phong;
-Phong tdng hap;
-Phong k€& hoah;
-Phong k€ todn —tai vu;
- -Phong t8 chic cdn bd;
-Phong thong tin tuyén truyén;
" -Phong:vin héa qidn ching;
- -B3o ton; bdo tang;
-Thu v1en B

Sau 46 tai heu clia® m01 don vi du‘dc phan chm theo thdl glan; -
théng thuong 121 nam. ’ : :

@.Phuong an phan loal tal heu “Tho’l glan-co' cau to chu’c »
du'dc thuc hién nhu'sau: T .=
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Trudc hét tai liéu clia phong (hodc bd phéan phdng) dudc phén
chia theo thdi gian, thdng thudng 13 1 nim.

Sau d6 tai li€u clda nam phan chia theo cg cau t8 chitc. -

“Sau d6 tai liéu cda mdi phong ban lai du’dc chia ‘thanh cdc
nhém dén timg hd so.

@ Phuong an phan loai tai heu “Maiat hoat dong-thoi
gian”; : :

Trudc hét tai liéu cia phong (hodc bd phan phong) dugc chia
theo cdc mat hoat dong..

Vi du: tai liéu phong luu trif cia S§ Van héa thong tin du’cjc
chia thanh: '

-Cong tic téng hop; -

-Cong tdc td chifc cdn bd;

-Cbng téc lao dong tién luong;

-Cong tdc k€ todn-tai vu;

-Cong tac thong tin tuyén truyén;

-Cong tdc thu vién...
Sau dé tai liéu cda mdi mat hoat dong dugc phén chia theo
thdi gian, thudng la 1 ndm. .
@ .Phuong 4n phan loai tailiéu “Thdi gian-mit hoat dong”
Trude hét tai liéu cda phong (hodc bd phan phong) duge phan
chia theo thdi gian, thong thudng 1a 1 nam.
Sau dé ta1 liéu cda nim phén chia theo tlrng mat hoat dong.

Sau d6 tai li€u cua tiing mat hoat dong lai du’dc chia thanh cdc
nhém 16n, nhém vu’a nhom nhé... dén titng hd so.

e.Viét ban hu’o’ng din xdc dinh gi4 tri tai lleu trong chinh

,

ly
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Budc 2 : Tién hanh chinh ly
-Phan phéng tai liéu huu trit;
-Lap hd sa; |
-Bién muc; _ ‘
-Hé thong héa cdc hd soclia phong;
-Lam céc céng cu tra tim va th6ng ké tai li'éu;i”
-Sdp x&p céc hd 5o trong kho luu try;
Buéc 3 : Tong két cong tic chinh 1y
Sau khi hoan thanh dgt chinh 1y tai heu can pha1 tong két. Noi.
dung gdém:

a.Ban giao hé so phong(hoac bd phén phong) da chmh ly. -
¢6 cdc vin ban sau:

Ban lich st don vi hinh thanh phong va lich id phong,
-Ban phuong 4n phan 10a1 tai liéu;
-Ban hudng dan x4c dinh gla tri tai liéu trong ﬁhc‘mg;

-Cac quyen muc luc (muc luc hd so bdo quan vinh vién, muc’
luc hd so bio quI’l ¢6 thoi han, bdn ké danh muc hd sd het gid
tri) ¢6 ddi chiéu vdi cdc hd so hlen 6 nhép vao kho '

—Blen ban ban g1a0

b. Danh gia két qua lam dm)’c nhu:

-héi lugng tai lidu, tinh trang tai liéu kh1 chu’a chmh ly,
-S6 lugng hd sd, chat Iugng hd sa da 14p sau khi chinh ly;
-S8 lugng tai liéu, loai tai liéu hét gid tr dé thieu hiy;
-Thoi gian, ti€n d6 cla dot chinh ly.

c.Panh gid wu khuyé&t diém ciia dgt chlnh ly va nhitng kinh
nghiép rit ra. : o
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3.6.B30 quan tai liéu luu trid |
3.6.1.Khdi ni¢m bdo qudn tai liéu luu trié

Bdo quén tai liéu luu trit 1a toan bo nhfi’ng cOng vi€c
dugc thyc hién nhdm bdo ddm glu' gin nguyen ven, lau bén va
an toan tai liéu luu trit. '
3.6.2.N§i dung bdo qudn tai li¢u luu trﬁ’

Piéu 14, Nghi dinh Chinh phi s&: 111/2004/ND-CP ngay
8/4/2004 quy dinh chi ti€t thi hanh mét s6 diéu cla Phap lénh
Luu trit Quéc g1a yeu cau

Ngll'dl diing ddu co quan, t6 chifc ¢ tréch nhlem chi dao thu’c
hién cac quy dinh sau day ve béo quan tai licu luu ol

- Xay du’ng hoac bs tri kho luu tri theo dung ti€u. chuan quy
dinh; :

- Thyc h1en Cac blen phap phong chong chay nd, phong chong
thién tai, phong glan bdo mat ddi le kho lvu tri; _
- Trang bi day du céc thiét bi ky thuat phu'dng tlen bio quan
tai liéu lu‘u i, phu hgp véi tu’ng loai hinh lu’u tru’

- Duy tri nhlet do do am, anh sang phu hdp véi. tu'ng loai hinh
tai iéu lvu trlr;

- Thuc hién cdc phuong phap phong chong con trung, nim
‘méc, khit axit va cdc tic nhan khac giy hu héng ta1 liéu;

- Tu bo, phuc ché i liéu Iuu trit 'bi héng hoidc ¢6 nguy cd bi hu
héng; Do . -

-Thuc hién ch& d6:béo. hlem tai liéu Ivu trit d6i vdi tal liéu lvu
trit ddc biét quy, hiém.
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3.7. T3 chifc si dung tai liéu hvn tri
3.7.1.Khdi ni¢m td chitc st dung tai liéu luu tri

T6 chic st dung tai liéu trong cac phong, kho lu'u trlt 1a
toan bd cong tac nham dam bao cung cap ‘cho cac cd quan Nha
nudc va xa h01 nhiing thong tin can thiét phuc vu cho muc dich
chinh tri, kinh t&, khoa hoc, tuyen truyén, gido duc Van hoa,
quan’ su’ ngoa1 glao va cac quyen 101 khac cua cong dan '

3.7.2.Néi dung
- TS chifc phong doc;
- Théng bdo cho dsi tu‘dng ¢6 nhu cau;
~* - Trién 1am; ‘
- C4p chiing nhén, sao luc, trich lyc;

- Viét bai, dang bdo.

CAUHOI1 ON TAP

1.Vin ban quy pham phdp luit vé€ cdng tdc luu trir?

2.Khdi niém cdng tac Iuu trit? Tinh chat, chifc ning, ndi dung,
céc khiu nghiép vu luu trir?

3.Trinh bay phuong phdp phén loai tai liéu trong mét kho luu
trix?

4.Hay 1ap muc luc hd so va thdng k& 10 lan nhap vao phan
thong ké hd sd. :

5.C4c yéu cau cla kho tang va trang _thié’t bi trong kho luu trit
? C4c bién phap phong chéng 4m, méi trong kho luu tri?
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'THAY LOI KET

- Né&u ban ngu mdt gidc ngd ngan, ban s& hanh
phic trong mét gio.

- Né&u ban di cdu, ban sé hanh phuc trong mot ngay

- Né&u ban lap gla dinh ban sé hanh phiic trong mét
thang. -

- N&u ban thira k& tal san, ban s& hanh phic trong
mot nam. - ‘ '

- N&u ban yéu cong viéc, ban sé hanh phiic suét
doi.

Tuc ngit Trung Quéc
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